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SECTION 1. SCOPE OF THE USER MANUAL  

This document, the Into Plane (IP) Contract Information System (CIS) User 
Manual (UM) describes the functionality of the IP CIS application from an end-user’s 
perspective.  This UM is applicable to the latest version of the IP CIS application as 
found in Appendix C.   

IP CIS has been combined with the Bunkers and Posts, Camps, and Stations 
(PC&S) CIS to form a single application named Energy Contract Information System 
(ECIS).  ECIS just combines the access to the two CIS applications into one access 
point with one URL.  Each CIS application has its own screens and data and function 
separately within the ECIS application.  As stated above, this document only covers the 
IP CIS application functionality.  For information on how to use the Bunkers/PC&S CIS 
part of ECIS, see the latest version of the PC&S CIS Software User Manual on the 
ECIS splash page (https://cis.energy.dla.mil/energy_cis/ ). 

 Document Overview 

This User Manual (UM) for the IP CIS application is written to provide: 
♦ High-level overview of IP CIS (Section 1.2) 
♦ How to access IP CIS (Section 2.1) 
♦ Overview of the main parts of the IP CIS Main screen display (Section 2.2) 
♦ Instructions on how to use the filtering and other links to alter the display 

of the grid containing the location and lineitem data (Section 2.3). 
♦ Detailed information about the data contained in the data grid (Section 

2.4). 
♦ How to view Vendor Data for an awarded contract for a location (Section 

2.5). 
♦ Details about viewing individual lineitem records for a location (Section 

2.6). 
♦ Instructions about producing and viewing Excel Spreadsheet and PDF 

reports available in Into Plane (Section 2.7). 
♦ User types and available functionality (Section SECTION 3) 

1.1.1 Document Navigation Conventions 

This document contains many hyperlinks.  To navigate back to your original 
position after clicking on any hyperlink within this document use Alt+left arrow. 

https://cis.energy.dla.mil/energy_cis/
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 Application Overview 

IP CIS is a web application which allows operators of government-owned aircraft 
to examine line item data for fuel contracts, solicitations, and purchase requests for Into 
Plane fuels.  In accordance with the Freedom of Information Act (FOIA), these data are 
available to the public.  IP CIS, along with the Bulk/Bunkers/PC&S CIS combine to 
comprise the Energy Contract Information System (ECIS).  Anyone is able to access 
ECIS by going to: https://cis.energy.dla.mil/energy_cis/.  From that webpage, IP CIS can 
be accessed by clicking the Into Plane Contract Information System link.  
Government personnel and civilian Contractors/Suppliers use the IP CIS website to 
view current and historical lineitem details and information about the corresponding 
contracts, solicitations, and purchase requests of Into Plane fuels used by the DoD and 
federal civilian agencies worldwide.  Into Plane fuels are those fuels that are purchased 
by the government at commercially-owned airports.  The IP CIS application is designed 
to allow users to view contract, solicitation, and purchase request data for Into Plane 
locations throughout the world.  IP CIS allows the user to filter the data displayed in grid 
format to aid in reviewing locations and lineitems and the associated contracts involved 
with Into Plane fuel orders.  Specifically, IP CIS can: 

♦ Allow all parties to review lineitems within contracts and the 
associated IP fuel contracts throughout the world based on 
location. 

♦ Allow all parties to view unawarded lineitem requirements either 
on solicitations or purchase requests by location. 

♦ Allow users to review contract lineitem monthly and total to-date 
lift usage data for specified region(s) and purchase program(s) 

♦ Allow all parties to view updated reports over the Internet. 
♦ Store information on Into Plane fuel requirements for future use in 

soliciting and awarding future contracts. 
 

https://cis.energy.dla.mil/energy_cis/
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SECTION 2. STEP-BY-STEP INSTRUCTIONS FOR USING IP 
CIS 

 Accessing IP CIS 

When a user first hits the ECIS splash page at 
https://cis.energy.dla.mil/energy_cis/, the DOD Access Warning pop-up (Figure 1) will 
be displayed over top of the Energy CIS Access screen (Figure 2).  You must first read 
and acknowledge the warning by clicking the OK button.  Next, click the Into Plane 
Contract Information System link (Figure 2) to proceed to the IP CIS Main Page 
(Figure 3). 

 
Figure 1  DoD Website Access Warning 

 
Figure 2  Access Screen for Energy CIS 

https://cis.energy.dla.mil/energy_cis/
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 IP CIS Main Page 

The IP CIS Main Page (Figure 3) is where most of the IP data are displayed.  
There are three main sections of the screen, each of which will be described in more 
detail below in the document.   

