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14.1. Introduction

Delivery Orders are typically created from a released Requisition. However, you may create a Deliver Order Document before the Requisition is released.
14.2. Purpose
This user guide describes the steps that are taken to create a Delivery Order in STRIPES.
14.3. Business Rules and User Roles
Only a Contract Specialist or a Contracting Officer may create a delivery order in STRIPES.
14.3.1. Before You Start

Before you can create a Delivery Order:

· You must have an approved and released Contract that allows Delivery / Task Orders (DO/TO) to be issued against it.
Click Help [image: image1.png]


 on the STRIPES toolbar for on-line, context sensitive help. This on-line help may not reflect some DOE/STRIPES configurations and policies since it provides guidance that is universally applicable to the commercial off the shelf software from which STRIPES is configured.
14.4.  Steps

This section will guide you through the steps needed to create a Delivery Order in STRIPES.
14.4.1. Create a Delivery Order
	Steps
	User Action
	Notes

	1. 
	· From the Sign-In page, sign in to STRIPES.
	The STRIPES Welcome Page displays.
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Figure 1 – STRIPES Welcome Page

	Steps
	User Action
	Notes

	2. 
	· Click the Create Document menu option.
	The Document Create Page displays.
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Figure 2 – Document Create Page

	Steps
	User Action
	Notes

	3. 
	· Select Delivery/Task Order from the Document Type drop down menu.
	

	4. 
	· Check the External Contract checkbox if the contract is against a GSA or other federal schedule.
	Checking the External Contract checkbox hides the lookup button.

	5. 
	· Enter the Contract Number in the Contract Number field. 
	You can either manually enter the external Contract Number if you’ve checked the box per step 4 or click the Look up button to search for and select the master STRIPES Contract.

	6. 
	· Use the Create From drop down menu to select the type of Requisition Document from which this delivery order will be created.
	


	If…
	Then…

	· If this DO/TO is against a competitive Contract, but no Requisition has been received, 
	Select New. Proceed to Step 7.

	· If this DO/TO is against a competitive Contract,
	Select Requisition. Proceed to Step 7.

	· If this DO/TO is against a non-competitive Contract,
	Select Requisition for Delivery/Task Order. Proceed to Step 7.


	Steps
	User Action
	Notes

	7. 
	· Select DO/TO(DT)(DE-DT#) from the Delivery/Task Order Numbering Masks drop down menu.
	

	8. 
	· Select New from the Section Template drop down menu.
	Selecting From Contract in the Section Template field will pull in the package body created on the Contract if it’s available in STRIPES. Selecting None will result in no template being loaded and you will need to load a template on the Package Body page once the DO/TO has been created.

	9. 
	· Click the Continue button.
	The Create a Delivery/Task Order for Contract Page displays.
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Figure 3 – Create a Delivery / Task Order for Contract Page
If you chose to create the DO/TO from a Requisition, the STRIPES system displays a list of all the open Requisitions that your access rights will allow you to process into a Delivery/Task Order.
	Steps
	User Action
	Notes

	10. 
	· Use the Search Criteria panel on the left side of the screen to search for a Requisition by Requisition Number and/or Requisitioner.
	You can also see a list of Requisitions assigned to you for action by looking in your Buyer Workload folder. You may want to do that first so you can copy the Requisition number and paste it into the Requisition Number search field.

	11. 
	· Click the Display button.
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Note: If you select a Requisition and an error message comes up that says “You do not have access rights to this Document”, ask the Owner of the Document to give you shared access.
	Steps
	User Action
	Notes

	12. 
	· Click a Y link in the Select Line Items column to view the Requisition line items.
	

	13. 
	· Click the checkboxes in the Select column to select individual line items, or click the Select All button to choose all the line items from the Requisition.
	In general, you will pull forward all of the items from a Requisition into a Delivery/Task Order.

