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Creating a
AALink Worksheet

Service. Partnership. Commitment.
Where Business and IT Connect.



1. Follow this link:

http://www.nlkregs.com/Wor

ksheetParams.aspx to
populate a NOAALink
Worksheet

2. Selectthe appropriate
classification for your
department

a) NOAA
b) Another DOC Bureau
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orksheet Process

windows Internet Explorer
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4.  Press Submit at the o |
bOttom Of the page NOAAR NOAALink Worksheet

Service. Partnership. Commitment.
Where Business and IT Connect.

== Required

* Customer Line Office or Staff Office: If your requirement includes participants from other Line Offices, Staf? Offices,
or Bureaus pleaze select all that apply.

Line Offices:

|

[~ NESDIS
T HMFS
M nos b
[ nws

Staff Offices:

[ Office of Acquisition and Grants
[™ Chief Administrative Office

[ Chief Financial Office

™ Office of Chisf Information Officer

Bureaus:

I Bureau of Economic Analysis (BEA)

I Bureau of Industry and Security (BIS)

T U.S. Census Bureau

I Economic Development Administration (EDA)

* Customer Division or Branch Office: |

* Customer Task Manager:

Name: |

Phone: |

eMail- |

* Requirement Title: I

Please make vour reguirement title unicue and descriotive hd

pene [T T T |@mtens [H0w -
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4. Click Download pdf

5. Save your NOAALink Worksheet
pdf

6. Attach your Worksheet to your
C.Request submission

e Detailed steps for
submitting your C.Request
are outlined in the next
section ‘Submitting a
C.Request’

0006
NOARA

{2 http:/ /www.nlkregs.com/SubmitResult.aspk?Worksheet ID=TecxAtgSn41= - Windows Internet Explorer &1 x|

% + [ httpsiiwam.nlkregs, comfSubmitResult, aspxrworksheetID=TecxAtgsndl= =01#2 || [ uive search 2
File Edit Yiew Favortes Tools  Help ©_McAfec[J[8d

Xy v B - v bPage v (G Tooks ¢

- | O] outiook web App | (& hitps: [cio-sp ls0.noaa.qov/. . | @& hitp v nikregs.comf.. X | @ http:/fnlkreqs.com/Workshe. . | |

o

NOAR NOAALink Procurement Worksheet

Service. Partnership. Commitment.
Where Business and iT Connect.

Your NOAALInk procurement request has heen successfully submitted!

INPORTANT: To complete your NOAALink requirement. you must click below
to generate and download a pdf of this worksheet AND then attach the document
to your C.Request submission.

Download pdf
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PG 1 of Worksheet

0008,
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NORR/ /- NOAALink Worksheet

Service. Partnership. Commitment.
Where Business and IT Connect.

Worksheet Submission Date: 10/31/2011 12:19 PM (EST)
Customer Line Office or Staff Office: Office of Chief Information Officer
Customer Division or Branch Office: NOAALink Program Office

Customer Task Manager:
Name: Nisite Reta
Phone: 301-628-5689
eMail: nisite.reta@noaa.gov

Requirement Title: Sample Entry #3

Requirement Description: To provide a NOAALink Worksheet entry example for instructional
purposes.

Service Area: None

FAAPS Number related to this Requirement:

Time Constraint: 11/20/2011

Estimated Ceiling Cost: $.00

Budgeted Amount: $.00

Historical Information




PG 2 of Worksheet
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Description of Previous Contract:
Previous Contract Number: DGHEXHIHAI — X
Previous Requisition Number: XOOOGHHH - -HHHHH
Previous Award Amount: $.00
Name of Previous Contractor. NOAALink Enterprises
Previous Confractor Status: 8 (a)

Is this requirement a change in scope? Increase

For Office Use Only:
Worksheet ID: 149
NLK Scope: ~ InScope ~ EA  Out Of Scope
If Out of Scope, provide reason: _ Mission
___Time Constraint / Documented Emergency
_ Micropurchase
__ Qut of Scope - Other
_ NoResellers
_ After cutoff date

Name of product of company: If'No Resellers' was selected above please provide below.

