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Home Screen 
 

 
 
Choosing <File> will print the User Guide or exit the software. 
 
Choosing <Process> will open the Requisition/Awards sub-menu. 
 
Choosing <Reference> will open a list of the reference tables to be viewed; only the 
System Administrator may edit these tables. 
 
Choosing <Reports> will open a list of reports that can be generated. 
 
Choosing <ATS Information> will offer “What’s New” or the ATS User Guide. 
 
Choosing <Help>, then <About> will display the current version of the software. 
 
*NOTE* - ATS is a legacy system, and therefore contains both older contract 
information and recent awards.  The organizational indicators “DC” and “MD” are 
no longer applicable and have been replaced by the BSC and Area indicators.  
Additionally, in the original system, dashes were not included in the award 
numbers. 
 
CURRENT PRACTICE is to include dashes to match the IAS-generated award 
numbers. 
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Choosing <Requisition (AD-700)> will allow entry, editing or deletion of a requisition. 
 
Choosing <Awards> will display the award sub-menu (shown above). 
 
Choosing the <Contract> option will display the <Award Contract> screen.  The <Award 
Contract> screen will allow entry, editing or deletion of an award action (purchase order, 
contract). 
 
Choosing the <Contract Mod> option will display the <Award Contract Mod> screen.  
The <Award Contract Mod> screen will allow entry, editing or deletion of an award 
modification action (purchase order or contract). 
 
Choosing the <Delivery Order> option will display the <Award Delivery Order> screen.  
The <Award Delivery Order> screen will allow entry, editing or deletion of a delivery 
order (DO) award action (purchase order or contract). 
 
Choosing the <Delivery Order Mod> option will display the <Award Delivery Order 
Mod> screen.  The <Award Delivery Order Mod> screen will allow entry, editing or 
deletion of a DO award modification action (purchase order or contract). 
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These are the reference tables that can be viewed or maintained in the system.  Only the 
System Administrator can make additions or changes to these tables. 
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Selecting any of these reports will open a selection screen for that report. 
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PROCESS: 
 

REQUISITION 
 

And 
 

AWARD 
 
 
 
 

Included in this section: Deleting Records and Close Outs 
 
 
 
 
 

*NOTE* - ATS is a legacy system, and therefore contains both older contract 
information and recent awards.  The organizational indicators “DC” and “MD” are 
no longer applicable and have been replaced by the BSC and Area indicators.  
Additionally, in the original system, dashes were not included in the award 
numbers. 
 
CURRENT PRACTICE is to include dashes to match the IAS-generated award 
numbers. 
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Requisitions 
 

 
 
This screen lists all requisitions in the system, defaulting to a list in ascending order by 
Requisition Number.  You can click on each column heading to change the order from 
ascending to descending, or to select a sort by Requisition Number, Receive Date, 
Agency, Area, Assigned to, or Award Flag.  These variables represent the main data 
elements for requisitions in the system. 
 
A requisition is considered awarded when <Award Flag> is set to ‘Y’.  The Award Flag 
is set by making the award in ATS through <Award Contract>, <Award Contract Mod>, 
<Award Delivery Order> and/or <Award Delivery Order Mod>.  It is not possible for the 
user to change the value independently; the value is triggered by the award action. 
 
Highlight a particular record by clicking on the desired line.  Selecting a record and 
choosing the <Details> tab opens the details screen and allows the editing of any data 
element for that record except the requisition number or award information – the 
requisition number cannot be changed, and award information is entered in the various 
<Award> screens.  To correct an incorrect requisition number, the requisition must be 
deleted and re-entered.  Reference Page 11 for the layout of the details screen. 
 
Choosing the <Add Requisition> button will open the detail tab and allow entry of new 
data (reference Page 11).  Choosing the <Delete Requisition> button will delete the 

Press drum 
with question 
mark to 
display 
search screen 
(Page 9) 
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highlighted requisition if it has not been awarded.  If the requisition has been awarded, a 
message will be displayed indicating the requisition has been awarded and cannot be 
deleted until the award record itself has been deleted (reference Page 15). 
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This search screen is available while in the Requisition function.  When the drum with 
question mark at the top of the list screen is clicked, this screen will appear.  It is used to 
search the requisition table.  Searches may be done using all of these fields or any 
combination of the fields.  In order to see all the requisitions in the system, leave all 
fields blank and press the <Enter> key on this screen. 
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Requisition Number Lookup 
 
This screen allows you to scroll through all requisitions in the system.  To narrow down 
the list, you can: 
 

• Begin typing a number and the list will automatically be narrowed 
 
OR 
 
• Click in the “Find” field IN FRONT OF the “%” and enter a specific requisition 

number or the beginning of an abbreviated number and click “Find”. 
 
 
Similarly, lookups by Agency, Area and/or Assigned To are available by list or by 
entered value. 
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The Requisition detail screen is used to enter new requisitions or modify existing 
requisitions.  It is divided into 3 parts: 

• The top part collects information on who is processing the requisition 
• The middle part collects information on the actual requisition and the customer 
• The bottom part displays award information for awarded requisitions and is auto-

loaded from the <Award> processes. 
 
Data fields & definitions:   

Organization:  The Area or Business Service Center that is processing the 
requisition.  It is selected from a drop down list of values stored in a reference 
table.  This is a required field. 
 
Name:  The individual processing the requisition.  It is selected from a drop down 
list of values stored in a reference table.  This is a required field. 
 
Requisition Number:  The number assigned by IAS, or in the case of a non-IAS 
action, by the requesting organization, to the requisition.  It can up to 35 
characters.  Each requisition number entered must be unique as no two 
requisitions can have the same number.  This is a required field. 
 
Receive Date:  The date the requisition is assigned to a Specialist or Agent.  This 
date will trigger the beginning of the Procurement Action Lead Time (PALT).  
The format is DD/MM/YYYY.  The date may be typed into the field or chosen 

Calendar 
icon used 
for dates 
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from a calendar displayed when the calendar icon is pressed.  This is a required 
field. 
Agency:  The agency submitting the requisition.  It is selected from a drop down 
list of values stored in a reference table.  This is a required field. 
 
