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Current Version: v4.3

Standardized within major USMC commands/activities since 1999

Managed by the USMC Paperless Acquisition Office, MCSC

Online Purchase Request system that serves as the front end of the 

DOD procurement process

PRBuilder has a wide range of creating, routing and approving 

capabilities of several document types

PRBuilder Overview

US Marine Corps - Paperless Acquisition Systems
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PRBuilder Overview

Initiators/Requirements

Generator
Define Needs and 

Initiate Procurement Request

PRB User Role –

Requirements User

How does

PR Builder work?

Procurement 

System

Approving Officials/IT Reviewer
Review and Approve PR

PRB User Role – Approver

PRB User Role – Acceptor

PRB User Role – Overseer

PRB User Role – SMU

PRB User Role – Supply Officer

PRB User Role – Validator

Procurement

Request

Fiscal Clerk
Approves PR

and assigns LOA/FIP

PRB User Role –

Fiscal User

Contracting Office/

Procurement Manager
Approves and makes decision 

to sends to SPS

PRB User Role – Contracting Manager

USMC Translator
PR data mapped and sent

Procurement

Request

PR Builder helps improve local business processes

Comptroller
Approves funding 

and on occasion

assigns LOA/FIP

PRB User Role –

Financial Approver/FHAO

SABRS

US Marine Corps - Paperless Acquisition Systems



5

Features Highlights

Tracking Log: All historical data related to a purchase request is stored 
electronically. The "Tracking Log" also shows the current real-time status of a 
purchase request.

Customizable Workflows: Enhanced workflow administration that allows more 
approval thread flexibility across USMC commands/activities.  Units can establish 
different workflows or approval threads for routing purchase requests. Workflows 
are defined according to a unit's business process.

Organizational Shared Access: Access to organizational documents and 
cabinets. Users’ ability to have multiple user roles across different organizations, 
take ownership feature.

Printable forms:  DD448, NAVCOMPT 2275, NAVCOMPT 2276, DD1149 
forms can be printed for faxing and mailing and saved as PDF files to attach to an 
email.

E-mail Notifications: Users are notified of actions taken on a purchase request by 
e-mail, users are updated of document status via this feature.

US Marine Corps - Paperless Acquisition Systems
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Features Highlights

Search Capability: Users can search previous purchase requests for pricing and 
other information.

Document Attachment: Users can upload documents (i.e. SOW, product 
descriptions, etc.) with their purchase requests.  The attachment will be available 
to all members of the workflow.

Reporting Capabilities: Limited canned reports that can be used to view certain 
statuses of documents for tracking purposes.

Miscellaneous Pay:  A non-contractual document used for vendor payment and 
personal reimbursement.

Address Book:  Shipping and Vendor information lookup; data extracted from 
the DAASC and CCR.  Users can also store new shipping and vendor 
information that will be saved in the user’s profile.

SPS/PD2 Interface - PRBuilder has the capability to interface with the Standard 
Procurement System (SPS) which automates the contract writing process.  
PRBuilder sends purchase requests information to SPS for automated database 
upload to the Procurement Desktop Defense (PD2)

US Marine Corps - Paperless Acquisition Systems
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SABRS Interface
Real time interface to the SABRS accounting system to automate the 

commitment process, same day responses within seconds 

(exception:  4am – 7am when SABRS is locked)

Reduces the Fiscal Users’ work efforts by eliminating the need to manually 

commit funds in SABRS.  In addition, it should reduce USMC-wide pre-

validation failures in the payment process

PRBuilder is utilized to post the commitment to SABRS for 

Contracts/MiscPay and Funding Documents

SPS/PD2 Interface
PRBuilder has the capability to interface with the Standard Procurement 

System (SPS) which automates the contract writing process.  PRBuilder sends 

purchase requests information to SPS for automated database upload to the 

Procurement Desktop Defense (PD2)

Features Highlights

US Marine Corps - Paperless Acquisition Systems
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Features Highlights

Organization Shared Access

Organization Documents – users with similar user roles can access 

documents from each other’s cabinets

Organizational Inbox – users with similar user roles can access 

documents from each other’s PRBuilder inbox without logging into 

each other’s account by taking ownership of documents

Take Ownership – used by users access another user’s document

– All approver type roles to approve another user’s document (must have similar roles).  

