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PRBuilder Overview

¢ Current Version: v4.3
¢ Standardized within major USMC commands/activities since 1999
4 Managed by the USMC Paperless Acquisition Office, MCSC

4 Online Purchase Request system that serves as the front end of the
DOD procurement process

4 PRBuilder has a wide range of creating, routing and approving
capabilities of several document types
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PRBuilder Overview
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@ How does
ﬂ
Fiscal Clerk : D
e
Procurement Approves PR P R B U I I d er W O r k .
Request and assigns LOA/FIP
... . PRB User Role -
Initiators/Requirements Fiscal User
Generator
Define Needs and Procurement
i, Request SABRS
Initiate Procurement Request
PRB User Role - ) —_
Requirements User
Comptroller T
Approves funding |
and on occasion
assigns LOA/FIP
Approving Officials/IT Reviewer PRB User Role — USMC Translator
Review and Approve PR Financial Approver/[FHAO PR data mapped and sent Procurement

PRB User Role — Approver

PRB User Role — Acceptor System

PRB User Role — Overseer

PRB User Role — SMU
PRB User Role — Supply Officer
PRB User Role — Validator

| Contracting Office/

Procurement Manager
Approves and makes decision

PR Builder helps improve local business processes to sends to SPS

PRB User Role — Contracting Manager
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Features nghllghts

¢ 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.

4 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.

4 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.
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Features nghllghts

4 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)
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Features nghllghts

® 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/PD? 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 (PD?)
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Features nghllghts

¢ 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
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Features nghllghts

4 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
iInformation and real time current status of documents

¢ Requirements can be routed with or without sending to SABRS
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Features nghllghts

¢ 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)
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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
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PR Form

€ Functions within the PR

4 PR Functionality
¢ Route for Review
¢ Route for Information
Route for Approval
Modification
Subject to Availability of Funding
LOA Entry

Send to SPS/PD?2 for contracting
purposes

® & & o o

US Marine Corps - Paperless Acquisition Systems
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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

4 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)

12
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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 Can be another stakeholder to enter other requirements (Specifications, SOW, etc.)

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

Overseer . . . N . .

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

Supply Officer Can take ownership and approve within each role

Validator 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 DoDAACSs 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/PD?2 database

US Marine Corps - Paperless Acquisition Systems
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User Roles

@ User’s ability to have multiple user roles across different
organizations (DODAAC:S)

® 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 14
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POC

4 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

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

US Marine Corps - Paperless Acquisition Systems
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https://www.prbuilder.usmc.mil/

TRAINING SLIDES
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System Navigation

Online Procurement Request Application

M PR - BUILDER

PR/FD P

Administration
> Administration
*Inbox
I > Approved Archive
- Disapproved Archive
»0Org. Documents action for tralning or tec{wplcai supy
User Favorites 4.1 Verification r?:: "
_ *MiscPay FY07 it
usmc

The Inbox is where you'll findsoourmerowapproveaopart of |

US Marine Corps - Paperless Acquisition Systems

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

17
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System Navigation

Online Procurement Request Application

PR BUILDER

Cabinets

PR/FD Nu

&

> User

>Waorkflow

Inbox >Organization

Welcome to PR Builder F'P

e Refer to the Help se *SAF Administration ' suppc
e Workflow Managers ooting
e Don't forget to logoL *Address Book ed.

~ >Notification History

US Marine Corps - Paperless Acquisition Systems

ADMINISTRATION Menu Bar

4

User — change passwords, create user accounts
(User Administrator), assign user roles, upload
signature (FHAOQ), 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/[FHAQO)

SAF Administration — Assign Release Dates
to SAF documents (Financial Approver/[FHAQO)

Address Book — look up TAC addresses and
vendor information

Notification History — archived system
messages previously posted

18
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System Navigation

- Online Procurement Reguest Application Inboi o Aboat PR Builder @ Accessibility @0

- FR/FD Mumber Search - Current n

Cabinets Adrministration Cptions

= PR

= MIPR (DD443)

shipping Doc (DD11449)

Mawcompt 2275

H
Y | icc Py
e

bl

Mlavcompt 2276

CREATE

€ Access to PRs, FDs and Misc Pay documents
4 A cabinet must be open to access

4 ONLY available to Requirements User

US Marine Corps - Paperless Acquisition Systems 19
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System Navigation

Builder :: Accessibility @ Advanced Search ;; [Kala (=10 YNy =T

2arch IE Current DODAAC/UIC: | MODOO W OPTIONS
# Reports — designed to provide

LT Support specific purchase request information
Reports > Document Status regarding Pending Workload Status,
» Requisition Lead Time PR Status, Dollar Amounts, SABRS

interface statistics, etc.