	14. 
	· Click the Create button.
	The Clause Template Selection Page displays if you selected “New” for Section Template on the DO/TO creation screen. Otherwise you are taken to the Main General page of the Document.
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Figure 4 – Clause Template Selection Page
	Steps
	User Action
	Notes

	15. 
	· Use the Next and Previous buttons to locate the clause.
	You can use the percent sign (%) as a wildcard character when searching by template name or site.

	16. 
	· Click the Display button to view the results of your search.
	

	17. 
	· Click the clause template name.
	A list of clauses displays in the lower section of the page.


Note: Clause Templates include the FAR, DEAR, and Corporate clauses you need for a Solicitation.
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Figure 5 – Clause Template Selection Page
	Steps
	User Action
	Notes

	18. 
	· Scroll to the bottom of the Section Selection window at the bottom of the page to review the clauses in the template.
	

	19. 
	· Select the clause sections to include in your DO/TO Document.
	


	If…
	Then…

	· If you want to select all of the clause sections (B – J) at the same time,
	Click the Select All button, and then deselect sections K, L, and M by clicking on the check box. Proceed to Step 20.

	· If you want to select one clause section at a time,
	Check the appropriate checkboxes for the clause sections you wish to select. Proceed to Step 20.


	Steps
	User Action
	Notes

	20. 
	· Click the Continue button to insert the clause template into your Contract.
	The Main General Page displays.


Note: At this point, you are only selecting a clause template which can later be changed as you continue to work through the DO/TO document in STRIPES. You will still need to generate your clauses in the system later on in the Package Body page.
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Figure 6 – Main General Page

Notes:

·  The system displays both the Order Number for this particular action and the Contract Number for the master Contract.
· The system displays the Obligation and Total Amount without Options from the Requisition if this document was created from a Requisition.
STRIPES will pre-fill the following fields based upon the information in the Requisition, the master Contract and/or the system defaults:
	Field
	Description

	Award Date
	Date the contract was awarded.

	Effective Date
	Date award became effective.

	Admin Office
	Office administering the award.

	Issuing Office
	Office that issued the award.

	Invoice Office
	Office issuing the invoice for the award.

	Vendor
	Entity that was awarded the contract.

	Buyer
	Contract Specialist.

	Contracting Officer
	

	COR
	Contracting Officer’s Representative

	Admin CO
	Administrative Contracting Officer

	Primary Product/ Service Code
	Code for the product or service being acquired

	Period of Performance
	

	Security Classification
	


	Steps
	User Action
	Notes

	21. 
	· From the Type of Warrant Required drop down list, select the warrant type that the Contracting Officer needs to approve and release this Delivery/Task Order.
	Refer to the Acquisition Guidance link on the STRIPES Welcome Page, or the Federal Acquisition Regulation for information regarding which warrant type to select.

	22. 
	· Enter the period of performance date in the Period of Performance field.
	Performance must start within the master Contract’s Period of Performance.

	23. 
	· Click the lookup button to locate and select the appropriate Vendor for a master contract.
	For a MAS contract, you may only select from the vendors that are listed on the contract.

	24. 
	· Select a Security Classification from the drop down menu.
	

	25. 
	· Click the Additional Info menu option.
	The Additional Information Page displays.



Notes:

·  Verify the information on this and subsequent screens and complete all blank fields if the information is known.
· If routing for approval, select For Official Use Only. If routing for review, select Not Specified/Other.
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Figure 7 – Additional Information Page
	Steps
	User Action
	Notes

	26. 
	· Fill in the fields as needed.
	A description of each field can be viewed in the table below.


	Field
	Description
	Required Or Optional

	NTP/Vendor Signed On
	Enter the date a Notice to Proceed was issued to the contractor on to this Delivery/Task Order, if applicable.
	Required

	Site
	Your STRIPES site
STRIPES will pre-fill this field based upon the information in the Requisition, the base Contract and/or the system defaults.
	Required

	Project Title
	STRIPES will pre-fill this field based upon the information in the Requisition, the base Contract and/or the system defaults.
	Optional

	Confirmed With
	Name of the Vendor employee with whom the Delivery/Task Order was confirmed.
	Optional

	Reference Your Text
	Vendor quote number or other indicator to help vendor locate information in the future.
	Optional

	NAICS Code
	The North American Industry Classification System code for the supply or service.
STRIPES will pre-fill this field based upon the information in the Requisition, the base Contract and/or the system defaults.
	Required

	Size Standard
	The size standard associated with the chosen NAICS code will populate once the NAICS code has been selected
	Required

	Originating Office
	Office originating this procurement.