Area:  The area submitting the requisition.  For ERS, NASS, and NIFA this is 
automatically defaulted to HDQ.  For ARS, it is selected from a drop down list of 
values stored in a reference table.  This is a required field. 
 
Description:  A 400 character description of what is being requested on the 
requisition.  This is a required field. 
 
Requisition Amount:  The amount of money on the requisition. 
 
Technical Point of Contact/Tech Phone Num:  The name and phone number for 
the Program Office point of contact for this action.  These are optional fields. 
 
Any field other than the requisition number can be edited.  If a requisition number 
needs to be changed, the requisition must be deleted and reentered with a new 
number.  If the requisition has been awarded with the incorrect number, then the 
awarded action must be deleted prior to deleting the requisition. When entering 
the new requisition, information can be copied and pasted from the old requisition 
into the new.   
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Comments:  A description of action(s) taken by the agent/specialist.  The user 
may enter as many comments as necessary to capture the activity.  The comments 
will be stored in descending order by date & time. 
 
A user adds a comment by choosing the ‘+’ key in the lower right corner of the 
screen.  An edit window automatically opens where the user can type the 
comment.  When finished, choosing the save button at the bottom of the edit 
window will save the comment and return the user to this screen.  In order to 
delete a comment, highlight the comment and press the <->.  
 
Only the first 50 characters of the comment will be displayed.  To read the 
complete comment, the user needs to highlight the item and press the <Enter> 
key.  As with adding a comment, an edit window opens displaying the complete 
comment.   
 
The search feature at the top allows a search all the comments for a particular 
requisition that meets the specified criteria.  For example, you could search for all 
the comments starting with ‘This’. 
 

 
 

The <+> 
and <-> 
keys 
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There are two ways to access the <Award> screens when the action is ready to be 
awarded: 
 

• On the <Requisition> screen showing the list, make sure you have the desired 
requisition highlighted and select <Action> from the menu at the top of the 
screen.  A drop-down list of options will appear.  From this list choose <Award> 
and additional options will appear.  From the options displayed, select the type of 
award and the corresponding award screen list will open (reference Pages 15, 22, 
26 or 30).  
 

-OR- 
 

• From the ATS home screen, select <Process> and <Awards>, then select the 
appropriate award action and the corresponding award screen will open. 
 

 
*A note about the drop-down list that appears when selecting <Action> within the 
<Requisition> screen: 

 
<Search Screen> will display the same screen that choosing the drum/question 
mark icon displays. 
<Output Records> is for use by the System Administrator. 
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Awards 
 

 
 
This screen lists all contract awards in the system, defaulting to a list in ascending order 
by Contract Number.  You can click on each column heading to change the order  from 
ascending to descending, or to select a new sorting variable – you can sort by Contract 
Number, by Mod Number, by Contractor, or by Award Date.  These variables represent 
the main data elements for contracts in the system.  Selecting the Mod Number heading 
will only sort on the Base Award; mods are shown in the <Award Contract Mod> screen. 
   
Choosing the <Add Contract> button opens the detail tab and allows entry of a new 
contract (see Page 19).  Choosing the <Delete> button will delete the highlighted 
contract.  A check is done to ensure it does not have an award date and/or awarded mods 
or delivery orders against it.  If either of these conditions are met, a message is displayed 
and you are not allowed to delete the record. 
 
To delete an award that has been awarded, you must clear the “Award Date” field on the 
Details screen (reference Page 20).  Caution must be used when deleting awards. 
 
 
 
 

Press drum 
with ? to 
display search 
screen 
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This search screen is available while in the <Award Contract> function.  When the drum 
with question mark at the top of the list screen is clicked, this screen will appear.  It is 
used to search the contracts table.   
 
Searches may be done using both of these fields or a combination.  In order to see all 
contracts in the system, leave all fields blank and press the <Enter> key on this screen. 
 
Clicking on the question mark at the end of either the Contract Number or the Contractor 
Name field will generate a list of all actions in numerical or alphabetical order in the 
system – reference the next two pages. 
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Contract Number Lookup 
 
This screen allows you to scroll through all contracts in the system.  To narrow down the 
list, you can: 
 

• Begin typing a number and the list will automatically be narrowed 
 
OR 
 
• Click in the “Find” field IN FRONT OF the “%” and enter a specific contract 

number or the beginning of an abbreviated number and click “Find”. 
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Contractor Lookup 
 
This screen allows you to scroll through all contracts in the system.  To narrow down the 
list, you can: 
 

• Begin typing a name and the list will automatically be narrowed 
 
OR 
 
• Click in the “Find” field IN FRONT OF the “%” and enter a specific contractor 

name or the beginning of an abbreviated name and click “Find”. 
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Purpose:    This screen is used for the entry or editing of awarded actions. 
 
Data Fields and description: 

Requisition Number and Assign to fields at the top of the screen:  These fields 
are carried over from the requisition screen and cannot be changed.  They are 
blank when adding a new contract award record. 

 
Requisition number:  A 35 character field that can be entered manually or 
chosen from a drop-down list of all unawarded requisitions in the system.  A 
requisition number must be selected before a contract number can be assigned.  
This is a required field. 
 
Contracting Officer Representative:  *NOTE* This field is only to be used if a 
Contracting Officer Representative (COR) is formally assigned to this contract. 
This information is for tracking agency CORs.  
 
This field is pre populated with the names of REE employees.  Please select the 
COR from a drop down list.  The “X” at the end of this field allows you to delete 
the COR.  If there is no COR, select “N/A” in this field. 
 
Contract number:  A 20 character field representing the contract number for the 
awarded action.  The number should match the IAS-generated number, complete 
with dashes.  This number must be unique for each contract – it IS POSSIBLE to 
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duplicate the Contract number.  Doing so will cause inaccurate displays and 
reports, so be sure you enter in the number carefully.  This is a required field. 

 
Award date:  The date the action is awarded.  The date maybe typed or selected 
from the calendar displayed when the calendar icon is clicked.  Note that, to 
DELETE a contract, this field must be blank. 
 
Performance end date:  The date this award will end or be completed.  This date 
must be greater than the award date and less than or equal to the contract 
expiration date.  The date may be typed or selected from the calendar displayed 
when the calendar icon is clicked.  This is a required field. 
 
