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The PR Builder Electronic Procurement Generator (EPG) is a product of the DoN EA-21 Program Office.  It is being fielded to the USMC Acquisition Community by MARCORSYSCOM during calendar year 2000.







Operating PR Builder 


Each PR Builder operator has a personal homepage called the Desktop.  Your name and DODAAC/UIC appear at the top, left-hand corner of this page.  The Desktop enables you to perform tasks in the system based on your operator roles.  It has two functional areas: the black Navigation Bar on the left side of the screen, and the gray Menu Bar along the top of the screen.  


Navigation Bar 


The Navigation Bar allows you to navigate through and process Purchase Requests.  It contains your Inbox, File Cabinets and Purchase Requests (PRs), Search button, and links to Release Notes, Report Issue, PRBuilder Help, and Logout..  


Menu Bar


The Menu Bar lets you perform a variety of tasks within PR Builder based on your roles in the system.  The Desktop button allows users to return to the Desktop Page at any time.  The Admin choice allows users to access functions based on their user roles. All users will be able to modify their own profiles.  The Options  choice allows Requirement Users to create and manage File Cabinets.  
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Accessing PR Builder


You must have the following hardware and software to operate PR Builder:


A computer with an Internet browser.  The standard USMC Internet browser is Internet Explorer 5.0.


An e-mail address.


A valid PR Builder account (with registered login name and password).


To begin using PR Builder, enter the Internet address � HYPERLINK "http://www.prbuilder.navy.mil" ��http://www.prbuilder.navy.mil�.  After you have entered the address and accessed the PR Builder website, the login screen will appear.  Enter your Username and password, and then click on the Login button to access your account.


If you do not have a PR Builder account, you must first register to use the system.  To do this, click on Register at the bottom of the login page and fill out the registration form.  When you are done, click on the Register button at the bottom to submit the form.  Your Workflow Manager must activate your account and assign you a user role before you can operate PR Builder.








Workflow Administration


Workflow Administration involves the creation, deletion, and revision of workflows or “approval threads” in the PR Builder system.  This is how the business process of routing a PR for approval is created in PR Builder.  To access the Workflow Administration, mouse over Admin on the Menu Bar and click on Workflow 


(Continued on next page)














Types of System Operators


There are four types of users in the PR Builder system.  Individuals or organizations may have any combination of these roles and permissions in the system.


Requirements: Requirements Users create and route PRs for approval.  They have the ability to write data on the PRs that they create, but they cannot add funding data to PRs if they are not also a fiscal operator.


Fiscal: Fiscal Users add funding data to PRs, and they also approve, disapprove, and comment on PRs.  They create and manage their own Lines of Accounting (LOA) and Financial Information Pointer (FIP) tables.


Approver: Approvers approve, disapprove, or comment on PRs.


Workflow Manager: Workflow Managers (WFMs) administer the business processes of their unit or organization within the PR Builder system.  They administer users and create workflows and modify approval threads in the system.  Unlike the other three types of users, WFMs have no transactional role in the PR routing and approval process. 











PR Builder Contact Information


Workflow Managers provide the first level of assistance for problems involving how to operate PR Builder.  System Operators have been instructed to contact their Workflow Manager for assistance if they forget their password.  If you encounter further difficulties, contact the PR Builder Customer Support Center.  Other questions may be directed to MARCORSYSCOM.


Customer Support Center (Help Desk)


The PR Builder Help Desk is operated by the DoN EA-21 Program Office.  You may contact the Help Desk at the phone number or e-mail address below.


Help Desk phone number:


(703) 469-3355


Help Desk email address: � HYPERLINK "mailto:prb.support@peoarbs.navy.mil" ��prb.support@peoarbs.navy.mil�


Marine Corps Systems Command


Program Manager Business Information Systems


Ms. Marian Balsley


Paperless Acquisition Project Officer


Commercial: 	(703) 784-0910 (DSN 278)


Fax: 		(703) 784-0141


E-mail:		balsleymc@mcsc.usmc.mil





User Administration (Continued)


Editing Profiles


To change the information contained in a user profile, from the User Administration page, first click on the “Select a User” drop-down menu and select the user.  As the WFM, if you are registered in more than one DODAAC/UIC, you must select the appropriate   DODAAC/UIC from the drop-down menu on the  Navigation Bar.  Highlight the name of the user whose profile you want to edit.  The system will enter the account information in the data fields.  You can now edit this information.  When you have finished, click on the Submit button to save the new information.


New Passwords


Users have been instructed to contact their Workflow Manager when they forget their password.  To provide operators with a new password, all you have to do is follow the directions above for editing profiles.  From the User Administration page, select the user whose password you want to change.  Once their data has populated the user profile fields, highlight and then delete the asterisks in the password field.  You may then type in any temporary password that you want.