 
Figure 3  IP CIS Main Page 

1) The top part of the screen contains several means in which to filter, sort, and 
display the grid containing the data.  It also contains several links to other 
web pages, the links to create/download a spreadsheet of the data displayed 
in the grid and the Global Lift report.  This section will be described in greater 
detail in Section 2.3 below. 

2) The middle part of the screen contains the grid that displays the data for each 
location/airport and allows the user to view more detail about individual 
locations.  This grid can be filtered and sorted using the objects in the top part 
of the screen.  The grid data and functionality will be described in greater 
detail in Section 2.4 below. 

3) The bottom part of the screen contains a tab (Figure 4 contains 2 examples) 
that displays both the Into-Plane Contract Notices grid as well as a text box 
containing any general notes that the system administrators want to pass 
along to all users, including, but not limited to, airport availability, and fuel 
outages.  Quality Hold information that is posted on this website tells the user 
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that there is some kind of problem with the quality of a specific fuel type at a 
specified airport.  Fuel Shortage information is also listed by fuel product and 
specific airport, i.e. the specified airport is temporarily out of a specific fuel 
type.  This tab is originally displayed when the user initially accesses the 
screen.  The tab can be minimized / maximized  by clicking on the arrow 
above the “I” in Into-Plane on the tab.  

 
 

 

Figure 4  IP CIS Main Page - Quality Hold/Fuel Shortage Information Tab 

 

 IP CIS Main Page – Filtering / Links 

The top section of the IP CIS Main Page contains tools used to filter the 
locations / lineitems in the data grid and also contains links used to access other Into 
Plane related websites and produce reports.  See Figure 5 for a close-up view of this 
section with the objects identified for further description below. 

 
Figure 5  IP CIS Main Page – Filtering Options and Links 
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1) Record types filter selection – IP CIS can not only display awarded 

Contracts’ lineitem information, but also Solicitations and Purchase 
Requests lineitem data.  These radio buttons allow the user to filter the 
location data grid to display any of these data or All of them combined.  The 
default is contract data. 

2) Search filter textbox – This textbox allows the user to type in specific text on 
which to filter the data grid.  The search can apply to any of the data in any of 
the columns displayed in the grid.  As the user types in text into the text box, 
a list of specific matches will appear to aid in selecting the data filter.  Once a 
selection is made or the enter button is pressed or the magnifying glass next 
to the textbox is clicked, the data grid will display only records data with data 
matching the text that was input.  For more information see Section 2.3.1 
below. 

3) Regions map selection – This allows the user to select a region or country 
on which to filter the data grid.  The selection is made by clicking a region on 
the map and then in some cases selecting more specific filters such as 
country or state.  The selections populate the Search Filter textbox described 
in #2 above and cause the data grid to re-display.  For more information see 
Section 2.3.2 below. 

4) Show # of Entries – This drop-down menu allows the user to select the 
number of entries in the data grid to display on each page on the screen.  The 
default is 10.  If there are more entries after filtering to be displayed than will 
fit on the screen, then the grid will scroll.  If there are more entries after 
filtering than the number selected (e.g. 10 is selected but there are 100 
entries that meet the filtering specified) then only the selected number is 
displayed and buttons are displayed at the bottom of the grid to navigate to 
other pages/records (see Section 2.3.3). 

5) Related web links – There are links to two outside web pages: 

• DLA Energy Into-Plane Home Page – Clicking this link redirects the 
user to the DLA Energy website for Direct Delivery fuels:  Information 
for customers and air crews can be found on this page. 

• Defense Internet NOTAM Service – Clicking this link redirects the 
user to the Notice To Airmen (NOTAM) website.  This website is a tool 
for both military and civilian pilots and contains information such as 
airspace restrictions and airport locations.  This website can also be 
used to look up an International Commercial Airport Organization 
(ICAO) code by country/city/location. 
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6) Global Lift – This link begins the process of creating a report/spreadsheet of 
all lift data based on specified regions and purchase programs.  “Lift” in 
regards to fuel refers to the quantity of fuel usage.  Expressed in the units of 
issue applicable to the line item (e.g. gallons, metric tons). For more 
information about the creation of this report, see Section 2.7.2. 

7) Download Spreadsheet – This link initiates the creation of a spreadsheet 
report containing all of the location/lineitem data currently contained in the 
data grid, based on the currently selected filters.  For more information about 
the creation of this report, see Section 2.7.1. 

8) Log off – Returns the user to the Energy CIS Access Screen (Figure 2). 