» Fiscal Report

b = Government Credit Purchase Card (GCPC)

«  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 20
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System Navigation

ity Advanced Search [ |[Kal=[«10) S f=Ta [Ny T=Ty) £ F=

wrent DODAACAULC: | MO0 46GE |
* Help
= BT

» RHelease Motes

SUPPORT
¢ Help - the application help file serves as a user guide
@ CBT — application’s web based training

4 Release Notes — archived release notes from previous versions and most current
application release notes

21
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UNITED STATE
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INBOX — PRBuilder Desktop

- ‘l\», Online Procurement Request Application
élii‘» “ PR < BUILDER 5 #rFonNumserseaen [ 4 organization [ USMC/ME7854/M67854 )
3 Cabinets Administration Create Options 6 support
Inbox >
Inbox
Welcome to PR Builder

* Refer to the Help section for training or technical support.
* Workflow Managers are available as a troubie-shooting resource.
* Don't forget to logout when your session is finished.

The Inbox is where you'll find documents to approve as part of the workflow process.

PR/FD Number/SDN

g (Apply Filters ) { Clear )

Org. Documents &

Inbox :; About PR Bullder :: Accessibility :: Advanced Search :: 1

Bateman, Sarah C.
Dixon, Dionne
fisc.users, fisc.users
' Keller, Jeanne
MCSC, Supply
Shupe, Stephanie

Document
Number

ME7854-08- M67854

$5,823.21

ty Dollar Amount Options

Status Inbox Options

|Attachments|Routed

Assigned Alert Date Role

To

12/9/2008

Approver

US Marine Corps - Paperless Acquisition Systems

ROAMAD ~ [VOLTARI L s adini - o RO Bl Tracking  [for 3:49:44
TPS-59 | whiteman, Vicki Log Approval PM
2 [MB7854-09-  [TFSMS —waasrrannrs . $39,00639  |Atiachments|Routed Team,  [12/9/2008 |Approver
RC-AT448 EXTENSION |Tracking for MCHS 11:59:54
Lo |Approva AM
3 IMR7AR54-NR- Ruffala Sunnaort Items Purchase Renuast|1 %2 163 360 0N |Attachments|Routed | 'Wond 121712008 |Financial

1. Current User/Logout Link shows the current

user logged in and provides the link for users to
exit out of the system properly

. 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.

. 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.

. The Organization dropdown that displays the

DODAAC/UIC/RUC that the user is registered
under is located on the top right of the screen

. 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.

22
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User Administration Page

€ User Administrators
¢ Create users, Inactivate/Activate User,

Assign User Roles (for User Administrators)

¢ Change Passwords

¢ Change Email Address
4 Contracting Manager

¢ SPS/contracting settings
¢ FHAO

¢ Upload Signature for funding documents

e CONTRACTING OFFICE AOMINISTRATION

5PS Database DODAAC

DoDAACS

‘ Change Password

First Name Middle Name Building Room

James Edward 50 techparkway 205
Last Name UserName Phone Secure Phone/DSN
Addas james.addas 540-242-3027
Password Confirm Password Fax
Email Rank v N L

Same as that of Primary Organization
18234_donoichange@orb
Address 1 Address 2

Organization Administration MARCORSYSCOM 2200 LESTER STREET

Selected Organization(s): USMC/M67854/M67854 *

O Active @ Inactive Copy Orgs and Roles | P State

QUANTICO Virginia

Available Roles Assigned Organizations

Do Click For Available Organizations

vamseer | USMC/M67854/M67854 *
s ZIP Code Country

[ Acceptor 22134-6050 UNITED STATES

O validator

M Activity

< Supply Officer COMMANDING GENERA

Olsmu

) workflow Manager Remove Organizations

0 Requirements User Primary Organization

t USMC/ME7854/M67854 * 1§

[ Fiscal User

A Click For Available

! Approver

[ Financial Approver
[ contracting Manager

[} Fund Holder Approving
Official

(2 User Administrator

[[Search forser|[ Upest user || Reset Cortcats | o

US Marine Corps - Paperless Acquisition Systems

MO0001

SPS Server DODAAC
Click For A

ailable DoDAACS

MOO264

©indidual O Team
Mame:

