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1 Introduction

This guide provides instruction on using the Retail Operations Management (ROM) system and is for use by all
ROMS3 users.

Most procedures in this guide are written for users with an Activity user role. Consequently, the screen captures
you see and the steps you follow may differ somewhat if you have an Enterprise, TYCOM or DFAS user role. See
Section 1.2 User Roles for more information.

A separate user’s guide is available for ashore users with Enterprise, or DFAS user roles. The ROM3 User’s Guide
for Ashore Users contains tasks that can only be performed by users with these user roles.

¢ Note: TYCOM user roles also fall into the ashore category, but tasks performed by TYCOMs are
included in this guide.

Navy Retail Operation Management business processes are not documented in this guide. Please refer to the
NAVSUP P-487 document for answers to your business process questions.

1.1 Using This Guide

To quickly find what you are looking for in this guide, click a link in the table of contents to go directly to that
topic.

If you are viewing this document with Adobe® Reader®, you can also click the Bookmarks icon to display a list of
bookmarked links. Click the links to quickly navigate to a topic without returning to the table of contents. Click
the plus sign (+) character to expand a bookmark to view all subheadings.

BRoM: User's

File Edit View Window Help
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S| ®[wx]-|| 50|22 |k
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1.2 User Roles

Each main section of this guide includes a table listing the tasks that can be performed in the different ROM3
modules. Each table includes four user groups and identifies which groups can perform each task. Each user
group contains multiple user roles. The functionality available to you in ROM3 is based upon your user role.

¢ Note: Although your user role may be included in a particular user group, you may not be able to
perform all tasks indicated for that group.

The four user groups are Activity, Enterprise, TYCOM, and DFAS. The following table shows the user roles falling

within each group.

User group User roles within group
Activity e Store Operator
e Store Supervisor
e Vending Operator
e Collection Agent
e Receipt Inspector
e Storeroom Custodian
e Retail Supervisor
e Recordskeeper
e Leading Petty Officer
e Leading Chief Petty Officer
e Sales Officer
Enterprise e Ashore Recordskeeper
e ATG Fleet Assistant
e NEXCOM Activity Administrator
e Enterprise Administrator
e Enterprise Report Viewer
TYCOM e Enterprise TYCOM
DFAS e DFAS analyst
e DFAS Supervisor

Page 2
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2 ROMS3 Overview

The Retail Operations Management (ROM) system provides an automated means for personnel, both afloat and
ashore, to perform all functions relating to daily operations of the Navy Ship’s Store.

ROMS3 provides for automated data backups and catalog updates, and eliminates the use of floppy disks and
sending files via e-mail. The updated system includes enhanced item breakout and receiving capabilities, and
provides the ability to view and reprint transactions from previous accounting periods. Many other functions
associated with the operation of a ship’s store have been automated or enhanced with the new Retail
Operations Management system.
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2.1 Page Elements and Navigation

You can navigate ROM3 using page elements similar to those you have used in other Windows-based
applications, including links and buttons.

A Caution: Do not use the Back and Forward buttons in your Web browser when navigating in ROM.
- Doing so could cause you to lose data.

2.1.1 Home Page

The starting page in the application is the home page, which you see after logging on. From this page, you can
quickly navigate to the page you want to work with by choosing an option from one of the menus or by clicking
an icon on the dashboard.

RETAIL g
OPERATIONS :
MANAGEMENT ~ =

Inventory Order / Receive Financials Register Reports System
Retail Operations Management
S N
gg% .
102234 | m———— | |
- S 4
Manage Items Manage Orders Launch Accounting Activity
Register Closeouts Constants
Recent Enterprise Retail Price Changes Recent Enterprise Financial Transactions
Date Stock Number Item Description Date UIC Amount Type
10/02/2013 050001HHO003 African Nut Bars 07/17/2013 W23153 1.00 NEXCOM Loans
10/02/2013 050001HHO001 African Nut Bars 07/15/2013 wW23153 -5.00 DFAS Adjustments
09/24/2013 050001HHO002 African Nut Bars 03/01/2013 W23153 500.00 Rebates
09/12/2013 050001HH0003 African Nut Bars 02/13/2013 W23153 10.00 NEXCOM Loans
03/13/2013 1100006357 Listerine 11 02/13/2013 W23153 1001.00 NEXCOM Loans
03/07/2013 2420000010 IPOD CLASSIC 160GB B 12/13/2012 W23153 -2000.00 DFAS Adjustments
03/07/2013 100000000014 Bic Disposable Light 12/13/2012 W23153 500.00 DFAS Adjustments
03/01/2013 2420000010 IPOD CLASSIC 160GB B 11/14/2012 W23153 5.00 DFAS Adjustments
02/25/2013 8700000081 DR. PEPPER, Diet 11/07/2012 W23153 150000.00 NEXCOM Loans
02/12/2013 2420000014 IPOD SHUFFLE 4GB 18 10/23/2012 W23153 10000.00 NEXCOM Loans
Data & Replication Information Recent Additions to Document Library
Last Replication: 02/27/2013 Added: 07/17/2013 Accounting Adjustments.doc
Current Catalog Published: 09/27/2013 Added: 05/14/2013 CAC Renewel.doc
UNCLASSIFIED - For Official Use Only Developed by the NAVSUP Business Systems Center

Retail Operations Management (ROM) Version 3.0.0

¢ Note: The menus and icons you see on this page may vary from those shown in this guide. The
functionality available to you depends on your user role. The user logged on in this example has an
Activity user role.
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2.1.1.1 Menus

Click a menu name to display a list of commands and then click a command name to go to the corresponding
page.

Inventory Order / Receive Financials Register
Acct Adjustments
Manage Orders

Receive an Order htion
View Receipts Manage Orders

Reports System

Management

2.1.1.2 Dashboard

The dashboard provides access to common tasks and key operating information.

Retail Operations Management
"I 102234 — .‘“ RS 4 .
Manage Items Manage Orders Launch Accounting Activity
Register Closeouts Constants
Recent Enterprise Retail Price Changes Recent Enterprise Financial Transactions
Date Stock Number  Item Description Date uIC Amount Type
09/24/2013 050001HHO002  African Nut Bars 07/17/2013 W23153 1.00 NEXCOM Loans
09/12/2013 050001HHO003  African Nut Bars 07/15/2013 W23153 -5.00 DFAS Adjustments
03/13/2013 1100006357 Listerine 11 03/01/2013 W23153 500.00 Rebates
03/07/2013 2420000010 IPOD CLASSIC 160GB B 02/13/2013 W23153 10.00 NEXCOM Loans
03/07/2013 100000000014  Bic Disposable Light 02/13/2013 W23153 1001.00 MNEXCOM Loans
03/01/2013 2420000010 IPOD CLASSIC 160GB B 12/13/2012 W23153  -2000.00 DFAS Adjustments
02/25/2013 &700000081 DR. PEPPER, Diet 12/13/2012 W23153 500.00 DFAS Adjustments
02/12/2013 2420000014 IPOD SHUFFLE 4GB 18 11/14/2012 W23153 5.00 DFAS Adjustments
02/10/2013 3113130000002 Saled Deluxe Mixed N 11/07/2012 W23153 150000.00 NEXCOM Loans
02/10/2013 3113130000001 Slim Jim Giant Stick 10/23/2012 W23153 10000.00 NEXCOM Loans
Data & Replication Information Recent Additions to Document Library
Last Replication: 02/27/2013 Added: 07/17/2013 Accounting Adjustments.doc
Current Catalog Published: 07/30/2013 Added: 05/14/2013 CAC Renewel.doc

The icons across the top are quick shortcuts to common tasks. Click an icon to quickly go to the main page for
that task.

Recent Enterprise Retail Price Changes displays items whose retail price has been modified by NEXCOM. This
typically only applies to cigarettes and postage stamps.

Recent Enterprise Financial Transactions displays the most recent financial transactions that have been applied
to your activity by NEXCOM or DFAS. These transactions include Loans, Rebates, Grants, Equipment Purchases
and Service Charges.
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Data & Replication Information displays the date of the last replication cycle, and the date that the current
ordering catalog was published. The replication date will be green if it is within the past 24 hours, yellow if
between 24-48 hours, and red if the last replication occurred more than 48 hours ago. A red replication date
may be an indication of problems with the NIAPS server.

Recent Additions to Document Library displays the two most recently added files and links to the Document
Library.

2.1.2 Home and Log Off Buttons

At the top of each page in ROM3, you will see a page header with two buttons on the right-hand side.

Home Log Off
|

Each page contains the Home and Log Off buttons.

Click the Home button to return to the Home page. Save your work before clicking the Home button or you will
lose any changes you have made.

When you are done using ROM3, click the Log Off button to log off the system.
2.1.3 Calendar Icon

You will find date fields like the one shown below throughout ROM3.

Delivery: 11/07/2013

You can enter a date by typing directly in the field or by selecting a date from a calendar. The procedures in this
guide instruct you to enter dates in date fields. An alternative way of selecting a date is to use the calendar icon
. Click the icon to display the calendar, as shown here.

[« ] November 2013 0

Su Mo Twu We Th Fr Sa

3 4 5 6 T| & 9
10 11 12 13 14 15 16
17 18 19 20 M 22 23
M4 25 W T W N N

e Navigate to an earlier month by clicking the “back” arrow @.
e Navigate to a later month by clicking the “forward” arrow @.
e To select a date, click that number on the calendar.

After selecting a date, the calendar closes and the date you selected appears in the date field.
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3 ROM3 Access

When you log on to ROM3 for the first time, your user profile is created.

Your profile is then edited by an individual with a user role of Leading Petty Officer (LPO), Leading Chief Petty
Officer (LCPO), or Sales Officer (SO). The LPO, LCPO, or SO edits your user profile by selecting the appropriate
role(s) and activity (or activities).

After your user profile is updated, you can then log on to ROM3 using the same user name and password you
use to log on to your computer. If you log on using a Common Access Card (CAC), you can also log on to ROM3
using your CAC.

¢ Note: Because the link to ROM3 is different for each activity, it is not provided in the following steps. If
you do not know the URL for accessing ROM3, ask another user who currently has access before
logging on for the first time.

FIRST TIME LOG ON

1. Logon to the computer you will be using to access ROM using your Common Access Card (CAC) or by
entering your user name and password.

2. Access the ROM application by opening your Web browser and typing the ROM URL in the Address bar.
The Department of Defense (DoD) Notice and Consent Banner page appears.

3. Click OK.

e If you are a CAC user, the Home Page appears and displays a message stating that you do not have
permission to access ROM. Your user profile has been created and is ready to be updated by the LPO,
LCPO, or SO.

e If you log on using a user name and password, continue to step 4.

4. Enter the user name and password you used to log on to the computer in the User ID and Password fields
and then click Login.

The page updates and displays a message stating that you do not have permission to access ROM.
Your user profile has been created and is ready to be updated by the LPO, LCPO, or SO.

¢ Note: If you are the LPO, LCPO, or SO needing to edit a new user’s profile, see Edit a User
Account for more information.
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4 Printing and Saving Files from ROM3

In ROM3, you can generate or download numerous files, which you can then print or save.

The steps for saving downloaded files may be different from what you are used to, depending on the version of
Internet Explorer (IE) you are using.

PRINTING FILES

1. Click the button to open a file (Generate Printable Version, etc.).
2. Click Open.

3. Select Print from the File menu or click Print on the toolbar.

SAVING FILES - IE8 OR EARLIER

1. After clicking the button to open a file (Generate Printable Version, etc.), the File Download dialog box
appears.

2. Click Save.
The Save As dialog box appears.

3. Navigate to the folder where you want to save the file and then click Save.

SAVING FILES - IE9 OR LATER

1. After clicking the button to open a file (Generate Printable Version, etc.), the Notification Bar appears at
the bottom of your browser window, as shown here.

Do you want to open or save ContributionsToShipStoresReport.pdf (117 KB) from nvsswdfsm1l.navsisa.navy.mil?

Open Save - Cancel

2. To save the file, click the arrow to the right of the Save button to display a submenu and then click Save
as.

Save

Save Save and open

The Save As dialog box appears.

3. Navigate to the folder where you want to save the file and then click Save.
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5 Inventory
5.1 Breakouts

Your activity may store inventory in multiple locations, such as a holding location, a retail store, or a hanger bay.
With ROM3, you can transfer items between storage locations.

For example, you can move a case of 200 Snickers candy bars from Storeroom 9900 to Retail Store 1. The
breakout decrements 200 Snickers from the Storeroom and increments 200 Snickers in Retail Store 1. With the
exception of breakouts to snack bars, these transfers have no financial impact.

On a breakout to a snack bar location, items are immediately expended, and their quantities decremented from
the on hand inventory. The cost of these items is charged to the Cost of Operations account.

There are three steps to a breakout, which may be completed by three different users at three separate times or
by one user all at once, depending on user roles and permissions.

1. Create the breakout, add items, and record the intended breakout quantities for each item.
2. Update the breakout quantities to reflect actual quantities moved.
3. Confirm the transfer, causing system on hand quantities to update.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a Breakout X X X
e (Create a Breakout X
e Edit a Breakout X
e Delete a Breakout X
e Initiate a Breakout X
e Submit a Breakout X
e Print a Breakout Report X X X
e Print a Transfer Form (NAVSUP X X X
Form 973)
e Print Breakout Item Labels X
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VIEW A BREAKOUT

1. Select Breakouts from the Inventory menu.

The BREAKOUTS — EXISTING RECORDS page appears.

Breakouts

Existing Records

Create Mew Breakout

Breakout Number:

Location From: ALL

Status: All hd

Location To: ALL

Accounting Period: 05/27/2012 - Present

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,
depending on your user role.

2. Enter or select one or more of the following:

Enter a number or partial number in the Breakout Number field or leave the field blank
Select an option from the Status list

Select an option from the Location From list

Select an option from the Location To list
Select an activity from the Select Activity list (available for users with Enterprise user roles only)
Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Breakouts

Existing Records

Create New Breakout

Breakout Number:

Location From: ALL

Generate Printable Version

Status: All A

Location To: ALL

Accounting Period: 05/27/2012 - Present

Search

-

Date Breakout Num Location From Location To Value of Items Status
07/30/2013 | 231530000354 9900 Storeroom 9300 Starbucks 3.99 Confirmed
07/30/2013 | 231530000352 9900 Storeroom 9200 Post Office 0.00 Initiated
"1?_3305_2{)‘ R APE1LE30000351 | 9900 Storeroom D80 0T o gl ~ 0,00 In_i" “ed
ws{16/2013 | 231550000545 voud Retan Sto. = 5 99u0 Storer.. .. 11.449 Contirmed
07/16/2013 | 231530000342 9900 Storeroom 9507 Retail Store 3 0.00 Initiated
07/16/2013 | 231530000340 9900 Storeroom 9200 Post Office 0.00 Initiated
D Page 1 of 20 10 rows per page ¥ Go to page:
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4.

In the Date column, click the link for the record you want to view.

The BREAKOUTS — ITEM DETAILS page appears.

Breakouts
Item Details
Breakout # 231530000337 Status: Confirmed Date: 07/30/2013
Location From: -| Notes: .
Location To: h
I Breakout Items
Stock Num Description QOH UI| Breakout OTY Received QTY # Labels
183939000006 Barbasol Shave Foam Original 25 [EA 0
322211000001 Chewy Bar - Smore 10 [EA 0

Go to page:

Select Printer: Reg2

10 rows per page ¥

DPagelole

Print Transfer Form |

- Print Labels

Close
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CREATE A BREAKOUT

1. Select Breakouts from the Inventory menu.

The BREAKOUTS — EXISTING RECORDS page appears.

Breakouts

Existing Records

I Create Mew Breakout

Breakout Number: Status: Al hd
Location From: ALL hd Location To: ALL A

Accounting Period: 05/27/2012 - Present hd

2. Click Create New Breakout.
The BREAKOUTS — ITEM DETAILS page appears.
Breakouts

Item Details

Breakout # Status: Unconfirmed Date: 07/31/2013
Location From: 9200 Post Office - Motes:
Location To: 9200 Post Office -

Breakout Items

[ Add Additional tems ]| Delete || Close |

3. Select or enter the following:

e Select the location you are taking items from in the Location From list
e Select the location you are taking items to in the Location To list
e Enter comments in the Notes field

¢ Note: Breaking out inventory to a 9300 Snack Bar location will cause the inventory to be
expended from the system, and the costs to be charged to Cost of Operations.

4. Click Add Additional Items.
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The BREAKOUTS — ADD ITEMS page appears.

Breakouts

Add Ttems

Location: -
Item Search:

Department: ALL ¥ Category:

Search Inventory

Cancel

5. Enter or select the following:

e Enter a stock number or item name (or partial number or name) in the Item Search field
e Select an option from the Department list
e Select a category from the Category list (list becomes active after selecting a department)

6. Click Search Inventory.

The page updates and displays the search results.

Breakouts

Location:

Item Search:

Department: A1

Add Items

Category: ALL

Search Inventory | | Cancel
Dept Category Stock Num Description QOH | ux Bn:;l_(:Ut
Al Food 3113130000005 ACT II Butter Lovers Popcorn 11| EA 0
Al Food 3113130000005 ACT II Butter Lovers Popcorn 11| EA 0
Al Cake 322211000001 Chewy Bar - Smore 2| EA 0
Al Beef Jerky 808500HHDOD1 Elliot's Jerky 44 | EA 0
Al Food 311313000007 Fruit Bits 30| EA 0
Al Food 311313000000 Fruit Bits 1|EA 0
Al Food 311313000009 Nerds Candy 1|EA 0
Al Food 3113130000002 Saled Deluxe Mixed Nuts 1|EA 0
Al Food 3113130000002 Saled Deluxe Mixed Muts 455 | BX 0
Al Food 3113130000007 Seafood Salad Kit w/Crab 1|EA 0

DPagelofE

10 rows per page

-

Go to page:

Save Changes

7. Enter the number of each item you want to move in the Breakout QTY field for that item.
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¢ Note: If you have more than one page of search results, click the Next button |_;"| togoto
the next page. You will not lose any selections made on the previous page.
8. Click Save Changes.
The page updates and the Done Adding Items button appears.
9. Click Done Adding Items.

The BREAKOUTS — ITEM DETAILS page appears.

Breakouts

Item Details

Breakout # Status: Unconfirmed Date: 07/31/2013
Location From: | Notes:
Location To: 9501 Ship Store -

I Breakout Items

Stock Num Description QOH UI| Breakout QTY | Received QTY |Remove | # Labels
3113130000002 Saled Deluxe Mixed Nuts 455 BX 20 Remove 0
3113130000006 | Slim Jim Stick Counter Top 356 EA 10 Remove 0

I:‘ Page 1 of 1 I:‘ 10 rows per page ~ Go to page:

| | Select Printer: Reg 2 « [ Print Labels

| Add Additional ltems || Save & Review Later || Initiate Breakout || Delete || Close |

10. To save the breakout as “unconfirmed,” click Save & Review Later.
The BREAKOUTS — EXISTING RECORDS page appears and displays a confirmation message.
-or-
To initiate the breakout, click Initiate Breakout.

The page updates and a confirmation message appears. The Submit Breakout button also appears.
Continue to step 11.

¢ Note: You may not see the Initiate Breakout button, depending on your user role. If not, click
Save & Review Later.

11. To print a transfer form to use when conducting the physical breakout, click Print Transfer Form.
_Or-
To submit the breakout, click Submit Breakout.

The page updates and displays a confirmation message.
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12. Click Close.

The BREAKOUTS — EXISTING RECORDS page appears.
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EDIT A BREAKOUT

Follow these steps to edit information for an unconfirmed breakout.
1. Select Breakouts from the Inventory menu.

The BREAKOUTS — EXISTING RECORDS page appears.

Breakouts

Existing Records

I Create New Breakout

Breakout Number: Status: All hd
Location From: ALL A Location To: ALL hd

Accounting Period: 05/27/2012 - Present -

2. Enter or select one or more of the following:

e Enter a number or partial number in the Breakout Number field or leave the field blank
e Select Unconfirmed from the Status list

e Select an option from the Location list

e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Breakouts

Existing Records

| Create Mew Breakout | Generate Printable Version
Breakout Number: Status: Unconfrmed ~
Location From: ALL A Location To: ALL A

Accounting Period: 05/27/2012 - Present he

Search

Date Breakout Num Location From Location To Value of Items Status
07/26/2013 9900 Storeroom 9400 HB Sales 0.00 Unconfirmed
07/10/2013 9900 Storeroom 9507 Retail Store 3 0.00 Unconfirmed

07/10/ 131____‘,, _J" ¥ __3900 Storgroom 7\ JGAReRah S il e 0,00 L - tonﬂrms"‘

o R

07/09, cusd | - 9200 Post O.ice | 0502 e-store T " 0.00] Unconfirmea
07/09/2013 9200 Post Office 9502 e-store 0.00 Unconfirmed

I:I Page 1 of 7 10 rows per page ¥ Go to page:

4. Inthe Date column, click the link for the record you want to work with.
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The BREAKOUTS — ITEM DETAILS page appears.

Breakouts

Item Details

Breakout # Status: Unconfirmed Date: 08/07/2013
Location From: ~| MNotes:
Location To: 9507 Retail Store 3 -

Breakout Items

Stock Num Description QOH |UI| Breakout QTY Received QTY | Remove
322211000001 Chewy Bar - Smore 2 [EA 10 Remove
311313000000 Fruit Bits 1|EA 40 Remove

I:‘ Page 1 of 1 I:' 10 rows per page Go to page:

Select Printer: Reg2

- Print Labels

| Add Additional ltems || Save & Review Later || Initiate Breakout || Delete || Close |

5. To edit the breakout, perform one or more of the following, as necessary:

e Select a different option from the Location To list

e Enter or update text in the Notes field

e To adjust the quantity of an item, update the number in the Breakout QTY field
e Toremove an item from the breakout, click the Remove link for that item

e To add an item to the breakout, click Add Additional Items and then follow steps 5 to 9 in the Create

a Breakout procedure

e To print barcode labels for any items on the breakout, follow steps 5 through 7 in Print Breakout

Items Labels
6. To save your work and resume at a later time, click Save & Review Later.
The BREAKOUTS — EXISTING RECORDS page appears and displays a confirmation message.
-or-

To initiate the breakout, click Initiate Breakout. See Initiate a Breakout for instructions.

A confirmation message appears.

¢ Note: You may not see the Initiate Breakout button, depending on your user role. If not, click

Save & Review Later.

7. Click Close.

The BREAKOUTS — EXISTING RECORDS page appears.

24 October 2013 Unclassified — For Official Use Only

Page 17



ROM3 User’s Guide for Afloat Users, Version 1.0
Inventory

DELETE A BREAKOUT

1. Select Breakouts from the Inventory menu.

The BREAKOUTS — EXISTING RECORDS page appears.

Breakouts

Existing Records

I Create Mew Breakout

Breakout Number: Status: All hd
Location From: ALL A Location To: ALL A

Accounting Period: 05/27/2012 - Present hd

2. Enter or select one or more of the following:

e Enter a number or partial number in the Breakout Number field or leave the field blank
e Select Initiated, Submitted, or Unconfirmed from the Status list

e Select an option from the Location list

e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Breakouts

Existing Records

| Create Mew Breakout | Generate Printable Version
Breakout Number: Status; Unconfirmed
Location From: ALL A Location To: ALL A

Accounting Period: 05/27/2012 - Present he

Search

Date Breakout Num Location From Location To Value of Items Status
07/26/2013 9900 Storeroom 9400 HB Sales 0.00 Unconfirmed
07/10/2013 9900 Storeroom 9507 Retail Store 3 0.00 Unconfirmed
DE;"FOJ’2I’11_3_

2900 Storargom Q5N aMetaih Sty 2 0.00 U -onfirmeg

o R

07/09, cusd | 9200 Post O.i.e | 9502 e-store 0.00| Unconfirmea
07/09/2013 9200 Post Office 9502 e-store 0.00 Unconfirmed

I:‘ Page 1 of 7 10 rows per page ¥ Go to page:

4. Inthe Date column, click the link for the record you want to delete.
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The BREAKOUTS — ITEM DETAILS page appears.

Breakouts

Item Details

Breakout # Status: Unconfirmed Date: 08/

Location From: ~| Notes: )

Location To: 9507 Retail Store 3 v

Breakout Items

Stock Num Description QOH |UI| Breakout QTY Received QTY Remove # Labels
322211000001 Chewy Bar - Smore 2 [EA 10 Remove 0
311313000000 Fruit Bits 1 EA 40 Remove 0

I:‘ Page 1 of 1 I:' 10 rows per page Go to page:

| | Select Printer: Reg2 ¥ | Print Labels

| Add Additional ltems || Save & Review Later || Initiate Breakout || Delete || Close |

5. Click Delete.
A confirmation dialog box appears.

6. Click OK.

The BREAKOUTS — EXISTING RECORDS page appears.
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INITIATE A BREAKOUT

1. Select Breakouts from the Inventory menu.

The BREAKOUTS — EXISTING RECORDS page appears.

Breakouts

Existing Records

I Create Mew Breakout

Breakout Number: Status: All hd

Accounting Period: 05/27/2012 - Present

Location From: ALL A Location To: ALL A

2. Enter or select one or more of the following:

e Enter a number or partial number in the Breakout Number field or leave the field blank

e Select Unconfirmed from the Status list
e Select an option from the Location list
e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Breakouts

Existing Records

Accounting Period: 05/27/2012 - Present

Search

| Create Mew Breakout | Generate Printable Version
Breakout Number: Status; Unconfirmed
Location From: ALL A Location To: ALL A

-

Date Breakout Num Location From Location To Value of Items Status
07/26/2013 9900 Storeroom 9400 HB Sales 0.00 Unconfirmed
07/10/2013 9900 Storeroom 9507 Retail Store 3 0.00 Unconfirmed

o R

07/10/ 131____‘,, _J" ¥ __3900 Storgroom 7\ JGAReRah S il e 0,00 L - tonﬂrmg"‘

07/09, cui3 | 9200 Post O.ice | 9502 e-store 0.00| Unconfirmea
07/09/2013 9200 Post Office 9502 e-store 0.00 Unconfirmed
I:‘ Page 1 of 7 10 rows per page ¥ Go to page:
4. Inthe Date column, click the link for the record you want to work with.
Page 20 Unclassified — For Official Use Only 24 October 2013



ROM3 User’s Guide for Afloat Users, Version 1.0

Inventory

The BREAKOUTS — ITEM DETAILS page appears.

Breakouts

Location From:

Location To:

Breakout #

9507 Retail Store 3

Status: Unconfirmed

Item Details

Notes:

Breakout Items

Date: 08/

Stock Num Description QOH |(UI| Breakout QOTY Received QTY Remove # Labels
322211000001 Chewy Bar - Smore 2 [EA 10 Remove 0
311313000000 Fruit Bits 1 EA 40 Remove 0

DPagelole

10 rows per page Go to page:

Select Printer: Reg2

- Print Labels

| Add Additional ltems

Initiate Breakout

Save & Review Later

|| Delete || Close |

Make any adjustments to the fields on the page and then click Initiate Breakout.

The page updates and displays a confirmation message and the Submit Breakout button appears.

Labels.

To print barcode labels for any items on the breakout, follow steps 5 through 7 in Print Breakout Items
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SUBMIT A BREAKOUT

1.

Select Breakouts from the Inventory menu.

The BREAKOUTS — EXISTING RECORDS page appears.

Breakouts

Existing Records

I Create Mew Breakout

Breakout Number: Status: All hd

Location From: ALL A Location To: ALL A

Accounting Period: 05/27/2012 - Present hd

Enter or select one or more of the following:

e Enter a number or partial number in the Breakout Number field or leave the field blank
e Select Initiated from the Status list

e Select an option from the Location list

e Select an option from the Accounting Period list

Click Search.

The page updates and displays the search results.

Breakouts

Existing Records

I Create Mew Breakout Generate Printable Version

Breakout Number: Status: Initiated -

Location From: ALL hd Location To: ALL hd

Accounting Period: 05/27/2012 - Present A

Date Breakout Num Location From Location To Value of Items Status
08/07/2013 | 231530000361 9900 Storeroom 9508 Retail Store 5 0.00| Initiated
07/30/2013 | 231530000351 9900 Storeroom QBOO Test 0.00| Initiated
oS- /o | 23 asmea0 0 2900 Storerogh aco7 Retail g = 0,00 | Initiatad
" 06/26/2013 | 231530000279 | 9900 Storeroom JooU eafblons " D...| Initiated |
06/26/2013 | 231530000278 9501 Ship Store 9300 Starbucks 0.00 | Initiated
06/21/2013 | 231530000264 9901 Big Warehouse Room 9300 Starbucks 0.00| Initiated
D Page 1 of 2 10 rows per page Go to page:
4. Inthe Date column, click the link for the record you want to work with.
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The BREAKOUTS — ITEM DETAILS page appears.

Breakouts

Location From:

Location To:

Breakout # 231530000361

Item Details

Status: Initiated

- Notes:

Breakout Items

Date: 08/07/2013

Stock Num Description QOH (UI| Breakout QTY Received QTY # Labels
3113130000005 ACT 1I Butter Lovers Popcorn 4 |EA 4 0
3113130000005 ACT II Butter Lovers Popcorn 6 [EA 6 0

DPagelole

| Print Transfer Form |

10 rows per page ¥

Select Printer: Reg2

Go to page:

- Print Labels

| || Save & Review Later || Submit Breakout

|| Delete || Close |

5. Make any adjustments to the fields on the page and then click Submit Breakout.

The page updates and displays a confirmation message.

6. To print barcode labels for any items on the breakout, follow steps 5 through 7 in Print Breakout Items

Labels.
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PRINT A BREAKOUT REPORT
Follow these steps to generate a printable report of the search results displayed on the Breakouts — Existing
Records page.

1. Select Breakouts from the Inventory menu.

The BREAKOUTS — EXISTING RECORDS page appears.

Breakouts

Existing Records

I Create New Breakout

Breakout Mumber: Status: All h
Location From: ALL hd Location To: ALL v
Accounting Period: 05/27/2012 - Present -

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,
depending on your user role.

2. Enter or select one or more of the following:

e Enter a number or partial number in the Breakout Number field or leave the field blank

e Select an option from the Status list

e Select an option from the Location From list

e Select an option from the Location To list

e Select an activity from the Select Activity list (available for users with Enterprise user roles only)
e Select an option from the Accounting Period list

3. Click Search.
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The page updates and displays the search results.
Breakouts
Existing Records
| Create New Breakout | Generate Printable Version
Breakout Number: Status: All A
Location From: ALL v Location To: ALL v
Accounting Period: 05/27/2012 - Present -
Search
Date Breakout Num Location From Location To Value of Items Status
07/30/2013 | 231530000354 9900 Storeroom 9300 Starbucks 3.99 Confirmed
07/30/2013 | 231530000352 9900 Storeroom 9200 Post Office 0.00 Initiated
ﬂ?!30-’aof ,’"ﬂf?%_ ggoiils_i:mw rml'e' - _‘"—“ N 0,00 -ﬂ-lnf"-eg__
ws{16/2013 | 231550000545 Youd Retan Sto. = 5 99L0 Storer. . .. 11.49 Lontirmed
07/16/2013 | 231530000342 9900 Storeroom 9507 Retail Store 3 0.00 Initiated
07/16/2013 | 231530000340 9900 Storeroom 9200 Post Office 0.00 Initiated
D Page 1 of 20 10 rows per page ~ Go to page:
4. Click Generate Printable Version.
' Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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PRINT A TRANSFER FORM (NAVSUP ForM 973)

Follow these steps to print a transfer form to use when conducting the physical breakout.
1. Select Breakouts from the Inventory menu.

The BREAKOUTS — EXISTING RECORDS page appears.

Breakouts

Existing Records

I Create New Breakout

Breakout Number: Status: All hd
Location From: ALL A Location To: ALL hd

Accounting Period: 05/27/2012 - Present -

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,
depending on your user role.

2. Enter or select one or more of the following:

e Enter a number or partial number in the Breakout Number field or leave the field blank

e Select an option from the Status list

e Select an option from the Location From list

e Select an option from the Location To list

e Select an activity from the Select Activity list (available for users with Enterprise user roles only)
e Select an option from the Accounting Period list

3. Click Search.
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The page updates and displays the search results.

Breakouts
Existing Records
| Create Mew Breakout | Generate Printable Version
Breakout Number: Status: All A
Location From: ALL A Location To: ALL v
Accounting Period: 05/27/2012 - Present A
Search
Date Breakout Num Location From Location To Value of Items Status
08/20/2013 | 231530000390 9900 Storeroom 9902 Soda locker 221.70 Confirmed
08/19/2013 | 231530000389 9900 Storeroom 9506 Retail Store 2 282.80 Confirmed
28/14/28 221520000388 99g@ S agm 9511 Rgf*™Store 7, B . 72,28 nfogPmed
[ Uo,ie/2015 | 23153...0381 | 9900 Storeruwni | 9505 Retal Store1 | 33.00]  Connrmed
08/12/2013 |231530000383 9501 Ship Store 9200 Post Office 2.60 Confirmed
08/12/2013 |231530000382 9900 Storeroom 9506 Retail Store 2 0.80 Confirmed
D Page 1 of 22 10 rows per page Y Go to page:

4. Inthe Date column, click the link for the record you want to work with.

The BREAKOUTS — ITEM DETAILS page appears.

Breakouts

Item Details

Breakout # 231530000384 Status: Confirmed

Date: 08/21/2013

Location From: ~| Noftes: p

Location To: v

I Breakout Items

Stock Num Description QO0OH |UI Breakout QTY Received OTY # Labels
183939HHD0D1 AXE Shower Gel Kilo 144 |BX | | 0

DPagelole

Print Transfer Form |

Select Printer: Reg2

10 rows per page ¥ Go to page:

- Print Labels

Close

5. Click Print Transfer Form.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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PRINT BREAKOUT ITEM LABELS

1. Select Breakouts from the Inventory menu.

The BREAKOUTS — EXISTING RECORDS page appears.

Breakouts

Existing Records

I Create Mew Breakout

Breakout Number:
Location From: ALL A Location To: ALL

Accounting Period: 05/27/2012 - Present

Status: All hd

¢

depending on your user role.

2. Enter or select one or more of the following:

Note: The fields and buttons you see on this page may be different from the ones shown here,

e Enter a number or partial number in the Breakout Number field or leave the field blank

e Select an option from the Status list
e Select an option from the Location From list
e Select an option from the Location To list

e Select an activity from the Select Activity list (available for users with Enterprise user roles only)

e Select an option from the Accounting Period list
3. Click Search.

The page updates and displays the search results.

Breakouts

Existing Records

| Create New Breakout | Generate Printable Version

Breakout Number: Status: All A

Location From: ALL v Location To: ALL

Accounting Period: 05/27/2012 - Present

Search

Date Breakout Num Location From Location To Value of Ttems Status
08/20/2013 |231530000390 9900 Storeroom 9902 Soda locker 221.70 Confirmed
08/19/2013 | 231530000389 9900 Storeroom 9506 Retail Store 2 282.80 Confirmed
1g/14/24 2520000388 99G8 SHi**agm. 9511 R Store 7, B . 72 28| afopPmed
[ Ub 172015 | 23153u..0381 | 9900 Storeruun | 9505 Retall Store T 33.00]  Connrmed
08/12/2013 | 231530000383 9501 Ship Store 9200 Post Office 2.60 Confirmed
08/12/2013 | 231530000382 9900 Storeroom 9506 Retail Store 2 0.80 Confirmed
D Page 1 of 22 10 rows per page ¥ Go to page:
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In the Date column, click the link for the record you want to work with.

The BREAKOUTS — ITEM DETAILS page appears.

Breakouts

Item Details

Status: Confirmed

Breakout # 231530000384

Date: 08/21/2013

Location From: ~| Notes:
Location To: v
I Breakout Items

Stock Num

Description

QOH | Ul Breakout QTY

Received OTY

# Labels

183939HH0001

AXE Shower Gel Kilo

144 BX | |

0

DPagelole

10 rows per page ¥ Go to page:

Select Printer: Reg2

- Print Labels

Print Transfer Form |

Close

6. Select a printer from the Select Printer list.

7. Click Print Labels.

Enter the number of labels to print for each item in the # Labels field for each item.
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5.2 Cost of Operations

In ROM3, you can appropriate items in inventory for use within the store operation.

For example, the store needs new batteries for the clock on the wall. The activity may expend a pack of batteries
from a selected location. The batteries will be removed from inventory, and the cost will be charged to B22 —

Cost of Operations Retail.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS

e View a Cost of Operations X X X X

e Create a Cost of Operations X

e Edit or Confirm a Cost of X
Operations

e Delete a Cost of Operations X

e Print a Cost of Operations Report X X X X

e Print a Cost of Operations X X X X
Transfer Document

e Print a Cost of Operations B22 X X X X
Report
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VIEW A COST OF OPERATIONS

1. Select Cost of Operations from the Inventory menu.

The CosT OF OPERATIONS — EXISTING RECORDS page appears.

Cost of Operations

Existing Records

Create Mew Cost of Ops |

Expenditure Number:

-

Location: All

037272012 - Present

Accounting Period:

Status:

| Generate Printable Version |

| B22 Report |

All

¢

depending on your user role.

Enter or select one or more of the following:

Select an option from the Location list

Select an option from the Status list

Select an activity from the Select Activity list (available
Select an option from the Accounting Period list

Click Search.

Note: The fields and buttons you see on this page may be different from the ones shown here,

Enter a number or partial number in the Expenditure Number field or leave the field blank

for users with Enterprise user roles only)
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The page updates and displays the search results.

Cost of Operations

Existing Records

| Create New Cost of Ops | | Generate Printable Version

B22 Report

Expenditure Number:

Location: 9900 Storeroom - Status: All -
Accounting Period: 03/27/2012 - Present -

Date Expenditure Num Location From Amount Status
06/04/2013 W232153-3155-7988 9900 Storeroom %$1.00 | Confirmed
05/22/2013 9900 Storeroom %$8.10 | Unconfirmed

G 0l 220533141 e aaae SH™roon $0.28 | Cond
04, :6/20.3 T W23153-3116-7951 %900 Storeruti, $110.50 | Confirmeu )
04/26/2013 W23153-3116-7950 9900 Storerocom $110.83 | Confirmed
04/25/2013 W23153-3115-7949 9900 Storeroom %0.50 | Confirmed

D Page 1 of 2 10 rows per page ¥ Go to page:

4. Inthe Date column, click the link for the record you want to view.

The CosT OF OPERATIONS — COST OF OPERATIONS DETAILS page appears.

Cost of Operations

Cost of Operations Details

Expenditure # W23153-3114-7947 Status: Confirmed

Location:

Transfer Items

Transfer Date: 4/24/2013

Stock Num Description 0OO0H Cost UI |Transfer QTY| Total Price
3113130000005 ACT II Butter Lovers Popcorn 147 $77.4692 | EA $154.9384
|:| Page 1 of 1 I:I 10 rows per page Go to page:
| Print Transfer Document | Total (Charged to B22): $154.9384
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CREATE A COST OF OPERATIONS

1. Select Cost of Operations from the Inventory menu.

The CosT OF OPERATIONS — EXISTING RECORDS page appears.

Cost of Operations

Existing Records

| Create New Cost of Ops | | Generate Printable Version |

| B22 Report |

Expenditure Number:

Location: All h Status: Al h
Accounting Period:  05/27/2012 - Present -

2. Click Create New Cost of Ops.

The CosT OF OPERATIONS — COST OF OPERATIONS DETAILS page appears.

Cost of Operations

Cost of Operations Details

I Expenditure # Status: Unconfirmed Transfer Date: 7/2/2013

Location: 9200 Post Office + Notes:

I Transfer Items

No items have been added.

[ Add Additionalltems | | Delete | | Close |

3. Select the location from where you are taking items from the Location list.

4. Click Add Additional Items.
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The CosT OF OPERATIONS — ADD ITEMS page appears.

Cost of Operations

Add Items
Location: -
Item Search:
Department: ALL ¥ Category: v

| Search Inventory | | Cancel

5. Enter or select the following:

e Enter a stock number or item name (or partial number or name) in the Item Search field

e Select an option from the Department list

e Select an option from the Category list (list becomes active after selecting a department)

6. Click Search Inventory.

The page updates and displays the search results.

Cost of Operations
Add Items
Location: -
Item Search: seafood
Department: A1 ¥ Category: ALL -
[ Search Inventory | | Cancel
Save Changes
Dept Category Stock Num Description QOOH Cost uI Order OTY
Al Food 3113130000007 Seafood Salad Kit w/Crab 1 $111.32 |EA 0
I:‘ Page 1 of 1 I:‘ 10 rows per page ¥ Go to page:
Save Changes

7. Enter the number of each item you want to appropriate in the Order QTY field for that item.

¢ Note: If you have more than one page of search results, click the Next button to go to the

next page. You will not lose any selections made on the previous page.
8. Click Save Changes.
The page updates and the Done Adding Items button appears.
9. Click Done Adding Items.
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The CosT OF OPERATIONS — COST OF OPERATIONS DETAILS page appears.

Cost of Operations

Cost of Operations Details

I Expenditure # Status: Unconfirmed Transfer Date: 7/2/

Location: | Notes:
I Transfer Items
Stock Num Description QOH Cost UI |Transfer QTY | Total Price Remove
3113130000007 Seafood Salad Kit w/Crab 1 $111.3200 | EA 1 $111.3200| Remove
|:| Page 1 of 1 |:| 10 rows per page ~ Go to page:
| Print Transfer Document | Total (Charged to B22): $111.3200
| Add Additional ltems | | Save & Review Later | | Confirm & Submit | | Delete | | Close |

10. Enter notes in the Notes field, if desired.
11. To save the cost of operations as “unconfirmed,” click Save & Review Later.
The CosT OF OPERATIONS — EXISTING RECORDS page appears and displays a confirmation message.
-or-
To confirm and generate the cost of operations, click Confirm & Submit.
A confirmation dialog box appears. Continue to step 12.
12. Click OK.

The CosT OF OPERATIONS — EXISTING RECORDS page appears and displays a confirmation message.

24 October 2013 Unclassified — For Official Use Only Page 35



ROM3 User’s Guide for Afloat Users, Version 1.0
Inventory

EDIT OR CONFIRM A COST OF OPERATIONS

Follow these steps to edit or confirm an unconfirmed cost of operations record.

1. Select Cost of Operations from the Inventory menu.

The CosT OF OPERATIONS — EXISTING RECORDS page appears.

Cost of Operations

Existing Records

| Create New Cost of Ops |

Expenditure Number:
Location: Al hd Status:

Accounting Period: 05/27/2012 - Present

Generate Printable Version

2. Enter or select one or more of the following:

e Enter a number or partial number in the Expenditure Number field or leave the field blank

e Select an option from the Location list
e Select Unconfirmed from the Status list
e Select an option from the Accounting Period list

3. Click Search.
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The CosT OF OPERATIONS — EXISTING RECORDS page appears.

Cost of Operations

Existing Records

| Create New Cast of Ops | | Generate Printable Version |

Expenditure Number:

Location:  All - Status: All -
Accounting Period: Al hd
Date Expenditure Num Location From Amount Status
07/05/2013 9506 Retail Store 2 %1.00 | Unconfirmed
07/02/2013 9200 Post Office %10.46 | Unconfirmed
DGHP2 0 4 Q725 t Offic S et Ll LinalSomag

05/0,/2015 y231%..-3127- 7955 Tootw swreroom " 40.00]| Confumed
04/30/2013 W23153-3120-7954 9900 Storeroom $4.77 | Confirmed

I:I Page 1 of 3 10 rows per page ¥ Go to page:

4. In the Date column, click the link for the record you want to work with.

The CosT OF OPERATIONS — COST OF OPERATIONS DETAILS page appears.

Cost of Operations

Cost of Operations Details

I Expenditure # Status: Unconfirmed Transfer Date: 7/-

Location: - Notes: -

I Transfer Items

Stock Num Description QOH Cost UI |Transfer QTY | Total Price Remove
3113130000007 Seafood Salad Kit w/Crab 1 $111.3200 |EA 1 $111.3200| Remove
I:l Page 1 of 1 I:l 10 rows per page ¥ Go to page:

| Print Transfer Document | Total (Charged to B22): $111.3200
| Add Additional ltems | | Save & Review Later | | Confirm & Submit | | Delete | | Close |

5. To edit the cost of operations:

e Enter or update text in the Notes field

e To adjust the quantity of an item, update the number in the Transfer QTY field

e Toremove an item from the cost of operations, click the Remove link for that item

e Toadd anitem to the cost of operations, click Add Additional Items and then follow steps 5 to 9 in
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the Create a Cost of Operations procedure.

6. To save your work and resume at a later time, click Save & Review Later.
The CosT OF OPERATIONS — EXISTING RECORDS page appears and displays a confirmation message.
-or-
To confirm and generate the cost of operations, click Confirm & Submit.
A confirmation dialog box appears. Continue to step 7.
7. Click OK.

The CosT OF OPERATIONS — EXISTING RECORDS page appears and displays a confirmation message.
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DELETE A COST OF OPERATIONS

Follow these steps to delete an unconfirmed cost of operations record.
1. Select Cost of Operations from the Inventory menu.

The CosT OF OPERATIONS — EXISTING RECORDS page appears.

Cost of Operations

Existing Records

| Create New Cost of Ops | | Generate Printable Version |

| B22 Report |

Expenditure Number:

Location: Al hd Status: All hd
Accounting Period: 05/27/2012 - Present -

2. Enter or select one or more of the following:

e Enter a number or partial number in the Expenditure Number field or leave the field blank
Select an option from the Location list

Select Unconfirmed from the Status list

Select an option from the Accounting Period list

3. Click Search.
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4.

The CosT OF OPERATIONS — EXISTING RECORDS page appears.

Cost of Operations

Existing Records

| Create New Cast of Ops | |

Generate Printable Version |

Expenditure Number:

Location: Al A Status: All

Accounting Period: Al

Date Expenditure Num Location From Amount Status
07/05/2013 9506 Retail Store 2 %1.00 | Unconfirmed
07/02/2013 9200 Post Office %10.46 | Unconfirmed
DGHP2 0 4 Q725 t Offic S et Ll LinalSomag
05/0,/2015 | 231k, -3127- 7955 Te9tu sworeroom =~ 50.00 | Confiined
04/30/2013 W23153-3120-7954 9900 Storercom %4.77 | Confirmed

I:I Page 1 of 3 10 rows per page ¥ Go to page:

In the Date column, click the link for the record you want to delete.

The CosT OF OPERATIONS — COST OF OPERATIONS DETAILS page appears.

Cost of Operations

Cost of Operations Details

I Expenditure # Status: Unconfirmed

Location: - Notes:

Transfer Date: 7/

I Transfer Items

| Print Transfer Document |

Stock Num Description QOH Cost UI |Transfer QTY | Total Price Remove
3113130000007 Seafood Salad Kit w/Crab 1 $111.3200 |EA 1 $111.3200| Remove
I:l Page 1 of 1 I:l 10 rows per page ¥ Go to page:

Total (Charged to B22): $111.3200

| Add Additional ltems | | Save & Review Later | | Confirm & Submit

| | Delete

Close |

Click Delete.

The CosT OF OPERATIONS — EXISTING RECORDS page appears and displays

a confirmation message.
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PRINT A COST OF OPERATIONS REPORT

Follow these steps to generate a printable view of your search results on the Cost of Operations — Existing

Records page.

1. Select Cost of Operations from the Inventory menu.

The CosT OF OPERATIONS — EXISTING RECORDS page appears.

Cost of Operations

Existing Records

Create Mew Cost of Ops

| | Generate Printable Version

Expenditure Number:
Location:

Accounting Period:

| B22 Report

All - Status: All hd

037272012 - Present -

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,
depending on your user role.

2. Enter or select one or more of the following:

e Enter a number or partial number in the Expenditure Number field or leave the field blank

e Select an option from the Location list
e Select an option from the Status list

e Select an activity from the Select Activity list (available for users with Enterprise user roles only)

e Select an option from the Accounting Period list

3. Click Search.
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The page updates and displays the search results.

Cost of Operations
Existing Records
| Create New Cost of Ops | | Generate Printable Version
| B22 Report
Expenditure Number:
Location: 9900 Storeroom ¥  Status: Al hd
Accounting Period: 03/27/2012 - Present -

Date Expenditure Num Location From Amount Status
06/04/2013 W23153-3155-7988 9900 Storeroom £1.00 | Confirmed
05/22/2013 9900 Storeroom $8.10 | Unconfirmed

. ? Fidem|___ g23153-3141 v G- sr-aropf namgematatlS. 50 28 | Congiiimach. ey
04, :6/2043 W2Z3153-3116-7951 4900 Storeruue. $110.50 | Confirmew )
04/26/2013 W23153-3116-7950 9900 Storeroom $110.83 | Confirmed
04/25/2013 W23153-3115-7949 9900 Storeroom $0.50 | Confirmed

D Page 1 of 2 10 rows per page ¥ Go to page:

4. Click Generate Printable Version.

¢

Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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PRINT A COST OF OPERATIONS TRANSFER DOCUMENT

1. Select Cost of Operations from the Inventory menu.

The CosT OF OPERATIONS — EXISTING RECORDS page appears.

Cost of Operations

Existing Records

Generate Printable Version

| Create New Cost of Ops | |

B22 Report

Expenditure Number:
Location: Al - Status: All

Accounting Period:  05/27/2012 - Present

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,

depending on your user role.

2. Enter or select one or more of the following:

e Enter a number or partial number in the Expenditure Number field or leave the field blank

e Select an option from the Location list
e Select an option from the Status list

e Select an activity from the Select Activity list (available for users with Enterprise user roles only)

e Select an option from the Accounting Period list

3. Click Search.
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The page updates and displays the search results.

Cost of Operations

Existing Records

| Create New Cast of Ops | | Generate Printable Version

Expenditure Number:

Location: All - Status: All A
Accounting Period: Al hd
Date Expenditure Num Location From Amount Status
05/ 9506 Retail Store 2 %1.00 | Unconfirmed
9200 Post Office %10.46 | Unconfirmed
928 t Offig 2aitea ] Lnalfrmad
05/0,/2015 | 231k, -3127- 7955 Te9tu sworeroom =~ 50.00 | Confiined
04/30/2013 W23153-3120-7954 9900 Storercom %4.77 | Confirmed
l:l Page 1 of 3 10 rows per page ¥ Go to page:

4. Inthe Date column, click the link for the record you want to work with.

The CosT OF OPERATIONS — COST OF OPERATIONS DETAILS page appears.

Cost of Operations

Cost of Operations Details

Transfer Date: 7

Status: Unconfirmed

I Expenditure #

Location: - Notes: e

I Transfer Items

5.

Stock Num Description QO0H Cost UI |Transfer QTY | Total Price Remove
3113130000007 Seafood Salad Kit w/Crab 1 $111.3200 |EA 1 $111.3200| Remove

l:lpagelofll:l

| Print Transfer Document |

10 rows per page ¥ Go to page:

Total (Charged to B22): $111.3200

| Add Additional ltems | | Save & Review Later | | Confirm & Submit

Delete |

| Close |

Click Print Transfer Document.

¢

Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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PRINT A COST OF OPERATIONS B22 REPORT

1. Select Cost of Operations from the Inventory menu.

The CosT OF OPERATIONS — EXISTING RECORDS page appears.

Cost of Operations

Existing Records

Create Mew Cost of Ops | | Generate Printable Version

B22 Report

Expenditure Number:

Location: All hd Status: All
Accounting Period: 03/27/2012 - Present

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,

depending on your user role.

2. Click B22 Report.

The CosT oF OPERATIONS RETAIL (B22) REPORT page appears.

Cost of Operations Retail (B22) Report

Existing Records |

Accounting Period: 03/27/2012 - Present

3. Select an option from the Accounting Period list and then click Search.
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The page updates and displays the search results.

Cost of Operations Retail (B22) Report

Existing Records [ Generate Printable Report

Accounting Period: 03/27/2012

- Present -

Date Transaction Type [Reference Number Amount
06/10/2013 Cost of Operations| W23153-3161-7992 $0.6666
06/04/2013 Shipping Charge 088 $0.0300
06/04/2013 Cash Discount 087 ($0.1100)
06/04/2013 Cost of Operations| W23153-3155- 7988 $1.0000
06/03/2013 Shipping Charge 086 $10.0000
05/30/2013 Shipping Charge 085 $2.0000
05/30/2013 Cash Discount 084 ($0.0500)
05/29/2013 Cash Discount 082 ($2.7500)
05/29/2013 Cash Discount 080 ($100.0000)
05/28/2013 Shipping Charge 078 $6.0000

I:‘ Page 1 of 7 10 rows per page ¥ Go to page:

Rounding Differences: $ 0.0099

(from receipt cost price)

Total: $ -1.7280

4. Click Generate Printable Report.

¢

Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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5.3 Credit Memos

In ROM3, you can return unsold or defective stock to vendors for a cash refund or credit. The transaction is
processed as a negative receipt.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a Credit Memo X X X X
e (Create a Credit Memo X
e Edit a Credit Memo X
e Confirm a Credit Memo X
e Delete a Credit Memo X
e Print a Credit Memo Form X X X X
e Print a BO1/B05 Journal of X X X X
Receipts
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VIEW A CREDIT MEMO

1. Select Credit Memo from the Inventory menu.

The MANAGE CREDIT MEMOS — EXISTING RECORDS page appears.

