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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.









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.
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�
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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.  





Navigation: File Cabinets 


File Cabinets are used to organize and store the PRs that you create in PR Builder.  To create a File Cabinet, from your Desktop page, mouse over Options on the Menu Bar and click New Cabinet.  Enter a name for your File Cabinet and click OK.  A File Cabinet icon will appear with the name of the new cabinet on the Navigation Bar.  You can name File Cabinets in any way that you want.  


To perform many of the tasks in PR Builder, you must open a File Cabinet.  When you click on a File Cabinet icon or name, the icon changes to an open cabinet drawer.  The Navigation Bar will display any existing PRs under the selected File Cabinet.  Also when you open a File Cabinet, you will have the Create PR choice appear on the Menu Bar and the Options choice will contain new functions:


Rename File Cabinet.


Delete File Cabinet.  (You can only delete a File Cabinet if it is empty.)





The icon preceding a PR Number under the File Cabinet gives you a quick status of the PR.  You can view or open the  PR by clicking the PR Number.  You can create a a new PR by mousing over the Create PR choice on the Menu Bar and clicking on one of the three types of PRs that appear in the drop-down menu.  





Inbox Functions (Approver)


When you receive a PR for action, the Inbox icon will appear full on your Navigation Bar.  The Inbox enables approvers and other system operators to receive and access PRs and supporting attachments routed to them through PR Builder.  From the Navigation Bar, click on the Inbox icon and the system will take you to your Inbox page.  From the Inbox page, you can view a PR and its attachments, and you can approve, disapprove, or comment on the PR.


Approve a Purchase Request


To approve a PR, click on the Approve button to the right of the appropriate PR Folder.  The PR will be electronically marked with your approval and routed to the next member of the approval thread.


Disapprove a Purchase Request


To disapprove a PR, simply click on the Disapprove button.  You will be prompted for a disapproval comment.  Enter your comments and click on OK to disapprove the PR.  The disapproved PR will be returned to the originating Requirements Operator.


Commenting on a Purchase Request


By clicking on Comments, you can comment on a PR.  Your comments will be stored in the PR tracking log and can be viewed by any member of the approval thread as well as the originator.


Tracking a Purchase Request


By clicking on Tracking, you can view a PR’s tracking log.  The tracking log provides information on who has reviewed the PR and when they approved or disapproved the PR.  You can also access the comments of all reviewers on the PR from the tracking log.  The Tracking Log is also available to the Originator under the View choice in the menu bar of a routed PR that is opened.

















Types of PRs


There are three types of PR forms in PR Builder: the EZPR, the SPR (Simplified Purchase Request), and the LPR (Large Procurement Request).  These electronic forms are used for the following types of procurement:


EZPR: Small procurements having ONE Line of Accounting (LOA).


SPR: More complex procurements with more than one LOA.


LPR: Very complex programmatic procurements or acquisition buys.  This Quick Reference Guide will not explain how to create an LPR.





Fiscal Functions (Fiscal User)


Fiscal users have permissions enabling them to add fiscal data to the EZPR Fiscal Information section or to the ACRN Tabs in the SPR/LPR forms.  Only users with fiscal roles can access these data fields and tabs.


Assigning Funding Data to a Purchase Request


Input the ACRN and amount in the Funding Information section of the EZPR or in the SPR/LPR ACRN Tab.  Then select an LOA from the drop-down menu choices.    Repeat these steps to include the complete FIP information (Profile and Account choices).  The EZPR form will only allow you to enter one LOA.


In the SPR/LPR, you can add new LOAs and FIPs by clicking Append.  You can also delete an LOA/FIP by highlighting the appropriate line and clicking the delete button.  You can add multiple LOAs and FIPs on an SPR/LPR.


Creating an Fiscal (LOA and FIP) Tables


To create a new LOA or FIP for the table, you access the tables by mousing over Admin from the Desktop page and selecting the appropriate choice.  Select Lines of Accounting to view existing LOAs.   Click on Append to add a new LOA, fill in each of the fields, and then click on Submit to save the LOA.  An LOA can be deleted by using the Delete button.  To edit an LOA, select the LOA, edit the desired fields and click on Submit.  By repeating the above steps for FIP Profile and FIP Account, the Fiscal Operator can create, append, modify, and delete their FIP tables.





Creating an EZPR (Requirements User)


To create an EZPR, click on the File Cabinet where you want to store the PR.  Then mouse over Create PR on the Menu Bar and click on EZPR from the drop-down menu that appears.  The EZPR consists of five sets of data fields contained on a single web page.  


Basic Information Section


The Basic Information section contains standard data for the procurement.  In this section, the system auto-generates a unique PR Number for your document.  There is also an editable field for an Alternate Document Number. 


Shipping Information Section 


The Originator portion of the Shipping Information section is pre-populated with data from your user profile, but you must fill out the Ship To portion of this section. 


Recommended Sources Section 


The Recommended Sources of Supply section lets you provide information on recommended sources.  


Line Item Info Section


In the Line Item Info section, you can create as many line items and sub-line items as you need.  After you fill out the fields in this section and save a line item, click on Append to add another line item.  You may also erase line items using the Delete button.  After all parts of the EZPR form are complete, click on the Save button to save your information to the PR Builder database.  