Total Award Amount:  The amount obligated with this award.  This is an 
optional field. This should not be confused with the Total Contract Amount 
(reference below). 
 
Action Type:  The type of action being processed.  This will automatically 
default to ‘contract’ but can be changed using the drop down list.  The values will 
be:  ‘Contract’, ‘Delivery/Task Order against ARS Contract’, ‘Modification’, or 
‘Simplified Acquisition’.  This is a required field. 
 
Contractor:  The contractor receiving the award.  This is selected from a drop 
down list of all contractors in the system.  If the contractor is not in the system, 
the contractor name can be typed in the box and it will automatically be added to 
the system.  This is a required field. 
 
Contract Exp Date:  The date the contract expires.  This date must be greater 
than the award date and greater than or equal to the performance end date.  The 
date maybe typed or select from the calendar displayed when the calendar icon is 
pressed.   This is a required field.   
 
Total Contract Amount:  This is the total value of the contract, all option 
periods included. 
 
Main Type of Business:  This indicates the type of business the action is being 
awarded to.  There are only three choices here – ‘Large’, ‘Small’, or ‘Other’.  If a 
business is ‘Small’, make a selection as to the type of small business in the “Other 
Business Types’ block.  ‘Other’ is used to indicate award to another entity such as 
a university.  This is a required field. 
 
Other Business Types:  These represent the various small business designations: 
 8A  8A businesses 
 WO  Women-owned businesses 
 SDB  Small disadvantaged businesses 
 HZ  Hub Zone businesses 

AbilityOne Ability One businesses (NIB/NISH) 
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VO  Veteran-owned businesses 
SDV  Small, disadvantaged veteran-owned businsses 

 
PBSC:  This indicates the action is a Performance-Based Service Contract 
(PBSC) award.  It is set to default to blank (no).  This only needs to be checked if 
the action is a PBSC contract. 
 
Bio-Based:  This indicates the action is bio-based. It is set to default to blank 
(no).  This only needs to be checked if the action is a bio-based contract. 
 
IDIQ:  This indicates the action is an IDIQ contract.  It is set to default to blank 
(no).  This only needs to be checked if the action is an IDIQ contract.  This 
information is used in generating the active contracts report for correctly selecting 
the performance end date.   
 
Date Assigned to Closeout:  This field used to indicate the date a contract is 
assigned to the close out process.  This cannot be completed if the contract 
expiration date has not been reached.  When a contract is assigned to Close out, a 
tab labeled “CLOSEOUT” will be attached to the record and will appear when the 
contract is selected and displayed in this screen.  More information is available on 
Page 35. 
 
PCard Procurement:  This box is used to indicate that an action has been 
awarded using the purchase card. 
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This screen lists all contract awards in the system, defaulting to a list in ascending order 
by Contract Number.  You can click on each column heading to change the order  from 
ascending to descending, or to select a new sorting variable – you can sort by Contract 
Number, by Mod Number, by Contractor, or by Award Date.  These variables represent 
the main data elements for contract modifications in the system. 
   
To add a contract modification, you must highlight the appropriate ARS contract number 
first, then choose the <Add Contract Mod> button.  This will open the detail tab and 
allow entry of a new modification against the highlighted contract (see Page 24).  
Choosing the <Delete> button will delete the highlighted contract.  A check is done to 
ensure it does not have an award date and/or awarded mods or delivery orders against it.  
If either of these conditions are met, a message is displayed and you are not allowed to 
delete the record. 
 
To delete an award that has been awarded, you must clear the “Award Date” field on the 
Details screen (reference Page 25).  Caution must be used when deleting awards. 
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This search screen is available while in the <Award Contract Mod> function.  When the 
drum with question mark at the top of the list screen is clicked, this screen will appear.  It 
is used to search the contract modifications table.  Searches may be done using any of 
these fields or a combination.  In order to see all contract modifications in the system, 
leave all fields blank and press the <Enter> key on this screen.
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Purpose:    This screen is used for the entry or editing of award modifications. 
 
Data Fields and description: 

Requisition Number and Assign to fields at the top of the screen:  These fields 
are carried over from the requisition screen and cannot be changed. 
 
Requisition number:  A 35 character field that can be entered or chosen from a 
drop-down list of all unawarded requisitions in the system.  The user must select a 
requisition number before they can assign a mod number.  This is a required 
field. 
 
Contracting Officer Representative:  The Contracting Officer Representative 
(COR) assigned to this contract.  This field is pre populated with the names of 
REE employees.  Please select the COR from a drop down list.  The “X” at the 
end of this field allows you to delete the COR.  If there is no COR, select “N/A” 
in this field.  
 
Contract number:  A 20 character field representing the contract number for the 
awarded action.  This is automatically filled in based on the record highlighted on 
the list screen.  This is a required field. 
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Mod Contract:  A three digit number representing the modification number.  
“000” is reserved for the Base Award.  This is a required field. 
 
Award date:  The date the action is awarded.  This is an optional field. The date 
maybe typed or select from the calendar displayed when the calendar icon is 
pressed.  Note that, to DELETE a contract mod, this field must be blank. 
 
Performance end date:  The date the action will end or be completed.  This date 
must be greater than the award date and less than or equal to the contract 
expiration date.  This is a required field. 
 
Award Amount:  The amount obligated with this award.  This is an optional field 
depending on the conditions and requirements of the award. 
 
Action Type:  The type of action being processed.  This should always be 
‘Modification’ for this screen.  This is a required field. 
 
Contractor:  The contractor receiving the award.  This carries over from the 
contract record but can be changed where necessary.  When changing it, it will be 
selected from a drop down list of all contractors in the system.  If the contractor is 
not in the system, the user can enter it as a new one and the system will 
automatically add it to the contractor table.  This is a required field. 
 
Contract Exp Date:  The date the contract expires.  This date must be greater 
than the award date and greater than or equal to the performance end date.  The 
date maybe typed or select from the calendar displayed when the calendar icon is 
pressed.   This is a required field 
 
Total Contract amount:  The total value of the contract. 
 