2.3.1 Filtering Using the Search Textbox 

You can use the textbox below the Record types filter radio buttons to have the 
data grid display specific records if you are searching for a specific location (Figure 6).  
The filtering in this case not case sensitive and is done across all columns in the 
Location Grid (Location, ICAO, Solicitation Lineitem number, Country/State, Vendor 
Name, and Contract).  You can apply the filter at any time by hitting the Enter key after 
typing in any string into the textbox (hitting Enter without anything in the textbox will 
remove the text filtering and display all records of the selected type.  

 
Figure 6  IP CIS Main Page – Filtering by Text 

 
Once more than one character is entered into the textbox, a list of the first eight 

entries that match the string of characters in the textbox is displayed under the textbox 
(Figure 7).  You can select a specific item in this list to make the filtering easier and 
more specific.  If you select something from the drop-down list, the filtering is completed 
automatically.  As you continue to type in characters, the list is refined to match what 
has been entered into the textbox.  
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Figure 7  IP CIS Main Page – Filtering by Text, Automatic Listing 

 
In the case in Figure 7, the letters “Ca” were entered, a listing of different items 

that match those characters, whether it is a full name of a state (CALIFORNIA, NORTH 
CAROLINA, SOUTH CAROLINA), a state abbreviation (CA), a location name (CAIRNS 
INTL APT), a vendor name (Calspan Air Services LLC), or any of the other data items 
(ICAO, Sol Lineitem, Contract, etc.).   

If an item is selected, for instance “CALIFORNIA”, then the data grid is filtered to 
only list those items that match it (Figure 8). 

 
Figure 8  IP CIS Main Page – Filtered on “CALIFORNIA” 

In Figure 8, all locations in the state of California are included.  Also, any 
locations with California in the name, even if not in the state, would be included as well 
as any location awarded to a vendor with California in the name would be included, 
regardless of the state.  Since the record type is set to Contracts, the list only displays 
awarded contracts.  Note at the bottom that the list only includes records 1 to 10 of 47 
entries (filtered from the original 689) are listed. 
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2.3.2 Filtering Using the Regions Map 

You can filter the data grid by selecting a region on the map displayed in the 
upper left corner of the Main Page as well (Figure 9).   

 
Figure 9  IP CIS Main Page – Using the Map to Filter by Region 

 
The Regions are displayed by color on the map.  There are several different 

options for filtering in this way: 

• Clicking on a region outside of the United States or Canada will cause a 
list to display where you can select to filter on a specific country in the 
region.  For example in Figure 10, South America was selected on the 
map.  A specific country can be then selected from the list or all of the 
locations in all South American countries may be selected. 

 
Figure 10  IP CIS Main Page – Map Filter By Region (International) 
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• Clicking on the United States will allow you to select a specific state or all 
states (Figure 11). 

 
Figure 11  IP CIS Main Page – Map Filter By Region (United States) 

 

• Clicking on Canada will bring up the Canadian Bulletin, producing a PDF 
formatted report of all Canadian Into Plane contracts (Figure 12). 
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Figure 12  IP CIS Main Page – Canadian Bulletin 

 

• Clicking on the word Regions under the map will bring a list of all regions.  
From this list you can select ALL REGIONS or a specific region to filter. 
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Figure 13  IP CIS Main Page – All Regions 

 
Clicking on an item in any of the lists mentioned above will cause the data grid to 

redisplay, filtered by the selection.  The selection will also be displayed in the Filter 
Textbox (Section 2.3.1) as if you typed in the selection directly.  

2.3.3 Determining the Number of Records to Display 

You can specify the number of locations records to display on a “page” in the 
data grid by using the drop-down selection box under the Regions map and above the 
data grid.  In Figure 14 it is labeled “Show 10 entries”.  This will determine how many 
records are displayed in the grid.  Under the grid, on the left side (under the Location 
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column), it will tell you how many records are currently showing and how many total 
there are, based on the filtering options.  Under the grid on the right side are several 
selection options (Previous, Numbers (1 - ?). and Next).  These allow you to select the 
group of records to view.  In Figure 14 below, since the selected number of records per 
page is 10 and there are 689 total records, there are 69 “pages” of records you can 
view.   

 
Figure 14  IP CIS Main Page – Selecting the Number of Entries to Show 

 
To select a different number of entries to display per page, click on the drop-

down menu box (Figure 15).  The options available are 10, 25, 50, and 100, with 10 
being the default.   