Signature of Program Office Director:
PR Number:




Submitting a
JAALINK C.Request

Service. Partnership. Commitment.
Where Business and IT Connect.



1. Select Review & Approval on
the C-Request Summary Page

‘omprizonS:

dows Internet Explorer

% A IE https:ffcrequestnoaa. eas.

.commerce.gov/noaafservlet {Comprizon

j\é‘ ‘El |E‘ ILive Search

File Edit Wiew
% MchAfee’ -

Favarites  Tools  Help

L]

{& ComprizonGuite

Comppr&ontkequm

0 - B - = - |k page + () Tooks + »

X | & | NOAA Staff Directory

Home - Inbox - My Profile - Help - Business Rules/Custom Help - Links - Log Off

Document: NAAJ1I300-12-01001 | NOAALink Sample Requisition

Requisition Summary User: ANDREW VENAGLIA (AXV)

Version: 8.7 SP1 Screen ID: RSM

Requisition Summary Menu

Summary
Administration
Accounting
Line Items
Funding Recap
Forms

Notes

Sharing
Locking

Procurement
Period of Performance Defaults
Suppert Decuments
Deliverables

History

gn PIIN

ore in BizDoc

View in BizDoc
Cancel

Copy

Delete

Submit

Add to Hotlist
Review and Approval

Commit
Cancel Commit
View Status

Administration =

Purchase For: NOAA/OCIO/IT OPERATIONS OFFICE AJ130000

Delivery Date: 10/28/2011
Point of Contact: MICHELE HEFFNER
Purpose: Enter Purpose in UNDER 75 characters.
Document Status: Unsubmitted
Procurement Status: Unsubmitted
Account Summary
Number of Codes Assigned to Line Items: 1 Number of Default Codes: 1
Percent Allocated: 0% Total Default Percentage: 100%
Total Quantity Allocated: 1
Total Cost Allocated: $0.00
Base Cost Allocated: $0.00
Option Cost Allocated: $0.00
No Financial Transaction Information.
Line Item
MNumber of Line Items: 1
Total Cost: $0.00 Base Amount: $0.00 Option Amaount: $0.00
Notes
No Motes
Project
13-1450
Review and Approval
Status: No route created

| ’_,_’_,_,_’i Internst

[®00n -



2. Select Add User

% ComprizonS:

dows Internet Explorer

% A IE https:ffcrequestnoaa.eas. commerce. gov/noaafservlet fComprizon

j\é‘ ‘El |z‘ ILive szarch ‘El

]

File Edit “ew Favortes Tools Help

X | | NOAA Staff Directory

Home - Inbox - My Profile - Help - Business Rules/Custom Help - Links - Log Off

'ﬁ' v@V@Eﬁgev@Tgolsv »

Summary

Other Systems

» Search

Import Route List Model

A
1 Document: NAAJ1300-12-01001 | NOAALink Sample Requisition
CDM]JD[EGH-RBQIIN Reauiei ; User: ANDREW VENAGLIA (AXV)
equisition Review & Approval Management Version: 8.7 SP1 Screen ID: RAM
Req Review & Approval Mgmt .
Menu Search Criteria
Route Order: | |
Add User = o I I
Delete Reviewer Type: hl
Forward
Release Filter on: I j I j I

Please enter search criteria and click on 'Search’ to view results.