Deleting Accounts


You may also delete an individual or organization’s account from the system by highlighting their name in the “Select a User” drop-down menu and clicking on the Delete button at the top of the screen.


Assigning Roles and UIC/RUC(s)


To assign roles to users within your DODAAC/UIC(s), highlight the name of the user or account in the “Select a User” drop-down menu.  The system will display the User Roles portion of the User Administration page in the middle of the screen.  You can assign or delete user roles from this screen by selecting them from the Available Roles and Assigned Roles boxes and using the Add and Remove buttons in the middle of the screen.  You will also use the DODAAC/UIC Administration portion of the screen to assign UIC(s) to operators in the same manner.  NOTE:  Do not remove a DODAAC/UIC if it is the only one assigned to the user.








Workflow Administration (Continued)


Administration.  Any existing workflows for the DODAAC/UIC will be listed.  If there are not any workflows, the WFM will be given the choice of creating a workflow.  Once the WFM creates an approval thread, users within the designated UIC/RUC(s) will be able to select the workflow to route their completed PRs.


Creating Approval Threads


To create a new workflow, click on the Create Workflow button.  The system will present the Create New Workflow screen.  Enter the name of the workflow you want to create and click on Create.  You must next assign users or accounts to the workflow.  Normally, start building an approval thread by adding approvers from your own DODAAC/UIC.  Add approvers to the workflow by highlighting them in the Available Approvers/Fiscal Users box on the left side of the screen and clicking the Add User button.  The Available Approvers/Fiscal Users box will contain approvers and fiscal users from the DODAAC/UIC(s) that the WFM is registered under.  You remove approvers from workflows by highlighting them in the Assigned Users box on the right side of the screen and clicking on the Remove User button.


You must create approval threads in the sequential order that you want people and/or organizations to receive the PRs that have been routed to them.


You will need to add base-wide organizations like the Contracting Office, ISMO, Property Control, or even the Comptroller to your approval threads. These accounts may have their own DODAAC/UIC, but are required in the approval process of certain PRs.  To create the correct approval threads/workflows for your users, these organizations must have accounts registered in the system under the DODAAC/UIC named for your base or station.  Also, these organizational accounts must be assigned the Approver Roles by the Workflow Manager. 


Deleting Workflows


To delete approval threads, highlight the workflow in the Available Workflows box at the top left of the   Workflow Administration page.  Wait for that workflow to appear on the screen.  Then click on the Delete Workflow button.  


If you delete a workflow from one DODAAC/UIC, it will be deleted from all the DODAAC/UICs to which it is assigned.  If you want to remove a workflow from one of the DODAAC/UIC to which it is assigned, it is best to do so by using the Assign DODAAC/UIC portion of the Workflow Administration page.





Workflow Manager





Workflow Administration (Continued)


Editing Approval Threads


To change an existing approval thread, first highlight the workflow in the Available Workflows box at the top left of the Workflow Administration page.  The approvers and fiscal users assigned to the workflow will appear in the Assigned Users box.  Although you can remove an approver or fiscal user from any position in the Assigned Users box, you cannot add approvers to the middle of an existing approval thread.  You must first remove the members of the approval thread up to the point that you want to insert a new approver.  Then after adding the new approver, you must replace the other members of the workflow.


Renaming Workflows


To rename a workflow, highlight it in the Available Workflows box at the top left of the screen.  The name of the approval thread you selected will appear in the Workflow Name text box.  Type in a new name for the workflow and click on the Rename Workflow button to save the change.





User Administration


Workflow Managers (WFMs) are responsible for administering user accounts within their DODAAC/ UIC(s).  To perform these functions, mouse over Admin on the Menu Bar and click on User Administration.  From the User Administration page, you can add new users to the system, activate user accounts, edit user profiles, and assign user roles.  


Adding New Users


Most new users will self-register in the system using the Register function.  As a Workflow Manager, however, you can also add new users.  To do this, click on the Add User button at the top of the User Administration page.  The system will enter the word “New” in the “Select a User” field at the top of the screen and clear the profile data fields.  You must enter data for all the required fields and select the DODAAC/UIC when registering new operators.  After you have finished filling out the data fields and have selected the DODAAC/UIC(s), click on the Submit button at the top of the page.  Click on the Approved/Disapproved box to enter a check mark in the User Activation/Deactivation field.  This will activate the user’s account.  When you deactivate a user’s account, the system will enter the date you turned the account off in the “Date Expires” field.  You can also set an account to expire on a given date by entering it in the “Date Expires” field.