 
Figure 15  IP CIS Main Page – Changing the Number of Entries 

 
If the number of entries is too many to fit on the screen, then the grid will be 

scrollable.  In Figure 16 below, the number of entries was switched to 50.  The note at 
the bottom now says Showing 1 to 50 of 689 entries and the number of pages that can 
be viewed is 14 instead of 69 since there are more records per page. 
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Figure 16  IP CIS Main Page – Displaying / Navigating Multiple Pages 

 

 IP CIS Main Page – Data Grid 

The main section of the IP CIS, where most of the data are displayed, is the table 
(Figure 17) that displays the data pertaining to each location served by Into Plane 
contracts and the linked lineitems or requirements for those locations.  IP CIS can be 
used to view not only contracts for all airports under the Into Plane program, but also 
lineitem requirements on solicitations and purchase request that haven’t been awarded 
yet. 

 
Figure 17  IP CIS Main Page – Data Grid 

 
As described in Section 2.3, this table can be filtered to display specific data and 

also formatted to display different numbers of records per page.  In the case of Figure 
17 it is set to display 10 records per page and the user can navigate the pages by using 
the Previous, Next, and individual page numbers at the bottom right of the grid. 

The records can also be sorted in either ascending or descending order by any 
column by clicking the up/down arrows in the column headers.  The data grid columns 
are explained below (Figure 18). 
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Figure 18  IP CIS Main Page – Data Grid Columns 

 
1) View/Hide Lineitem Records (+ / -) – Clicking on this column (+ symbol) 

expands the corresponding record to show all lineitems and taxes/fees 
associated with the location contract/solicitation/purchase request (see 
Section 2.6).  If the record is already expanded, then the symbol in the 
column will be a – symbol and clicking on it will hide the lineitems for the 
record. 

2) Location – This is the location/airport name for the record. 
3) ICAO – This is the International Commercial Airport Organization (ICAO) 

code for the location for which the record applies. 
4) Solicitation Lineitem – This column contains the solicitation lineitem number 

for the location (not the Contract Lineitem).  If the record is a contract record, 
then the value will either be the solicitation lineitem to which it corresponds, 
padded by “0”s to make it 10 characters in length or it may be all “0”s if no 
corresponding solicitation lineitem was supplied.  If the record is a solicitation 
record, then the value will be the 4-digit solicitation lineitem number.  If the 
record is a PR record, then this column will be blank.  If the grid is filtered to 
only display PR records, then this column will not be displayed. 

5) Country/State – This column will display either the state (for domestic 
locations) or country (for international locations) where this airport is located. 

6) Vendor Name – This column displays the vendor who was awarded the 
contract if the record is a contract record.  Clicking on the vendor name for a 
contract record brings up a pop up window displaying more information about 
the vendor (see Section 2.5).  If the record is a Solicitation or PR record then 
it will be blank.  If the grid is filtered to only display Solicitation or PR records, 
then this column will not be displayed. 

7) Contract – This column displays the contract number if the record is a 
contract record.  If the record is a solicitation record, it displays the solicitation 
number for the record.  If the record is a PR record then it displays the PR 
number.  Regardless of the type of records being viewed, the column header 
is always Contract. 
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 IP CIS Main Page Data Grid – View Vendor Data 

For location records in the data grid that have been awarded on a contract, the 
vendor that was awarded the contract will be displayed in the Vendor Name column 
(Figure 19).   

 
Figure 19  IP CIS Main Page – Data Grid Vendor Column 

 
The name will be a link which, when clicked, will display the contact/delivery 

information for that vendor in a pop-up box (Figure 20). 

 
Figure 20  Vendor Data Pop-up Screen 

 
The Vendor Data screen (Figure 20) displays vendor information such as the 

refueling operator name and phone number for the specified airport, and delivery/call 
out information including hours/days of operation, call out fees, and any special 
conditions or notes associated with the fuel delivery. 
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 IP CIS Main Page Data Grid – View Lineitems 

Each record in the main grid corresponds to a single location for a specific 
buy/contract period.  There can be multiple records for a single location if it exists in 
both a current and future buy.  Each record can be expanded to display individual 
lineitems/requirements assigned to that location and taxes that apply to the lineitems by 
clicking the green plus sign located in the far left column of the grid for the 
corresponding location (Figure 21). 

 
Figure 21  IP CIS Main Page – Data Grid Expand Lineitems/Taxes 

 
When the plus sign is clicked, all of the lineitems and taxes that are included for 

the location for the buy in question are displayed under the location record (Figure 22). 

 
Figure 22  IP CIS Main Page – Data Grid Lineitems/Taxes Displayed 

 
In the example in Figure 22, the location for WILL ROGERS WORLD was 

expanded.  There are actually two fuel lineitems, 0001 which is JAA without additives 
and 0004 which is JAA with FSII.  Lineitems 0002 and 0003 are fees/taxes associated 
with 0001, and lineitems 0005 and 0006 are the fees/taxes associated with 0004.  The 
following columns are displayed for each lineitem or tax/fee: 

♦ Contract Period – These are the dates for which the line tem is supposed to 
run.  It can either be a current or future buy. 

