2.0 PR Builder Program of Instruction


2.1
Introduction

Each of the training modules developed by KPMG to provide instruction for the EPG system will include similar introductory elements.  

2.2
System Introduction and Overview

The EPG Program of Instruction will begin with an introduction to the USMC Paperless Procurement program as well as an overview of the PR Builder system.  All system operators who attend PR Builder training will receive this Introduction and Overview session at the beginning.

Overview of the USMC Paperless Procurement Program

This overview will provide system operators with a high-level vision of paperless acquisition and its associated programs for the USMC and the wider Department of the Navy.  Additionally, the overview will introduce the PR Builder Electronic Procurement Generator.

USMC Paperless Acquisition Program Overview

This section will present introductory remarks on paperless acquisition in the USMC.

Origins of Paperless Acquisition

The origin of paperless acquisition including MRM#2 and wider business objectives will be addressed.

EA-21 Enterprise Initiatives

This will provide an overview of the thirteen paperless initiatives that are sponsored by the EA-21 Program Office.

USMC Approach to Paperless Acquisition

This addresses the rise of the USMC Paperless Acquisition Program from the initiatives put forth by the EA-21 Program Office.

USMC Procurement Process

A high-level introduction is provided to system operators regarding the End-to-End Procurement Process.

Front-End Process and Architecture

The section presents the process and systems involved in the Front-End of the Procurement Process.  In this section, the integration of PR Builder into the Procurement Process will be introduced.

PR Builder Functionality

The basic functionality of PR Builder is presented, including creating, routing, and approving PRs.

PR Builder Operators

Different types of system operators are presented in the context of their responsibilities and roles within the procurement process as well as the PR Builder system.

Accessing PR Builder

The concept of a web-based application is presented.

PR Builder Benefits

Trainees are presented with the benefits generated by the use of PR Builder as the standard procurement tool across the USMC.

Contracting Process and Architecture

Outlines the Contracting portion of the Procurement Process and the systems involved in the execution of these activities.

Back-End Process and Architecture

The Back-End of the Procurement Process is presented along with the systems that carry out the Back-End tasks.

What It All Means

This section highlights the benefits to the USMC of the PR Builder EPG.

2.3 System Operator Training Session

System Operator Training is the core of the PR Builder training Program of Instruction.  This training provides instruction for three of the operator roles in PR Builder: Requirements operator, Approver, and Fiscal operator.  These three modules will provide each type of functional operator with the instruction necessary to complete crucial business tasks in PR Builder.  This training will be provided in its entirety to a majority of system operators.  It is divided into three modules to coincide with the different operator roles within the application.

Overview Training Session
(See Section 2.2)

Requirements Operator Module

The Requirements Module of the PR Builder training is designed to provide instruction to the largest sub-group within the PR Builder operator community.  The vast majority of the USMC personnel who operate PR Builder will employ the application to create and route Procurement Requests for approval. 

The Requirements Module focuses on instructing requirements operators in how to create and process a Procurement Request using PR Builder.  Trainees will create a series of practice PRs.  Training team instructors will walk the trainees through a step-by-step process for the different functions associated with completing and processing a Procurement Request. 

Using PR Builder

Accessing the System
To access PR Builder, operators must be running a connection to the Internet with a web browser such as Internet Explorer 5.0.  The application can be found on the Internet at http://www.prbuilder.navy.mil.

System Operator Administration

System Operators have the ability to submit specific information, which will be used to pre-populate many of the forms in PR Builder.

Registration

The typical method of registration in PR Builder is self-registration.  Most operators will be registered during their training session, and Workflow Managers can also approve operator accounts in the system.

Login

System operators will log into the system using their unique login name and password.

Desktop Organization

The Desktop serves as each operator’s personal homepage in PR Builder, and it functions as an organizer for their work within the system.  PR Builder provides operators with an In-Box for receiving PRs and other documents, and File Cabinets for storing and organizing their work.

Two major features of the Desktop are the Navigation Bar and the Menu Bar.  The Menu Bar runs vertically along the left hand side of the screen and contains each operator’s In-Box and File Cabinets.  The Menu Bar is the gray bar that runs horizontally along the top of the Desktop.  Both of these bars allow system operators to perform tasks and functions in the application.

The Navigation Bar

From the Navigation Bar, system operators are able access the work they have saved in PR Builder.  This work is contained in their In-Boxes or Files Cabinets, which can be accessed from the Navigation Bar.  The Navigation Bar also has a drop-down menu that lists the UICs for which an operator is registered.  The UIC that is selected on this drop-down menu will drive the rest of the work that is completed in the system.  