History of actions are reflected in tracking log

– Requirements Users to make changes to documents in route, create modifications to 

another requirements user’s document who is no longer with the organization

– Documents can be transferred to another user

US Marine Corps - Paperless Acquisition Systems
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Features Highlights

Routing Capabilities

Requirements Users who will be the originators of documents will 

initiate requirement using a workflow built by a Workflow 

Manager

Recall documents back should additional information is required 

after initial route or assign different workflow

Requirements Users can reroute documents after it was disapproved 

by an approver, use the same workflow or select another

Tracking Log will provide routing approval/disapproval 

information and real time current status of documents

Requirements can be routed with or without sending to SABRS

US Marine Corps - Paperless Acquisition Systems
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Features Highlights

Subject to Availability of Funds (SAF)

Documents can be initiated for future funding by creating SAF 

documents in PRBuilder (PRs and FDs)

Initiation transactions with valid FIPs are sent to SABRS to create 

an INT record in SABRS; no impact / changes to accounting 

system

SAF documents can be created at anytime during the fiscal year

Funding release date can be assigned to SAF documents by 

financial community; once release date is reached, PRBuilder 

automatically sends commitment transaction to SABRS (SAF 

Mods)

US Marine Corps - Paperless Acquisition Systems
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Document Types

A Purchase Request (PR) form is used to purchase goods and services 

online, can both be contractual and non-contractual

Types of Funding Documents (FDs)
MIPR (DD448) - Military Interdepartmental Purchase Request

NAVCOMPT 2275 – Order for Work and Services

NAVCOMPT 2276 – Request for Contractual Procurement

DD1149 – Shipping and Requisition

A MiscPay document is a non-contractual document used for Vendor 

Payment and Personal Reimbursement, active record needs to exist in 

SABRS before entering in WAWF MiscPay

All documents sent to SABRS for automated commitment process

PRs are routed to SPS for automated contracting writing process;  

FDs and MiscPay cannot be routed to SPS, do not result in contracts

All FDs can be printed/saved as a PDF with FHAO signature and sent to non-

Marine Corps agencies

US Marine Corps - Paperless Acquisition Systems
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PR Form

PR Functionality

Route for Review

Route for Information

Route for Approval

Modification

Subject to Availability of Funding

LOA Entry

Send to SPS/PD2 for contracting 

purposes

Functions within the PR

Print Forms in PDF format

Email as PDF format

Copy to create new documents 
(i.e. create templates, use old documents)

Move from one cabinet to the other 

Delete if a mistake has been made 
(only In-process documents that were NEVER 

routed before)

Upload Attachments

Recall Route 
(Routed by mistake, need to add additional 

information, etc.  Documents that in the 

SABRS system for validation cannot be 

recalled)

Reroute
(Disapproved documents)

US Marine Corps - Paperless Acquisition Systems
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User Roles

Requirements User  Creates and routes purchase requests/funding documents for approval

 Enters data on purchase requests; cannot add funding data unless they have a Fiscal User role

 Can initiate the SAF process

Approver

Acceptor

Overseer

SMU

Supply Officer

Validator

 Can be another stakeholder to enter other requirements (Specifications, SOW, etc.)

 Can be someone that is required to review the document before moving on to the approval thread

 Can edit information on a document, but cannot edit funding information (Fiscal User Role)

 Can take ownership and approve within each role

 Can have Read-Only rights to view documents without taking action

Fiscal User  Adds funding data to purchase requests/funding documents; also creates and manages their own funding data

 Required user in a SABRS compatible workflow

 Can enter SAF release date

Financial Approver  Ensures that FIP assigned to purchase request is valid

 Adds funding data to purchase requests if necessary

 Required user in a SABRS compatible workflow

 Approval on document triggers the interface between PRBuilder and SABRS

Fund Holder Approving 

Official (FHAO)

 Ensures that FIP assigned to funding document is valid

 Adds funding data to funding documents if necessary

 Required user in a SABRS compatible workflow

 Approval on funding documents triggers the interface between PRBuilder and SABRS

User Administrator*  Creates and edits users, assigns organizations and roles within each organization (DoDAAC)