♦ Line Item – This is the lineitem number.  If the lineitem has been awarded to 
a contract, this is the Contract Line Item Number (CLIN).  If the lineitem has 
not been awarded, this number will be a solicitation lineitem number.  For a 
CLIN or tax/fee for a CLIN, the number will be a link and clicking on it will 
display the Lineitem Data pop-up window (Figure 25 or Figure 26) with data 
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for the CLIN or tax/fee including quantity, prices, and lift data (see Section 
2.6.1).  For solicitation lineitems, this number will not be a link. 

♦ Product – The product name for the lineitem or the product for which the 
lineitem tax/fee applies. 

♦ Additive Package – Additive(s) applied to the lineitem. 
♦ Mode – Mode of Delivery. 
♦ Quantity – Quantity awarded (for CLINs) and requirement quantity for 

solicitation lineitems. 
♦ Quality Notes – If there are any quality notes linked to the lineitem, this 

column will display a link labeled View which, when clicked, will display a 
pop-up window with the notes (see Section 2.6.2).  If no notes are linked, the 
column will display “N/A”.   

♦ Tank Data – If there are any tank data linked to the lineitem, this column will 
display a link labeled View which, when clicked, will display a pop-up window 
with the data displayed (see Section 2.6.3).  If no tank data are linked, the 
column will display N/A”.   

♦ Delivery Data – If there are any delivery data linked to the lineitem, this 
column will display a link labeled View which, when clicked, will display a 
pop-up window with the data (see Section 2.6.4).  If no delivery data are 
linked, the column will display “N/A”.   

♦ Delivery Special Messages – If there are any delivery special messages 
linked to the lineitem, this column will display a link labeled View which, when 
clicked, will display a pop-up window with the messages (see Section 2.6.5).  
If no messages are linked, the column will display “N/A”.   

2.6.1 View Lineitem – Lineitem Data and Lift Information for Contract 
Awards 

If a contract award has been made for a location requirement, then the CLIN(s) 
listed in the Line Item column under that location will be hyperlinked.  Each CLIN will 
either pertain to a specific award for a requirement for the location, or a tax or fee that 
gets applied to the requirement.   

 
Figure 23  IP CIS Main Page – Contract Lineitems and Taxes/Fees 
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In the example in Figure 23, the lineitems for WILL ROGERS WORLD are 
displayed.  There are actually two lineitems, 0001 which is JAA without additives and 
0004 which is JAA with FSII.  Lineitem 0002 is the Federal Excise Tax associated with 
lineitem 0001 and lineitem 0003 is the overtime fee associated with lineitem 0001.  
Similarly, lineitems 0005 and 0006 are the Federal Excise Tax and overtime fee 
associated with lineitem 0004.  Since the lineitems have been awarded, all of the 
lineitem numbers are hyperlinked and clicking any of them will open the Lineitem Data 
pop-up window that displays more data relevant to the lineitem award (see Section 
2.6.1.a) or tax/fee (see Section 2.6.1.b). 
 

2.6.1.a Viewing Lineitem Data for a CLIN 

To view data associated with a CLIN listed under a location in the data grid, you 
must expand the location to display the CLINs for the location (Figure 21) and then click 
on the Line Item number hyperlink for the CLIN in question (Figure 24). 

 
Figure 24  IP CIS Main Page – View Lineitem Data for a CLIN 

 
In this example, CLIN 0001 for WILL ROGERS WORLD is selected.  The 

Lineitem Data pop-up window (Figure 25) is then opened, displaying more information 
about the contract award. 
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Figure 25  Lineitem Data Pop-up (CLIN) 

 
Data on this screen includes: 

♦ Lineitem number 
♦ Awarded Quantity for this lineitem 
♦ Awarded Price 
♦ Current Escalated Price – The value in this column is the current 

escalated price, as stated.  Often, this entry will be a hyperlink, clicking on 
which will display another pop-up window displaying a history of the 
escalated prices, if it exists (Figure 26). 

 
Figure 26  Escalated Prices Pop-up (CLIN) 
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♦ Lift History – The last two columns display the lift history by month for this 
CLIN if it exists. 

♦ The TOTAL LIFT QUANTITY is displayed at the bottom right side of the 
screen. 

From the Lineitem Data pop-up screen (Figure 25), the user is given the button 
options of closing the window when done (Close) or printing the information if the 
computer is linked to a printer (Print). 
 

