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6 Create a Delivery Order- Reference MA with Catalog 

 Note: Refer to Section 5 for steps to create the DO. This section gives direction on 
creating Delivery Order using the Catalog 

Step 1. Search for the MA that will be used to create the DO from the Catalog using URSRCHMA.  

Step 2. Using the URSRCHMA table select the commodity line where the Catalog exist. 

 In some cases the Catalog line will be the only existing commodity line 

 If the Catalog exists with other commodity lines, use the line noted as Catalog in 
extended description field 

Step 3. Select the Commodity Line on the MA that contains the Catalog 

 

Step 4.  Then click  

Result:  Delivery Order is created 
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Step 5. Complete the Header and vendor sections only, and then validate the DO. 

Result:  The commodity code on the referenced MA will infer into the DO Commodity 
Code section 

Step 6. Click  by Supplier Part Number to view the Catalog.  

 

Result:  This will take you to the Catalog Table 
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Step 7. The blank search fields help cut processing time by querying out only the items you want. Wild 
card characters such as (*) (,) and (< > =) can be utilized to assist in the search. 

Step 8. When search fields are populated, click on   at the top of the page and not  
on the key board to initiate the search. Using Enter on the keyboard will be take you back to 
the commodity line. 
 
Result:  Note: Search fields are case sensitive unlike other fields in the eCaps system 

that converts text fields to all capital (upper case) letters.  
 

Step 9. After the search is successful, click the check box next to that item to create your commodity 
line.  

Step 10. Multiple items may be selected and eCAPS will create the commodity lines for you.  

Step 11. Now click  
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Step 12. Click Validate to infer the associated information from the Catalog to the commodity 
line fields.    

 

 

Step 13. Complete the required data entry fields on the Commodity Line and the Accounting 
section.  

Step 14. After required data elements have been entered, Click on Validate. 

Result:  If no errors were found, a message will be displayed at the top of the document 
indicating that the “Document has been validated successfully.” Otherwise, 
correct any errors and revalidate the document. 

  

Step 15. Click Submit.  

Result:  The document will be submitted for processing and approval only if it has no 
outstanding errors.  