Workflow Manager  Creates and edits workflows, manages DoDAACs and business processes of their unit or organization within the PRBuilder system

Contracting Manager  Each Contracting Office’s final approver is assigned this role

 It enables them to send their purchase requests to the SPS/PD2 database

US Marine Corps - Paperless Acquisition Systems
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User Roles

User’s ability to have multiple user roles across different 

organizations (DODAACs)

A view only role can be assigned for any specific 

organization without having the access to create, route and 

have any other administration rights

US Marine Corps - Paperless Acquisition Systems



15

POCs

PRBuilder Program Office/MCSC, TFITS/AIT & eBUSINESS

USMC Paperless Acquisition Project Officer

(703) 784-4619

PRB Support Lead
(202) 255-0294

PRB Support
(540) 658-2614

PRBuilder v4.3 Production Site:
https://www.prbuilder.usmc.mil

PRBuilder 24/7 Help Desk Support
(877) 452-9058

US Marine Corps - Paperless Acquisition Systems

https://www.prbuilder.usmc.mil/


16

TRAINING SLIDES
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System Navigation

CABINETS

Administration – create and manage 

personal and system cabinets

Inbox – where documents that are waiting 

for approval will be in this cabinet, also on 

the main page

Approved Archive/Disapproved 

Archive – system cabinets for Fiscal 

Users, Financial Approvers, FHAO, 

Approvers and Contracting Managers, etc.

Org. Documents – documents by all users 

within the organization (DODAAC) can 

be access from this folder

User Favorites– users can create cabinets 

to store their documents

US Marine Corps - Paperless Acquisition Systems
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System Navigation

ADMINISTRATION Menu Bar

User – change passwords, create user accounts 

(User Administrator), assign user roles, upload 

signature (FHAO), SPS administration 

(Contracting Manager)

Workflow – create and administer workflows 

(Workflow Manager)

Organization – allow other organizations to 

have access to your organization publicly 

(Workflow Manager)

FIP – create FIP Account and FIP Profile 

(Fiscal User/Financial Approver/FHAO)

SAF Administration – Assign Release Dates 

to SAF documents (Financial Approver/FHAO)

Address Book – look up TAC addresses and 

vendor information

Notification History – archived system 

messages previously posted

US Marine Corps - Paperless Acquisition Systems
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System Navigation

CREATE 

Access to PRs, FDs and Misc Pay documents

A cabinet must be open to access

ONLY available to Requirements User

US Marine Corps - Paperless Acquisition Systems
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System Navigation

OPTIONS

Reports – designed to provide 

specific purchase request information 

regarding Pending Workload Status, 

PR Status, Dollar Amounts, SABRS 

interface statistics, etc.

• Document Status - Allows any user within a routing workflow to pull the report to view all pending actions 

(documents currently in a routing workflow) or actions that could be routed to that person that are still in an 

“In Process” or “Completed” status. 

• Requisition Lead Time Report - Identifies the time from the initial entry of a purchase request to receipt of a 

ready Request for Contractual Procurement (RCP) in the contracting office (i.e. Final Approver as approved 

PR in PR Builder).  

• Fiscal Report – allows user to search documents by fiscal information associated with documents

• Government Commercial Purchase Card (GCPC) Report - A report on all actions under $3,000.  This is a 

management report designed to determine the volume of PR’s generated in PR Builder to track and gain 

approval for credit card purchases. 

US Marine Corps - Paperless Acquisition Systems
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System Navigation

SUPPORT

Help – the application help file serves as a user guide

CBT – application’s web based training

Release Notes – archived release notes from previous versions and most current 

application release notes

US Marine Corps - Paperless Acquisition Systems
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INBOX – PRBuilder Desktop

US Marine Corps - Paperless Acquisition Systems

1. Current User/Logout Link shows the current 

user logged in and provides the link for users to 

exit out of the system properly

2. The Inbox contain documents that are waiting for 

approval.  Filters that are available are Org. 

Documents, Users and All.  The inbox defaults to 

the current user’s Inbox.