STRIPES will pre-fill this field based upon the information in the Requisition, the base Contract and/or the system defaults.
	Required

	Is this an IT-related purchase?
	Designates whether purchase is for IT products or services.
	Required

	Potential Amount
	Estimate of amount by Requisitioner.

STRIPES will pre-fill this field based upon the information in the Requisition, the base Contract and/or the system defaults.
	Optional

	Supplies or Services
	Selecting this field on this page will update the line items at the line item level; if you need to select it, select it at the Line Item Level.
	Optional

	Construction
	Select Yes or No from the drop down menu.
	Optional

	GWAC/GSA Purchase
	Check the box if you are creating this DO/TO for a GWAC/GSA Purchase.
	Optional

	Performance-Based Service Acquisition
	This field is used for FPDS-NG reporting.
Select Yes -- Service where PBA is used if the award is for services and the award's requirements are described in terms of the results that are required rather than the methods of performance of the work.

Select No -- Service where PBA is not used if the award is for services, but the award's requirements are not described in terms of the results that are required.

Select Not Applicable -- Predominantly a supply contract action if the award is for supplies.
	Optional

	Cost Accounting Standards Clause
	This field is used for FPDS-NG reporting.
Select Yes -- CAS clause included if the award includes a Cost Accounting Standards clause.

Select No -- CAS waiver approved if the award requires a Cost Accounting Standards clause, but your agency has obtained an approved CAS waiver.

Select Not Applicable -- exempt from CAS if the award does not require a Cost Accounting Standards clause.
	Optional

	Purchase Card Payment Method
	This field is used for FPDS-NG reporting.
Select Yes if a purchase card was or will be used to pay the contractor on the award.

Select No if a purchase card will not be used to pay the contractor on the award.
	Optional

	Use of Recovered Material
	This field is used for FPDS-NG reporting.
Select FAR 52.223-4 Included if the award includes a Recovered Materials Certification clause.

Select FAR 52.223-4 and FAR 52.223-9 Included if the award includes a Recovered Materials Certification clause and an Estimate of Percentage of Recovered Material Content for EPA-Designated Products clause.

Select No Clauses Included if the award does not include a Recovered Materials Certification clause or an Estimate of Percentage of Recovered Material Content for EPA-Designated Products clause.
	Optional

	Commercial Item Acquisition Procedures
	This field is used for FPDS-NG reporting.
Select Commercial Item if the award utilizes the special requirements for the acquisition of commercial items, as defined by FAR Part 12.

Select Supplies or services pursuant to FAR 12.102(f) if the award utilizes the special requirements for the acquisition of supplies or services, as defined by FAR Part 12.

Select Services pursuant to FAR 12.102(g) if the award utilizes the special requirements for the acquisition of services, as defined by FAR Part 12.

Select Commercial Item Procedures not used if the award does not utilize any special requirements for the acquisition.
	Optional

	Contracting Officer's Determination of Business Size
	This field is used for FPDS-NG reporting.
Select Small Business if the contracting officer determines the award is being awarded to a small business.

Select Other than Small Business if the contracting officer determines the award is being awarded to a business other than a small business.
	Optional

	CCR Exception
	Select Government Wide Purchase Card.
	Required

	SBA Contract Number
	Enter the Small Business Contract number, if applicable.
	Optional

	PIID
	Displays the Procurement Instrument Identifier (PIID) used to report this action to FPDS-NG.
This field is automatically populated in the document once the award is released.
	N/A

	Referenced PIID
	Displays the referenced PIID.
	N/A

	FPDS Approval Number
	Displays the confirmation number generated by FPDS-NG when a record is saved as final in its system.
Each version of an award has a unique confirmation number. Each transaction call to FPDS-NG generates a confirmation number. This field is used to store the confirmation generated by a successful approve call to confirm that a final FPDS record has been accepted by the system. This number is retrieved from FPDS-NG and automatically stored in the system.
	N/A, automatically populated by the system.