2.6.1.b Viewing Lineitem Data for a CLIN Tax or Fee 

To view data associated with a tax or fee that is applied to a CLIN listed under a 
location in the data grid, you must expand the location to display the lineitems for the 
location (Figure 22) and then click on the lineitem number hyperlink for the tax or fee in 
question (Figure 27). 

 
Figure 27  IP CIS Main Page – View Lineitem Data for a Tax or Fee 

 
In this example, lineitem 0002 for WILL ROGERS WORLD is selected.  This is 

the FEDERAL EXCISE TAX applied to CLIN 0001 (JAA neat).  The Lineitem Data pop-
up window (Figure 28) is then opened, displaying more information about the tax/fee. 

 
Figure 28  Lineitem Data Pop-up (Tax/Fee) 

 
Data on this screen includes: 

♦ Lineitem number – This is the lineitem number assigned to the tax or fee, 
not the actual CLIN that the tax/fee apples to. 
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♦ Awarded Quantity – Since this is a tax or fee, the awarded quantity is not 
actually relevant. 

♦ Awarded Price – The actual amount for the tax/fee. 
♦ Current Escalated Price – Even if a value is included in this column, this 

is not relevant for taxes or fees.  If a value is there, it should be identical to 
the amount in the Awarded Price column. 

♦ Lift History – The last two columns do not apply to taxes or fees. 
♦ The TOTAL LIFT QUANTITY displayed at the bottom right side of the 

screen does not apply to taxes or fees. 
From the Lineitem Data pop-up screen (Figure 28), the user is given the button 

options of closing the window when done (Close) or printing the information if the 
computer is linked to a printer (Print). 

2.6.2 View Lineitem - Quality Notes 

If there are any Quality Notes for a lineitem, the entry for that lineitem will be a 
hyperlink that says “View” (Figure 29).  If no Quality Notes are applied to the lineitem, 
then the entry in the column will read “N/A”. 

 
Figure 29  Lineitems - View Quality Notes 

 
Clicking the View hyperlink under the Quality Notes column for a lineitem will 

display a Quality Notes pop-up screen (Figure 30) which usually displays the contact 
information for the person responsible for checking the quality of the contractor’s fuel for 
the location.   
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Figure 30  Quality Notes Pop-up Screen 

 
From the Quality Notes pop-up screen (Figure 30), the user is given the button 

options of closing the window when done (Close) or printing the information if the 
computer is linked to a printer (Print). 

2.6.3 View Lineitem – Tank Data 

If there are any Tank Data for a lineitem, the entry for that lineitem will be a 
hyperlink that says “View” (Figure 31).  If no Tank Data are linked to the lineitem, then 
the entry in the column will read “N/A”. 

 
Figure 31  Lineitems - View Tank Data 

 
Clicking the View hyperlink under the Tank Data column for a lineitem will 

display a Tank Data pop-up screen (Figure 32) which displays, in a grid format, 
information specific to storage tanks for the specified delivery location.   
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Figure 32  Tank Data Pop-up Screen 

 
From the Tank Data pop-up screen (Figure 32), the user is given the button 

options of closing the window when done (Close) or printing the information if the 
computer is linked to a printer (Print).  

2.6.4 View Lineitem – Delivery Data 

If there are any Delivery Data for a lineitem, the entry for that lineitem will be a 
hyperlink that says “View” (Figure 33).  If no Delivery Data are linked to the lineitem, 
then the entry in the column will read “N/A”. 

 

 
Figure 33  Lineitems - View Delivery Data 

 
Clicking the View hyperlink under the Delivery Data column for a lineitem will 

display a Delivery Data pop-up screen (Figure 34) which displays, in a grid format, 
information specific to the delivery of fuel for the specified delivery location.   
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Figure 34  Delivery Data Pop-up Screen 

 
From the Delivery Data pop-up screen (Figure 34), the user is given the button 

options of closing the window when done (Close) or printing the information if the 
computer is linked to a printer (Print). 

2.6.5 View Lineitem – Delivery Special Messages 

If there are any Delivery Special Messages for a lineitem, the entry for that 
lineitem will be a hyperlink that says “View” (Figure 35).  If no Delivery Special 
Messages are linked to the lineitem, then the entry in the column will read “N/A”. 

 
Figure 35  Lineitems - View Delivery Special Massages 

 
Clicking the View hyperlink under the Delivery Special Messages column for a 

lineitem will display a Delivery Special Message pop-up screen (Figure 36) which 
displays, in grid format, any special messages pertaining to the delivery of fuel for the 
specified delivery location.   
 



 

IP CIS User Manual 
Version 4.0  07/10/26 

29 

 
Figure 36  Delivery Special Message Pop-up Screen 

 
From the Delivery Special Message pop-up screen (Figure 36), the user is 

given the button options of closing the window when done (Close) or printing the 
information if the computer is linked to a printer (Print). 