3. The Cabinets such as user created cabinets and 

Approved/Disapproved Archive cabinets will be 

under the menu Cabinets.  Subfolders are 

available to create in the cabinets administration 

page to assist users with a better electronic filing 

system within PRBuilder.

4. The Organization dropdown that displays the 

DODAAC/UIC/RUC that the user is registered 

under is located on the top right of the screen

5. The Search field that is used to search documents 

to view current status or location is located on the 

top right of the screen.  An Advanced Search

link is also provided for filtering search categories.

6. The Support menu provides the Help File, 

Release Notes and CBT for the application.

1

2

3

45

6
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User Administration Page

US Marine Corps - Paperless Acquisition Systems 

User Administrators

Create users, Inactivate/Activate User, 
Assign User Roles (for User Administrators)

Change Passwords

Change Email Address

Contracting Manager

SPS/contracting settings

FHAO

Upload Signature for funding documents
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Workflow Administration

US Marine Corps - Paperless Acquisition Systems

Workflow Managers

Create Workflows and Templates

Edit and Rename workflows

Use previously created templates

Create SABRS and Non-SABRS workflows

Setup workflows across multiple 

organizations

Clone workflows/clone workflows as a 

template
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Address Book

US Marine Corps - Paperless Acquisition Systems

Shipping Addresses - DODAAC 

addresses from the DAASC database

Recommended Sources of Supply -

Vendor addresses (Recommended 

Sources of Supply) from the CCR 

database
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Cabinets

US Marine Corps - Paperless Acquisition Systems

System cabinets (Inbox, Approved Archive, Disapproved Archive, SAF) are now 

accessible through the menu item “Cabinets”.

Users now have the ability to create sub-cabinets under a top level cabinet for better 

document organization. 

From inside a System or Personal Cabinet, users can move multiple documents (Batch 

move) to folders within the respective cabinet.

System cabinets such as “Approved Archive” or “Disapproved Archive” only appear if 

the user has approved or disapproved a document in PRB. 
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FOR INITIATORS 

(Requirements Users)

Organizational Documents

US Marine Corps - Paperless Acquisition Systems



Organizational Access to Cabinets & Documents

TAKE OWNERSHIP - Requirements Users have access to all documents 

through the ORG. DOCUMENTS cabinet (you must first select an 

Organization/DODAAC)

US Marine Corps - Paperless Acquisition Systems 28



Organizational Access to Cabinets & Documents

TAKE OWNERSHIP- Search for a specific Requirements User’s document 

through search filters within the ORG. DOCUMENTS cabinet

Select Originator’s name or enter PR/FD number, then click on APPLY FILTERS

US Marine Corps - Paperless Acquisition Systems 29

Select Originator name 
from the filter

Enter PR/FD 
number if 
known



Organizational Access to Cabinets & Documents

RECALL documents that was routed by another originator through the 

ORG. DOCUMENTS cabinet, this will give ownership of the document

Document status must be actively “Routed for Approval” in order to 

“Recall from Route” 

Click on the document number to open, then click on Recall from Route button

US Marine Corps - Paperless Acquisition Systems 30

Routed Document This will change 
after recall



Organizational Access to Cabinets & Documents

RECALL documents that was routed by another originator through the 

ORG. DOCUMENTS cabinet

The document becomes available for editing, and ownership has been changed to the 

Requirements User that recalled the document

Originator name will not be removed from the document

Previous Originator will receive an email notification that someone has taken 

ownership of their document

US Marine Corps - Paperless Acquisition Systems 31

Ownership has 
changed



Organizational Access to Cabinets & Documents

MODIFY (create MODs) a document that another originator previously 

routed through the ORG. DOCUMENTS cabinet

Document status must be actively “Approved” in order to create a MOD 

Click on the TAKE OWNERSHIP button to create a MOD, notice “Hampton, D” is 

the current owner

US Marine Corps - Paperless Acquisition Systems 32

Approved 
document

This will change after 
Take Ownership



Organizational Access to Cabinets & Documents

MODIFY (create MODs) a document that another originator previously 

routed through the ORG. DOCUMENTS cabinet

Ownership switched from “Hamton, D” to “USMC Program Office”