	Date Finalized
	Displays the date on which the award's FPDS-NG record approval was received.
	N/A

	Invoice Approving Official
	Select the code of the Invoice Approving Official for this order.
	Required

	Program Official
	Select the code of the Program Official for this order.
	Optional

	Specialist Official
	Select the code of the Specialist Official for this order.
	Optional

	Credit Card Purchase
	Select whether this action will be paid using a credit card.
	Optional

	Subject to Retention
	Select whether this action is subject to retention.
	Optional

	Approved Financial Exception
	Use the look up to select an approved financial exception if this action is to be processed without the financial data being transmitted to STARS.
	As required

	SBIR-STTR Award
	Select if applicable.
	Optional

	Safety and Health Clause
	Select if applicable.
	Optional

	Technical Deliverable
	Select from the lookup box and choose the corresponding technical deliverable.
	Required

	Opportunities and Preferences
	 Select if applicable.
	Optional

	EPEAT Level
	 Select if applicable.
	Optional


	Steps
	User Action
	Notes

	27. 
	· Click the Items link to continue.
	The Items Page displays.


Note: Refer to STRIPES user guide section Creating a Contract in STRIPES for more detail to fill out the remaining fields under the General menu option.
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Figure 8 – Items Page
The Items Page shows the items you selected from the Requisition.
	Steps
	User Action
	Notes

	28. 
	· Click the item number link under the Item column to open that item for editing.
	The Item General Page displays.
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Figure 9 – Item General Page
The Item General Page shows you general information about this line item.
	Steps
	User Action
	Notes

	29. 
	· Link the DO/TO line item to the Contract line item.
	


	If…
	Then…

	· If the DO/TO was created from a Requisition for DO/TO,
	The system will have already linked the line item to the Contract Line Item.  Skip to Step 32.

	· If the DO/TO was NOT created from a Requisition for DO/TO,
	Proceed to Step 30.


Notes:
· Most of the required information will default from the Requisition.

· The system will give you an error message if you fail to link the DO/TO line item to the Contract Line Item.
	Steps
	User Action
	Notes

	30. 
	· Click the look up button next to Contract Item Number to link the DO/TO line item to the Contract line item.
	The Line Items for Contract Page displays.
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Figure 10 – Line Items for Contract Page

	Steps
	User Action
	Notes

	31. 
	· Click the number link under the Item Number column to associate the Delivery Order line item with the Contract line item.
	The Item General Page displays.


Note: The system will only display line items from the Contract that allow Delivery Orders to be made against it.
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Figure 11 – Item General Page

The line item now displays the Contract Item Number.
	Steps
	User Action
	Notes

	32. 
	· Verify the Period of Performance is correct.
	The item Period of Performance must fall within the Delivery or Task Order’s overall Period of Performance and is copied from the Requisition. If the POP is different than the POP of the master contract, change the dates to reflect the POP here.

	33. 
	· Edit the Award Type if necessary.
	Fixed-Price is the default for the Award Type for all Delivery/Task Orders.

	34. 
	· Click the Return menu option.
	The Items Page displays.


Note: For more details on filling out the rest of the line items, see STRIPES User Guide Section 8: Creating a Contract in STRIPES.
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Figure 12 – Items Page

	Steps
	User Action
	Notes

	35. 
	· Click the Package link to review the Delivery/Task Order package.
	The Cover Page Page displays.


Note: For more information on the other menu options available, see STRIPES User Guide Section 8: Creating a Contract in STRIPES.
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Figure 13 – Cover Page Page

	Steps
	User Action
	Notes

	36. 
	· Click the Change Form button to select a Cover Page.
	The Form Selection Page displays.