’—,_’_,_’_’—Intemet [®io -y



3. Add NPO as a reviewer to your
requisition (NOT NLK)

Although the number and
nature of approvers may vary
depending on your particular
Line/Staff Office’s procedures,
as a general rule your
requisition should be routed to
NPO for approval after your
designated Fund Certifier and
before your office’s Final
Approval Official. To ensure
this, please make sure that in
the receiving order NPO comes
after the Fund Certifier but
before the final approval
official. For example if the fund
certifier is a 10 and the
approving official is a 40, NPO
should be between 10 and 40
(in the sample shown in the
adjacent screen shot, NPO is
30)

4. Save
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X | @ NOAA Staff Directory

Home - Inbox - My Profile - Help -

Document: NAAJ1300-12-01001 | NOAALink Sample Requisition
Requisition Reviewer Detail

Business Rules/Custom Help - Links - Log Off

3~ B - = - > page v (G Tools - >

User: ANDREW VENAGLIA (AXV)
Version: 8.7 SP1 Screen 1D: RD

Reviewer Detail Menu
System Options
Review and Approval

Summary

Other Systems

* Reviewer :
Reviewer Name: NOAANPO
Title: NOAALink Box

* Receiving order: 130

NPO S 2

Priority: r
Approval Required: & Carbon Capy:
View Only: r
» Save » Apply » Reset » Cancel

* = Required Field

‘Duna

Intermet H00% -
A



In addition to your required
documents, you will need to
attach a copy of the NOAALink
Worksheet. (For guidance on the
documents required for your
acquisition, please refer to the
NOAA Acquisitions Package
Checklist
http://www.ago.noaa.gov/ago/a
cquisition/docs/noaa_acq_pack
age checklist 4-4-11.pdf
Templates of the required
documents can be found at
http://www.cio.noaa.gov/NOAAL
ink/noaalink forms_docs.html)

Select Support Documents
On the next screen select Create
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22 ComprizonSuite - Windows Internet Explorer

GI:) v |g| hittps:ffrequestnoaa. eas, commerce. govjnoaafserviet| Comprizon

File Edt View Favortes Took Hep
% McAfee'

ﬁ' '@v@Pagev@Too\sv 7

@ ComprizonSuite

& & EE|'| :\!;::NOAA-NatmnaIOceanicanH.

Home - Inbox - My Profile - Help - Business Rules/Custom Help - Links - Log Off

Document: NAAJ1300-12-01001 | NOAALink Sample Requisition

q
ComprizonReqest
4 Requisition Summary

User: ANDREW VENAGLIA (AXV)
Version: 8.7 SP1 Screen ID: RSM

Requisition Summary Menu 4| Administration A

Summary Purchase For: NOAA/OCIO/T OPERATIONS OFFICE AJ130000

Administration Delivery Date: 10/28/2011

'L‘CCUIUt”W Paint of Contact: MICHELE HEFFNER

ine ltems

Funding Recap Purpose: Enter Purpose in UNDER 75 characters.

Forms Document Status: Unsubmitted

Notes Procurement Status: Unsubmitted

Sharing Account Summary

Locking
Number of Codes Assigned to Line Items: 1 Number of Default Codes: 1

Period of Performance Defaulte || Percent Allocated: 0% Total Default Percentage: 100%

Suppert Documents Total Quantity Allocated: 1

55!"5'@‘55 Total Cost Allocated: £0.00 o

ert Base Cost Allocated: 30.00
Option Cost Allocated: 50.00

Assign PIIN Commitment: Accepted/Approved by Financial System, Posted: 10/12/2011 15:38:21, Amount: $0.00

Store in BizDoc

View in BizDoc - .

Cancel Line Item

Copy

Delete .

Submit Number of Line [tems: 1

Add to Hatlist Total Cost: 30,00 Base Amount: 30,00 Option Amaount: 50,00

Review and Approval J
—— ;
\ T T T [ @mteme R vy

i start {8 ComprizonSuite - Win... 04] NOBALITK C-RequestPro.. |« AmEI, 4 ) g LB e


http://www.ago.noaa.gov/ago/acquisition/docs/noaa_acq_package_checklist_4-4-11.pdf
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http://www.cio.noaa.gov/NOAALink/noaalink_forms_docs.html
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8. Enter the Requisition Number
and NOAALink Worksheet as the
title