Manage Credit Memos

Create New Credit Memo

Receipt or Expenditure:
Status: ALL

Accounting Period:

-

05/27/2012 - Present

Existing Records

| B01/B05 Jounal Of Receipts |

Note: The fields and buttons you see on this page may be different from the ones shown here,

depending on your user role.

2. Enter or select one or more of the following:

e Enter a number or partial number in the Receipt or Expenditure field or leave the field blank
e Select an option from the Status list
e Select an activity from the Select Activity list (available for users with Enterprise user roles only)
e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Manage Credit Memos

Create New Credit Memo

Receipt or Expenditure:

Status:

Accounting Period:

Existing Records

Confirmed -

06/27/2012 - Present

| BO01/B05 Journal Of Receipts |

Date Expenditure e Order Number Vendor / Source LCredit Status
Number Number Amount
08/08/2013| W23153-3220-7914 170 ;"‘;ii,ls}ﬂlg' ACOSTA, INC. $3.00 | Confirmed
a EA———— . - BE—— e - .10 ar
o Zuaow sabd .J.Z-Uh 58., ) 12, L e | At oy it | 3 L. - Al
07/24/2013| W23153-3205- 7983 122] 13579 | AcosTA, INC. | $1.25 | Confirmed

DPageloFB

10 rows per page

v Go to page:
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4. In the Date column, click the link for the record you want to view.

The CREDIT MEMO — CREDIT MEMO DETAILS page appears.

Credit Memo

Credit Memo Details

I Expenditure #: 3 Status: Confirmed Date: 08/07/2013
Reimbursement Current Item(s) -
Type: Address: Location:

I Vendor/Shipped To

Vendor: v Vendor Name: Date Required:

Original Order #: - Address 1: Date Shipped:
Other Order #: | Address 2:
Order Type: Address 3:
Phone:

I Credit Memo Items

Stock Num Description | UI |QOH |Q00 | Transfer QTY Cost | Total Cost | Total Reimburse | Remove

520000000001 | Diet Sprite EA 10 49 $3.0000 $3.0000
D Page 1 of 1 D 10 rows per page Go to page:
Print Credit Memo | Total Cost: $3.0000

Total Reimbursement: $13.0000
Difference (Charged to Cost of Ops): $10.0000

Close
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CREATE A CREDIT MEMO

1. Select Credit Memo from the Inventory menu.

The MANAGE CREDIT MEMOS — EXISTING RECORDS page appears.

Manage Credit Memos

Existing Records

Create New Credit Memo | | B01/B05 Journal Of Receipts |

Receipt or Expenditure:

Status: ALL -
Accounting Period:  05/27/2012 - Present -

2. Click Create New Credit Memo.

The CREDIT MEMOS — CREDIT MEMO DETAILS page appears.

Credit Memo

Credit Memo Details

Expenditure #: Receipt #: Status: Unconfirmed Date: N/A
Reimbursement Current '@ Pier Side Address Item(s)
Type: Address: FPO Address et e 9300 Storeroom hd
Vendor/Shipped To
Vendor: ACOSTA, INC. v Vendor Name: ACOSTA, INC. Date Required: 08/09/2013 &
Original Order #: W23153-3219.9847  ~ Address 1: 8031 HAMPTON BLVD. )
Date Shipped: 08/09/2013 i
Other Order #: | Address 2: address_2
Order Type: Address 3: NORFOLK, VA 23505-1001

Phone: (800) 446-8089

I Credit Memo Items

No data available for search criteria.

| Add Additional ltems || Save & Review Later || Confirm & Submit || Close |

3. Select or enter the following:

e Select a Current Address option (your current operating address)
e From the Item(s) Location list, select the location from where you will be taking items
e From the Vendor list, select the vendor to whom you will be returning the items

¢ Note: If the vendor you are returning items to is not on the Vendor list, select the Other
Vendor option and complete the Other Order # Vendor Name and Vendor Address fields.

o If applicable, select the order that the items were originally ordered on from the Original Order #
list
o If the original order number is not listed on the Original Order # list, enter the order number in the
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Other Order # field (field becomes active after selecting Other Vendor from the Vendor list or after
selecting Other Order from the Original Order # list)

e Select an Order Type option (list becomes active after selecting Other Vendor from the Vendor list
or after selecting Other Order from the Original Order # list)

[ Note: Select B01 if the original order was a purchase order, or BO5 if it was a requisition.

e Enter or update the vendor’s name, address, and telephone number in the Vendor Name, Address
1, Address 2, Address 3, and Phone fields, if necessary
e Select dates from the Date Required and Date Shipped fields

4, Click Add Additional Items.

The CREDIT MEMOS — ADD ITEMS page appears.

Credit Memo
Add Items
Location: ~ Vendor: -
Item Search:
Department: ALL ~ Category: -
| Search Inventory | | Cancel

5. Enter or select the following:

e Enter a stock number or item name (or partial number or name) in the Item Search field
e Select an option from the Department list
e Select a category from the Category list (list becomes active after selecting a department)

6. Click Search Inventory.

The page updates and displays the search results.

Credit Memo
Add Items
Location: ~| Vendor: -

Item Search:

Department: ALL ~ Category: -

Search Inventory | | Cancel
Dept Category Stock Num Description QOH uI QTY
Cc1 Snack Bar 050001HHOOO2 African Nut Bars 10 EA 0
D Page 1 of 1 I:' 10 rows per page ¥ Go to page:
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7. Enter a number in the QTY field for each item you want to return.

¢ Note: If you have more than one page of search results, click the Next button |_;"| to go to the
next page. You will not lose any selections made on the previous page.
8. Click Save Changes.
The page updates and the Done Adding Items button appears.
9. Click Done Adding Items.

The CREDIT MEMO — CREDIT MEMO DETAILS page appears.

Credit Memo

Credit Memo Details

Expenditure #: Receipt #: Status: Unconfirmed Date: N/A
Reimbursement Current @ Pier Side Address Item(s) -
Type: Address: FPO Address Location:
Vendor/Shipped To
Vendor: - Vendor Name: ACOSTA, INC. Date Required: 08M12/2013 j
Original Order #: Other Order hd Address 1: 8031 HAMPTOMN BLWVD. j
Date Shipped: 0812/2013 &=
Other Order #: W23163-3219-9847 Address 2: address_2 ate Shippe
Order Type: @ BO1 BOS Address 2: NORFOLK, VA 23505-1001

Phone: (800) 446-8089

Credit Memo Items

Stock Num Description UI|QOH| Q00| Transfer QTY Cost Total Cost | Total Reimburse [Remove
050001HHO002 | African Nut Bars |EA 10 0 5 | $11.0000| $55.0000 55.00 Remove
D Page 1 of 1 |:| 10 rows per page ™~ Go to page:

Print Credit Memo | Total Cost: $55.0000

Total Reimbursement: $55.0000
Difference (Charged to Cost of Ops): $0.0000

| Add Additional ltems | | Save & Review Later | | Confirm & Submit | | Close |

¢ Note: By default, the Total Reimbursement amount equals the Total Cost of the items being
returned. However, in many cases the vendor will only provide a partial reimbursement.

10. Update the amount in the Total Reimburse field for each item, as necessary. Any difference is
automatically charged to cost of operations.

11. To save the credit memo as “unconfirmed,” click Save & Review Later.
The MANAGE CREDIT MEEMOS — EXISTING RECORDS page appears and displays a confirmation message.
-or-
To confirm the credit memo, click Confirm & Submit.

A confirmation dialog box appears. Continue to step 12.
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12. Click OK.

The CosT OF OPERATIONS — EXISTING RECORDS page appears and displays a confirmation message.
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EDIT A CREDIT MEMO

Follow these steps to edit an unconfirmed credit memo.

1.

Select Credit Memo from the Inventory menu.

The MANAGE CREDIT MEMOS — EXISTING RECORDS page appears.

Manage Credit Memos

Existing Records

Create New Credit Memo | | B01/B05 Journal Of Receipts |

Receipt or Expenditure:
Status: ALL A

Accounting Period: 05/27/2012 - Present -

Enter or select one or more of the following:

e Enter a number or partial number in the Receipt or Expenditure field or leave the field blank
e Select Unconfirmed from the Status list
e Select an option from the Accounting Period list

Click Search.

The page updates and displays the search results.

Manage Credit Memos

Existing Records

Create New Credit Memo | | B01/B05 Journal Of Receipts |

Receipt or Expenditure:

Status: Unconfirmed

Accounting Period: 05/27/2012 - Present -
Date e Receipt Order Number Vendor / Source e Status
Number Number Amount

W23153-3193- | ATLANTIC DOMINION

08/07/2013 $1,644.21 | Unconfirmed

9890 DISTR[...]

08/07/2013 gl 345 ACOSTA, INC. 3. U fi d
%J‘ —mﬂ—T"’ — »Luﬁ-s;%?"‘l—/ _J_}D_#@%

vt vy 2U14] | 123 Alis . my s , 3.00 | Jncu.firmed

08/02/2013] | 12345 ACOSTA, INC. | $3.00 | Unconfirmed

I:' Page 1 of 2 10 rows per page ¥ Go to page:

In the Date column, click the link for the record you want to work with.
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The CREDIT MEMO — CREDIT MEMO DETAILS page appears.

Credit Memo

Credit Memo Details

Expenditure #: Receipt #: Status: Unconfirmed Date: N/A
Reimbursement Current @ Pier Side Address Item(s) -
Type: Address: FPO Address Location:

I Vendor/Shipped To

Vendor: v Vendor Name: ACOSTA, INC. Date Required: 08/02/2013 &
Original Order #: - Address 1: 8031 HAMPTON BLWVD.

Date Shipped: 08/02/2013
Other Order #: | Address 2: address 2 ate >hippe

Address 3: NORFOLK, VA 23505-1001
Phone: (800) 446-8089

I Credit Memo Items

Stock Num Description | UL |QOH Q00| Transfer QTY Cost | Total Cost | Total Reimburse | Remove

Order Type:

520000000001 Diet Sprite EA 10 49 1 $3.0000 $3.0000 3.00 Remove
D Page 1 of 1 D 10 rows per page ¥ Go to page:
Print Credit Memo | Total Cost: $3.0000

Total Reimbursement: $3.0000
Difference (Charged to Cost of Ops): $0.0000

| Add Additional tems

| Save & Review Later | | Confirm & Submit | | Delete || Close |

5. To edit the credit memo:

e Select a different Current Address option, if necessary

e Update the vendor’s name, address, and telephone number in the Vendor Name, Address 1, Address
2, Address 3, and Phone fields, if necessary

e Enter dates in the Date Required and Date Shipped fields

e Update the numbers in the Transfer QTY and Total Reimburse fields, if necessary

6. To save the credit memo as “unconfirmed,” click Save & Review Later.
The MANAGE CREDIT MEMOS — EXISTING RECORDS page appears and displays a confirmation message.
-or-
To confirm the credit memo, click Confirm & Submit.
A confirmation dialog box appears. Continue to step 7.
7. Click OK.

The CosT OF OPERATIONS — EXISTING RECORDS page appears and displays a confirmation message.
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CONFIRM A CREDIT MEMO

1. Select Credit Memo from the Inventory menu.

The MANAGE CREDIT MEMOS — EXISTING RECORDS page appears.

Manage Credit Memos

Existing Records

Create New Credit Memo

B01/B05 Journal Of Receipts

Receipt or Expenditure:
ALL

-

Status:
05/27/2012 - Present

Accounting Period:

Enter or select one or more of the following:

e Select Unconfirmed from the Status list

Select an option from the Accounting Period list
Click Search.

The page updates and displays the search results.

Enter a number or partial number in the Receipt or Expenditure field or leave the field blank

Manage Credit Memos

Existing Records

Create New Credit Memo

B01/B05 Journal Of Receipts

Receipt or Expenditure:

Status: Unconfirmed

05/2772012 - Present

Accounting Period:

Credit
Amount

Receipt
Number

Expenditure
Date D Order Number
Number

Vendor / Source

Status

W23153-3193-

ATLANTIC DOMINION
/ /
08/07/2013 280

$1,644.21

Unconfirmed

DISTR[...]
R345

ACOS]A, INC. '_/'

ogsowzomd‘ A g__aﬁg_

| 123 ALt m, sies $3.00

warf wey UL 5| "

UJ(‘_pnﬁrmed
B o

\JFTCL. |ﬁl-’ﬂ|;:d-

08/02/2013

12345 ACOSTA, INC. | $3.00

Unconfirmed

I:'Pagelof'.'!

-

10 rows per page Go to page:

4. In the Date column, click the link for the record you want to work with.
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The CREDIT MEMO — CREDIT MEMO DETAILS page appears.

Credit Memo

Credit Memo Details

Expenditure #: Receipt #: Status: Unconfirmed Date: N/A
Reimbursement Current @ Pier Side Address Item(s) -
Type: Address: FPO Address Location:

I Vendor/Shipped To

Vendor: v Vendor Name: ACOSTA, INC. Date Required: 08/02/2013 &
Original Order #: M Address 1: 8031 HAMPTON BLWVD. .
Date Shipped: 08/02/2013 g
Other Order #: | Address 2: address 2
Order Type: Address 3: NORFOLK, VA 23505-1001

Phone: (800) 446-8089

I Credit Memo Items

Stock Num Description | UL |QOH Q00| Transfer QTY Cost | Total Cost | Total Reimburse | Remove

520000000001 Diet Sprite EA 10 49 1 $3.0000 $3.0000 3.00 Remove
D Page 1 of 1 D 10 rows per page ¥ Go to page:
Print Credit Memo | Total Cost: $3.0000

Total Reimbursement: $3.0000
Difference (Charged to Cost of Ops): $0.0000

| Add Additional tems

| Save & Review Later | | Confirm & Submit | | Delete || Close |

5. Click Confirm & Submit.
A confirmation dialog box appears.
6. Click OK.

The MANAGE CREDIT MEEMOS — EXISTING RECORDS page appears and displays a confirmation message.
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DELETE A CREDIT MEMO

1. Select Credit Memo from the Inventory menu.

The MANAGE CREDIT MEMOS — EXISTING RECORDS page appears.

Manage Credit Memos

Existing Records

Create New Credit Memo

B01/B05 Journal Of Receipts

Receipt or Expenditure:
ALL

-

Status:
05/27/2012 - Present

Accounting Period:

Enter or select one or more of the following:

e Select Unconfirmed from the Status list

Select an option from the Accounting Period list
Click Search.

The page updates and displays the search results.

Enter a number or partial number in the Receipt or Expenditure field or leave the field blank

Manage Credit Memos

Existing Records

Create New Credit Memo

B01/B05 Journal Of Receipts

Receipt or Expenditure:

Status: Unconfirmed

05/2772012 - Present

Accounting Period:

Credit
Amount

Receipt
Number

Expenditure
Date D Order Number
Number

Vendor / Source

Status

W23153-3193-

ATLANTIC DOMINION
/ /
08/07/2013 280

$1,644.21

Unconfirmed

DISTR[...]
R345

ACOS]A, INC. '_/'

ogsowzomd‘ A g__aﬁg_

| 123 ALt m, sies $3.00

warf wey UL 5| "

UJ(‘_pnﬁrmed
B o

\JFTCL. |ﬁl-’ﬂ|;:d-

08/02/2013

12345 ACOSTA, INC. | $3.00

Unconfirmed

I:'Pagelof'.'!

-

10 rows per page Go to page:

4. In the Date column, click the link for the record you want to work with.
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The CREDIT MEMO — CREDIT MEMO DETAILS page appears.

Credit Memo

Credit Memo Details

Expenditure #: Receipt #: Status: Unconfirmed Date: N/A
Reimbursement Current @ Pier Side Address Item(s) -
Type: Address: FPO Address Location:

I Vendor/Shipped To

Vendor: v Vendor Name: ACOSTA, INC. Date Required: 08/02/2013 &
Original Order #: M Address 1: 8031 HAMPTON BLWVD. .
Date Shipped: 08/02/2013 g
Other Order #: | Address 2: address 2
Order Type: Address 3: NORFOLK, VA 23505-1001

Phone: (800) 446-8089

I Credit Memo Items

Stock Num Description | UL |QOH Q00| Transfer QTY Cost | Total Cost | Total Reimburse | Remove

520000000001 Diet Sprite EA 10 49 1 $3.0000 $3.0000 3.00 Remove
D Page 1 of 1 D 10 rows per page ¥ Go to page:
Print Credit Memo | Total Cost: $3.0000

Total Reimbursement: $3.0000
Difference (Charged to Cost of Ops): $0.0000

| Add Additional tems

| Save & Review Later | | Confirm & Submit | | Delete || Close |

5. Click Delete.
A confirmation dialog box appears.
6. Click OK.

The MANAGE CREDIT MEEMOS — EXISTING RECORDS page appears and displays a confirmation message.
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PRINT A CREDIT MEMO FORM

1. Select Credit Memo from the Inventory menu.

The MANAGE CREDIT MEMOS — EXISTING RECORDS page appears.

Manage Credit Memos

Existing Records

Create New Credit Memo | | B01/B05 Journal Of Receipts |

Receipt or Expenditure:
Status: ALL A
Accounting Period: 05/27/2012 - Present -

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,
depending on your user role.

2. Enter or select one or more of the following:

e Enter a number or partial number in the Receipt or Expenditure field or leave the field blank

e Select an option from the Status list

e Select an activity from the Select Activity list (available for users with Enterprise user roles only)
e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Manage Credit Memos

Existing Records

Create New Credit Memo | | B01/B05 Journal Of Receipts |

Receipt or Expenditure:

Status: Confirmed -

Accounting Period: 05/27/2012 - Present -
Date Expenditure e Order Number Vendor / Source LCredit Status
Number Number Amount
08/08/2013| W23153-3220-7914 170 ;";13?153'3219' ACOSTA, INC. $3.00 | Confirmed
- ——— _— - —— R - 20 oy
o Zuaow sabd .J.Z-Uh 58., ) 12, L e | At oy it | 3 L. - Al
07/24/2013| W23153-3205- 7983 122] 13579 | AcosTA, INC. | $1.25 | Confirmed

I:‘ Page 1 of 3 10 rows per page ¥ Go to page:
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4. In the Date column, click the link for the record you want to work with.
The CREDIT MEMO — CREDIT MEMO DETAILS page appears.
Credit Memo
Credit Memo Details
Expenditure #: Receipt #: Status: Unconfirmed Date: N/A
Reimbursement Current @ Pier Side Address Item(s) -
Type: Address: FPO Address Location:
I Vendor/Shipped To
Vendor: v Vendor Name: ACOSTA, INC. Date Required: 08/02/2013 &
Original Order #: v Address 1: 8031 HAMPTON BLVD. .
Date Shipped: 08/02/2013 i
Other Order #: | Address 2: address 2
Order Type: Address 3: NORFOLK, VA 23505-1001
Phone: (300) 446-3089
I Credit Memo Items
Stock Num Description | UL |QOH Q00| Transfer QTY Cost | Total Cost | Total Reimburse | Remove
520000000001 Diet Sprite EA 10 49 1 $3.0000 $3.0000 3.00 Remove
D Page 1 of 1 D 10 rows per page ¥ Go to page:
Print Credit Memo | Total Cost: $3.0000
Total Reimbursement: $3.0000
Difference (Charged to Cost of Ops): $0.0000
| Add Additional ltems | | Save & Review Later | | Confirm & Submit | | Delete || Close |
5. Click Print Credit Memo.
¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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PRINT A BO1/B05 JOURNAL OF RECEIPTS

Follow these steps to generate and print a BO1/B05 Journal of Receipts for a specific accounting period.

1. Select Credit Memo from the Inventory menu.

The MANAGE CREDIT MEMOS — EXISTING RECORDS page appears.

Manage Credit Memos

Existing Records

Create New Credit Memo | | B01/B05 Journal Of Receipts |

Receipt or Expenditure:

Status: ALL v
Accounting Period: 05/27/2012 - Present -

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,
depending on your user role.

2. Enter or select one or more of the following:

e Select an activity from the Select Activity list (available for users with Enterprise user roles only)
e Select an option (do not select the ALL option) from the Accounting Period list

3. Click B0O1/B05 Journal Of Receipts.

' Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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5.4 Physical Inventories

On a regular basis, store personnel must inventory all the various locations that contain inventory. This includes
the holding locations as well as the individual retail stores.

When the actual inventory is being conducted, the retail stores may not be actively selling items. When
conducting an inventory of a non-EPOS selling location (for example, vending, hanger bay), all losses of inventory
are considered to be sales, resulting in a charge to Cost of Retail Sales.

When creating an inventory, you may choose to inventory all items in a location (full inventory), manually select
specific items (spot inventory), or receive a random selection of 5% of the items in that location (random
inventory).

There are four stages to an inventory, reflected by one of the following statuses:

¢

Unconfirmed: Create the inventory and select the items to include

Initiated: Item selection is locked and the physical inventory count is being performed
Submitted: Physical inventory counts are entered and saved in ROM3

Confirmed: Physical inventory counts and accepted and on-hand inventory has been updated

Note: Inventories with a status of Initiated can be completed with a handheld device if a handheld
synchronization is performed.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS

e View an Inventory X X X X
e Create and Initiate a Full X

Inventory
e Create an Initiate a Random X

Inventory
e C(Create and Initiate a Spot X

Inventory
e Edit or Confirm an Inventory X
e Submit Inventory Quantities and X

Confirm an Inventory
e Delete an Inventory X
e Print a Physical Inventory Report X
e Print an Inventory Consolidated X

Report (B14) or a Gains/Loss

Detailed Report
e Print an Inventory Count Sheet X
e Print Other Inventory Reports X X X X
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VIEW AN INVENTORY

Select Inventory Counts from the Inventory menu.

The PHYSICAL INVENTORIES — EXISTING RECORDS page appears.

Physical Inventories

Create New Inventory Existing Records

Inventory Number: Status: All

Inventory Location: ALL v  Type: ALL

Accounting Period: 058/27/2012 - Present

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,

depending on your user role.

Enter or select one or more of the following:

e Enter a number or partial number in the Inventory Number field or leave the field blank

e Select an option from the Status list
e Select an option from the Inventory Location list
e Select an option from the Type list

e Select an activity from the Select Activity list (available for users with Enterprise user roles only)

e Select an option from the Accounting Period list
Click Search.

The page updates and displays the search results.

Physical Inventories

| Create New Inventory | Existing Records

Inventory Number: Status: All

Inventory Location: ALL v  Type: ALL

Accounting Period: 05/27/2012 - Present

Generate Printable Report |

v

B14 Consolidated Report |

v |

Gains/Loss Detailed Report |

-

Date Inventory Num Inventory Location Type Gain/Loss Cost of Sales Status
08/12/2013 | 0000681 9200 Post Office SPOT 0.0000 0.0000 | Confirmed
QS48 / 2 il ~ 2200,Post L) Tl SPOT J o Gle. 0. nann Uncon_ﬁrr_n' '
= Ear . . - - - [ R el N
08,u7/2013 , Uy00u674 F2uu PosL O1TIce FULL w.0000 1347.4118 o ifirmed
06/27/2012 | DDDDG648 9800 Test RAND 0.0000 4,7BE0 | Confirmed

Dpage 1 of 10

10 rows per page

¥  Go to page:

Total Gain/Loss
$2,990,986.45

Total Cost
$2,127.94
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4. In the Date column, click the link for the record you want to view.
The INVENTORY — VIEW INVENTORY page appears.

¢ Note: You may see the Inventory — Edit Inventorypage instead, depending on your user role
and/or the rebate status.

Inventory

View Inventory
Inventory #0000643 has been confirmed.

Inventow Status: Confirmed Date: 08/07/2013

Inventory Location: v

I Inventory Items

Stock Num Description Ul | QOH Inventory QTY Difference
3113250000003 311311 test EA 0 0
311313000000 Fruit Bits EA 20 24
100000000014 Bic Disposable Lighter EA 4 0
1839390000002 AXE Shower Gel Kilo BX 4 0
3113130000005 ACT II Butter Lovers Popcorn EA 4 0

D Page 1 of 1 D 10 rows per page ¥ Go to page:
Print Discrepancy Report | Total Gain/Loss: $42.9504
Close | | Print Relieving Inventory Sheet |
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CREATE AND INITIATE A FULL INVENTORY

Follow these steps to create and initiate a full inventory, which will count all items in inventory at a selected
location.

1.

Select Inventory Counts from the Inventory menu.

The PHYSICAL INVENTORIES — EXISTING RECORDS page appears.

Physical Inventories

Create New Inventory Existing Records
Inventory Number: Status: All
Inventory Location: ALL ¥ Type: ALL

Accounting Period: 05/27/2012 - Present

Click Create New Inventory.

The INVENTORY — CREATE INVENTORY page appears.

Inventory

Create Inventory

[nventow Control # N/A Status:

Inventory Location: 9200 Past Office

[ Add All ltems (Full Inventory) | Add 5% Items (Random Inventory)

I Inventory Items

Date: N/A

Add Additional ltems |

| Save & Review Later | | | |

Delete

Close

Select the location to be inventoried from the Inventory Location list.

Click Add All Items (Full Inventory).
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The page updates and displays all items in inventory for the selected location.

Inventory
Create Inventory
I Inventory Control # N/A Status: Date: N/A
Inventory Location: v
I Inventory Items
[ Add All ltems (Full Inventory) | | Add 5% Items (Random Inventory) | | Add Additional ltems |
Stock Num Description Ul | QOH Invento Y Remove
1839390000001 Suave Mens Body Wash Refresh EA 5 Remove
311313000009 Nerds Candy EA 14 Remove
3113130000001 Slim Jim Giant Stick Nacho BX 3 Remove
3113130000005 ACT II Butter Lovers Popcorn EA 30 Bemove
D Page 1 of 1 D 10 rows per page ¥ Go to page:
| Save & Review Later | | Initiate Inventory | | Delete | | Close

5. Toremove an item from the inventory, click the Remove link for that item.
6. Click Initiate Inventory.

The page updates and displays a confirmation message, and the Print Count Sheet button becomes
active.

7. Click Print Count Sheet to print the inventory count sheet and perform the physical inventory.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.

_Or_

Perform a handheld synchronization to download the inventory and complete the physical inventory on
the device. See Section 10.1 Synchronizing the Handheld for more information.
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CREATE AND INITIATE A RANDOM INVENTORY

Follow these steps to create and initiate a random inventory, which will count 5% of the items in inventory at a

selected location.

1. Select Inventory Counts from the Inventory menu.

The PHYSICAL INVENTORIES — EXISTING RECORDS page appears.

Physical Inventories

Accounting Period: 05/27/2012 - Present

Create New Inventory Existing Records
Inventory Number: Status: All
Inventory Location: ALL ¥ Type: ALL

2. Click Create New Inventory.

The INVENTORY — CREATE INVENTORY page appears.

Inventory

In~.fent-:3w Control # N/A Status:

Create Inventory

Inventory Location: 9200 Past Office

I Inventory Items

[ Add All ltems (Full Inventory) | Add 5% ltems (Random Inventary)

Date: N/A

Add Additional ltems |

| Save & Review Later | | |

Delete

Close

3. Select the location to be inventoried from the Inventory Location list.

4. Click Add 5% Items (Random Inventory).
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The page updates and displays 5% of the items in inventory for the selected location.

Inventory

Create Inventory

I Inventory Control # N/A Status: Date: N/A
Inventory Location: -
I Inventory Items
| Add All ltems (Full Inventory) | Add 5% Items (Random Inventory) | | Add Additional ftems |
Stock Num Description Ul | QOH Inventory OTY Remove
273000000004 BOTTLE, SHAKER GNC EA 2 Remove
3113130000001 Slim Jim Giant Stick Nacho BX 48 Remove

D Page 1 of 1 |:| 10 rows per page ¥ Go to page:

| Save & Review Later | | Initiate Inventory | | Delete | | Close

5. Toremove an item from the inventory, click the Remove link for that item.

Continue to step 6 if you are adding additional items to the inventory.
-Or.
Go to step 12 to initiate the inventory.

6. To add items to the inventory, click Add Additional Items.

The INVENTORY — ADD ITEMS page appears.

Inventory
Add Items
Inventory Location: -
Item Search:
Department: ALL ¥ Category: h
| Search Inventory || Cancel

7. Enter or select one or more of the following:

e Enter a stock number or item name (or partial number or name) in the Item Search field
e Select an option from the Department list
e Select an option from the Category list (list becomes active after selecting a department)

8. Click Search Inventory.
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The page updates and displays the search results.

Inventory
Add Items
Inventory Location: -
Item Search: 3113
Department: Al ¥ Category: ALL hd
| Search Inventory || Cancel |
Save Changes [[] select All
Dept Category Stock Num Description | QO0H |M | Inventory
Al Food 3113130000002 Saled Deluxe Mixed Nuts -10 EA ]
Al Food 3113130000002 Saled Deluxe Mixed Nuts 1 EA =
p . 21133 N1 Slink 1ide @ Qtickacho q I~
Al ruud - =300, Julb Slm son STICK Co. Jter Top e =
Al Food 311313000000 Fruit Bits 9 EA [E
Al Food 3113130000007 Seafood Salad Kit w/Crab 5 [EA I}
I:‘ Page 1 of 2 10 rows per page Go to page:
Save Changes

9. Select the check box in the Inventory column for item you want to include in the inventory.

_Or-

Select the Select All check box above the Inventory column to select all items.

¢

Note: If you have more than one page of search results, click the Next button to go to the

next page. You will not lose any selections made on the previous page.

10. Click Save Changes. The page updates and displays a confirmation message. The Done Adding Items

button also appears.

11. Click Done Adding Items.
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The INVENTORY — CREATE INVENTORY page appears.

Inventory
Create Inventory
I Inventory Control # N/A Status:
Inventory Location: -
I Inventory Items
| Add All ltems (Full Inventory) | Add 5% ltems (Random Inventory) | | Add Additional ltems |
Stock Num Description Ul | QOH Invento Y Remove
311313000007 Fruit Bits EA 15 Remove
273000000004 BOTTLE, SHAKER GMNC EA 2 Remove
3113130000001 Slim Jim Giant Stick Nacho BX 48 Remove
D Page 1 of 1 D 10 rows per page ¥ Go to page:
| Save & Review Later | | Initiate Inventory Delete | | Close

12. Click Initiate Inventory.

The page updates and displays a confirmation message. The Print Count Sheet button also becomes
active.

13. Click Print Count Sheet to print the inventory count sheet and perform the physical inventory.

< Note: See Section 4 Printing and Saving Files from ROM3 for more information.

_Or_

Perform a handheld synchronization to download the inventory and complete the physical inventory on
the device. See Section 10.1 Synchronizing the Handheld for more information.
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CREATE AND INITIATE A SPOT INVENTORY

Follow these steps to create and initiate a spot inventory. With this type of inventory, you can add only those

items to be included in the inventory for a selected location.

1. Select Inventory Counts from the Inventory menu.

The PHYSICAL INVENTORIES — EXISTING RECORDS page appears.

Physical Inventories

Accounting Period: 05/27/2012 - Present

Create New Inventory Existing Records
Inventory Number: Status: All
Inventory Location: ALL ¥ Type: ALL

2.  Click Create New Inventory.

The INVENTORY — CREATE INVENTORY page appears.

Inventory

In~.fent-:3w Control # N/A Status:

Create Inventory

Inventory Location: 9200 Past Office

I Inventory Items

[ Add All ltems (Full Inventory) | Add 5% ltems (Random Inventary)

Date: N/A

Add Additional ltems |

| Save & Review Later | | |

Delete

Close

3.  Select the location to be inventoried from the Inventory Location list.

4. Click Add Additional Items.
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The INVENTORY — ADD ITEMS page appears.

Inventory
Add Items
Inventory Location: v
Item Search:
Department: ALL ¥ Category: e
I Search Inventory || Cancel

Enter or select one or more of the following:

e Enter a stock number or item name (or partial number or name) in the Item Search field
e Select an option from the Department list
e Select an option from the Category list (list becomes active after selecting a department)

Click Search Inventory.

The page updates and displays the search results.

Inventory
Add Items
Inventory Location: -
Item Search:
Department: ALL Category: M
| Search Inventory || Cancel |
Save Changes [ select All
Dept | Category Stock Num Description | QOH |m| Inventory
B3 Nutritional Supplement 273000000007 MAXIMUM GREENS COMPLETE 1 [EA =
Az gl 2113250000003 21131 1LaFa il
33 . donar  applemeinc £/3000000u04 407 Lk, . . AKER .NC =B P,
C1 Snack Bar 050001HHD001 African Nut Bars 10 [EA ]
D Page 1 of 1 D 10 rows per page ~ Go to page:
Save Changes

Select the check box in the Inventory column for item you want to include in the inventory.
_Or-
Select the Select All check box above the Inventory column to select all items.

¢

next page. You will not lose any selections made on the previous page.

Click Save Changes.
The page updates and the Done Adding Items button appears.

Note: If you have more than one page of search results, click the Next button to go to the
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9.

10.

11.

Click Done Adding Items.

The INVENTORY — CREATE INVENTORY page appears.

Inventory
Create Inventory
In~.fentn:3nl Control # N/A Status: Date: N/A
Inventory Location: M
I Inventory Items
| Add All ltems (Full Inventory) | | Add 5% Items (Random Inventory) | | Add Additional tems |
Stock Num Description UI | QOH Invento Y Remove
3113130000005 ACT II Butter Lovers Popcorn EA 0 Remove
050001HHO001 African Nut Bars EA 10 Remove
D Page 1 of 1 D 10 rows per page ¥ Go to page:
| Save & Review Later | | Initiate Inventary Delete | | Close

Click Initiate Inventory.

The INVENTORY — EDIT INVENTORY page appears and displays a confirmation message.

Inventory

Edit Inventory

I Inventory Control #0000700 Status: Initiated Date: 08/14/2013

Inventory Location: v

I Inventory Items

Stock Num Description Ul | OOH Inventory OTY Remove
050001HHO001 African Nut Bars EA 10 10
3113130000005 ACT II Butter Lovers Popcorn EA 0 0
D Page 1 of 1 D 10 rows per page ~ Go to page:

| Print Count Sheet |

| Save & Review Later | Delete | | Close

Click Print Count Sheet to print the inventory count sheet and perform the physical inventory.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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_Or_

Perform a handheld synchronization to download the inventory and complete the physical inventory on
the device. See Section 10.1 Synchronizing the Handheld for more information.
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EDIT OR CONFIRM AN INVENTORY

Follow these steps to edit an unconfirmed inventory.
1. Select Inventory Counts from the Inventory menu.

The PHYSICAL INVENTORIES — EXISTING RECORDS page appears.

Physical Inventories

Create New Inventory Existing Records |
Inventory Number: Status: All bt |
Inventory Location: ALL ¥ Type: ALL hd |

Accounting Period: 05/27/2012 - Present

2. Enter or select one or more of the following:

e Enter a number or partial number in the Inventory Number field or leave the field blank

e Select Unconfirmed from the Status list

e Select an option from the Inventory Location list
e Select an option from the Type list

e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Physical Inventories

Generate Printable Report |

B14 Consolidated Report |

[ Create New Inventory | Existing Records |
Inventory Number: Status: Unconfirmed - |
Inventory Location: ALL v Type: ALL hd |

Gains/Loss Detailed Report |

Accounting Period: 05/27/2012 - Present

-

Date Inventory Num Inventory Location Type | Gain/Loss Cost of Sales Status
08/13/2013 9501 Ship Store SPOT 0.0000 0.0000 | Unconfirmed
05/29/2013 9904 Spm==00m SPOE 00000 0.0088 | Ynapefirgh 4

o 29201 | 9900 Siorerogus sPOT | 0.0000 u.u00u | Unconfirmed
05/29/2013 9900 Storercom SPOT 0.0000 | 0.0000 | Unconfirmed

D Page 1 of 1 |:| 10 rows per page ¥ Go to page:

Total Gain/Loss
%.00

Total Cost
$.00
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4. In the Date column, click the link for the record you want to work with.

The INVENTORY — EDIT INVENTORY page appears.

Inventory
Edit Inventory
I Inventory Control # N/A Status: Unconfirmed
Inventory Location: -
I Inventory Items
[ Add All ltems (Full Inventory) | | Add 5% ltems (Random Inventory) | [ Add Additional ltems |
Stock Num Description Ul | QOH Invento Y Remove
3113130000006 Slim Jim Stick Counter Top EA 5 Remove
3113130000003 Sunmaid Yogurt Raisins EA 3 Remaove
I:‘ Page 1 of 1 D 10 rows per page ¥ Go to page:
| Save & Review Later | | Initiate Inventory | | Delete | | Close

5. To change the inventory type to a full inventory, click Add All Items (Full Inventory).
_Or-
To change the inventory type to a random inventory, click Add 5% Items (Random Inventory).
_Or-

To change the inventory type to a spot inventory, click Add Additional Items. See Create a Spot Inventory
for more information.

6. To save the inventory, click Save & Review Later.
The PHYSICAL INVENTORIES — EXISTING RECORDS page appears and displays a confirmation message.
-or-
To confirm the inventory, click Confirm & Submit.
A confirmation dialog box appears. Continue to step 7.
-or-
To submit inventory counts, click Submit Counts.
7. Click OK.

The PHYSICAL INVENTORIES — EXISTING RECORDS page appears and displays a confirmation message.
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SUBMIT INVENTORY QUANTITIES AND CONFIRM AN INVENTORY

Follow these steps to submit inventory quantities and to confirm an inventory. Depending on your user role, you

may perform one or both of these steps

¢ Note: If the inventory was completed on a handheld device, it will automatically be submitted during

synchronization.

1. Select Inventory Counts from the Inventory menu.

The PHYSICAL INVENTORIES — EXISTING RECORDS page appears.

Physical Inventories

Create New Inventory | Existing Records
Inventory Number: Status: All
Inventory Location: ALL ¥ Type: ALL

Accounting Period: 05/27/2012 - Present

2. Enter or select one or more of the following:

e Enter a number or partial number in the Inventory Number field or leave the field blank

e Select Initiated from the Status list
e Select an option from the Inventory Location list
e Select an option from the Type list
e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Physical Inventories

Create New Inventory | Existing Records
Inventory Number: Status: Initiated
Inventory Location: ALL v  Type: ALL

Accounting Period: 05/27/2012 - Present

Generate Printable Report |

|

B14 Consolidated Report |

Gains/Loss Detailed Report |

-

Date Inventory Num Inventory Location Type Gain/Loss Cost of Sales Status
08/14/2013 | 00D0DO700 9505 Retail Store 1 SPOT 0.0000 0.0000 | Initiated
D Page 1 of 1 D 10 rows per page ~ Go to page:
Total Gain/Loss Total Cost
$.00 $.00
4. In the Date column, click the link for the record you want to work with.
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The INVENTORY — EDIT INVENTORY page appears.

Inventory

Edit Inventory

[nventow Control #0000700 Status: Initiated Date: 08/14/2013

Inventory Location: M

I Inventory Items

Stock Num Description UI | Cost ([QOH| Invento Y Remove
050001HHODOL African Mut Bars EA | 0.0000 10 10
3113130000005 ACT II Butter Lovers Popcorn EA | 0.0000 0 0
D Page 1 of 1 D 10 rows per page ¥ Go to page:

| Print Count Sheet |

| Save & Review Later | | Delete | | Close

Continue to step 5 if you are submitting inventory counts.
-or.
Go to step 7 if you are confirming the inventory.

5. Inthe Inventory QTY column, enter the number of items in inventory for each item.

6. Click Submit Counts.

The page updates and displays a confirmation message.

Inventory

Edit Inventory

I Inventory Control #0000700 Status: Submitted Date: 08/14/2013

Inventory Location: v

I Inventory Items

Stock Num Description ur | QOH Inventory OTY Difference
050001HHOO0D1 African Nut Bars EA 10 10 0
3113130000005 ACT II Butter Lovers Popcorn EA 0 0 0

I:‘ Page 1 of 1 I:' 10 rows per page ~ Go to page:
[ Print Discrepancy Report | Total Gain/Loss: $0.0000
| Save & Review Later | | Confirm & Submit Delete | | Close |

7. Click Confirm & Submit.

A confirmation dialog box appears.
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8. Click OK.

The INVENTORY — VIEW INVENTORY page appears and displays a confirmation message.

Inventory

View Inventory
Inventory #0000700 has been confirmed.

Inventory Location: -

Inventory Items

Invr:ntn:m.r Control #0000700 Status: Confirmed Date: 08/14/2013

Stock Num Description Ul | QOH Inventory QTY Difference
3113130000005 ACT II Butter Lovers Popcorn EA 0 0
050001HHO001 African Nut Bars EA 10 0

I:‘ Page 1 of 1 |:| 10 rows per page ¥ Go to page:

Print Discrepancy Report |

Total Gain/Loss: $0.0000

| Close | | Print Relieving Inventory Sheet

¢

Note: If the inventory was conducted on a retail store or storage location, you will see the

Print Discrepancy Report button, as shown here. If the inventory was done on a Non-EPOS

location, you will see the Print Sales Report button.
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DELETE AN INVENTORY

Follow these steps to delete an inventory. Inventories can be deleted from ROM3 until they are confirmed.
1. Select Inventory Counts from the Inventory menu.

The PHYSICAL INVENTORIES — EXISTING RECORDS page appears.

Physical Inventories
Create New Inventory Existing Records | |
Inventory Number: Status: All bt | |
Inventory Location: ALL v Type: ALL hd | |
Accounting Period: 05/27/2012 - Present -

2. Enter or select one or more of the following:

e Enter a number or partial number in the Inventory Number field or leave the field blank
e Select Initiated, Submitted, or Unconfirmed from the Status list

e Select an option from the Inventory Location list

e Select an option from the Type list

e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Physical Inventories
[ Create New Inventory Existing Records | Generate Printable Report |
Inventory Number: Status: Unconfirmed - | B14 Consolidated Report |
Inventory Location: ALL v  Type: ALL A | Gains/Loss Detailed Report |
Accounting Period: All -

Date Inventory Num Inventory Location Type | Gain/Loss | Cost of Sales Status
08/14/2013 9200 Post Office RAND 0.0000 0.0000 | Unconfirmed
OS;"l4a"?Ql3 9200 Post Office | RAND 0.0000 0.0000 | Unconfirmed
a0 R t@F s 1l ialall™N o - vl

I — z e Sretr — —— =
05/29/2013 -I_ 9900 Storeroom SPOT | 0.0000 0.0000 | Unconfirn.
I:I Page 1 of 1 D 10 rows per page Y Go to page:
Total Gain/Loss Total Cost
$.00 $.00

4. In the Date column, click the link for the record you want to work with.
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The INVENTORY — EDIT INVENTORY page appears.

I Inventory C

Inventory

ontrol # N/A

Edit Inventory

Status: Unconfirmed

Inventory Location: M

Add All ltems (Full Inventory)

| | Add 5% ltems (Random Inventory) |

I Inventory Items

Add Additional ftems |

Stock Num Description Ul | QOH Invento Y Remove
311312000000 Fruit Bits EA 0 Remove
D Page 1 of 1 D 10 rows per page Go to page:
| Save & Review Later | | Initiate Inventory Delete | | Close

5. Click Delete.

A confirmation dialog box appears.

6. Click OK.

The PHYSICAL INVENTORIES — EXISTING RECORDS page appears and displays a confirmation message.
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PRINT A PHYSICAL INVENTORY REPORT

Follow these steps to generate a printable version of your search results, displayed on the Transfers — Existing

Records page.

1. Select Inventory Counts from the Inventory menu.

The PHYSICAL INVENTORIES — EXISTING RECORDS page appears.

Physical Inventories

Create New Inventory Existing Records |

Inventory Number: Status: All

Inventory Location: ALL ¥ Type: ALL

Accounting Period: 05/27/2012 - Present

2. Enter or select one or more of the following:

e Enter a number or partial number in the Inventory Number field or leave the field blank

e Select Initiated from the Status list
e Select an option from the Inventory Location list
e Select an option from the Type list
e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Physical Inventories

Create New Inventory | Existing Records |

Generate Printable Report

Inventory Number: Status: Initiated

B14 Consolidated Report

Inventory Location: ALL v  Type: ALL hd

Gains/Loss Detailed Report

Accounting Period: 05/27/2012 - Present

-

Date Inventory Num Inventory Location Type Gain/Loss Cost of Sales Status
08/14/2013 | 0000700 9505 Retail Store 1 SPOT 0.0000 0.0000 | Initiated
D Page 1 of 1 D 10 rows per page ~ Go to page:

Total Gain/Loss Total Cost
$.00 $.00

4. Click Generate Printable Version.

¢

Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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PRINT AN INVENTORY CONSOLIDATED REPORT (B14) OR A GAINS/LOSS DETAILED
REPORT

1. Select Inventory Counts from the Inventory menu.

The PHYSICAL INVENTORIES — EXISTING RECORDS page appears.

Physical Inventories
[ Create New Inventory Existing Records | |
Inventory Number: Status: All - | |
Inventory Location: ALL * Type: ALL - | |
Accounting Period: 05/27/2012 - Present A

2. Enter or select one or more of the following:

e Enter a number or partial number in the Inventory Number field or leave the field blank
e Select an option (except Submitted) from the Status

e Select an option from the Inventory Location list

e Select an option from the Type list

e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Physical Inventories
| Create New Inventory | Existing Records | Generate Printable Report |
Inventory Number: Status: Initiated A | B14 Consolidated Report |
Inventory Location: ALL v  Type: ALL hd | Gains/Loss Detailed Report |
Accounting Period: 05/27/2012 - Present A
Date Inventory Num Inventory Location Type Gain/Loss Cost of Sales Status
08/14/2013 | 0000700 9505 Retail Store 1 SPOT 0.0000 0.0000 | Initiated
D Page 1 of 1 D 10 rows per page ¥ Go to page:
Total Gain/Loss Total Cost
$.00 $.00

4. Click B14 Consolidated Report or Gains/Loss Detailed Report.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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PRINT AN INVENTORY COUNT SHEET
After initiating an inventory, you can print an inventory count sheet that you can use to record the actual
inventory count. You can then enter those numbers in the system.

1. Select Inventory Counts from the Inventory menu.

The PHYSICAL INVENTORIES — EXISTING RECORDS page appears.

Physical Inventories
Create New Inventory Existing Records | |
Inventory Number: Status: All bt | |
Inventory Location: ALL ¥ Type: ALL hd | |
Accounting Period: 05/27/2012 - Present hd

2. Enter or select one or more of the following:

e Enter a number or partial number in the Inventory Number field or leave the field blank
e Select Initiated from the Status list

e Select an option from the Inventory Location list

e Select an option from the Type list

e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Physical Inventories

Create New Inventory | Existing Records | Generate Printable Report |
Inventory Number: Status: Initiated hd | B14 Consolidated Report |
Inventory Location: ALL v  Type: ALL hd | Gains/Loss Detailed Report |

Accounting Period: 05/27/2012 - Present A
Date Inventory Num Inventory Location Type Gain/Loss Cost of Sales Status
08/14/2013 | 0000700 9505 Retail Store 1 SPOT 0.0000 0.0000 | Initiated
D Page 1 of 1 D 10 rows per page ~ Go to page:
Total Gain/Loss Total Cost
$.00 $.00

4. In the Date column, click the link for the record you want to work with.
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The INVENTORY — EDIT INVENTORY page appears.

Inventory

Edit Inventory

[nventow Control #0000700 Status: Initiated Date: 08/14/2013

Inventory Location: M

I Inventory Items

Stock Num Description UI | Cost ([QOH| Invento Y Remove
050001HHODOL African Mut Bars EA | 0.0000 10 10
3113130000005 ACT II Butter Lovers Popcorn EA | 0.0000 0 0
D Page 1 of 1 D 10 rows per page ¥ Go to page:

| Print Count Sheet |

| Save & Review Later | Delete | | Close

5. Click Print Count Sheet.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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PRINT INVENTORY REPORTS

You can print numerous inventory reports from the Inventory — View Inventory page, including inventory
discrepancy reports, inventory sales reports, and relieving inventory sheets.

1. Select Inventory Counts from the Inventory menu.

The PHYSICAL INVENTORIES — EXISTING RECORDS page appears.

Physical Inventories
Create New Inventary Existing Records | |
Inventory Number: Status: All - | |
Inventory Location: ALL * Type: ALL - | |
Accounting Period: 05/27/2012 - Present A

2. Enter or select one or more of the following:

e Enter a number or partial number in the Inventory Number field or leave the field blank
e Select Confirmed from the Status list

e Select an option from the Inventory Location list

e Select an option from the Type list

e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Physical Inventories
Create New Inventory | Existing Records | Generate Printable Report |
Inventory Number: Status: Confirmed A | B14 Consolidated Report |
Inventory Location: ALL v  Type: ALL hd | Gains/Loss Detailed Report |
Accounting Period: 08/27/2012 - Present A
Date Inventory Num Inventory L ocation Type | Gain/loss Cost of Sales Status
08/19/2013 | 0DOD708 9200 Post Office SPOT 0.0000 0.0000 | Confirmed
_OS;"_].:SIQUL? QN0o T WA D ke Bl | "!913 Jnemdar gonﬁrmr
| L8/13/2013 |00006os [ 9200 rusiOmce | RAND | 0.000L, 0.0000 | Cofvvnd |
08/12/2013 | 0000681 9200 Post Office SPOT | 0.0000 | 0.0000 | Confirmed
I:' Page 1 of 10 10 rows per page ¥ Go to page:
Total Gain/Loss Total Cost

4. Inthe Date column, click the link for the record you want to work with.
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The INVENTORY — VIEW INVENTORY page appears.

¢ Note: If you conducted an inventory on a retail store or storage location, you will see the
Print Discrepancy Report button and you can print a discrepancy report. Or if you conducted
an inventory on a Non-EPQOS location, you will see the Print Sales Report button and you can

print a sales report.

Inventory

View Inventory
Inventory #0000708 has been confirmed.

Date: 08/19/2013

In~.fent-:3w Control #0000708 Status: Confirmed

Inventory Location:

I Inventory Items I

Stock Num Description Ul | QOH Inventory OTY Difference
273000000007 MAXIMUM GREENS COMPLETE EA 4 33329
D Page 1 of 1 D 10 rows per page ™ Go to page:

Print Sales Report | Total Cost Of Sales: $0.0000

| Close | | Print Relieving Inventory Sheet |

5. Click Print Sales Report, Print Discrepancy Report, or Print Relieving Inventory Sheet.

' Note: See Section 4 Printing and Saving Files from ROM3 for more information.

Page 88 Unclassified — For Official Use Only 24 October 2013



ROM3 User’s Guide for Afloat Users, Version 1.0
Inventory

5.5 Item Management

In ROM3, you can view and manage all items in inventory. Your activity may have many items spread over many
locations. You can search through all on-hand inventory, and view a breakdown of where each unit of an item is
currently located.

Depending on your user role, you may adjust the retail price of an item, assign a new UPC code to an item, or
schedule a sale price.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View Items in Inventory X X X
e Edit Inventory Item Price X
e Edit Inventory Item UPC X
e Print Item Management Listing X X X
e Print Item Management Barcode X X X
Book
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VIEW INVENTORY ITEMS

Follow these steps to view items that are in inventory or on order, the quantities on hand for each item, the UPC

for an item, and any price changes for an item.
1. Select Item Management from the Inventory menu.

The ON-HAND/ON-ORDER ITEM MANAGEMENT page appears.

On-Hand/On-Order Item Management

| Printable Inventory Listing |

Item Search:

Location: ALL -
Department: ALL ¥ Category: -
Foreign Merchandise Low Retail Price Flammable
| Search |

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,

depending on your user role.

2. Enter or select one or more of the following:

e Enter a stock number or item name (or partial number or name) in the Item Search field
e Select an activity from the Select Activity list (available for users with Enterprise user roles only)

e Select an option from the Location list
e Select an option from the Department list

e Select an option from the Category list (list becomes active after selecting a department)
e Select the Foreign Merchandise check box to view all items marked as being foreign merchandise
e Select the Low Retail Price check box to view all items that currently have a retail price lower than

the suggested retail markup for their department

e Select the Flammable check box to view all items classified by NEXCOM or the vendor as being

flammable

Tip: To generate a flammable item list for a location, select an option from the Location list,
select the Flammable check box and then click Search. Click the Printable Inventory Listing
button. The resulting report is the list of all flammable items in stock at the selected location.