The Menu Bar

The options that appear on the Menu Bar change according to where operators have navigated in the application as well as their roles.  For example, from the Menu Bar Requirements operators can create new PRs when logged into a File Cabinet.

The In-Box

The In-Box enables system operators to receive and open PRs and other documents that need to be completed using the system.

File Cabinets

Operators organize their Procurement Requests (PRs) and other documents in PR Builder using File Cabinets, which can be individually created, renamed, and deleted.  

Creating a Procurement Request

The creation of a Procurement Request in PR Builder involves a series of steps, which begin with the completion of the PR information form.  These steps continue through the completion of the EZPR, the SPR, or the LPR forms, and they include the submission of data regarding specific requirements for the PR on one or more tabs. 

1) EZPR:  This will be the PR of choice for most USMC operators.  It provides the basic information needed for a contractual procurement to be completed by the Contracting Office.

2) Simplified Purchase Request (SPR):  This form provides a greater level of detail than the EZPR for more complex procurements or when more documentation is required to complete a procurement.

3) Large Procurement Request (LPR):  This form allows operators to provide a greater level of detail for a procurement, and it will usually be used for programmatic buys.

Creating an EZ Procurement Request (EZPR)

This form will allow a vast majority of USMC operators to create and route PRs through one, easy-to-use system operator interface.  This form will be the single point of entry for most USMC operators of PR Builder.  Consequently, the Requirements training focuses on the training for this component of the system.  The EZPR form is divided into five sections.

Completing the Basic Information Section

This section contains the basic identification information required on a PR.  Much of the information in this section will be auto-generated by the system using data from operator profiles.  The system also generates a unique document number.  System operators may also specify an alternate document number and priority and justification.

Completing the Shipping Information Section

This step in completing a PR provides the name of the originator of the PR as well as the shipping address for the procurement.  A field for Special Handling instructions is also provided in the section.

Completing the Recommended Sources of Supply Section

This section allows the user to provide recommended source of supply to the Contracting Office.  Fields include basic point of contact data, as well as a field for a web address and vendor Cage code.

Completing the Fiscal Information Section (SABRS Interface)

The Fiscal Information section contains the financial data needed to complete a Procurement Request.  Fiscal operators are responsible for completing this information.  The completion and submission of this information will eventually trigger the interface with SABRS for the reservation and commitment of funds.  In the meantime, Fiscal operators will enter an LOA from SABRS to ensure that funding information is forwarded to the Contracting Office. 

Completing the Line Item Information

From the section, system operators will specify the exact goods and/or services to be procured with the PR.  Operators have the ability to add multiple line items, as well as copy and delete this information.  This is the last step in completing the EZPR.  Packaging and routing the PR will be explained in detail below.

Creating a Simplified or Large Procurement Request (SPR or LPR)

This section is where operators complete the longer PR forms.  These forms will be used primarily by MATCOM or SYSCOM personnel to procure programmatic goods and services.  The basic organizational principles of these two forms are essentially the same.

Completing the PR Information Form

The first step in creating an SPR or an LPR is to fill out the PR Information Form.  To complete the PR Number field, operators must assign a Standard Document Number (SDN) to the Procurement Request.  The data entered in the various fields will pre-populate the electronic forms in the PR Builder system.

Completing the Simplified or Large PR Forms (SPR or LPR)

The next step in creating a Procurement Request is to fill out either the short or long PR form.  This form contains the identifying and indexing information for the procurement.  
Using the Save Button

The Save button is used primarily to save information entered into the on-screen forms.  The Save button can be used to save information at any point in the PR creation process.

Using the Append Button

The Append button is used to insert additional rows or fields.

Using the Delete Button

The Delete button, located in the top left-hand corner of the PR Builder screen, is used to delete information from pages.

Using the Help Button

A help function is incorporated into PR Builder.  It can be accessed by clicking on the Help button at the top left hand side of each page.

Completing the ACRN Parameters Tab (SABRS Interface)

The ACRN Parameter Tab contains the financial information needed to complete a Procurement Request.  Again, Fiscal operators complete this information with an LOA obtained from SABRS.  

Completing the Address Parameters Tab

The Address Parameter Tab allows system operators to provide contact and address information for the offices involved in the PR process.  On this tab, the “Append” button can be used to add a row to insert additional addresses.

Completing the Period of Performance / Delivery Parameters Tab

The Period of Performance/Delivery Tab specifies the period of performance and/or the delivery method for a Procurement Request.