Fiscal Information Section


If you have Fiscal User role in PR Builder, you can enter funding data in the Fiscal Information section of the EZPR form.  To do this, first enter the ACRN code and the amount of the procurement, and then click on the drop-down button to choose from a list of LOAs.   (See Fiscal Functions section of this guide to learn about creating LOA and FIP tables.)  





Creating an EZPR (Continued)


Fiscal Information Section (continued)


Repeat the steps for the FIP profile and the FIP Account information.   Cost Code is auto-generated by the system but it is fully editable field in this section.


Attaching Documents


You may attach any type of electronic document or file to your EZPR.  Click on Upload from the PR Options drop-down on the Menu Bar and the system will take you to the Upload Attachments page.  Enter a description of the attachment and other information, and then click on Browse to use the standard Windows file selection box to find and attach your document.  After you have selected the file that you want to attach, click on OK at the bottom of the page.  To return to the PR click on the PR Number from the Navigation Bar.


Completing the EZPR


After you have filled in the required data fields in the EZPR, mouse over PR Options on the Menu Bar at the top of the screen and select Complete.  The PR is now ready to Route for Approval.  As the originator of a PR, you can click on In Process from the PR Options menu bar to put the PR back In Process.





Creating an SPR (Requirements User)


To create an SPR, mouse over Create PR on the Menu Bar and click on SPR.  Enter the PR name.  The system will auto-generate a unique PR Number but allow you to modify the FY code and the Document Type Code.  The last five digits can be edited to meet local requirements.  Next, click on Register PR to save the PR Name and number.  


Parameters Tabs


From the SPR Tab page, you can provide the Contracting Office with general information that pertains to the entire PR.  To save information on a Parameters Tab, you must complete the required fields on the page and click on the Save button.  The system will prompt you to save the information when you try to click on a different tab.


The ACRN Tab can only be completed by a Fiscal User to add LOAs and FIPs to the SPR.  (See Fiscal Functions section of this guide to learn about creating LOA and FIP tables.) 


The remaining Parameters Tabs (COR, Estimate, GFE/ GFI, PoP/Delivery, Shipping, Addresses, Packaging) are used to provide detailed information about the entire PR to the Contracting Office.  You only need to complete those tabs that pertain to the procurement.





Creating an SPR (Continued)


Recommended Sources


To add Recommended Sources of Supply, mouse over Create on the Menu Bar and click on Recommended Sources.  Enter all the required information for the source and click on Submit to save that information.  Click on the Append button to add more sources.  Mouse over PR Options and click on Return to PR to return to the SPR Tabs page.


Line Items Tabs


After the Parameters Tabs have been completed and Recommended Sources have been listed, you must create the line items for your procurement.  Mouse over Create on the Menu Bar and click on Line Items.  At the top of the Line Items Tabs page, there is another set of blue tabs with the name of each Line Item Tab.  Like the Parameters Tabs, these tabs are used to provide the  information  required to complete the  procurement.  The information provided on these tabs will apply to only those Line Items specified by selecting the Line Number – Item Name from the drop-down menu.  To return to the SPR Tabs page, mouse over PR Options and click on Return to PR.  


Attaching Documents


You may attach any type of electronic document to the SPR.  From the SPR Tabs page, mouse over PR Options and click on Upload.   (See Attaching Documents – Creating an EZPR section.)


Completing the SPR


To complete an SPR, mouse over PR Options on the Menu Bar and click on Complete.  The SPR is now ready to Route for Approval.  To make any corrections or changes to the PR, click on In Process from the PR Options menu bar and make the needed changes.











Routing a Purchase Request for Approval


After you Complete a PR, the option to route the PR appears on the PR Options drop-down menu.  Click on Route under the PR Options menu.  The system will take you to the Routing page and ask if you want to Route for Info.  


Route for Info


Route for Info enables you to send copies of a completed PR to other individuals and organizations after the PR has been approved.  When you click on Yes to Route for Info, a  new window will open on your screen.  At the top of this window will be a list of UICs.  To select an operator to add to the Route for Info list, first select the UIC from the drop-down list.  Next, highlight the operator you would like including on the Route for Info list and click add.  You will see the operator has been





Routing a PR for Approval (Continued)


added on the right.  You can select any number of operators to be added to this list.  Use the Remove button to take people off the list.  After you have selected all of the operators for the Route for Info list, click on Continue.


Route for Action


To route a PR for action, click on No from the Routing screen.  The system will take you to a screen that displays a list of workflows for your UIC/RUC.  Select the approval thread that you want to use, and click on OK.  PR Builder will take you to the Approver Suspension Days page.  Select the number of suspension days for each individual or organization in the workflow.  After you have set the suspension days, to route the PR click on the Route button.  The PR will then be routed to the first member of the approval thread.





PR Builder Contact Information


Workflow Managers are your first level of assistance for problems involving how to operate PR Builder.  If you forget your password, contact your Workflow Manager for assistance.  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.  


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


Ms. Marian Balsley


Paperless Acquisition Project Officer


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


Fax: 		(703) 784-0141


E-mail:		balsleymc@mcsc.usmc.mil





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. 

