Main Type of Business and Other Business Types:  These are displayed on the 
screen but cannot be modified.  These values can only be changed on the main 
contract record. 
 
 
 



ATS User’s Guide 

 26 

 
 

This screen lists all delivery order awards in the system, defaulting to a list in ascending 
order by Contract Number.  Note the entries in the middle of this screen – they indicate 
delivery orders made against an ARS contract.   
 
You can click on each column heading to change the order from ascending to descending, 
or to select a new sorting variable – you can sort by Contract Number, by Delivery Order 
Number, by Delivery Order Mod Number, by Contractor, or by Award Date.  These 
variables represent the main data elements for requisitions in the system.  Selecting the 
Mod Number heading will only sort on the Base Award; mods are shown in the <Award 
Delivery Order Mod> screen. 
   
To add a delivery order, you must highlight the appropriate ARS contract number first, 
then choose the <Add DO> button.  This will open the detail tab and allow entry of a new 
delivery order against the highlighted contract (see Page 28).  Choosing the <Delete> 
button will delete the highlighted delivery order.  A check is done to ensure it does not 
have an award date and/or awarded mods.  If either of these conditions are met, a 
message is displayed and you are not allowed to delete the record. 
 
To delete an award that has been awarded, you must clear the “Award Date” field on the 
Details screen (reference Page 29).  Caution must be used when deleting awards. 
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This search screen is available while in the <Award Delivery Order> function.  When the 
drum with question mark at the top of the list screen is clicked, this screen will appear.  It 
is used to search the delivery orders table.  Searches may be done using any of these 
fields or a combination.  In order to see all contracts in the system, leave all fields blank 
and press the <Enter> key on this screen.
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Purpose:    This screen is used for the entry of delivery orders (DO) against ARS  
contracts.  Delivery orders against other contracts (GSA, Departmental BPA, etc.) 
should be entered as stand-alone Contracts through <Award Contract> for ATS only. 
 
Data Fields and description: 

Requisition Number and Assign to fields at the top of the screen:  These fields 
are carried over from the requisition screen and cannot be changed. 
 
Requisition number:  A 35 character field that can be entered or chosen from a 
drop-down list of all unawarded requisitions in the system.  The user must select a 
requisition number before they can assign a mod number.  This is a required 
field. 
 
Contracting Officer Representative:  The Contracting Officer Representative 
(COR) assigned to this contract.  This field is pre populated with the names of 
REE employees.  Please select the COR from a drop down list.  The “X” at the 
end of this field allows you to delete the COR.  If there is no COR, select “N/A” 
in this field. 
 
Contract number:  A 20 character field representing the contract number for the 
awarded action.  This field will auto-complete based on the record highlighted 
from the list screen.  If you want to award a mod to a different contract number, it 
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can be entered or chosen from the drop-down list of available contracts.  This is a 
required field. 
 
Order number:  A 20 character field representing the order number for the 
awarded action.  The number should match the IAS-generated number, complete 
with dashes – it IS POSSIBLE to duplicate the Order number.  Doing so will 
cause inaccurate displays and reports, so be sure you enter in the number 
carefully.  This is a required field. 
 
Award date:  The date the action is awarded.  Note that, to DELETE an order, 
this field must be blank.. 
 
Action Type:  The type of action being processed.  This should always be 
‘Delivery Order’’ for this screen.  This is a required field. 
 
Performance End Date:  The date the action will end or be completed.  This date 
must be greater than the award date and less than or equal to the contract 
expiration date.  This is a required field. 
 
Contractor:  The contractor receiving the award.  This value automatically 
carries forward from the contract record but can be changed where necessary.  
When changing this it will be selected from a drop down list of all contractors in 
the system.  If the contractor is not in the system, the user can enter it as a new 
one and the system will automatically add it to the contractor table.  This is a 
required field. 
 
Total Award Amount:  The amount obligated with this award.  This is an 
optional field depending on the conditions and requirements of the award. 
 
Main Type of Business and Other Business Types:  These are displayed on the 
screen but cannot be modified.  These values are brought over from the main 
contract record and can only be changed on the main contract record. 
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This screen lists all delivery order awards in the system, defaulting to a list in ascending 
order by Contract Number.  Note the entries in the middle of this screen – they indicate 
delivery orders made against an ARS contract. 
  
You can click on each column heading to change the order from ascending to descending, 
or to select a new sorting variable – you can sort by Contract Number, by Delivery Order 
Number, by Delivery Order Mod Number, by Contractor, or by Award Date.  These 
variables represent the main data elements for requisitions in the system.   
  
To add a delivery order modification, you must highlight the appropriate ARS contract 
and delivery order number first, then choose the <Add DO Mod> button.  This will open 
the detail tab and allow entry of a new modification against the highlighted contract (see 
Page 32).  Choosing the <Delete> button will delete the highlighted contract.  A check is 
done to ensure it does not have an award date and/or awarded mods or delivery orders 
against it.  If either of these conditions are met, a message is displayed and you are not 
allowed to delete the record. 
 
To delete an award that has been awarded, you must clear the “Award Date” field on the 
Details screen (reference Page 33).  Caution must be used when deleting awards. 
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This search screen is available while in the <Award Delivery Order Mod> function.  
When the drum with question mark at the top of the list screen is clicked, this screen will 
appear.  It is used to search the delivery order modifications table.  Searches may be done 
using any of these fields or a combination.  In order to see all contracts in the system, 
leave all fields blank and press the <Enter> key on this screen
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Purpose:    This screen is used for the modification of existing delivery orders (DO). 
  
Data Fields and description: 

Requisition Number and Assign to fields at the top of the screen:  These fields 
are carried over from the requisition screen and cannot be changed. 
 
Requisition number:  A 35 character field that can be entered or chosen from a 
drop-down list of all unawarded requisitions in the system.  The user must select a 
requisition number before they can assign a mod number.  This is a required 
field. 
 
Contracting Officer Representative:  The Contracting Officer Representative 
(COR) assigned to this contract.  This field is pre populated with the names of 
REE employees.  Please select the COR from a drop down list.  The “X” at the 
end of this field allows you to delete the COR.  If there is no COR, select “N/A” 
in this field. 
 