Signature

Browse...
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Workflow Administration

T W —

Creats New WorkFlow Create New Template

O workfiows C Templates @ Bath O saBrRs O Non-5ABRS @ Both Os Cam Onz @

2T Workflows 1 Template

SABRS SPS Name
S $Administrator Workflow - Template Delete

)

S $Administrator Workflow DO NOT Delete
SJuly 2008 Test Delete
S SMCI-NE QUANTICO Delete

¢ Workflow Managers

Reminder: A Purchase Requestl or Misc Pay must haw.' atl least a Fiscal User and a ﬁnancial Approver; if SABRS, the Hna_ncial Approver must be immediatel'f
before SABRS. If SPS, a Contracting Manager must |n'|mEd|'a:l:lagop:j:td;Sr"?&:dlj:{l:h:’nge%éu;gégust have at least a Fiscal User and an FHAD; if SABRS, the
‘ Create WorkfIOWS and Templates ‘Workflow Name Valid Document Types
. |New Workflow 2 SAdminis T 0 0 0 0 [ Misc Pa
# Edit and Rename workflows TR T e e ers
‘Workflow Owners
¢ Use previously created templates USMGE7025/M20237 Gl o seieciea > JETA
Suchezsnae) 0 zrEs
¢ Create SABRS and Non-SABRS workflows | usucmerezsnzozss :
: USMOME7025M20310 Hl <<vovean
¢ Setup workflows across multiple —— S oo (oo =
Organ IZ&tIOﬂS Step |Role Organization PoC G
1 Fiscal User B2 USMC/ME7854ME7854 | 5| [ Select PoC L4 |Select|Delete
¢ Clone workflows/clone workflows as a 2| Financial Approver '+ | NAvYINoOoOST +) | SelectPoc #) [ssect pelte| 1,
3 | sasAs 3| Select |Delete
templa’[e 4 | Contracting Manager I%) | usmcms7o2smMz0z71 13 | Select Poc = Select [Delete
5 [ SPS ..;.] Select |Delete
I
= = =

US Marine Corps - Paperless Acquisition Systems 24
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€ Shipping Addresses - DODAAC
addresses from the DAASC database

€ Recommended Sources of Supply -

Vendor addresses (Recommended
Sources of Supply) from the CCR

| R UNIT

g

Msing sa¥ess (TAC2) ¥ Go b Wengor Atress Baok Ssowemeon v
Phoae Fax Sedimg Roem
Addeess 1 Address2 Gy

database
i NDDRESS SEARCHUNOOIATION i
r
G0 13 DOOMAS Addess s Book
- L
[ p— Cage Code Vondar ame
Eamad Addvass Phane Fan Bty
- Addrnas 1 Addrnes 2
Setect 5 Ste »r UNTED STATES »r
-

Comniry
PATED STATES

IV -

US Marine Corps - Paperless Acquisition Systems
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Cabinets

€ 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.

Cabinets > Administration =

Cabinets Administration

Create Tu|:| Level Cabinet I]elete Cabinet/s

Approved Archive I:rente Sub Cabinet

1
| Disapproved Archive 1
- o : 0

US Marine Corps - Paperless Acquisition Systems
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FOR INITIATORS
(Requirements Users)

Organizational Documents
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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)

Sa Online Procurement Request Application Inbox :: About PR Bullder :: Accessibllity :: Advenced Search ;; IINa T a0

_—@' P R e B U l L D E R PR/ED Number Search m Organization [ USMC/ME7854/M48356 re
1 Cabinets »  Administraon ) Create » Options » Support >
Cabinet Administration Home : Cabinets : Org. Documents

Inbox
Approved Archive
Sapproved At *
SDN Originator
Cnoose an Owner... S appiyFitess ) Clear 3
Org. Documents __J [include To My Favortts |