Completing the Shipping Parameters Tab
The Shipping Parameters Tab allows system operators to select an FOB and delivery points.

Completing the Packaging / Marks Parameters Tab

The Packaging/Marks Parameters Tab specifies these two things for the shipment of goods.  System operators must specify if the delivery is an entire shipment or a partial shipment.

Completing the GFE / GFI Parameters Tab

The GFE / GFI Parameters Tab specifies information or equipment that will be provided to the vendor.  This allows the cataloguing of both data and goods for the procurement.  
Completing the Estimate Parameters Tab

The Estimate Parameters Tab provides a cost estimate for the procurement.  
Completing the COR Parameters Tab

The COR Parameters Tab specifies the Contracting Office and/or Contracting Officer that will handle the procurement.
Adding Line Items to an SPR or LPR

Line Items Tabs allow operators to add specific information for particular line items, or CLINS.  The Line Items Tabs allows operators to provide as much detail as needed.  
Line Items Tab

This tab will be used to specify all of the item specific information needs to procure a particular good or service.

Adding, Deleting, and Copying Line Items

The basic management tools associated with managing the line items function.  

Completing the Pricing Line Items Tab

This tab specifies the payment method for each particular line item.  This tab is used by Funds Administrators to assign funding lines to each CLIN.  It utilizes the ACRN codes specified in the ACRN Parameters Tab.  

Completing the Related Documents Line Item Tab

This tab allows system operators to catalogue and specify the documentation attached to Procurement Requests.  

Completing the Packaging Line Item Tab

This tab provides the same information that operators will enter into the Packaging/Marks Parameters Tab.

Completing the GFE / GFI Line Item Tab

This tab lets system operators specify the government-furnished information that will be provided for each CLIN.

Completing the Addresses Line Item Tab

This tab contains the same types of data that are included in the Addresses Parameters Tab.

Completing the PoP / Delivery Line Item Tab

The PoP/Delivery Line Items Tab allows system operators to specify unique delivery information for each CLIN.

Completing the Step Line Item Tab

This tab makes it possible for operators to set a step pricing mechanism for a Line Item.  

Completing the Attachments Line Item Tab

The Attachments Tab allows operators to attach specific documents to a Line Item.  To attach electronic versions of documents to a PR, the documents are uploaded in the PR Folder view.  The operator is then able to select these documents as attachments to specific Line Items.  The Append button allows operators to attach more than one document to a Line Item.  

Completing the Clauses Line Item Tab

The Clauses Tab allows system operators to specify clauses for a particular Line Item.  

Packaging a Procurement Request

Once the Procurement Request has been completed, Requirements System operators must package and process the electronic document for approval and submission to SPS/PD².  These final steps are completed regardless of the type of PR (EZPR, SPR, or LPR). 

Attaching Documents (Upload)

Documents of all types and sizes can be attached to a PR using the Upload function. 

Completing a PR 

The final step in packaging a PR is to mark it as complete.  

Routing a PR

System operators must route each PR through the appropriate approval thread.  Organizational Approval Threads are developed by Workflow Managers, and they are available to any system operator in that UIC/RUC.  After a workflow has been selected, operators have the ability to select the number of Suspension Days for each approver.  Suspension Days are the period of time the approver has to take action on a PR.  

Routing a PR for Info

System operators are able to route PRs for information by selecting individuals or organizations to whom the PR will be forwarded after it has been reviewed and approved by the last approver in the Approval Thread.  

View the Tracking History of a PR

This function allows system operators to check on the history and status of each Procurement Request in their File Cabinets.

Approver Module

One sub-group of the PR Builder operator community is comprised of those USMC personnel who must approve each Procurement Request.  This module is designed to provide operators with an approval role in the PR workflow process and the ability to perform this function.  

Receiving Notification of a PR for Action

System operators will receive notification via e-mail that a PR has been received for action.  This e-mail will specify the PR Document Number, from whom the PR has been received, the deadline for taking action on the PR, and a URL link to the PR.

Accessing a PR for Approval

System operators can access their PRs by logging into PR Builder or double clicking on the hyperlink provided in the notification e-mail.

Reviewing a PR

Operators will review their PRs by opening them in PR Builder.  Approvers have read-only access PRs, attachments, and tracking histories.

Commenting on a PR

Any member of the Approval Thread can make comments to the PR, which will then remain as part of the PR’s history.

Approving and Disapproving a PR

Approvers have the ability to approve or disapprove PRs.  After an Approver approves a PR, it is forwarded to the next member of the Approval thread.  If the PR is disapproved, the PR is returned to the originator for the appropriate edits and corrections.