Contract number:  A 20 character field representing the contract number for the 
awarded action.  This field will auto-complete based on the record highlighted 
from the list screen.  If you want to award a mod to a different contract number, it 
can be entered or chosen from the drop-down list of available contracts.  This is a 
required field. 
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Order number:  A 20 character field representing the order number for the 
awarded action.  If this is an original delivery order, then the user will need to 
enter the order number.  If this is a modification to a delivery order, then the 
number can be select from the drop-list of available delivery order.  This is a 
required field. 
 
Award date:  The date the action is awarded.  Note that, to DELETE a DO mod, 
this field must be blank.. 
 
Mod Order Number:  A three digit number representing the modification 
number.  “000” is reserved for the base award.  This is a required field. 
 
Action Type:  The type of action being processed.  This should always be 
‘Delivery Order’’ for this screen.  This is a required field. 
 
Performance End Date:  The date the action will end or be completed.  This date 
must be greater than the award date and less than or equal to the contract 
expiration date.  This is a required field. 
 
Contractor:  The contractor receiving the award.  This value automatically 
carries forward from the contract record but can be changed where necessary.  
When changing this it will be selected from a drop down list of all contractors in 
the system.  If the contractor is not in the system, the user can enter it as a new 
one and the system will automatically add it to the contractor table.  This is a 
required field. 
 
Total Award Amount:  The amount obligated with this award.  This is an 
optional field depending on the conditions and requirements of the award. 
 
Main Type of Business and Other Business Types:  These are displayed on the 
screen but cannot be modified.  These values are brought over from the main 
contract record and can only be changed on the main contract record. 
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Deleting Records 
 

 
 
Record deletion is only possible when all Award Dates associated with the record are 
blank. 
 
This error screen will appear if you try and delete a record for any action that has been 
awarded.  A check is done for the existence of an Award Date. 
  
When the “Delete” button is pressed, the system will check the record.  If it has been 
awarded, a screen will be displayed indicating that the record cannot be deleted because it 
has been awarded.  At this point, you can <cancel> this delete action, go to the detail tab, 
remove the award date, save the record, and then try the delete again. 
 
The rules for deleting are: 

• No record with an award date can be deleted until the award date is removed from 
the record. 

• No contract or delivery order can be deleted if there are awarded modifications in 
the system for that contract or delivery order.  Each modification or delivery order 
needs to have the award date removed and the mod/order deleted before the actual 
contract can be deleted.  
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Close Outs 
 

 
 

When a contract or delivery order has a date entered into the “Date Assigned to 
Closeout” field, the “CLOSEOUT” tab will be displayed. 
 
The status of the closeout actions can be tracked using the CLOSEOUT tab. 
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Clicking on the “CLOSEOUT” tab will display this screen.  Similar to the 
“COMMENTS” tab on the Requisition screen, the user may enter as many comments 
as necessary to capture the activity.  The comments will be stored in descending order 
by date & time. 
 
A user adds a comment by choosing the ‘+’ key in the lower right corner of the 
screen.  An edit window automatically opens where the user can type the comment.  
When finished, choosing the save button at the bottom of the edit window will save 
the comment and return the user to this screen.  In order to delete a comment, 
highlight the comment and press the <->.  
 
Only the first 50 characters of the comment will be displayed.  To read the complete 
comment, the user needs to highlight the item and press the <Enter> key.  As with 
adding a comment, an edit window opens displaying the complete comment.   
 
The search feature at the top allows a search all the comments for a particular 
requisition that meets the specified criteria.  For example, you could search for all the 
comments starting with ‘This’. 
 
 
*WHEN A CONTRACT IS CLOSED* - enter a date in the field circled above 
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REFERENCE 
INFORMATION 

 
This area of ATS is used by the System Administrator to maintain the various data 
tables used by ATS.  The System Administrator is the only one authorized to make 

changes to these tables.  
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When the Action Type Codes is chosen from the reference list, this screen will appear.  It 
allows the addition or deletion of action types.  The System Administrator is the only user 
authorized to make additions or deletions.  The ‘+’ and ‘-‘keys at the bottom of the screen 
are used to add to delete records.  If a record is deleted, the status of that record is 
actually changed to ‘O’ but the record stays in the system.  This prevents new records 
from using this value for the Action Type but ensures any old records will still be valid.   
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This screen will appear when Agency Codes is chosen from the reference list.  This is a 
list of the agencies serviced by ARS.  The System Administrator is the only user 
authorized to make additions or deletions.  If a record is deleted, the status of that record 
is actually changed to ‘O’ but the record stays in the system.  This prevents new records 
from using this value for the Agency but ensures any old records will still be valid.  .  
These values will appear when the LOV is used for agency on the requisition screen. 
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This screen will appear when Area Codes is chosen from the reference list.  This is a list 
of the areas/offices in ARS.  The System Administrator is the only user authorized to 
make additions or deletions.  If a record is deleted, the status of that record is actually 
changed to ‘O’ but the record stays in the system.  This prevents new records from using 
this value for the Area but ensures any old records will still be valid.  These values will 
appear when the LOV is used for area on the requisition screen. 
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This screen will appear when Business Goals is chosen from the reference list.  The 
System Administrator is the only user authorized to make additions or deletions.   
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This screen will appear when Organization Codes is chosen from the reference list.  This 
is a list of the organizations available in ARS APD headquarters.  The System 
Administrator is the only user authorized to make additions or deletions.  If a record is 
deleted, the status of that record is actually changed to ‘O’ but the record stays in the 
system.  This prevents new records from using this value for the Organization but ensures 
any old records will still be valid.  These values will appear when the LOV is used for 
organization on the requisition screen. 
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REPORTS 
 
 
 

Available Reports: 
Active Report 
COR Report 

Award Times Report 
Bio-Based Contracts 

Close Out Work In Progress 
Closed Out 

Completed Actions 
Contracts 

PBSC Contracts 
Performance End Date 

Procurement Preference 
Specific Business Type 

Work In Progress 
Type of Business 

Purchase Card Report 
 
 

From any of the Report screens, click “Run Report” to execute the report.  Click 
“Cancel” to cancel the action.
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Active Report 
 

 
 
 
Active reports can be generated by:   

Organization – leave this blank to generate a report for all active actions in ARS 
Assigned to – enter a value for “Organization” and leave this blank to generate a 
report for all active actions within a particular office 
Agency – this will allow only active actions for a client agency to be shown 
Area – this will allow only active actions for an ARS area to be shown 
Action type – this will allow selection of only active Contracts, active 
Delivery/Task Orders against an ARS Contract, Modifications, or Simplified 
Acquisitions to be shown. 
All Dates – this will produce a cumulative report of all active actions 
Date Range – this will allow you to identify a specific date range for active 
actions. 
Fiscal Year – this will allow you to identify a specific fiscal year for active 
actions. 

