Chapter 4

Trimester Orders

1. Trimester Orders.  Refer to Chapter 4 of Western Region SOP 145-4 for an explanation of the Trimester order process.  The Trimesters are due on the following dates:  1st trimester - 1 September, 2nd  trimester - 1 January and 3rd trimester - 1 May.  

2. Opening the Trimester.  When you are ready to create your trimester log on to LAPS.  From the first main summary screen ensure you are in the correct fiscal year, and then place your cursor over the “Trimester Order” button.  A pop up box appears and you click on the trimester you wish to enter.  The screen will cycle and the trimester order screen appears.  Note:  you must have a completed and approved MAP to do trimester processing.

a.  Of note, the 3d Trimester is processed differently in one respect – it is also part of the REAP process.   As stated in Chapter 4 of the SOP, the REAP lays out the units planned recruiting and enrollment goals and activities for both the final 3d trimester in a year and the entire following calendar.  Annex B of the REAP lays out the planned purchases to support activities in this 16 month period.  Purchases for the first four months are input into the 3d trimester to ensure changes form the original plan are incorporated prior to submission.  In other words:  do the REAP first – it drives the update of the 3d trimester prior to submission.  
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3.  Trimester Summary Screen.  The summary information screen will be replaced with the Trimester summary screen.  This screen provides a summary of the orders downloaded from the MAP of the selected fiscal year.  Processing is similar to MAP processing.
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Summary Area

The section at the top of the screen displays order information for the current fiscal year.  The top line of information displays the School logged in and approval status.  This is followed by the budget allocated to the school.

The next four lines display the fiscal information.  The top line shows grand totals for the following three lines of information.  Each line summarizes the total of orders for that trimester within the MAP.  Total Allocated includes all types of orders including regular orders, Local Purchase orders, Out of Pocket/Memberships, Exception Orders and PPI orders.  It does not include Pended orders.

Buttons
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Load MAP Over Trimester:  If at any time during your trimester order update/review you wish to load the original MAP orders click this button.  When this is done, any modifications, deletions, additions or pending you have done is the trimester is erased.
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Clear Trimester: If at any time during your trimester order update/review you wish to start with a completely new slate click this button.  It will erase all MAP orders and any modifications, deletions, additions or pending you may have done in the trimester order.  In other words, you are deleting all orders and starting fresh.
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Submit Trimester.  Upon completion of your trimester update/review click this button.  It submits your trimester to Region for review and approval.

Order Tree
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The white area under the Load MAP Over Trimester/Clear Trimester/Submit buttons contain a tree of the individual orders that have been downloaded from the MAP.  From this screen, orders can be edited or deleted as necessary.  Edit all orders to ensure contract information is still up-to-date and valid.  During the trimester order review you may add, delete or pend orders.  Keep an eye on your budget and pend as necessary.

4.  Entering the Trimester
Step 1 – Local Purchase Approval/Tracking Form Input.


a.  During the MAP process, no local purchase orders are input into the LAPS system – only total funds to be sent to the support installation via a FAD.  It is in the trimesters that the orders are input for approval and budget tracking.

b.  To enter local purchase approval/tracking forms, place your cursor over the local purchase button on the left of the screen.  A box appears giving you the option to open “print” or “specialty” approval/tracking forms.  The print form is used to input for print orders being executed at government print plants (ref Annex B of the SOP for a complete listing of all government print plants in the Western Region).  The specialty form is used to input for giveaway items and planned group meals.  Click on the appropriate form.  Specific information on form input and vendor input is provided in chapter 7 of this annex for local purchase forms.
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Step 2 – Edit/Verify Orders Down Loaded from the MAP.


a.  Open all orders in the trimester to verify contract information.  All order forms will be reviewed by region during the trimester process to ensure the orders contain required information.  If incorrect or incomplete your trimester will be rejected for the necessary modifications.


b.  To open existing orders click in sequence the trimester, order and finally “Edit Item”.  The screen will cycle to the order form.  Refer to Chapters 5 through 7 for order information.
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c.  Once the order is verified and modified, click the “Update This Item In My Order” button.  The screen will cycle, and the trimester updated with the new information and costs.


Step 3 – Deleting Orders Down Loaded from the MAP.


a.  During the verification of orders, there may be times when the unit desires to delete an order from the trimester.  Usually this is in response to emerging guidance from higher headquarters or a changing situation on the ground unknown during the REAP/MAP process.  To delete existing orders click in sequence the trimester, order and finally “Delete Item”.  The screen will cycle to the order form and a pop up box appears asking if you want to delete the order.




c.  To delete the order click OK.  The screen will cycle.  The order is deleted and the funds made available for other use.