Fiscal Operator Module

The Fiscal Operator Module will provide Funds Administrators instruction in how to populate the EPG fiscal fields that are used to move data into the SABRS system.  In particular, they will receive instruction in how to make a commitment and reservation of funds using the EPG system.  This module will allow those operators with the responsibility for committing funds in SABRS the training they will need to complete this process in an automated fashion. 

Receiving Notification of a PR for Action

Operators will receive notification via e-mail that a PR has been received for action.  This e-mail will specify the PR Document Number, the deadline for taking action on the PR, and a URL link to the PR.

Accessing an EZPR for Funds Commitment

Fiscal Operators will specify a LOA by accessing the Fiscal Information section of the EZPR and selecting a LOA from the predefined table of LOAs.

Accessing an SPR or LPR to Commit Funds

The access point for the commitment of funds on the SPR and LPR will be the ACRN Parameters Tab as described earlier.  

Committing Funds Against a PR

Until the interface with SABRS is complete, fiscal operators will assign an LOA by first, committing the funds in SABRS, and then entering this LOA in the ACRN Parameters Tab.

Submitting a Commitment to SABRS

SABRS will not accept the instantaneous transmission of funding data.  This data will be sent to SABRS nightly in a batch mode.  As SABRS receives this data each night, a commitment will be made against an LOA.  System operators will then need to continue to check SABRS to ensure that the commitment has been made against the LOA.

Forwarding PRs through Approval Threads

This function will operate in the same manner as approval function.  The details of this functionality will be finalized when the SABRS interface is complete.
Approving or Disapproving PRs

If the fiscal operator does not need to attach funding information to the PR, or the proper information to make a commitment against the PR is missing, they also have the ability to approve or disapprove PRs.  After PRs are approved, they are forwarded to the next member of the Approval Thread.  If a PR is disapproved, it is returned to the originator for appropriate action.

Commenting on a PR

Any member of an Approval Thread can comment on a PR, which will then remain as part of that PR’s history.

Adding LOAs to PR Builder for Assignment

This functionality provides operators with the ability to preload into the PR Builder database the LOAs that they will use on a routine basis.

2.3
Workflow Manager Training

Workflow Manager instruction will begin with the complete System Operator course.  In addition, Workflow Manager training will involve the creation of their organizational workflows, which will require the creation of a taxonomy of system operators at each site and mapping the workflows among those operators.  As part of the process of establishing the workflows for each site, the system operator taxonomy will match operator roles with unit identification codes (UICs).
Overview Training

(See Section 2.2)

System Operator Training

(See Section 2.3)

Workflow Manager Module

This module will provide the members of the PR Builder operator community who are responsible for managing business processes within the system with the tools they need to manage operators and approval threads.  

Administering Operator Profiles

Workflow Managers will have responsibility for assigning roles and privileges to system operators by administering operator profiles.  In addition, operator accounts must be activated by Workflow Managers before system operators can begin working in PR Builder.  Each Workflow Manager will be assigned a UIC or UICs for which they will have responsibility.  The Workflow Manager will then be responsible for administering operators and workflows for their UICs.
Activating Operator Accounts

Workflow Managers will have access to the operator accounts for all of the operators in their UIC(s).  These accounts must be activated before an operator can begin working in the system.  The Operator Administration section allows Workflow Managers to activate system operator accounts.  

De-Activating System Operator Accounts

From the User Administration section, the Workflow Manager can deactivate a system operator account.  The account can also be set with an expiration date to mark an account for deactivation.

Assigning Operator Roles

In addition to activating operator accounts, Workflow Managers must also assign roles to operator accounts.  Note that role assignment is not linked to UICs and that after an operator is assigned a role or roles, those roles can be utilized across all UICs for which that operator is a member.

Editing Operator Profiles

In the User Administration section, Workflow Managers can also modify operator accounts including the assignment of new passwords.

Administering Workflows

Workflow Managers will create and maintain Organizational Approval Threads that any member of the UIC will be able to select when routing a PR.  Workflow Managers will have the ability to select operators from their assigned UICs to create workflows.

Creating Approval Threads

Each Workflow Manager must create Approval Threads for use by the members of their UIC.  Approval Threads are created by naming the thread, sequentially selecting operators for the thread, assigning this workflow to a UIC, and saving the workflow.

Deleting Approval Threads

Workflow Managers have the ability to delete Approval Threads from the workflow administration section.

Modifying Approval Threads

System operators can be added to or deleted from Approval Threads in the Workflow Administration section.
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