Note: For more information on selecting a Cover Page, see STRIPES User Guide Section 18: Selecting a Cover Page in STRIPES.
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Figure 14 – Form Selection Page

The Form Selection Page shows a list of standard and optional forms. Select the appropriate form for your action.

	Steps
	User Action
	Notes

	37. 
	· Select a Cover Page for the Delivery Order by clicking one of the links under the Form column.
	The Cover Page page displays.
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Figure 15 – Cover Page Page

The system displays the Cover Page you chose on the Form Selection page.
Notes:
· You can click the Change Form button to select a different cover page.
· You can click the Edit button to change the information on the Cover Page.
	Steps
	User Action
	Notes

	38. 
	· From this point on, continue creating your Delivery Order just like a regular Contract.
	


Note: For more information on creating a contract, see STRIPES User Guide Section 8: Creating a Contract in STRIPES.
14.4.2. Create a Delivery Order/Task Order against a NASA SEWP GWAC

You can create an email to notify the contact person at the NASA Solutions for Enterprise-Wide Procurement (SEWP) office when you create a delivery order/task order (DO/TO) in STRIPES against a NASA SEWP Government-Wide Acquisition Contract (GWAC).

This section describes the first part of two steps you must complete to create a STRIPES DO/TO against a NASA SEWP contract. To fully complete the process you must also send a notification email to NASA SEWP.
The steps documented herein provide a generic description of the steps you must follow to create a DO/TO against a NASA SEWP contract. Your actual steps might vary depending upon (but not limited to) such possibilities as your level of access and/or authority, or the stage and status of your document.
If you want to create a DO/TO in STRIPES against an external NASA contract, then you must select the check box in the External Contract field, and type the NASA contract number in the [Contract Number] field on the Document Create Page.
From the STRIPES Welcome Page:

	Steps
	User Action
	Notes

	1. 
	· Click Create on the Access Panel.
	The Document Create Page displays.

	2. 
	· In the Document Type field, select Delivery / Task Order.
	The Main General Page displays.
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Figure 16 – Main General Page

	Steps
	User Action
	Notes

	3. 
	· In the External Contract field, select the check box if the contract is not stored within STRIPES.
	When you do so, you must also type or select the contract number in the [Contract Number] field (located beneath the External Contract field).


In the Email NASA SEWP field, STRIPES automatically selects the check box if you type the beginning of the DO/TO's parent contract exactly as it was entered in the [Parent Contract Begins With] field.
	Steps
	User Action
	Notes

	4. 
	· In the Create From field, select the originating or source document that best applies to the DO/TO you want to create now.
	

	5. 
	· In the Delivery / Task Order Numbering Options field, number the DO/TO according to your agency's business practices.
	

	6. 
	· Click the Continue button.
	The Delivery/Task Order menu and the General Information Page display.

	7. 
	· In the Email to NASA SEWP field, select the check box.
	

	8. 
	· Fill out the rest of the fields according to what best applies to the DO/TO you want to create, and according to your agency's business practices.
	

	9. 
	· Route your document according to your agency's business practices.
	When your document is released, STRIPES automatically generates the NASA SEWP email.


14.5. Glossary
This section explains all terms, acronyms, and abbreviations found in this User Guide.

14.5.1. Acronyms and Abbreviations
The Following acronyms and abbreviations are mentioned in this User Guide:

	acronym
	meaning

	CCR
	Central Contractor Registry

	CO
	Contracting Officer

	DO
	Delivery Order

	FAR
	Federal Acquisition Regulations

	FPDS-NG
	Federal Procurement Data System – Next Generation

	GSA
	General Services Administration

	GWAC
	Government Wide Area Contract

	LI
	Line Item

	NAICS
	North American Industry Classification System

	PIID
	Procurement Instrument Identifier

	SBIR
	Small Business Innovation Research

	STTR
	Small Business Technology Transfer


14.5.2. Terms and Definitions
The following terms are mentioned in this User Guide:

	term
	definition

	Approved
	Status of a STRIPES Document that has been Approved.