Click on the document number, then CREATE MOD to generate a modification

US Marine Corps - Paperless Acquisition Systems 33

Approved 
document Ownership changed to 

USMC Program Office



Organizational Access to Cabinets & Documents

MOVE another Requirements User’s document in your own cabinet from the 

ORG. DOCUMENTS cabinet through the “Include To My Favorites” 

feature

Under the “Move” column, select document/s to include to your favorites, then click 

on the INCLUDE TO MY FAVORITES button

Click on the document number, then CREATE MOD to generate a modification

US Marine Corps - Paperless Acquisition Systems 34



Organizational Access to Cabinets & Documents

MOVE another Requirements User’s document in your own cabinet from the 

ORG. DOCUMENTS cabinet through the “Include To My Favorites” 

feature

The screen will be populated by a list of cabinets to move the documents to, select 

one of your cabinets

Click on the MOVE DOCUMENTS button

US Marine Corps - Paperless Acquisition Systems 35
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FOR ALL APPROVERS

Organizational Access to Inbox

US Marine Corps - Paperless Acquisition Systems



Organizational Access to Inbox & Documents

All approvers will have access to all documents through the organizational 

inbox

The inbox will have three filters:  

User’s Documents, Org. Documents and All Documents

US Marine Corps - Paperless Acquisition Systems 37



Organizational Access to Inbox & Documents

User’s Documents

Select this filter to access all documents routed to your account only

The DODAAC does not need to be selected for this filter, all documents from 

different organizations routed to the user will be populated in the inbox

US Marine Corps - Paperless Acquisition Systems 38



Organizational Access to Inbox & Documents

US Marine Corps - Paperless Acquisition Systems 39

Org. Documents

Select this filter to access all documents routed to a specific organization  

The DODAAC has to be selected for this filter

In this example, M67854 has been 

selected, Org. Documents selected 

as the filter.  The user has the Fiscal 

User and Approver roles. 

All documents routed to all

Fiscal Users and Approvers within 

M67854 ONLY  has been populated 

on the page.



Organizational Access to Inbox & Documents

US Marine Corps - Paperless Acquisition Systems 40

All Documents

Select this filter to access all documents routed to all organizations the user has 

access to, the DODAAC does not have to be selected for this filter

In this example All Documents has 

been selected as the filter.  The user 

has the Fiscal User role.

All documents routed to all

Fiscal Users within all 

organizations the user has access to 

has been populated on the page.



Organizational Access to Inbox & Documents

US Marine Corps - Paperless Acquisition Systems 41

Locating User Documents within the Organization

To locate documents owned by specific users, click the “Assigned To” dropdown 

to view a list of available approvers.  

This will narrow searches for a specific user, only the user’s documents will be 

populated on the page.  Click on APPLY FILTERS after selecting the user.

In this example All Documents

has been selected 

as the filter and we are looking for

Camp Pendleton Regional Contracting.

All documents routed to the Camp Pendleton

Regional Contracting within 

all organizations the user has access 

to has been populated on the page.



Organizational Access to Inbox & Documents

US Marine Corps - Paperless Acquisition Systems 42

Locating User Documents within the Organization

To further narrow down the search, enter a PR number that is assigned to the 

contracting office, and only that document will be populated on the page.



Organizational Access to Inbox & Documents

US Marine Corps - Paperless Acquisition Systems 43

Take Ownership Feature

All approver type roles can approve other user’s documents (must have 

similar roles)

Click on the TAKE OWNERSHIP button to access another user’s 

document from the inbox (name under “Assigned To” is the current owner)

“Assigned To” 
name will change



Organizational Access to Inbox & Documents

US Marine Corps - Paperless Acquisition Systems 44

Take Ownership Feature

An e-mail notification will be sent out to previous owners that another 

user has taken ownership of their document

“Assigned To” name changed and Approve/Disapprove button now 

available

“Assigned To” 
name changed



Organizational Access to Inbox & Documents

US Marine Corps - Paperless Acquisition Systems 45

Tracking Log

The Tracking Log shows to whom the document was originally routed 

under the “Workflow Route” column

The “Actual Route” column shows the user that took ownership and 

actually approved the document

Document was 
originally routed to 
this user