User Favorites »

Document Name Document Priority Dollar Amount Options Status Cabinet Actions Originator Assigned Move
Type To
.~ M48386-07- Purchase 13 $1,440.75|Attachments|Approved/Delivered m Alexander, |Alexander,|
~ T |RC-P0022-0001 Request Tracking Ceola Ceola
Log
.~ |M48386-07- EFV - SDD Purchase 15 $164,275,545.00|Attachments|Approved/Delivered m Schmitt,  (Schmitt, | O
RC-R7ABS-0041 |Incremental Funding Reguest Tracking Marjorie  |Marjorie
Log
> |[M48396-08- Radio Equipment  Purchase 15 $0.00|Attachments|Disapproved m Schmitt,  [Schmitt, | O
RC-R7AHS-0002 ((EFV) Reguest Tracking Marjorie  (Marjorie
Log
" [M48386-07- Ammunitiion Purchase 15 $3,817,438.90 Attachments|Approved/Delivered ([IEF e e il Schmitt,  [Schmitt, | O
~|RC-R7AD6-0002 Reqguest Tracking Marjorie  [Marjorie
Log
. |M48386-07- (EFV) Hydraulics  Purchase 15 $720,000.00|Attachments|Approved/Delivered m Hill, Hill, 0
RC-R7AFE-0002 |Cleanliness Request Tracking Wanda Wanda
Contamination Log
Preven

US Marine Corps - Paperless Acquisition Systems 28
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Organizational Access to Cabinets & Documents

€ TAKE OWNERSHIP- Search for a specific Requirements User’s document
through search filters within the ORG. DOCUMENTS cabinet

Cabinets ’ Administration » Create » Options » Support »

Home : Cabinets : Org. Documents

Enter PR/FD USMLU/MO/804/MB/804 - Documents

number if

PR/FD Number/SDN Originator
ME785410SU0008S | Choese an Owner... 24 AppiyFiters ) ( Clear )

FANT AL, CCE :

Parxs, Cindy ‘ 1ai b

| Sy S Select Originator name .

| Paskallk, Averina from the filter

Datal Harvaos

Al ! el
Patterson, Samuel
ne PATTISON, ALFRED
Document N Patzman, Stacy
B Payne. Jennier

T Payne, Lisa
ip MBE7854-10 TEST2 Purclj Penny, Gynthia In Process TakeOwnership |RG:I0H Usgr.
RC-TESTZ Requl perez, Julian Karen Trainee35
Perezcalle, David O
[ |M87854-10-  [TEST T gty iDisapproved e Ream,  [Ream, Karen|
WR-OTEST Pnilbrook, Nichoias Karen
Philiips 11, Cari I
[Tp |M67854-10- [Test Purctj Poe, Misty » [tlIn Process PP ———— TUTT,  (TUTT, 0
—arr. | Polach 1Il, Jeseph =
SU-00068 Requl bojing. Melinda x JANICE  [JANICE
ip |MB7854-10- Purchase Attachments|In Process | TakeOwnership [l Patel, 0
1SU-00065 Request Tracking Harivadan |Harivadan
Log
ip [M67854-10- Test Docu DD448 $5.00|Attachments|in Process m Horn, Mary|Hom, Mary |
~ T |MP-00084 Tracking
Log

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

US Marine Corps - Paperless Acquisition Systems 29
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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”

[LSRo|jeseszesnr e s PRIV W W W [P W W T " R W W SRM L r I T A W -1 RO WIrET ! ,l"luv'\ulluwl. ey | 2 |

;N;'OUI vendor Reguest Tracking B B
Routed Document Log This will change

Brigl
67854 10RQO0062 DD 1149 $0.00|Attachments|in Process MW_J after recall

RQ-00062 . Tracking Tra\peed 1
Log

[ip [MB7854-10- DD448 $0.00|Attachments|In Process ru, ru User, i
~ |MP-00061 Tracking Traineg39

Log
[c ME7854-08- PG13 48308X FD2275 $0.00|Attachments|Routed for Massin, User, M
"~ |WR-84C92-0002 [13YG SECMV- Tracking  |Approval Christianne|Trainee5
Shelter-1IP-Doc Log

M ancallad

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

NAVCOMPT Form 2275: Order for Work and Services EESE S
Attachments | Prnt |
R Copy: R |

Special characters (@, @, etc) will be removed when this document is saved. {See examples of acceotable characters}

>>> Status - Routed for Approval-Modification <<<

Document Name ?

