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Preface: Introduction to PRweb

Preface: Introduction to PRweb

The AcquiLine suite of products, developed by American Management Systems (AMS), is
targeted at achieving paper-free business processes. AcquilLineisaweb-based product suite that
isa“bolt-on” to the Standard Procurement System (SPS) program’ s Procurement Desktop-
Defense (PD?) system. The AcquiLine PRweb moduleis adirect paperless channel between the
requesting agent and a Contracting Office's PD? database, With the PRweb module, the
requesting agent can create Purchase Requests, with attachments, for supplies and services directly
from a desktop web browser. After creating a Purchase Request, the PRweb user can routeit to
other PRweb usersin the organization for additional information, changes, funding commitment,
and package approval, al according to locally defined business practices. Once the Purchase
Request is approved, the information is saved directly to the PD? database at the Contracting
Office. Procurement officials can then utilize the full power of PD? to fulfill the requirement as
submitted, or can route the requirement back to the PRweb user if further clarification is needed.

The PRweb module also allows customersto view PR status information through their desktop
web browser. This capability saves the requesting agent and Contracting Office valuable time,
providing customer self-service rather than necessitating a phone call or e-mail statusinquiry to
the Contracting Office.

The PRweb Functional User’s Guide is designed to be a comprehensive manual providing detailed
procedures for the various system features of the product. The effective use of this manua isto
ensure successful use of PRweb. The manual is divided into twelve sections. Getting Started,
PRweb Desktop, Account Maintenance, Purchase Request, PR Modifications, Line Item,
Attachments, DD254, Workflow, Reports, Transfer Document and Help.

AcquiLine PRweb v2.3 1 July 29, 2002
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Chapter 1: Getting Started

Chapter 1: Getting Started

The PRweb desktop allows the requesting agent to
successfully perform procurement-related tasks. A
requesting agent in PRweb has the capability of . . e
creating, viewing, editing, routing and approving PRs Uhs ntg = functl_ons sizserlestlintis
from the PRweb desktop. Maintenance of the PRweb chapter you can.

user account allows the user to access PRweb, - Register for access to PRweb
become familiar with desktop functionality and set
user preferences.

In This Chapter...

L og onto PRweb

Accessing PRweb

A valid user account is required to accessPRweb. To obtain an account, the registrant must
complete the registration form, which then needs to be approved by the designated System
Administrator. Alternatively, a user account can be created directly by the System Administrator.
Upon completion of either of these two options, the user can log on to the PRweb module. The
login process requires the registrant to successfully enter ausername and password. Upon
successful log on, the user has access to the PRweb desktop and can participatein the
requirements phase of the procurement process.

AcquiLine PRweb v2.3 2 July 29, 2002
Functional User’s Guide



Chapter 1: Getting Started

Information Tab

The L ogin window opens to the Information tab. The Information tab providesalocation in
which the System Administrator can post information or messages for PRweb usersto see. Itis
recommended that the user read the Information tab upon login.

Information | Lu:uginl Fegistration

Information mstructions may be edited i Site Tlanagerrent.

Figure1l: Login —Information Tab

July 29, 2002
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Chapter 1: Getting Started

Login Tab

PRweb users can access the PRweb module viathe L ogin window.

Information  Login | Registratiu:unl

Izername:; |

Password: |

Login |

Figure2: Login—Login Tab

To log on to the PRweb module;
1. Click theLogin tab from the L ogin window.
2. Enter the usernamein the Usernamefield.

3. Enter the corresponding password in the Passwor d field.

Note: The password entered must be a minimum of 8 charactersincluding one or more specia
characters (e.g., “%" or “#").

4. Click the[Login] button.

AcquiLine PRweb v2.3 4 July 29, 2002
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Chapter 1: Getting Started

Registration Tab

The Registration tab is the location in which a person begins the registration process to become a
PRweb user.

To register as a PRweb user:

1. Select the Registration tab from the L ogin window.

Infarmation | Login REQiStrﬂﬁDnl

Reqistration instructions may be edited in Site M anagement.