3. Click Search.
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The page updates and displays the search results.
On-Hand/On-Order Item Management
| Printable Inventory Listing |
Item Search:
Location: ALL -
Department: A1 ¥ Category: ALL A
[Tl Foreign Merchandise [C] Low Retail Price [ Flammable
| Search |
Dept| Category Stock Num Description QOH|000| Cost |Retail Price|Markup| UPCs
Al | Beef Jerky| 123 123 -10| o] $0.00 $0.00 0% |Manage
Al | Food 3113130000002 | Saled Deluxe Mixed Nuts 0| 74| %0.00 $6.00 0% |Manage
;p_y‘_’- G0 0 _E_;', W‘-*ﬂh;er___.-‘_,—i-—ﬁh FIRRAN 751Nm
Al [huna | 050..005547 | TROLLI GUMMI BEARS "] 50| of s0.37 T50.70|  u9% |Manage
A1 |Food | 3113130000001 | Slim Jim Giant Stick Nacho -2 o] s1.05 1.83| 74% |Manage
D Page 1 of 3 10 rows per page ¥ Go to page:
To view the quantity on hand as well as the storage location for an item, click the link in the QOH column
for that item.
The ITEM QOH LOCATION page appears.
_Or_
To view any prices changes for an item, click the link in the Retail Price column for that item.
The RETAIL PRICE CHANGE page appears.
_Or_
To view the UPC for an item, click the Manage link in the UPCs column for that item.
The UPC MIANAGEMENT page appears.
24 October 2013 Unclassified — For Official Use Only Page 91



ROM3 User’s Guide for Afloat Users, Version 1.0
Inventory

EDIT INVENTORY ITEM PRICE

Follow these steps to edit the retail price of an inventory item or to set a temporary “period price change” for an
item.

1. Access the ON-HAND/ON-ORDER ITEM MANAGEMENT page. See View Inventory Items for instructions on
accessing this page.

On-Hand/On-Order Item Management

| Printable Inventory Listing |

Item Search:
Location: ALL -
Department: A1 ¥ Category: ALL A

[C] Foreign Merchandise [C] Low Retail Price [-| Flammable

| Search |
Dept| Category | Stock Num Description QOH|Q00| Cost |Retail Price|Markup| UPCs
Al Beef Jerky| 123 123 -10 0| %0.00 $0.00 0% [Manage
Al |Food 3113130000002 | Saled Deluxe Mixed Nuts 0| 74| $0.00 6.00 0% [Manage
#_yﬁ WARRORMIR Gl | i DR A s, | e G551 28 gt 76% |apage
Al [1una [ 050.005547 | TROLLI GUMMI BEARS "] 50| of s0.37 T50.70| 9% |Manage
Al |Food | 3113130000001 | Slim Jim Giant Stick Nacho -4 0| $1.05 1.83 74% |Manage
D Page 1 of 3 IE‘ 10 rows per page ¥ Go to page:

2. Click the link in the Retail Price column next to the item you want to edit.

The RETAIL PRICE CHANGE page appears.

Retail Price Change

Dept| category| Stock Num | Description |QoH|Qoo| cost | Retail Price
Al | Food | 211313000007 | Fruit Bits | o of $7.9000] $12.80
Retail Price: $ 12.50 Markup: % 60

Suggested Item Markup: 75%

[[IPeriod Price Change

Save Cancel
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3. To change the retail price of an item, enter a new price in the Retail Price field and then click the arrow
to calculate the new markup percentage.

Retail Price: $ 12.80 Markup: % &0
Suggested Item Markup: 75%

_Or-
Enter a percent in the Markup % field and then click the arrow [=<] to calculate the new retail price.

4. To change the price of an item temporarily, select the Period Price Change check box.

[[Iperiod Price Change

The remaining fields in this section become active.

Tip: Use the Period Price Change check box to schedule a temporary sale on select items. For
example, you can have a sale starting Friday to sell ship’s coins at 51.00 and then end the sale
on Monday, with the price reverting to 55.00.

5. Enter dates in the Start Date and End Date fields.
6. Enter prices in the Start Price and End Price fields.
7. Click Save.
The ON-HAND/ON-ORDER ITEM MANAGEMENT page appears.

¢ Note: If you changed the price for an item that is currently in stock at one or more non-EPOS
locations, you will see a message prompting you to complete an inventory at the locations and
to change pricing information.
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EDIT INVENTORY ITEM UPC

Follow these steps to edit or delete a UPC for an inventory item.

1. Access the ON-HAND/ON-ORDER ITEM MANAGEMENT page. See View Inventory Items for instructions on
accessing this page.

On-Hand/On-Order Item Management

| Printable Inventory Listing |

Item Search:
Location: ALL -
Department: A1 ¥ Category: ALL A

[C] Foreign Merchandise [C] Low Retail Price [-| Flammable

| Search |
Dept| Category | Stock Num Description DQOH|000| Cost |Retail Price|Markup| UPCs
Al |Beef Jerky| 123 123 -10 0| $0.00 $0.00 0% [Manage
Al |Food 3113130000002 | Saled Deluxe Mixed Nuts 0| 74| $0.00 %6.00 0% [Manage
—
ﬁb‘_yr ARt gl | Big DS amapier e, | g6 55120 Lgpe 76% [Mapage|
Al [1una [ 050.005547 | TROLLI GUMMI BEARS "] 50| of s0.37 T50.70| 9% |Manage
Al Food | 3113130000001 | Slim Jim Giant Stick Nacho -4 0| $1.05 $1.83 74% |Manage

D Page 1 of 3 10 rows per page ¥ Go to page:

2. Click the Manage link in the UPCs column for the item you want to work with.

The UPC MANAGEMENT page appears.

On-Hand/On-Order Item Management

UPC Management

Dept| Category | Stock Num | Description | QOH | Q00 | Cost | Retail Price
Al |Food | 2113130000005 [ ACT 1 Butter Lovers Popcorn | 29| 0] $1.25] $2.40

UPC/Barcode Number Source | Delete
076150721041 | NEXCOM | Delete
51001293054 | Activity | Delete

ADD NEW UPC/BARCODE NUMBER

Close
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3. Toadd a UPC, enter a new UPC or bar code in the ADD NEW UPC/BARCODE NUMBER field and then click
Add.

The new UPC is added to the table and a confirmation message appears.
-or-

To delete a UPC, click the Delete link next to that UPC.

A confirmation dialog box appears. Continue to step 4.

¢ Note: You cannot delete UPCs added by NEXCOM. The Delete link is disabled for these UPCs.

4. Click OK.

A confirmation message appears.
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PRINT ITEM MANAGEMENT LISTING

1. Select Item Management from the Inventory menu.

The ON-HAND/ON-ORDER ITEM MANAGEMENT page appears.

On-Hand/On-Order Item Management

| Printable Inventory Listing |

Item Search:
Location: ALL -
Department: ALL ¥ Category: -

[7] Foreign Merchandise [C] Low Retail Price [C] Flammable

| Search |

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,
depending on your user role.

2. Enter or select one or more of the following:

e Enter a stock number or item name (or partial number or name) in the Item Search field or leave the
field blank

e Select an activity from the Select Activity list (available for users with Enterprise user roles only)

e Select an option from the Location list

e Select an option from the Department list

e Select an option from the Category list (list becomes active after selecting a department)

e Select one or more of the following check boxes: Foreign Merchandise, Low Retail Price, Flammable

3. Click Search.
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The page updates and displays the search results.
On-Hand/On-Order Item Management
| Printable Inventory Listing |
Item Search:
Location: ALL A
Department: A1 ¥ Category: ALL A
[Tl Foreign Merchandise [“] Low Retail Price [C] Flammable
| Search |
Dept| Category | Stock Num Description QOH|000| Cost |Retail Price|Markup| UPCs
Al |Beef Jerky| 123 123 -10| o] $0.00 $0.00 0% |Manage
Al | Food 3113130000002 | Saled Deluxe Mixed Nuts 0| 74| %0.00 $6.00 0% |Manage
B M e G A s | grienc b5 025 0 76% |yapage|
Al [huna | 050..005547 | TROLLI GUMMI BEARS "] 50| of s0.37 T50.70|  ¥9% [Manage
Al |Food | 2113130000001 | Slim Jim Giant Stick Nacho -4| o] s1.05 1.83| 74% |Manage
D Page 1 of 3 10 rows per page ¥ Go to page:
4. Click Printable Inventory Listing.
' Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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PRINT ITEM MANAGEMENT BARCODE BOOK

1. Select Item Management from the Inventory menu.

The ON-HAND/ON-ORDER ITEM MANAGEMENT page appears.

On-Hand/On-Order Item Management

| Printable Inventory Listing |

Item Search:
Location: ALL -
Department: ALL ¥ Category: -

[7] Foreign Merchandise [C] Low Retail Price [C] Flammable

| Search |

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,

depending on your user role.

2. Select an option from the Location list to print a barcode book for all items stored in that location, (do not

select the ALL option).
3. Click Barcode Book.

' Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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5.6 Surveys

In ROM3, you can remove items from inventory to account for losses of sellable merchandise.

Your activity may need to “write-off” items from inventory for a variety of reasons. For example, if water floods
a storage compartment and destroys a case of DVD players, your activity can survey that merchandise in order
to absorb the cost, and remove the items from inventory.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a Survey X X X X
e Create a Survey X
e Edit or Confirm a Survey X
e Delete a Survey X
e Print a DD-200 Form X X X X
e Print a Survey Report X X X X
e PrintaB15/B19/B27 Survey Report X X X X
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VIEW A SURVEY

1. Select Surveys from the Inventory menu.

The SURVEYS — EXISTING RECORDS page appears.

Surveys

Create Mew Survey

Existing Records

-

| nwcF

Expenditure:
Type: ALL

¥ Status: ALL
Accounting Period: 05/27/2012 - Present

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,
depending on your user role.

Enter or select one or more of the following:

e Enter an expenditure number or partial number in the Expenditure field or leave the field blank

e Select an option from the Type list

e Select an option from the Status list
e Select an activity from the Select Activity list (available for users with Enterprise user roles only)
e Select an option from the Accounting Period list

Click Search.

The page updates and displays the search results.

Surveys

Create New Survey

Expenditure:

Type: ALL

| mwer

Existing Records

-

¥ Status: ALL

Accounting Period: 05/27/2012 - Present

Generate Printable Version |

Generate B15/B23/B27 Report |

Survey Date Expenditure Number Survey Type Reason Location | Loss Amount Status
08/19/2013 W23153-3231-7928 NWCF Damaged 9512 125.86 | Confirmed
08/13/2013 |W23153-3225-7919 NWCF Damaged 9200 1.86 | Canfirmed

g —— — P il - :
| w29 suas W, 153-32.0  Tewu vowe oF I.Z)_aﬁa-._ u redb ) JU_-R.M.....rT'IEL
07/29/2013 W23153-3210-7995 NWCF Damaged Q200 0.00 | Confirmed
07/29/2013 W23153-3210-7994 SSPN - Vending Damaged Q800 9.86 | Confirmed
I:' Page 1 of & 10 rows per page ¥ Go to page:
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4. In the Survey Date column, click the link for the record you want to view.

The SURVEY TO ‘XXXX' — EDIT SURVEY page appears.

¢ Note: The page you see may have a different name from the one shown in these steps,
depending type of survey you selected.

Survey to NWCF

Edit Survey
Survey with Expenditure #W23153-3192- 7947 has been confirmed.

E.‘.»c:penditure # W23153-3192-7947 Status: Confirmed Survey Date: 07/09/2013
Date Discovered: Comments/Circumstances
Location: v I
Loss Reason: -

Findings/Recommendations

I Survey Items

Stock Num Description OO0H Cost UI | Survey OTY | Total Cost | Remove
380100000001 EVERIO CAMCORDER 8GE BLUE 2 $218.6900 |EA %0
100000000014 Bic Disposable Lighter 1 $19.2917 |EA $19.2917

|:| Page 1 of 1 I:‘ 10 rows per page ¥ Go to page:
Generate DD-200 | Total Loss Amount: $19.29

Close
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CREATE A SURVEY

Follow these steps to create a new NWCF or SSPN survey.
1. Select Surveys from the Inventory menu.

The SURVEYS — EXISTING RECORDS page appears.

Surveys

Existing Records

Create New Survey | NWCF - | |
Expenditure: | |

Type: ALL ¥ Status: ALL -

Accounting Period: 05/27/2012 - Present -

2. Select an option from the Order Type list, shown below, and then click Create New Survey. In this
example, we’ll select the NWCF survey type.

| Create New Survey | NWCF M

I
SSPN - Retail &
SSPN - Vending Select the type of survey you wish to create. i

The SURVEY TO ‘XXXX' — CREATE SURVEY page appears.

¢ Note: The page you see may have a different name from the one shown in these steps,
depending type of survey you are creating.

Survey to NWCF

Create Survey

xpenditure # N/A Status: Unconfirmed Date: N/A
Date Discovered: 09M12/2013 ] Comments/Circumstances
Location: 9200 Post Office -

Loss Reason: Damaged A

Findings/Recommendations

I Survey Items

Empty survey. No items found.

|  Generate DD-200 | Total Loss Amount: $0.00

[ Add Additional ltems || [| || Delete || Close |
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3. Enteror select the following:

e Enter a date in the Date Discovered field

e Select the location from where you are removing items from the Location list

e Select an option from the Loss Reason list

e Enter text in the Comments/Circumstances and Findings/Recommendations fields

4. In the Survey Items section, click Add Additional Items.

The SURVEY — ADD ITEMS page appears.

Survey
Add Items
Inventory Location: -
Item Search:
Department: ALL ~ Category: M
| Search Inventory || Cancel

5. Enter or select the following:

e Enter a stock number or item name (or partial number or name) in the Item Search field
e Select an option from the Department list
e Select an option from the Category list (list becomes active after selecting a department)

6. Click Search Inventory.

The page updates and displays the search results.

Survey
Add Items
Inventory Location: -
Item Search:
Department: ALL ~ Category: M
Search Inventory || Cancel
Save Changes
Dept Category Stock Num Description |§]0H | Cost |UI| Survey QTY
B3 Nutritional Supplement 273000000007 MAXIMUM GREENS COMPLETE 1 $0.00 EA 0
e, 3113256800003 3113 140§ 4 o n
- = TP LT Do, Adine a FS.bo . .
B3 Nutritional Supplement 273000000004 BOTTLE, SHAKER GNC 2 $5.00 EA 0
C1 Snack Bar 050001HHD0O01 African Nut Bars 10 $0.00 EA 0
D Page 1 of 1 I:‘ 10 rows per page ¥ Go to page:
Save Changes
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7.
¢

For each item you want to add to the survey, enter a number in the Survey QTY field.

Note: If you have more than one page of search results, click the Next button |_;"| to go to the

next page. You will not lose any selections made on the previous page.

8. Click Save Changes and then click Done Adding Items.

The SURVEY TO ‘XXXX' — CREATE SURVEY page appears.
[

Note: The page you see may have a different name from the
depending type of survey you are creating.

one shown in these steps,

Survey to NWCF

Create Survey

I Expenditure # N/A Status: Unconfirmed

Date Discovered: 09/12/2013 i Comments/Circumstances
Location: -
Loss Reason: Damaged

Findings/Recommendations

I Survey Items

Date: N/A

Stock Num Description QOH Cost UI |Survey OTY Total Cost Remove
050001HHD0D2 African Nut Bars 3 11.0000 | EA 2 322 Remove
050001HHDO01 African Nut Bars 10 0.0000 | EA ] %0 Remove

D Page 1 of 1 D 10 rows per page ¥ Go to page:

Generate DD-200 |

Total Loss Amount: $22.00

| Add Additional ltems | | | | Save & Review later | | Delete | | Close |
9. |If necessary, perform one or more of the following before creating the survey:

e To change the quantity of an item you already selected, edit the number in the Survey QTY field
e To add more items to the survey, click Add Additional Items
e Toremove an item from the survey, click the Remove link for that item

10. To save the survey, click Save & Review later.
The SURVEYS page appears and displays a confirmation message.
_Or-
To confirm the survey, click Confirm and Submit. This button may be unavailable and appear greyed out if
your user role does not permit confirming the order.
A confirmation dialog box appears. Continue to step 11.

11. Click OK.

The page updates and displays a confirmation message.
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12. Click Close.

The SURVEYS page appears and displays a confirmation message.
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EDIT OR CONFIRM A SURVEY

Follow these steps to edit or confirm an unconfirmed NWCF or SSPN survey.
1. Select Surveys from the Inventory menu.

The SURVEYS — EXISTING RECORDS page appears.

Surveys

Existing Records
Create Mew Survey | NWCF A | |

Expenditure:
Type: ALL ¥ Status: ALL b
Accounting Period: 05/27/2012 - Present -

2. Enter or select one or more of the following:

e Enter an expenditure number or partial number in the Expenditure field or leave the field blank
e Select an option from the Type list

e Select Unconfirmed from the Status list

e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Surveys
Existing Records
Create Mew Survey | NWCF hd | Generate Printable Version |
: G te B15/B23/B27 Report
Expenditure: | enerate epo |
Type: ALL ¥ Status: Unconfirmed ~
Accounting Period: 05/27/2012 - Present hd
Survey Date Expenditure Number Survey Type Reason | Location | Loss Amount Status
09/12/2013 NWCF Damaged | 9505 22.00 | Unconfirmed
08/07/2013 SSPN - Vending Other 9800 84.77 | Unconfirmed
08/07/2013 SSPN - Retail Gained 9900 0.00 | Unconfirmed
D Page 1 of 1 D 10 rows per page ¥ Go to page:
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4. In the Survey Date column, click the link for the record you want to work with.

The SURVEY TO ‘XXXX' — EDIT SURVEY page appears.

¢ Note: The page you see may have a different name from the one shown in these steps,

depending type of survey you selected.

Survey to SSPN - Vending

xpenditure #

Date Discovered:

Location:

Loss Reason:

08/07/2013 [

Other

Edit Survey

Status: Unconfirmed

- dissipated

Comments/Circumstances

Survey Date: 08/07/2013

Findings/Recommendations

lower temperature

I Survey Items

Stock Num Description QOH Cost UI | Survey OTY | Total Cost | Remove
1839290000001 Suave Mens Body Wash Refresh 6 $2.3851 |EA 2 $4.7702 | Eemove
8700000081 DR. PEPPER, Diet 21| %20.0000|CN 4 %80 | Remove

D Page 1 of 1 |:| 10 rows per page ~ Go to page:

| Generate OD-200 |

Total Loss Amount: $84.77

| Add Additional ltems

| | Save & Review later

Delete

|| Close |

5. To edit the survey:

e Update the Date Discovered field, the Loss Reason list option, the Comments/Circumstances field
and the Findings/Recommendations field, if necessary
e To adjust the quantity for an item, update the number in the Survey QTY field
e Toremove an item from the survey, click the Remove link for that item in the Survey Items section
e Toadd an item to the survey, click Add Additional Items and then follow steps 5 through 8 in Create

a Survey

6. To save your work and resume at a later time, click Save & Review Later.

The SURVEYS — EXISTING RECORDS page appears and displays a confirmation message.

_Or_

To confirm and submit the order, click Confirm and Submit.

The page updates and displays a confirmation dialog box. Continue to step 7.

7. Click OK.

The page updates and displays a confirmation message.
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8. Click Close.

The SURVEYS — EXISTING RECORDS page appears and displays a confirmation message.
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DELETE A SURVEY

Follow these steps to delete an unconfirmed survey.

1.

Access the SURVEY TO “XXXX’ — EDIT SURVEY page for the survey you want to delete. See Edit or Confirm a
Survey for instructions on accessing this page.
¢ Note: The page you see may have a different name from the one shown in these steps,
depending type of survey you selected.
Survey to SSPN - Vending
Edit Survey
E:»<:penditure # Status: Unconfirmed Survey Date: 08/07/2013
Date Discovered: 08/07/2013 S Comments/Circumstances
Location: hd dissipated
Loss Reason:  Other -
Findings/Recommendations
lower temperature
e
Stock Num Description QOH Cost UI | Survey OTY | Total Cost | Remove
1839390000001 Suave Mens Body Wash Refresh [ $2.3851 | EA 2 $4.7702 | Remove
8700000081 DR. PEPPER, Diet 21| $20.0000|CN 4 $80 | Remove
D Page 1 of 1 I:' 10 rows per page ¥ Go to page:
| Generate DD-200 | Total Loss Amount: $84.77
| Add Additional ltems | | | | Sawve & Review later | | Delete | | Close |
2. Click Delete.

A confirmation dialog box appears.

3. Click OK.

The SURVEYS — EXISTING RECORDS page appears and displays a confirmation message.
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PRINT A DD-200 FORM

Follow these steps to generate a printable version of your search results, displayed on the Surveys — Existing
Records page.

1. Access the SURVEY TO ‘XXXX’ — EDIT SURVEY page for the survey you want to work with. See Edit or Confirm
a Survey for instructions on accessing this page.

¢ Note: The page you see may have a different name from the one shown in these steps,
depending type of survey you selected.

Survey to SSPN - Vending

Edit Survey
E:»<:penditure # Status: Unconfirmed Survey Date: 08/07/2013
Date Discovered: 08/07/2013 G| Comments/Circumstances
Location: hd dissipated
Loss Reason:  Other -

Findings/Recommendations

lower temperature

I Survey Items

Stock Num Description QOH Cost UI | Survey QTY | Total Cost | Remove
1839390000001 Suave Mens Body Wash Refresh [ $2.3851 | EA 2 $4.7702 | Remove
8700000081 DR. PEPPER, Diet 21| $20.0000 |CN 4 %80 | Remove

D Page 1 of 1 |:| 10 rows per page ¥ Go to page:
| Generate DD-200 | Total Loss Amount: $84.77

| Add Additional ltems ||

| Save & Review later | | Delete | | Close |

2. Click Generate DD-200.

' Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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PRINT A SURVEY REPORT
Follow these steps to generate a printable version of your search results, displayed on the Surveys — Existing
Records page.

1. Select Surveys from the Inventory menu.

The SURVEYS — EXISTING RECORDS page appears.

Surveys

Existing Records

Create Mew Survey | NWCF A | |
Expenditure: | |

Type: ALL ¥ Status: ALL b

Accounting Period: 05/27/2012 - Present hd

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,
depending on your user role.

2. Enter or select one or more of the following:

e Enter an expenditure number or partial number in the Expenditure field or leave the field blank
e Select an option from the Type list

e Select an option from the Status list

e Select an activity from the Select Activity list (available for users with Enterprise user roles only)
e Select an option from the Accounting Period list

3. Click Search.
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The page updates and displays the search results.

Surveys

Existing Records

[ Create New Surey | NwCF - |
| Generate B15/B23/B27 Report |

Generate Printable Version |

Expenditure:
Type: ALL ¥ Status: ALL -
Accounting Period: 05/27/2012 - Present

Survey Date Expenditure Number Survey Type Reason Location | Loss Amount Status
08/19/2013 W23153-3231-7928 NWCF Damaged 9512 125.86 | Confirmed
08/12/2013 W23153-3225-7919 NWCF L Damaged 9200 - 1.86 | Canfir
v 0’ g ur il TR "‘*#’-‘»ﬁﬁ-}j i)
| e 29 uas W, 153-32. Fuwu rawe F D_EIFEIL_ L edi h JU_-L........(TIEL
07/29/2013 |W23153-3210-7995 NWCF Damaged 9200 0.00 | Confirmed
07/29/2013 W23153-3210-7994 SSPN - Vending Damaged Q80O 9.86 | Confirmed

I:' Page 1 of 8 10 rows per page ¥ Go to page:

4. Click Generate Printable Version.

' Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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PRINT A B15/B23/B27 SURVEY REPORT

Follow these steps to generate a B15/B23/B27 survey report. Only confirmed records are shown on this report.
1. Select Surveys from the Inventory menu.

The SURVEYS — EXISTING RECORDS page appears.

Surveys

Existing Records

Create Mew Survey | NWCF A | |
Expenditure: | |

Type: ALL ¥ Status: ALL b

Accounting Period: 05/27/2012 - Present -

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,
depending on your user role.

2. Enter or select one or more of the following:

e Enter an expenditure number or partial number in the Expenditure field or leave the field blank
e Select an option from the Type list

e Select Confirmed from the Status list

e Select an activity from the Select Activity list (available for users with Enterprise user roles only)
e Select an option from the Accounting Period list (do not select the ALL option)

3. Click Search.
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The page updates and displays the search results.

Surveys

Existing Records

[ Create New Surey | NwCF - |
| Generate B15/B23/B27 Report |

Generate Printable Version |

Expenditure:
Type: ALL ¥ Status: ALL -
Accounting Period: 05/27/2012 - Present

Survey Date Expenditure Number Survey Type Reason Location | Loss Amount Status
08/19/2013 W23153-3231-7928 NWCF Damaged 9512 125.86 | Confirmed
08/12/2013 W23153-3225-7919 NWCF L Damaged 9200 - 1.86 | Canfir
v 0’ g ur il TR "‘*#’-‘»ﬁﬁ-}j i)
| e 29 uas W, 153-32. Fuwu rawe F D_EIFEIL_ L edi h JU_-L........(TIEL
07/29/2013 |W23153-3210-7995 NWCF Damaged 9200 0.00 | Confirmed
07/29/2013 W23153-3210-7994 SSPN - Vending Damaged Q80O 9.86 | Confirmed

I:' Page 1 of 8 10 rows per page ¥ Go to page:

4. Click Generate B15/B23/B27 Report.

' Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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5.7 Transfers

An activity may acquire items to sell in the ship’s store from other activities, or from other appropriations. For
example, two ships next to each other in port may trade some merchandise. The ship receiving the items will
create a requisition, and the ship sending the items will create a transfer. The requisition and the transfer both
list the quantity and agreed upon reimbursement price for each item.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a Transfer X X X X
e Create a Transfer X
e Edit or Confirm a Transfer X
e Delete a Transfer X
e Print a DD-1149 Form for a Transfer X X X X
e Print a Transfer Report X X X X
e Print a Transfer B10/B19 Report X X X X
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VIEW A TRANSFER

1. Select Transfers from the Inventory menu.

The TRANSFERS — EXISTING RECORDS page appears.

Transfers

Existing Records

Create Mew Transfer | |

| B10/B19 Transfer Reports

Expenditure / Requisition:
Transfer Type: ALL ¥ Status: ALL v

Accounting Period: 06/27/2012 - Present -

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,

depending on your user role.

2. Enter or select one or more of the following:

e Enter an expenditure or requisition number or partial number in the Expenditure/Requisition field or

leave the field blank
e Select an option from the Transfer Type list
e Select an option from the Status list

e Select an activity from the Select Activity list (available for users with Enterprise user roles only)

e Select an option from the Accounting Period list

3. Click Search.
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The page updates and displays the search results.
Transfers
Existing Records
Create Mew Transfer | | Generate Printable Version |
| B10/B19 Transfer Reports |
Expenditure / Requisition:
Transfer Type: ALL ¥ Status: ALL A
Accounting Period: 05/27/2012 - Present A
Transfer Date Expenditure # Requisition # Recipient Type Diff Status
08/19/2013 W23153-3231-7930 0Ss0 $0.0000 | Confirmed
i pdeklifalelelin 2013 Wm%r‘ S iﬁqbgr-nq_r’“-« _dfaw—-.u..ctq_r—- P~
I N = F o sy, — . L L
07/11/2013 W23153-3192-7949 Elliot Sept Test 0S0 $0.0000 | Confirmed
07/11/2013 W23153-3192-7948 USS McConnell 0Ss0 $0.0000 | Confirmed
D Page 1 of 2 10 rows per page Go to page:
In the Transfer Date column, click the link for the record you want to view.
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The TRANSFER —OSO — DETAILS or TRANSFER — APPROPRIATION — DETAILS page appears, depending on the
type of transfer you selected to view.

Transfer - 0SO

Details
Status: Confirmed Transfer Date: 08/14/2013
Delivery FOB: Ship To: Date Shipped:
I Transferring To
Transfer To: Point Of Contact:
Select Activity: - Activity Name/UIC:
Select Appropriation: - Address:

Requisition #: Zip:

Appr Symbol Obj Cls Cntrl No Sub Allot Auth Acct Trans Type Prop Acct Cost Code

I Apply Statements

I Transfer Items

Stock Num Description UI|QOH |00 OTY Cost |Total Cost| Total Reimburse |Remove
322211000001 | Chewy Bar - Smore [EA| 119 670 $2.2973 | $114.8650
I:' Page 1 of 1 D 10 rows per page ¥ Go to page:

Print DD-1149 Total Cost: $114.8650

Total Reimbursement: $114.8600
Difference (Charged to Cost of Ops): %$0.0050

Close
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CREATE A TRANSFER

1. Select Transfers from the Inventory menu.

The TRANSFERS — EXISTING RECORDS page appears.

Transfers

Existing Records

Create Mew Transfer | | |

| B10/B19 Transfer Reports |

Expenditure / Requisition:
Transfer Type: ALL ¥ Status: ALL v
Accounting Period: 05/27/2012 - Present -

2. Click Create New Transfer.

The TRANSFER —OSO — ADD ITEMS page appears.

Transfer - 0SO
Add Items
Location: 9200 Post Office -
Item Search:
Department: ALL ~ Category: v
I Search ltems | | Cancel

3. Enter or select one or more of the following:

Select the location from where you are transferring items from the Location list

Enter a stock number or item name (or partial number or name) in the Item Search field
Select an option from the Department list

Select an option from the Category list (list becomes active after selecting a department)

4. Click Search Items.
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The page updates and displays the search results.

Transfer - 0S0O
Add Items
Location: 9501 Ship Store -
Item Search:
Department: ALL ¥ Category: -
| Search ltems | | Cancel
Save Changes
Dept | Category Stock Num Description QOH | Q0O Cost UI (Transfer QTY
Al Food 3113130000002 Saled Deluxe Mixed Nuts 8| 1005 $1.1784 | BX 0
Al Food 3113130000006 Slim Jim Stick Counter Top 5 50 %0.0334 |EA 0
Al Food 3113130000003 Sunmaid Yogurt Raisins 5| 1478 | %0.7628 |EA 0
|:| Page 1 of 1 I:' 10 rows per page ~ Go to page:
Save Changes

5. Enter a number in the Transfer QTY field for each item you want to add to the transfer.

4 Note: If you have more than one page of search results, click the Next button to go to the

next page. You will not lose any selections made on the previous page.
6. Click Save Changes. The page updates and the Done Adding Items button appears.
7. Click Done Adding Items.
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The TRANSFER —OSO — DETAILS page appears.

Transfer - 0SO

Details

I Status: Unconfirmed Transfer Date: 09/09/2013

Delivery FOB: Ship To: Date Shipped: 10/09/2013 ]

I Transferring To

I

Other Appropriation Point Of Contact:

Select Activity: (Mew Activity) - Activity Name/UIC:

Select Appropriation: v Address:
Zip:

Requisition #:

Appr Symbol Obj Cls Cntrl No Sub Allot Auth Acct Trans Type Prop Acct Cost Code

I Apply Statements

Food Service Clothing Issue to General Mess (5-2) Issue to OPTAR (S-1)

I Transfer Items

Stock Num Description UI |QOH|Q00 oTY Cost |Total Cost|Total Reimburse|Remove
3113130000002 Saled Deluxe Mixed Nuts| BX| 81005 ] $1.1784 $5.8920 589 Remove
3113130000003 | Sunmaid Yogurt Raisins | EA 51478 2 30.7628 %$1.5256 1.53 Remove

D Page 1 of 1 D 10 rows per page ¥ Go to page:
Total Cost: $7.4176

Total Reimbursement: %7.4200
Difference (Charged to Cost of Ops): ($0.0024)

| Add Additional ltems | | Save & Review Later | | Confirm & Generate | | Close |

8. Atthe top of the page, enter the date the items were transferred or the date they will be transferred in
the Date Shipped field.

9. Inthe Transferring To section, enter or select the following:
e Select a Transfer To option

¢ Note: If you select the Other Appropriation option, all other fields in this section become
inactive, except the Select Appropriation list, which becomes active.

e If you selected the Other Supply Officer option, select an activity from the Select Activity list
e Select an option from the Select Appropriation list, if applicable

¢ Note: If you select the New Appropriation option, the fields at the bottom of the section
become active and you must enter the accounting information for the new appropriation.

e Enter the requisition number provided by the requisitioning activity in the Requisition # field
e Enter the line of accounting information in the accounting fields at the bottom of this section
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e Enter a name in the Point of Contact field
e Enter the activity name and UIC of the receiving activity in the Activity Name/UIC field
e Enter the address and ZIP code of the receiving activity in the Address and Zip fields

10. Select one or more check boxes in the Apply Statements section, if applicable.
11. Inthe Transfer Items section, make any necessary changes:

e To update the transfer quantity of an item, enter a new number in the QTY field
e To update the reimbursement amount for an item, enter an amount in the Total Reimburse field

' Note: By default, the total reimbursement amount equals the total cost of the transfer item.
However, depending on your agreement with the receiving activity or appropriation, you may
need to set a different reimbursement amount.

e Toremove an item from the list, click the link in the Remove column for that item
e Toadd an item to the list, click Add Additional Items, and then follow steps 3 through 7 of this
procedure

12. To save your work and resume at a later time, click Save & Review Later.
The TRANSFERS — EXISTING RECORDS page appears.
-or-
To confirm and generate the transfer, click Confirm & Generate.

x,} Caution: Do not click Close unless you have saved your work. Clicking the Close button before
- saving the requisition returns you to the Transfers — Existing Records page without saving
your changes.

The page updates and displays a confirmation message. Continue to step 13.
13. Click Yes.

The page updates and displays a confirmation message.
14. Click Close.

The TRANSFERS — EXISTING RECORDS page appears.
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EDIT OR CONFIRM A TRANSFER

1. Select Transfers from the Inventory menu.

The TRANSFERS — EXISTING RECORDS page appears.

Transfers

Existing Records

Create New Transfer I | |

| B10/B19 Transfer Reports |

Expenditure / Requisition:

Transfer Type: ALL ¥ Status: ALL v
Accounting Period: 05/27/2012 - Present -

2. Enter or select one or more of the following:

e Enter a number or partial number in the Expenditure/Requisition field
e Select an option from the Transfer Type list

e Select Unconfirmed from the Status list

e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Transfers

Existing Records

Create New Transfer | | Generate Printable Version |

| B10/B19 Transfer Reports |

Expenditure / Requisition:

Transfer Type: ALL ¥ Status: Unconfirmed h
Accounting Period: 05/27/2012 - Present -
Transfer Date Expenditure # Requisition # Recipient Type | Di Status
09/09/2013 1234 USS ARLEIGH BURKE ([...] 0S0 Unconfirmed
06/26/2013 testingl APP Unconfirmed

D Page 1 of 1 D 10 rows perpage ¥ Go to page:

4. In the Transfer Date column, click the link for the record you want to work with.
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The TRANSFER — OSO — DETAILS or TRANSFER — APPROPRIATION — DETAILS page appears, depending on the
type of transfer you selected.

Transfer - 0SO

Details

Status: Unconfirmed Transfer Date: 09/0

Delivery FOB: Ship To: Date Shipped: 10/09/2013 ]

Transferring To

@ Other Supply Officer
Other Appropriation

Select Activity: USS ARLEIGH BURKE (DDG- =

Point Of Contact: SUPPLY OFFICER NAME - US
Activity Name/UIC: USS ARLEIGH BURKE (DDG-£
Address: 5450 Carlisle Pike

Zip: 17055

Transfer To:

-

Select Appropriation:
Requisition #: 1234

Appr Symbol Obj Cls Cntrl No Sub Allot Auth Acct Trans Type Prop Acct Cost Code

Apply Statements
Food Service Clothing Issue to General Mess (5-2) Issue to OPTAR (S-1)

Transfer Items

Stock Num Description UI|QOH|Q0QO0 oTY Cost |Total Cost|{Total Reimburse Remove
3113130000002| Saled Deluxe Mixed Nuts| BX 81005 5 %1.1784 $5.8920 589 Remove
3113130000003 | Sunmaid Yogurt Raisins | EA| 51478 2 30.7628 $1.5256 1.53 Remove

I:' Page 1 of 1 I:' 10 rows per page ¥ Go to page:

Print DD-1149 Total Cost: $%$7.4176
Total Reimbursement: $7.4200

Difference (Charged to Cost of Ops): ($0.0024)

| Add Additional ltems || Save & Review Later || Confirm & Generate || Delete || Close |

5. To edit the transfer, update the following information, as necessary:

Update the Date Shipped field.
Update the information in the Transferring To section. See Create a Transfer, step 9 for more

information.

Select or clear one or more check boxes in the Apply Statements section.

Update the information in the Transfer Items section. See Create a Transfer, step 11 for more
information.

6. To save your work and resume at a later time, click Save & Review Later.
The TRANSFERS — EXISTING RECORDS page appears.
-or-
To confirm and generate the transfer, click Confirm & Generate.

The page updates and displays a confirmation message. Continue to step 7.
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7. Click Yes.

The page updates and displays a confirmation message.
8. Click Close.

The TRANSFERS — EXISTING RECORDS page appears.

24 October 2013 Unclassified — For Official Use Only Page 125



ROM3 User’s Guide for Afloat Users, Version 1.0
Inventory

DELETE A TRANSFER

Follow these steps to delete an unconfirmed transfer.
Access the TRANSFER — OSO — DETAILS or TRANSFER — APPROPRIATION — DETAILS page for the transfer you

1.
want to delete. See Edit or Confirm a Transfer for instructions on accessing either page.

Transfer - 0SO

Details
I Status: Unconfirmed Transfer Date: 09/09/2013
Delivery FOB: Ship To: Date Shipped: 10/09/2013
I Transferring To I
@ Other Supply Officer
Point Of Contact: SUPPLY OFFICER NAME - US

Transfer To: Other Appropriation
Select Activity: USS ARLEIGH BURKE (DDG- ¥ Activity Name/UIC: USS ARLEIGH BURKE (DDG-
Select Appropriation: - Address: 5450 Carlisle Pike
Requisition #: 1234 Zip: 17055

Appr Symbol Obj Cls Cntrl No Sub Allot Auth Acct Trans Type Prop Acct Cost Code

I Apply Statements I
Issue to General Mess (S-2) Issue to OPTAR (S-1)

Food Service Clothing

I Transfer Items I

Stock Num Description UI|QOH| Q00 OoTY Cost |Total Cost|Total Reimburse | Remove
3113130000002| Saled Deluxe Mixed Nuts| BX] 81005 ] $1.1784 %$5.8920 5.89 Remove
3113130000003| Sunmaid Yogurt Raisins | EA 51478 2 $0.7628 %$1.5256 1.63 Remove

D Page 1 of 1 D 10 rows per page ¥ Go to page:
Total Cost: %$7.4176

Print DD-1149
Total Reimbursement: $7.4200

Difference (Charged to Cost of Ops): ($0.0024)

| Add Additional ltems || Save & Review Later || Confirm & Generate | | Delete || Close |

2. Click Delete.

A confirmation dialog box appears.

3. Click OK.
The TRANSFERS — EXISTING RECORDS page appears.
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PRINT A DD-1149 FORM FOR A TRANSFER

You can print a form DD-1149 for transfers with a status of either “confirmed” or “unconfirmed.”
1. Select Transfers from the Inventory menu.

The TRANSFERS — EXISTING RECORDS page appears.

Transfers

Existing Records

Create New Transfer | | |

| B10/B19 Transfer Reports |

Expenditure / Requisition:

Transfer Type: ALL ¥ Status: ALL -
Accounting Period: 06/27/2012 - Present -

2. Enter or select one or more of the following:

e Enter an order number or partial number in the Expenditure/Requisition field
e Select an option from the Transfer Type list

e Select Confirmed or Unconfirmed from the Status list

e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Transfers

Existing Records

Create New Transfer | | Generate Printable Version |

| B10/B19 Transfer Reports |

Expenditure / Requisition:

Transfer Type: ALL ¥ Status:  Unconfirmed hd
Accounting Period: 05/27/2012 - Present -

Transfer Date Expenditure # Requisition # Recipient Type | Diff Status
09/09/2013 1234 USS ARLEIGH BURKE ([...] 0S0 Unconfirmed
06/26/2013 testingl APP Unconfirmed

D Page 1 of 1 D 10 rows perpage ¥ Go to page:
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4. In the Transfer Date column, click the link for the record you want to work with.

The TRANSFER — OSO — DETAILS or TRANSFER — APPROPRIATION — DETAILS page appears, depending on the

type of transfer you selected.

Transfer - 0SO

Details

Transfer Date: 09/0

Status: Unconfirmed

Delivery FOB: Ship To:

Transferring To

Transfer To: other Appropriation

select ACtiVity: UUSS ARLEIGH BURKE (DDG- ~ Activity Name/UIC: USS ARLEIGH BURKE (DD

Select Appropriation: - Address: 5450 Carlisle Pike
Requisition #: 1234 Zip: 17055

Appr Symbol Obj Cls Cntrl No Sub Allot Auth Acct Trans Type

Apply Statements

Issue to General Mess (5-2) Issue to OPTAR (S-1)

Food Service Clothing

Transfer Items

Date Shipped: 10/09/2013

@ Other Supply Officer
Point Of Contact: SUPPLY OFFICER MAME - LS

Prop Acct Cost Code

G-t

Print DD-1149
Total Reimbursement: $

Total Cost: $7.4176

Difference (Charged to Cost of Ops): ($0.0024)

Stock Num Description UI|QOH|Q0QO0 oTY Cost |Total Cost|{Total Reimburse Remove
3113130000002| Saled Deluxe Mixed Nuts| BX 8 |1005 L] %1.1784 $5.8020 589 Remove
3113130000003 | Sunmaid Yogurt Raisins | EA| 51478 2 $0.7628 $1.5256 1.53 Remove

I:' Page 1 of 1 I:' 10 rows per page ¥ Go to page:

7.4200

| Add Additional ltems || Save & Review Later || Confirm & Generate || Delete || Close |

5. Click Print DD-1149.
¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.

Page 128 Unclassified — For Official Use Only

24 October 2013



ROM3 User’s Guide for Afloat Users, Version 1.0

Inventory

PRINT A TRANSFER REPORT

Follow these steps to generate a printable version of your search results, displayed on the Transfers — Existing

Records page.
1. Select Transfers from the Inventory menu.

The TRANSFERS — EXISTING RECORDS page appears.

Transfers

Existing Records

Create New Transfer | |

| B10/B19 Transfer Reports |

Expenditure / Requisition:

Transfer Type: ALL ¥ Status: ALL -
Accounting Period: 06/27/2012 - Present -

2. Enter or select one or more of the following:

e Enter an order number or partial number in the Expenditure/Requisition field
e Select an option from the Transfer Type list

e Select an option from the Status list

e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Transfers

Existing Records

Create New Transfer |

Expenditure / Requisition:

| Generate Printable Version |

| B10/B19 Transfer Reports |

Transfer Type: ALL ¥ Status:  Unconfirmed hd
Accounting Period: 05/27/2012 - Present -

Transfer Date Expenditure # Requisition # Recipient Type | Diff Status
09/09/2013 1234 USS ARLEIGH BURKE ([...] 0S0 Unconfirmed
06/26/2013 testingl APP Unconfirmed

D Page 1 of 1 D 10 rows perpage ¥ Go to page:

4. Click Generate Printable Version.
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¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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PRINT A TRANSFER B10/B19 REPORT

Follow these steps to generate and print a transfer report, showing confirmed records for a selected accounting
period.

1. Select Transfers from the Inventory menu.

The TRANSFERS — EXISTING RECORDS page appears.

Transfers

Existing Records

Create New Transfer | | |

| B10/B19 Transfer Reports |

Expenditure / Requisition:

Transfer Type: ALL ¥ Status: ALL -
Accounting Period: 06/27/2012 - Present -

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,
depending on your user role.

2. Select an activity from the Select Activity list, if applicable.

' Note: This list is only available for users with Enterprise Administrator user roles.

3. Select an option from the Accounting Period list (do not select the ALL option).
4. Click B10/B19 Transfer Report.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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6  Order/Recelve

You can work with orders and receipts in ROM3 using the Order/Receive menu.

6.1 Purchase Orders

In ROM3, you can create a purchase order, select items from the active catalog, adjust item quantities, and
generate an EDI transaction and DD-1155 document.

A purchase order is the primary method that your activity uses to obtain stock. ltems that can be obtained via
purchase order are limited to standard items found in the active catalog. Available items are further filtered to a
specific zone that you can select. For example, if you select zone “B — San Diego,” you will only be able to view or
order items from the active catalog that have a price entered in zone B.

You can search and browse through all items available from the active catalog that are available in the selected
zone. You can then record desired quantities and add the items to the order. When ready, you will then “create
purchase orders,” which groups and separates all items based on contract number. A separate purchase order is
created for each contract.

You can then open each individual purchase order, revise items as necessary, enter remaining required
information, and then save or confirm the purchase order.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS

e View a Purchase Order X X X X
e (Create a Purchase Order X
e Edit or Confirm a Purchase Order X
e Delete a Purchase Order X
e Regenerate a Purchase Order (EDI X

850)
e Request a Purchase Order X

Cancellation (EDI 860)
e Undo a Purchase Order X

Cancellation
e Printa DD-1155 Form for a X X

Purchase Order
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VIEW A PURCHASE ORDER

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Start Date

Create Mew Order | Purchase Order (ASL/ACE) A |

Order Type:
Status:

Existing Records

Regenerate EDI

Order Number:

ALL -
ALL -
t 041072013 End Date: g7/10/2013 &

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,

depending on your

user role.

2. Enter or select one or more of the following:

e Enter an order number or partial number in the Order Number field or leave the field blank

e Select an option from the Select Activity list (available for users with Enterprise user roles only)
e Select Purchase Order from the Order Type list
e Select an option from the Status list

e Enter dates in the Start Date and End Date fields

3. Click Search.
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The page updates and displays the search results.

Manage Orders

Create New Order

Order Number:

Existing Records

| Purchase Order (ASL/ACB) hd

Order Type: Purchase Order

Status: aLL

Start Date: g4/10/2013 &

| Printable Version |

| Regenerate EDI |

-

-

End Date: pg/10/2013

Order Date Order Number Vendor Amount Status
06/10/2013 W23153-3161-9838 ACOSTA, INC. $27.30 | Received
{10/2013 W £;3161-9837 ACOSTA, INC. 8 | Configmed
J' _‘J—M‘m" --.,'-—:y ™ —L.-.q.!—‘—,;p‘g—i; o SRV e e
Ju/06/ 2015 B Pepsi T i sru.uy | Unconfirmec.
06/06/2013 Pepsi $90.00 | Unconfirmed

DPagelofB

10 rows per page

Go to page:

4. Inthe Order Date column, click the link for the record you want to view.
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The PURCHASE ORDER — ORDER DETAILS page appears.

Purchase Order

Order Details

I W23153-3161-9837 Status: Confirmed Order Date: 06/10/2013
Delivery FOB: Ship To: Delivery:
I Contract / Payment Information
Vendor: Contract: Administered By:
ACOSTA, INC. Contract Number: NO0189-08-D-0010 Air Forces (Atlantic)
8031 HAMPTON BLVD. Discount Terms: 0.00% 00 NET 30 123 Memory Lane
Adr2 111 Lancaster Ave
NORFOLK, VA Order Zone: G - MNorfolk Hagerstown, MD
23505-1001 12345
(800) 446-8089
I Order Information / Statements
Ship To: Paying Activity: Statements Applied:
Supply Officer Defense Finance and Accounting Services
5450 Carlisle Pike DFAS Cleveland Norfolk Accounts Payable
Bldg 409 P.O. Box 998022
17055 Cleveland, OH
44199
I Order Items
Stock Num Description QOH| Q00| Cost |UI oTY Sell OTY |Add Free [Remove
1839390000003 | Coppertone Sun Spray SPF-30 16 15 $7.74 | EA 12
I:‘ Page 1 of 1 D 10 rows per page ¥ Go to page:
Print DD-1155 Order Total: $92.88
| Regenerate Qrder (EDI 850) || Request Cancellation (EDI 860) || Close |
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CREATE A PURCHASE ORDER

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Crder | Purchase Order (ASL/ACE) - | |

| Regenerate EDI |

Order Number:
Order Type: alL -
Status: ALl -
Start Date: g4/10/2013 End Date: g7/10/2013 &

2. Select the Purchase Order (ASL/ACB) option from the Order Type list, shown below, and then click
Create New Order.

| Create New Order | r hd Printable
Purchase Order (ASL/ACE
™ Regenerdl

FEGUESTTION - AR
Requisition - PRIME Select the type of order to create. ]_

. .., pldjt.N Wi&o‘yﬁwro iation S I e

The PURCHASE ORDER — ADD ITEMS page appears.

Purchase Order
Add Items
Operating Zone: G - Norfolk -
Item Search:
Contract: ALL ¥ Vendor: ALL -
Department: ALL ~ Category: -
| Search ltems | | Cancel

3. Enter or select one or more of the following:

e Select the operating zone from where you want the order to be fulfilled from the Operating Zone list
e Enter a stock number or item name (or partial number or name) in the Item Search field

e Select an option from the Contract list

e Select an option from the Vendor list

e Select an option from the Department list

e Select an option from the Category list (list becomes active after selecting a department)

4. Click Search Items.

The page updates and displays the search results.
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Purchase Order
Add Ttems
Operating Zone: G - MNorfolk -
Item Search:
Contract: ALL ¥  Vendor: ACOSTA.INC. -
Department: ALL - Category: M
Search ltems | | Cancel
Save Changes
Dept| Category Stock Num Description Contract # [QOHQ00Q| Cost |UI| Order QTY S%I‘I(
Z9 | Z Category 1839390000002| AXE Shower Gel Kilo g?géfg_os_ 33| B7 $4.19 | EA 0 0

L g ool Coppertone Sun Spit 'OUWT " A Y e VYR 3PS

- oaco 2l saldl. o L MNUD1E
Al FOL . Srldaouiues sa Nacho D-0010 . N 3 1 0 ”
Al | Food 3113130000006| 31 Jim Stick Counter | NOO189-08- | , 0| co| £0 15 |ga 0 0
Top D-0010

D Page 1 of 2 10 rows per page ¥ Go to page:
Save Changes

5. Enter a number in the Order QTY field for each item you want to add to the order.

¢

Note: If you have more than one page of search results, click the Next button to go to
the next page. You will not lose any selections made on the previous page.

6. Click Save Changes.
The page updates and the Done Adding Items button appears.
7. Click Done Adding Items.
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The PURCHASE ORDER — REVIEW ITEMS page appears.

Purchase Order

# of Items Per PO:

Review Items

99 (max 99)

| Create Purchase Orders |

Update Quantities

N Order Sell Sell
Stock Num Description Contract # QOH|Q00| Cost U1 Order QTY —m _TY Remove
1839390000002| X Shower Gel | N00189-08-D- 33| 87|$4.19 |EA 5 |BX 5 |Remove
Kilo 0010
1839390000006 Nivea Original gg?éeg—oe—o— 15| 455 |$4.28 | EA 3 BX 3 [Remove
D Page 1 of 1 |:| 10 rows per page ~ Go to page:

Update Quantities

Add Additional ftems |

Cancel

8. If necessary, perform one or more of the following before creating the purchase order:

Change the number in the # of Items Per PO field

To add more items to the order, click Add Additional Items
To change the quantity of an item you already selected, enter the updated quantity in the Order
QTY field and then click Update Quantities
To remove an item from the order, click the Remove link for that item

{

9. Click Create Purchase Orders.

Tip: When you click Create Purchase Orders, order items are automatically divided into
purchase orders by their contract and the # of Items Per PO limit. If you are ordering 100
items from one contract, you could set # of Items Per PO to 10. After clicking Create
Purchase Orders, ROM will generate 10 separate purchase orders with 10 items on each. This
may be beneficial when it comes to receiving orders.
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If more than one purchase order was automatically created, the MANAGE ORDERS — EXISTING RECORDS
page appears. In the Order Date column, click the link for the record you want to finish and then proceed
to Edit or Confirm a Purchase Order.

_Or_

If only a single purchase order was created, the PURCHASE ORDER — ORDER DETAILS page appears.

Purchase Order

@ Destination

Deli FOB:
clvery Other

Vendor:
ACOSTA, INC.
8031 HAMPTON BLVD.
Adr2
NORFOLK, VA
23505-1001
(800) 445-8089

Ship To:
Supply Officer
5450 Carlisle Pike
Bldg 409
17055

Ship To:

Order Details

Status: Unconfirmed

@ Pier Side Address
FPO Address

Contract / Payment Information

Contract:
Contract Number: NO0189-08-D-0010
Discount Terms: 0.00% 00 NET 30

Order Zone: G - Norfolk

Order Information / Statements
Paying Activity:
Defense Finance and Accounting Services
DFAS Cleveland Norfolk Accounts Payable
P.O. Box 998022
Cleveland, OH
44199

Order Items

Order Date: N/A

Delivery: 08/11/2013

-

Administered By:
Air Forces (Atlantic)
123 Memory Lane
111 Lancaster Ave

Hagerstown, MD
12345

Statements Applied:

Stock Num Description QOH | D00 | Cost | UI oTY Sell OTY | Add Free | Remove
1839390000002 AXE Shower Gel Kilo 33 87| $4.19 |EA ] 5| Add Free Remove
1829390000006 Nivea Original 15| 455| %4.28 |EA 3 3| Add Free Remove

D Page 1 of 1 I:' 10 rows per page ~ Go to page:
Order Total: $33.79

[ Add Additional ltems

| | Save & Review Later | |

Confirm & Generate

|| Delete || Close |

10. At the top of the page, change the following, if necessary:

e Select the appropriate Delivery FOB option (select Destination if the vendor is paying shipping
charges or select Other if you are willing to pay any shipping charges)

¢ Note: All statements, such as Certificate of Conformance and FastPay Procedures, are

Select the appropriate Ship To option
Enter the requested delivery date in the Delivery field

automatically applied, if necessary.
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11.