CMV-Shelter-1IP-Doc Cancelied

1. This order must be accepted on a reimbursable basis only and is subject to the conditions 2. Document Number
listed. L enma < 08 \
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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

Ownership has

changed
AN U e > L) IIJUV\IIIH
Log
[ip [ME7854-10- DD448 $0.00|Attachments|In Process m ru, ru er, 0
|MP-00081 Tracking Tra\pee39
Log
li—p ME7854-08- PG13 49308X FD2275 $0.00(Attachments|In Process Massin, |USMC 0
|WR-84C92-0002 [13YG SECMV- Tracking Christianne|Program
Sheiter-11P-Doc Log Office, PRB
Cancelled Admin
IO MB7854-08- MARCENT OEF DD448 $489,593.00(Attachments|Routed for Horn, Mary|THOMPSON,| —
|MP-86747-0001 |[TURBO "M" BUY Tracking  |Approval PRB Admin -
| nn Na NOT

¢ Originator name will not be removed from the document

¢ Previous Originator will receive an email notification that someone has taken
ownership of their document
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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

This will change after

""""" =a Take Ownership
AppI‘OVEd 54-08- SN-P-LAM RCWS, [Purchase 1 $14,442 408.00|Attachmenis|Routed for
document [0z8C SMGL, C4 Request Tracking  |Approval e
associated support Log \
\ l__ "|ME7854-10- MEB BGAN DD448 $645,000.00|Attachments|Approved TakeOwnership |[RcZE Lewis, )
MP-00013 Tracking Cynthia Cynthia
Log
[f M&7854-08- GATOR: CEOSS Purchase 15 $1,025,986.00|Attachmenis|Approved/Deliv 0 iHamyton, Rampton, D. M
- |RC-RSEM7-0001 [EXTENSION Reguest Tracking -
Log
[a> |ME7854-10- COMMAND FD2278 $200,000.00}Attachments|Routed for Lewis, UsMmc =
RC-R0367 ANALYTIC Tracking Approval Cynthia Program
SUPPORT (CAS) Log Office, PRB
Admin
1—7\_ MATARA NG Raci~ far AavwDRN IDurcrhaca 1 C14 A2 QAN A Attarhmanre Rantad far Rrannan Mirmnall —™

¢ Click on the TAKE OWNERSHIP button to create a MOD, notice “Hampton, D” is
the current owner
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Organizational Access to Cabinets & Documents

€ MODIFY (create MODs) a document that another originator previously
routed through the ORG. DOCUMENTS cabinet

* Ownershlp switched from “Hamton, D” to “USMC Program Office”

}_E’- MgE7854-08- SN-P-LAM RCWS, |Purchase 1 814,442 408.00 Anaﬂhmens Routed for Brennan, |User, =
RC-F0280 SMGL, C4 Request Tracking Approval Jennifer |Trainee33
associated support Log
’[=‘ MB7854-10- MEB BGAN DD448 $645,000.00|Atlachments|Approved | Ownership changed to |Lewis, N
~ |[MP-00013 Tracking USMC Program Office [Cynthia a
Log
'[=_ ME7854-08- GATOR: CEOSS Purchase 15 $1,025,986.00|Attachmenig|Approved/Delivered Hampton, |USMC M
~ |RC-REEM7-0001 EXTENSION Request Tracking Nfrogram =
Log Office, PRB
Admin
r;——llﬁ1ﬂr1 an Falalt W IW W N oY Lol 2 Tt by 7ol fAAA AN AN R bbb e M b o B | mcedla [Tl B Pl

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

Groato Moa sachmonts | priot | Fiscai Summary
M (S D@

Required Fields in Red.
Special characters {&, @, atc) will be removed when this document is saved. (See examples of acceptable characters)

e BASCINORNATION

=== Slaus - Approved-Modification/Pending Delvery to Contracting <<<

PR Humber Alternative Document Nurmber PR Mame ?