R egistration |

Figure 3: Login — Registration Tab

AcquiLine PRweb v2.3 5 July 29, 2002
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Chapter 1: Getting Started

2. Click the[Registration] button.
The Registration Formwindow opens with the User tab displayed.

User Tab

i Regizstration Form Hi=] E3

Faorm

User | Cu:untau:tl Gru:uupsl

|zername:; I

Pazzword: I

Werifu: I

Requested Rights:

[ Administratar

[ “iew PRweb PRz in Status Report
[ “iew &l PRz in Status Report

|'W'arning: Applet "Window

Figure 4: Registration Form — User Tab

1. Enter ausernamein the Usernamefield.

Note:  All usernameinformation is account specific. No two users may have the same
username.

2. Enter apassword in the Password field.

Note:  The password entered must be a minimum of 8 charactersincluding one or more special
characters (e.g., “%" or “#").

3. Verify the password by re-entering it in the Verify field.

4. If applicable, select the Administrator check box.

Note: TheView PRweb PRsin Status Report check box and View All PRsin Status Report
check box are disabled if the Administrator check box is selected.

5. If applicable, select the View PRweb PRsin StatusReport check box.

Selecting the View PRweb PRsin Status Report check box requests the right to use the PR
Status Report function to view PRs that have been created in PRweb and reside in PD”. For
more information on PR Status Report, refer to the “ PR Status Report” section in Chapter

10: Reports.

AcquiLine PRweb v2.3 6 July 29, 2002
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Chapter 1: Getting Started

6. If applicable, select theView All PRsin Status Report check box.

Selecting the View All PRsin Status Report check box requests the right to use thePR
Status Report function to view all PRsthat residein PD? including PRs created in PRweb.
For moreinformation on PR Status Report, refer to the “ PR Status Report” sectionin
Chapter 10: Reports.

Contact Tab

1. Click the Contact tab.

The information contained on the Contact tab provides a profile for the user account. The
contact information includes Contact Name, Title, Phone number, Fax number, E-mail
address and a Requesting Office address. If contact information needs to be changed or
updated after registration, contact the PRweb System Administrator.

i Registration Form |_ (O] x|

Farm

Uzer ‘Contact | Eroups |

[T Check here if you are an existing Contact in PD2. Then press
the Select button below to find your Contact profile.

Select. | BEmaye |

Contact Marme: I

Title:

|
Phiore: I Fam:
|

E -mail;

Requesting
Office;

Select... I

|Warning: Applet Window

Figure5: Registration Form — Contact Tab

Note:  Select the Check hereif you arean existing Contact in PD?... check box to choose an
existing contact in PD?. This activates the [Select] and [Remove] buttons. Clicking the
[Select] button allows the registrant to search for existing contact information contained
in PD?. Clicking the [Remove] button erases any contact information previously pulled
from PD’. If an existing contact is selected, the fields on the Contact tab populate with
the information pertaining to that contact.

2. Enter anamein the Contact Name field.

Thisisarequired field. The contact name displaysin the user list when creating route
templates, routing sheets and groups.

3. Enter the contact’stitlein theTitlefidd.

AcquiLine PRweb v2.3 7 July 29, 2002
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Chapter 1: Getting Started

4. Enter the contact’ s phone number in the Phone figld.
5. Enter the contact’s fax number in theFax field.

6. Enter the contact’s e-mail addressin the E-mail field.
Thisisarequired field.

7. Click the[Select] button to select a Requesting Office.
The Reguesting Office Contact Search window opens.

Note: The Requesting Office field on the PR defaults to the Requesting Office selected by the
contact during the registration process. The registrant can search for an existing contact
or add anew one.

R equesting Office Contact Search

Search Criteria Search By

IE & Code ' Drganization Hame

" Contact Mame 1 Phone Mumnber
Search | Selest | Cancel | £ State " Zip Code
Contact | Code | Organization | City | State | Zip Code Ph

X 5

|Warning: Applet tindow

Figure 6: Requesting Office Contact Search Window

8. Enter Search Criteria and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

9. Highlight the desired Requesting Office and click the [Select] button.

The Contact tab displays with the selected Requesting Office in the Requesting Office
field.

AcquiLine PRweb v2.3 8 July 29, 2002
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i Reqgistration Form |_ (O] x|
Form

Uzer Contact | Groups |

[~ Check here if you are an existing Contact in PO Then press
the Select button below ta find your Contact profile.