 
 
The report will be in order by specialist/agent (assigned to) and contract number. 
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Active Contracts report - all awarded actions where the contract expiration date has not 
been reached.   

    
Assigned: The individual who is assigned the action. 
 
Contract Number/Mod. No.:  The contract number from the award. 
 
Award Date:  The award date of the original contract. 
 
Contractor:  The contractor. 
 
Description: The description of the good or service being requested on the 
requisition linked to the base contract. 

 
Total Award Amount:  Total amount awarded in the action.     
 
Performance End Date:  The latest performance end date for the action unless 
the contract is designated as an IDIQ.  For the IDIQ types, this will be the 
performance end date of the contract. 
 
Contract Expire Date: The contract expiration date from the base contract.  
 
Requesting Agency/Area:  The agency and, for ARS awards, area requesting the 
goods or services. 
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COR Report 
 

 
 
COR Report – Contracting Officer’s Representatives on all awarded actions 
where the contract expiration date has not been reached. 
 
Organization – leave this blank to generate a report for all CORs. 
Assigned to – enter a value for “Organization” and leave this blank to generate a 
report for all CORs on active contracts within a particular office 
Agency – this will allow only CORs for a client agency to be shown 
Area – this will allow only CORs for an ARS area to be shown 
Contract Rep – this will allow a report for all actions associated with only one 
COR (clicking the “?” will show a drop down list to select from). 
Action type – this will allow selection of only active Contracts, active 
Delivery/Task Orders against an ARS Contract, Modifications, or Simplified 
Acquisitions to be shown. 
All Dates – this will produce a cumulative report of all active actions 
Date Range – this will allow you to identify a specific date range for active 
actions. 
Fiscal Year – this will allow you to identify a specific fiscal year for active 
actions. 

 
 
The report will be in order by COR and contract number.
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Contracting Officer Representative: The COR 
 
Contract Number: The contract number from the awards. 
 
Delivery Order Number: If the action is a delivery order, that number will be 
shown; for base awards, the default number is set to zeros. 
 
Mod Number: If the action is a modification, the mod number will be shows; for 
base awards, the default number is set to zeros. 
 
Award Date: The award date of the original contract. 

 
Total Award Amount:  Total amount awarded in the action.     
 
Contract Expire Date: The contract expiration date from the base contract.  
 
Assigned:  The individual who is assigned the action.   
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Award Times Report 
 

 
 

Award Times (Procurement Action Lead Times – PALT) can be generated by:  
Organization – leave this blank to generate a report for all active actions in ARS 
Assigned to – enter a value for “Organization” and leave this blank to generate a 
report for all active actions within a particular office 
Agency – this will allow only active actions for a client agency to be shown 
Area – this will allow only active actions for an ARS area to be shown 
Action type – this will allow selection of only active Contracts, active 
Delivery/Task Orders against an ARS Contract, Modifications, or Simplified 
Acquisitions to be shown. 
Amount range – this will allow selection of actions within a certain award 
amount range. 
Start Date/End Date – this will allow selection of actions within a certain period 
of time.  The default is the current fiscal year. 

 
 
The report will be in order by specialist/agent (assigned to) and contract number. 
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Award Times (Procurement Action Lead Times – PALT) report - all awarded actions 
with the received and awarded dates and PALT time in number of days.   

    
Assigned to:  The individual who is assigned the action. 
 
Contract Number:  The contract number from the award. 
 
Contractor:  The contractor. 
 
Description: The description of the good or service procured. 
 
Total Award Amount:  Total contract amount.  
 
Receive Date:  The date the action was assigned. 
 
Award Date:  The award date of the original contract. 
 
Palt:  The number of days between the receive and award dates. 
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Bio-Based Contracts Report 
 

 
 
Bio-Based Contracts can be generated by:  

Organization – leave this blank to generate a report for all active actions in ARS 
Assigned to – enter a value for “Organization” and leave this blank to generate a 
report for all active actions within a particular office 
Agency – this will allow only active actions for a client agency to be shown 
Area – this will allow only active actions for an ARS area to be shown 
Amount range – this will allow selection of actions within a certain award 
amount range. 
All Dates – this will produce a cumulative report of all active actions 
Date Range – this will allow you to identify a specific date range for active 
actions. 
Fiscal Year – this will allow you to identify a specific fiscal year for active 
actions. 
 

 
The report will be in order by contract number. 
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Bio-Based Contracts report- This reports on the actions that have been identified as Bio-
Based.  An action is identified as Bio-Based by checking the Bio-Based box on the award 
screen. 

 
Contract Number: The contract number of the action. 
 
Award Date:  The date the action was awarded.     
 
Contractor:  The contractor. 
 
Description: The description of the good or service being procured. 
 
Assigned to:  The individual who is assigned to the action.     
 
Total Contract Amount:  The amount awarded.     
 
Requesting Agency/Area:  The agency and, for ARS awards, area requesting the 
goods or services. 
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Close Out Work in Progress 
 

 
 

Close out work in progress can be generated by: 
Organization – leave this blank to generate a report for all active actions in ARS 
Assigned to – enter a value for “Organization” and leave this blank to generate a 
report for all active actions within a particular office 
No Status – choose this to get a “simple” report showing only the actions in 
progress. 
Latest Status – choose this to get a report showing the actions in progress and the 
latest comments entered by the specialist/agent on each. 
All Status – choose this to get a report showing all actions in progress and all 
comments entered on each. 