To add a free bonus item to the order, in the Order Items section, click the Add Free link. A duplicate
entry of the item is added to the order with a cost of $0.00. Adjust the quantity of the free item, if
necessary.

¢ Note: If a vendor gives you a completely free item, add that item to a new purchase order,
click the Add Free link to add the item at 50.00 cost, and then click the Remove link for the
original item (whose cost price is not 50.00). Adjust the QTY of the free item as necessary,
and then confirm the order. You should now have an order for the completely free item
that you can receive into ROM.

If your order contains an emblematic item, continue to step 12. If not, go to step 13.

12.

13.

14,

If there is an emblematic item on your order, you will see the following line for the item:

Stock Num Description QOH|Q00| Cost |UI orTY Sell OTY|Add Free|Remove
561600000001 | Custom Bath Towel, Name, Emblem 0 0 |%6.00 | EA 8 8 | Add Free | Remove
Emblematic Item Select Version: 561600HH0007 Custom Bath Towel, Name, Emblem -
Local Stock Number: Description: Cost: $ 6.00

If you have previously ordered this emblematic item, it should be listed in the Select Version list. To
reorder more of a specific style of emblematic item, select it from the Select Version list and adjust the
amount in the Cost field, as necessary.

_or-

If you have never ordered this emblematic item before, or if you need a new style, select New Version
from the Select Version list.

Stock Num Description QOH|QO00| Cost | UI oTY Sell OTY|Add Free Remove
561600000001 | Custom Bath Towel, Name, Emblem 0 0|%$6.00 | EA 8 8 | Add Free | Remove
Emblematic Item select Version: — MEW VERSION — -
Local Stock Number: Description: USS Enterprise Logo, 3 Color Cost: $ 8.50]

Enter the appropriate style information in the Description field, and update the Cost field, as necessary.
The Local Stock Number is generated by ROM after saving the order. Each version of an emblematic item
receives a unique stock number for use within your activity.

To save the order as “unconfirmed,” click Save & Review Later.

The MANAGE ORDERS — EXISTING RECORDS page appears.

-or-

To confirm and generate the order, click Confirm & Generate.

The page updates and displays a confirmation message at the bottom of the page. Continue to step 14.
Click Yes.

The page updates and displays a confirmation message.

The EDI 850 file is created for the order. You can print or save the file now or later. See Regenerate a
Purchase Order (EDI 850) for instructions.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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EDIT OR CONFIRM A PURCHASE ORDER

Follow these steps to edit or confirm an unconfirmed purchase order. After confirming a purchase order, the EDI
850 transaction file is created.

¢ Note: If you “undo” a cancelled purchase order, it is placed back in “confirmed” status. See Undo a
Purchase Order Cancellation for more information.

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Order | Purchase Order (ASL/ACB) v | Printable Version |

| Regenerate EDI |

Order Number:
Order Type: ALL v
Status: aALL -
Start Date: g4/11/2013 £ End Date: o7/11/2013

2. Enter or select one or more of the following:

e Enter an order number or partial number in the Order Number field
e Select Purchase Order from the Order Type list

e Select Unconfirmed from the Status list

e Enter dates in the Start Date and End Date fields

3. Click Search.
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The page updates and displays the search results.

Manage Orders

Create New Order

Order Number:
Order Type: ALL
Status: alL

Start Date: g4/11/2013 Ei

Existing Records

I Purchase Order (ASL/ACB)

-

-

-

End Date: p7/11/2013 £

Printable Version |

Regenerate EDI |

Order Date Order Number Vendor Amount Status
07/11/2013 ACOSTA, INC. %$33.79 | Unconfirmed
Qe 27 P W23453-3148-989] | test _ _56.04 | Confirmed
J6/13ebas _Estingl ' ) $1EIU[; Unconfirmec
06/13/2013 W23153-3164-9839 ACOSTA, INC. $218.69 | Confirmed
06/10/2013 W23153-3161-9838 ACOSTA, INC. $27.30 | Received
I:‘ Page 1 of 7 10 rows per page ~ Go to page:
4. Inthe Order Date column, click the link for the record you want to work with.
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7.

The PURCHASE ORDER — ORDER DETAILS page appears.

Purchase Order

Order Details

Status: Unconfirmed

@ Destination @ Pier Side Address

Delivery FOB: Other Z0p UIE FPO Address

Contract / Payment Information

Vendor: Contract:
ACOSTA, INC. Contract Number: NO0O189-08-D-0010
8031 HAMPTON BLVD. Discount Terms: 0.00% 00 NET 30
Adr2
NORFOLK, VA Order Zone: G - Norfolk
23505-1001
(800) 446-8089
I Order Information / Statements
Ship To: Paying Activity:
Supply Officer Defense Finance and Accounting Services
5450 Carlisle Pike DFAS Cleveland Norfolk Accounts Payable
Bldg 409 P.O. Box 998022
17055 Cleveland, OH
44199

Delivery:

Order Date: N/A

08/11/2013 [

Administered By:
Air Forces (Atlantic)
123 Memory Lane
111 Lancaster Ave

Hagerstown, MD
12345

Statements Applied:

I Order Items

Stock Num Description QOH (000 | Cost | UI oTY Sell OTY | Add Free | Remove
1829390000002 AXE Shower Gel Kilo 33 87| %4.19 | EA 5 5| Add Free Remove
1829390000006 Nivea Original 15| 455| $4.28 |EA 3 3| Add Free Remove

I:‘ Page 1 of 1 D 10 rows per page ¥ Go to page:
Order Total: $33.79
| Add Additional ltems || Save & Review Later || Confirm & Generate || Delete || Close |

To edit the purchase order:

e Update the Delivery FOB, Ship To, and Delivery fields, as necessary
e Toremove an item from the purchase order, click the Remove link for that item in the Order Items

section

e To add a free item, click Add Free link for that item in the Order Items section
e To add an item to the order, click Add Additional Items and then follow steps 3 to 7 in Create a

Purchase Order

To save your work and resume at a later time, click Save & Review Later.

The MANAGE ORDERS — EXISTING RECORDS page appears.
_Or-

To confirm and generate the order, click Confirm & Generate.

The page updates and displays a confirmation message at the bottom of the page. Continue to step 7.

Click Yes.
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The page updates and displays a confirmation message.

The EDI 850 file is created for the order. You can print or save the file now or later. See Regenerate a
Purchase Order (EDI 850) for instructions.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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DELETE A PURCHASE ORDER

Follow these steps to delete an unconfirmed purchase order.

1. Access the PURCHASE ORDER — ORDER DETAILS page for the purchase order you want to delete.

Confirm a Purchase Order for instructions on accessing this page.

See Edit or

Purchase Order

@ Destination

Delivery FOB: —

Vendor:
ACOSTA, INC.
8031 HAMPTON BLVD.
Adr2
NORFOLK, VA
23505-1001
(800) 446-8089

Ship To:
Supply Officer
5450 Carlisle Pike
Bldg 409
17055

Order Details

Status: Unconfirmed

@ Pier Side Address

ST FPO Address

I Contract / Payment Information

Contract:
Contract Number: NO0189-08-D-0010
Discount Terms: 0.00% 00 NET 30

Order Zone: G - Norfolk

Order Information / Statements
Paying Activity:
Defense Finance and Accounting Services
DFAS Cleveland Norfolk Accounts Payable
P.O. Box 998022
Cleveland, OH
44199

I Order Items

Order Date: N/A

Delivery:

08/11/2013 [

Administered By:
Air Forces (Atlantic)
123 Memory Lane
111 Lancaster Ave
Hagerstown, MD
12345

Statementis Applied:

Print DD-1155

Stock Num Description QOH |Q00 | Cost | UI oTY Sell OTY | Add Free | Remove
1829390000002 AXE Shower Gel Kilo 33 87| %4.19 | EA ] 5| Add Free Remove
1829390000006 Nivea Criginal 15| 455| $4.28 |EA 3 3| Add Free Remove

I:' Page 1 of 1 D 10 rows per page ¥ Go to page:

Order Total: $33.79

| Add Additional Items

| | Save & Review Later | | Confirm & Generate

|| Delete || Close |

2. Click Delete.

A confirmation dialog box appears.

3. Click OK.

The MANAGE ORDERS — EXISTING RECORDS page appears and displays a confirmation message.
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REGENERATE A PURCHASE ORDER (EDI 850)

Follow these steps to regenerate a confirmed purchase order.
1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Order I Purchase Order (ASL/ACB) hd

Order Number:

Order Type: ALL -
Status: alL -
Start Date: g4/11/2013 £ End Date: o7/11/2013 &

Printable Version

Regenerate EDI

2. Click Regenerate EDI.

The REGENERATE PURCHASE ORDER EDI page appears.

Regenerate Purchase Order EDI

Close

If selecting multiple orders you will need to extract/unzip the files before e-mailing to NECO. Sefect All [C]
Order Date Order Number Vendor Amount Status Select
09/04/2013 | W23153-3247-9860 Pepsi $72.00 | Confirmed =
08/19/2013 |W23153-3231-9859 L Pepsi $2,772.00 | Confirmed &
P\ g2 o~ - el

e EBF L o [ WWasLoe Sudd Lol LLEE & She conll opUle Mow s nfirmaea |
03/26/2013 |W23153-3085-9813 REALLY LONG LONG NAME WVENDOR %$6.00 | Confirmed =

3. Select the check box in the Select column for the order you want to regenerate.

_Or-

Select the Select All check box above the Select column to select all orders.

4. Click Regenerate Order (EDI 850).

If you selected a single order, a single file is presented for download. If you selected multiple orders, a
compressed zip file is presented for download. You must extract this file prior to transmitting the orders.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.

Page 146 Unclassified — For Official Use Only

24 October 2013



ROM3 User’s Guide for Afloat Users, Version 1.0
Order/Receive

REQUEST A PURCHASE ORDER CANCELLATION (EDI 860)

Follow these steps to cancel a confirmed purchase order. If necessary, you can also “undo” a cancellation. See
Undo a Purchase Order Cancellation for instructions.

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Order | Purchase Order (ASL/ACB) v | Printable Version |

| Regenerate EDI |

Order Number:
Order Type: ALL -
Status: allL -
Start Date: p4/11/2013 £ End Date: p7/11/2013 &

2. Enter or select one or more of the following:

e Enter an order number or partial number in the Order Number field
e Select Purchase Order from the Order Type list

e Select Confirmed from and Status list

e Enter dates in the Start Date and End Date fields

3. Click Search.
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The page updates and displays the search results.

Manage Orders

Create New Order

Order Number:

Existing Records

I Purchase Order (ASL/ACB) A

Order Type: Purchase Order h

Status:

Confirmed
Start Date: ps/11/2013 E

-

End Date: 07/11/2013

Printable Version |

Regenerate EDI |

Order Date Order Number Vendor Amount Status
06/27/2013 W23153-3178-9840 Acosta, Inc. $50.00 | Confirmed
06/18/2013 W23153-3017-9861 ACOSTA, INC, $0.00 [ Confirmed
06/13/2013 W23153-3164- 9839 ACOSTA, INC, $218.69 | Confirmed
06/10/2013 W23153-3161-9837 ACOSTA, INC. $92.88 | Confirmed
05/28/2013 W23153-3148-9832 ACOSTA, INC. $8.38 | Confirmed
D Page 1 of 1 I:‘ 10 rows per page Go to page:
4. Inthe Order Date column, click the link for the record you want to work with.
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The PURCHASE ORDER — ORDER DETAILS page appears.

Purchase Order

Order Details

I W23153-3178-9840 Status: Confirmed Order Date: 06/27/2013
Delivery FOB: Ship To: Delivery:
I Contract / Payment Information
Vendor: Contract: Administered By:
Acosta, Inc. Contract Number: 12191958 Air Forces (Atlantic)
123 somewhere Adrl Discount Terms: 0.00% 00 NET 30 123 Memory Lane
123 nowhere Adr2 111 Lancaster Ave
Hampton Roads, VA Order Zone: G - Norfolk Hagerstown, MD
55564 12345
717-555-1234
I Order Information / Statements
Ship To: Paying Activity: Statements Applied:
Supply Officer Defense Finance and Accounting Services
5450 Carlisle Pike DFAS Cleveland Norfolk Accounts Payable
Bldg 409 P.O. Box 998022
17055 Cleveland, OH
44199
I Order Items
Stock Num Description QO0H | Q00 | Cost | UI oTY Sell OTY | Add Free | Remove
273000000004 | BOTTLE, SHAKER GNC ] 10| $5.00 |EA 10
|:| Page 1 of 1 D 10 rows per page ¥ Go to page:
Print DD-1155 Order Total: $50.00
| Regenerate Order (EDI 850) || Request Cancellation (EDI 860) | | Close |

5. Click Request Cancellation (EDI 860).
A confirmation dialog box appears.
6. Click OK.
The page updates and a confirmation message appears.
The EDI 860 file is created for the cancellation, which you can now save or print.

' Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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UNDO A PURCHASE ORDER CANCELLATION

If you cancelled a purchase order, you can “undo” the cancellation.

1.

4.

Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Order | Purchase Order (ASL/ACB) A | Printable Version |

| Regenerate EDI |

Order Number:
Order Type: ALL -
Status: alL -
Start Date: g4/11/2013 £ End Date: o7/11/2013 &

Enter or select one or more of the following:

e Enter an order number or partial number in the Order Number field
e Select Purchase Order from the Order Type list

e Select Cancelled from and Status list

e Enter dates in the Start Date and End Date fields

Click Search.

The page updates and displays the search results.

Manage Orders

Existing Records

| Create New Order | Purchase Order (ASL/ACB) hd | Printable Version |

| Regenerate EDI |

Order Number:
Order Type: Purchase Order M
Status: Cancelled v
Start Date: g5/1/2013 & End Date: p7/11/2013 £

Order Date Order Number Vendor Amount Status
07/11/2013 W23153-3164-9839 ACOSTA, INC. $218.69 | Cancelled
I:' Page 1 of 1 I:' 10 rows per page ~ Go to page:

In the Order Date column, click the link for the record you want to work with.
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The PURCHASE ORDER — ORDER DETAILS page appears.

Purchase Order

Order Details

Status: Cancelled Order Date: 06/1:
Delivery FOB: Ship To: Delivery:
I Contract / Payment Information
Vendor: Contract: Administered By:
ACOSTA, INC. Contract Number: NO0O189-08-D-0010 Air Forces (Atlantic)
8031 HAMPTON BLVD. Discount Terms: 0.00% 00 NET 30 123 Memory Lane
Adr2 111 Lancaster Ave
NORFOLK, VA Order Zone: G - Norfolk Hagerstown, MD
23505-1001 12345
(800) 446-8089
I Order Information / Statements
Ship To: Paying Activity: Statements Applied:
Supply Officer Defense Finance and Accounting Services
5450 Carlisle Pike DFAS Cleveland Norfolk Accounts Payable
Bldg 409 P.O. Box 998022
17055 Cleveland, OH
44199
I Order Items
Stock Num Description QOH|Q00| Cost |UI oTY Sell OTY|Add Free|Remove
380100000001 | EVERIO CAMCORDER 8GE BLUE 3 1|4%218.69 |EA i
I:‘ Page 1 of 1 I:' 10 rows per page ¥ Go to page:

Print DD-1155 Order Total: $218.69

| Regenerate Cancellation (EDI 860) || Undo Cancellation || Close |
5. Click Undo Cancellation.
The page updates and displays a confirmation message.
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PRINT A DD-1155 FORM FOR A PURCHASE ORDER

Follow these steps to print a DD-1155 form for confirmed or unconfirmed purchase orders.

1. Select Manage Orders from the Order/Receive menu.

The

MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Order | Purchase Order (ASL/ACE) A

Order Number:
Order Type: AlLL
Status: ALL

| Printable Version |

| Regenerate EDI |

-

-

Start Date: g4/11/2013 End Date: g7/11/2013 £

2. Enter or select one or more of the following:

Enter an order number or partial number in the Order Number field

Select Purchase Order from the Order Type list
Select Confirmed or Unconfirmed from the Status list
Enter dates in the Start Date and End Date fields

3. Click Search.

The

page updates and displays the search results.

Manage Orders

Existing Records

Create New Order | Purchase Order (ASL/ACB) hd

Order Number:
Order Type: Purchase Order
Status: Unconfirmed

| Printable Version |

| Regenerate EDI |

-

-

Start Date: pg/11/2013 [ End Date: g7/11/2013 &

Order Date Order Number Vendor Amount Status
07/11/2013 ACOSTA, INC. $33.79 | Unconfirmed

0f/06/201 ] Pepsi $270.00 | nconfPmed .
050290 3 - [ ACOS. ~, 1uL. | $4...9 | I . oofiscu
05/28/2013 | Pepsi $2,700.00 | Unconfirmed

I:' Page 1 of 1 D 10 rows per page ~ Go to page:
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In the Order Date column, click the link for the record you want to work with.

The PURCHASE ORDER — ORDER DETAILS page appears.

Purchase Order

Order Details

Contract / Payment Information

Vendor: Contract: Administered By:
@™ atract Nupoher: 2 V182-ACR-21383 AT s |

Pensj

44199

Order Items

Status: Unconfirmed Order Date: N/A
@ Destination @ Pier Side Address .
i - i - i : 07/06/2013
Delivery FOB — Ship To T Delivery |

Stock Num Description QOH Q0O | Cost | UI oTY Sell QTY | Add Free | Remove
100000000014 Bic Disposable Lighter 19 71| $90.00 | EA 3 3| Add Free | Remove
D Page 1 of 1 |:| 10 rows per page ~ Go to page:

Print DD-1155 Order Total: $270.00

| Save & Review Later || Confirm & Generate || Delete || Close |

| Add Additional ltems

5. Click Print DD-1155.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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6.2 CARGO and PRIME Requisitions

In ROM3, you can create a requisition, select items from the CARGO catalog, adjust quantities, and generate a

MILSTRIP document.

You can create a CARGO or a PRIME requisition. CARGO items can be ordered from a standard listing, while

PRIME items must be manually selected and priced based on the latest catalog.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS

e View a CARGO or PRIME Requisition X X X X
e Create a CARGO or PRIME Requisition X
e Add Non-Standard Items to a CARGO or

PRIME Requisition
e Edit or Confirm a CARGO or PRIME X

Requisition
e Print a CARGO or PRIME Requisition X

MILSTRIP
e Printa DD-1149 Form for a CARGO or PRIME X

Requisition

¢ Note: The procedures in this section use screen captures of CARGO requisitions. Follow the same

steps for CARGO or PRIME requisitions.

Page 154 Unclassified — For Official Use Only

24 October 2013



ROM3 User’s Guide for Afloat Users, Version 1.0

Order/Receive

ViEw A CARGO oOR PRIME REQUISITION

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Create Mew Order

Order Number:
- Requisition - CARGO v

Order Type

Status:

ALL

Existing Records

| Purchase Order (ASL/ACB) v

-

Start Date: g5/08/2013 EH End Date: pg/os/2013 EH

Printable Version

Regenerate EDI

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,
depending on your user role.

2. Enter or select one or more of the following:

e Enter an order number or partial number in the Order Number field or leave the field blank

e Select an option from the Select Activity list (available for users with Enterprise user roles only)
e Select Requisition — CARGO or Requisitions — PRIME from the Order Type list
e Select an option from the Status list

e Enter dates in the Start Date and End Date fields

3. Click Search.
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The page updates and displays the search results.

Manage Orders

| Create New Order

Order Number:
Order Type:

Status: aLL

Start Date: gs5/08/2013

Existing Records

I Purchase Order (ASL/ACB) hd

Requisition - CARGO

-

-

End Date: gg/0a/2013

| Printable Version |

| Regenerate EDI |

Order Date Order Number Vendor Amount Status
08/08/2013 W23153-3220-9926 CARGO Regquisition $10.00 | Confirmed
08/07/2013 W23153-3219-9925 CARGO Requisition %72.00 | Confirmed
"RLOR2013 WN23153- 32489024 CARGORegi=ition 4500,00 LGanfirpead
" os/28/2013 | .w23153-3148-9909 | T T - $250.00 | Reevea
05/28/2013 | W23153-3148-9908 %10.00 | Received

DPagelole

10 rows per page

¥  Go to page:

4. Inthe Order Date column, click the link for the record you want to view.

The REQUISITION — CARGO — ORDER DETAILS page (or the REQUISITION — PRIME — ORDER DETAILS page)

appears.

Requisition - CARGO

Delivery FOB:

Order Details

Status: Confirmed

Order Items

Order Date: 08/07/2013

Delivery:

Stock Num Description QOH | Q00| Cost | UI oTY Sell OTY | Total Cost | Remove
322211000001 Chewy Bar - Smore 131| ©670| $5.00|EA 100 $500.00
D Page 1 of 1 I:' 10 rows per page ¥ Go to page:

Print DD-1149 ||

Generate MILSTRP |

Order Total: $500.00

Close
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CREATE A CARGO OR PRIME REQUISITION

1. Select Manage Orders from the Order/Receive menu.
The MANAGE ORDERS — EXISTING RECORDS page appears.
Manage Orders
Existing Records
Create New Order | Purchase Order (ASL/ACB) - | Printable Version |
| Regenerate EDI |
Order Number:
Order Type: Requisition - CARGO -
Status: ALL -
Start Date: gs5/08/2013 E End Date: pg/s/2013 EH
2. Select the Requisition — CARGO (or Requisition — PRIME) option from the Order Type list, shown below,
and then click Create New Order.
Manage Orders
Existing Records
Create New Order I Purchase Order (ASL*’ACEI} -
Rege
uisiton -
Order N”mRequ|S|t|nn 0S0/Appropri Se|ect the type of order to create.
Order T Smart Re Order (ASL/ACE)
& P _Padr i dr -J-———-_-J e
The REQUISITION — CARGO — ADD ITEMS page (or the REQUISITION — PRIME — ADD ITEMS page) appears.
Requisition - CARGO
Add Ttems
Operating Zone: G - Norfolk -
Item Search:
Department: ALL Category: M
I Search ltems I | Cancel |
' Note: The Operating Zone list is only shown for CARGO requisitions.
The Add Non-Standard Items button is only available for PRIME requisitions. For instructions
on adding non-standard items to a PRIME requisition, see Add Non-Standard Items to a
PRIME Requisition.
3. Enter or select one or more of the following:
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[ ]
[}
e Select a department from the Department list

4. Click Search Items.

The page updates and displays the search results.

Select an option from the Operating Zone list (only displayed for cargo requisitions)
Enter a stock number or item name (or partial number or name) in the Item Search field

Select a category from the Category list (list becomes active after selecting a department)

Requisition - CARGO
Add Items
Operating Zone: G - Norfolk -
Item Search:
Department: ALL - Category: M
Search ltems | | Cancel
Dept| Category Stock Num Description Contract # |QOH|Q00| Cost |UI| Order QTY %
Z9 |z Category | 1839390000002 ‘éi}l(OE S LU ﬁ?“"ﬁmﬁe' 37| 124 |$10.00 [EA 0 0
Al | Cake 322211000001 | Chewy Bar - Smore f‘l‘?“'“%s' 131|670 | $5.00 [EA 0 0
M3 gigge‘j 520000000001 | Diet Sprite i?““ﬁmﬁe' 9| 72| $3.00|cs 0 0
D Page 1 of 1 I:' 10 rows per page ~ Go to page:
5. Enter a number in the Order QTY field for each item you want to add to the order.
¢ Note: If you have more than one page of search results, click the Next button l_:"l to go to the
next page. You will not lose any selections made on the previous page.
6. If working on a PRIME requisition, enter the price of the item in the Cost field for each item you want to
add to the order. The price will be found in the current PRIME catalog.
7. Click Save Changes.
The page updates, the information you just added is saved, and the Done Adding Items button appears.
8. To add more items, repeat steps 3 to 6.
9. Click Done Adding Items.
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The REQUISITION — CARGO — ORDER DETAILS (or the REQUISITION — CARGO — ORDER DETAILS) page appears.

Requisition - CARGO
Order Details
I Status: Unconfirmed Order Date: N/A
: @ Destination : e
Delivery FOB: Delivery: 09/22/2013 [
Other
I Order Items
Stock Num Description QOH ([Q0O0| Cost |UI oTY Sell OTY | Total Cost | Remove
1839390000002 AXE Shower Gel Kilo 37| 124 | $10.00|EA ] 5 %$50.00 | Remove
D Page 1 of 1 I:‘ 10 rows per page ¥ Go to page:
Print DD-1149 Order Total: $50.00
| Add Additional ltems || Save & Review Later || Confirm & Generate | | Close |

10. At the top of the page, enter or select the following:

e Select a Delivery FOB option
e Enter a date in the Delivery field

11. To save the requisition as “unconfirmed,” click Save & Review Later.
The MANAGE ORDERS — EXISTING RECORDS page appears.
_Or-

To confirm the order and generate the MILSTRIP file, click Confirm & Generate. Continue to step 11.
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The page updates and displays a confirmation message at the bottom of the page.

Requisition - CARGO

Order Details

Status: Unconfirmed Order Date: N/A

Delivery FOB: Delivery:

Order Items

Stock Num Description QOH | 000 | Cost |UI oTY Sell OTY | Total Cost | Remove
1839390000002 AXE Shower Gel Kilo 37| 124| $10.00|EA 5 %50.00
I:‘ Page 1 of 1 D 10 rows per page ¥ Go to page:
Print DD-1149 Order Total: $50.00
| | | | | [Close |

Confirming this requisition will approve it and generate the MILSTRIP
file. Are you sure you want to confirm this requisition?

12. Click Yes.

The page updates and displays a confirmation message.

The MILSTRIP file is also created for the order. You can print or save the file now or later. See Print a
MILSTRIP File for a CARGO or PRIME Requisition for instructions.
¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
13. Click Close.
The MANAGE ORDERS — EXISTING RECORDS page appears.
Page 160 Unclassified — For Official Use Only 24 October 2013



ROM3 User’s Guide for Afloat Users, Version 1.0
Order/Receive

ADD NON-STANDARD ITEMS TO A PRIME REQUISITION

Follow these steps to add non-standard items to a PRIME requisition. You can add the items while creating a
new PRIME requisition or while editing an existing requisition.

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Order | Purchase Order (ASL/ACB) v | Printable Version |

| Regenerate EDI |

Order Number:

Order Type: Requisition - CARGO -
Status: alLL hd

Start Date: gs5/08/2013 E End Date: gg/s/2013 Ei

2. Enter or select one or more of the following:

e Enter an order number or partial number in the Order Number field or leave the field blank
e Select Requisitions — PRIME from the Order Type list

e Select Unconfirmed from the Status list

e Enter dates in the Start Date and End Date fields

3. Click Search.

The page updates and displays the search results.

Manage Orders

Existing Records

Create New Order I Purchase Order (ASL/ACB) - | Printable Version |

| Regenerate EDI |

Order Number:
Order Type: Requisition - PRIME hd
Status: Unconfirmed v
Start Date: ggi7/2013 Ei End Date: gg/17/2013

Order Date Order Number Vendor Amount Status

09/16/2013 PRIME Requisition %99.60 | Unconfirmed

08/07/2013 PRIME Requisition %$99.33 | Unconfirmed
D Page 1 of 1 I:' 10 rows per page ¥ Go to page:

4. In the Order Date column, click the link for the record you want to work with.
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The REQUISITION — PRIME — ORDER DETAILS page appears.

Requisition - PRIME

Order Details

I Status: Unconfirmed

@ Destination

Delivery FOB: —

Order Date: N/A

Delivery:

I Requisition Items

10/16/2013

Print DD-1149

Stock Num Description QOH|000 Cost uI oTY Sell OTY|Total Cost|Remove
3113130000005| ACT II Butter Lovers Popcorn| 185| 76 249 EA 40 40 $99.60 | Remove
I:‘ Page 1 of 1 I:‘ 10 rows per page ¥ Go to page:

Order Total: $99.60

| Add Additional ltems Save & Review Later Confirm & Generate

|| Delete || Close |

5. Click Add Additional Items.
The REQUISITION — PRIME — ADD ITEMS page appears.
Requisition - PRIME
Add Items
Item Search:
Department: ALL ¥ Category: h
| Search ltems | | Cancel | |Add Non-Standard ltems
6. Click Add Non-Standard Items.
The REQUISITION — PRIME — AbD NEW ITEMS (NON-STANDARD) page appears.
Requisition - PRIME
Add New Items (Non-Standard)
| Cancel |
Dept Category | Description Cost Buy UI | Sub Cs/Pk | Sell UI UPC FM| QTY | Remove
|z v ? z| EA ~ 1 EA ¥ #
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7. Select or enter the following:

e Select the department for the new item from the Dept list

e Select the category for the new item from the Category list

e Enter the item’s description in the Description field

e Enter the unit cost for the item in the Cost field

e Select the unit of issue for the item from the Buy Ul list

e Enter the number of selling units per order unit (usually 1) in the Sub Cs/Pk field
e Enter the selling unit of issue for the item (typically EA) from the Sell Ul list

e Enter the Universal Product Code in the UPC field, if known

e Select the FM check box if the item is foreign merchandise

e Enter the quantity you want to order in the QTY field

8. To add another item, click Add New Row and repeat step 7.

9. Click Save Changes.
The REQUISITION — PRIME — ORDER DETAILS page appears.

10. To save your work and resume at a later time, click Save & Review Later.

The MANAGE ORDERS — EXISTING RECORDS page appears.
-or-
To confirm and generate the requisition, click Confirm & Generate. Continue to step 11.
The page updates and displays a confirmation message at the bottom of the page.

;,E Caution: Do not click Close unless you have saved your work. Clicking the Close button before
- saving the requisition returns you to the Manage Orders — Existing Records page without
saving your changes.

11. Click Yes.
The page updates and displays a confirmation message.

The MILSTRIP file is also created for the order. You can print or save the file now or later. See Print a
MILSTRIP File for a CARGO or PRIME Requisition for instructions.

< Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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EDIT OR CONFIRM A CARGO OR PRIME REQUISITION

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

| Create Mew Order | Purchase Order (ASL/ACB) - |

| Regenerate EDI

Order Number:
Order Type: alL -
Status: ALL -
Start Date: gg17/2013 £ End Date: gg/17/2013 £

2. Enter or select one or more of the following:

Select Unconfirmed from the Status list
e Enter dates in the Start Date and End Date fields

3. Click Search.

The page updates and displays the search results.

Enter an order number or partial number in the Order Number field or leave the field blank
Select Requisition — CARGO or Requisition — PRIME from the Order Type list

Manage Orders

Existing Records

Create Mew Order | Purchase Order (ASL/ACB) b | Printable Version |

| Regenerate EDI

Order Number:
Order Type: Requisition - CARGO A
Status: Unconfirmed v
Start Date: gg17/2013 5 End Date: gg/17/2013 i

Order Date Order Number Vendor Amount Status
09/17/2013 CARGO Requisition $50.00 | Unconfirmed
D Page 1 of 1 D 10 rows per page ¥ Go to page:
4. In the Order Date column, click the link for the record you want to work with.
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The REQUISITION — CARGO — ORDER DETAILS page (or the REQUISITION — PRIME — ORDER DETAILS page)

appears.
Requisition - CARGO
Order Details
I Status: Unconfirmed Order Date: N/A
: @ Destination : B
Delivery FOB: Delivery: 10/17/2013 &
Other
I Order Items
Stock Num Description QO0H |Q00| Cost (UL oTY Sell QTY | Total Cost | Remove
1839390000002 AXE Shower Gel Kilo 37| 129| $10.00|EA ] 5 $50.00 | Remove
D Page 1 of 1 I:‘ 10 rows per page Y Go to page:
Print DD-1149 Order Total: $50.00
| Add Additional ltems | | Save & Review Later || Confirm & Generate || Delete || Close |

5. To edit the requisition, update the following information, as necessary:

e Select a different Delivery FOB option

e Update the date in the Delivery field

e Update the quantity in the QTY field

e Toremove an item from the requisition, click the Remove link for that item in the Order Items
section

e Toadd an item to the order, click Add Additional Items and then follow steps 5 through 8 in the
Create a CARGO or PRIME Requisition procedure

6. To save the requisition as “unconfirmed,” click Save & Review Later.
The MANAGE ORDERS — EXISTING RECORDS page appears.
_Or-

To confirm the order and generate the MILSTRIP file, click Confirm & Generate. Continue to step 7.
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The page updates and displays a confirmation message at the bottom of the page.

Requisition - CARGO

Order Details

Status: Unconfirmed Order Date: N/A

Delivery FOB: Delivery:

Order Items

Stock Num Description QOH | 000 | Cost |UI oTY Sell OTY | Total Cost | Remove
1839390000002 AXE Shower Gel Kilo 37| 124| $10.00|EA 5 %50.00
I:‘ Page 1 of 1 D 10 rows per page ¥ Go to page:
Print DD-1149 Order Total: $50.00
| | | | | [Close |

Confirming this requisition will approve it and generate the MILSTRIP
file. Are you sure you want to confirm this requisition?

7. Click Yes.

The page updates and displays a confirmation message.

The MILSTRIP file is also created for the order. You can print or save the file now or later. See Print a
MILSTRIP File for a CARGO or PRIME Requisition for instructions.
¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
8. Click Close.
The MANAGE ORDERS — EXISTING RECORDS page appears.
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PRINT A MILSTRIP FILE FOR A CARGO OR PRIME REQUISITION

You can save or print a MILSTRIP file for a confirmed CARGO or PRIME requisition. Follow these steps if you did
not print the file immediately after confirming the requisition.

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Order I Purchase Order (ASL/ACE) hd

Order Number:

Order Type:
Status:

Start Date

ALL -
ALL b
06172013 B End Date: gg/47/2013 &

Regenerate EDI

2. Enter or select one or more of the following:

3. Click Search.

Enter an order number or partial number in the Order Number field
Select Requisition — OSO or Requisition — PRIME from the Order Type list
Select Confirmed from the Status list

Enter dates in the Start Date and End Date fields
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The page updates and displays the search results.

Manage Orders

Existing Records

Create New Order | Purchase Order (ASL/ACE) - | Printabl

e Version |

| Regenerate EDI |

Order Number:

- Requisition - CARGO
+ Confirmed

1 06/17/2013 G

-

Order Type
Status
Start Date

-

End Date: gas17/2013 Ei

Order Date Order Number Vendor Amount Status
08/22/2013 W23152-3224-9931 CARGO Requisition_ | $50.00 ] Confirmed
iy 5, 3 = - F plai— ol

Y . e 3
T 08/07/2015 | W23155-3219-8924 "| CAKGO Requisiuon T $500.00 | Conmed
08/07/2013 | W23153-3219-9923 CARGO Requisition | $130.00 | Confirmed

-

Go to page:

DPagelole

10 rows per page

4. In the Order Date column, click the link for the record you want to work with.
The REQUISITION — CARGO — ORDER DETAILS page (or the REQUISITION — PRIME — ORDER DETAILS page)
appears.
Requisition - CARGO
Order Details
Status: Confirmed
Delivery FOB: Delivery:
 omermems |
Stock Num Description QOH (QDO| Cost |UI oTY Sell QTY | Total Cost | Remove
1839390000002 | AXE Shower Gel Kilo 37| 129 $10.00|EA 5 $50.00
D Page 1 of 1 D 10 rows per page ¥ Go to page:
Print DD-1149 || Generate MILSTRIP | Order Total: $50.00
5. Click Generate MILSTRIP.

with each item’s stock number from the current PRIME catalog. An
if each item does not have a stock number.

Caution: For a PRIME requisition, you must open the MILSTRIP file and replace the asterisks (*)

order will not be processed
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¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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PRINT A DD-1149 FORM FOR A CARGO OR PRIME REQUISITION

You can print a form DD-1149 for CARGO or PRIME requisitions with a status of either “confirmed” or

“unconfirmed.”

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Order I Purchase Order (ASL/ACE) hd |

| Regenerate EDI

Order Number:
Order Type: Al -
Status: ALL -
Start Date: ggA7/2013 [ End Date: gg/17/2013

2. Enter or select one or more of the following:

Enter an order number or partial number in the Order Number field
Select Requisition — OSO or Requisition — PRIME from the Order Type list
Select Confirmed or Unconfirmed from the Status list

e Enter dates in the Start Date and End Date fields

3. Click Search.

The page updates and displays the search results.

Manage Orders

Existing Records

Printable Version

Create New Order | Purchase Order (ASL/ACB) v |

| Regenerate EDI

Order Number:
Order Type: Requisition - CARGO hd
Status: Unconfirmed v
Start Date: gg/17/2013 =i End Date: gg/17/2013

Order Date Order Number Vendor Amount Status
09/17/2013 CARGO Requisition $50.00 | Unconfirmed
D Page 1 of 1 D 10 rows per page ¥ Go to page:
4. In the Order Date column, click the link for the record you want to work with.
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The REQUISITION — CARGO — ORDER DETAILS page (or the REQUISITION — PRIME — ORDER DETAILS page)

appears.
Requisition - CARGO
Order Details
I Status: Unconfirmed Order Date: N/A
: @ Destination : B
Delivery FOB: Delivery: 10/17/2013 &
Other
I Order Items
Stock Num Description QO0H |Q00| Cost (UL oTY Sell QTY | Total Cost | Remove
1839390000002 AXE Shower Gel Kilo 37| 129| $10.00|EA ] 5 $50.00 | Remove
D Page 1 of 1 I:‘ 10 rows per page Y Go to page:
Print DD-1149 Order Total: $50.00
| Add Additional ltems | | Save & Review Later || Confirm & Generate || Delete || Close |

5. Click Print DD-1149.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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6.3 OSO Requisitions

In ROM3, you can create a transfer, add items to the transfer, and generate an OSO DD-1149 Form for

processing.

A ship may acquire items to sell in the ship’s store from other activities, or from other appropriations within
their own activity. For example, two ships next to each other in port may trade some merchandise. Or, the ship’s
store may acquire some items from the ship’s galley. These items may be standard items, identical to those in
the catalog, or they may be non-standard items that must be added to the system. After this type of order is

created, the DD-1149 Form is generated.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View an OSO Requisition X X X X
e Create an OSO Requisition X
e Edit or Confirm an OSO Requisition X
e Delete an 0SO Requisition X
e Print a DD-1149 Form for an OSO X X X X
Requisition
Page 172 Unclassified — For Official Use Only 24 October 2013



ROM3 User’s Guide for Afloat Users, Version 1.0

Order/Receive

VIEW AN OSO REQUISITION

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Order | Purchase Order (ASL/ACE) - | |

| Regenerate EDI |

Order Number:
Order Type: ALL -
Status: aAlLL -
Start Date: g4/10/2013 End Date: g7/10/2013 EH

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,
depending on your user role.

2. Enter or select one or more of the following:

3. Click Search.

Enter an order number or partial number in the Order Number field or leave the field blank
Select an activity from the Select Activity list (available for users with Enterprise user roles only)
Select Requisition — OSO from the Order Type list
Select a status from the Status list

Enter dates in the Start Date and End Date fields

The page updates and displays the search results.

Manage Orders

Existing Records

I Create MNew Order | Purchase Order (ASL/ACB) - | Printable Version |

| Regenerate EDI |

Order Number:
Order Type: Requisition - 0SO e
Status: aLL -
Start Date: g4/11/2013 End Date: g7/11/2013

Order Date Order Number Vendor Amount Status
06/13/2013 W23153-3164-9920 USS ARLEIGH BURKE (DDG-51) £70.00 | Confirmed
05/22/2013 W23153-3142-9907 USS ARLEIGH BURKE (DDG-51) $1.00 | Confirmed
04/30/2013 USS ARLEIGH BURKE (DDG-51) $129.00 | Unconfirmed

D Page 1 of 1 I:‘ 10 rows per page ¥ Go to page:
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4. In the Order Date column, click the link for the record you want to view.

The REQUISITION — OSO — ORDER DETAILS page appears.

Requisition - 0SO

Order Details

I W23153-3164-9920 Status: Confirmed Order Date: 06/13/2013

Delivery FOB: Ship To: Delivery:

I Requesting From

Point Of Contact:

Requisition From:
Activity Name/UIC:

Select Activity: hd Address:
Select Appropriation: - Zip:
Appr Symbol Obj Cls Cntrl No Sub Allot Auth Acct Trans Type Prop Acct Cost Code
I Requisition Items
Stock Num Description | QOH | Q00 Cost uI oTY Sell OTY | Total Cost | Remove
808500HHO001 Elliot's Jerky 44 20 20 $70.00
D Page 1 of 1 D 10 rows per page Go to page:

Print DD-1149 Order Total: $70.00
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CREATE AN OSO REQUISITION

1.

2.

3.

Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Order | Purchase Order (ASL/ACB) v | |
| Regenerate EDI |

Order Number:
Order Type: ALL -
Status: ALl -
Start Date: g4/10/2013 & End Date: p7/10/2013

Select the Requisition — 0SO/Appropriation option from the Order Type list, shown below, and then

click Create New Order.

Manage Orders

Existing Records

| Create New Order | Purchase Order (ASL/ACB) hd Printable Ve
Purchase Order (ASL/ACB)

RGO Regenerate

Requisition - CA

'Requisition - 0SO/Appropriati

Order Tyoman Re-CTae RS UACD] s
Smart Re-Order (CARGO) [Senect the type of order to create. ]
StalEmergency Procurement { ¥

The REQUISITION — OSO — ADD ITEMS page appears.

Requisition - 0SO
Add Items

Item Search:

Department: ALL Category:
| Search ltems | | Cancel | |Add Non-Standard Items|

-

¢ Note: For instructions on adding non-standard items to the requisition, see Add Non-Standard

Items to an OSO Requisition.

Select or enter the following:

e Enter a stock number or item name (or partial number or name) in the Item Search field

e Select a department from the Department list
e Select a category from the Category list (list becomes active after selecting a department)
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4. Click Search Items.

The page updates and displays the search results.

Requisition - 0S0O

Add Items

Item Search: cashews
Department: A1l A Category: Food -
Search ltems | | Cancel | |Add Non-Standard Itemsl
Save Changes
Dept| Category| Stock Num Description QOH|Q00 Cost UI| Order OTY |Sell OTY
Al Food 0500005862 | 22 HONEY ROASTED CASHEWS 2 57 EA 0
I:I Page 1 of 1 D 10 rows per page ¥ Go to page:

Save Changes

5. Enter the cost price for each item in the Cost field.

6. Enter a number in the Order QTY field for each item you want to add to the order.

¢

Note: If you have more than one page of search results, click the Next button to go to the

next page. You will not lose any selections made on the previous page.

7. Click Save Changes.

The page updates, the information you just added is saved, and the Done Adding Items button appears.

8. To add more items, repeat steps 3 to 7.

_Or_

To add non-standard items, click Add Non-Standard Items. See Add Non-Standard Items to an OSO

Requisition for instructions.
9. Click Done Adding Items.
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The REQUISITION — OSO — ORDER DETAILS page appears.

Requisition - 0S0O

Order Details

I Status: Unconfirmed Order Date: N/A
@ Destination @ Pier Side Address .
Delivery FOB: Ship To: Delivery: 08/12/2013 G
Y Other p FPO Address ry

I Requesting From

A @ Other Supply Officer Point Of Contact: SUPPLY OFFICER NAME - U¢
Requisition From: .
Other Appropriation Activity Name/UIC: USS ARLEIGH BURKE (DDG-¢
Select Activity: h Address: 5450 Carlisle Pike
Select Appropriation: - Zip: 17055

Appr Symbol Obj Cls Cnirl No Sub Allot Auth Acct Trans Type Prop Acct Cost Code

I Requisition Items

Stock Num Description QOH|Q00 Cost uI oTY Sell QTY|Total Cost|Remove
0500005862 | 22 HONEY ROASTED CASHEWS 2 57 1.29 EA 25 25 $32.25 | Remove
I:I Page 1 of 1 D 10 rows per page ¥ Go to page:

Print DD-1149 oOrder Total: $32.25
| Add Additional ltems | | Save & Review Later | | Confirm & Generate | | Delete | | Close |

10. At the top of the page, enter or select the following:

e Select a Delivery FOB option
e Select a Ship To address option
e Enter a date in the Delivery field

In the Requesting From section, enter or select the following:

e Select a Requisition From option

¢ Note: If you select the Other Appropriation option, all other fields in this section are cleared

and become inactive, except the Select Appropriation list, which becomes active.

e Select an option from the Select Appropriation list, if applicable

< Note: If you select the New Appropriation option, the fields at the bottom of the section
become active and you must enter the accounting information for the new appropriation.

e Enter information in the accounting fields at the bottom of this section
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12. In the Requisition Items section, make any necessary changes:

e To update the cost or quantity of an item, enter new information in the Cost or QTY fields.

e To remove an item from the list, click the link in the Remove column for that item.

e Toadd anitem to the list, click Add Additional Items. Follow steps 5 through 7 of this procedure.
e To save your work and resume at a later time, click Save & Review Later.

e To confirm and generate the requisition, click Confirm & Generate.

;,E Caution: Do not click Close unless you have saved your work. Clicking the Close button before
- saving the requisition returns you to the Manage Orders — Existing Records page without
saving your changes.
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ADD NON-STANDARD ITEMS TO AN OSO REQUISITION
Follow these steps to add non-standard items to an OSO requisition. You can add the items while creating a new
0OSO0 requisition or while editing an existing requisition.

1. Access the REQUISITION — OSO — ADD ITEMS page. See Create an OSO Requisition or Edit or Confirm an 0SO
Requisition for instructions on accessing this page.

Requisition - 0S0O
Add Items
Item Search:
Department: ALL ~ Category: -
| Search ltems | | Cancel | |Add Mon-Standard Items

2. Click Add Non-Standard Items.

The REQUISITION — OSO — AbD NEW ITEMS (NON-STANDARD) page appears.

Requisition - 0S0O
Add New Items (Non-Standard)

| Cancel |
Add Mew Row Save Changes
Dept Category | Description Cost Buy UI | Sub Cs/Pk | SellUI UPC FM| QTY | Remove
v > vz ? z| EA ¥ 1 EA ¥ ] #

Add Mew Row Sawve Changes

3. Select or enter the following:

e Select an option from the Dept list

e Select an option from the Category list

e Enter anitem description in the Description field

e Enter the unit cost for the item in the Cost field

e Select a unit of issue from the Ul list

e Enter the Universal Product Code in the UPC field, if applicable
e Select the FM check box if the item is foreign merchandise

e Enter a quantity in the Order QTY field

4. To add another item, click Add New Row and repeat step 3.
5. Click Save Changes.
The REQUISITION — OSO — ORDER DETAILS page appears.

6. To save your work and resume at a later time, click Save & Review Later.
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The MANAGE ORDERS page appears.

-or-

To confirm and generate the requisition, click Confirm & Generate.

The page updates and displays a confirmation message at the bottom of the page.

z,i Caution: Do not click Close unless you have saved your work. Clicking the Close button before
- saving the requisition returns you to the Manage Orders — Existing Records page without
saving your changes.

7. Click Yes.

The page updates and displays a confirmation message.
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EDIT OR CONFIRM AN OSO REQUISITION

You can edit or confirm an unconfirmed OSO requisition. Follow these steps to remove items, add additional

items, and confirm and generate the requisition.

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Order | Purchase Order (ASL/ACB) A

Order Number:
Order Type: ALL
Status: aLL
Start Date: g4/12/2013 [

End Date: g7/12/2013 &

| Regenerate EDI |

-

-

2. Enter or select one or more of the following:

e Enter an order number or partial number in the Order Number field

e Select Requisition — OSO from the Order Type list
e Select Unconfirmed from the Status list
e Enter dates in the Start Date and End Date fields

3. Click Search.

The page updates and displays the search results.

Manage Orders

Existing Records

Create New Order | Purchase Order (ASL/ACB) -

Order Number:
Order Type: Requisition - 0SO
Status: Unconfirmed
Start Date: p4/12/2013

End Date: 7/12/2013

| Printable Version |

| Regenerate EDI |

-

-

Order Date Order Number Vendor Amount Status

07/12/2013 USS ARLEIGH BURKE (DDG-51) $32.25 | Unconfirmed

04/30/2013 USS ARLEIGH BURKE (DDG-51) $129.00 | Unconfirmed
D Page 1 of 1 D 10 rows per page ¥ Go to page:

4. In the Order Date column, click the link for the record you want to work with.
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The REQUISITION — OSO — ORDER DETAILS page appears.

Requisition - 0S0O
Order Details

Status: Unconfirmed Order Date: N/A

@ Pier Side Address
FPO Address

@ Destination

i : 08/12/2013
2drer Delivery Fird

Delivery FOB: Ship To:

Requesting From

I @ Other Supply Officer Point Of Contact: SUPPLY OFFICER NAME - U
Requisition From: -
Other Appropriation Activity Name/UIC: USS ARLEIGH BURKE (DDG-
Select Activity: v Address: 5450 Carlisle Pike
Select Appropriation: v Zip: 17055

Appr Symbol Obj Cls Cntrl No Sub Allot Auth Acct Trans Type Prop Acct Cost Code

Requisition Items

Stock Num Description QOH|000 Cost uI oTY Sell OTY |Total Cost|Remove
0500005862 22 HONEY ROASTED CASHEWS 2 57 1.29 EA 25 25 $32.25 | Remove
|:| Page 1 of 1 |:| 10 rows per page ™ Go to page:

Print DD-1149 Order Total: $32.25
| Add Additional ltems || Save & Review Later || Confirm & Generate || Delete || Close |

5. To edit the requisition, update the following information, as necessary:

e Update the Delivery FOB and Ship To options.

e Update the date in the Delivery field.

e Update the information in the Requesting From section. See Create an OSO Requisition, step 11 for
more information.

e Update the information in the Requisition Items section. See Create an OSO Requisition, step 12 for
more information.

e Toremove an item from the purchase order, click the Remove link for that item in the Requisition
Items section.

e To add an item to the order, click Add Additional Items and then follow steps 5, 6, 7 and 9 in Create
an 0SO Requisition.

6. To save your work and resume at a later time, click Save & Review Later.
The MANAGE ORDERS page appears.
-or-
To confirm and generate the requisition, click Confirm & Generate.
The page updates and displays a confirmation message at the bottom of the page. Continue to step 7.

7. Click Yes.
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The requisition is confirmed and a DD-1149 form may now be printed. See Print a DD-1149 Form for an
0S0 Requisition.

8. Click Close.

The MANAGE ORDERS — EXISTING RECORDS page appears.
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DELETE AN OSO REQUISITION

1. Access the REQUISITION — OSO — ORDER DETAILS page. See Edit or Confirm an OSO Requisition for
instructions on accessing this page.

Requisition - 0SO
Order Details

Status: Unconfirmed

@ Pier Side Address
FPO Address

Order Date: N/A

@ Destination

Delivery: 081212013
Other Y

Delivery FOB: Ship To:

Requesting From

A @ Other Supply Officer Point Of Contact: SUPPLY OFFICER NAME - Ut
Requisition From: .
Other Appropriation Activity Name/UIC: USS ARLEIGH BURKE (DDG-
Select Activity: v Address: 5450 Carlisle Pike
Select Appropriation: v Zip: 17055

Appr Symbol Obj Cls Cntrl No Sub Allot Auth Acct Trans Type Prop Acct Cost Code

Requisition Items

Stock Num Description QOH|Q00 Cost (1) § oTY Sell OTY|Total Cost|Remove
0500005862 22 HONEY ROASTED CASHEWS 2 57 1.29 EA 25 25 $32.25 | Remove
I:‘ Page 1 of 1 I:‘ 10 rows per page ¥ Go to page:

Print DD-1149 Order Total: $32.25
| Add Additional ltems | | Save & Review Later | | Confirm & Generate | | Delete | | Close |

2. Click Delete.
A confirmation dialog box appears.

3. Click OK.

The MANAGE ORDERS — EXISTING RECORDS page appears and displays a confirmation message.
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PRINT A DD-1149 FORM FOR AN OSO REQUISITION

You can print a form DD-1149 for OSO requisitions with a status of either “confirmed” or “unconfirmed.”