 Producing Reports 

In addition to being able to print the output of many screens mentioned above, 
there are also several reports that can be produced in various formats from IP CIS.  
These include: 

♦ Requirements Report (spreadsheet) 
♦ Global Lift Report (spreadsheet) 
♦ Canadian Bulletin (PDF) 

2.7.1 Requirements Report Spreadsheet 

You can produce a spreadsheet containing data for specific 
locations/requirements by clicking the Download Spreadsheet link on the Main Page 
above the data grid (Figure 37). 

 
Figure 37  Download Spreadsheet (Requirements) Option 
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This creates a spreadsheet of all of the lineitems for all of the locations that meet 

the current filtering options.   
To create the report, you must first determine what requirements you want to 

include in the report.  To do this, use the filtering options described in Section 2.3 
above.  You can choose the types of records (Contracts, Solicitations, Purchase 
Requests, or All) and you can filter down to specific records either by 
regions/countries/states or by typing in a specific filter into the filter textbox.  For more 
information how to filter the locations, see Section 2.3. 

As an example, to produce a requirements report for all lineitems on contracts for 
the state of California in the U.S., make sure the Contracts option is selected under the 
Record types radio buttons.  You can then either type in California (or CA) in the filter 
textbox under the Record types radio buttons or click on the United States region on 
the map on the left side of the screen (Figure 38).  

 
Figure 38  Filter Options to Produce Requirements Report 

 
In this example, the map was used.  When the United States was clicked, a list of 

states is displayed.  California was clicked (Figure 39).  
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Figure 39  Filter Options to Produce Requirements Report – Select California 

 
Once California is clicked, the data grid is filtered to show only locations in 

California under contracts (Figure 40).  Note that the number of records to be displayed 
per page on the screen is only 10.  Below the data grid, it says “Showing 1 to 10 of 67 
entries (filtered from 689 total entries)”.  For the Requirements report, all lineitems for all 
filtered entries will be included, regardless of how many are shown per page on the 
screen.  In this example, the lineitems will be included for the 67 filtered California 
locations with contracts.  

Once the filtering is completed to select the required locations, click the 
Download Spreadsheet link above the grid. 

 
Figure 40  Requirements Report – Filtered Grid 
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Depending on your browser, you will be given an option to Open or Save the 
spreadsheet (Figure 41).  The spreadsheet is created in CSV format, which is normally 
opened in Microsoft Excel.  If you open the file directly, it should open in Excel.  From 
there you can save it as an Excel (.xls) file.  If you save the file, it will save it in your 
default download folder as a CSV file unless you change it. 

 
Figure 41  Requirements Report – Open/Save Options 

When the Open option is selected, an Excel window will be opened and the 
spreadsheet will be displayed. You can then format it and save it as whatever file type 
you wish.  In the example below, only the top and bottom of the spreadsheet are 
displayed, as there are 133 total lineitems (including taxes and fees) for the 67 
California locations selected.  

 
Figure 42  Requirements Report – Spreadsheet Example 
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2.7.2 Global Lift Report Spreadsheet 

The Global Lift Data Report was developed to allow DLA Energy item 
managers to easily review lifted quantity versus previously solicited quantity by Region 
and Purchase Program to assist in determining quantities to be solicited on the next 
procurement cycle.  The report, which lists all lift data based on users’ Region and 
Purchase Program selections, can be opened or saved. 

To create a Global Lift report, click on the Global Lift link on the Main Page, to 
the right of the filtering textbox (Figure 43).  Unlike the Requirements Report above, 
filtering prior to clicking the link is not necessary, as report filter options will be given 
later. 

 
Figure 43  Select Global Lift Report 

 
After the Global Lift option is clicked, the Global Lift Data Selection screen 

(Figure 44) showing selection/deselection boxes will be displayed.  To create the report, 
both one or more Regions and one or more Purchase Programs must be selected.  
Note that until at least one Region is selected, no Purchase Programs will be available 
to select.  The list of available Purchase Programs is dependent on the Regions that 
are selected.  
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Figure 44  Global Lift Report Data Selection 

 
To select a Region, you can either single-click on an item in the left box to select 

it, then click the “>” button to move it to the right hand box.  If you want to move all 
regions, you can click the “>>” button.  Or to move a single item, you can just double-
click it.  Deselecting an item works the same way moving an item from the right-hand 
box to the left by using the “<” or “<<” buttons or by double clicking the item.  Note that if 
there are more regions than can be displayed in either box, then the box will scroll.  For 
this example, first the UNITED STATES was selected for the Region (Figure 45). 