Mmerass <09 MW BL L Fposemr | 000 METE54-00-RC-RIEMT GATOR: CEOSS EXTENSION
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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

Cabinet Actions Originator Assigned To Move

4009 documents in Cabinet

Document Name Document Priority Dollar Amount Options Status
Type

[ip [ME7854-10- TEST2 Purchase |15 $0.50|Attachments|in Process Ream,  |USMC N
~ |RC-TEST2 Request Tracking Karen Program B
Log Office, PRB
Admin
[ D€ [ME7854-10- TEST FD2275 $1.00|Attachmen:s|Disapproved m Ream, Ream, Karen
WR-0TEST Tracking Karen
Log
[ip [ME7854-10- Test Purchase 15 $10.00|Attachments|In Process | TakeOwnership [LICLRR TUTT,
~|SU-00068 Request Tracking JANICE  |JANIC
Log
M= IMa7R=4.10. Diirrhaca Attarhmantalln Pracace BT D Aol Patal
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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

Move To: (Select a Cabinet B
Select a Cabinet
4.1 Verfication
| MiscPay FYQ7

: MiscPay FYO7 / Sub 1
~ PHB v4.3 Testing

USM ”“ Q§ting / SON_DMS_Heference Number Issues

PR/FD Number/SDN Originator

(Choose an Owner... 21 AppyFiters ) [ Clear )

¢ Click on the MOVE DOCUMENTS button

Maowg Tos [_uﬁ,‘c I-‘v‘-i

MoveDocuments Cancel

Document move successful
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FOR ALL APPROVERS

Organizational Access to Inbox
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Organizational Access to Inbox & Documents

# All approvers will have access to all documents through the organizational
Inbox

4 The inbox will have three filters:
User’s Documents, Org. Documents and All Documents

Online Procurement Request Application Inbox :: About PR Buillder :: Accessibility :: Advanced Search .: TN T T

@  P R B u l L D E R PRIFD Number Search m Organization [ NAVY/NOOOG1 3]

Cabmets » Adrmmstrahon » Create » Options » Support »

Home : Cabinets : Inbox

Inbox

Welicome to PR Builder

» Refer to the Help section for training or technical support.
« Workflow Managers are available as a trouble-shooting resource.
« Don't forget to logout when your session is finished.

The Inbox is where you'll find documents 1o approve as part of the workflow process.

Users Documents 4.

PR/FD Number/SDN

Assigned To
(" Choose an Owner... ) ( AopiyFiters )

# Document Document Document Type Priority Dollar Options Status Inbox Options Assigned Alert Date Role
To

AttachmentsiRouted (o ] el USMC  |11/1/2008 (Fiscal

‘v1P 3H009 g
Log Review Office, AM
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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

The Inbox is where you'll find documents 10 approve as par: of the workflow process.

' gﬁ?‘i Documents

Al Documents

PR/FD Number/SDN Assigned To
(" Choose an Owner... &l ApplyFiters [ Clear )

# Document Document Document Type Priority Dollar Status Inbox Options Assigned Alert Date Role
Number Name Amount To
M30407-10- AttachmenisiRouted (e ] T Ty o e 11/1/2009
MP-3H008 Tracking for _Oiil 9:30:37
Log Review — Office, |AM
PRB
Admin
2|M57854-10-|COMMAND|FD2278 $200,000.00 |Azachments|Routed USMC  [10/10/2009|Fiscal|
RC-RO387 |ANALYTIC Tracking for _m - Program (12:04:28 |User
SUPPORT Log Approval Office, PM
(CAS) PRB
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Organizational Access to Inbox & Documents

¢ Org. Documents

¢ Select this filter to access all documents routed to a specific organization
¢ The DODAAC has to be selected for this filter

Online Procurement Request Application Inbox :: About PR Builder :: Accessibility :: Advanced Search :: ITTIUE T o

g < =
Q= / o GO M 7854/M
&'g PR > B U | L D E R PRED Number Search | [es]  Organizatio 85467854 ¢
Cabinets » Administration » Create I3 Options » Support »
Home : Cabinets : Inbox
Inbox
Welcome to PR Builder

In this example, M67854 has been | : e serer ssorormmmorecmcnomer
Se|eCted, Org. DocumentS Selected » Don't forget to logout when your session is finished.
as the fllter' The user has the Flscal The Inbox is where you'll find documents to approve as part of the workflow process.
User and Approver roles.
All documents routed to all
Fiscal Users and Approvers within
M67854 ONLY has been populated

on the page.

