PR ETC OVERVIEW

The Purchase Request Excel Tool for Contingencies (PR ETC) solution enables Requisitioners to create Purchase Requests (PRs) in MS Excel that can then be imported automatically into PD² via the SPS-Integration application.  PR ETC reduces the time, effort, and costs that are required to secure supplies and services for the War Fighter.  It does so by eliminating unnecessary duplicate entry of PR data into separate automated tools/systems supporting logistics and procurement organizations.  PR ETC is a lightweight tool designed to support simple PRs in a contingency environment where isolated client-server environments or stand-alone personal computers (PCs) are standard.  

THE PR ETC WORKBOOK

The PR ETC Workbook is an MS Excel file that can be loaded and run on a requisitioner’s PC.  The PR ETC Workbook contains three worksheets.  Two of the worksheets, Purchase Requests and Constants and Lists, enable requisitioners to create PRs.  The third worksheet, Export Sheet, operates in conjunction with the CreatePDExportFile macro to automatically create the PR ETC Interface Export File.  This text file can then be transmitted to a PD² site (via disk, FTP, email, etc.) and imported into PD² via the SPS-I application.

For more information, refer to the PD2 PR ETC User’s Guide.

importing pRS INTO PD2 (CONTRACTING OFFICERS)

1. Get the export file from the requisitioner and copy it to the C:\PR ETC directory on the BRCCS laptop.

2. Open Windows Explorer, open the Control Panel, and open Scheduled Tasks.  Right-click the PR ETC scheduled task and select Run.  An Interface Agent window will open; PR loading is complete when this window closes.

3. Log in to PD2 with the user ID that is designated to receive PR ETC PRs.  The newly-created PR(s) will appear in the In Box.  Transfer the documents to a cabinet or folder.

4. Open a PR.  The PR number and date appear on the Main Form tab.  The Requesting Office name and UIC appear in the Comments block.  If PD2 finds a unique match for this UIC within the database’s organizations, it will populate the Requesting Office block as well.

5. On the Line Items tab, the line items have been imported.  Line Item Detail will show the line item description, quantity, unit cost, and total line item cost.  Any line item extended description and shipping information will appear in the Extended Description box.  Shipping information does not automatically populate to the Shipping tab; transfer it there if desired.  Funding information, including the line of accounting, appears in the Funding tab.

6. All fields on the PR are editable until the PR is approved in PD2.
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1. Open the workbook in Excel with macros enabled.  Select the Constants and Lists tab.

2. a. To have the spreadsheet create PR numbers automatically, enter the desired UIC in block A2 and a unique sheet ID in block B2; select “Calculated” in block A5.  
     b. To enter PR numbers manually, select “Free Text” in block A5.

3.   To use a foreign currency that is not already in column D, add its name in column D and the associated symbol in column E.

4.   Add the requisitioning organization name and UIC in columns H and I.

5.   Add shipping locations, their UICs if applicable, and Ship To POCs, to columns J, K, and L.

6. Add lines of accounting to column M.

7. Save the spreadsheet file. 

CREATING A PR FOR EXPORT (REQUISITIONERS)

1. Open the workbook in Excel with macros enabled.  Select the Purchase Requests tab.

2. a.  If the spreadsheet is set to calculate PR numbers, enter a unique PR suffix in column B of the first empty line.  One possible format is a four-digit date plus a sequence number for each PR created, e.g. 100401 for the first PR created on October 4.  The calculated PR number will display in column F. 
     b.  If the spreadsheet is set for manual PR number entry, enter the full PR number in column B of the first empty line.

3. Move to column C and select the requisitioning organization name from the drop-down list.

4. If applicable, select a foreign currency in column D from the drop-down list, and enter an exchange rate in column E (that currency’s rate for one US$).  If no foreign currency is selected, the default is US$.  If no rate is entered, the default is 1 to 1.  This currency and rate will apply to all line items on this PR.

5. Enter the short description of the first line item in column H.  The line item number is calculated automatically in column G.

6. Enter the quantity for this line item in column I, the Unit of Issue from the drop-down list in column J, and the Unit Price in column K.  The Total Price for the line item is calculated, in US$, in column M.

7. Select the ship to location and POC from the drop-down lists in columns N and O.

8. Select a delivery date in column P, or performance start and end dates in columns Q and R.

9. Enter any delivery instructions in column S.

10. Select the line of accounting from the drop-down list in column T.

11. To suggest an existing contract vehicle for use with this requirement, enter it in column U.

12. Enter any additional information for this line item under “Item Long Description” in column V.

13. To add additional line items to this PR, go to the next line and repeat steps 5-12 starting in column H.

14. To add a new PR, go to the next line and repeat steps 2-13 starting in column B.

15. When PR entry is complete, click the Create PD2 Export File button in the upper left corner of the worksheet.  When prompted to delete a sheet, select OK.  When prompted to save the workbook, select Yes.

16. When the save is complete, open Windows Explorer.  An export file with the file name “PD2_Export_[UIC]_[datetime].txt” will be in the PR ETC directory.  Send this file to the contracting officer via e-mail, floppy disk, or whatever other means are available.  Do not send the Excel spreadsheet file; the text export file is all that is needed to load the PR(s) into PD2.  

17. PRs that have already been exported will have “Yes” in column A.  To re-export a PR, type “No” in this column for all line items on the PR, and repeat steps 15 and 16.
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