  
 
The report will be in order by specialist/agent (assigned to) and contract number.
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 (Showing “All Status”) 

 
Closeout Work In Progress report- This reports on the actions that have been 
identified as in Close Out.  An action is identified as in Close Out by entering a date 
in the appropriate field on the Award screen. 
 
Assigned to:  The individual who is assigned to the action. 
 
Contract Number: The contract number of the action. 
 
Contractor:  The contractor. 
 
Description: The description of the good or service procured. 
 
Date Assigned Closeout:  The date the action was assigned to closeout 
 
Contract Expiration Date:  The end date of the contact. 
 
Total Contract Amount:  The amount awarded.     
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Closed Out 
 

 
 

Closed out reports can be generated by: 
Organization – leave this blank to generate a report for all active actions in ARS 
Assigned to – enter a value for “Organization” and leave this blank to generate a 
report for all active actions within a particular office 
Agency – this will allow only active actions for a client agency to be shown 
Area – this will allow only active actions for an ARS area to be shown 
All Dates – this will produce a cumulative report of all active actions 
Date Range – this will allow you to identify a specific date range for active 
actions. 
Fiscal Year – this will allow you to identify a specific fiscal year for active 
actions. 
 

 
The report will be in order by specialist/agent (assigned to) and contract number.
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Closed Out report- This reports on the actions that have been contractually closed.  
An action is identified as Closed Out by entering a date in the appropriate field on the 
Closeout Comment screen (reference Page 36). 
 
Contract Number: The contract number of the action. 
 
Contractor:  The contractor. 
 
Description: The description of the good or service procured. 
 
Assigned to:  The individual who is/was assigned to the action. 
 
Contract Expiration Date:  The end date of the contact. 
 
Performance End Date: The end date of the last period of performance; if a contract 
is Terminated for Convenience, this date will be different from the Contract 
Expiration Date. 
 
Closed Date: The date the contract was formally closed. 
 
Total Contract Amount:  The amount awarded. 
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Completed Actions 
 

 
 
Completed actions can be generated by:  

Organization – leave this blank to generate a report for all active actions in ARS 
Assigned to – enter a value for “Organization” and leave this blank to generate a 
report for all active actions within a particular office 
Agency – this will allow only active actions for a client agency to be shown 
Area – this will allow only active actions for an ARS area to be shown 
REE Contract – this will allow search by a specific contract number or set of 
numbers. 
Action type – this will allow selection of only active Contracts, active 
Delivery/Task Orders against an ARS Contract, Modifications, or Simplified 
Acquisitions to be shown. 
All Dates – this will produce a cumulative report of all active actions 
Date Range – this will allow you to identify a specific date range for active 
actions. 
Fiscal Year – this will allow you to identify a specific fiscal year for active 
actions. 
 

 
The report will be in order by specialist/agent (assigned to) and contract number. 
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Completed Action report- This reports on all actions that have been completed.  An 
action is considered completed when the award date has been entered and the ‘assigned to 
close out’ has not been checked. 

 
Assigned to:  The individual who is assigned to the action.  
    
Contract Number/Mod. No.:  The contract number of the action.  If the action 
was a contract modification, then the mod number is given below the contract 
number. 
 
DO No./Amend No.:  Order number for those awards that were delivery orders or 
task orders to ARS contracts.  Modification numbers are given below the DO/TO 
number, 
 
Contractor:  The contractor for the action. 
 
Description: The description of the good or service being procured. 
 
Award Amount:  The amount awarded.     
 
Award Date:  The date the action was awarded.     
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Contracts 
 

 
 
 
A completed contracts report can be generated by:  

Organization – leave this blank to generate a report for all active actions in ARS 
Assigned to – enter a value for “Organization” and leave this blank to generate a 
report for all active actions within a particular office 
Agency – this will allow only active actions for a client agency to be shown 
Area – this will allow only active actions for an ARS area to be shown 
All Dates – this will produce a cumulative report of all active actions 
Date Range – this will allow you to identify a specific date range for active 
actions. 
Fiscal Year – this will allow you to identify a specific fiscal year for active 
actions. 
 

 
The report will be in order by contract number. 
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All completed contracts will be shown on this report. 
 
Contract/Order Number:  The contract or delivery order number of the action. 
 
Mod Number:  All modifications for the contract or delivery order will be listed in order 
after the contract/order number. 
 
Contractor:  The contractor for the action. 

 
Description: The description of the good or service being procured. 
 
Assigned to:  The individual who is assigned to the action.  
 
Total Award Amount:  The amount awarded.     
 
Performance End Date: The end date of the last period of performance; if a contract is 
Terminated for Convenience, this date will be different from the Contract Expiration 
Date. 
 
Contract Expire Date:  The end date of the contact. 
 
Req. Number:  The requisition associated with the action. 
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PBSC Contracts 
 

 
 
PBSC Contracts can be generated by: 

Organization – leave this blank to generate a report for all active actions in ARS 
Assigned to – enter a value for “Organization” and leave this blank to generate a 
report for all active actions within a particular office 
Agency – this will allow only active actions for a client agency to be shown 
Area – this will allow only active actions for an ARS area to be shown 
All Dates – this will produce a cumulative report of all active actions 
Date Range – this will allow you to identify a specific date range for active 
actions. 
Fiscal Year – this will allow you to identify a specific fiscal year for active 
actions. 
 

 
The report will be in order by contract number. 
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The PBSC Contracts report shows the actions that have been identified as PBSC.  An 
action is identified as PBSC by checking the PBSC box on the award screen (reference 
Page 21). 
 
Contract/Delivery Order Number:  The contract or delivery order number of the 
action.  Note that the modifications are also listed but do not have a separate column 
heading. 
 
Award Date: The date the action was awarded. 
 
Contractor:  The contractor for the action. 

 
Description: The description of the good or service being procured. 
 
Assigned to:  The individual who is assigned to the action.  
 
Total Award Amount:  The amount awarded.     
 
Requesting Agency/Area:  The agency and, for ARS awards, area requesting the goods 
or services. 
 