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Order | Purchase Order (ASL/ACB) A

Order Number:
Order Type: ALL
Status: aLL

Regenerate EDI |

-

-

Start Date: g4/12/2013 End Date: g7/q2/2013 =

2. Enter or select one or more of the following:

e Enter an order number or partial number in the Order Number field

e Select Requisition — OSO from the Order Type list
e Select Confirmed or Unconfirmed from the Status list
e Enter dates in the Start Date and End Date fields

3. Click Search.

The page updates and displays the search results.

Manage Orders

Existing Records

Create New Order | Purchase Order (ASL/ACB) -

Order Number:
Order Type: Requisition - 0SO
Status: Unconfirmed

Printable Version |

Regenerate EDI |

-

-

Start Date: g4/12/2013 End Date: p712/2013 £

Order Date Order Number Vendor Amount Status

07/12/2013 USS ARLEIGH BURKE (DDG-51) $32.25 | Unconfirmed

04/30/2013 USS ARLEIGH BURKE (DDG-51) $129.00 | Unconfirmed
I:‘ Page 1 of 1 I:I 10 rows per page ¥ Go to page:

4. In the Order Date column, click the link for the record you want to work with.
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The REQUISITION — OSO — ORDER DETAILS page appears.

Requisition - 0S0O
Order Details

Status: Unconfirmed

@ Pier Side Address
FPO Address

Order Date: N/A

@ Destination

i : 08/12/2013
2drer Delivery Fird

Delivery FOB: Ship To:

Requesting From

I @ Other Supply Officer Point Of Contact: SUPPLY OFFICER NAME - U
Requisition From: -
Other Appropriation Activity Name/UIC: USS ARLEIGH BURKE (DDG-
Select Activity: v Address: 5450 Carlisle Pike
Select Appropriation: v Zip: 17055

Appr Symbol Obj Cls Cntrl No Sub Allot Auth Acct Trans Type Prop Acct Cost Code

Requisition Items

Stock Num Description QOH|000 Cost uI oTY Sell OTY |Total Cost|Remove
0500005862 22 HONEY ROASTED CASHEWS 2 57 1.29 EA 25 25 $32.25 | Remove
|:| Page 1 of 1 |:| 10 rows per page ™ Go to page:

Print DD-1149 Order Total: $32.25
| Add Additional ltems || Save & Review Later || Confirm & Generate || Delete || Close |

5. Click Print DD-1149.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.

Page 186 Unclassified — For Official Use Only 24 October 2013



ROM3 User’s Guide for Afloat Users, Version 1.0
Order/Receive

6.4 Smart Re-Orders

Smart Re-Order is intended to provide a semi-automated way to generate purchase orders and PRIME/CARGO
requisitions. ROM3 can create a fairly accurate order based on user-entered criteria, such as crew size, operating
zone, operating status, and sustainment days.

After entering all required parameters, the system compares the on-hand inventory quantities with average
consumption rates for each item. Based on the difference of this calculation, ROM3 selects all necessary items
and quantities for the order.

¢ Note: The smart re-order calculation is based on actual sales history for each item. The longer ROM3
runs and the more sales data it collects, the more accurate this functionality will be.

This section includes the following task, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS

e C(Create a Smart Re-Order X
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CREATE A SMART RE-ORDER

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Order

| Purchase Order (ASL/ACB) v |

| Regenerate EDI

Order Number:
Order Type: ALL -
Status: ALL -
Start Date: gg/20/2013 Ei End Date: pg/20/2013 &

2. Select Smart Re-Order (ASL/ACB) or Smart Re-Order (CARGO) from the Order Type list, depending on

which type of order you want to create, and then click Create New Order.

Manage Orders

Existing Records

| Purchase Order (ASL/ACB) -

Purchase Order (ASL/ACB)

Requisition - CARGO

Requisition - PRIME

Order Numl Requisition - OS0O/Appropriation
Order Ty

Create New Order

Smart Re-Order (CARGO)
StalEmergency Procurement
Start D Specﬂl CEJEd%rIEDrun:lJ(DD-HSS}

| Select the type of order to create, h

l! 09/26/2013

[ Soareh |

T
[

The PURCHASE ORDER —SMART REORDER page appears.

Purchase Order

Smart Reorder

Re-Order Parameters

Operating Zone: B - San Diego - Activity Status: Deployed -

Limit to Department: ALL - Limit to Category: |ALL
Sustainment Days: 30

Cancel Re-Order

Expected Crew Size: 500

Calculate ltems/Quantities | |
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3. Enter or select one or more of the following:
e Select the operating zone you want the order to be fulfilled in from the Operating Zone list
e Select the intended operating status from the Activity Status list
¢ Note: The Activity Status is taken into consideration in the Smart Re-Order calculation. For
example, you will need more stock if you are deployed compared to being in the yard.
e To limit the calculation to a specific department, select an option from the Department list
e To limit the calculation to a specific category, select an option from the Category list (list becomes
active after selecting a department)
e Enter the expected crew size in the Expected Crew Size field
e Enter the number of days’ worth of inventory to have on hand in the Sustainment Days field
4. Click Calculate Items/Quantities.
The page updates and displays the results.
Purchase Order
Smart Reorder
Re-Order Parameters
Operating Zone: B - San Diego - Activity Status: Deployed -
Limit to Department: ALL  ~ Limit to Category: |ALL
E){pected Crew Size: 5000 Sustainment Days: 30
Calculate ltems/Quantities || Cancel Re-Order
Suggested Items & Quantities
# of Ttems Per PO: 25 (max 99)
Create Purchase Orders |
Add Additional ltems Update Quantities
S Order Sell [ sell
Stock Num Description Contract # | QOH Q00| Cost UL Order OTY Ul Y Remove
1 9/16" LAMINATED STL | NOD189-08- .
1200001006 PIN TUMBLER D-0010 1859 4| $4.74 |EA 996 EA 996 |Remove
4GB SD MEMORY CRD HI | NOD189-08- ,
3800006871 20 0o e D-0010 156| 0/$25.25 |EA 643 |EA 648 |Remove
ALWAYS ULTRA NOO189- 08- _
1100005614 vy e D-0010 1036 | 0| $3.24 |EA 288 |EA 288 |Remove
051000 BIG BOLD BEARS g?gégg_o?_ 65 0| $0.82 |EA 624 EA 624 |Remove
0500000392 MILKY WAY BAR 3?35?3-08- 12734 0| $0.58 |EA 360 EA 360 |Remove
D Page 1 of 1 I:‘ 10 rows per page v Go to page:
| Add Additional ltems | | Update Quantities |
¢ Note: If you change the calculation options in the Re-Order Parameters section, click
Calculate Items/Quantities to recalculate the suggested order items.
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5. Toremove an item from the order, click the link in the Remove column for that item.

6. To update the order quantity of an item, enter the new quantity in the Order QTY field.

¢ Note: If you have more than one page of order items, click the Next button EJ to go to the

next page. You will not lose any changes made on the previous page.

7. To manually add additional items to the order, click Add Additional Items. See Create a Purchase Order
for instructions.

8. Click Create Purchase Orders or Create Requisition depending on the type of Smart Re-Order selected.

If more than one purchase order was created, the MANAGE ORDERS — EXISTING RECORDS page appears. In
the Order Date column, click the link for the record you want to finish and then follow the instructions in
Edit or Confirm a Purchase Order.

_Or-

If only a single purchase order was created, the PURCHASE ORDER — ORDER DETAILS page appears. See Edit
or Confirm a Purchase Order for information on completing the order.

_or_

If a CARGO Requisition was created, the REQUISITION - CARGO page appears. See Edit or Confirm a CARGO
or PRIME Requisition for more information on completing the requisition.
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6.5 Emergency Procurements

In ROM3, you can create an emergency procurement order, add non-standard items to the system as necessary,
and generate a DD-1155 Form for processing.

A ship may acquire items to sell in the ship’s store from non-standard vendors while visiting various ports. These
items may be standard items, identical to those in the catalog, or they may be non-standard items that must be
added to the system. These orders generate a DD-1155 Form and are typically paid for with a check from the
disbursing officer.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS

e View an Emergency Procurement X X X X
e Create an Emergency X

Procurement
e Add Non-Standard Items to an X

Emergency Procurement
e Edit or Confirm an Emergency X

Procurement
e Delete an Emergency X

Procurement
e Printa DD Form 1155 Form for an X X X X

Emergency Procurement
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VIEW AN EMERGENCY PROCUREMENT

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Order | Purchase Order (ASL/ACE) v |

Regenerate EDI

Order Number:
Order Type: ALL -
Status: ALL -
Start Date: gg/20/2013 Ei End Date: gg/20/2013 =i

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,

depending on your user role.

2. Enter or select one or more of the following:

e Enter an order number or partial number in the Order Number field or leave the field blank
e Select an activity from the Select Activity list (available for users with Enterprise user roles only)

e Select Emergency Procurement from the Order Type list
e Select a status from the Status list
e Enter dates in the Start Date and End Date fields

3. Click Search.
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The page updates and displays the search results.

Manage Orders

| Create New Order

Order Number:

Existing Records

| Purchase Order (ASL/ACB) -

Order Type: Emergency Procurement

Status: aLL

Start Date: gs/20/2013 4

-

hd

End Date: pgr20/2013 [

| Printable Version |

| Regenerate EDI |

Order Date Order Number Vendor Amount Status
08/12/2013 W23153-3224-9855 ACOSTA, INC. $144.00 | Received
08/08/2013 W23153-3220-9850 ACOSTA, INC. $5.00 | Confirmed
PRR/QAMRENE - 32 o el e O T AT | g, - s _Bﬁsﬂivar"" >
=t
O5/e fe_ud e 3242 031 ATCan Supy., -o. $25.00 | wornuihicu
05/22/2013 W23153-3142-9830 African Supply Co. $4.00 | Confirmed
05/22/2013 W23153-3142-9829 African Supply Co. $1.00 | Confirmed

Dpagelof2

10 rows per page ~

Go to page:

4. Inthe Order Date column, click the link for the record you want to view.
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The EMERGENCY PROCUREMENT — ORDER DETAILS page appears.

Emergency Procurement

Order Details

I W23153-3224-9855

Delivery FOB:

Status: Received

Ship To:

Vendor / Payment Information

Vendor Payment Made By
Donny Disbo

Disbursing Officer

Vendor Name:

Address: USS BAINBRIDGE (DDG-96)
FPO AA 17053
Zip Code:
Phone:

Order Date: 08/1

Delivery:

I Requisition Items

Print DD-1155

i . Sub Sell Total
Stock Num Description (QOHQOO Cost oTY Buy UI Cs/Pk TY Cost Remove
183939HHO001 ‘:i’lf e - 288 | $144.00

D Page 1 of 1 |:| 10 rows per page ¥ Go to page:

Order Total: $144.00

Close
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CREATE AN EMERGENCY PROCUREMENT

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Manage Orders

Existing Records

Create New Order | Purchase Order (ASL/ACB) v | |

| Regenerate EDI |

Order Number:
Order Type: ALL -
Status: ALL -

Start Date: gg/20/2013 Ei End Date: pg/20/2013 &

2. Select the Emergency Procurement option from the Order Type list, shown below, and then click Create

New Order.
Manage Orders
Existing Records
Create New Order | Purchase Order (ASL/ACB) v Printablg

Purchase Order (ASL/ACE)
Requisition - CARGO
Requisition - PRIME
Requisition - OSO/Appropriation
v e 7y Smart Re-Order (ASL/ACB)
g-[) g AR )

Regene

vl W]

mgrl e
L Emergency Procuremen
“yopecial Urder Form (DD-

o - Select the type of order to create. !

The EMERGENCY PROCUREMENT — ADD ITEMS page appears.

L

Emergency Procurement
Add Items
Item Search:
Department: ALL T Category: -
| Search ltems | | Cancel | |Add MNon-Standard Itemsl

¢ Note: For instructions on adding non-standard items to the requisition, see Add Non-Standard
Items to an Emergency Procurement.

3. Enter or select one or more of the following:

e Enter a stock number or item name (or partial number or name) in the Item Search field
e Select an option from the Department list
e Select an option from the Category list (list becomes active after selecting a department)
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4. Click Search Items.

The page updates and displays the search results.

Emergency Procurement
Add Ttems
Item Search:
Department: Al h Category: ALL h
| Search ltems | | Cancel | |Add Non-Standard Items|
Save Changes

Dept| Category Stock Num Description QOH|000 Cost UI| Order OTY |(Sell OTY
Al Food 0500005862 22 HONEY ROASTED CASHEWS 0 65 EA 0
Al | Food 3113130000005 | ACT II Butter Lovers Popcorn 466 | 76 EA 0
Al |[Meat 311311000003 |BBQ PORK JERKY 0 5] EA 0
o Vg 100008900844 | Big Disnas ~ lLighter - ;A E4, S
A Ce L& ce— oo IHRLOCZ | ruity e 0 L .

Al Meat 0710000007 HICKORY BEEF JERKY 0 0 EA 0
Al Beef Jerky| 808500HHD002 | Jack Links 0 0 EA 0
D Page 1 of 3 10 rows per page ~ Go to page:

Save Changes

5. Enter the cost price for each item in the Cost field.

6. Enter a number in the Order QTY field for each item you want to add to the order.

- Note: If you have more than one page of search results, click the Next button l_:"J to go to the

next page. You will not lose any selections made on the previous page.
7. Click Save Changes.
The page updates, the information you just added is saved, and the Done Adding Items button appears.
8. To add more items, repeat steps 3 to 7.
-or-

To add non-standard items, click Add Non-Standard Items. See Add Non-Standard Items to an Emergency
Procurement for more information.

9. Click Done Adding Items.
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The EMERGENCY PROCUREMENT — ORDER DETAILS page appears.

Emergency Procurement
Order Details

Status: Unconfirmed Order Date: N/A
@ Destination @ Pier Side Address

Delivery FOB: Ship To: Delivery: 09/20/2013 [

Other FPO Address

I Vendor / Payment Information

Select Vendor: MNew Vendaor -
Vendor Payment Made By
Vendor Name: Donny Disbo
. Disbursing Officer
Address: USS BAINBRIDGE (DDG-96)
FPO AA 17053

Zip Code:

Phone:

Requisition Items

Stock Num Description |QOH|000| Cost orY puyus | Sub | Sell | Total

Cs/Pk | OTY | Cost [REMOVE

311313000000s| A¢T I Butter 466 | 76 1.03 50 |EA ~ 1 50| $61.50 | Remove
Lovers Popcorn

322211000001 | Chewy Bar - Smore | 131 | 670 1.59 20 EA - 1 20| $21.80 | Remove
I:' Page 1 of 1 I:' 10 rows per page ¥ Go to page:
Print DD-1155 Order Total: $93.30
| Add Additional ltems || Save & Review Later || Confirm & Generate || Close |

10. At the top of the page, enter or select the following:

e Select a Delivery FOB option
e Select a Ship To address option
e Enter a date in the Delivery field

11. Inthe Vendor/Payment Information section, enter or select the following:

e Select a vendor from the Select Vendor list
e Entervendor information in the Vendor fields, if applicable

¢ Note: If you select an existing vendor, the Vendor fields are system-populated. If you select
the New Vendor option, you must enter information in the Vendor fields.

12. In the Requisition Items section, make any necessary changes:

e To update the cost or quantity of an item, enter new information in the Cost or QTY fields.

e Toremove an item from the list, click the link in the Remove column for that item.

e Toadd an item to the list, click Add Additional Items. Follow steps 3 through 7 of this procedure.
e To save your work and resume at a later time, click Save & Review Later.

e To confirm and generate the requisition, click Confirm & Generate.
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A Caution: Do not click Close unless you have saved your work. Clicking the Close button before
- saving the requisition returns you to the Manage Orders — Existing Records page without
saving your changes.
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ADD NON-STANDARD ITEMS TO AN EMERGENCY PROCUREMENT
Follow these steps to add non-standard items to an emergency procurement. You can add the items while
creating a new order or while editing an existing order.

1. Access the EMERGENCY PROCUREMENT — ADD ITEMS page. See Create an Emergency Procurement or Edit or
Confirm an Emergency Procurement for instructions on accessing this page.

Emergency Procurement
Add Items
Item Search:
Department: ALL ¥ Category: v
I Search ltems | | Cancel | |Add Mon-Standard ltems

2. Click Add Non-Standard Items.

The EMERGENCY PROCUREMENT — ADD NEW ITEMS (NON-STANDARD) page appears.

Emergency Procurement
Add New Items (Non-Standard)

| Cancel |
Add Mew Row Save Changes
Dept Category | Description Cost Buy UI | Sub Cs/Pk | SelluUl UpPC FM| QTY | Remove
v 2 A ? #| BA ¥ 1 EA - ] #
Add Mew Row Save Changes

3. Select or enter the following:

e Select the department for the new item from the Dept list

e Select the category for the new item from the Category list

e Enter the item’s description in the Description field

e Enter the unit cost for the item in the Cost field

e Select the unit of issue for the item from the Buy Ul list

e Enter the number of selling units per order unit (usually 1) in the Sub Cs/Pk field
e Enter the selling unit of issue for the item (typically EA) from the Sell Ul list

e Enter the Universal Product Code in the UPC field, if known

e Select the FM check box if the item is foreign merchandise

e Enter the quantity you want to order in the QTY field

4. To add another item, click Add New Row and repeat step 3.
5. Click Save Changes.

The EMERGENCY PROCUREMENT — ORDER DETAILS page appears.
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6. To save your work and resume at a later time, click Save & Review Later.
The MANAGE ORDERS — EXISTING RECORDS page appears.
-or-
To confirm and generate the emergency procurement, click Confirm & Generate.
The page updates and displays a confirmation message at the bottom of the page.
& Caution: Do not click Close unless you have saved your work. Clicking the Close button before

saving the requisition returns you to the Manage Orders — Existing Records page without
saving your changes.

7. Click Yes.

The page updates and displays a confirmation message.
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EDIT OR CONFIRM AN EMERGENCY PROCUREMENT

Follow these steps to edit a saved emergency procurement with a status of “Unconfirmed.” You can add
additional items, confirm and generate the requisition, or delete the record.

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Man

age Orders

Exis

Create New Order

Order Number:

Order Type: ALL

Status: ALL

Start Date: gs/20/2013

ting Records

| Purchase Order (ASL/ACB) v

Regenerate EDI |

-

-

End Date: pg/20/2013 i

2. Enter or select one or more of the following:

e Enter an order number or partial number in the Order Number field

e Select Emergency Procurement from the Order Type list
e Select Unconfirmed from the Status list
e Enter dates in the Start Date and End Date fields

3. Click Search.

The page updates and displays the search results.

Manage Orders

Create New Order

Order Number:

Purchase Order (ASL/ACB)

Existing Records

Order Type: Emergency Procurement

Status: Unconfirmed
Start Date: gs5/07/2013

-

-

i End Date: g5/08/2013 EH

Printable Version |

Regenerate EDI |

Order Date Order Number Vendor Amount Status

05/08/2013 Test Vendor $52.30 | Unconfirmed

05/08/2013 African Supply Co. $24.00 | Unconfirmed

05/08/2013 Test Vendor Z %$201.90 | Unconfirmed
D Page 1 of 1 D 10 rows per page ¥ Go to page:

4. Inthe Order Date column, click the link for the record you want to work with.
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The EMERGENCY PROCUREMENT — ORDER DETAILS page appears.

Emergency Procurement
Order Details
I Status: Unconfirmed Order Date: N/A
@ Destination @ Pier Side Address @
Delivery FOB: Ship To: Delivery: 06/08/2013 ]
Y Other P FPO Address Y

I Vendor / Payment Information

Select Vendor: Test Vendor - 123 W Main Street - Anytown, PA 17704 -

Vendor Payment Made By
vendor Name: Disbursing Officer NAME - USS ANYSHIP
. Disbursing Officer
Address: USS BAINBRIDGE (DDG-96)
FPO AA 17053
Phone:
I Requisition Items
Stock Num Description QOH|Qo0 Cost uI oTY Sell OTY | Total Cost | Remove
570000000000X | X-Large Shower Shoe 0 30 .23 EA 10 10 $52.30 | Remove
D Page 1 of 1 |:| 10 rows per page ¥ Go to page:
Print DD-1155 Order Total: $52.30
| Add Additional ltems || Save & Review Later || Confirm & Generate | | Delete || Close |

To edit the emergency procurement, update the following information, as necessary:

e Update Delivery FOB, Ship To, and Delivery information, if needed.
e Update the information in the Vendor/Payment Information section. See Create an Emergency

Procurement, step 11 for more information.

e Update the information in the Requisition Items section. See Create an Emergency Procurement, step

12 for more information.

e Toremove an item from the purchase order, click the Remove link for that item in the Requisition

Items section.

e Toadd an item to the order, click Add Additional Items and then follow steps 3 to 7 in Create an

Emergency Procurement.

To save your work and resume at a later time, click Save & Review Later.
The MIANAGE ORDERS — EXISTING RECORDS page appears.
_or-

To confirm and generate the requisition, click Confirm & Generate.

The page updates and displays a confirmation message at the bottom of the page.
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;,E Caution: Do not click Close unless you have saved your work. Clicking the Close button before
- saving the requisition returns you to the Manage Orders — Existing Records page without
saving your changes.

7. Click Yes.

The page updates and displays a confirmation message.

24 October 2013 Unclassified — For Official Use Only Page 203



ROM3 User’s Guide for Afloat Users, Version 1.0
Order/Receive

DELETE AN EMERGENCY PROCUREMENT

1.

2.

3.

Access the EMERGENCY PROCUREMENT — ORDER DETAILS page. See Edit or Confirm an Emergency
Procurement for instructions on accessing this page.

Emergency Procurement
Order Details
I Status: Unconfirmed Order Date: N/A
@ Destination @ Pier Side Address ”
Delivery FOB: Ship To: Delivery: 06/08/2013
Y Other p FPO Address Y

I Vendor / Payment Information

Select Vendor: Test Vendor - 123 W Main Street - Anytown, PA 17704 -

Vendor Payment Made By
vendor Name: Disbursing Officer NAME - USS ANYSHIP
. Disbursing Officer
Address: USS BAINBRIDGE (DDG-96)
FPO AA 17053
Phone:
I Requisition Items
Stock Num Description QOH|QOO0 Cost uI oTY Sell QTY | Total Cost | Remove
570000000000X | X-Large Shower Shoe o 30 523 EA 10 10 $52.30 | Remove
D Page 1 of 1 I:‘ 10 rows per page ¥ Go to page:
Print DD-1155 Order Total: $52.30
| Add Additional ltems || Save & Review Later || Confirm & Generate | | Delete || Close |

Click Delete.

A confirmation dialog box appears.
Click OK.

The MANAGE ORDERS — EXISTING RECORDS page appears and displays a confirmation message.
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PRINT A DD-1155 FORM FOR AN EMERGENCY PROCUREMENT

You can print a DD-1155 Form for emergency procurements with a status of either “confirmed” or

“unconfirmed.”

1. Select Manage Orders from the Order/Receive menu.

The MANAGE ORDERS — EXISTING RECORDS page appears.

Man

age Orders

Exis

Create New Order

Order Number:

Order Type: ALL

Status: ALL

Start Date: gs/20/2013

ting Records

| Purchase Order (ASL/ACB) v

Regenerate EDI |

-

-

End Date: pg/20/2013 i

2. Enter or select one or more of the following:

e Enter an order number or partial number in the Order Number field

e Select Purchase Order from the Order Type list

e Select Confirmed or Unconfirmed from the Status list

e Enter dates in the Start Date and End Date fields

3. Click Search.

The page updates and displays the search results.

Manage Orders

Create New Order

Order Number:

Purchase Order (ASL/ACB)

Existing Records

Order Type: Emergency Procurement

Status: Unconfirmed
Start Date: gs5/07/2013

-

-

i End Date: g5/08/2013 EH

Printable Version |

Regenerate EDI |

Order Date Order Number Vendor Amount Status

05/08/2013 Test Vendor $52.30 | Unconfirmed

05/08/2013 African Supply Co. $24.00 | Unconfirmed

05/08/2013 Test Vendor Z %$201.90 | Unconfirmed
D Page 1 of 1 D 10 rows per page ¥ Go to page:

4. Inthe Order Date column, click the link for the record you want to work with.
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The PURCHASE ORDER — ORDER DETAILS page appears.

Emergency Procurement
Order Details

Order Date: N/A

Status: Unconfirmed
@ Pier Side Address
FPO Address

@ Destination
Other

Delivery FOB: Ship To: Delivery:

Select Vendor: Test Vendor - 123 W Main Street - Anytown, PA 17704

Payment Made By
Disbursing Officer NAME - USS ANYSHIP
Disbursing Officer

USS BAINBRIDGE (DDG-96)

FPO AA 17053

Vendor
Vendor Name:
Address:

Phone:

06/08/2013 4

I Vendor / Payment Information
-

I Requisition Items

Print DD-1155

Stock Num Description QOH|Qo0 Cost uI oTY Sell OTY | Total Cost | Remove
570000000000X | X-Large Shower Shoe 0 30 .23 EA 10 10 $52.30 | Remove
D Page 1 of 1 |:| 10 rows per page ¥ Go to page:

Order Total: $52.30

Confirm & Generate || Delete || Close |

Save & Review Later

| Add Additional Items

Click Print DD-1155.
¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.

5.
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6.6 Receipts

ROMS3 allows you to view all receipts and create new receipts in order to receive orders into the system.

This module allows a user to receive a previously confirmed order of any type, including purchase orders, special
orders, and requisitions. When an order arrives at the ship, a receipt is created to record quantities received,
and actual invoice pricing. This action adds the item into inventory, updates cost prices, potentially updates
retail prices, and accounts for any shipping charges and/or discounts.

This module also covers handling of EDI 857 invoice transactions. These transactions typically arrive ahead of the
order and provide updated quantity and pricing information from the vendor. If an 857 is received prior to the
order being receipted, quantities and prices are pre-filled according to the 857. If the 857 arrives after the order
has already been receipted, cost prices are updated, but quantities are not affected.

There are several reports which may be generated within this module. A Receiving Report provides a detailed
look at a specific receipt, an 857 Discrepancy Report shows all instances of a received 857 containing
information that differs from the activity’s original 860 order transaction, and the B01/B05 Journal of Receipts
lists all receipts confirmed within a selected accounting period.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a Receipt X X X X
e Create a New Receipt (Receive an X
Order)
e Edit or Confirm a Receipt X
e Generate a Receiving Report X
e Generate an 857 Discrepancy X X X X
Report
e Print a BO1/B05 Journal of X X X X
Receipts Report
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VIEW A RECEIPT

1. Select View Receipts from the Order/Receive menu.

The MANAGE RECEIPTS — EXISTING RECORDS page appears.

Manage Receipts

Existing Records

Receive an Order | | Generate 857 Discrepancy Report

| B01/B05 Journal Of Receipts

Receipt or Order #:
Order Type: ALL - Receipt Status: ALL -

Accounting Period: 03/27/2012 - Present -

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,

depending on your user role.

2. Enter or select one or more of the following:

e Enter an order number or partial number in the Receipt or Order # field or leave the field blank

e Select an option from the Order Type list
e Select an option from the Receipt Status list

e Select an activity from the Select Activity list (available for users with Enterprise user roles only)

e Select an option from the Accounting Period list

3. Click Search.
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The page updates and displays the search results.

Manage Receipts

Existing Records

Receive an Order | | |

Receipt or Order #:

Order Type: Requisition - 0S0 hd Receipt Status: ALL h

Accounting Period: Al A
Receipt Date | Receipt Num Order Number Vendor / Source Order Type Status
02/28/2013 056 W23153-3059-9906 |USS ARLEIGH BURKE (DDG-51) Requisition - 0S0O | Confirmed
02/28/2013 055 W23153-3059-9906 |USS ARLEIGH BURKE {DDG-51) Requisition - 0S0 | Confirmed
02/27/2013 054 W23153-3057-9904 | USS ARLEIGH BURKE (DDG-51) Requisition - 050 | Confirmed
02/27/2013 053 W23153-3057-9904 |USS ARLEIGH BURKE (DDG-51) Requisition - 0S0O | Confirmed
02/25/2013 051 W23153-3056-9902 | USS ARLEIGH BURKE (DDG-51) Requisition - 0S0 | Confirmed

I:' Page 1 of 1 D 10 rows per page Go to page:

4. In the Receipt Date column, click the link for the record you want to view.

The RECEIVE AN ORDER page appears.

Receive An Order

I Receipt #051 Status: Confirmed Receipt Date: 02/25/2
Order # W23153-3056-9902 Order Date: 02/25/2013 Order Type: Requisition - 0SO
Vendor/Source: USS ARLEIGH BURKE 857: Not-Received FOB: Destination

(DDG-51)

Receipt Information

Cash Discount: $ Shipping: $ Receiving Date:
Receiving Noftes:

Order Items

- Order Prev . Cancel [Sub CS|Receive

Stock Number Description Cost Rec Oty Rec Remain To

22 HONEY ROASTED
0500005862 CASHEWS 2 0 0 1 -
3113250000003| 311311 test 50 0 0 1 -
311313000000s5| ACT I Butter 50 0 () 1 -

Lovers Popcorn

D Page 1 of 1 D 10 rows per page ~ Go to page:

Receipt Total: $149.00

| Receiving Report || Close |
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CREATE A NEW RECEIPT (RECEIVE AN ORDER)

When you receive a confirmed order in ROM3, a new receipt is created. You can then record the quantities
received for each item on the order, along with any shipping charges or price changes. You can save the receipt

and work on it at a later time, or you can confirm and submit it to receive the items into inventory.

1.  Select Receive an Order from the Order/Receive menu.
The RECEIVE AN ORDER — SELECT ORDER TO RECEIVE page appears.
Receive An Order
Select Order To Receive
Order Number:
Order Type: ALL ¥ Status: ALL -
| Search | | Cancel
—
2.  Enter or select one or more of the following:
e Enter an order number or partial number in the Order Number field or leave the field blank
e Select an option from the Order Type list
e Select an option from the Status list
3.  Click Search.
The page updates and displays the search results.
Receive An Order
Select Order To Receive
Order Number: 9812
Order Type: ALL ¥ Status: ALL hd
| Search |
RDD Order Date Order # Vendor / Source Order Type Status
04/12/2013 03/13/2013 W23153-3072-9812 ACOSTA, INC. Purchase Order Confirmed
|:| Page 1 of 1 D 10 rows per page Go to page:
¢ Note: By default, orders are listed by their Requested Delivery Date (RDD). Any late orders are
displayed first, followed by the orders closest to the current date.
4. Inthe RDD column, click the link for the order you want to work with.
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The RECEIVE AN ORDER page appears.

Receive An Order

Status: Unconfirmed Receipt Date: N/A
Order # W23153-3072-9812 Order Date: 03/13/2013 Order Type: Purchase Order
Vendor/Source: ACOSTA, INC. 857: Not-Received FOB: Destination
e
Cash Discount: $ Shipping: $ 0.00 Receiving Date: 05/14/2013

Receiving Notes:

I Order Items

Default Receiving Locations: M3 items (cans): 9900 - Storeroon > All other items: 9900 - Storeroon ¥ | Apply

Stock Number Description Cost % Rec ﬁ Remain %‘CEI C%tv REFI_?}NE
1839390000003 ggfﬁfggg:ﬁ“” 7.74 5 0 0 5 0 1| 9900 *
1839390000001 fuuaas‘;eRM;rzssﬁody 1.94 10 0 0 10 0 1| 9900 -
|:| Page 1 of 1 I:' 10 rows per page ¥ Go to page:
Receive All Remaining | Receipt Total: $0.00
| Save & Review Later | | Confirm & Submit || Receiving Report || Close |

In the Receipt Information section, enter the following, if necessary:

e Record any shipping charges in the Shipping field
e Enter the date the items actually arrived in the Receiving Date field
e Enter notes in the Receiving Notes field, as necessary

In the Order Items section, you have two options. You can enter information for each item on the order

or you can click the Receive All Remaining button to receive all outstanding items on the order.
Select or enter the following, if applicable, for each item in the order:

e [f the cost on the invoice is different from the order cost, enter the invoice cost in the Cost field
e Enter the quantity received in the Rec Qty field
e Enter any quantities cancelled by the vendor in the Cancel Qty field

< Note: After entering a quantity in either the Rec Qty field or the Cancel Qty field, the Receive

All Remaining button becomes inactive.

e Select an option from the Receive To list

Tip: Use the Receive To list to receive specific items directly into a specific storage location.
For example, rather than receive cans of soda into the 9900 storeroom and then break them

d

out to 9700 soda vending, select 9700 from the Receive To list.

Use the Default Receiving Locations lists to set the default receiving location for M3 items

and all other items. Select the desired location and then click Apply.
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_Or_

e Click Receive All Remaining to populate the Rec Qty field with the remaining quantity of that item
on the order
e Select an option from the Receive To list

7. To save your work and resume at a later time, click Save & Review Later.
The RECEIVE AN ORDER — SELECT ORDER TO RECEIVE page appears.
-or-
To confirm the receipt and add items to inventory, click Confirm & Submit.

The page updates and displays a confirmation message at the bottom of the page. Continue to step 8.

Confirming this receipt will post the received items to inventory, are
you sure you want to continue?

z,} Caution: Do not click Close unless you have saved your work. Clicking the Close button before
- saving the requisition returns you to the Receive an Order — Select Order to Receive page
without saving your changes.

8. Click Yes.
The page updates and displays a confirmation message.

9. |If the cost price of any items has changed enough to suggest a new retail price, you will see another
confirmation message asking if you want to view the new price.

The cost price of at least one item has changed enough to suggest a
new retail price. Would you like to view the suggested new retail
prices?

Click Yes to view or No to continue.

If you click Yes, the RECEIVE AN ORDER — SUGGESTED RETAIL PRICES page appears.

Receive An Order

Suggested Retail Prices

Printer; MH Register

Stock Number | Description |Old Cost | New Cost | Curr Retail | New Retail | Accept| Label Oty | Non-EPOS?
311313000009 Nerds Candy $0.5898 $3.4375 $1.05 6.00 = 0 |MNo
D Page 1 of 1 I:' 10 rows per page - Go to page:
| Apply Changes | | Close |

10. Enter or select the following for each item:

e Update the price in the New Retail field, if necessary
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¢ Note: ROM will have already calculated the new retail price based on the new cost price and
the default markup percentage for the item’s department.

e Select the Accept check box to set the price in the New Retail field as the item’s new retail price

¢ Note: Do not select this check box for a Non-EPOS item (item has a “Yes” in the Non-EPOS?
column), if an inventory has not been performed first. You can also change the retail price for
any item on the Edit Inventory — Item Price page at a later time.

e Select the Print Label check box to print a new barcode label for the item with the new retail price

< Note: Select the desired label printer from the Printer list.

11. Click Apply Changes.

The RECEIVE AN ORDER page appears and displays a confirmation message.
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EDIT OR CONFIRM A RECEIPT

Follow these steps to edit a saved receipt with a status of “Unconfirmed.” You can add additional received
items, or confirm and submit the receipt. After confirming the receipt, it can no longer be edited.

1. Select Receive an Order from the Order/Receive menu.
The RECEIVE AN ORDER — SELECT ORDER TO RECEIVE page appears.
Receive An Order
Select Order To Receive
Order Number:
Order Type: ALL ¥ Status: ALL A
| Search | | Cancel
2. Enter or select one or more of the following:
e Enter an order number or partial number in the Order Number field or leave the field blank
e Select an option from the Order Type list
e Select an option from the Status list
3. Click Search.
The page updates and displays the search results.
Receive An Order
Select Order To Receive
Order Number: 9812
Order Type: ALL ¥ Status: ALL b
| Search |
RDD Order Date Order # Vendor / Source Order Type Status
04/12/2013 03/13/2013 W23153-3072-9812 ACOSTA, INC. Purchase Order Confirmed
D Page 1 of 1 D 10 rows per page ~ Go to page:
4. Inthe RDD column, click the link for the order you want to work with.
Page 214 Unclassified — For Official Use Only 24 October 2013



ROM3 User’s Guide for Afloat Users, Version 1.0
Order/Receive

The RECEIVE AN ORDER page appears.

Receive An Order

Status: Unconfirmed Receipt Date: N/A
Order # W23153-3072-9812 Order Date: 03/13/2013 Order Type: Purchase Order
Vendor/Source: ACOSTA, INC. 857: Not-Received FOB: Destination
e
Cash Discount: $ Shipping: $ 0.00 Receiving Date: 05/14/2013

Receiving Notes:

I Order Items

Default Receiving Locations: M3 items (cans): 9900 - Storeroon ¥ All other items: 9900 - Storeroon ¥ | Apply

Stock Number Description Cost % Rec F;{—; Remain %‘ml C%tv REFI_‘E:VE
1839390000003 ggfffggg;%“” 7.74 5 0 0 5 0 1| 9900 »
1839390000001 fuuaas‘;eRMe;r;iﬁody 1.94 10 0 0 10 0 1| 9900 -
|:| Page 1 of 1 I:' 10 rows per page ~ Go to page:
Receive All Remaining | Receipt Total: $0.00
| Save & Review Later || Confirm & Submit || Receiving Report || Close |

To edit the receipt, update the following information, as necessary:

e Update any shipping charges in the Shipping field

e Update the date the items actually arrived in the Receiving Date field
e Update notes in the Receiving Notes field

e Update the invoice cost in the Cost field

e Update the quantity received in the Rec Qty field

e Update any quantities cancelled by the vendor in the Cancel Qty field

To save your work and resume at a later time, click Save & Review Later.
The RECEIVE AN ORDER page appears.

-or-

To confirm and submit the receipt, click Confirm & Submit.

The page updates and displays a confirmation message at the bottom of the page.

,E Caution: Do not click Close unless you have saved your work. Clicking the Close button before
saving the requisition returns you to the RECEIVE AN ORDER page without saving your changes.

Click Yes.

The page updates and displays a confirmation message.
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GENERATE A RECEIVING REPORT

If an order arrives in four separate shipments, you may have four separate receipts. The receiving report
provides a combined overview from all related receipts.

1. Select Receive an Order from the Order/Receive menu.
The RECEIVE AN ORDER — SELECT ORDER TO RECEIVE page appears.
Receive An Order
Select Order To Receive
Order Number:
Order Type: ALL ¥ Status: ALL A
| Search | | Cancel
2. Enter or select one or more of the following:
e Enter an order number or partial number in the Order Number field
e Select an option from the Order Type list
e Select an option from the Status list
3. Click Search.
The page updates and displays the search results.
Receive An Order
Select Order To Receive
Order Number: 9812
Order Type: ALL ¥ Status: ALL b
| Search |
RDD Order Date Order # Vendor / Source Order Type Status
04/12/2013 03/13/2013 W23153-3072-9812 ACOSTA, INC. Purchase Order Confirmed
D Page 1 of 1 D 10 rows per page ~ Go to page:
4. Inthe RDD column, click the link for the order you want to work with.
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The RECEIVE AN ORDER page appears.

Receive An Order

Status: Unconfirmed Receipt Date: N/A
Order # W23153-3072-9812 Order Date: 03/13/2013 Order Type: Purchase Order
Vendor/Source: ACOSTA, INC. 857: Not-Received FOB: Destination
e
Cash Discount: $ Shipping: $ 0.00 Receiving Date: 05/14/2013

Receiving Notes:

I Order Items

Default Receiving Locations: M3 items (cans): 9900 - Storeroon ¥ All other items: 9900 - Storeroon ¥ | Apply

Stock Number Description Cost % Rec F;{—; Remain %‘ml C%tv REFI_‘E:VE
1839390000003 ggfffggg;%“” 7.74 5 0 0 5 0 1| 9900 »
1839390000001 ?M“aas‘;eRMe;’;r?ody 1.94 10 0 0 10 0 1| 9900 -
|:| Page 1 of 1 I:' 10 rows per page ~ Go to page:
Receive All Remaining | Receipt Total: $0.00
| Save & Review Later || Confirm & Submit || Receiving Report || Close |

Click Receiving Report.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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GENERATE AN 857 DISCREPANCY REPORT
Follow these steps to generate a discrepancy report, showing any discrepancies between a received 857 invoice
and the actual receipt, for a selected accounting period.

1. Select View Receipts from the Order/Receive menu.

The MANAGE RECEIPTS — EXISTING RECORDS page appears.

Manage Receipts

Existing Records

Receive an Order | | Generate 857 Discrepancy Report |

| B01/B05 Journal Of Receipts |

Receipt or Order #:

Order Type: ALL hd Receipt Status:  ALL hd
Accounting Period: 03/27/2012 - Present -

2. Select an activity from the Select Activity list, if applicable.

¢ Note: This list is only available for users with Enterprise Administrator user roles.

3. Select an option from the Accounting Period list.

4. Click Generate 857 Discrepancy Report.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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PRINT A BO1/B05 JOURNAL OF RECEIPTS REPORT

Follow these steps to generate and print a BO1/B05 Journal of Receipts report, which shows all receipts created
for a selected accounting period. The receipts included on the report are from receiving an order (except for
receipts from appropriation requisitions), credit memos, and accounting adjustments.

1. Select View Receipts from the Order/Receive menu.

The MANAGE RECEIPTS — EXISTING RECORDS page appears.

Manage Receipts

Existing Records

Receive an Order | | Generate 857 Discrepancy Report |

| B01/B05 Journal Of Receipts |

Receipt or Order #:
Order Type: ALL hd Receipt Status:  ALL hd

Accounting Period: 03/27/2012 - Present -

2. Select an activity from the Select Activity list, if applicable.

¢ Note: This list is only available for users with Enterprise Administrator user roles.

3. Select an option from the Accounting Period list.
4. Click BO1/B05 Journal Of Receipts.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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6.7 Accounting Adjustments

In ROM3, you can create an offsetting receipt in order to correct a previously confirmed receipt. For example, if
you received 10 items and confirmed the receipt, but later realized that you only physically received five items,
you can create an accounting adjustment. Once confirmed, the accounting adjustment creates a new receipt, in
the current accounting period, for the amount of the difference, which can be positive or negative, depending
on the error. This function is useful for correcting receipting mistakes that are not discovered until a later
accounting period.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View an Accounting Adjustment X X X X
e Create an Accounting Adjustment X
e Create an Accounting Adjustment X
with a ROM Il Receipt
e Edit or Confirm an Accounting X
Adjustment
e Delete an Accounting Adjustment X
e Print a DD-1149 Form for an X
Accounting Adjustment
e Print a BO1/B05 Journal of Receipts X X X X
Report
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VIEW AN ACCOUNTING ADJUSTMENT

1. Select Acct Adjustments from the Order/Receive menu.

The ACCOUNTING ADJUSTMENTS — EXISTING RECORDS page appears.

Accounting Adjustments

Existing Records

Create New Adjustment | | B01/B05 Journal Of Receipts

Receipt or Order:
Status: ALL -
Accounting Period: 05/27/2012 - Present

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,

depending on your user role.

2. Enter or select one or more of the following:

e Enter areceipt or order number or partial number in the Receipt or Order field or leave the field

blank
e Select an option from the Status list

e Select an activity from the Select Activity list (available for users with Enterprise user roles only)

e Select an option from the Accounting Period list

3. Click Search.
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The page updates and displays the search results.

Accounting Adjustments

Existing Records

| Create New Adjustment | |

B01/B05 Journal Of Receipts |

Receipt or Order:
Status: ALL -

056/27/2012 - Present

Accounting Period:

Date Orig Order/Requisition Orig Receipt Adjust Receipt Affects Status
08/19/2013 W23153-3193-9890 103 180 BO1 Confirmed
08/19/2013 W23153-3219-9847 156 BO1 Unconfirmed
08/12/2013 W23153-321900242 s = |Bo1 | Ganfmsst,
L0 0720, i 1852 o8 7 | 163 dur | Cunfirmeu
08/07/2013 W23153-3088-9820 161 162 BO1 Confirmed
08/07/2013 W23153-3148-9910 075 159 BOS Confirmed

D Page 1 of 3 10 rows per page ¥ Go to page:

4. Inthe Date column, click the link for the record you want to view.

The ACCOUNTING ADJUSTMENT — DETAILS page appears.

Accounting Adjustment

Details

Status: Unconfirmed
Adjustment Type: Comments:
Original Receipt #

Original Order #

I Adjustment Items

Receipt Date: N/A

Print DD-1149

Adjust Items In Location: 9200 Post Office ¥ Misc. Adjustments: $ 0.00 (charged to Cost of Ops)
Stock Number Description QOH (stkd) | Prev Rec| Adjust Qty | Cost | New QOH | Total Adjust | Remove
050001HHO002 | African Nut Bars 120 EA 1 BX 4 $11.00 168 $44.00

I:I Page 1 of 1 I:I 10 rows per page ¥ Go to page:

Original Receipt Total: $11.00
After Adjustments: $55.00

| Save & Review Later | | Confirm & Submit

|| Delete || Close |
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CREATE AN ACCOUNTING ADJUSTMENT

If you have a receipt from ROM I, follow the steps in Create an Accounting Adjustment with a ROM Il Receipt.

1.  Select Acct Adjustments from the Order/Receive menu.

The ACCOUNTING ADJUSTMENTS — EXISTING RECORDS page appears.

Accounting Adjustments

Existing Records

Create New Adjustment I | B01/B05 Journal Of Receipts |

Receipt or Order:
Status: ALL -

Accounting Period: 05/27/2012 - Present

2.  Click Create New Adjustment.

The ACCOUNTING ADJUSTMENT — SELECT A RECEIPT page appears.

Accounting Adjustment

Select A Receipt

| Enter Receipt Manually (from ROM 1I) |

Receipt or Order #:
Order Type: ALL A Receipt Status: v

Accounting Period: 05/27/2012 - Present
| Search | | Cancel

3.  Enter or select one or more of the following:

e Enter areceipt or order number or partial number in the Receipt or Order # field or leave the field

blank
e Select an option from the Order Type list
e Select an option from the Accounting Period list

4, Click Search.
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The page updates and displays the search results.

Accounting Adjustment

Select A Receipt

| Enter Receipt Manually (from ROM 1I) |

Receipt or Order #:

Order Type: ALL hd Receipt Status: M
Accounting Period: 05/27/2012 - Present -
Search | | Cancel
Receipt Date | Receipt Num Order Number Vendor / Source Order Type Status

08/19/2013 183 W23153-3023-9730 |[Billy Bob's BBQ Shack Purchase Order Confirmed
_gr/19f013 | 182 W23153,3157- 9804 Dansi 5 Purchase Qs ) C_r-nmnw"
i uts/ur 2013 | 165 | W23153-30.. 3058 | L ..e Bask.wan Répcu [P ~rder " Tconmniea
08/07/2013 | 164 | W23153-3057-9808 | ACOSTA, INC. | Purchase Order Confirmed

I:' Page 1 of 10 10 rows per page ¥ Go to page:

In the Receipt Date column, click the link for the record you want to work with.

The ACCOUNTING ADJUSTMENT — DETAILS page appears.

Accounting Adjustment

Details

Status: Unconfirmed Receipt Date: N/A
Adjustment Type: Comments: -

Original Receipt #
Original Order # -

I Adjustment Items

Adjust Items In Location: 9200 Post Office ¥ Misc. Adjustments: $ 0.00 (Charged to Cost of Ops)
. QOH Prev . New Total

Stock Number Description cthd Rec Adjust Oty | Cost oH Adiust Remove
1839390000002| AXE Shower Gel Kilo 0 BX 0 EA 0 %0.00 0] $0.00
14 = I q =A g 1048

JL sJul| Soim Jim Giant & ... .4Cr . ba 0im RV $0.00
3113130000006| Slim Jim Stick Counter Top 0 EA 0 EA 0 %0.00 o] %0.00

D Page 1 of 2 E 10 rows per page ¥ Go to page:

Print DD-1149 Original Receipt Total: $349.40
After Adjustments: $349.40

Save & Review Later | | Confirm & Submit || Close |
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6. To edit the adjustment details, perform one or more of the following, as necessary:

e Enter text in the Comments field

e Select the location in which to correct inventory from the Adjust Items In Location list

e Enter any miscellaneous shipping charges, additional discounts, or other dollar value amounts in the
Misc. Adjustments field

e To adjust the quantity of an item, enter the amount of the adjustment in the Adjust Qty field. For
example, if the previously received quantity is 87 but it should be 82, enter -5 in the Adjust Qty field.

¢ Note: If you have more than one page of search results, click the Next button l_;"l to go to the
next page. You will not lose any selections made on the previous page.
7. Tosave the adjustment as “unconfirmed,” click Save & Review Later.
The ACCOUNTING ADJUSTMENTS — EXISTING RECORDS page appears.
-or-
To confirm and submit the adjustment, click Confirm & Submit.
A confirmation message appears at the bottom if the page. Continue to step 8.
8.  Click Yes.
The page updates and displays a confirmation message.

9. Click Close.

The ACCOUNTING ADJUSTMENTS — EXISTING RECORDS page appears and displays a confirmation message.
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CREATE AN ACCOUNTING ADJUSTMENT WITH A ROM Il RECEIPT

1.  Select Acct Adjustments from the Order/Receive menu.

The ACCOUNTING ADJUSTMENTS — EXISTING RECORDS page appears.

Accounting Adjustments

Existing Records

Create New Adjustment I | B01/B05 Journal Of Receipts

Receipt or Order:
Status: ALL -

05/27/2012 - Present

Accounting Period:

2.  Click Create New Adjustment.
The ACCOUNTING ADJUSTMENT — SELECT A RECEIPT page appears.

Accounting Adjustment

Select A Receipt

| Enter Receipt Manually (from ROM 1I) |

Receipt or Order #:
ALL A Receipt Status:
05/27/2012 - Present

| Search | |

Order Type:

Accounting Period:

Cancel

3.  Click Enter Receipt Manually (from ROM lI).
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The ACCOUNTING ADJUSTMENT — DETAILS page appears.

Accounting Adjustment

Details

Status: Unconfirmed Receipt Date: N/A

Adjustment Type: @ BO1 BOS Commentis:
Original Receipt #
Original Order # -

I Adjustment Items

Adjust Items In Location: 9200 Post Ofice ¥ Misc. Adjustments: $ 000 (Charged to Cost of Ops)

Mo data available for search criteria.

I Add Additional ltems I | Save & Review Later | | Confirm & Submit | | Close |

4. To edit the adjustment details, perform one or more of the following, as necessary:

e Select an Adjustment Type option (select BO1 for purchase orders or BO5 for requisitions)

e Enter the number of the original receipt in the Original Receipt # field

e Enter an original purchase order or requisition number in the Original Order # field

e Enter text in the Comments field

e Select the location in which to adjust inventory from the Adjust Items In Location list

e Enter any miscellaneous shipping charges, additional discounts, or other dollar value amounts in the
Misc. Adjustments field

5. Click Add Additional Items.

The ACCOUNTING ADJUSTMENT — ADD ITEMS page appears.

Accounting Adjustment
Add Items

Location: | 9200 Post Office
Item Search:

Department: ALL - Category: |ALL

| Search ltems | | Cancel

6. Enter or select the following:

e Enter a stock number or item name (or partial number or name) in the Item Search field
e Select an option from the Department list
e Select a category from the Category list (list becomes active after selecting a department)

7.  Click Search Items.

24 October 2013 Unclassified — For Official Use Only Page 227



ROM3 User’s Guide for Afloat Users, Version 1.0
Order/Receive

The page updates and displays the search results.

Accounting Adjustment
Add Ttems

Location: | 9200 Post Office
Item Search:

Department: ALL - Category: |ALL

| Search ltems | | Cancel
Save Changes
Dept Category Stock Num Description QOH | UI | Adjust OTY
z9 Z Category 1839390000005 Barbasol Shave Foam Original 0| EA 0
i Ty el RTal i ) S LN il [
I Al | Beef Jerky | 808500HHOOD1 ‘ Elliot's Juky | 0 ‘ EA | 0
Page 2 of 4 10 rows per page - Go to page:
Save Changes

8.  To adjust the quantity of an item, enter the amount of the adjustment in the Adjust Qty field. For
example, if the previously received quantity is 87 but it should be 82, enter -5 in the Adjust Qty field.

¢ Note: If you have more than one page of search results, click the Next button l_:"J to go to the

next page. You will not lose any selections made on the previous page.

9.  Click Save Changes.
The page updates and the Done Adding Items button appears.
10. Click Done Adding Items.
The ACCOUNTING ADJUSTMENT - DETAILS page appears.
11. To save your work and resume at a later time, click Save & Review Later.
The ACCOUNTING ADJUSTMENTS — EXISTING RECORDS page appears.
-or-
To confirm and submit the adjustment, click Confirm & Submit.
The page updates and displays a confirmation message at the bottom of the page.

;,E Caution: Do not click Close unless you have saved your work. Clicking the Close button before
- saving the adjustment returns you to the Accounting Adjustments — Existing Records page
without saving your changes.

12. Click Yes.
The ACCOUNTING ADJUSTMENTS — EXISTING RECORDS page appears and displays a confirmation message.

13. Click Close.
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EDIT OR CONFIRM AN ACCOUNTING ADJUSTMENT

Follow these steps to edit or confirm an unconfirmed accounting adjustment.