	Attachments
	Files that are part of a STRIPES Document that will be sent to FedConnect for download by the Vendor(s). (e.g., SOW, Key Personnel Requirements, Reporting Requirements Checklists, Specifications, etc.)

	Buyer
	The Buyer is the Contract Specialist. 

	Calendar
	The Calendar icon eliminates the need to search for and consult a paper calendar. 

When creating a document, STRIPES will automatically default to the current date. However, if you need to make a change in this date you can click the Calendar icon and then quickly select a date weeks, months or years in advance. By clicking the Calendar icon, a pop-up calendar displays.

A list of months will display when you click the arrow on the drop-down list box. Point to the desired month and click once. If you need to change the year, click the double arrow buttons. The left double arrow button will move the year displayed backward and the right double arrow button will move the year displayed forward.

The single right and left arrows move the month forward and backward. After clicking a specific date, the calendar will close and the date you chose will be displayed in the text field.

You can also manually enter dates in date fields if desired.

	Cancel Document
	An action which prevents any further action on a Document within STRIPES, but does not delete the Document from STRIPES.

	Courtesy Copy
	A Routing option that provides read-only access to a particular STRIPES Document and requires no action from the receiver.

	DO/DPAS
	The priority rating for use with the current national defense requirements, and, if necessary, in time of national emergency. Not used by DOE.

	Document
	Electronic packages within STRIPES such as a Requisition, Solicitation, Contract, etc. The “Document” is the “whole package” to include Attachments, Supporting Documents, Clauses, etc.

	Document Owner
	The creator of the Document.

	Error Messages
	A STRIPES validation message that indicates that data must be corrected or entered in order to route for approval. It does not validate if the information is correct; it only validates that the system required fields are filled in.

	For Review
	A Routing option that provides access to a particular STRIPES Document and requires the Reviewer to mark the Document as Reviewed. This type of route is useful for obtaining concurrences and comments before routing the Document for Approval.

	Invoice Approving Official
	This field Documents the name of the person who will have authority to approve invoices for that particular STRIPES Award Instrument. The Approving Official information is forwarded to STARS for use in paying invoices via VIAS when appropriate.

	Page
	The area displayed once you have accessed STRIPES (for example, the Sign In page or the Welcome page). Page names will always be italicized in this module.

	Print Icon
	An icon within STRIPES that, by clicking it, opens a new browser window and presents a view of a PDF version of the form associated with your Document in Adobe Acrobat Reader. This form can be viewed, saved, or printed from your browser, if desired.

	Released
	A status within STRIPES that indicates that the Document has been validated and all necessary actions have been completed for that phase of the action, including recording the commitment or obligation of funds in STARS if applicable. The Document is read only once it’s in a Released status.

	Route
	Routing establishes a mechanism to provide access to your Document for its review or approval by other STRIPES Users.

	Toolbar
	Three types of toolbars are available in STRIPES:

The browser toolbar contains items such as the Back, Forward, Stop, and Home buttons. This toolbar is not used while STRIPES is open.

The STRIPES toolbar lists actions that can be taken on that page.

The viewer toolbar is only used when viewing, printing or saving a form.

	Warning Messages
	A STRIPES validation message indicating that a data field or entry does not conform to the expected value or condition. The data does not have to be corrected to continue, but should be examined to ensure all data has been correctly entered in the Document.

	Window
	In Windows-based programs, the screen can be divided into several windows, each of which have its own boundaries and can contain a different document (or another view into the same document). For example, while STRIPES is running and visible on your monitor, you may also have Acrobat Reader running.


14.6. Contacts

For information on obtaining a STRIPES account, go to the Management Information Systems (MIS) website at https://mis.doe.gov/portal/portal_start.cfm?skey=212334.

Contact the STRIPES Help Desk at STRIPES@hq.doe.gov for STRIPES application assistance. 
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