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Lesson Objectives 

• Objective: 
 Upon completion of this lesson the customer will be able to: 

• Create a Requirement. 
• Review the Requirement Summary Dashboard. 
• Review the Requirement Related Actions. 
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Requirement Process Overview 
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Requirement Process: Post-Contracting 
Acceptance 

•Customer requires 
interaction with the 
Contract Specialist 

Initiate 
Correspondence 

•Contract Specialist 
receives & responds 
to or completes 
Correspondence Task 

Correspondence Task 
Submitted by CS •Customer receives & 

responds to or 
completes 
Correspondence Task 

Cycle Continues Until 
Either User Ends 
Correspondence 

* Reverse process if the Correspondence Related Action is initiated by the Contract Specialist.  
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New Requirement 

• Initiate New Requirement into IDEAS: 
 From the Landing Page, under “Actions”, click “Enter New Requirement”. 
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Enter Requirement Information 

Fill out form. 
 

A red asterisk (*) 
denotes required 

fields. 
 

It is important to fill 
in all known 
information. 

 
Click “Continue” to 

go to the next 
portion of the form. 
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Enter Requirement Information (cont.) 
 

Fill out form. 
 

A red asterisk (*) 
denotes required 

fields. 
 

It is important to fill 
in all known 
information. 

 
Click “Next” to 

continue. 
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Enter Requirement Information (cont.) 
 

Fill out form. 
 

A red asterisk (*) 
denotes required 

fields. 
 

It is important to fill 
in all known 
information. 

 
Click “Next” to 

continue. 
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Enter Requirement Information (cont.) 
 

Fill out form. 
 

A red asterisk (*) 
denotes required 

fields. 
 

It is important to fill 
in all known 
information. 

 
Click “Next” to 

continue. 
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Enter Requirement Information (cont.) 
 

Fill out form. 
 

A red asterisk (*) 
denotes required 

fields. 
 

It is important to fill 
in all known 
information. 

 
Click “Save” to 
finish then form. 
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Requirement Confirmation and Navigation 
Links 

• Navigational Links: 
 Your New Requirement: XXXX 

• This link takes you to the Record Dashboard. 
 All Requirement Records 

• This link takes you to all of your Requirement Package Records. 

Click “Your New 
Requirement: 

XXXX” to go to the 
requirement’s 

Summary 
Dashboard. 
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Review Summary Dashboard 

This is the Summary 
Dashboard where you can 

review the Requirement 
Package information for 

accuracy.  
 

If updates are required, 
you can easily access the 
Related Actions menu or 

the three most-used 
Related Actions from the 

upper right-hand corner of 
the dashboard. 
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Related Actions 

 
■ Update Requirement:  Update the 

requirement information. 
■ Manage Funding:  Add/Remove 

Funding Information. 
■ Manage Enclosure Documents:  

Upload/Add/Delete/Edit Enclosure 
Documents.  

■ Submit Requirement to Contracting:  
Submits to Contracting for 
review/approval. 

■ Download Requirement Package 
Templates:  View ordering guidance 
and download requirement package 
templates. 

■ Delete Requirement:  Removes 
requirement from system. 
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Summary 

• In this lesson you learned how to: 
 Create a Requirement. 
 Review the Requirement Summary Dashboard. 
 Review the Requirement’s Related Actions. 
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