ME7854-08- MARCENT OEF $489,583.00 |Attachments(Routed THOMPSON, [10/10/2008|Approver
MP-96747-0001 [TURBO "M"BUY Tracking for PRB Admin - (4:10:34
Log Approvall i AR ERERERE (Do NOT PM
Edit!!

Org. Documents (4.

PR/FD Number/SDN Assigned To

[ Chocse an Owner...

2 MB7854-09- PG13 FY09 FD2275 $0.00 Atiachments|Routed THOMPSCN,|10/10/2008|Fiscal User
WR-84728-0001 |4930-35 FOIO Eng Tracking ifor PRB Admin - [4:03:11
SPPT-Doc Log Approval Do NOT PM
Cancelled. Edit!!
3 MB7854-09- INTEGRATION DD448 $1,492,486.39 |Attachments|Routed THOMPSCN,|10/10/2008|Approver
MP-GR5AA-NNN1T IASSFMRI AGF OF Trackinn for PRR Admin - 14-10°44
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Organizational Access to Inbox & Documents
4 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

3 Online Procurement Request Application Inbox :: About PR Builder ;: Accessiblility :: Advanced Search ;: IR TRelE-
m Organization [ USMC/ME7854/M567854 :-:g

Q‘o" P R ~ B U l LDEB — PRIFD Number Search

Cabinets » Adminisuazéon » Create » Options » Support »

Home : Cabinets : Inbox

Inbox

Welcome to PR Builder

» Refer to the Help section for training or technical support.
« Workflow Managers are available as a trouble-shooting resource.

In this example A” Documents haS « Don't forget to logout when your session is finished.
been selected as the filter, The user
5 The Inbox is where you'll find documents to approve as part of the workflow process.
has the Fiscal User role.
All documents routed to all
Fiscal Users within all T e
- - f hoose an Owner...
organizations the user has access to ‘
has been populated on the page. Coaumant s DooumentType PriaiyDoser | Opteme 00 Assigned To AletDate Rol

Amount
1 NO0001-10- Testing SAF Purchase Request|{15 $2,254.00 Attachments|Routed Corriveau,  [11/3/2009 |Fiscal
SU-00017 document Tracking for Rusty 10:51:31 |User
Log Approval m Ownarship AM
2 M20175-10- Test Purchase Request|{15 £0.00 Attachments|Routed fisc.user5, |11/1/2009 |Fiscal
SU-00015 Tracking for fisc.userS 2:41:16 User
Log Approval M'* — PM
3 M30407-10- DD448 Attachmenis/Routed (I L] Tl -y USMC 11/1/2009 |Fiscal
MP-3H003 Tracking for Program 9:30:37 User
Log Review Return to Originator [ Fovwiwig T RN PV
Admin
4 M35100-10- TEST FOR Purchase Request{15 £0.01 Attachmenis|Routed FOX, 10/31/2008|Fiscal
SU-TEST1 PRBUILDER BETA Tracking  [for SUSAN 1:26:45  |User
VER4.3 Log Approval Take Ownership PM
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Organizational Access to Inbox & Documents

4 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.

The Inbox is where you'll find documents to approve as part of the workflow process.

