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GFEBS SUS Job Aid: Acceptor Training for SUS Pilot Quantity Based Contracts 
 

Purpose: To provide a step-by-step guide for accepting value based SUS Pilot 
contracts in GFEBS. 

 
Audience: Army CORs/Acceptors for SUS Pilot Contracts 

 
NOTE: WAWF Gov’t View Only Folder** does not currently contain SUS documents 
**WAWF to update to have ability to view SUS documents – date TBD 

      
 

Instruction: Screenshot: 
Step 1: Login to GFEBS 
 

   
a. Click the GFEBS Login Link below: 
https://prodep.gfebs-erp.army.mil/  
 
b. Once you see the screen as shown to 

the right, click on the “CAC Login” 
button. 

 
 

 
 
 
 
 
 

Step 2: Enter GFEBS ERP 
 

  Click on the “ERP” button. 
 

 

 
 

 

Step 3: OPTIONAL - Validate GFEBS 
Roles for performing acceptance  
NOTE: Only need to do this step prior to submitting first 

acceptance in GFEBS to ensure you have correct roles. 
 

a. In the command box, type in t-
code “SU01D” and hit enter. 

 

b. In the “User” field, type in your 
CAC card DoD ID # and click 
“Display” button. 

     (DoD ID # is found on the back of your CAC card) 
 

c. Click on the “Roles” tab and verify 
you have the following roles for 
GR & SUS GR Processor functions:  

 
 

EPC_EC_SC_GD_RCPT_PROC___0000 
EPC_EC_SUS_GD_RCPT_PROC___0000 

 

 
 
   
 
 
 
 
 

 

GFEBS 
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https://prodep.gfebs-erp.army.mil/
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Instruction: Screenshot: 
Step 4: Review and Post Service 
Acceptance 
(Quantity Based Contracts) 

 

After the vendor creates an Advanced 
Shipping Notice (ASN) for quantity 
based purchase orders (POs), GFEBS 
generates an Inbound Delivery for the 
COR/Acceptor to review and accept.  
Follow the steps below to perform 
acceptance in GFEBS. 
 
NOTE: You will NOT post acceptance 
in WAWF for SUS contracts – only in 
GFEBS. 
 

a. In the command field box, type in 
the t-code “VL06i” and hit enter. 

b. Click “List of Inbound Deliveries” 
button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

c. Leave delivery date range blank 
since normally based on the PO 
delivery date which is usually the 
end of the POP. 

d. Enter PO # and/or Vendor CAGE 
code of your assigned vendor.  
 
NOTE: If you do not know the Vendor CAGE 
code, refer to Item #4 in the Background 
Information section of this document to find 
Vendor CAGE code.  
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4a 

 4b 

 4c 

 4d 

 4d 

REVOKE/DELETE 
See Back Up Information Section, Item #5 

 (You have already performed acceptance steps 4a thru 4m) 

 
REJECT/DELETE 

See Back Up Information Section, Item #6 
 (You have NOT performed acceptance steps 4a thru 4m yet) 
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Instruction:  Screenshot: 

Step 4: Review and Post Service 
Acceptance - Continued 
(Quantity Based Contracts) 
 

e. Scroll down and find “Total gds 
mvt stat.” field and enter “A” 
(open) and “B” (partial).  

f. Click “Execute” to begin query. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

g. From the List of Inbound 
Deliveries, select the inbound 
delivery line you want to 
process.  

h. Click “Change Inbound 
Delivery” button to review and 
post acceptance.  
 
 
 
 
 
 

i. Navigate to “Header Details” 
and click on “Shipment” tab to 
verify the Vendor listed the 
period of performance (POP) in 
the “TrnsIDCode” field. If you 
do not see the POP, refer to 
back Up Item # 6 to reject 
Inbound Delivery back to 
Vendor. 
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Acceptor Training for SUS Pilot Quantity Based Contracts Version 1.0 January 2017 4  

Instruction:  Screenshot: 

Step 4: Review and Post Service 
Acceptance - Continued 
(Quantity Based Contracts) 
 

j. Click “Overview” to return to 
delivery information. 

k. Review vendor submitted 
information for accuracy. 

l. Change “Document Date” to current 
date; UNLESS you are posting 
acceptance more than 7 days after the 
date you see in the “Doc” field. If more 
than 7 days, add 7 days to the existing 
“Doc” date.  

m. If approve, click “Post Goods 
Receipt”. 

n. Click “Save”. 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: After clicking “Save”, a message will appear at bottom of screen stating 
“Inbound delivery changed”. PO History shows Goods Receipt (=Acceptance) 
posted. 

 

You have successfully accepted a SUS Pilot quantity based contract in GFEBS! 