9. Click Browse to attach a copy of
the NOAALink Worksheet.
Please name the NOAALink
Worksheet by its Requisition

(#- NOAALink Worksheet)
8. Click Save
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Support Document Detail Document Information R 4
Menu
*Titlz: NAAJ 3001201001 NOAALnk Wonshest
Suppart Dozument Managemert Group Mzme: m
Summary Deszcription/Comments: |
|
Youhave| ters rzmaining fer yeurinput
Attached On:
LastMadified: 10/19/2011
Attached For REQUISITION
Attached From NAAJ1300-12-01001
I Current Version sfthe Stztement of Work (S0W]
I Inclugein procurzment package to b delivered to Vandor
Related Dates
Crestzd On: j
Received On: :
Effzctive On: :
Document Location

1 Enter Hardcopy Lecation
1% Upload Existing File
11 Create NewFilz Using Template
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10. Please make sure that your
requisition is NOT Committed as
NOAALink will be adding an
attachment to your requisition

Select Release

Please instruct your office
analysts and managers to
review and approve the
requisition that has been routed

11.
12.

to them. The NOAALink Program

Manager will be notified when
the requisition has reached the
NPO inbox
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{2 ComprizonSuite - Windows Internet Explorer

% ~ [ie] https:ffer

ommerce, gov/noaafservist {Comprizon

S @ [or|x|emer

Ele Edt Yiew Favorites Tools

N
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Help

|
Compvr/i‘iontkequest

X | & NOAA Staff Directory

Home - Inbox - My Profile - Help - Business Rules/Custom Help - Links -

Documen t: NAAJ1300-12-01001 | NOAALink Sample Requisition
Requisition Review & Approval Management

Log Off

User: ANDREW VENAGLIA
Version: 8.7 SP1 Screen ID: RAM

% [ - o= - page v (0 Taols - >

(AXv)

Req Review & Approval Mgmt
Menu

Add User
Delete
Forward

Options
Summary

Other Systems

Search Criteria
Route Order: -
Reviewer Type: -
Filter on: | j | j |
» Search
m Import Route List Madel Displaying1-1/1
Route Reviewer Approval View
Mark Order Address To e Required Only Since At Status Comments
r 30 NOAA NPO Individual A N 10/12/2011 15:32:06
m Displaying1-1/1
[T [@intemet [®o0% - 4



If Accepted

Service. Partnership. Commitment.
Where Business and IT Connect.



4.

If your document is within the
scope of NOAALink, the NOAALink
Program Office will forward your
requisition to the NOAALink
Financial Manager for Fund
Availability and Accounting Code
Validation. You may notice that an
additional reviewer (KRM) has
been added to the routing list

If funds are available and the
accounting codes are appropriate,
the NOAALink Financial Manager
will approve the requisition and will
forward it back to the creator

You may add additional reviewers
to the requisition but please do
NOT make any changes to the
funding. If any of the accounting
strings or the dollar amount
change, you MUST resend the
requisition to NPO

Please commit and submit your

{2 ComprizonSuite - Windows Internet Explorer

m =[] https:fcraguestnoas, eas.commerce. gov nnaafserviet/Comprizon

) & |49 ¢ JoveSesren

R -

File Edt %iew Favorites Tools

Help

Compbtfionikequeﬂ

+ | & Comprizonsuite

X | @ NOAA Staff Directary

0 - B - = - s Page + () Toks - »

Home - Inbox -

My Profile - Help -

Requisition Submit

Business Rules/Custom Help - Links - Log Off

User: ANDREW VENAGLIA (AXV)
Version: 8.7 SP1 Screen ID: RS

Requisition Summary Menu

Summary
Administration
Accounting
Line Items
Funding Recap
Forms

Notes

Properties
Sharing
Locking

Procurement

Support Documents
Deliverables
History

Assign PIIN

Stere in BizDoc

View in BizDoc
Cancel

Copy

Delete

Submit

Add to Hatlist
Review and Approval

Commit
Cancel Commit

View Status

p
Return To Just In

Other Systems

Period of Performance Defaults

Financial

Requisition Number:

Purchasing Buyer or Contract Specialist
* Assign To:

Assign to Name:

NAAJ1300-12-01001

NK £ 2

NOAA Link Account NOAA Link Ac

»Save  »Reset > Cancel

* = Required Field

[ [ | mternet

[ % 100%

A



If the accounting codes are
incorrect, the NOAALink
Financial Manager will
disapprove the requisition.
Therefore although NPO has
approved the requisition, KRM
will disapprove it and provide
guidance in the comments
section. To retrieve the
comments, click the blue
Comment field as seen in the
adjacent screenshot

Once you have reviewed the
guidance provided by the
Financial Manager, please
correct the accounting and re-
route the requisition to KRM
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CQM mnvke est Document: NWWX5000-12-01119 | NWWX3000-12-Pen Testing
. Requisition Review & Approval Management Ueers NOAA NGO (1F0)
Version: 8.7 5P1 Screen ID: RAM
Req Review & Approval Mgmt o
Menu Search Criteria
Route Order:
gin&:er Reviewer Type:
;Z:;::: Filter on: IAgeandej |Cnntams j INPO
Search
Tools » searc
Options 0] Import Route List Model Displaying 1-1/1
Summary
Mark Route m".'"' View Only Since At Status Comments
Order Required
Other Systems
20 NOAA NPQ A N 10/19/2011 07:54:08 Disapproved Comment
m Displaying1-1/1




If the accounting is correct but

funding is not available , further
information may be requested
from the customer or the
Acquisitions and Grant Office

1.

Depending on the
circumstances, the
requirement may be
accepted but not awarded
until funds are available
OR

The customer may change
the accounting code to one
that has funding available
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. Requisition Review & Approval Management Ueers NOAA NGO (1F0)
Version: 8.7 5P1 Screen ID: RAM
Req Review & Approval Mgmt o
Menu Search Criteria
Route Order:
gin&:er Reviewer Type:
;Z:;::: Filter on: IAgeandej |Cnntams j INPO
Search
Tools » searc
Options 0] Import Route List Model Displaying 1-1/1
Summary
Mark Route m".'"' View Only Since At Status Comments
Order Required
Other Systems
20 NOAA NPQ A N 10/19/2011 07:54:08 Disapproved Comment
m Displaying1-1/1




If Walved

Service. Partnership. Commitment.
Where Business and IT Connect.




/2 ComprizonSuite - Windows Internet Explorer

1. If your requisition is NOT within

% b IE https:fjcrequestnoas.eas, commerce. gov/noasiservietiComprizon

ENOE D

=l8] x|

B

the scope of NOAALInk, the Barmian

File Edit Yew Favortes Tools Help

NOAALink Program Office will % & ga)| @anprmrsss
DISAPPROVE your requisition and |
attach your NOAALink worksheet

Com]!/ﬁon:kequest

X | @& | NOAA Staff Directory

Home - Inbox - My Profile - Help - Business Rules/Custom Help - Links - Log Off

Requisition Submit

fir B - page v ) Task - >

User: ANDREW VENAGLIA (A

XV)

Version: 8.7 SP1 Screen IDi RS

to the requisition with Comments. | Reusition Summary ens

The NOAALink Worksheet will act | s,

as a waiver and will be marked e o
Out of Scope -

Properties
Sharing

2. Please make sure that if the
requisition has been waived, it
DOES NOT have the NOAALink
specific object class (##-##-##-
11). Otherwise, the requisition
will still be assessed the 3%
NOAALink fee. The (77-11-00-

00) Object Class should also be
removed from the requisition

3.  You may submit your requisition
to your local AGO office

Period of Performance Defaults
Support Documents
Deliverables

istol

Requisition Number:

Purchasing Buyer or Contract Specialist
= Assign To:

Assign to Name:

NAAJ1300-12-01001

NK P g

NOAA Link Account NOAA Link Ac

» Save » Reset » Cancel

* = Required Field
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