1. Select Acct Adjustments from the Order/Receive menu.
The ACCOUNTING ADJUSTMENTS — EXISTING RECORDS page appears.
Accounting Adjustments
Existing Records
Create New Adjustment | | B01/B05 Journal Of Receipts |
Receipt or Order:
Status: ALL -
Accounting Period: 05/27/2012 - Present
2. Enter or select one or more of the following:
e Enter anreceipt or order number or partial number in the Receipt or Order Number field or leave the
field blank
e Select Unconfirmed from the Status list
e Select an option from the Accounting Period list
3. Click Search.
The page updates and displays the search results.
Accounting Adjustments
Existing Records
Create New Adjustment | | B01/B05 Journal Of Receipts |
Receipt or Order:
Status: ALL -
Accounting Period: 05/27/2012 - Present
Date Orig Order/Requisition Orig Receipt Adjust Receipt Affects Status
08/19/2013 W23152-3193-9890 103 180 BO1 Confirmed
08/19/2013 W23153-3219-9847 156 BO1 Unconfirmed
O_&"I_GQQH__ W23153_3?1r‘.00¢—r 1 e ot __BU]. __{_‘nnﬁ-—
,0,07/20... i 1852 98 T 163 Bus | Cunfirmeu
08/07/2013 W23153-3088-9820 161 162 BO1 Confirmed
08/07/2013 W23153-3148-9910 075 159 BOS Confirmed
D Page 1 of 3 10 rows per page Y Go to page:
4. In the Date column, click the link for the record you want to work with.
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The ACCOUNTING ADJUSTMENT — DETAILS page appears.

Accounting Adjustment

Details

Status: Unconfirmed Receipt Date: N/A

Adjustment Type: Comments:
Original Receipt #
Original Order # -

I Adjustment Items

Adjust Items In Location: 9200 Post Office ¥ Misc. Adjustments: $ 000 (Charged to Cost of Ops)

Stock Number Description QOH (stkd) |Prev Rec| Adjust Qty | Cost | New QOH | Total Adjust | Remove
050001HHO002 | African Nut Bars 120 EA 1 BX 4 $11.00 168 $44.00

I:' Page 1 of 1 I:' 10 rows per page ~ Go to page:

Print DD-114% Original Receipt Total: $11.00

After Adjustments: $55.00

| Save & Review Later || Confirm & Submit || Delete || Close |

5. To edit the adjustment, update the following, as necessary:

e Update text in the Comments field
e Select a different location in which to adjust inventory from the Adjust Items In Location list
e Update any dollar value amounts in the Misc. Adjustments field

¢

Note: If you have more than one page of search results, click the Next button |_:"| to go
to the next page. You will not lose any selections made on the previous page.

e To add an item to the order, click Add Additional Items. You will only see this button if the
adjustment had been previously saved without adding items.

6. To save your work and resume at a later time, click Save & Review Later.
The ACCOUNTING ADJUSTMENTS — EXITING RECORDS page appears.
-or-
To confirm and submit the adjustment, click Confirm & Submit.

The page updates and displays a confirmation message at the bottom of the page.

,,E Caution: Do not click Close unless you have saved your work. Clicking the Close button before
- saving the adjustment returns you to the Accounting Adjustments — Existing Records page
without saving your changes.

7. Click Yes.
The ACCOUNTING ADJUSTMENTS — EXISTING RECORDS page appears and displays a confirmation message.
8. Click Close.
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DELETE AN ACCOUNTING ADJUSTMENT

Follow these steps to delete an unconfirmed accounting adjustment.

1. Select Acct Adjustments from the Order/Receive menu.

The ACCOUNTING ADJUSTMENTS — EXISTING RECORDS page appears.

Accounting Adjustments

Existing Records

Create New Adjustment | |

B01/B05 Journal Of Receipts |

Accounting Period:

Receipt or Order:
Status: ALL -

056/27/2012 - Present

2. Enteror select

one or more of the following:

e Enter anreceipt or order number or partial number in the Receipt or Order Number field or leave the

field blank

e Select Unconfirmed from the Status list
e Select an option from the Accounting Period list

3. Click Search.

The page updates and displays the search results.

Accounting Adjustments

Existing Records

Create New Adjustment | |

B01/B05 Journal Of Receipts |

Receipt or Order:
Status: ALL -

05/27/2012 - Present

Accounting Period:

Date Orig Order/Requisition Orig Receipt Adjust Receipt Affects Status
08/19/2013 W23153-3193-9890 103 180 BO1 Confirmed
08/19/2013 W23153-3219-9847 156 BO1 Unconfirmed
O_&"I_GQQH__ W23153_3?1r‘.00¢—r 1 e ) ot __BU]. __{“nnl—'.—— !
,0,07/20... i 1852 98 T 163 Bus | Cunfirmeu
08/07/2013 W23153-3088-9820 161 162 BO1 Confirmed
08/07/2013 W23153-3148-9910 075 159 BOS Confirmed

D Page 1 of 3 10 rows per page Y Go to page:

4. In the Date column, click the link for the record you want to work with.
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5.

6.

The ACCOUNTING ADJUSTMENT — DETAILS page appears.

Accounting Adjustment

Details

Status: Unconfirmed Receipt Date: N/A
Adjustment Type: Comments:

Original Receipt #
Original Order # -

I Adjustment Items

Adjust Items In Location: 9200 Post Office ¥ Misc. Adjustments: $ 000 (Charged to Cost of Ops)
Stock Number Description QOH (stkd) |Prev Rec| Adjust Oty | Cost | New QOH | Total Adjust | Remove
0S50001HHO002 | African Mut Bars 120 EA 1 BX 4 $11.00 168 $44.00

I:' Page 1 of 1 I:' 10 rows per page ~ Go to page:

Print DD-114% Original Receipt Total: $11.00
After Adjustments: $55.00

| Save & Review Later || Confirm & Submit || Delete || Close |

Click Delete.
A confirmation dialog box appears.
Click OK.

The ACCOUNTING ADJUSTMENT — EXISTING RECORDS page appears.
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PRINT A DD-1149 FORM FOR AN ACCOUNTING ADJUSTMENT

You can print a DD-1149 form for accounting adjustments with a status of either “confirmed” or “unconfirmed.”

1. Select Acct Adjustments from the Order/Receive menu.
The ACCOUNTING ADJUSTMENTS — EXISTING RECORDS page appears.
Accounting Adjustments
Existing Records
Create New Adjustment | | B01/B05 Journal Of Receipts |
Receipt or Order:
Status: ALL -
Accounting Period: 05/27/2012 - Present -
2. Enter or select one or more of the following:
e Enter anreceipt or order number or partial number in the Receipt or Order Number field or leave the
field blank
e Select an option from the Status list
e Select an option from the Accounting Period list
3. Click Search.
The page updates and displays the search results.
Accounting Adjustments
Existing Records
Create New Adjustment | | B01/B05 Journal Of Receipts |
Receipt or Order:
Status: ALL -
Accounting Period: 05/27/2012 - Present
Date Orig Order/Requisition Orig Receipt Adjust Receipt Affects Status
08/19/2013 W23153-3193-9890 103 180 BO1 Confirmed
08/19/2013 W23153-3219-9847 156 BO1 Unconfirmed
0_8_("1_0-"2%13__ W23153_3?1r‘.0047 2 o 1570 __Bol __f_‘r\n'ﬁ-—
5:07/20... i 12852 98 16 gur | cunfirmeu
08/07/2013 W23153-3088-9820 161 162 BO1 Confirmed
08/07/2013 W23153-3148-9910 075 159 BOS Confirmed
D Page 1 of 3 10 rows per page ¥ Go to page:
4. Inthe Date column, click the link for the record you want to work with.
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The ACCOUNTING ADJUSTMENT — DETAILS page appears.

Accounting Adjustment

Details

Status: Unconfirmed
Adjustment Type: Comments:
Original Receipt #

Original Order #

Adjustment Items

Receipt Date: N/A

Print DD-1149

Adjust Items In Location: 9200 Post Office ¥ Misc. Adjustments: $ 000 (Charged to Cost of Ops)
Stock Number Description QOH (stkd) | Prev Rec| Adjust Oty | Cost |New QOH | Total Adjust | Remove
050001HHO002 | African Nut Bars 120 EA 1 BX 4 $11.00 168 $44.00

D Page 1 of 1 D 10 rows per page ¥ Go to page:

original Receipt Total: $11.00
After Adjustments: $55.00

Confirm & Submit

| Save & Review Later

|| Delete || Close |

5. Click Print DD-1149.

¢

Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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PRINT A BO1/B05 JOURNAL OF RECEIPTS REPORT

Follow these steps to generate and print a BO1/B05 Journal of Receipts report, which shows all receipts created
for a selected accounting period. The receipts included on the report are from receiving an order (except for
receipts from appropriation requisitions), credit memos, and accounting adjustments.

1. Select Acct Adjustments from the Order/Receive menu.

The ACCOUNTING ADJUSTMENTS — EXISTING RECORDS page appears.

Accounting Adjustments

Existing Records

Create New Adjustment | | B01/B05 Journal Of Receipts |

Receipt or Order:
Status: ALL -
Accounting Period: 05/27/2012 - Present -

¢ Note: The fields and buttons you see on this page may be different from the ones shown here,
depending on your user role.
2. Select an activity from the Select Activity list, if applicable.

s Note: This list is only available for users with Enterprise Administrator user roles.

3. Select an option from the Accounting Period list.

4. Click B01/B05 Journal Of Receipts.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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7  Financials
7.1 Contributions

You can record and manage monetary contributions received by your activity from various sources. These

contributions are then reported to DFAS.

A contribution could be considered a cash gift to the ship’s store. For example, an admiral may send a
contribution to the activity he once served on, or a civilian organization may provide a donation of funds. More
likely, a ship will pull into port and invite local merchants to come on board to sell their merchandise. A portion
of their sales is collected by the ship’s store as a commission. All of these cash gifts are recorded as contributions

and are reported on the activity’s NAVCOMPT 153 financial statement.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a Contribution X X X X
e Add a Contribution X
e Edit, Confirm, or Delete a X
Contribution
e Print a Contribution Report X X X X
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VIEW A CONTRIBUTION

1. Select Contributions from the Financials menu.
The CONTRIBUTION TO SHIP STORES — EXISTING RECORDS page appears.
Contributions To Ship Stores
Create New Record | Existing Records |
Select Accounting Period: |05/27/2012 - Present | | Search |
¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.
2. Select an option from the Select Accounting Period list.
_Or-
Select an activity from the Activity list and a range from the Accounting Period list (available for users
with Enterprise user roles only).
3. Click Search.
The page updates and displays the search results.
Contributions To Ship Stores
| Create New Record | Existing Records | Generate Printable Report
Select Accounting Period: |05.-f2?.f2[]12 - Present V| | Search |
Date Amount Source Reference Comments Status
09/30/2013 $56,456.00 | Concessioners 739453 dfs Unconfirmed
09/30/2013 $3,444.00 | Concessioners GLLL5ES dfv Unconfirmed
09/27/2013 ~ _$150,0@._00 Eonr"essioners 228497 Snow cones for [...] Un_conﬂrmed
YT ¢’ v o 1 =ginna : afifne
U:ﬁ.ld-rf'zdla T :pa.dti_"(:uncess_.i.;ners B T2"" " | confirmed
09/24/2013 $3.00 | Concessioners 3 3 Confirmed
09/12/2013 %2.00 | Concessioners 23422 New Confirmed
0&8/07/2013 $200,000.00 | Concessioners 08134577 ) Confirmed
D Page 1 of 2 | 10 rows per page Vl Go to page: I:I
4. In the Date column, click the link for the record you want to view.
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The CONTRIBUTION TO SHIP STORES — EDIT CONTRIBUTION page appears.

¢ Note: You may see the Contribution to Ship Stores — View Contributionpage instead,
depending on your user role and/or the contribution status.

Contributions to Ship Stores

Date:

Activity:

Comments:

Edit Contribution

Contribution Amount: $ |1500u0_00 |

Reference Number: [328497 |

Snow cones for kids idn desert regions
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ADD A CONTRIBUTION

© N o v b

Select Contributions from the Financials menu.

The CONTRIBUTION TO SHIP STORES — EXISTING RECORDS page appears.

Contributions To Ship Stores

Create New Record | Existing Records |

Select Accounting Period: |05/27/2012 - Present | | Search |

Click Create new Record.

The CONTRIBUTION TO SHIP STORES — CREATE NEW CONTRIBUTION page appears.

Contributions to Ship Stores

Create New Contribution
Date: W
Activity: v

status:

Contribution Amount: & | |

Reference Number: | |

Comments:

[ SaeRecod ] [ Deccfecod | [ Cancel ]

Select an option from the Status list.

¢ Note: Unconfirmed is selected by default. If you select Confirmed, the amount will be posted

to the accounting period and the entry cannot be edited.

Enter the dollar amount in the Contribution Amount field.

Enter the check number or other document number, if available, in the Reference Number field.
Select an option from the Source list.

Enter a note in the Comments field.

Click Save Record.

The CONTRIBUTION TO SHIP STORES — EXISTING RECORDS page appears and displays a confirmation message.
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EDIT, CONFIRM, OR DELETE A CONTRIBUTION

1. Select Contributions from the Financials menu.

The CONTRIBUTION TO SHIP STORES — EXISTING RECORDS page appears.

Contributions To Ship Stores

Create New Record | Existing Records |

Select Accounting Period: |05/27/2012 - Present | | Search

2. Select a date range from the Select Accounting Period list and then click Search.

The page updates and displays the search results.

Contributions To Ship Stores
|  Create New Record | Existing Records | Generate Printable Report
Select Accounting Period: |05.-’2T.f2012 - Present V| | Search |
Date Amount Source Reference Comments Status
09/30/2013 $56,456.00 | Concessioners 739453 dfs Unconfirmed
09/30/2013 %3,444.00 | Concessioners GLEGSEG dfv Unconfirmed
09/27/2013 $150,000.00 | Concessioners l\328497 Snow cones for [...] Unconfirmed .
W e A W g B et g
u:wm'zo-la wa.dﬁ_"cant:z:ss_iuners __2 e _2" il __Coﬁrmed
09/24/2013 %$3.00 | Concessioners 3 3 Confirmed
09/12/2013 %2.00 | Concessioners 23422 New Confirmed
08/07/2013 $200,000.00 | Concessioners 98134577 1) Confirmed
D Page 1 of 2 | 10 rows per page Vl Go to page: I:I
3. Inthe Date column, click the link for the record you want to work with.
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The CONTRIBUTION TO SHIP STORES — EDIT CONTRIBUTION page appears.

Contributions to Ship Stores
Edit Contribution

Date: (v
Activity: v

Contribution Amount: $ |1500u0_00 |

Reference Mumber: |323497 |

Comments: |Snow cones for kids idn desert regions

To edit the record, make any necessary changes and then click Save Record.

The CONTRIBUTION TO SHIP STORES — EXISTING RECORDS page appears and displays a confirmation message.
_Or_
To confirm the record, select Confirmed from the Status list.

o Caution: After selecting Confirmed, the amount is posted to the current accounting period and
- the record can no longer be edited.

A confirmation dialog box appears. Click OK.

The CONTRIBUTION TO SHIP STORES — EXISTING RECORDS page appears and displays a confirmation message.
-or-

To delete the record, click Delete Record.

A confirmation dialog box appears. Click OK.

The CONTRIBUTION TO SHIP STORES — EXISTING RECORDS page appears and displays a confirmation message.
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PRINT A CONTRIBUTION REPORT

Follow these steps to generate a printable report of the search results displayed on the Contribution to Ship

Stores — Existing Records page.

1. Select Contributions from the Financials menu.

The CONTRIBUTION TO SHIP STORES — EXISTING RECORDS page appears.

Contributions To Ship Stores

Create New Record | Existing Records |

Select Accounting Period: |05/27/2012 - Present | | Search |

s Note: The fields you see on this page may be different from the ones shown here, depending

on your user role.

2. Select an option from the Select Accounting Period list.

_Or_

Select an activity from the Activity list and a range from the Accounting Period list (available for users

with Enterprise user roles only).
3. Click Search.

The page updates and displays the search results.

Contributions To Ship Stores
| Create New Record | Existing Records | Generate Printable Report
Select Accounting Period: |05.-f2?.f2[]12 - Present V| | Search |
Date Amount Source Reference Comments Status
09/30/2013 $56,456.00 | Concessioners 739453 dfs Unconfirmed
09/30/2013 $3,444.00 | Concessioners GLLL5ES dfv Unconfirmed
09/27/2013 ~ _$150,000._00 Eonr"essioners 228497 Snow cones for [...] Un_conﬂrmed
o ' T - 25inne nfile
U:ﬁ.ld-rf'zdla :pa.dti_"(:uncess_.i.;ners B B - " | confirmed
09/24/2013 $3.00 | Concessioners 3 3 Confirmed
09/12/2013 %2.00 | Concessioners 23422 New Confirmed
0&8/07/2013 $200,000.00 | Concessioners 08134577 ) Confirmed
D Page 1 of 2 | 10 rows per page W Go to page: I:I

4. Click Generate Printable Report.

' Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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7.2 Equipment Purchases

If a ship’s store needs to purchase a new piece of major equipment, the purchase is processed through DFAS.
DFAS will record the amount of the purchase and apply it to your activity’s financials.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View an Equipment Purchase X X X X
e Print an Equipment Purchase Report X X X X
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VIEW AN EQUIPMENT PURCHASE

1. Select Equipment Purchases from the Financials menu.

The EQUIPMENT PURCHASES — EXISTING RECORDS page appears.

Equipment Purchases

Existing Records

Select Accounting Period: 03/27/2012 - Present

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.

2. Select a date range from the Select Accounting Period list.

_Or-

Select an activity from the Activity list and enter dates in the Start Date and End Date fields (available for
users with Enterprise user roles only).

3. Click Search.

The page updates and displays the search results.

Equipment Purchases

Existing Records

Generate Printable Report

Select Accounting Period: 05/27/2012 - Present  ~

I:‘ Page 1 of 3 10 rows per page

hd Go to page:

Date Amount Comments Status
02/27/2013 %250.00 | test Unconfirmed
10/18/2012 $8,525.25 | 2145887 Unconfirmed
10/18/2012 $90,000,000.00 | 14589 Unconfirmed
10/18/2012 %7,000.00 | 78 Unconfirmed
10/18/2012 %$1,600.00 |9 Unconfirmed
10/18/2012 %1,600.00 | 8 Unconfirmed
10/18/2012 %1,500.00 (7 Unconfirmed
10/18/2012 $1,400.00 |7 Unconfirmed
10/18/2012 $1,400.00 | 6 Unconfirmed
10/18/2012 %$1,300.00 | 5 Unconfirmed

4. In the Date column, click the link for the record you want to view.
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The EQUIPMENT PURCHASES — VIEW EQUIPMENT PURCHASE page appears.

¢ Note: You may see the Equipment Purchases — Edit Equipment Purchase page instead,
depending on your user role and/or the purchase status.

Equipment Purchases

View Equipment Purchase

Date: -
Activity: -
Status: -

Purchase Amount: $

Comments: 14589 -

Close
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PRINT AN EQUIPMENT PURCHASE REPORT

Follow these steps to generate a printable report of the search results displayed on the Equipment Purchases -

Existing Records page.

1. Select Equipment Purchases from the Financials menu.

The EQUIPMENT PURCHASES — EXISTING RECORDS page appears.

Equipment Purchases

Existing Records

Select Accounting Period: 03/27/2012 - Present ¥

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.

2. Select a date range from the Select Accounting Period list and then click Search.

_Or-

Select an activity from the Activity list and enter dates in the Start Date and End Date fields (available for
users with Enterprise user roles only).

3. Click Search.

The page updates and displays the search results.

Equipment Purchases

Existing Records

Generate Printable Report

Select Accounting Period: 05/27/2012 - Present ¥

Date Amount Comments Status
02/27/2013 %250.00 | test Unconfirmed
10/18/2012 $8,525.25 | 2145887 Unconfirmed
10/18/2012 $90,000,000.00 | 14589 Unconfirmed
10/18/2012 $7,000.00 | 78 Unconfirmed
10/18/2012 $1,600.00 |9 Unconfirmed
10/18/2012 %1,600.00 | 8 Unconfirmed
10/18/2012 %1,500.00 (7 Unconfirmed
10/18/2012 $1,400.00 |7 Unconfirmed
10/18/2012 $1,400.00 | 6 Unconfirmed
10/18/2012 %$1,300.00 | 5 Unconfirmed
I:‘ Page 1 of 3 10 rows per page ¥ Go to page:
4. Click Generate Printable Report.
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¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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7.3 Funds Adjustments

If there is a series of unmatched expenditures, or unreported costs, DFAS may eventually issue a funds
adjustment. A funds adjustment changes the amount of cash on hand, impacting your CO1 Funds Brought
Forward and C24 Funds Available accounts. DFAS will always issue a letter to your activity prior to creating a
funds adjustment.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a Funds Adjustment X X X X
e Print a Funds Adjustment Report X X X X
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VIEW A FUNDS ADJUSTMENT

1. Select Funds Adjustment from the Financials menu.

The FUNDS BROUGHT FORWARD (C01) ADJUSTMENT — EXISTING RECORDS page appears.

Funds Brought Forward (C01) Adjustment

Existing Records |

Start Date: End Date:

06/19/2013 [ 091192013

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.

2. Select an activity from the Activity list, if applicable (available for users with Enterprise user roles only).
3. Enter dates in the Start Date and End Date fields.
4. Click Search.

The page updates and displays the search results.

Funds Brought Forward (C01) Adjustment

Existing Records [ Generate Printable Report |

Start Date: End Date:

0619/2013 53 09/19/2013

Date Adjustment Amount Activity Comments Status
08/12/2013 $15,000.00 | USS BAINBRIDGE (DDG-96) Unconfirmed
07/15/2013 ($5.00) | USS BAINBRIDGE (DDG-96) Confirmed

I:‘ Page 1 of 1 D 10 rows per page ¥ Go to page:

5. Inthe Date column, click the link for the record you want to view.
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The FUNDS BROUGHT FORWARD (C0O1) ADJUSTMENT — VIEW FUNDS ADJUSTMENT page appears.

¢

Note: You may see the Funds Brought Forward (C01) Adjustment — Edit Funds Adjustment

page instead, depending on your user role and the record status.

Funds Brought Forward (C01) Adjustment

View Funds Adjustment

Date:
Status: -
Activity: -
* Current CO1 Value: §
Amount: $
* New CO1 Value: $

Comments:

Close

* These values include any other committed adjustments you may have added.
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PRINT A FUNDS ADJUSTMENT REPORT
Follow these steps to generate a printable report of the search results displayed on the Funds Brought Forward
(C01) Adjustment — Existing Records page.

1. Select Funds Adjustment from the Financials menu.

The FUNDS BROUGHT FORWARD (C01) ADJUSTMENT — EXISTING RECORDS page appears.

Funds Brought Forward (C01) Adjustment

Existing Records |

Start Date: End Date:

06119/2013 58 0919/2013 55

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.

2. Select an activity from the Activity list, if applicable (available for users with Enterprise user roles only).
3. Enter dates in the Start Date and End Date fields.
4. Click Search.

The page updates and displays the search results.

Funds Brought Forward (C01) Adjustment

Existing Records [ Generate Printable Report

Start Date: End Date:

0619/2013 53 09/19/2013

Date Adjustment Amount Activity Comments Status
08/12/2013 $15,000.00 | USS BAINBRIDGE (DDG-96) Unconfirmed
07/15/2013 (%$5.00) | USS BAINBRIDGE {DDG-96) Confirmed

I:‘ Page 1 of 1 D 10 rows per page ¥ Go to page:

5. Click Generate Printable Report.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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7.4 Transfer Funds to MWR

The ship’s store is required to give away a portion of profits to the ship’s Morale, Welfare, and Recreation
(MWR) activity. Typically, the transfer is recorded in ROM once every accounting period.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View Transferred Funds X X X X
e Add a Fund Transfer X
e Edit, Confirm, or Delete a Fund X
Transfer
e Print a Fund Transfer Report or X X X X
Standard Form 1034

Page 252 Unclassified — For Official Use Only 24 October 2013



ROM3 User’s Guide for Afloat Users, Version 1.0

Financials

VIEW TRANSFERRED FUNDS

1. Select Funds Transferred from the Financials menu.

The TRANSFER FUNDS TO MWR — EXISTING RECORDS page appears.

Transfer Funds to MWR

Create New Record

Existing Records |

Select Accounting Period: 03/27/2012 - Present ¥

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.

2. Select a date range from the Select Accounting Period list.

_Or-

Select an option from the Activity list and an option from the Accounting Period list.

3. Click Search.

The page updates and displays the search results.

Transfer Funds to MWR

Create New Record

Existing Records |

Generate Printable Report

Select Accounting Period: 03/27/2012 - Present ¥

Dpagelof4

10 rows per page

¥  Go to page:

Date Amount Check # PV # Status Comments SF 1034
10/18/2012 $12,345.78 | Remark 20 USS ANYSHIP 20 Confirmed Laptops For All Print
10/18/2012 %22,009.19 | Remark 19 USS ANYSHIP 19 Confirmed Movie 19 Print

R O010 | iRl Rasl A USSaAL " i firpded NowgDesk o |  prige
i0/=u12 $130.L | 150 130 Cont.mes | ..0 " print
09/07/2012 $1,200.00 | 987 PV-345 Unconfirmed | | 5HNg 1034 printl Print
07/17/2012 $50.00 | 111 111 Confirmed Elliot Test Print

4. In the Date column, click the link for the record you want to view.
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The TRANSFER FUNDS TO MWR — VIEW FUNDS TRANSFERRED page appears.

¢ Note: You may see the Transfer Funds to MWR — Edit Funds Transferred page instead,
depending on your user role and/or the transfer status.

Transfer Funds To MWR

View Funds Transferred

Date: -
Activity: -
Status:  Confirmed *
Check Number:
Payment Voucher Number:
Amount:

Comments: ey Desk b

Close
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ADD A FUND TRANSFER

1. Select Funds Transferred from the Financials menu.

The TRANSFER FUNDS TO MWR — EXISTING RECORDS page appears.

Transfer Funds to MWR

Create New Record | Existing Records |

Select Accounting Period: 03/27/2012 - Present ¥

2. Click Create New Record.

The TRANSFER FUNDS TO MWR — CREATE NEW TRANSFER page appears.

Transfer Funds To MWR

Create New Transfer

Date: -
Activity: -
Status:  Unconfirmed +
Check Number:
Payment Voucher Number:
Amount: $

Comments: -

[Semed ] [ ] [ e ]

3. Select an option from the Status list.

' Note: Unconfirmed is selected by default. If you select Confirmed, the amount will be posted
to the accounting period and the entry cannot be edited.

4. Enter the number of the check sent to MWR in the Check Number field.
5. Enter the payment voucher number (PV #) in the Payment Voucher Number field.

6. Enter the transfer amount in the Amount field. Do not enter a dollar sign or commas. For example, for an
amount of $1,030.50, enter 1030.50, or for an amount of $1,030.00, enter 1030.

7. Enter text in the Comments field, if necessary.
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8. Click Save Record.

The TRANSFER FUNDS TO MWR — EXISTING RECORDS page appears and displays a confirmation message.
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EDIT, CONFIRM, OR DELETE A FUND TRANSFER

In ROM3, you can edit transfers with an “unconfirmed” status. Confirmed transfers can be viewed, but not
edited or deleted.

1. Select Funds Transferred from the Financials menu.

The TRANSFER FUNDS TO MWR — EXISTING RECORDS page appears.

Transfer Funds to MWR

Create New Record | Existing Records |

Select Accounting Period: 03/27/2012 - Present  ~

2. Select a date range from the Select Accounting Period list and then click Search.

The page updates and displays the search results.

Transfer Funds to MWR

[ Create New Record | Existing Records | Generate Printable Report

Select Accounting Period: 03/27/2012 - Present ¥

Date Amount Check # PV # Status Comments SF 1034
10/18/2012 $12,345.78 | Remark 20 USS ANYSHIP 20 Confirmed Laptops For All Print
10/18/2012 $22,009.19 | Remark 19 USS ANYSHIP 19 Confirmed Movie 19 Print

R O010 | plieb0fuRdeaRomasl A5 | USSRAL . nfirgh=A Daw,Desk o | Pprige
 u0feul2 $130.L | 130 130 T Cont.meu | .0 | print
09/07/2012 $1,200.00 | 987 PV-345 Unconfirmed | 1 25tng 1034 printi Print
07/17/2012 $50.00 | 111 111 Confirmed Elliot Test Print

|:| Page 1 of 4 10 rows per page Go to page:

3. Inthe Date column, click the link for the record you want to work with.
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The TRANSFER FUNDS TO MWR — EDIT FUNDS TRANSFERRED page appears.

Transfer Funds To MWR
Edit Funds Transferred

Date: -
Activity: -
Status:  Unconfirmed
Check Number: Remark 16
Payment Voucher Number: yss anNYSHIP 16
Amount: $ 2250

Comments: Lunch Payments it

4. To edit the record, make the necessary changes and then click Save Record.

The TRANSFER FUNDS TO MWR — EXISTING RECORDS page appears and displays a confirmation message.
_Or_
To confirm the record, select Confirm from the Status list and then click Save Record.

o Caution: After selecting Confirmed, the amount is posted to the current accounting period and
- can no longer be edited.

A confirmation dialog box appears. Click OK.

The TRANSFER FUNDS TO MWR — EXISTING RECORDS page appears and displays a confirmation message.
-or-

To delete the record, click Delete Record.

A confirmation dialog box appears. Click OK.

The TRANSFER FUNDS TO MWR — EXISTING RECORDS page appears and displays a confirmation message.
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PRINT A FUND TRANSFER REPORT OR A STANDARD FORM 1034

1. Select Funds Transferred from the Financials menu.

The TRANSFER FUNDS TO MWR — EXISTING RECORDS page appears.

Transfer Funds to MWR

Create New Record | Existing Records |

Select Accounting Period: 03/27/2012 - Present ¥

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.

2. Select a date range from the Select Accounting Period list.

-or-

Select an option from the Activity list and an option from the Accounting Period list.
3. Click Search.

The page updates and displays the search results.
4. Click Generate Printable Report.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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7.5 Grants

NEXCOM may choose to provide your activity with a grant. This is money that does not have to be repaid.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View Grant Information X X X X
e Print a Grant Report X X X X
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VIEW GRANT INFORMATION

1. Select Grants from the Financials menu.

The GRANTS — EXISTING RECORDS page appears.

Grants

Existing Records

Select Accounting Period: 03/27/2012 - Present ¥

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.

2. Select an option from the Select Accounting Period list.
_Or-

Select an activity from the Select Activity list and enter dates in the Start Date and End Date fields
(available for users with Enterprise user roles only).

3. Click Search.

The page updates and displays the search results.

Grants

Existing Records | Generate Printable Report |

Select Accounting Period: 03/27/2012 - Present  ~

Date Amount Comments Status
12/13/2012 %$11,600.00 | WWWWWWsdfs[...] [Unconfirmed
10/18/2012 $11,300.00 | testing....... Unconfirmed
10/18/2012 $11,100.00 | testing...... Unconfirmed
do/ 187048 £14. 080 00 |Aeabina L= on firmed
10/18/201. v $10,400.0. , .stin,.. [Ur .. firmed a N
10/18/2012 $10,200.00 | testing. [unconfirmed

I:' Page 1 of 3 10 rows per page ~ Go to page:

4. In the Date column, click the link for the record you want to view.
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The GRANTS — VIEW GRANT page appears.

' Note: You may see the Grants — Edit Grant page instead, depending on your user role and/or
the grant status.

Grants
View Grant
Date: Ad
Activity: -
Status: -
Grant Amount: $
Comments: testing..... 0

Close
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PRINT A GRANT REPORT
Follow these steps to generate a printable report of the search results displayed on the Grants — Existing
Records page.

1. Select Grants from the Financials menu.

The GRANTS — EXISTING RECORDS page appears.

Grants

Existing Records

Select Accounting Period: 03/27/2012 - Present ¥

2. Select an option from the Select Accounting Period list.
_or-

Select an activity from the Select Activity list and enter dates in the Start Date and End Date fields
(available for users with Enterprise user roles only).

3. Click Search.

The page updates and displays the search results.

Grants
Existing Records Generate Printable Report |
Select Accounting Period: All M

Date Amount Comments Status
03/13/2013 $10,800.00 | testing.. Unconfirmed
12/13/2012 %$11,600.00 | Wwwwwwsdfs[...] Unconfirmed

I I 1

_ g 10418/2012 A o 1, 298, Oellesing. ... i _|Upsanfirmed - ¥ 4
10/18/2u1e -:; 300,00 | wosting... LJnEmﬁrmecl
10/18/2012 $10,400.00 | testing.. Unconfirmed
10/18/2012 $10,200.00 | testing. Unconfirmed
I:‘ Page 1 of 3 10 rows per page ~ Go to page:

4. Click Generate Printable Report.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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7.6 Laundry Claims

Laundry claims can be recorded and managed in ROM3.

A sailor drops off his shirt to be cleaned by the ship’s laundry. The laundryman accidentally gets the shirt caught
in @ machine and rips the shirt to pieces. The laundry operation will reimburse the sailor for his destroyed shirt.
In order to process the claim, the disbursing officer must have a Standard Form 1034. In ROM3, you can record
the details of the laundry claim and generate the form needed to allow the sailor to collect the money owed

him.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a Laundry Claim X X X X
e Add a Laundry Claim X
e Edit, Confirm, or Delete a Laundry X
Claim
e Print a Laundry Claims Report or a X X X X
Standard Form 1034
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VIEW A LAUNDRY CLAIM

1. Select Laundry Claims from the Financials menu.

The LAUNDRY CLAIMS — EXISTING RECORDS page appears.

Laundry Claims

Create New Record | Existing Records

Select Accounting Period: 03/27/2012 - Present

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.
2. Select an option from the Select Accounting Period list.
_Or-

Select an activity from the Activity list and a date range from the Accounting Period list (available for
users with Enterprise user roles only).

3. Click Search.

The page updates and displays the search results.

Laundry Claims

| Create New Record | Existing Records Generate Printable Report

Select Accounting Period: 03/27/2012 - Present  ~

Date Amount PV # Recipient Comments Status SF 1034
12/13/2012 $2.00 1234567890 | Bainbridge Bd Unconfirmed Print
12/13/2012 £32.00 342 |E 23 Confirmed Print
12 griniiid #2500 TR 54 Semimmad Drigs
08/28/2u12 | s/6u " LC-3450/,890 | Clark, . villian, e - untfi " Prim |
08/28/2012 $576.00 2342 | Elliot Test Confirmed Print
06/19/2012 $75.03 CMN-0000002 | Shmoe, Joe Torn mess blouse. Unconfirmed Print

I:' Page 1 of 21 10 rows per page ™~ Go to page:

4. In the Date column, click the link for the record you want to view.
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The LAUNDRY CLAIMS — EDIT LAUNDRY CLAIM page appears.
' Note: You may see the Laundry Claims — View Laundry Claim page instead, depending on
your user role and/or the claim status.

Laundry Claims
Edit Laundry Claim

Date:
Status:  Unconfirmed h
Payment Voucher: ¢pn-0000002
Recipient's Name: Shmaoe, Joe
Amount: $ 7503

Comments: Torn mess blouse.

Save Record | | Delete Record | | Cancel
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ADD A LAUNDRY CLAIM

1. Select Laundry Claims from the Financials menu.

The LAUNDRY CLAIMS — EXISTING RECORDS page appears.

Laundry Claims

Create New Record | Existing Records

Select Accounting Period: 03/27/2012 - Present

2. Click Create New Record.

The LAUNDRY CLAIMS — CREATE LAUNDRY CLAIM page appears.

Laundry Claims

Create Laundry Claim
Date:
Status:  Unconfirmed -
Payment Voucher:
Recipient's Name:
Amount: $

Comments: a

| Save Record | | | | Cancel

3. Select an option from the Status list.
' Note: Unconfirmed is selected by default. If you select Confirmed, the amount will be posted
to the accounting period and the entry cannot be edited.
Enter the payment voucher number (PV #) in the Payment Voucher field.
Enter the name of the person that received the claim in the Recipient’s Name field.
Enter the claim amount in the Amount field.

Enter a note in the Comments field.

© N o v &

Click Save Record.

The LAUNDRY CLAIMS — EXISTING RECORDS page appears and displays a confirmation message.
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EDIT, CONFIRM, OR DELETE A LAUNDRY CLAIM

In ROM3, you can edit laundry claims with an “unconfirmed” status. Confirmed claims can be viewed, but not
edited or deleted.

1. Select Laundry Claims from the Financials menu.

The LAUNDRY CLAIMS — EXISTING RECORDS page appears.

Laundry Claims

Create New Record

Existing Records

Select Accounting Period: 03/27/2012 - Present

2. Select a date range from the Select Accounting Period list and then click Search.

The page updates and displays the search results.

Laundry Claims

Create New Record

Existing Records

Generate Printable Report

Select Accounting Period: 03/27/2012 - Present  ~

Amount PV # Recipient Comments Status SF 1034
12/13/2012 %2.00 1234567890 | Bainbridge Bd Unconfirmed Print
12/13/2012 $32.00 342 | E 23 Confirmed Print
12’.’-' 4 fowmed oy 1 A ’10_ |_‘.4 _|:4 i [ T ﬂ_d Dl’i"\“' |
08/28/2012 476 T LC-3450,890 | Clark, . allizn, e e nifir " Prine |
08/28/2012 3576.00 2342 | Elliot Test Confirmed Print
06/19/2012 $75.03 CN-0000002 | Shmoe, Joe Torn mess blouse. Unconfirmed Print
I:‘ Page 1 of 21 10 rows per page ¥ Go to page:
3. Inthe Date column, click the link for the record you want to edit.
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The LAUNDRY CLAIMS — EDIT LAUNDRY CLAIM page appears.

Laundry Claims
Edit Laundry Claim

Date:
Status:  Unconfirmed h
Payment Voucher: ¢n-0000002
Recipient's Name: Shmaoe, Joe
Amount: $ 7503

Comments: Torn mess blouse. a0

I Save Record | | Delete Record | | Cancel |

4. To edit the record, make the necessary changes and then click Save Record.
The LAUNDRY CLAIMS — EXISTING RECORDS page appears and displays a confirmation message.
-or-
To confirm the record, select Confirm from the Status list and then click Save Record.

Caution: After selecting Confirmed, the amount is posted to the current accounting period and
can no longer be edited.

I
A confirmation dialog box appears. Click OK.
The LAUNDRY CLAIMS — EXISTING RECORDS page appears and displays a confirmation message.
-or-
To delete the record, click Delete Record.
A confirmation dialog box appears. Click OK.

The LAUNDRY CLAIMS — EXISTING RECORDS page appears and displays a confirmation message.
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PRINT A LAUNDRY CLAIMS REPORT OR A STANDARD FORM 1034

1. Select Laundry Claims from the Financials menu.

The LAUNDRY CLAIMS — EXISTING RECORDS page appears.

Laundry Claims

Create New Record | Existing Records

Select Accounting Period: 03/27/2012 - Present

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.
2. Select an option from the Select Accounting Period list.
_Or-

Select an activity from the Activity list and a date range from the Accounting Period list (available for
users with Enterprise user roles only).

3. Click Search.

The page updates and displays the search results.

Laundry Claims

| Create New Record | Existing Records Generate Printable Report

Select Accounting Period: 03/27/2012 - Present  ~

Date Amount PV # Recipient Comments Status SF 1034
12/13/2012 $2.00 1234567890 | Bainbridge Bd Unconfirmed Print
12/13/2012 £32.00 342 |E 23 Confirmed Print
12 griniiid #2500 TR 54 Semimmad Drigs
08/28/2u12 | s/6u " LC-3450/,890 | Clark, . villian, e - untfi " Prim |
08/28/2012 $576.00 2342 | Elliot Test Confirmed Print
06/19/2012 $75.03 CMN-0000002 | Shmoe, Joe Torn mess blouse. Unconfirmed Print

I:' Page 1 of 21 10 rows per page ™~ Go to page:

4. To print a Laundry Claims Report, click Generate Printable Report.

_or-
To print a Standard Form 1034, click a link in the SF 1034 column.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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7.7 Assumed Liabilities

With ROM3, you can record and manage anticipated expenses for the upcoming accounting period, depending
on your user role. All users can view liability information and print a Liabilities Assumed Report.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View an Assumed Liability X X X X
e Add an Assumed Liability X
e Edit, Confirm, or Delete an X
Assumed Liability
e Print a Liabilities Assumed Report X X X X
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VIEW AN ASSUMED LIABILITY

1. Select Liabilities Assumed from the Financials menu.

The LIABILITIES ASSUMED — EXISTING RECORDS page appears.

Liabilities Assumed

| Create New Record |

Existing Records

Select Accounting Period: 03/27/2012 -

Present -

¢

Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.

2. Select an option from the Select Accounting Period list.

_Or-

Select an activity from the Activity list and a range from the Accounting Period list (available for users
with Enterprise user roles only).

3. Click Search.

The page updates and displays the search results.

Liabilities Assumed

Create New Record |

Existing Records

Select Accounting Period: 03/27/2012 -

Ge

nerate Printable Report

Present hd

Date Accounting Period Amount Status
12/19/2012 03/27/2012 - Present %5.00 | Unconfirmed
12/13/2012 03/27/2012 - Present %32.00 | Unconfirmed

~ 12082010 03/27/2012 - Presgat $3@10#.00 | Unconfirmed
1f10, 2012 2012 - Present . :,600.00 | Unconfirmed
10/18/2012 03/27/2012 - Present %$2,300.00 | Unconfirmed
10/18/2012 03/27/2012 - Present %$2,200.00 | Unconfirmed
D Page 1 of 3 10 rows per page ¥ Go to page:

4. In the Date column, click the link for the record you want to view.
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The LIABILITIES ASSUMED — EDIT LIABILITIES ASSUMED page appears.

' Note: You may see the Liabilities Assumed — View Liabilities page instead, depending on your
user role and/or the liability status.

Liabilities Assumed
Edit Liabilities Assumed

Date: -
Activity: v
Accounting Period: -
Status:  Unconfirmed =

Liabilities Assumed: $ 25100 00

Dolte Recor
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ADD AN ASSUMED LIABILITY

1. Select Liabilities Assumed from the Financials menu.

The LIABILITIES ASSUMED — EXISTING RECORDS page appears.

Liabilities Assumed

[ Create New Record | Existing Records

Select Accounting Period: 03/27/2012 - Present

2. Click Create New Record.

The LIABILITIES ASSUMED — CREATE NEW LIABILITIES ASSUMED page appears.

Liabilities Assumed

Create New Liabilities Assumed

Date: -
Activity: -
Accounting Period: -
Status:  Unconfirmed ~

Liabilities Assumed: $

[ SaeRecod ]|  [[Deeerecod | [ Cancel |

3. Select an option from the Status list.
' Note: Unconfirmed is selected by default. If you select Confirmed, the amount will be posted
to the accounting period and the entry cannot be edited.
4. Enter the liability amount in the Liabilities Assumed field. Do not enter a dollar sign or commas. For
example, for an amount of $1,300.50, enter 1300.50, or for an amount of $1,300.00, enter 1300.
5. Click Save Record.

The LIABILITIES ASSUMED — EXISTING RECORDS page appears and displays a confirmation message.

Page 274 Unclassified — For Official Use Only 24 October 2013



ROM3 User’s Guide for Afloat Users, Version 1.0
Financials

EDIT, CONFIRM, OR DELETE AN ASSUMED LIABILITY
In ROM3, you can edit, confirm, or delete assumed liabilities with an “unconfirmed” status. Confirmed liabilities
can be viewed, but not edited or deleted.

1. Select Liabilities Assumed from the Financials menu.

The LIABILITIES ASSUMED — EXISTING RECORDS page appears.

Liabilities Assumed

Create New Record | Existing Records

Select Accounting Period: 03/27/2012 - Present ¥

2. Select a date range from the Select Accounting Period list and then click Search.

The page updates and displays the search results.

Liabilities Assumed

Create New Record | Existing Records Generate Printable Report

Select Accounting Period: 03/27/2012 - Present

Date Accounting Period Amount Status
12/19/2012 03/27/2012 - Present %5.00 | Unconfirmed
12/13/2012 03/27/2012 - Present %32.00 | Unconfirmed

e 12.800012 03/27/2012 - Presget $210.00 | Uncopfirmed
1fle, 2012 ... 2012 - Present , :,600.00 | Unconfirmed
10/18/2012 03/27/2012 - Present $2,300.00 | Unconfirmed
10/18/2012 03/27/2012 - Present $2,200.00 | Unconfirmed

D Page 1 of 3 10 rows per page Go to page:

3. Inthe Date column, click the link for the unconfirmed record you want to work with.
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The LIABILITIES ASSUMED — EDIT LIABILITIES ASSUMED page appears.

Liabilities Assumed
Edit Liabilities Assumed

Date: -
Activity: -
Accounting Period: -
Status:  Unconfirmed =

Liabilities Assumed: $ 1p.00

Delee Racor

4. To edit the record, make the necessary changes and then click Save Record.
The LIABILITIES ASSUMED — EXISTING RECORDS page appears and displays a confirmation message.
-or-
To confirm the record, select Confirmed from the Status list and then click Save Record.

o Caution: After selecting Confirmed, the amount is posted to the current accounting period and
- can no longer be edited.

A confirmation dialog box appears. Click OK.

The LIABILITIES ASSUMED — EXISTING RECORDS page appears and displays a confirmation message.
-or-

To delete the record, click Delete Record.

A confirmation dialog box appears. Click OK.

The LIABILITIES ASSUMED — EXISTING RECORDS page appears and displays a confirmation message.
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PRINT A LIABILITIES ASSUMED REPORT

1. Select Liabilities Assumed from the Financials menu.

The LIABILITIES ASSUMED — EXISTING RECORDS page appears.

Liabilities Assumed

[ Create New Record | Existing Records

Select Accounting Period: 03/27/2012 - Present

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.

2. Select an option from the Select Accounting Period list.
_Or-

Select an activity from the Activity list and a range from the Accounting Period list (available for users
with Enterprise user roles only).

3. Click Search.
The page updates and displays the search results.
4. Click Generate Printable Report.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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7.8 NEXCOM Loans

Most users can view loan information and print loan reports in ROM3. Users with Enterprise user roles can also

add and edit loan information, which is documented in the ROM3 User’s Guide for Ashore Users.

NEXCOM may choose to provide your activity with a loan. This money must be repaid, typically over nine
accounting periods (three years). Payments are automatically withdrawn from your operating funds as their due
dates are reached. Contact NEXCOM if you need to adjust the due date of a payment or wish to pay off the
remaining loan balance early.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Page 278

Activity Enterprise TYCOM DFAS
e View aloan X X X X
e Print a Loan Report X X X X
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VIEW A LOAN

1. Select NEXCOM Loans from the Financials menu.

The LOANS — EXISTING RECORDS page appears.

Loans

Select Accounting Period: 03/27/2012 - Present

Existing Records |

- [se]

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.

2. Select a date range from the Select Accounting Period list.

_Or-

Select an option from each of the following lists: Select Activity, Show Only, and Status (available for
users with Enterprise user roles only).

3. Click Search.

The page updates and displays the search results.

Loans

Existing Records [

Generate Printable Report

Select Accounting Period: 03/27/2012-Present ~ ~
Date Transaction Amount Status
11/07/2012 Loan Issued $150,000,000.00 | Confirmed
10/23/2012 Loan Issued $10,000.00 | Confirmed
itk Liv] 'Oan ]'r-g;|- 1 ./ i), reficmad
/24720, Lvan 1. .sbeu B J9,UuU.L . | LIt N
09/26/2012 Loan Issued $3,800.00 | Unconfirmed
09/26/2012 Loan Issued $5,000.00 | Confirmed
09/26/2012 Loan Issued $11.00 | Confirmed
D Page 1 of 4 10 rows perpage ¥  Go to page:

4. Inthe Date column, click the link for the record you want to view.
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The LOANS — VIEW LOAN page appears.

¢ Note: You may see the Loans — Edit Loan page instead, depending on your user role and/or

the loan status.

Loans

Status:
Select Activity:
Loan Amount: $

Number of repayment periods:

QOutstanding Loan Balance: $

Comments:

View Loan

Start
Date:

NEXCOM Letter
Serial # 221211.

I Payment Schedule

All payments are automatically confirmed on the payment date.

Close
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PRINT A LOAN REPORT

1. Select NEXCOM Loans from the Financials menu.

The LOANS — EXISTING RECORDS page appears.

Loans

Existing Records |

Select Accounting Period: 03/27/2012-Present  ~

2. Select a date range from the Select Accounting Period list.
_or-

Select an option from each of the following lists: Select Activity, Show Only, and Status (available for
users with Enterprise user roles only).

3. Click Search.
The page updates and displays the search results.
4. Click Generate Printable Report.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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7.9 Non-EPOS Collections

In ROM3, you can record money received from sales at non-electronic point of sale (Non-EPQOS) locations, such
as vending machines, snack bars, or stamp machines.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View Non-EPOS Collections X X X X
Information
e Add Non-EPOS Collections Information X
e Edit, Confirm, or Delete Non-EPQOS X
Collections Information
e Print a Non-EPOS Collections Report X X X X
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VIEW NON-EPOS COLLECTIONS INFORMATION

1. Select Non-EPOS Collections from the Financials menu.

The NON-EPOS COLLECTIONS — EXISTING RECORDS page appears.

Non-EPOS Collections

Create New Record | Existing Records |

Accounting Period: 03/27/2012 - Present ¥

Location: All h Device: All

-

¢ Note: The fields you see on this page may be different from the ones shown here, depending

on your user role.

2. Enter or select one or more of the following:

e Select an option from the Accounting Period list
e Select an option from the Location list
e Select an option from the Device list

_Or_

Select an activity from the Activity list and an option from the Accounting Period list (available for users

with Enterprise user roles only).
3. Click Search.

The page updates and displays the search results.

Non-EPOS Collections
[  Create New Record | Existing Records | Generate Printable Report
Accounting Period: 03/27/2012 - Present ¥
Location: Al A Device: All hd
Collection Date Amount Location Device Status
02/27/2013 $9825.25 | 9800 9801 Confirmed
02/19/2013 $50.00 | 9400 9401 Confirmed
/2 #a7.00] 9700 704 “onfirme
T 108, . " 55555.00 | 9200 9202 Jonmed
11/01/2012 $444.00 | 9200 Q202 Unconfirmed
11/01/2012 $12345.00 | 9200 Q202 Unconfirmed
I:' Page 1 of 5 10 rows per page ¥ Go to page:

4. Inthe Collection Date column, click the link for the record you want to view.
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The NON-EPOS CoOLLECTIONS — VIEW COLLECTION page appears.

' Note: You may see the Non-EPOS Collections — Edit Collection page instead, depending on
your user role and/or the collection status.

Non-EPOS Collections

View Collection

Collection Date:

Activity: -
Status: v
Location: -
POS Device: -

Amount Collected: §

Close
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ADD NON-EPOS COLLECTIONS INFORMATION

1. Select Non-EPOS Collections from the Financials menu.

The NON-EPOS COLLECTIONS — EXISTING RECORDS page appears.

Non-EPOS Collections

Create New Record | Existing Records |
Accounting Period: 03/27/2012 - Present  ~
Location: All h Device: All v

2. Click Create New Record.

The NON-EPOS CoLLECTIONS — CREATE NEW COLLECTION page appears.

Non-EPOS Collections

Create New Collection

Collection Date: qg2/27/2013 i
Activity: -
Status:  Unconfirmed
Location: 9200 — Post Office hd
POS Device: 9202 — Elliot test ¥

Amount Collected: $

[Swmewd ][] [ ]

3. Select an option from the Status list.

' Note: Unconfirmed is selected by default. If you select Confirmed, the amount will be posted
to the accounting period and the entry cannot be edited.

From the Location list, select the location you are collecting money from.
From the POS Device list, select the specific device you are collecting money from.

Enter the dollar amount collected in the Amount Collected field.

N o v s

Click Save Record.

The NON-EPOS COLLECTIONS — EXISTING RECORDS page appears and displays a confirmation message.
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EDIT, CONFIRM, OR DELETE NON-EPQOS COLLECTIONS INFORMATION

In ROM3, you can edit, confirm, or delete unconfirmed collections information. Confirmed collections
information can be viewed, but not edited or deleted.

1.

Select Non-EPOS Collections from the Financials menu.

The NON-EPOS COLLECTIONS — EXISTING RECORDS page appears.

Non-EPOS Collections

Create New Record | Existing Records

Accounting Period: 03/27/2012 - Present =

Location: All h Device: All

-

Enter or select one or more of the following:

e Select an option from the Accounting Period list
e Select an option from the Location list
e Select an option from the Device list

Click Search.