4k 

4k 
4l 

4m 

REVOKE/DELETE 

See Back Up Information Section, Item #5 
 (You have already performed acceptance steps 4a thru 4m) 

 

REJECT/DELETE 

See Back Up Information Section, Item #6 
 (You have NOT performed acceptance steps 4a thru 4m yet) 

 

 

4j 
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  BACK UP INFORMATION: Screenshot: 
Item 1: List of all Transaction Codes (T-
Codes) needed to perform acceptance 

 

a. VL06I – Inbound Delivery 
Monitor – for SUS qty based 
contracts 

b. ML81N – Service Entry Sheet 
(SES) – for SUS value based 
contracts 

c. ML84 – List of SESs 
d. ME23N – Display Purchase 

Order (PO) 
e. MIGO – Goods Movement 

 

 NOTE: Recommend adding these t-codes to your       
 GFEBS favorites folder. See Item 2 below. 

 
 Item 2: Turn on T-Code Display and 

Save T-Codes to Favorites Folder 
 

Turn on T-Code display: 
a. Click Menu > Extras > Settings 
b. Recommend checking box for 

following: 
• Do not display picture 
• Display Technical Names 
Click green check mark to save. 

  Save T-codes to favorites folder: 
c. Click Menu > Favorites > Insert 

Transaction 
d. Type T-codes listed in Item 1 above, 

one at a time, and hit enter. Will 
now display under favorites folder 

 

                        

  
Item 3: Use t-code  ME23N Display 
PO Obligation 
 
a. Type in t-code “ME23N” into 

command box and click enter 
NOTE: If not on home page, type /n before to 
return to home page before entering the t-code.  
b. PO header shows Contract # 

(SPIIN/SPIIN) and vendor CAGE 
c.  PO History tab shows listing of Goods 

Receipts for Acceptance with SUS 
reference. 

d. Scroll down the screen and you’ll see 
linked invoices. 

 
Once the vendor submits the ASN, the 
invoice will post to PO history. Once the 
COR/Acceptor posts acceptance, the Goods 
Receipt will appear on PO history. 

 
 
 

 

ME23N 
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  BACK UP INFORMATION: Screenshot: 

Item 4: Nightly Background Job listing 
Open Inbound Deliveries sent to 
COR/Acceptor daily via email 
 
In email to COR/Acceptor, there is a list 
of all open Inbound Deliveries with the 
corresponding PO # / Delivery # – 
example to the right. 
 
Below is an example of the nightly 
background job listing ALL open inbound 
deliveries. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   
 
 
 
    0X8U1 Data Sciences International  PO 4550162953 

Item 5: Return Delivery to Vendor 
(MIGO Movement 122) 
 
a. Obtain “Material Document #” of the 

Goods Receipt by entering t-code 
“ME23N” which displays the PO and PO 
item history. 

 
 
 
 
 
 
 
 
 

b. Enter t-code “MIGO” and select “Return 
Delivery” from the Goods Receipt drop 
down menu.  

c. Select “Material Document” from the 
Purchase Order drop down menu.  

d. Enter the material document number 
found in step 5a above to return to 
vendor, then click on          icon to 
Execute. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

VENDOR 
CAGE CODE 

5a 

5b 
5c 

5d 



Acceptor Training for SUS Pilot Quantity Based Contracts Version 1.0 January 2017 7  

 BACK UP INFORMATION: Screenshot: 

Item 5: Return Delivery to Vendor 
(MIGO Movement 122) – Continued 
 
e. You should now see the document to be 

reversed.  
f. Select “Where” tab at the bottom and 

select a “Reason for Movement” from 
the available pull down menu. 

NOTE: The reason codes are system default 
options and not currently being used for reporting 
purposes so any code is acceptable. 
g. Enter something in the “Text” field 

(required field). 
h. Click “Item OK” box 
i. Complete steps 5 a-h for all lines that 

need to be reversed and returned to 
vendor. Click icon next to the “Line”        
# field to move to next line item.  

j. After completing all lines, click on 
“Check” (top of screen) and verify no 
errors. 

k. If no errors, click “Post” button (top of 
screen). 

 
 
l. When return delivery action is 

completed, you will see “Material 
document ######### posted” at the 
bottom of the screen. 

m. The Material Document for the Reversal 
will now appear in the history of the PO 
with a movement type of “122” and will 
appear with a negative quantity. 

 

5e 

5f 
5g 

5h 5i 

5j 

5k 

5l 

5m 
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  BACK UP INFORMATION: Screenshot: 

 
Item 6: Reject/Delete Delivery to 
Vendor  
If a vendor makes a mistake on entering an 
ASN after they have created an inbound 
delivery that does not need to be accepted 
or the acceptor determines that the entry is 
incorrect and therefore does not want to 
accept delivery,  then it will be necessary to 
delete the inbound delivery rather than 
accept it.  
 
a. Follow steps 4a thru 4f on pages 2 & 3. 
b. Click “Item View” 

 
 
 
 
 
 
 
 
c. Select the line you wish to delete. 
d. Click on “Change Inbound Deliveries” to 

enter change mode. 
 
 
 
 

e. Click “Delete”  
f. From the popup box, click “Yes” to 

confirm deletion 
g. The system will provide a confirmation 

message at the bottom of the screen 
that states, “Inbound Delivery 
########## deleted”. Confirm you see 
the message. Example below. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 

 

 

6b 

6c 
6d 

 Inbound Delivery 3100001219 Change: Overview 

Do you really want Inbound Delivery 
3100001219 to delete? 

6e 

6f 