PR/FD Number/SCN

Assigned To

( Camp Pendieton, Reg Cnircting

" All Documents

pppem—
Otfice (" ApplyFilters ) Clear
e ———

>
==

Options

Status Inbox Options Assigned Alert Role
In this example All Documents ol b rasmes :
Purchase Request| $10,000.00 |Attachments|Routed Camp 10/6/2008|Contracting
has been selected Tracking  [for Pendleton,|5:37:28 |Manager
as the filter and we are looking for - - AP RS g |
Camp Pendleton Regional Contracting. e
2 MS3816-08- Compressed Gas |Purchase Request|15 $4,884.98 |Attachments|Routed Camp 10/6/2008|Contracting
All documents routed to the Camp Pendleton SU-00003-0001 (Cylinder Tracking  |for Pendleton,|12:38:50 |Manager
Regional Contracting within R a2 Loo poprove EEITTIRETTRRea - [PM
ntrcting
all organizations the user has access tffica
3 M33000-10- Crown Equipment |Purchase Request|15 $481.00 Attachments|Routed Camp 10/6/2008|Contracting
to haS been DODU|ated on the page. SU-CROWN-0001|Contract Tracking  |for Pendleton,|12:38:06 |Manager
#mO068105M0046 Log LUl Take Ownership |G AM
Cnircting
Office
4 M33000-10- Xerox Contract  |[Purchase Request|7 $2,238.00 [Atnachments|Routed Camp 10/6/2008|Contracting
SU-XERQ1-0001 |MC068109F0007 Tracking  [for Pendleton,(12:50:40 |Manager
Log Approval m Reg AM
Cntrcting

US Marine Corps - Paperless Acquisition Systems
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Organizational Access to Inbox & Documents

4 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.

The Inbox is where you'll find documents to approve as part of the workflow process.

All Documents e

-

PR/FD Number/SDN Assigned To
[M33005-10-SS-A1001 ]f Camp Pendieton, Heg Cnircting Office @ ( Apply Filters ) ( Clear )

Document Name Document Type Priority Dollar Options Status Inbox Options
Amount

1 M33005-10- Atiachments

S5-A1001 Tracking
Log
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Organizational Access to Inbox & Documents
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4 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” 1s the current owner)

The Inbox is where you'll find cocuments to approve as part of the workflow process.

All Documents

User's Documenis
Org. Documents
Al Doc iyl b

[
v

“Assigned Tlo”
name will change

PR/FD Number/SDN Assigned To

[ Chocse an Owner...

&) AppyFiters ) ( Clear

/

Document Type Priority Dollar

Options Status Inbox Options

Document Document Name Assigned To /dert Date Role

Number Amount

NCODO1-10- Testing SAF Purchase Request $2,254.00 Attachmenis|Routed Corriveau, 11/3/2009 |Fiscal

SU-00017 document Tracking for Rusty 10:51:31  |User
Log Approval Ownon AM

2 M20175-10- Test Purchase Request15 $0.00 Attachmenis|Routed fisc.users, 11/1/2009 |Fiscal

SU-00015 Tracking for fisc.user5 2:41:16 User

Log Approval Take Ownership PM
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Organizational Access to Inbox & Documents

4 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

The Inbox is where you'll find cocuments to approve as part of the workflow process.

All Documents s

e ——

“Assigned T|o

PR/FD Number/SDN Assigned To name changed

| Chocse an Owner...

#1(  AppyFiters ) Clear

/

LAl

Options Status Assigned T Alert Date Role

Priority Dollar
Amount

Document Name Document Type Inbox Options

US Marine Corps - Paperless Acquisition Systems

NOODO1-10- Testing SAF Purchase Requesi|15 §2,254.00 Attachments|Routed UsMC 11/3/2009 |Fiscal
SU-00017 document Tracking for _m . Program 10:51:31 |User
Log Approval Office, PRB  |AM
Admin
M20175-10- Test Purchase Request15 80.00 Attachmenis|Routed fisc.users, 11/1/2009 |Fiscal
SU-00015 Tracking for fisc.users 2:41:16 User
Log Approval Take Ownership PM
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Organizational Access to Inbox & Documents
¢ 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

PR/FD Numbar Nama Status
MNOOOO1103U0001T-Basic Testing SAF document Routed for Approval

Document was

originally routed to Routed for Approval
this user WorkflowRoute Actual Route Days Prior to Alert Date Status Date [eration
Alart
\ Corriveau, Rusty,Z[USMGC Program }Dprm'ed 5 11/03/2009 | 01/11/2010 1
Office, PRB Admin

Mcoarty-wiegand, | Routed 5 01/16/2010 011172010 1
|Laurie
SABRS Queued P VA BT 1
Admin, Admin Queued 5 N A i
EPS Queued P VA BT 1
Hunt, Thomas Queued 5 NiA LA 1
Last Name First Name Building Room Address Email Phone
USMC Program Office  PRB Admin PG 10 13&] 2Znd Floor, MARCORSYSCOM 2200 LESTER STREET test@iest.com 202-528-0410
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