The page updates and displays the search results.

Non-EPOS Collections

|  Create NewRecord | Existing Records

Generate Printable Report

Accounting Period: 03/27/2012 - Present ¥
Location: All v Device: All h
Collection Date Amount Location Device Status
02/27/2013 $0825.25 | 9800 9801 Confirmed
02/19/2013 £50.00 | 9400 9401 Confirmed
- 2370019700 704 “onfirmed N
B 11/01/e e o "7 455555.00 | 9200 o202 Corwumed -
11/01/2012 $444.00 | 9200 9202 Unconfirmed
11/01/2012 $12345.00 | 9200 9202 Unconfirmed
I:' Page 1 of 5 10 rows per page ~ Go to page:
4. In the Collection Date column, click the link for the record you want to view.
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The NON-EPOS COLLECTIONS — EDIT COLLECTION page appears.

Non-EPOS Collections
Edit Collection

Collection Date: 11/08/2012 =
Activity: -
Status:  Unconfirmed «
Location: 9200 — Post Office hd
POS Device: 9202 - Elliot test  *

Amount Collected: $ 3.qp

5. To edit the record, make the necessary changes and then click Save Record.
The NON-EPOS COLLECTIONS — EXISTING RECORDS page appears and displays a confirmation message.
-or-
To confirm the record, select Confirm from the Status list and then click Save Record.

Caution: After selecting Confirmed, the amount is posted to the current accounting period and
can no longer be edited.

I
A confirmation dialog box appears. Click OK.
The NON-EPOS COLLECTIONS — EXISTING RECORDS page appears and displays a confirmation message.
-or-
To delete the record, click Delete Record.
A confirmation dialog box appears. Click OK.

The NON-EPOS COLLECTIONS — EXISTING RECORDS page appears and displays a confirmation message.
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PRINT A NON-EPOS COLLECTIONS REPORT

1. Select Non-EPOS Collections from the Financials menu.

The NON-EPOS COLLECTIONS — EXISTING RECORDS page appears.

Non-EPOS Collections

Create New Record | Existing Records |
Accounting Period: 03/27/2012 - Present  ~
Location: All h Device: All v

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.
2. Enter or select one or more of the following:

e Select an option from the Accounting Period list
e Select an option from the Location list
e Select an option from the Device list

_Or_

Select an activity from the Activity list and an option from the Accounting Period list (available for users
with Enterprise user roles only).

3. Click Search.
The page updates and displays the search results.
4. Click Generate Printable Report.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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7.10 Rebates

A rebate is an amount of cash back received by an activity for some action. Navy Auto Source, for example, will
come aboard a ship and sell new vehicles to the sailors. For every vehicle sold, a portion of the cost is given to
the ship’s store as a rebate. These rebates are recorded and reported on the ship’s NAVCOMPT 153 financial
statement.

All users can view rebate information and print a Rebates Report. Users with Enterprise user roles can also add
and edit rebate information, which is documented in the ROM3 User’s Guide for Ashore Users.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a Rebate X X X X
e Print a Rebates Report X X X X
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VIEW A REBATE

1. Select Rebates from the Financials menu.

The REBATES — EXISTING RECORDS page appears.

Rebates

Existing Records

Select Accounting Period: 03/27/2012-Present  ~

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.

2. Select a date range from the Select Accounting Period list.

_Or-

Select an option from the Select Activity list and enter dates in the Start Date and End Date fields
(available for users with Enterprise user roles only).

3. Click Search.

The page updates and displays the search results.

Rebates
Existing Records | Generate Printable Report |
Select Accounting Period: 03/27/2012-Present  ~
Date Amount Source Comments Status
08/30/2012 $5.00 | NEXCOM 5 Confirmed
08/28/2012 $2.00 | Phone Card 2 Unconfirmed
08/28/2012 $1.00 | NEXCOM 1 Unconfirmed
D5PSR02 4 e OO0 INEXCOM L M g p 8 QU s |
J5/ /2012 $3,2.1.00 | ~aone Cara | TEst |Con.|n.|e_o
D Page 1 of 5 10 rows per page ~ Go to page:
4. In the Date column, click the link for the record you want to view.
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The REBATES — VIEW REBATE page appears.

' Note: You may see the Rebates — Edit Rebate page instead, depending on your user role

and/or the rebate status.

Rebates
View Rebate
Date: -
Activity: -
Status: -
Rebate Amount: $
Source: -

Comments: Loan Transaction - Washington

Close
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PRINT A REBATES REPORT

1. Select Rebates from the Financials menu.

The REBATES — EXISTING RECORDS page appears.

Rebates

Select Accounting Period: 03/27/2012-Present  ~

Existing Records

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.

2. Select a date range from the Select Accounting Period list.

_Or-

Select an option from the Select Activity list and enter dates in the Start Date and End Date fields
(available for users with Enterprise user roles only).

3. Click Search.

The page updates and displays the search results. The Generate Printable Report button also becomes

active.
Rebates
Existing Records [ Generate Printable Report |
Select Accounting Period: 03/27/2012-Present  ~
Date Amount Source Comments Status

08/30/2012 $5.00 | NEXCOM 5 Confirmed
08/28/2012 $2.00 | Phone Card 2 Unconfirmed

_poeaaRU2012 SLOBANEXGR™M . : UncopfiFmed
05/2v 0 . $59,999.%. [va., ~dto Source A AOUNT size ol
05/29/2012 $74.00 | Navy Auto Source Grant Rebate test22 |Confirmed
05/24/2012 $3,221.00 | Phone Card TEst Confirmed

D Page 1 of 5 10 rows per page ¥ Go to page:
4. Click Generate Printable Report.
¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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7.11 Service Charges

If an activity’s store needs to obtain services, the payment is processed through DFAS. For example, if a vending
machine needs to be repaired, DFAS records the payment amount and applies it to your activity’s financials.

Users with DFAS user roles can add, edit, and confirm service charges in ROM3. These procedures are found in
the ROM3 User’s Guide for Ashore Users.

Most other users can view service charge information and print Service Charge Reports.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a Service Charge X X X X
e Print a Service Charge Report X X X X
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VIEW A SERVICE CHARGE

1. Select Services Charges from the Financials menu.

The SERVICES CHARGES — EXISTING RECORDS page appears.

Service Charges

Existing Records

Select Accounting Period: All

¢ Note: The fields you see on this page may be different from the ones shown here, depending

on your user role.

2. Select a date range from the Select Accounting Period list.

_Or-

Select an option from the Select Activity list and enter dates in the Start Date and End Date fields

(available for users with Enterprise user roles only).

3. Click Search.

The page updates and displays the search results.

Service Charges

Existing Records

Select Accounting Period: Al

Generate Printable Report |

Date Amount Recipient Comments Status
12/03/2012 $100.00 |ty test Unconfirmed
pl "2 | $1.324 00 |Gpeue, Su T - Confirmad
L U1z " $9y,9v .99 [U. AN, _AIP 22 Ba. _..uys Max Amow.f Stes Connrmed
06/04/2012 %$10,000.50 [USS ANYSHIP 21 Bainbridge Almost Done Paying [...] Unconfirmed
05/30/2012 $2.05 |USS ANYSHIP 17 Bainbridge New Steering Wheel [...] Unconfirmed
05/29/2012 $11,111.11 [USS ANYSHIP 11 Bainbridge Service Charges - N[...] Unconfirmed

I:' Page 1 of 3 10 rows per page ¥ Go to page:
4. Inthe Date column, click the link for the record you want to view.
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The SERVICES CHARGES — VIEW SERVICE CHARGE page appears.

¢ Note: You may see the Service Charges — Modify Service Charge page instead, depending on
your user role and/or the charge status.

Service Charges

View Service Charge

Date:
Status: -
Recipient:

Amount: §

Comments: zimns

Close
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PRINT A SERVICE CHARGE REPORT

1. Select Services Charges from the Financials menu.

The SERVICES CHARGES — EXISTING RECORDS page appears.

Service Charges

Existing Records

Select Accounting Period: All v

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.

2. Select a date range from the Select Accounting Period list
_Or-

Select an option from the Select Activity list and enter dates in the Start Date and End Date fields
(available for users with Enterprise user roles only).

3. Click Search.
The page updates and displays the search results.
4. Click Generate Printable Report.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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8 Register

You may choose to use a handheld computer to scan items and record quantities for receiving orders,
completing inventories, or conducting breakouts.

8.1 Launch Register

To transfer information to or from the handheld it is necessary to synchronize the device with the ROM3
application.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e Open a Register X
e Conduct a Sale X
e Perform a Price Override X
e Associate an Unknown UPC X
e Perform a Price Check X
e Reprint a Sales Receipt X
e Print Item Labels X
e Issue a Refund X
e Close a Register X
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OPEN A REGISTER

1. Select Launch Register from the Register menu.

The SALES REGISTER page appears.

Store 9501

Price Check

Open Register

2. Click Open Register.

Sales Register
Register 950102

The page updates and displays a message and two new buttons.

Store 9501

Sales Register
Register 950102

Register Opened

This register has been configured to accept cash. If necessary,

load your change fund into the cash drawer.

In Use By Icpo_bain

Continue

3. If yourregister is configured to accept cash, click Open Drawer to open the cash drawer and load your
change fund, and then click Continue.

_Or-

If your register is configured for Navy Cash only, click Continue.

The register is now open and ready to conduct sales.

Store 9501
Price Check
Reprint Receipt
Print Labels
Issue Refund

Close Register

Sales Register
Register 950102

| Please scan an item to add it

In Use By lcpo_bain
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CONDUCT A SALE

You must be working with an open register session to perform this task. See Open Register for more information.

1. Scan the barcode of an item.

The page updates and displays the item information and price.

Sales Register

Store 9501 Register 950102 In Use By Icpo_bain

Print Labels

Issue Refund Please scan an item to add it.

Close Register

Price Check Stock Number Description Price Qty Total
Reprint Receipt 3113130000003 Sunmaid Yogurt Raisins $0.75 $0.75 Remove

Remove

2. Continue scanning until all of the customer’s items appear on the screen.

¢ Note: For multiple quantities of the same item, you may either continue scanning the

barcodes, or manually enter the total quantity in the Qty field.

Sales Register

Store 9501 Register 950102 In Use By Icpo_bain

Reprint Receipt 3113130000003 Sunmaid Yogurt Raisins
Print Labels

Issue Refund

3113130000006 Slim Jim Stick Counter Top

Please scan an item to add it.

Close Register

Total Ttems: 5 Subtotal: $6.75

3. Toremove an item from the sales transaction, click the link in the Remove column.
_Or-
To cancel the entire sales transaction, click Cancel Transaction.

4. Click Checkout.

Price Check Stock Number Description i Total

Remove

$2.25 Remove
$4.50 Remove
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The SALES REGISTER - CHECKOUT page appears.

Sales Register
Store 9501 Register 950102 In Use By lcpo_bain

Checkout (Navy Cash)
Total Due: $6.75

Processing Payment. Make sure NavyCash card has been inserted.

Close Register

| Modify Transaction || Switch to Cash Payment |

¢ Note: This page may appear differently depending on whether your register is configured to
accept cash, Navy Cash, or both tender types.
5. Click Modify Transaction to return to the SALES REGISTER page and modify transaction items.
_Or-

Click Switch to Cash Payment to cancel the Navy Cash transaction and collect cash.

¢ Note: Depending on your role and register configuration, you may receive an Authorization
Required prompt asking for a supervisor’s override code to allow a cash transaction.

_Or_

Click Switch to Navy Cash Payment to cancel the cash transaction and collect Navy Cash.

6. For Navy Cash payments, have the user insert their Navy Cash card into the Navy Cash card reader, enter
their personal identification number (PIN), and confirm the amount. Navy Cash approves the transaction
and a sales receipt is printed.

The SALES REGISTER — CHECKOUT COMPLETE page appears.

Sales Register
Store 5501 Register 950102 In Use By Icpo_bain

Checkout Complete
Transaction #154

Total Due: $6.75
Tendered: $6.75

Close Register Continue
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7. For cash payments, enter the amount of cash provided by the customer in the Cash Tendered field.
The SALES REGISTER — CHECKOUT (CASH) page appears.
Sales Register
Store 5501 Register 950102 In Use By Icpo_bain
Checkout (Cash)
Total Due: $6.75
Cash Tendered:
| Submit
| Modify Transaction || Switch to NavyCash Payment
8. Click Submit.
The sales receipt is printed and the SALES REGISTER — CHECKOUT COMPLETE page appears.
Sales Register
Store 9501 Register 950102 In Use By Icpo_bain
Checkout Complete
Transaction #155
Total Due: $6.75
Tendered: $10.00
Change Due: $3.25
Close Register
. ontinue
9. Provide the customer with the correct amount of change, displayed in the Change Due field and then click
Continue.
The SALES REGISTER page appears.
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PERFORM A PRICE OVERRIDE

You must be working with an open register session to perform this task. See Open Register for more information.

Depending on your user role, the system may require a supervisor’s code to complete this task.

1. Scan the barcode of an item.

The page updates and displays the item information and price.

Store 9501

Price Check
Reprint Receipt
Print Labels

Sales Register

Register 950102 In Use By Icpo_bain

Stock Number Description Price Qty Total
3113130000003 Sunmaid Yogurt Raisins $0.75 $0.75 Remove

Issue Refund

Close Register

Please scan an item to add it.

Remove

2. Inthe Price column, click the link for the price you want to change.

s Note: Depending on your role, you may receive an Authorization Required prompt asking for
a supervisor’s override code to allow the Price Override to proceed.

The SALES REGISTER — PRICE OVERRIDE page appears.

Store 9501

Price Check
Reprint Receipt
Print Labels

Issue Refund

Close Register

Sales Register

Register 950102 In Use By Icpo_bain

Price Override

Stock Number Description Cost Price Retail Price
3113130000003 Sunmaid Yogurt Raisins $0.7628 $0.75

Set New Retail Price $0.50| (Only applies to this transaction)

Save Cancel

3. Enter the new price in the Set New Retail Price field.

4. Click Save.

QOH
-3
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The SALES REGISTER page appears, and the new price is reflected in the Price column.

Sales Register
Store 5501 Register 950102 In Use By Icpo_bain

Price Check Stock Number Description Price Qty Total Remove

Reprint Receipt 3113130000003 Sunmaid Yogurt Raisins $0.50 $0.50 Remove
Print Labels

Issue Refund | Please scan an item to add it.

Close Register

¢ Note: A price override only applies to a specific transaction. The next time the item is scanned
at the register, it will revert to its standard retail price. If you want to permanently change the
retail price of an item, see Edit Inventory Item Price.
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ASSOCIATE AN UNKNOWN UPC

You must be working with an open register session to perform this task. See Open Register for more information.

Depending on your role, the system may require a supervisor’s code to complete this task.

1. Scan an unknown UPC barcode.

The Item Not found dialog box appears, prompting you to associate the barcode with an item.

Sales Register

Store 9501

Price Check Item Not Found

Print Labels
Issue Refund

Close Register

2. Click Yes.

The SALES REGISTER — LINK UPC page appears.

Reprint Receipt Item not found for UPC 5100129305.

Would you like to link UPC to an existing item?

y Icpo_bain

Sales Register

Store 9501 Register 950102

Price Check
Reprint Receipt

Link UPC 5100129305

In Use By Icpo_bain

Print Labels
lssue Refund Item Search:

Department: ALL

~ Category: ALL

Search || Cancel

Close Register

¢ Note: Depending on your role, you may receive an Authorization Required prompt, asking for

a supervisor’s override code to allow the UPC association to proceed.

3. Enter or select one or more of the following:

e Enter a stock number or item name (or partial number or name) in the Item Search field

e Select an option from the Department list

e Select an option from the Category list (list becomes active after selecting a department)

4. Click Search.
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The page updates and displays the search results.
Sales Register
Store 9501 Register 950102 In Use By Icpo_bain
Price Check i
e Link UPC 5100129305
Print Labels
lssue Refund Item Search:
Department: B3 ~ Category: ALL
| Search | | Cancel
Close Register
Dept| Category Stock Num Description
B3 | Nutritional Supplement |273000000001 | CREATINE 250G, PP
o Ty e L T T eee——
B3 wulfivendl o opp e JL_ 000LL | —oaNE, P
B3 | Nutritional Supplement |272000000005 | CREATINE, PP
Page 1 of 2 10 rows per page = Go to page:
5. Click the Link for the item you want to associate the UPC barcode with.
A confirmation dialog box appears.
Sales Register
Store 9501 Register 950102 In Use By Icpo_bain
Price Check )
B Link UPC 5100129305
Print Labels Confirm
Issue Refund Are you sure you want to link UPC "5100129305" to "CREATINE
Close Register
Yes No
E:?i.ﬂkSypplemenm?Bl]UUUUUUUl CREATINE 250G, PP 0
Nljtrlt_ianal _Suaplement 2?3_DUW\J5LUS A AEA ey
Nutritional Supplement [273000000005 | CREATINE, PP
Page 1 of 2 10 rows per page v Go to page:
6. Click Yes.
The SALES REGISTER page appears.
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PERFORM A PRICE CHECK

You must be working with an open register session to perform this task. See Open Register for more information.

1. Click Price Check.

The SALES REGISTER — PRICE CHECK page appears.

Sales Register

Store 5501 Register 950102 In Use By Icpo_bain

Price Check

Reprint Receipt Price Check

Print Labels Scan Item UPC |
Issue Refund

Close Register

2. Scan the barcode of the item you want to check.
_Or-

Enter the stock number of the item you want to check in the Scan Item UPC field and then press Tab on
your keyboard.

The page updates and displays the item price and quantity on hand information.

Sales Register
Store 9501 Register 950102 In Use By Icpo_bain

Price Check .
Reprint Receipt Price Check

Print Labels Scan Item UPC | Cancel
Issue Refund

Stock Number Descripftion Retail Price

l:l 273000000007 MAXIMUM GREENS COMPLETE $0.25

Close Register

Quantity On Hand (by location)
Type Location Name QOH
Stamp Vending Post Office 5
Retail Store Retail Store 1 7
Holding Location (Bulk Storeroom)  Storeroom 38

3. Click Cancel.

The SALES REGISTER page appears.
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REPRINT A SALES RECEIPT

You must be working with an open register session to perform this task. See Open Register for more information.
1. Click Reprint Receipt.

The SALES REGISTER — REPRINT REGISTER RECEIPT page appears.

Sales Register
Store 5501 Register 950102 In Use By Icpo_bain
Price Check

Reprint Receipt

Print Labels
Issue Refund i Location:  ALL v Tender: ALL

Reprint Register Receipt

Search || Cancel

Close Register

2. Enter or select one or more of the following:

e Enter the date of the desired sales transaction in the Date field
e Select an option from the Location list
e Select an option from the Tender list

3. Click Search.

The page updates and displays the search results.

Sales Register

Store 5501 Register 950102 In Use By Icpo_bain
Price Check i . .
Repiint Receipt Reprint Register Receipt
Print Labels
lssue Refund Date: i Location:  ALL ~ Tender: ALL -

| Search || Cancel

Close Register X # Date/Time Tender # Items Sale Amt

153| 19 Sep 2013 15:44 | MNavy Cash 5 $1.25
=2 s 013 15:44 sTash d it
Lébn | T B P ey - , T $5l. ,
144 ] 12 Jul 2013 16:18 | Navy Cash | 1 50.75 |
Page 1 of 10 10 rows per page ~ Go to page:

4. Inthe TX # column, click the link for the record you want to view.
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The SALES REGISTER — REPRINT REGISTER RECEIPT page appears.

Sales Register
Store 5501 Register 950102 In Use By Icpo_bain
Price Check

Reprint Receipt
Print Labels Cashier: Icpo_bain  Register: 950102
Transaction #: 153 Sale Date: 19 Sep 2013 15:44

Reprint Register Receipt

Issue Refund

Stock Number Description Price Qty Total Price

- 273000000007 MAXIMUM GREENS COMPLETE $0.25 5 $1.25
Close Register

Total 2 $1.25

Cancel || Reprint Receipt |

5. Click Reprint Receipt.

The receipt prints and the SALES REGISTER page appears.
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PRINT ITEM LABELS

You must be working with an open register session to perform this task. See Open Register for more information.

1. Click Print Labels.

The SALES REGISTER — PRINT ITEM LABELS page appears.

Sales Register
Store 9501 Register 950102

Price Check
Reprint Receipt

Print Item Labels

In Use By Icpo_bain

Print Labels

Issue Refund Item Search:

Department: ALL » Category: |ALL
| | Location: ALL -

Search

| Close Register | |

2. Enter or select one or more of the following:

e Enter a stock number or item name (or partial number or name) in the Item Search field

e Select an option from the Department list

e Select an option from the Category list (list becomes active after selecting a department)

e Select a location from the Location list

3. Click Search.
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The page updates and displays the search results.

Sales Register

Store 9501 Register 950102 In Use By lcpo_bain
Price Check | .
Repint Recein Print Item Labels
Print Labels
lssus Rofund Item Search: |
Department: B6 * Category: ALL -
Location: ALL -
Close Register Search | | Cancel
Depti| Category Stock Num Description QOH %:e“ # Labels
B6 | Portable Player 2420000011 IIF;?}SQ—BEUCH 32GB 0 $0.00 0
B6 | PortablesPlayeas 2420000011 I.F,)EenT,E:UCH 3208 0 50.00 2
B6 | Portable Pl_ayer B B +7453HHUU0_2 |_MLH e 2 | %1.20 | _[]
Page 1 of 1 ALL - Go to page:

Print Labels

4. Inthe # Labels column, enter the number of labels to print for each item.

5. Click Print Labels.

The SALES REGISTER — PRINT ITEM LABELS page appears.

Sales Register

Store 9501 Register 950102

Print Item Labels

In Use By Icpo_bain

Printing Labels

Close Register

Cancel

¢ Note: Click Cancel at any time to stop the label printing.
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6. The labels print, and the page updates and displays a confirmation message.

Sales Register

Store 9501 Register 950102 In Use By Icpo_bain

Price Check )
Reprint Receipt Print Item Labels

Print Labels Printing Labels

Issue Refund Printing Complete

Reprint Labels | | Finish

Close Register |

7. Click Reprint Labels to print the same set of labels again.
_Or-
Click Finish.

The SALES REGISTER page appears.
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ISSUE A REFUND

You must be working with an open register session to perform this task. See Open Register for more information.

Depending on your role, the system may require a supervisor’s code to complete the refund.

1. Click Issue Refund.

The SALES REGISTER — ISSUE REFUND SEARCH page appears.

Sales Register

Store 5501 Register 950102 In Use By Icpo_bain

Price Check

Reprint Receipt Issue Refund Search

Print Labels
Issue Refund Scan Or Enter TX#: |

Date: 4 Location:  ALL

Search || Cancel

Close Register

2. Enter or select one or more of the following:

e Scan the barcode on the customer’s receipt, or enter the transaction number in the Scan Or Enter TX

# field
e Enter the date of the transaction in the Date field
e Select an option from the Location list

3. Click Search.

The page updates and displays the search results.

Sales Register

Store 9501 Register 950102 In Use By lcpo_bain

Price Check
Reprint Receipt Issue Refund Search

Print Labels
Issue Refund Scan Or Enter TX#: |

Date: 4 Location:  ALL

I:I | Search || Cancel

Date /Time Tender # Items Sale Amt

19 Sep 2013 15:44 | Navy Cash

$1.25

19 Sep 2012.15:44 | gnsh

144] 12 Jul 2013 16:18 | Navy cash I B

$5.00

$0.75 |

Page 1 of 10 10 rows per page v Go to page:

4. Inthe TX # column, click the link for the record you want to view.
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The SALES REGISTER — ISSUE REFUND ENTRY page appears.

Store 9501

Price Check
Reprint Receipt
Print Labels
Issue Refund

Close Register

Sales Register

Register 950102 In Use By Icpo_bain

Issue Refund Entry

Qty QtyPrev. Return

ARl sy Sold Returned. Qty

Description Price

3113130000005 ACT II Butter Lovers $0.75 3 0 0
Popcorn

BICYCLE POKER CARDS
0153100017 RACK PACK $0.00 5 0

| Cancel Refund ltems

5. Inthe Return Qty column, enter the quantity to be returned for each item.

' Note: The system will not allow you return more than was originally sold, and will take into
account any items that were previously returned.

6. Click Refund Items.

¢ Note: Depending on your role, you may receive an Authorization Required prompt asking for
a supervisor’s override code to allow the refund to proceed.

The return receipt is printed, and the SALES REGISTER — ISSUE REFUND CONFIRMATION page appears.

Store 9501

Price Check

Reprint Receipt

Print Labels

Issue Refund

Close Register

Sales Register

Register 950102 In Use By Icpo_bain

Issue Refund Confirmation

Qty Qty Prev. Return Refund
Sold Returned. Qty Due

Stock Number Description Price

ACT 1T
3113130000005 Dutter $0.75 $0.75
Lovers

Popcorn
BICYCLE
POKER
CARDS
RACK PACK

0153100017

Total

Return Accepted.
Refund Due: $0.75

Instruct customer to take receipt to Disbursing for payment refund.

I Continue I

7. Instruct the customer to take the return receipt to disbursing for payment and then click Continue.

The SALES REGISTER page appears.
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CLOSE A REGISTER

You must be working with an open register session to perform this task. See Open Register for more information.

1. Click Close Register.

The Close Register dialog box appears.

Store 9501

Price Check
Reprint Receipt
Print Labels
Issue Refund

Close Register

Sales Register
Register 950102

Close Register

In Use By Icpo_bain

Register should only be closed at the end of your shift. If you are
taking a break, simply logoff.

Close Register

Cancel

1 Caution: Do not close the register session until the end of your shift. If you are taking a break,
simply log off your workstation. The session will continue when you return.

2. Click Close Register to end your session.

The register closes and the SALES REGISTER — SESSION SUMMARY page appears.

Store 9501

Price Check

Open Register

Sales Register

Register 950102

Register session for Icpo_bain has been dosed.

Session

Session Start:
Session End:

Total Transactions:
Total Items Sold:

Collections

Total NavyCash Collected:
Total Cash Collected:

19 Sep 2013 15:19
19 Sep 2013 15:48

Turn over any cash to your Cash Collection Agent.

| Open Drawer

3. If yourregister is configured to accept cash, click Open Drawer to open the cash drawer and remove any
money. All money should be counted and provided to your Cash Collection Agent.
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8.2 Manage Sessions

You can view all register sessions, including sales transaction information and individual items sold. After a
cashier has finished a shift, the Cash Collection Agent can record cash and Navy Cash collection information.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a Register Session X
e Add a Register Collection X
e Edit or Confirm a Collection X
e Print a Cash Over/Short Detailed X
Report
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VIEW A REGISTER SESSION

1. Select Manage Sessions from the Register menu.
The REGISTER SESSION MIANAGER — EXISTING RECORDS page appears.
Register Session Manager
Existing Records |
Register: All Registers - Operator: All Operators -
Start Date: 08/20/2013 ] End Date: 09/19/2013 ]
2. Enter or select one or more of the following:
e Select an option from the Register list
e Select an option from the Operator list
e Enter dates in the Start Date and End Date fields
3. Click Search.
The page updates and displays the search results.
Register Session Manager
Existing Records [ Cash Over/Short Detailed
Register: All Registers - Operator: lcpo_bain -
Start Date: 08/20/2012 ] End Date: 09/19/2013 [

Session Start Session End Register Operator Session Status Collections
09/18/2013 09/18/2013 950201 lcpo_bain Closed Not Collected
‘S@Z_OE 08f13f£13_ 950202 lcpo_bain Closed Not,Collected

Lo | 2= 15, o seaee L o L L
05/01/2013 | os/or/2013 | 951001 [lcpo_bain Closed | Not Collected
D Page 1 of 5 10 rows per page Go to page:
4. In the Session Start column, click the link for the record you want to view.
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The VIEW SESSION DETAILS page appears.

View Session Details
19 Jun 2013 | 20:23 - 19 Jun 2013 | 20:25

I Collections

Status: Unconfirmed -«

Cash Expected: Navy Cash Expected:
Cash Collected: 6.00 Navy Cash Collected: 5.00
Difference: Difference:

Operator: lcpo_bain Register: 951001

Total Transactions: 3 Total Items Sold: 3

X # Date/Time Tender # Items Sale Amt

122 06/19/2013 | 20:24 MNavy Cash 1 $5.00

123 06/19/2013 | 20:24 Cash 1 $0.00

124 06/19/2013 | 20:24 Cash 1 $5.00
|:| Page 1 of 1 D 10 rows per page - Go to page:

5. Inthe TX # column, click the link for the transaction you want to view.

The TRANSACTION DETAIL page appears.

Transaction Detail
19 Jun 2013 | 20:24

Operator: Icpo_bain Register: 951001
Transaction: # 122 Tender: Navy Cash
Stock Number | Description | Price | Override | Qty | Total Price | Price Approval
123 [123 |  so.00] $5.00] 1] $5.00 | Icpo_bain
Total Quantity: 1 Total Sales: $5.00

Close
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ADD A REGISTER COLLECTION

1. Select Manage Sessions from the Register menu.
The REGISTER SESSION MIANAGER — EXISTING RECORDS page appears.
Register Session Manager
Existing Records |
Register: All Registers - Operator: All Operators -
Start Date: 08/20/2013 ] End Date: 09/19/2013 ]
2. Enter or select one or more of the following:
e Select an option from the Register list
e Select an option from the Operator list
e Enter dates in the Start Date and End Date fields.
3. Click Search.
The page updates and displays the search results.
Register Session Manager
Existing Records [ Cash Over/Short Detailed
Register: All Registers - Operator: lcpo_bain -
Start Date: 08/20/2012 ] End Date: 09/19/2013 [

Session Start Session End Register Operator Session Status Collections
09/18/2013 09/18/2013 950201 lcpo_bain Closed Not Collected
‘S@Z_OE 08f13f£13_ 950202 lcpo_bain Closed Not,Collected

Lo | 2= 15, o seaee L o L L
05/01/2013 | os/or/2013 | 951001 [lcpo_bain Closed | Not Collected
D Page 1 of 5 10 rows per page Go to page:
4. In the Session Start column, click the link for the record you want to work with.
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The VIEW SESSION DETAILS page appears.

View Session Details
19 Jun 2013 | 20:23 - 19 Jun 2013 | 20:25

I Collections

Status: Unconfimed -

Cash Expected: Navy Cash Expected:
Cash Collected: 6.00 Navy Cash Collected: 5.00
Difference: Difference:

Transactions

Operator: lcpo_bain Register: 951001

Total Transactions: 3 Total Items Sold: 3

X # Date/Time Tender # Items Sale Amt

122 06/19/2013 | 20:24 MNavy Cash 1 $5.00

123 06/19/2013 | 20:24 Cash 1 $0.00

124 06/19/2013 | 20:24 Cash 1 $5.00
I:l Page 1 of 1 D 10 rows per page ~ Go to page:

Select an option from the Status list.

¢ Note: Unconfirmed is selected by default. If you select Confirmed, the amount will be posted

to the accounting period and the entry cannot be edited.
Enter the dollar amount of actual cash collected in the Cash Collected field.
Enter the dollar amount of actual Navy Cash collected in the Navy Cash Collected field.

Click Save.

The REGISTER SESSION MIANAGER — EXISTING RECORDS page appears.
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EDIT OR CONFIRM A COLLECTION

1. Select Manage Sessions from the Register menu.
The REGISTER SESSION MIANAGER — EXISTING RECORDS page appears.
Register Session Manager
Existing Records |
Register: All Registers - Operator: All Operators -
Start Date: 08/20/2013 ] End Date: 09/19/2013 ]
2. Enter or select one or more of the following:
e Select an option from the Register list
e Select an option from the Operator list
e Enter dates in the Start Date and End Date fields
3. Click Search.
The page updates and displays the search results.
Register Session Manager
Existing Records [ Cash Over/Short Detailed
Register: All Registers - Operator: lcpo_bain -
Start Date: 08/20/2012 ] End Date: 09/19/2013 [

Session Start Session End Register Operator Session Status Collections
09/18/2013 09/18/2013 950201 lcpo_bain Closed Not Collected
‘S@Z_OE 08f13f£13_ 950202 lcpo_bain Closed Not,Collected

Lo | 2= 15, o seaee L o L L
05/01/2013 | os/or/2013 | 951001 [lcpo_bain Closed | Not Collected
D Page 1 of 5 10 rows per page Go to page:
4. In the Session Start column, click the link for the record you want to work with.
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The VIEW SESSION DETAILS page appears.

View Session Details
19 Jun 2013 | 20:23 - 19 Jun 2013 | 20:25

I Collections

Status: Unconfirmed -

Cash Expected: Navy Cash Expected:
Cash Collected: 6.00 Navy Cash Collected: 5.00
Difference: Difference:

Transactions

Operator: lcpo_bain Register: 951001
Total Transactions: 3 Total Items Sold: 3
X # Date/Time Tender # Items Sale Amt
| 122 06/19/2013 | 20:24 Navy Cash 1 $5.00
| 123 06/19/2013 | 20:24 Cash 1 $0.00
| 124 06/19/2013 | 20:24 Cash 1 $5.00
D Page 1 of 1 D 10 rows per page ~ Go to page:

To edit the record, make the necessary changes and then click Save.

The REGISTER SESSION MIANAGER — EXISTING RECORDS page appears and displays a confirmation message.

_Or_

To confirm the record, select Confirm from the Status list and then click Save.

;,E Caution: After selecting Confirmed, the amount is posted to the current accounting period and

can no longer be edited.

A confirmation dialog box appears. Click OK.

The REGISTER SESSION MIANAGER — EXISTING RECORDS page appears and displays a confirmation message.
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PRINT A CASH OVER/SHORT DETAILED REPORT

1. Select Manage Sessions from the Register menu.

The REGISTER SESSION MIANAGER — EXISTING RECORDS page appears.

Register Session Manager

Existing Records |

Register: All Registers - Operator: All Operators -
Start Date: 08/20/2013 [ End Date: 09/19/2013 [

2. Enter or select one or more of the following:

e Select an option from the Register list
e Select an option from the Operator list
e Enter dates in the Start Date and End Date fields

3. Click Search.

The page updates and displays the search results.

Register Session Manager
Existing Records [ Cash Over/Short Detailed
Register: All Registers - Operator: lcpo_bain -
Start Date: 08/20/2012 End Date: 09192013 &

Session Start Session End Register Operator Session Status Collections

09/18/2013 09/18/2013 950201 lcpo_bain Closed Not Collected
fS;’US;’2013 L 08/13/20 950202 lcpo_bain Closed N ollecte

- o ‘L“#“ e—r —
——— g J_uﬁbcﬁ—?‘ s d
I ey 1%, | RPN L= L . woan
05/01/2013 | os/or/2013 | 951001 [lcpo_bain Closed | Not Collected
D Page 1 of 5 10 rows per page Go to page:

4. Click Cash Over/Short Detailed.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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8.3 Register Journal

As orders arrive from vendors, you can record receipt quantities using the handheld device. After scanning or
selecting an item, record the quantity received. After synchronizing the handheld device, you can confirm the

received quantities in ROM3.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a Register Event X
e Print a Register Event Log X
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VIEW A REGISTER EVENT

1. Select Register Journal from the Register menu.

The REGISTER EVENT JOURNAL — EXISTING RECORDS page appears.

Register Event Journal

Existing Records | |

Event: All Events - Location:  All locations - Register: |All Registers
Start End
: - 20/ T {144, T
Operator:  All Operatars Date: 0812012013 | Date: 09/19/2013 S

2. Enter or select one or more of the following:

e Select an option from the Event list

e Select an option from the Location list

e Select an option from the Register list

e Select an option from the Operator list

e Enter dates in the Start Date and End Date fields

3. Click Search.

The page updates and displays the search results.

Register Event Journal
Existing Records | Generate Printable Report |
Event: All Events - Location:  All locations - Register: | All Registers
- Start End
: - f20/, T {144, T
Operator: lcpo_bain Date: 06/20/2013 Date: 09/19/2013 &
Date Event Price Register Operator
09/18/2013 Close Register %0.00 950201 lcpo_bain
09/18/2013 | Open Register _ §0.00 950201 Icpo_bain
WY ¥l “lnge “hmE nn -0 N T
il - . . n e et i o Jur eus T
07/26/2013 Close Register | £0.00 950202 | lcpo_bain
D Page 1 of 3 10 rows per page ~ Go to page:

4. In the Date column, click the link for the event you want to view.
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If you selected an Open or Close Register event, the VIEW SESSION DETAILS page appears. If you selected

another event type, the TRANSACTION DETAIL page appears.

View Session Details
19 Jun 2013 | 20:23 - 19 Jun 2013 | 20:25

Cash Expected:
Cash Collected:

Difference:

Operator: lcpo_bain
Total Transactions: 3

Status: ||

Collections

Navy Cash Expected:
Navy Cash Collected:

Difference:

Transactions

Register: 951001
Total Items Sold: 3

™ # Date/Time Tender # Items Sale Amt

122 06/19/2013 | 20:24 Navy Cash 1 $5.00

123 06/19/2013 | 20:24 Cash 1 $0.00

124 06/19/2013 | 20:24 Cash 1 $5.00
D Page 1 of 1 D 10 rows per page -~ Go to page:

Close

5.

The TRANSACTION DETAIL page appears.

In the TX # column, click the link for the transaction you want to view.

Transaction Detail
19 Jun 2013 | 20:24

Operator: Icpo_bain
Transaction: # 122

Stock Number | Description

| Price |

Register: 951001
Tender: Navy Cash

Override | Qty | Total Price | Price Approval

123 [123 |

Total Quantity: 1

$0.00 | $5.00 | 1] $5.00 | lcpo_bain

Total Sales: $5.00

Close
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PRINT A REGISTER EVENT LOG

1. Select Register Journal from the Register menu.

The REGISTER EVENT JOURNAL — EXISTING RECORDS page appears.

Register Event Journal

Existing Records |

Event: All Events - Location:  All locations - Register:
Start End

: - 20/ T
Operator:  All Operators e 08/20/2013 H Date:

All Registers

09/19/2013 4

¢ Note: The fields you see on this page may be different from the ones shown here, depending

on your user role.

2. Enter or select one or more of the following:

e Select an option from the Event list

e Select an option from the Location list

e Select an option from the Register list

e Select an option from the Operator list

e Enter dates in the Start Date and End Date fields

3. Click Search.

The page updates and displays the search results.

Register Event Journal
Existing Records | Generate Printable Report |
Event: All Events - Location:  All locations - Register: |All Registers
- Start End
: - f20/ HE 19/ T
Operator: Icpo_bain Eizes 06/20/2013 G Date: 09/19/2013
Date Event Price Register Operator
09/18/2013 Close Register %0.00 950201 lcpo_bain
09/18/2013 | Open Register ___%0.00 950201 lcpo_bain
Qo og nss S np Tw—g s, b
ik, = = . o o somis i o Ju ssus y
07/26/2013 Close Register | %0.00 950202 | lcpo_bain
I:I Page 1 of 3 10 rows per page Go to page:

4. Click Generate Printable Report.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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8.4 Receipt Configuration

A sales receipt is automatically printed by the register if the sales total is above a certain threshold. The receipt
can contain a custom header and/or footer message. You can adjust the receipt threshold and set the custom

messages using ROM3.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View Receipt Configuration X
e Edit Receipt Configuration X
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VIEW OR EDIT RECEIPT CONFIGURATION

1. Select Receipt Configuration from the Register menu.

The RECEIPT CONFIGURATION page appears.

Receipt Configuration

Receipt Printing Threshold: $ 10.00

Receipt Header & Footer

Message Header | Footer | Delete
Thank You, Come Again! ] Delete
Welcome to the Ship's Store! = Delete
¥'all Come Back Now! | ] Delete

Add Message

2. To edit the receipt configuration, perform one or more of the following, as necessary:

e Enter a new dollar amount in the Receipt Printing Threshold field and then click Update

e Select a message to be used as the header by selecting the Header check box for that message

e Select a message to be used as the footer by selecting the Footer check box for that message

e To prevent messages from printing on a receipt, clear the Header and Footer check boxes

e To remove a message from the system, click the Delete link for that message

e To add a new message, enter the message in the blank field next to the Add Message button and
then click Add Message

¢ Note: The receipt threshold default is $10.00. Set it to $0.00 to automatically print a receipt
for every transaction, or to $9999.00 to never print a receipt.
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9  System

9.1 Accounting Closeouts

In ROM3, you can view or close the current accounting or reporting period, view past accounting and reporting
periods, and generate reporting data for DFAS and the TYCOMs.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View an Accounting or Reporting X X X X
Period
e View NAVCOMPT 153 X X X X
e Close and Report a Reporting X
Period
e Close and Report an Accounting X
Period
e Export Reporting Period Data X X X X
e Export Accounting Period Data X X X X
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VIEW AN ACCOUNTING OR REPORTING PERIOD

1. Select Accounting Closeouts from the System menu.

The MANAGE ACCOUNTING PERIODS page appears.

Manage Accounting Periods

Close Monthly Only | | Close Monthly & Tri-Annual | Report Closed Periods
Tri-Annual Accounting Periods
Open - Close . Journal of DFAS 153
Status Date _ Date View 153 CMP Receipts Data
Open 08’613{32313 View Download View
Reported Di’;lg’;zg? Dg’élg{]?géB View Download View Download Zip

Dnarls Ioiinis View Download View Download Zip

Reported 16:37:40  19:37:31

4 4 Page of 1 b bl 10 rows per page ~

¢ Note: Enterprise users must first select an activity from the Select Activity list and then click
Search.

2. Inthe Status column, click the plus sign character (+) next to the period you want to view.

Status %':;—2
07/18/201
k|| Open 00:00:01

07/17/201
Reported 19:37:32

The page updates and displays the all reporting periods within the selected accounting period.

Manage Accounting Periods

Close Monthly Only | | Close Monthly & Tri-Annual | Report Closed Periods
Tri-Annual Accounting Periods
Open » Close . Journal of DFAS 153
Status Date _ Date View 153 CMP Receipts Data
07/18/2013 . ) .
B Open 00:00:01 View Download View
Monthly Reporting Periods
Cash Receipt TX Receipt TX
Status Open Date Close Date o Doc Fila
Open 08/05/2013 View View Download

14:34:58

Closed 07/30/ 0a/ 3 View View Download
P o P g Hm  PHRE | Sl N g A
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VIEW NAVCOMPT 153

1. Select Accounting Closeouts from the System menu.

The MANAGE ACCOUNTING PERIODS page appears.

Manage Accounting Periods

Close Monthly Only | | Close Monthly & Tri-Annual | Report Closed Periods

Tri-Annual Accounting Periods

Status %ﬁ Y % View 153 cMP Jgg;gﬁ:t‘;f DFLS >3
Open Dé’élg’éng View Download View
Reported Di’;lg’;zg? Dg’élg{]?géB View Download View Download Zip
Reported Di’;g’fg? Di’;lg’;?g? View Download View Download Zip
4 4 Page of 1 b bl 10 rows per page ~

' Note: Enterprise users must first select an activity from the Select Activity list and then click
Search.

2. Inthe View 153 column, click the View link for the period you want to view.

The NAVCOMPT 153 page appears.

NAVCOMPT 153
USS Harry S Truman - V21853 I Generate Printable Version I
Accounting Period is still Open Period Date Range: 07/18/2013 00:00:01 - 09/30/2013
Balance Sheet

BO1 Receipts from Purchase: $5,635.92 B10 Issues to Use: 30.00
BO5 Receipts from 0S0: 30.00 B14 Loss (Gain) by Inventory: 30.00
BO8 Opening Inventory: $594,289.43 B15 Surveys to NWCF: 30.00

B19 Transfers to 050: 30.00

B2 mnf Rptail Saless L=10
szt UL L.l 0 ... A .ab.. S
Emblematic: 0.00%
Stock Turn: 0.00 C25 Operating Profit: (%0.18)
Target Inventory: $39.44 C26 Soft Drink Vending Profit: 30.00

| View Back of 153 | | Close |

¢ Note: You can view the NAVCOMPT 153 for the current (open) accounting period. However,
the 153 is not complete until after the period is closed. Any 153 generated for an open period
will state “Accounting Period is still Open” in the upper left and is not acceptable for final
submission to DFAS.

3. To download a printable version of the NAVCOMPT 153, click Generate Printable Version.

s Note: See Section 4 Printing and Saving Files from ROM3 for more information.

4. To view the profitability and inventory information of the 153, click View Back of 153.
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The page updates and displays the back of the 153 information.

NAVCOMPT 153
USS Harry S Truman - V21853 |

Generate Printable Version |

Accounting Period is still Open Period Date Range: 07/18/2013 00:00:01 - 09/30/2013

Accounting Period Profitability

Sales at . = Over(Short) Inv Over . 3
Loc Cost Sales Retail Book GP GP % Collections  Owver{Short) T (Short) Net Diff % Diff
9300 $0.00 $0.00 $0.00 0.00% $0.00 $0.00 $0.00 $0.00 $0.00 0.00%
9501 $0.00 $0.00 $0.00 0.00% $0.00 $0.00 $0.00 $0.00 $0.00 0.00%

g™ _N-s—' ot Jroiiian — '-unf -—Jggm |

no data availzue for acce T,

4 4 Page of 0 b bl 10 rows per page =

I View Front of 153 I | Close
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CLOSE AND REPORT A REPORTING PERIOD
1. Select Accounting Closeouts from the System menu.
The MANAGE ACCOUNTING PERIODS page appears.
Manage Accounting Periods
Close Monthly Only | | Close Monthly & Tri-Annual | Report Closed Periods
Tri-Annual Accounting Periods
Status %ﬁ Y % View 153 cMP Jgg;gﬁ:t‘;f DFLS >3
Open Dé’élg’éng View Download View
Reported Di’;lg’;zg? Dg’élg{]?géB View Download View Download Zip
Reported Di’;g’fg? Di’;lg’;?g? View Download View Download Zip
4 4 Page of 1 b bl 10 rows per page ~
2. Click Close Monthly Only.
o Caution: An accounting period typically contains four reporting periods. Click Close Monthly

Only to close reporting periods 1-3. At the end of the fourth reporting period, click Close
Monthly & Tri-Annual to close that final reporting period as well as the accounting period. See
Close and Report an Accounting Period for more information.

A confirmation dialog box appears. Click OK.

If there are unfinished tasks in the current Reporting Period, the page will update and display the items
that must be completed prior to closing. After resolving the tasks, repeat steps 1 and 2.

Manage Accounting Periods

| Close Monthly Only | | Close Monthly & Tri-Annual | Report Closed Periods

Period Cannot be Closed - Resolve the following errors then try again:

Previous reporting period has not been reported.
001 Items have a negative QOH in 9501 Ship's Store 1; 870000HHO002,
001 Unconfirmed Contributions to Ships Store Record(s) Exist.
001 Unconfirmed Laundry Claims Record(s) Exist.
003 Unconfirmed Inventory Count(s) Exist.
'ncos "

P BT wlow | Peg, - -

_Or-
If no unfinished tasks are found, a second confirmation dialog box appears. Click OK.

The page updates. The reporting period is now closed, and a new period has been opened.

3. Click Report Closed Periods.
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A confirmation dialog box appears. Click OK.

The page updates to show the reporting period status as Reported.

¢ Note: Reporting a closed reporting period electronically sends the Receipt Transmittal File to
DFAS.
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CLOSE AND REPORT AN ACCOUNTING PERIOD
1. Select Accounting Closeouts from the System menu.
The MANAGE ACCOUNTING PERIODS page appears.
Manage Accounting Periods
Close Monthly Only | | Close Monthly & Tri-Annual | Report Closed Periods
Tri-Annual Accounting Periods
Status %ﬁ Y % View 153 cMP Jgg;gﬁ:t‘;f DFLS >3
Open Dé’élg’éng View Download View
Reported Di’;lg’;zg? Dg’élg{]?géB View Download View Download Zip
Reported Di’;g’fg? Di’;lg’;?g? View Download View Download Zip
4 4 Page of 1 b bl 10 rows per page ~
2. Click Close Monthly & Tri-Annual.
o Caution: An accounting period typically contains four reporting periods. Click Close Monthly &

Tri-Annual to close the final reporting period as well as the accounting period. If you only want
to close a reporting period, see Close and Report a Reporting Period for more information.

A confirmation dialog box appears. Click OK.

If there are unfinished tasks in the current Reporting Period, the page updates and displays the items that
must be completed prior to closing. After resolving the tasks, repeat steps 1 and 2.

Manage Accounting Periods

| Close Monthly Only | | Close Monthly & Tri-Annual | Report Closed Periods

Period Cannot be Closed - Resolve the following errors then try again:

* Previous reporting period has not been reported.
» (001 Items have a negative QOH in 9501 Ship's Store 1: 870000HHCO002,
* 001 Unconfirmed Contributions to Ships Store Record(s) Exist.
* 001 Unconfirmed Laundry Claims Record(s) Exist.
* 003 Unconfirmed Inventory Count(s) Exist.
'ncos "

P BT wlow | Peg, - -

_Or-
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If no unfinished tasks are found, a second confirmation dialog box appears.

Manage Accounting Periods

Close Monthly Only |

Status
Open
Reported

Reported

| Close Monthly & Tri-Annual |

Confirmation: Close Monthly & Tri-Annual

[ Click here to confirm and enable OK button.

| Report Closed Periods

All checks pass. Do you want to close this period?

Cancel

x

DFAS 153

Data

Download Zip

Download Zip

Select the Click here check box and then click OK.

The page updates. The accounting period and the reporting period are now closed and a new accounting
period and new reporting period have been opened.

3. Click Report Closed Periods.

A confirmation dialog box appears. Click OK.

The page updates to show the accounting period and reporting period status as Reported.

¢ Note: Reporting a closed accounting period electronically sends the Receipt Transmittal File
and all NAVCOMPT 153 data to DFAS.
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EXPORT REPORTING PERIOD DATA

1. Select Accounting Closeouts from the System menu.

The MANAGE ACCOUNTING PERIODS page appears.

Manage Accounting Periods

Close Monthly Only | | Close Monthly & Tri-Annual | Report Closed Periods
Tri-Annual Accounting Periods
Open - Close . Journal of DFAS 153
Status Date _ Date View 153 CMP Receipts Data
Open 08’613{32313 View Download View
Reported Di’;lg’;zg? Dg’élg{]?géB View Download View Download Zip

Dnarls Ioiinis View Download View Download Zip

Reported 16:37:40  19:37:31

4 4 Page of 1 b bl 10 rows per page ~

¢ Note: Enterprise users must first select an activity from the Select Activity list and then click
Search.

2. Inthe first column, click the plus sign character (+) next to the period you want to view.

Status %':;—2
07/18/201
k|| Open 00:00:01

07/17/201
Reported 19:37:32

The page updates to displays the reporting periods.

Manage Accounting Periods

Close Monthly Only | | Close Monthly & Tri-Annual | Report Closed Periods
Tri-Annual Accounting Periods
Open » Close . Journal of DFAS 153
Status Date _ Date View 153 CMP Receipts Data
07/18/2013 . ) .
B Open 00:00:01 View Download View
Monthly Reporting Periods
Cash Receipt TX Receipt TX
Status Open Date Close Date o Doc Fila
Open 08/05/2013 View View Download

14:34:58

Closed 07/30/ 0a/ 3 View View Download
P o P g Hm  PHRE | Sl N g A

3. Inthe Cash Memo column, click the View link to download the Cash Sales Memorandum for a selected
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reporting period.
_or-

In the Receipt TX Doc column, click the View link to download the Receipt Transmittal Letter with the
cover sheet and list of receipts.

_or-
In the Receipt TX File column, click the Download link to download the Receipt Transmittal File.

' Notes: The Receipt Transmittal File is automatically sent to DFAS when a reporting period has
been reported. See Close and Report a Reporting Period for more information. You should not
have to manually download this file unless specifically instructed to do so by DFAS.

See Section 4 Printing and Saving Files from ROM3 for more information on printing or saving
afile.
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EXPORT ACCOUNTING PERIOD DATA

1. Select Accounting Closeouts from the System menu.

The MANAGE ACCOUNTING PERIODS page appears.

Manage Accounting Periods

Close Monthly Only | | Close Monthly & Tri-Annual | Report Closed Periods

Tri-Annual Accounting Periods

Status %ﬁ Y % View 153 cMP Jgg;gﬁ:t‘;f DFLS >3
Open Dé’élg’éng View Download View
Reported Di’;lg’;zg? Dg’élg{]?géB View Download View Download Zip
Reported Di’;g’fg? Di’;lg’;?g? View Download View Download Zip
4 4 Page of 1 b bl 10 rows per page ~

' Note: Enterprise users must first select an activity from the Select Activity list and then click
Search.

2. Inthe CMP column, click the Download link to download the CMP file. This file should be e-mailed as an
attachment to CMP.
_Or_
In the Journal of Receipts column, click the View link to download the Journal of Receipts.
_or_

In the DFAS 153 Data column, click the Download Zip link to download a compressed zip file containing
all NAVCOMPT 153 data in electronic format.