Selech. | HEemave |

Contact Mame: Iacquseﬂ

Title: Iacquseﬂ

Phane: |555-4321 Fax |555-4321

E-mail Iacquseﬂ (Hjag.com

Requesting Training Center ﬂ
Dffice: ATTH: ATZ)-DOC

Femove I Building 4340 LI

|'W'arning: Applet "Window

Figure 7: Registration Form — Contact Tab

AcquiLine PRweb v2.3
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GroupsTab

1. Click the Groupstab.

The PRweb module utilizes groups to organize users with commonalties and hel ps to organize
the approval trail. There are two tabs within the Groups tab, the Member tab and Manager
tab. TheMember tab alowsthe registrant to request membership of agroup and the Manager
tab allows the registrant to request to be a manager of a group.

Member Tab

The Member tab allows aregistrant to request membership of agroup. The PRweb routing
components allows the user to route PRs to groups of users. For more information on routing,
refer to the “Routing” section in Chapter 9: Workflow.

i Registration Form [_ (O] x|

Farm

Llserl Cortact  Groups |

Member | Managerl

Hame | Drezcription Add... |

FEmove |

|Warning: Applet Window

Figure 8: Registration Form - Groups Tab - Member Tab

1. Click the[Add] button to search for agroup.

The Group Search window opens.

Note: Itisnot required that aregistrant be amember of agroup.

AcquiLine PRweb v2.3 10
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Group Search Ed

Search Criteria Search By
IE * Mame " Description
Search | Seleck | Cancel |
M ame | Dezcrption

|'W'arning: Applet Window

Figure 9: Group Search Window

2. Enter Search Criteria and click the [Sear ch] button.

Note:  For moreinformation regarding searches, refer to “ Search Function” section in Chapter
2. PRweb Desktop.

3. Highlight the desired group(s) and click the [Select] button.
The Member tab displays with the selected group(s).

Note:  Multiple groups can be selected by pressing the < Ctrl> key and clicking on the desired
groups.

AcquiLine PRweb v2.3 11 July 29, 2002
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i Regizstration Form Hi=] E3
Forrm

Llserl Contact  Groups |

Member | Managerl

MName | D escription foAdd.

Admin Training 1 .
Hemove |

|'W'arning: Applet "Window

Figure 10: Registration Form - Groups Tab - Member Tab

Note: For aquick way to search aligt, refer to the * Searching Within A List” section in Chapter
2. PRweb Desktop.

Manager Tab

The Manager tab alows aregistrant to request to be amanager of one or more groups.
Managers of groups can usePR Status Reports to view PRsthat currently residein PD? and
were created by members of the groupsthey manage. For more information on PR Status
Report, refer to “PR Status Report” section in Chapter 10: Reports.

AcquiLine PRweb v2.3 12 July 29, 2002
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i Regizstration Form Hi=] E3
Forrm

Llserl Contact  Groups |

Member Manager |

Mame | D escription Add...

Hemowe |

|'W'arning: Applet "Window

Figure 11: Registration Form — Groups Tab - Manager Tab

1. Click the[Add] button to search for agroup.
The Group Search window opens.

Note: Itisnot required that aregistrant be amanager of agroup.

Group Search Ed

Search Criteria Search By
IE * Mame " Description
Search | Seleck | Cancel |
M ame | Dezcrption

|'W'arning: Applet Window

Figure 12: Group Search Window

AcquiLine PRweb v2.3 13 July 29, 2002
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2. Enter Search Criteria and click the [Sear ch] button.

Note:  For more information regarding searches, refer to “ Search Function” section in Chapter
2: PRweb Desktop.

3. Highlight the desired group(s) and click the [Select] button.
The Groupstab displayswith the selected group.

Note:  Multiple groups can be selected by pressing the <Ctrl> key and clicking on the desired
groups.

i Registration Form =]
Farrn

Userl Contact  ‘Groups |

mMember Manager |

Mane | Cezcription EoAdd.

Adrnin Training 1 .
HEmaye |

|'W'arning: Applet \Wwindom

Figure 13: Registration Form — Groups Tab - Manager Tab

Note: For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.

