
Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.





DEFENSE LOGISTICS AGENCY
AMERICA’S COMBAT LOGISTICS SUPPORT AGENCY


WARFIGHTER FIRST


DLA Information Operations


STORES Item Request Training
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STORES 5.8 Item Request Training


• WHY IS THIS NEW PROCESS NEEDED?


– Reduces Item Creation Bottlenecks


• Will allow for internal DLA tracking and 


elimination of possible bottlenecks throughout 


the request process


• Provides Customers, Vendors, and DLA with 


centralized visibility of all pending requests


– Reduces the Proliferation of Stock #’s


• There must be a demonstrated customer need


• Requests must be initiated by the customer


– Helps ensure that the RIGHT ITEM is being 


provided
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STORES 5.8 Item Request Training


• REQUEST PATH
CUSTOMER  VENDOR  DLA TROOP SUPPORT


• REQUEST PROCESS
– Throughout the item request path, requests can be 


in one of the following categories:


• Saved by the customer, but not yet Submitted


• Submitted by the customer


• In Process (may be with the Vendor or DLA)


• Rejected With Recourse (rejected back for changes)


• Rejected Without Recourse (rejected back, item not 


allowed for some reason)


• Final Approval
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STORES 5.8 Item Request Training


• Vendor Notifications
– Periodic updates will be made to keep the vendor 


abreast of their request status


– Updates will be provided online in STORES


– Updates will be generated by e-mail to requestors 


(based on the STORES userID of the submitting 


Vendor)
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STORES 5.8 Item Request Training


• Once a Customer creates and submits a 


new Item Request the Vendor may now 


view and edit the request


• Request originating from the Vendor for 


an item already on the catalog that has a 


change (description, pack size, part 


number, etc.) will still be submitted 


manually
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STORES 5.8 Item Request Training


• Vendor Access to STORES Catalog


• Select Item Request – View/Modify Item Request
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STORES 5.8 Item Request Training


Contract Number Selection and Supported Services 


Screens


Search by Description or Contract Number


Select a filter from the drop-down menu.
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STORES 5.8 Item Request Training


• The Item Request Summary will display.


• Click the Item Number link in the Request Number 


field to view the Item Request.
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STORES 5.8 Item Request Training


• The Item Request 


Form displays.


• The user 


completes all of the 


required fields.


• * Denotes a 


mandatory field.


• ** Denotes a 


conditional field. 


• Select Request 


Information ? For 


Help (next screen)
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STORES 5.8 Item Request Training


• Select the Associate 


button next to the  


Associate Existing Stock 


Number field to check to 


see if this item is in the 


system already and if so, 


associate the stock 


number to the item.
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STORES 5.8 Item Request Training


• Associate Existing Stock Number 


– Enter stock number or description – Auto-complete returns 


the first 15 stock numbers.


– If a number exists for the item, click the Select button and the 


details for the stock number will display with ‘NOTE: Any 


fields currently populated on the request form will be 


overwritten’ will display. 


– Click the Associate button to associate the stock number to 


the request item selected.
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STORES 5.8 Item Request Training


• To Enable Add/Edit Pricing, please select and save 


first: Price by Unit of Measure
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STORES 5.8 Item Request Training
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STORES 5.8 Item Request Training
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STORES 5.8 Item Request Training
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STORES 5.8 Item Request Training


The Item Request – Comparison screen displayed


• ! Denotes a change from the initial Customer request







WARFIGHTER FIRST 17


STORES 5.8 Item Request Training


• Item Request – Status/Comment Log displayed.


– New Comment Field – open field for adding relative 


information to the request.


– Viewable by – Drop-down menu to select the permissions to 


view this comment.


– Add to Log button – submits the comment to be recorded to 


the log with the date/time and user recorded.


– Select the ‘Close’ button to return to the request form.
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STORES 5.8 Item Request Training


• Submission to DLA and Checking Status


– Once all fields have been filled out and all 


documents attached the request can be 


submitted to DLA


– The Comment/Status Log will be useful to 


checking status as the request moves 


forward and comments can be added here


– The Comparison screen will show 


differences between the Customer’s 


request and the Vendor’s submission
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       AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT

6. ISSUED BY

CODE

7. ADMINISTERED BY 

(If

 

other

 

than

 

Item

 

6)


CODE

8. NAME AND ADDRESS OF CONTRACTOR (No.,
 
street,
 
county,
 
State
 
and
 
ZIP
 
Code)


10A. MODIFICATION OF CONTRACT/ORDER NO.


11. THIS ITEM ONLY APPLIES TO AMENDMENTS OF SOLICITATIONS

The above numbered solicitation is amended as set forth in Item 14. The hour and date specified for receipt of Offers
 is extended,

is not extended.

or (c) By separate letter or telegram which includes a reference to the solicitation and amendment numbers. FAILURE OF YOUR ACKNOWLEDGMENT TO BE RECEIVED AT THE PLACE DESIGNATED FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR AND DATE SPECIFIED MAY RESULT IN REJECTION OF YOUR OFFER. If by virtue of this amendment you desire to change an offer already submitted, such change may be made by telegram or letter, provided each telegram or letter makes reference to the solicitation


 and this amendment, and is received prior to the opening hour and date specified.

copies of the amendment; (b) By acknowledging receipt of this amendment on each copy of the offer submitted;

Offers must acknowledge receipt of this amendment prior to the hour and date specified in the solicitation or as amended, by one of the following methods:


  A. THIS CHANGE ORDER IS ISSUED PURSUANT TO: 
(Specify
 
authority) THE CHANGES SET FORTH IN ITEM 14 ARE MADE IN THE CONTRACT ORDER NO. 



       IN ITEM 10A.

B. THE ABOVE NUMBERED CONTRACT/ORDER IS MODIFIED TO REFLECT THE ADMINISTRATIVE CHANGES (such
 
as
 
changes
 
in
 
paying
 
office,
 
appropriation
 
date,
 
etc. ) SET FORTH IN ITEM 14, PURSUANT TO THE AUTHORITY OF FAR 43.103(b).


 E. IMPORTANT: Contractor


is not,

is required to sign this document and return

copies to issuing office.

14. DESCRIPTION OF AMENDMENT/MODIFICATION (Organized
 
by
 
UCF
 
section
 
headings,
 
including
 
solicitation/contract
 
subject
 
matter
 
where
 
feasible.)

Except as provided herein, all terms and conditions of the document referenced in Item 9A or 10A, as heretofore changed, remains unchanged and in full force and effect.

15A NAME AND TITLE OF SIGNER 
(Type
 
or
 
print)


NSN 7540-01-152-8070

Previous edition unusable

STANDARD FORM 30
 

(REV. 10-83)
 Prescribed by GSA FAR (48 CFR) 53.243


16B. UNITED STATES OF AMERICA

15B. CONTRACTOR/OFFEROR

(Signature of Contracting Officer)
(Signature of person authorized to sign)

16A. NAME AND TITLE OF CONTRACTING OFFICER 
(Type
 
or
 
print)


(a) 
By completing Items 8 and 15, and returning


9A. AMENDMENT OF SOLICITATION NO. 

 



9B. DATED (SEE ITEM 11) 


13. THIS APPLIES ONLY TO MODIFICATIONS OF CONTRACTS/ORDERS.


      IT MODIFIES THE CONTRACT/ORDER NO. AS DESCRIBED IN ITEM 14.
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