Step 4 – Order from input for Leo Burnett executed contracts and Cadet Command produced Print/Personal Presentation Item (PPI), Orders.

a.  It may be necessary to input contract forms in LAPS during trimester processing that were not input in the MAP process.  These purchases are input and executed by submission of various order forms.  Required input on these forms is provided in Chapters 5 and 6 of this Annex.

b.  To open the order forms, click on the “Open Order Form” button below the order tree area.



Left window contains the LAPS catalog folders.  There are eight categories.  The first seven contain Leo Burnett contract forms for print ads, radio spots, classified ads, billboards, etc.  The eighth category contains Cadet Command executed print/PPI orders and Leo Burnett orders for mail services/mail lists/booth space/film processing/”other orders”.  The catalog work much the same way as the folder view of the Windows Explorer.  To open a folder, double click the folder name or click the  "+" next to the folder name and the contents of the folder will be displayed
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c.  Selecting an item from the On Line Products.

(1)  Select the campaign that you desire.  The example shown below is out of the “3-Progression” folder.  You will see an advertisement list drop down to choose from.  The one below came from “Distinguish Yourself 101”, “Print Ad”, and then “Distinguish Yourself 101.

(2)  Once you are sure about which purchase you would like, click on it (it is ideal to make it a habit to view the item first).  Ensure it is what you want, and understand the notes and localization guidance given at the bottom of the view.  
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(3)  If you decide to order the item, click on “Display Form” to begin entering information.  Chapter 5 of this Annex contains all Leo Burnett executed order forms with instructions on how to fill them out, to include the input of new vendors if the one you are using is not in your vendor drop down box on the order from.  Chapter 6 contains all Cadet Command executed print/PPI order forms.  If you are still unsure of entries on a specific form, contact the Marketing Officer at Region Headquarters for assistance.  Once the order is complete click on “Add This Item To My Order” to enter the order into your trimester.  The order will then begin to appear in your order tree area of the trimester summary screen.
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(4)  Continue to input all the order forms for Leo Burnett contracts and Cadet Command executed print/PPI orders that you have determined are necessary and were unplanned in the MAP.

Step 5 – Budget Comparison and UFR Processing.


a.  Once all of the orders are input and verified, the Summary area shows the inputs by trimester, and the fund totals in the summary area.  It is at this point you compare your budget to the amount of local purchase/orders by comparing the Fiscal Year amount to the budget amount.




b.  If the Fiscal Year total is less than your budget, you have additional funds for use.  You can input more local purchase/orders to use the funds, or leave it as it is.  Understand clearly that it is not a bad thing to be under budget IF you have covered all of your requirements.  By submitting the Trimester with funds remaining, you are making funds available to Region to cover other units that may be submitting UFR.


c.  If the Fiscal Year total is more than your budget, you have UFR requirements.  In this case, you must begin pending orders to get back within budget.  Pended orders are not deleted from the Trimester, but are put into a different folder (i.e. the pended folder) and the funds not shown against your budget.  Pend orders with the lest impact on your recruiting/enrollment plan until you get at, or just below budget.  During the Region review, these orders are verified.  If, moved to planned purchases, and additional Region funds moved into the unit to cover the additional requirements.


d.  To pend and order, specify the order then click on “Edit Item”.  Once done the order form will open.




e.  On the order form, click on the Priority drop down box, and highlight “Pend”, and then click the “Update This Item In My MAP” button.  The order will cycle and your MAP summary screen appears.   




f.  A “Pended Order” folder will now show in the order tree area containing the form, and the cost of the orders shown under the pended column in the summary area.  The pended amounts will not be included in other summary area columns.




Step 6 – Submitting the Trimester.

Once you are satisfied that your Trimester order is complete, you submit for review and approval.  You click on the “Submit Trimester” button.  The screen will cycle and your Trimester sent forward for review and approval.



6.  Un-Submitting TheTrimester

1.  Occasionally it may be necessary to pull your Trimester order back from review to update or modify based on guidance from Brigade/Region or to correct a mistake.  You click on the “Un-Submit MAP” button.  The screen will cycle and your MAP sent forward for review and approval.  The screen will cycle and your MAP returned for modification.  Note that this is only possible prior to the Region approval in the system.  If the MAP has been approved at Region, it cannot be un-submitted without direct coordination with Region Marketing Operations.



Note:  When the Trimester is un-submitted, all approvals are removed.  If the Brigade, Region or Cadet Command approve the order, the Trimester will have to be re-approved after it is re-submitted.


2.  If you open your Trimester and see the screen without the “Un-submit” button, you can no longer input or change your Trimester.  This screen shows approval all the way through the system.  At this point, you must contact Region Marketing to make any modifications, deletions or additions to the trimester – in other words exception order processing.
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