4. To submit theRegistration Form, select Form - Submit from the Registration Form
menu bar.

AcquiLine PRweb v2.3 14 July 29, 2002
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S [=] E3

i Regizstration Form

Subrmit

Graups |

Cancel

TTEETT e, acquzer]
Passward: Ixxxxxxxxx
l'\"'E[if_'r'Z Ixxxxxxxxx

Requested Rights:

[ Administratar

v ‘iew PRweb PRz in Status Report
I iew Al PRz in Status Feport

|'W'arning: Applet "Window
Figure 14: Submit Menu Option

An e-mail aert from the PRweb System Administrator is sent to the contact’ s e-mail

Note:
address upon registration approval or rejection.
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Chapter 2: PRweb Desktop

File Menu In This Chapter...
The File menu provides deskto_p functionsto allow Using the functions described in this
the PRweb user to update or exit the desktop. For chapter, you can:
these purposes, three components are provided in the ’ '
File menu: Refresh Folder, Refresh All, and Exit. - Understand the desktop
functions and components
Use the Search feature
Use the Auto-Calendar feature
1=
Preferences  Purchase Reguest Help
Refresh Folder
Refresh Al
Exit
I T ay
IJava Applet \Afindow
Figure 15: File Menu
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Refresh Folder

The Refresh Folder menu option allows the PRweb user to refresh individual foldersto reflect
changes. For example, if auser gets an e-mail alert regarding anew PR in hig’her Inbox, but does
not seethe PR in that folder, he/she can highlight the Inbox folder and select File > Refresh
Folder from the desktop menu bar. This refreshes the Inbox folder with the new information and
the PR displaysin that folder.

Refresh All

The Refresh All menu option allows the PRweb user to refresh all folders on the desktop to reflect
changes. For example, if auser adds an attachment to a PR but does not see the attachment icon
on the desktop, he/she can select File > Refresh All fromthe desktop menu bar. Thisrefreshes
all folders on the desktop with any new information. The PR icon now reflects the addition of the
attachment.

Exit
PRweb users can exit the desktop by selecting File > Exit from the desktop menu bar.

AcquiLine PRweb v2.3 17 July 29, 2002
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Using Desktop Components

The PRweb desktop is a Graphical User Interface (GUI) that providesthe user control and
interaction with the program.

RI=TEY

File Preferencez Purchaze Reguest Help

I Ty

I.Java Applet \Window

Figure 16: Desktop

Desktop Folders

The PRweb desktop isthe large white areathat holds all of the PRweb user’ sPRsin four folders:
Drafts, Inbox, Outbox and Archive. Each folder represents a stage in the requirements
development process.

The Draftsfolder contains PRsthat have been created but not yet routed. PRsthat have been
re-routed back to PRweb from PD? also display in the Drafts folder.

The Inbox folder contains PRs that have been routed to the user for review and approval by
another PRweb user.

The Outbox folder contains PRs that have been routed to another PRweb user.

The Archive folder contains PRs that have proceeded through the approval processin the
PRweb module and now reside in the PD? database.

To access adocument contained within afolder:

AcquiLine PRweb v2.3 18 July 29, 2002
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1. Click on the plus symbol (+) to open afolder and display the folder’ s contents.
The (+) symbol denotesthat a closed folder has one or more documentsiniit.

2. Double-click the document to be opened.

Note:  The minus symbol (-) that displays directly to the left of an open folder allows the user to
closethat folder.

Title Bar

A title bar displays the name of the window at the top of every window in the PRweb system.
Throughout this document, the name contained within the title bar is used as the window name.

S - 1]

Figure 17: Title Bar

Menu Bar

The menu bar alowsthe user to efficiently and quickly navigate through the various functions and
capabilities of the PRweb module. The menu bar is the strip of one or more words located across
the top of awindow, below thetitle bar. Each word in the menu bar can be selected to activate a
drop-down menu. Each drop-down menu contains words that relate to the various options
provided in the program that can be selected to link the user to that option.

File Administration  Help I

Figure 18: Desktop Menu Bar

Username

The usernameis displayed in the bottom right corner of the desktop. Thisidentifiesthe user who
isloggedin.

Java Applet Window or Warning: Applet Window

Either the “Java Applet Window” or “Warning: Applet Window” message displaysin the
lower left corner of the PRweb desktop. It serves as areminder that the PRweb module is not a
program that resides on the hard drive of the user’s computer, unlike aword processor or a
spreadsheet program. The PRweb moduleis a Java Applet, a special type of program that can be
used over the Internet.

AcquiLine PRweb v2.3 19 July 29, 2002
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Search Function

There are two search functions available in PRweb, searching the database and searching alist.
The searching the database function allows the PRweb user to pull information directly from the
PRweb or PD” database. The searching within alist function allows the PRweb user to search a
list quickly.