PBSC:  The value of the PBSC flag determining inclusion in this report. 
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Performance End Date 
 

 
 

 
Performance End Date can  be generated by: 

Organization – leave this blank to generate a report for all active actions in ARS 
Assigned to – enter a value for “Organization” and leave this blank to generate a 
report for all active actions within a particular office 
Agency – this will allow only active actions for a client agency to be shown 
Area – this will allow only active actions for an ARS area to be shown 
Start Date/End Date – this will allow selection of actions within a certain period 
of time.  The default is the current fiscal year. 

 
 
The report will be in order by specialist/agent (assigned to) and contract number. 
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Performance End Dates are shown as one line item for each contract, with any 
associated delivery orders listed below. 
 
Contract number and award date are listed, as are delivery order, although they do not 
have a unique column header.  The Technical Point of Contact (POC) is also provided 
within each line item. 
 
Contractor:  The contractor for the action. 

 
Description: The description of the good or service being procured. 

 
Assigned to:  The individual who is assigned to the action.  

 
Total Award Amount:  The amount awarded 
 
Performance End: The end date of the last period of performance; if a contract is 
Terminated for Convenience, this date will be different from the Contract Expiration 
Date. 

 
Contract Expire Date:  The end date of the contact. 

 
Requesting Agency/Area:  The agency and, for ARS awards, area requesting the 
goods or services. 
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Procurement Preference 
 

 
 

The Procurement Preference report can be generated by agency or, within ARS, by Area. 
 

Agency – this will allow only active actions for a client agency to be shown 
Area – this will allow only active actions for an ARS area to be shown 
Date Range – this will allow you to identify a specific date range for active 
actions. 
Fiscal Year – this will allow you to identify a specific fiscal year for active 
actions.
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The Procurement Preference report is to assist in determining where we are in relation to 
our annual goals.  The calculations are based on the values selected when making an 
award. 
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Specific Business Type 
 

 
 

Business Type reports can be generated for any of the following: 
 Large business 
 Small business 
 8(a) business 

Woman-owned business 
Small disadvantaged business 
HUB Zone business 
Ability One business 
Veteran owned business 
Service disabled veteran owned small business 
Other 
 
 

One of the options MUST be chosen from the drop-down menu or a blank report will be 
generated.
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Only the awarded actions identified for the requested business type will be displayed. 
    
Contract Number:  The contract number of the action. 
 
Mod Number:  If the action was a base award, the modification number will be shown 
as zeros. 
 
Delivery Order Number:  Order number for those awards that were delivery orders or 
task orders to ARS contracts.  If the order was not a delivery order, the number will be 
shown as zeros. 
 
DO Mod Number: If the action was a base, the modification number will be shown as 
zeros. 
 
Contractor:  The contractor for the action. 
 
Award Date:  The date the action was awarded.     
 
Total Award Amount:  The amount awarded.     
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Work In Progress 
 

 
 
Work In Process can be generated by: 

Organization – leave this blank to generate a report for all active actions in ARS 
Assigned to – enter a value for “Organization” and leave this blank to generate a 
report for all active actions within a particular office 
Agency – this will allow only active actions for a client agency to be shown 
Area – this will allow only active actions for an ARS area to be shown 
Amount range – this will allow selection of actions within a certain award 
amount range. 
No Status – choose this to get a “simple” report showing only the actions in 
progress. 
Latest Status – choose this to get a report showing the actions in progress and the 
latest comments entered by the specialist/agent on each. 
All Status – choose this to get a report showing all actions in progress and all 
comments entered on each. 

 
The report will be in order by specialist/agent (assigned to). 
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(Showing “Latest Status”) 
 
Work In Progress report- This reports on the actions that have not been identified 
awarded. 
  
Assigned to:  The individual who is assigned to the action. 
 
Requisition Number: The requisition number of the action. 

 
Description: The description of the good or service to be procured. 
 
Requisition AMOUNT:  The dollar amount of the requisition. 
 
Received Date:  The date the requisition was assigned to the individual listed above. 
 
Requesting Agency/Area:  The agency and, for ARS awards, area requesting the 
goods or services. 
 
Status: The latest or all comments regarding the status of the action.     
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Type of Business 
 

 
 

The Type of Business report can only be generated for a specific date range.  The default 
is the current fiscal year 
 

The report is in order by award date. 
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The information in this report shows how each contractor qualified individually under 
the available business types. 
 
Contract Number:  The contract number of the action. 
 
Award Date:  The date the action was awarded. 
 
Contractor:  The contractor for the action. 
 
The Business Size Indicators are each given a separate column: 

 Large business 
 Small business 

Other 
 8(a) business 

Woman-owned business 
Small disadvantaged business 
HUB Zone business 
Ability One business 
Veteran owned business 
Service disabled veteran owned small business 
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Purchase Card Report 
 

 
 

The Purchase Card Report can be generated by: 
Organization – leave this blank to generate a report for all active actions in ARS 
Assigned to – enter a value for “Organization” and leave this blank to generate a 
report for all active actions within a particular office 
Agency – this will allow only active actions for a client agency to be shown 
Area – this will allow only active actions for an ARS area to be shown 
Action type – this will allow selection of only active Contracts, active 
Delivery/Task Orders against an ARS Contract, Modifications, or Simplified 
Acquisitions to be shown. 
Amount range – this will allow selection of actions within a certain award 
amount range. 
All Dates – this will produce a cumulative report of all active actions 
Date Range – this will allow you to identify a specific date range for active 
actions. 
Fiscal Year – this will allow you to identify a specific fiscal year for active 
actions. 
 
 
The report is in order by requisition number and contract number. 
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The Purchase Card Report lists awarded actions put on a purchase card based on if the 
“PCard Procurement” box is checked on the “Award Contract” screen (reference Page 
19). 
 
Requisition Number: The requisition number assigned to the action. 
 
Contract Number:  The contract number of the action. 
 
Contractor:  The contractor for the action. 
 
Award Date:  The date the action was awarded. 
 
Performance End Date: The end date of the last period of performance; if a contract 
is Terminated for Convenience, this date will be different from the Contract Expiration 
Date. 
 
Action type – If the action was awarded as a Contract, Delivery/Task Order against an 
ARS Contract, Modification, or Simplified Acquisition. 
 
Total Contract Amount:  The amount awarded. 

 