 
Figure 45  Global Lift Report Data Selection – Regions 



 

IP CIS User Manual 
Version 4.0  07/10/26 

35 

 
After the Region is selected, all of the relevant available purchase programs are 

displayed.  For this example, program 23S is selected (Figure 46). 

 
Figure 46  Global Lift Report Data Selection – Purchase Programs 

 
Once the Region(s) and Program(s) are all selected, click the Download Excel 

Spreadsheet link below the selection boxes to start the report processing.  *NOTE:  
some reports might take several minutes to create, depending on the amount of 
data being reported.  Only click the link once. 

When the report is generated, you will be given the option of opening the report 
in Excel, saving the report on your computer (as a .csv file), or cancelling the report 
generation (Figure 47).  If the report is opened in Excel, then it can be saved from that 
screen as an Excel file normally.  For this example, the report is being opened in an 
Excel window. 
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Figure 47  Global Lift Report Data Selection – Report Options 

 
When the report is opened in Excel, you can format it, save it, or print it as 

needed as with any Excel file.  The data are grouped by lineitem, with monthly lift 
quantities displayed per line then totaled at the bottom.  If no quantity has been lifted 
that will be noted.  
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Figure 48  Global Lift Report  

 
The spreadsheet is opened in a separate Excel window.  The Global Lift Data 

Selection window remains open with the previous selection.  You can go back and 
create another report if necessary or, when done, click the “Return to main screen” 
link (Figure 49) to go back to the IP CIS Main Page.  

 
Figure 49  Global Lift Report Data Selection – Return to main screen 
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2.7.3 Canadian Bulletin (PDF) 

When filtering on a region using the map on the Main Page as detailed in 
Section 2.3.2 above, if you select Canada on the map (Figure 50), instead of filtering the 
data grid, a new browser window will be opened to display the Canadian Bulletin (Figure 
51).  This is simply a PDF version of a report that contains all Canadian Into Plane 
contracts.  

 
Figure 50  Canadian Bulletin – Select Canada 

 

 
Figure 51  Canadian Bulletin 
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The PDF report can be printed or saved as with a normal PDF file using the tool 
box/icons that are displayed at the bottom if the cursor is moved over the report.  Since 
this report is displayed in a separate browser window, you can select the original 
window to return to the Main Page (Figure 3Figure 12), or just close the report window. 
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SECTION 3. USER ID AND TYPES 

Since the IP CIS application is available to anyone, there is only one type of user 
within this application: 

♦ Read Only Users - Those persons who have read only access to the 
data, but no power to update data.   

The table below shows the functions available to an IP CIS user.  
Table 1  User Functionality by User Type 

User Functions 
User Type 

Read-Only 
(All Users) 

Filter Data by ICAO, Region, Country/State, Location  
View Location Data Grid  
View/Print Vendor Data  

View Contract Lineitem Data  
View Solicitation and/or Purchase Request Lineitem 

Requirement Data for Unawarded Locations  
View Tax and Fee Data for Lineitems  

View/Print Quality Notes  
View/Print Tank Data  

View/Print Delivery Data  
View/Print Delivery Special Messages  

Download Requirements Data to Excel Spreadsheet  
Print Requirements Data  

Create/View/Print/Download Global Lift Data Report  

 


	SECTION 1. Scope of the User Manual
	1.1 Document Overview
	1.1.1 Document Navigation Conventions

	1.2 Application Overview

	SECTION 2. Step-By-Step Instructions for Using IP CIS
	2.1 Accessing IP CIS
	2.2 IP CIS Main Page
	2.3 IP CIS Main Page – Filtering / Links
	2.3.1 Filtering Using the Search Textbox
	2.3.2 Filtering Using the Regions Map
	2.3.3 Determining the Number of Records to Display

	2.4 IP CIS Main Page – Data Grid
	2.5 IP CIS Main Page Data Grid – View Vendor Data
	2.6 IP CIS Main Page Data Grid – View Lineitems
	2.6.1 View Lineitem – Lineitem Data and Lift Information for Contract Awards
	2.6.1.a Viewing Lineitem Data for a CLIN
	2.6.1.b Viewing Lineitem Data for a CLIN Tax or Fee

	2.6.2 View Lineitem - Quality Notes
	2.6.3 View Lineitem – Tank Data
	2.6.4 View Lineitem – Delivery Data
	2.6.5 View Lineitem – Delivery Special Messages

	2.7 Producing Reports
	2.7.1 Requirements Report Spreadsheet
	2.7.2 Global Lift Report Spreadsheet
	2.7.3 Canadian Bulletin (PDF)


	SECTION 3. User ID and Types