¢ Note: The DFAS 153 Data File is automatically sent to DFAS when an accounting period is
reported. See Close and Report an Accounting Period for more information. You should not
have to manually download this file unless specifically instructed to do so by DFAS.

See Section 4 Printing and Saving Files from ROM3 for more information on printing and
saving files.

24 October 2013 Unclassified — For Official Use Only Page 339



ROM3 User’s Guide for Afloat Users, Version 1.0
System

9.2 Activity Constants

In ROM3, you can record activity information, including settings, addresses, and key personnel. The information
is then used in reports, on EDI orders, and on forms.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View Activity Constants X X X X
e Edit Activity Constants X
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VIEW ACTIVITY CONSTANTS

You can view or edit activity constants, depending on your user role. If you are an enterprise-level user, you will
first need to select an activity. If you are an activity-level user, you will go directly to the Manage Activity
Constants page.

1. Select Activity Constants from the System menu.

The MANAGE ACTIVITIES — EXISTING RECORDS page appears. Continue to step 2.

Manage Activities

Existing Records

uIC: Activity:

_Or_
The MANAGE ACTIVITY CONSTANTS page appears. Go to step 4.
2. To search for a specific activity, enter one or both of the following:

e Enter a Unit Identification Code or partial code in the UIC field
e Enter one or more letters in the Activity field
_Or-

To return a list of all activities, leave the search fields blank.
3. Click Search.

The page updates and displays the search results.

Manage Activities

Existing Records

UIC: Activity: bain
UIC | Activity Name
W23153 | USS BAINBRIDGE (DDG-96)
D Page 1 of 1 |:| 10 rows per page ¥ Go to page:

4. Click the link in the UIC column for the record you want to view.
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The MANAGE ACTIVITY CONSTANTS page appears.

Manage Activity Constants

Activity Information

Activity Name: Activity Type: M TYCOM: v
Activity UIC: Hull Number: SPIN Code:

Activity Settings

Activity Status: InPot ¥ Core Crew Size: 549 GF Assessment Local %:
Operating Zone: G - Norfolk ¥ Embarked Crew Size: 799 GF Assessment BUPERS %:

.._..—-J“QJJ\;JJ___P'J/"‘J‘_]*‘-‘-_J

L el Syiin
I
Name: LCPO NAME - USS ANY! Rank: LTJG - Phone: E-Mail:
... po-'OPTIONAL |
Name: LPO NAME - USS ANYSH Rank: PO3 - Phone: E-Mail:

I Save | | Close |

¢ Note: If you user role does not allow editing on this page, you will not see the Save button, as
shown above.
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EDIT ACTIVITY CONSTANTS

1. Select Activity Constants from the System menu.

The MANAGE ACTIVITY CONSTANTS page appears.

Manage Activity Constants

Activity Information

Activity Name:
Activity UIC:

Activity Type: DDG

Hull Number:

Activity Settings

Activity Status: InPot - Core Crew Size: 550

Operating Zone: G - Norfolk ~ Embarked Crew Size: 799

Activity Addresses

FPO Address
Zip: 170563

FPO Designator: AA

Key Personnel

TYCOM: | AIRLANT
SPIN Code:

GF Assessment Local %:

GF Assessment BUPERS %:

Pierside Address
Address 1: 5450 Carlisle Pike

Address 2: Bldg 409
Address 3:
Zip: 17055

Commanding Officer

Name: Charley CO Rank: ADM

Senior Supp

Name: Billy Supply Rank: RADM (UH) - Phone:

Sales Officer

Rank: RADM (UH) - Phone:

Name: Sally Sales

Disbursing Officer

Name: Donny Disbo
Disb Officer Symbol: 0000

LCPO - 'OPTIONAL'
- Phone:

LPO - '"OPTIONAL'

Name: Rank: - Phone: E-Mail:
| Save | | Close
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2. Make any necessary changes to the following fields:

e Select the current status of your activity from the Activity Status list

e Select the current operating zone of your activity from the Operating Zone list
e Enter the core crew size of your activity in the Core Crew Size field

e Enter the embarked crew size of your activity in the Embarked Crew Size field
e Enter your FPO address information in the FPO Zip and FPO Designator fields
e Enter your Pierside address information in the Pierside Address and Zip fields
e Enter the name and select the rank of your Commanding Officer

e Enter the name and select the rank of your Senior Supply Officer

e Enter the name and select the rank of your Sales Officer

e Enter the name, symbol, and select the rank of your Disbursing Officer

¢ Note: The fields in the Activity Information section are read-only and cannot be edited. The
GF Assessment Local % and BUPERS % fields are also system-populated and cannot be
changed.

3. Click Save.

The page updates and displays a confirmation message.
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9.3 Contract Management

Must users can view contract information and print a contract cover sheet. Other tasks are performed by
Enterprise level users and are described in the ROM3 User’s Guide for Ashore Users.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a Contract X X X
e Print a Contract Cover Sheet X X
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VIEW CONTRACT INFORMATION

1. Select Contract Management from the System menu.

The CONTRACT MANAGEMENT — EXISTING RECORDS page appears.

Contract Management

Existing Records

Vendor or Contract #:
Contract Purpose: ¥ Show: -
Vendor: ALL -

¢ Note: The fields you see on this page may be different from the ones shown here, depending
on your user role.

2. To search for a specific vendor, enter or select one or more of the following:

e Enter a vendor name or a contract number (or partial name or number) in the Vendor or Contract #
field or leave the field blank

_or_

e Select options from the Contract Purpose and Show lists (available for users with Enterprise user
roles only)

e Select a Vendor from the Vendor list. By default, the ALL option is selected, which returns a list of
contracts from all vendors.

3. Click Search.
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The page updates and displays the search results.

Contract Management

Existing Records

Vendor or Contract #:

Contract PUerSEZ ¥ Show: e
Vendor: ALL -

Contract Number Vendor / Source Purpose | Expiration |Opt|Items| Cover Sheet
04101957 ATLANTIC DOMINION DISTRIBUTORS CONUS 12/13/2013 0 1 Print
12191958 Acosta, Inc. CONUS 12/13/2013 0 1 Print
i -#**“W-LV“W'-QW“ S ConlC gl ’q;z?nm ' " il -
Wuvaes, 16 Uy e . o " ) . 1o ]
MO0250-AS1 -0213 Billy Bob's BB Shack CONUS 10/29/2013 0 10 Print
MO0250-AS51-2012 CDW-G CONUS 10/29/2013 1 0 Print

I:‘ Page 1 of 2 10 rows per page ¥ Go to page:

4. Click the link in the Contract Number column for the contract you want to view.
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The CONTRACT DETAILS — VIEW CONTRACT page appears.

¢ Note: You may see the Contract Details — Edit Contract page instead, depending on your user
role and/or the contract status.
Contract Details
View Contract
Contract #: Purpose: - Type: -
Old MBI #: Current Option: Options Remaining:

Effective Date:

I Vendor Information

Vendor:
Contracting Officer:

Contract Specialist:
Notes:

I Representatives

Expiration Date:

v Terms: M
Minimum Ship:
Ship Days: FOB:

Representative Zone
v A - Pacific Export B - San Diego C - Pacific NorthWest
M D - Hawaii F - Maine G - Morfolk
H - Export I - Mayport I* - Gulfport
A - Pacific Export V|B - San Diego C - Pacific NorthWest
v D - Hawai V|F - Maine G - Norfolk
H - Export I - Mayport I* - Gulfport

I Contract Items

Item | Dept Category Stock Num Description UI | Details
1 C1 Fruit and Nut 8700000081 DR. PEPPER, Diet CS Details
2 Al Tuna 0700003580 PLAMNTERS SUNFLOWER SEEDS EA Details
3 Al | Meat 100000000014 Bic Disposable Lighter EA | Details
4 Z9 | Z Category 1839390000002 AXE Shower Gel Kilo EA | Details
5 79 | Z Category 1839390000005 Barbasol Shave Foam Original EA | Details
5 Al |Food 3113130000001 Slim Jim Giant Stick Nacho EA | Details
7 M3 | Canned Soda 520000000001 Diet Sprite CS | Details
D Page 1 of 1 D 10 rows per page Go to page:
| Close |
5. To view details for a particular item, click the Details link for that item.
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The CONTRACT ITEM DETAILS — VIEW CONTRACT ITEM page appears.

' Note: You may see the Contract Details — Edit Contract Item page instead, depending on your
user role and/or the contract status.

Contract Item Details

Stock Number:
Department:
Category:
Description:
Sub-Description:
UPC:
Manufacturer:
Buy UIL:

CS/PK:

NIIN:

QIC:

Vendor Item ID:
Vendor Item Name:

View Contract Item

Zone

Price

Est.
Oty.

A - Pacific Export

B - San Diego

C - Pacific NorthWest

Size: D - Hawaii

Flammable F - Maine

Sell UI: h G - Morfolk

Sub CS!PK: H - Export

I - Mayport

I* - Gulfport

Close

24 October 2013

Unclassified — For Official Use Only

Page 349



ROM3 User’s Guide for Afloat Users, Version 1.0
System

PRINT A CONTRACT COVER SHEET

1. Access the CONTRACT MANAGEMENT — EXISTING RECORDS page and perform a search. See View Contract
Information for instructions on accessing this page.

Contract Management

Existing Records

Vendor or Contract #:

Contract Purpose: v Show: M
Vendor: ALL hd
Contract Number Vendor / Source Purpose | Expiration |Opt|Items| Cover Sheet
04101957 ATLANTIC DOMINIOMN DISTRIBUTORS CONUS 12/13/2013 0 1 Print
12191958 Acosta, Inc. CONUS 12/13/2013 0 1 Print
M et LS5 PO QNG ARty K. O] m;”n;r_ " wnicimd o
Muwad: 1B U e - - " o . 1o ]
MNO0250-A51-0213 Billy Bob's BBY) Shack CONUS 10/29/2013 0 10 Print
NO0250-ASL-2012 CDW-G CONUS 10/29/2013 1 0 Print

I:‘ Page 1 of 2 10 rows per page ¥ Go to page:

2. Click the Print link in the Cover Sheet column next to the contract you want to work with.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.

Page 350 Unclassified — For Official Use Only 24 October 2013



ROM3 User’s Guide for Afloat Users, Version 1.0
System

9.4 Departments and Categories

In ROM3, NEXCOM Enterprise users can create and manage departments and their associated default markup,
categories, and class numbers. These tasks are described in the ROM3 User’s Guide for Ashore Users. Most other
users can view department and category information.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View Department and Categories X X X
e Print a Department and Category X X X
Listing
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VIEW DEPARTMENTS AND CATEGORIES

1. Select Dept/Categories from the System menu.

The DEPARTMENT AND CATEGORY MIANAGEMENT page appears.

Department and Category Management

Printable Version

* Currently Disabled

Al Beef Jerky 808500 Cake 322211
Canned Snacks 333333 Chewing Gum 052000 Chips 887766
Chocolate 050000 Cookie 060000 Crackers 061000
Dip 070000 Dry - Corn Kernals 070100 Dry - Fruit 070200
Dry - Nuts 070300 Dry - Nuts 070300 Dry - Seeds 070400
Dry - Trail Mix 070500 Emb Stuff 193937
Food 311313 Fruit - Pudding Cups Ice Cream 070700
070600 .
Java 000666 Lunch kit - Seafood
Juice 076000 070800

*Meat 311311
*Meat 071000 Meat 071000

Microwavable 072000

> - s o et ik a TP

2. To view department information, click a department link.

Department andj

-+
Beef Jerk.
Canned Snacks 333333 Chewin

* y i&wte}(]\mm '.ﬁokie a’

The DEPARTMENT MIANAGEMENT — VIEW DEPARTMENT page appears.

Department Management

View Department

Department: |~ Status: | Enabled - Department Default Markup %:| 75.0C

Department Description:

Close

_or_
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To view category information, click a category link.

Department andj

F |
-
*
Al Beef Jeg
Canned Snacks 333333 Chewin

* gwte E!CIUD '.ﬁokie ii’

The DEPARTMENT MIANAGEMENT — VIEW CATEGORY page appears.

Category Management

View Category

Department: A1 ™ Department Default Markup %: |7

Category Class Status

Cnaled -

Enable Activity Price Control

Close
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PRINT A DEPARTMENT AND CATEGORY LISTING

1. Select Dept/Categories from the System menu.

The DEPARTMENT AND CATEGORY MIANAGEMENT page appears.

Department and Category Management

Printable Version

* Currently Disabled

Al Beef Jerky 808500 Cake 322211
Canned Snacks 333333 Chewing Gum 052000 Chips 887766
Chocolate 050000 Cookie 060000 Crackers 061000
Dip 070000 Dry - Corn Kernals 070100 Dry - Fruit 070200
Dry - Nuts 070300 Dry - Nuts 070300 Dry - Seeds 070400
Dry - Trail Mix 070500 Emb Stuff 193937
Food 311313 Fruit - Pudding Cups Ice Cream 070700
070600 .
Java 000666 Lunch kit - Seafood
Juice 076000 070800

*Meat 311311
*Meat 071000 Meat 071000

Microwavable 072000

s L e el it T

2. Click Printable Version

s Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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9.5 POS Devices

ROMS3 allows you to create and manage multiple points of sale within the system. Points of sale are used in
collecting payments and in recording sales.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a POS Device X
e Add a POS Device X
e Edit a POS Device X

24 October 2013
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VIEW A POS DEVICE

1. Select Devices from the System menu.

The POS DevVICE MANAGEMENT — EXISTING RECORDS page appears.

POS Device Management

Add Mew Device

Existing Records

DPagelch

10 rows per page ¥

Go to page:

POS ID Type Location Name Status
9201 Stamp Vending 9200 Stamper Enabled / Disabled
9202 Stamp Vending 9200 Elliot test Enabled / Disabled
9203 Stamp Vending 9200 Big Stamps Enabled / Disabled
9301 Snack Bar Sales 9300 Register Enabled / Disabled
9302 Snack Bar Sales 9300 Java Junkie Enabled / Disabled
9401 Hangar Bay Sales 9400 HB Enabled / Disabled
9601 Phone Card Machine 9600 Phone Master 9600 Enabled / Disabled
9602 Phone Card Machine 9600 Master Phone 1222 Enabled / Disabled
9701 Snack Vending Machine 9700 Vending 5 Enabled / Disabled
9702 Snack Wending Machine 9700 Vending 6 Enabled / Disabled

2. Click the link in the POS ID column for the record you want to view.

The POS DevICE MANAGEMENT — EDIT POS DEVICE page appears.

¢

on your user role.

Note: You may see the POS Device Management — View POS Device page instead, depending

POS Device Management

POS ID:

Name: Stamper

Type:

Tender Type:
Manufacturer:
Model #/Serial #:

Frame #:

Edit POS Device

Location:
Stamp Vending ¥ Status: Disabled ¥
-
Date Purchased:
Condition: -
| Save Record | | Cancel
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ADD A POS DEVICE

1. Select Devices from the System menu.

The POS DevVICE MANAGEMENT — EXISTING RECORDS page appears.

POS Device Management

Add Mew Device

Existing Records

POS ID Type Location Name Status
9201 Stamp Vending 9200 Stamper Enabled / Disabled
9202 Stamp Vending 9200 Elliot test Enabled / Disabled
9203 Stamp Vending 9200 Big Stamps Enabled / Disabled
9301 Snack Bar Sales 9300 Register Enabled / Disabled
9302 Snack Bar Sales 9300 Java Junkie Enabled / Disabled
9401 Hangar Bay Sales 9400 HB Enabled / Disabled
9601 Phone Card Machine 9600 Phone Master 9600 Enabled / Disabled
9602 Phone Card Machine 9600 Master Phone 1222 Enabled / Disabled
9701 Snack Vending Machine 9700 Vending 5 Enabled / Disabled
9702 Snack Wending Machine 9700 Vending 6 Enabled / Disabled

D Page 1 of 3 10 rows per page ¥ Go to page:

2. Click Add New Device.

The POS DevICE MANAGEMENT — CREATE NEW POS DEVICE page appears.

POS Device Management
Create New POS5 Device
POS ID:
Name: Location: 9200 Post Office -
Type: Stamp Vending ~ Status: Enabled «
Tender Type: -
Manufacturer: Date Purchased: b
Model #/Serial #: Condition: -
Frame #:
| Save Record | | Cancel

3. Enter the device details in the following fields:

e Enter a device name in the Name field

e Select the device location from the Location list

e Select the device type from the Type list, if applicable (you may only see one option)

e Select the device status from the Status list

e Select an option from the Tender Type list, if applicable (the default selection is Navy Cash and only
registers can be configured to accept cash)
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If you select Ship Store from the Location list, addition fields appear, as shown here:

Navy Cash IP/PORT : | | : | |

Navy Cash Merchant ID: I:I

Receipt Printer ID: | |

Label Printer ID: | |

| Save Record | | Cancel |

e Enter the IP Address and port associated with the workstation in the Navy Cash IP/PORT fields

e Enter the Navy Cash merchant ID for the location in the Navy Cash Merchant ID field

e If applicable, enter the server path and printer name for a receipt printer in the Receipt Printer ID
field

e If applicable, enter the server path and printer name for a label printer in the Receipt Printer ID field

¢ Note: The POS ID field is system-populated and cannot be changed.

4. Click Save Record.

The POS DEeVICE MANAGEMENT — EXISTING RECORDS page appears and displays a confirmation message.
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EDIT A POS DEVICE

1. Select Devices from the System menu.

The POS DevVICE MANAGEMENT — EXISTING RECORDS page appears.

POS Device Management

Add Mew Device

Existing Records

POS ID Type Location Name Status
9201 Stamp Vending 9200 Stamper Enabled / Disabled
9202 Stamp Vending 9200 Elliot test Enabled / Disabled
9203 Stamp Vending 9200 Big Stamps Enabled / Disabled
9301 Snack Bar Sales 9300 Register Enabled / Disabled
9302 Snack Bar Sales 9300 Java Junkie Enabled / Disabled
9401 Hangar Bay Sales 9400 HB Enabled / Disabled
9601 Phone Card Machine 9600 Phone Master 9600 Enabled / Disabled
9602 Phone Card Machine 9600 Master Phone 1222 Enabled / Disabled
9701 Snack Vending Machine 9700 Vending 5 Enabled / Disabled
9702 Snack Wending Machine 9700 Vending 6 Enabled / Disabled

10 rows per page ¥

DPagelch

Go to page:

To enable or disable a POS device:
2. To enable a device, click the Enabled link in the Status column.
-or-
To disable a device, click the Disabled link in the Status column.
Tip: If you have other changes to make to the record, you can also change the status on the

POS Device Management — Edit POS Device page.

To edit other POS device information:
3. Click the link in the POS ID column for the record you want to edit.

The POS DEeVICE MANAGEMENT — EDIT POS DEVICE page appears.

POS Device Management
Edit POS Device

POS ID:
Name: Stamper Location: -
Type: Stamp Vending ¥ Status: Disabled ¥
Tender Type: -
Manufacturer: Date Purchased: |
Model #/Serial #: Condition: -
Frame #:
Save Record | | Cancel
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4. Edit the information as necessary and then click Save Record.

The POS DEeVICE MANAGEMENT — EXISTING RECORDS page appears and displays a confirmation message.

Page 360 Unclassified — For Official Use Only 24 October 2013



ROM3 User’s Guide for Afloat Users, Version 1.0
System

9.6 Documents

NEXCOM users can publish documents to ROM3 that can be viewed by all users.
This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS

e View Documents X X X X
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VIEW A DOCUMENT

1. Select Documents from the System menu.

The DOCUMENT LIBRARY — EXISTING RECORDS page appears.

Document Library
Existing Records
Document Title Date Added Document Description

Accounting Adjustments 07/17/2013 | For demo
Authority and Purpose Statements 10/25/2012 | .docx test
CAC Renewel 05/14/2013 | CAC Card Renewel Procedures
Coffee Bar Instructions 10/25/2012 | Regulations for the new coffee bar location.
Coffee Profit Calculator 10/25/2012 | Excel calculator for coffee bar sales.
Creamice Profit Calculator 10/25/2012 | Excel calculator for Creamice products.
Menu Mock Up 10/25/2012 | .doc test
Phone Card Activiation Request 10/25/2012 | The AT&T Phone Card Activation Request Form.
Phone Card Deactivation Request Form 10/25/2012 | AT&T Phone Card Deactivation Request Form
Phone Card Return Instructions 10/25/2012 | Return instructions for AT&T Phone Cards.

I:' Page 1 of 2 10 rows per page ¥ Go to page:

2. Click the link in the Document Title column for the document you want to view.

3. Click Open and then click the print button on the Adobe Reader toolbar or select Print from the File

menu.

¢ Note: See Section 4 Printing and Saving Files from ROM3 for more information.
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9.7 Locations

With ROM3, you can create and manage multiple locations for an activity. Locations are used in the movement
and storage of inventory, and in recording sales.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a Location X X X X
e Add a Location X
e Edit a Location X
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VIEW A LOCATION

1. Select Locations from the System menu.

The LOCATION MIANAGEMENT — EXISTING RECORDS page appears.

Location Management
Add New Location Existing Records
Location ID Type Name Custodian Status
9200 Stamp Vending Post Office MCCOMNMELL, ELLIOT Enabled / Disabled
9300 Snack Bar Starbucks Mr. Star Bucks Enabled / Disabled
9400 Hanger Bay Sales HB Sales Bob Smith Enabled / Disabled
9501 Retail Store Ship Store Tim Thomas Enabled / Disabled
9502 Retail Store e-store ENTERPRISE_TYCOM Enabled / Disabled
9503 Retail Store EZ Mart Bill jones Enabled / Disabled
9504 Retail Store Sav-a-lot Tom Hanks Enabled / Disabled
9505 Retail Store Retail Store 1 M. Mouse Enabled / Disabled
9506 Retail Store Retail Store 2 MCCOMNMELL, ELLIOT Enabled / Disabled
9507 Retail Store Retail Store 3 R. Smith Enabled / Disabled
|:| Page 1 of 3 10 rows per page ~ Go to page:

¢ Note: Enterprise users must first select an activity from the Activity list and then click Search.

2. Click the link in the Location ID column for the record you want to view.
The LOCATION MIANAGEMENT — EDIT LOCATION page appears.
The page you see depends on your user role.

' Note: You may see the Location Management — View Location page instead, depending on
your user role.

Location Management
Edit Location

Location ID:
Name: pgst Office Type: h
Description: mail Room Custodian: MCCONNELL, ELLIOT

Status: Enabled +

Save Record | | Cancel
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ADD A LOCATION
1. Select Locations from the System menu.
The LOCATION MIANAGEMENT — EXISTING RECORDS page appears.
Location Management
Add New Location Existing Records
Location ID Type Name Custodian Status
9200 Stamp Vending Post Office MCCONNELL, ELLIOT Enabled / Disabled
9300 Snack Bar Starbucks Mr. Star Bucks Enabled / Disabled
9400 Hanger Bay Sales HB Sales Bob Smith Enabled / Disabled
9501 Retail Store Ship Store Tim Thomas Enabled / Disabled
9502 Retail Store e-store ENTERPRISE_TYCOM Enabled / Disabled
9503 Retail Store EZ Mart Bill jones Enabled / Disabled
9504 Retail Store Sav-a-lot Tom Hanks Enabled / Disabled
9505 Retail Store Retail Store 1 M. Mouse Enabled / Disabled
9506 Retail Store Retail Store 2 MCCOMNMELL, ELLIOT Enabled / Disabled
9507 Retail Store Retail Store 3 R. Smith Enabled / Disabled
|:| Page 1 of 3 10 rows per page ~ Go to page:
2. Click Add New Location.
The LOCATION MANAGEMENT — CREATE NEW LOCATION page appears.
Location Management
Create New Location
Location ID:
Name: Type: -
DESCFiptiOI‘I! Custodian: -
Status: Enpabled ~
Save Record | Cancel
3. Enterlocation information in the following fields:
e Enter a name for the location in the Name field
e Select a location type from the Type list
e Enter a description for the location in the Description field
e Select a name from the Custodian list
e Select Enabled or Disabled from the Status list
4. Click Save Record.
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EDIT A LOCATION

1. Select Locations from the System menu.

The LOCATION MIANAGEMENT — EXISTING RECORDS page appears.

Location Management
Add New Location Existing Records
Location ID Type Name Custodian Status
9200 Stamp Vending Post Office MCCOMNMELL, ELLIOT Enabled / Disabled
9300 Snack Bar Starbucks Mr. Star Bucks Enabled / Disabled
9400 Hanger Bay Sales HB Sales Bob Smith Enabled / Disabled
9501 Retail Store Ship Store Tim Thomas Enabled / Disabled
9502 Retail Store e-store ENTERPRISE_TYCOM Enabled / Disabled
9503 Retail Store EZ Mart Bill jones Enabled / Disabled
9504 Retail Store Sav-a-lot Tom Hanks Enabled / Disabled
9505 Retail Store Retail Store 1 M. Mouse Enabled / Disabled
9506 Retail Store Retail Store 2 MCCOMNMELL, ELLIOT Enabled / Disabled
9507 Retail Store Retail Store 3 R. Smith Enabled / Disabled
|:| Page 1 of 3 10 rows per page ~ Go to page:

To enable or disable a location:

2. To enable a location, click the Enabled link in the Status column.
-or-
To disable a location, click the Disabled link in the Status column.

Tip: If you have other changes to make to the record, you can also change the status on the
Location Management — Edit Location page.

To edit other location information:
3. Click the link in the Location ID column for the record you want to edit.

The LOCATION MIANAGEMENT — EDIT LOCATION page appears.

Location Management
Edit Location

Location ID:
Name: pgst Office Type: -
Description: \ail Room Custodian: MCCOMMELL, ELLIOT =+

Status: Epabled =

Save Record | | Cancel
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4. Update the following information, as necessary:

e Edit or add a new in the Name field

e Edit or add a description in the Description field
e Select a different option from the Custodian list
e Select a different option from the Status list

¢ Note: The Location ID field and the Type list are view-only and cannot be changed.

5. Click Save Record.

The LOCATION MIANAGEMENT — EXISTING RECORDS page appears and displays a confirmation message.
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9.8 User Accounts

The first time you log on to ROM3, your user account is created. After your account is added to the system,
certain users can view and edit that information.

Depending on your user role, you can edit some or all information on your own user account.

User accounts can be enabled or disabled, the identifying information can be updated, user roles can be edited,

and users can be assigned to or removed from certain activities.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS
e View a User Account X X X X
e Edit a User Account X
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VIEW A USER ACCOUNT

1. Select Users from the System menu.
The MANAGE USERS page appears.
Manage Users
First Name: Last Name: Status: Enabled ~
2. Enter a name or partial name in the First Name field and the Last Name field, or leave the fields blank.
3. Select an option from the Status list.
4. Click Search.
The page updates and displays the search results.
Manage Users
First Name: Last Name: Status: Enabled ¥
21 Users Found
First Last . .
User ID Name Name Last Logln LOgII"IS Status
8/19/2013
AFLOAT RANDOM Ashores | zf 7:37:57 pPM 177 Disabled
CN= 1220237094, OU=USN, OU=PKI, 9/12/2013
OU=DoD, 0=U.S. Government, C=US Matthew | Dyer 7:16:51 PM 126 |1 s abled
CN =" 1399263731, OU=CONTRACTOR, QU=PKI, 9/19/2013 /
OU=DOD, O=U.5. GOVERNMENT, C=US = iz 4:33:06 PM 659 pisabled
—| "N
"P‘—_W'D‘"’"‘ ww%lﬁ-ml??v._si " P r—i-m-a.‘w-‘b‘-.’ b £l
wo- U, UZU.S. GOVEL L C=u. TU2iLsia0 oM - Disabled
Ch= 395888672, OU=USN, QU=PKI, . 9/19/2013 /
OU=DoD, O=U.S. Government, C=US B McConnell |, 1g:51 pm | 1999 |pisabled
CN= 76325414, OU=CONTRACTOR, i pvle 8/14/2013 43 /
OU=PKI, OU=DOD, 0=U.S. GOVERNMENT, C=US Y 2:10:51 PM Disabled
D Page 1 of 3 10 rows per page ¥ Go To Page:
5. Inthe User ID column, click the link for the user account you want to view.
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The USER MANAGEMENT page appears.

User Management

UserID:
First Name: Last Name:
Operator ID: Override Code:
Status: Enabled Rank: CDOR A
SAAR Approved: SAAR Expiration Date:
™
Collection_Agent Receipt_Inspector Store_Supervisor
¥| Leading_Chief_Petty_Officer Retail_Supervisor J|Sales_Officer
Leading_Petty_Officer Storeroom_Custodian Vending_Operator
Recordskeeper Store_Operator
—  ewe
1 items selected Remove all Add all

{ USS BAINBRIDGE (DDG-96) -

Save | | Cancel
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EDIT A USER ACCOUNT

Follow these steps to add information to a new user account or to edit exiting account information.

1. Select Users from the System menu.

The MANAGE USERS page appears.

Manage Users

First Name: Last Name: Status: Enabled ~

2. Enter a name or partial name in the First Name field and the Last Name field, or leave the fields blank.
3. Select an option from the Status list.
4. Click Search.

The page updates and displays the search results.

Manage Users

First Name: Last Name: Status: Enabled ¥
21 Users Found
User ID ﬁ ﬁ Last Login (Logins| Status
AFLOAT RANDOM Ashores | zf gfégfgglgm 177 Disabled
OUZDOD. 0-S. Govemment Cotis matthew |over  PREIETOM | 125 |oicapied
GU-D0D: O GO o e L | waria | cabel 30 | 55 iaabied

R N “WQF‘1410122V3| g™ e B s ) SR »

u- U, U=u.S. over. _ _ i C=ue ) DTl ia0s oM

v Disabled
CN= 305888672, OU=USN, OU=PKIL, . 9/19/2013 /
OU=DoD, 0=U.5. Government, C=US e McConnell |, o5 pm | 1009 Ipisabled
CN= 76325414, OU=CONTRACTOR, T bvie 8/14/2013 a3 /
DU=PKI, OU=DOD, O=U.S. GOVERNMENT, C=US ¥ 2:10:51 PM Disabled

D Page 1 of 3 10 rows per page ¥ Go To Page:

To enable or disable a user account:

5. To enable a location, click the Enabled link in the Status column.
-or-
To disable a location, click the Disabled link in the Status column.

Tip: If you have other changes to make to the record, you can also change the status on the
User Management page.

{
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To edit other user account settings:

6. Inthe User ID column, click the link for the user account you want to work with.

The USER MANAGEMENT page appears.

User Management

UserlID:
First Name: Last Name:
Operator ID: Override Code:
Status: Enabled ~ Rank: CDR A
SAAR Approved: SAAR Expiration Date:
e ]
Collection_Agent Receipt_Inspector Store_Supervisor
¥|Leading_Chief_Petty_Officer Retail_Supervisor V| Sales_ Officer
Leading_Petty_Officer Storeroom_Custodian Vending_Operator
Recordskeeper Store_Operator
 ewe ]
1 items selected Remove all Add all

4 USS BAINBRIDGE (DDG-96) -

Save | | Cancel

7. Edit the following information, as necessary:

e Enter names in the First Name and Last Name field

e Enter the user’s Navy Cash Operation ID in the Operator ID field

e Enter the user’s Manager Override Code in the Override Code field
e Select an option from the Status list

¢ Note: The UserlD field, SAAR Approved check box, and SAAR Expiration Date field are view-

only and cannot be changed.

e Select the user’s rank from the Rank list
e Select or clear user role check boxes in the Roles section

Page 372 Unclassified — For Official Use Only 24 October 2013



ROM3 User’s Guide for Afloat Users, Version 1.0
System

8. In the Activities section:

Add an activity by clicking the plus sign (+) character to the right of the activity’s name. Click Add all to

add all activities to the user account.

0 items selected

Remowve all
USS BAINBRIDGE (DDG-96)

_Or_

below. Click Remove all to remove all activities from the user account.

Add all

Remove an activity by clicking the minus sign (-) character to the right of the activity’s name, as shown

1 items selected

t USS BAINBRIDGE (DDG-96)

Remove all

G

9. Click Save.

The MANAGE USERS page appears and displays a confirmation message.
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9.9 Vendors

You can view vendor information in ROM3. Enterprise users can add and edit vendor information, as described
in the ROM3 User’s Guide for Ashore Users.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS

e View Vendor Information X X X
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VIEW VENDOR INFORMATION

1. Select Vendors from the System menu.

The VENDOR MIANAGEMENT page appears.

Vendor Management

Vendor Search: Status: Enabled =

2. Enter or select one or both of the following:

e Enter a name or partial name in the Vendor Search field or leave the field blank
e Select an option from the Status list

3. Click Search.

The page updates and displays the search results.

Vendor Management
Vendor Search: Status: Enabled -

Vendor Name POC Phone Status
Acosta, Inc. JEMMIFER DYAR (800) 446-8089 EMNABLED
Alternative Sellers Inc. Gerry Daniels 855-838-9876 ENABLED
CDW GOVERNMENT, INC. TERRY SCHMIDT (847) 968-9974 ENABLED
DB Test 1 1 EMNABLED
GEMERAL NUTRITION CORPORATION LAURI HMEL (412) 402-7090 EMNABLED
Peter Biundo & Associates PETER BIUNDO (858) 538-3959 ENABLED
EOM 3 TEST VENDOR Joe Schmo 7038611234 ENABLED
S & K SALES COMPANY HAMK SHEFFER (757) 460-8888 EMNABLED
Seven Seas Shiphandlers Heroiyce Patel 00971-4-803-3333 ENABLED

D Page 1 of 1 D 10 rows per page ~ Go to page:

4. Click the link in the Vendor Name column for the vendor information you want to view.
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The VENDOR MIANAGEMENT — VIEW VENDOR page appears.

s Note: You may see the Vendor Management — Edit Vendor page instead, depending on your

user role.
Vendor Management
View Vendor
*Vendor Name: *Vendor Status:| Enabled
Cage: DUNS: EDI Orders:| Supported
Area:
*Address 1: *Point of Contact:
Address 2: *Telephone:
*City/State: Fax:
*Zip Code: E-Mail:
Notes: B
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10 Handheld Devices (PDT)

You may choose to use a handheld computer to scan items and record quantities for receiving orders,
completing inventories, or conducting breakouts.

This section includes the following tasks, which can be performed by the user groups indicated with an “X.”

Activity Enterprise TYCOM DFAS

e Synchronize a Handheld X
e Access a Handheld X
e Receive Orders on a Handheld X
e Complete Inventories on a X

Handheld
e Conduct Breakouts on a Handheld X
e View Unknown UPCs on a X

Handheld
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10.1 Synchronizing the Handheld

To transfer information to or from the handheld, it is necessary to synchronize the device with ROM3.

ESTABLISH A CONNECTION WITH THE HANDHELD

1. Place the handheld in the docking cradle and make sure it is connected to your workstation.

The connection with your workstation should be automatically established. You should see the handheld
appear as a device in My Computer.

2. Logonto ROMS3.
3. Select Handheld Upload from the System menu.

The HANDHELD UPLOAD page appears.

Handheld Upload

Select the ROM3.sdf file from the handheld for upload:

Get starter handheld database here.
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FIRST SYNCHRONIZATION (NEW DEVICES)

1. Ifthis is a new device, click the Get starter handheld database here link on the HANDHELD UPLOAD page.

The FILE DOWNLOAD dialog box appears.

File Download [

Do you want to open or save this file?

3 Name: ROM3CATEEOD2.sdf
Lj Type: SQL Server Compact Edition Database File, 3.95...
From: 10.22.6.163

[ Cpen ] [ Save ] [ Cancel ]

i'é Caution: Do not use the same starter handheld database file on more than one device. Each
- device must have its’ own unique file. Download a new file for each device.

2. Click Save.
A SAVE As dialog box appears.
[ Save As Iﬁﬁ
@'\:j"! Desktop » - ‘¢¢| Search Desktop je I
File name:  [H8lfERSE -
Save as type: [SQL Server Compact Edition Database File v]
= Browse Folders Save ] [ Cancel ]

3. Inthe File name field, rename the file to ROM3.sdf then click Save to save the file to your desktop.

4. Open My Computer or Windows Explorer and navigate to the handheld. Open the “\” folder, and then
the “01ROM3” folder.

F =1
AR X
@U" | » Computer » NEXCOMPDA » \ » O1ROM3 ~ | 3| [ searcn017.. 0]
Organize = =~ 0O @
NEXCOMPDA 4 S ROMB.sdf
et I._ SQL Server Compact Edition Data...
| 2577 M
J Application Dat
J CabFiles
Cnnnbdar i

5. Copy and paste the ROM3.sdf file from your Desktop into the 01ROM3 folder. Overwrite the file, if
necessary.
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STANDARD SYNCHRONIZATION

1. Click Browse on the HANDHELD UPLOAD page.

The CHOOSE FILE TO UPLOAD dialog box appears.

"_'é Choose File to Upl

. v Computer » MEXCOMPDA » % » D1ROMZ

Organize - I @ [|f
3 Documents - -\'—:,'L ROM?3.sdf
J‘? Music L SQL Server Compact Edition Data...
= Pictures 3.70 Mg
NEXCOMPDA . ,'I
File name: | AllFiles () -|
o ] |

Cancel | il

2. Navigate to the handheld, open the “\” folder, and then open the “0O1ROM” folder.

Select the ROM3.sdf file and then click Open.

3. Click Upload on the HANDHELD UPLOAD page.

Handheld Upload

Select the ROM3.sdf file from the handheld for upload:

C\Wsersh ’ L
Upload

Get starter handheld database here.

After the upload has finished, click the Click here to download Handheld database link.

Uploading file successful. Sync successful.

Handheld Upload

Select the ROM3.sdf file from the handheld for upload:

Upload

Click here to download Handheld database.

Get starter handheld database here.
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5. The FILE DOWNLOAD dialog box appears.
File Download (|
Do you want to open or save this file?
3 Name: ROMSCATEEOQDZ.sdf
L—j Type: SOQL Server Compact Edition Database File, 3.95...
From: 10.22.6.163
Cpen ] [ Save ] [ Cancel
6. Click Save.
The SAVE As dialog box appears.
Save As l&]
@Q*ﬂl Desktop » - |¢f- ‘ | Search Desktop 2 |
File name:  [{8L0ERT -
Save as type: [SQL Server Compact Edition Database File v]
> Browse Folders Save ] ’ Cancel ]
7. Rename the file to “ROM3.sdf” and then click Save to save the file to your desktop.
8. Open My Computer or Windows Explorer and navigate to the handheld. Open the “\” folder, and then the
“01ROM3” folder.
rd — E N
&3\ J=[ | » Computer » NEXCOMPDA » \ » OLROMS v [#3|[ search 017 P
Organize = =~ 0 @
NEXCOMPDA = =, ROMB.sdf
=R Lj SQL Server Compact Edition Data...
| 01ROM3 Sl
J Application Dat
, CabFiles
annbdnr i
9.  Copy and paste the ROM3.sdf file from your Desktop into the 01ROM3 folder. Overwrite the file, if
necessary.
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10.2 Accessing the Handheld

LOG ON TO THE HANDHELD

1. Turn on the handheld device.

The DOD NOTICE AND CONSENT page appears.

%% | DOD Notice and Cc & /0y 12:06

ETANDARD MANDATORY
D20 NOTICE AND COMNSENT BANMER

[»

‘ol are accessing a U.S. Government (USGE)
Information Syskem (IS) that is provided For  |=
|I5i5-authorized use only,

B using this IS (which includes any device
attached to this 15), vou consent to the
Following conditions:

-The USG rautinely intercepts and monitors
cormunications on this 1S For purposes
including, but not limited ko, penetration
testing, COMSEC monitaring, network
operations and defense, personnel
misconduct (PM), law enforcement (LE),
and counterinteligence (CI) investigations,

4

Agree

2. Tap Agree.

The screen updates and displays the LOGIN page.

ROM: login & if1z:10

Username

| M

Password

-

Restart Login

3. Enteror select your username from the Username list and enter your current password in the Password
field. You can either use the keyboard on the front of the handheld, or access the on-screen keyboard by
tapping the keyboard icons on the screen.

¢ Note: Your username and password are the same ones you use to log on to your workstation.
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4. Tologonto ROM, tap Login.
_or-
To restart the handheld, tap Restart.

¢ Note: If your username or password is not accepted, make sure the handheld has recently
been synchronized.

5. Once logged on, the MENU page appears. To return to the LOGIN page, tap Logout.
ROM3 - Menu o i a2

USS BAINBRIDGE (DDG-96)
Rt L

Receive Breakout

Inventory Unknown UPCs

Logout

Last Sync:  8/15/13
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10.3 Receiving Orders

As orders arrive from vendors, you can record receipt quantities using the handheld. After scanning or selecting
an item, record the quantity received. After synchronizing the handheld, you can confirm the received quantities

in ROM3.

SELECT AN ORDER

1. Select Receive from the MENU page.

The RECEIPT LIST page appears.

Receipt List

Date:

ALL

pD

Y obie7ie012
/07/2013 W23153-3007-0732
/1442013 W23153-3057-9808
/15/2013 W23153-3015-0835
/15/2013 W23153-3113-0823

/18/2013 W23153-3031-9782
| r23/2013 wo31S3-3023-9751

W23153-3004-9721

il

2. Tap the order you want to receive.

The RECEIVE page appears.

Receive oF % 4:25

COrder: W23153-3057-98038  Ttems: 15

i

rder |Rec |Stuck#

.

0 1839390000001
2 ] 3113120000003 (==
17 1 1839320000003
50 0 3800006869
48 ] 3113130000001
70 u] 3112120000002
4 ] 3113120000007
— -
4] [ | [»
‘ Done ‘ | Receive All |
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Tap Done to return to the MENU page.

¢ Note: If the order you want to receive does not appear in the list, make sure the handheld has
recently been synchronized.
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SCAN/SELECT ITEMS TO RECEIVE

1. Select an order. See Select an Order for more information.

The RECEIVE page appears.

Crder: W23153-3057-9308 Items: 15
Order [Rec |St|:||:k # -
P u] 1839200000001
2 ] 3113130000003 =
17 1 1839390000003
50 u] 2800006369
42 u] 311323130000001
70 u] 311323130000002
4 ] 3113130000007
| E— -
4] [ | [»
‘ Done | ‘ Receive All |

2. Select a specific item to receive.
-or-
Scan the barcode of an item to receive.
-or-
Tap Receive All to receive all items on the order.

3. Tap Done to return to the RECEIVE LIST page.
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RECORD QUANTITIES RECEIVED

1. Select or scan an item.

The RECEIVE ITEM page appears.

Receive Ikem

Stock Murmnber: 380100000001
Ciescription: EVERIO CAMCORDER BGE
BLLUE

Crder QT

Prew Received QT
Cancelled QT
This Receipt QTY:

QT This Scan:

| Cancel | ‘ DK ‘

2. Continue scanning the barcode to increase the quantity received.

o O O w

_Or-

Enter the quantity received in the QTY This Scan field using the keyboard on the front of the handheld, or
the on-screen keyboard.

3. Tap OK to save the entered quantity and return to the RECEIVE page.
_Or-

Tap Cancel to discard the entered quantity and return to the RECEIVE page.
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ASSOCIATE UNKNOWN UPCs

1. If you scan a barcode that is not known to ROM, the following error message appears:

Stark ot ofx 4:49

COrder: W23153-3057-9308 Items: 15
Order |Rec |St|:||:k # -
Y l1g o PP ——
2 | UPC ot found! Link UPC to | (=
—, ] item?
1
50
_4E | Yes H No ‘
7
4 ] 3113130000007
— -
4] [ | [»
‘ Done | ‘ Receive All |

Tap Yes to proceed to the LINK NEw UPC page.
_or_
Tap No to ignore the unknown UPC and remain on the RECEIVE page.

2. Onthe LINK NEw UPC page, select the item from the current order to be associated with the UPC.

Link New UPC

Link resw UPC to Item

UPC: 043000971826

Link To:

1234560000001 - SONY
| 1234560000001 - SO
1234560000002 - Sony
1839390000001 - Suave
1839390000002 - AXE S~

Cancel Save

3. Tap Save to save the UPC association and return to the RECEIVE page.

] »

_Or-
Tap Cancel to discard the UPC association and return to the RECEIVE page.
4. You can now rescan the barcode and access the RECEIVE ITEM page for that item.

[ Note: All unknown barcodes scanned appear on the Unknown UPC report.
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CONFIRM A RECEIPT

1. After receiving all available items, synchronize the handheld. See the Synchronizing the Handheld section
for more information.

2. After synchronization, the receipt from the handheld appears as an unconfirmed receipt in ROM3. Access
the receipt by selecting View Receipts from the Order/Receive menu.

3. Confirm the receipt like any receipt created in ROM3. See Edit or Confirm a Receipt for instructions.
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10.4 Physical Inventories

You can create an inventory in ROM3 and then send it to the handheld device. Planned or spot inventories can
be created directly on the handheld.

CREATE A NEW INVENTORY

1. Select Inventory from the MENU page.

The LIST OF INVENTORY page appears.

List of Inventory o wx 411

Inv (# Items

Loc Type

Y lor 4 9501

[ ]

4

Done | ‘ New Inventory

2. Tap New Inventory to start a new inventory.

_Or_

Tap Done to return to the MENU page.
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SELECT INVENTORY LOCATION

1. After tapping New Inventory, the NEW SPOT INVENTORY page appears.

7y | New Spot Inventor: o wx 413

Mewy Spot Inventary

Inventory location:

0900 - Storerooik

Cancel Start

Select the location of the items you are going to include in the inventory from the Inventory location list.
2. Tap Start to begin adding items to the inventory.

_Or-

Tap Cancel to return to the LIST OF INVENTORY page.
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ADD ITEMS TO INVENTORY

1.

After tapping Add Items, the INVENTORY page appears. This page will initially be blank.

Location: ‘9900 Items: O
Count |Stock # Descriptiol
4 Il 3
Done | ‘ Delete Inventory

2. Scan the barcode of an item to add it to the Inventory.

The INVENTORY ITEM page appears.

Inventory ot ox 4:15

Stock Mumnber: 3113130000005

Description: ACT II Butter Lovers
Popcorn

Current Inv Count 9900 0

QT This Scan:

Cancel | ‘ SAVE ‘

Continue scanning the barcode to increase the inventory count quantity.

_Or-

Enter the count quantity in the QTY This Scan field using the keyboard on the front of the handheld, or

the on-screen keyboard.

& Caution: When entering a count quantity, enter only what you have physically counted at that
time. The handheld will automatically add together each count. The “Current Inv Count”

displays the total counted.

If you make a mistake, enter a negative count quantity to correct it (for example, -4).

Tap Save to save the entered count quantity and return to the INVENTORY page.
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_Or_

Tap Cancel to discard the entered quantity and return to the INVENTORY page.

Inventory

Location: 9200 Itemns: 1

Count (Stock # |Descriptiu
i’ 3113130000005 ACT IT Bt

1 I »

Done Delete Inventory

5. Tap Done to return to the LIST OF INVENTORY page.
-or-
Tap Delete to delete the inventory and return to the LIST OF INVENTORY page.
-or-
Continue scanning items to add to the inventory.
-or-

Select an item from the list to reopen the INVENTORY ITEM page and modify the inventory quantity.
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COMPLETE AN EXISTING INVENTORY

1. Select Inventory from the MENU page.

The LIST OF INVENTORY page appears.

List of Inventory

Inv |#Items |Loc Type
Plor 4 9501 Plan

1 ] [

Done | ‘ New Inventory

Select the existing inventory you want to work on. The INVENTORY page appears.

Scan the barcode of an item on the Inventory. The INVENTORY ITEM page appeatrs.

Tap the item for which you want to record a count quantity. The INVENTORY ITEM page appears.

2.
_Or_
Tap Done to return to the MENU page.
Location: 9501 Iterns: 4
Stock # |Descriptin
273000000007 MaxIMUM J
311313000009 Merds Cand
311313000000 Sunmaid Yo
3113130000008 ACT 1T Buth=
3.
-Or.
-Or-
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Tap Done to return to the INVENTORY page.

Inventory ot ox 4:31

Stock Murmnber: 3113130000003
Description: Sunmaid Yogurt Raisins

Current Inv Count 9301 4

QT This Scan: E

Cancel | ‘ SAVE ‘

4, Continue scanning the barcode to increase the inventory count quantity.
_Or-

Enter the count quantity in the QTY This Scan field using the keyboard on the front of the handheld, or
the on-screen keyboard.

' Caution: When entering a count quantity, enter only what you have physically counted at that
- time. The handheld will automatically add together each count. The “Current Inv Count”
displays the total counted.

If you make a mistake, simply enter a negative count quantity to correct it (for example, -4).
5. Tap Save to save the entered count quantity and return to the INVENTORY page.
-or-
Tap Cancel to discard the entered quantity and return to the INVENTORY page.

Inventory

Location: 9501 Items: 4

Stock # Descriptio
273000000007 PAAXINMLIM
311313000009 Merds Cand
311313000000 Sunmaid Yo
3113130000008 ACT II Bu

6. Tap Done to return to the LIST OF INVENTORY page.

_Or_
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Tap Delete to delete the inventory and return to the LIST OF INVENTORY page.
-or-

Continue scanning items to add to the inventory.

-or-

Select an item from the list to reopen the INVENTORY ITEM page and modify the inventory quantity.
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CONFIRM AN INVENTORY

1. After recording all inventory count quantities, synchronize the handheld.

2. After synchronization, the inventory from the handheld appears as a submitted inventory in ROM3.
Access the inventory by selecting Inventory Counts from the Inventory menu.

3. Theinventory can now be confirmed like any inventory created in ROM3. See Submit Inventory Quantities
and Confirm an Inventory for instructions.
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10.5 Breakouts

A breakout is used to transfer items from one location to another. A breakout may be created on a handheld,
synchronized, and then confirmed in ROM3.

CREATE A NEW BREAKOUT

1. Select Breakout from the MEENU page.
The LIST OF BREAKOUT page appears.

*e |List of Breakout U} «{x 4:16

Date: |A|_|_

BO (# Item (From

| ‘ New Breakout

2. Tap New Breakout to start a new breakout.
_Or_

Tap Done to return to the MENU page.
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SELECT BREAKOUT LOCATIONS

1. After tapping New Breakout, the NEw BREAKOUT page appears.

7y |NewBreakout ot ox 418

Mew Breakout

From location:

9000 - Storerooi

To location:

19200 - Post Offii~|

‘ Cancel | ‘ Add Items |

2. Select the location the items are coming from, and the location they are moving to.

3. Tap Add Items to add items to the breakout.
_Or-

Tap Cancel to return to the LIST OF BREAKOUT page.
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ADD ITEMS TO BREAKOUT

1.

Breakout

After tapping Add Items, the BREAKOUT page appears. This page is initially blank.

From: ‘9900  To: 9200 Items: O

| ‘ Delete Breakout

Scan the barcode of an item to add it to the Breakout. The BREAKOUT ITEM page appears.

Breakout Item ot ux 423

Stock Murnber: 3113130000005

Cescription:  ACT II Butter Lovers
Popcorn

Current QOH 9900; 40

QTY This Scan:

Cancel | ‘ Save

3. Continue scanning the barcode to increase the quantity received.

_Or_

Enter the quantity received in the QTY This Scan using the keyboard on the front of the handheld, or the

on-screen keyboard.

_Or_

Tap Save to save the entered quantity and return to the BREAKOUT page.
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Tap Cancel to discard the entered quantity and return to the BREAKOUT page.

Breakout

From: ‘9900  To: 9200 Items: 1

OT1Y |Stock # |Descriptiun
31131300000 ACT II Butter Lo

3

4 Il »

Done | ‘ Delete Breakout

5. Tap Done to return to the LIST OF BREAKOUT page.
-or-
Tap Delete to delete the breakout and return to the LIST OF BREAKOUT page.
-or-
Continue scanning items to add to the breakout.
-or-

Select an item from the list to reopen the BREAKOUT ITEM page and modify the breakout quantity.
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CONFIRMING A BREAKOUT

1. After entering all breakout quantities, synchronize the handheld.

2. After synchronization, the breakout from the handheld appears as a submitted breakout in ROM3. Access
the breakout by selecting Breakouts from the Inventory menu.

3. The breakout can now be confirmed like any breakout created in ROM3. See Section 5.1 Breakouts for
more information.
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10.6 Unknown UPC Report

You can view a list of all new unknown UPCs scanned during your current handheld session. This listing is erased
from the handheld during the next synchronization. However, the records can be viewed in ROM3 by selecting

Unknown UPCs from the Reports menu.
VIEW UNKNOWN UPC REPORT

1. Select Unknown UPCs from the MENU page.

The UNKNOWN UPC page appears.

UnknownUPC ot i 438

e imkedtosn ]od
Blos4o

2. Tap Done to return to the MENU page.
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