Searching the Database

To conduct asearch:

1. Click the[Select] button for the appropriate Sear ch box.

Requesting Office Contact Search
Search Criteria Search By
IE & Code " Organization Mame
" ContactMame ¢ Phone Mumber
" State " Zip Code
e, ..
Search | Selent | Cancel |
Contact | Code | Organization | City | State | £ip Code PH
0| 5
|Warning: Applet Window

Figure 19: Sample Search Window

2. Qualify the Sear ch Criteriafield by selecting the desired Sear ch By radio button.

The Sear ch By radio buttons enables the PRweb user to perform searches by specific
categories. The search results display the specific category alphabetically.

3. Definethecriteriain the Search Criteriafield.

The Search Criteriafield alows the PRweb user to further define and refine the search
parameters. The PRweb module employsthe universal search symbol (%) to aid in the search
process. The universal search symbol pulls all information pertaining to the designated search
parameter. For example, “A%" in the Requesting Office Contact- Search field displays all
vendors beginning with the letter A. The % may also be used to search for akeyword. For
example, “%Army%” in the Requesting Office Contact Search field displays al Requesting
Offices containing the word “Army.”
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Note: TheSearch Criteriafield is case-sensitive.

4. Click the[Search] button.

R equesting Office Contact Search
Search Criteria Search By
|,.f_-.,|_z ' Code ' Drganization Hame
" Contact Mame 1 Phone Mumnber
:Search Select | Cancel | & State " Zip Code
Contact Code Organization City State | Zip Code -
BEREMDAM HAG S01024 DFRO PEMCO AERDOPL BIRMINGHARM AL af -2447
WO COMTACTS SO1024 DFRO PEMCO AEROPL BIRMINGHAR AL A5202-2447
®-5MITH DasCo AMMISTOMN ARMY DEF AWNMISTON AL 36201-5003

MO CONTACTS DaAC AMMISTOM ARMY DEFP AWMISTON Al 3E6201-5003
MO COMTACTS DasHO LUSA MISSILE COMMAN REDSTOME AR AL 35293-5280
NO CONTACTS DABTOZ2 L.5. aRMY CHEMICAL, FORT MCCLELL AL 36205-5000
MO CONTACTS DaCAM USAEMGIMEER DISTR MOBILE Al 3EE22-00M
MO COMTACTS DAaCwWDM  USAENGIMEER DISTR MOBILE Al 3EE22-00M
NO CONTACTS DACASY USAEMGIMEER DIVISI HUMTSYILLE AL 35807-43M
MO COMTACTS DaCwE?  USAENGIMEER DIVISI HUMTSWILLE AL 35207-42M

X 3
|Warning: Applet tindow

Figure 20: Sample Search Results

5. Highlight the desired result and click the [Select] button.
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Searching Within A List
To conduct asearch:

1. Click onthe appropriatelist.

i Regizstration Form Hi=] E3
Forrm

Llserl Contact  Groups |

Member | Manager |
Mame D escription Add...
BLS#1 Bus Level Security Remove |
BLSHZ BLSHZ
BLSH3 BLSH3
BLSH4 BLSH4
Group 2 Betzy's group 2
Group 3 Betzay's Group 3
Group 4 Betzy's group 4
TRA Training Group
TRAT Training Group
TRAZ 2nd Training Group
TRAS Training

|'W'arning: Applet "Window

Figure21: Registration Form - Groups Tab - Member Tab

2. Enter search text.
The Starts with window opens.

Note:  Morethan one character may be typed in the Search Text field.

Startz with...
Search Test: Ok |
IT Cancel |

|Warning: Applet Wwindow

Figure 22: Starts With Window

3. Click [OK].
The search resultsis highlighted.

AcquiLine PRweb v2.3 22 July 29, 2002
Functional User’s Guide



Chapter 2: PRweb Desktop

i Begistration Form Hi=] E3
Farrn

Llserl Contact  Groups |

Member | Manager |
M arne | Diezcription Add.
Adrmin Training 1
BLSH1 Bus Level Security Remove |
BLSHZ BLSHZ
BLSHI BLSH3
BLSH4 BLSH4
Group 2 Betzy's group 2
Group 3 Betzy's Group 3
Eru:uui 4 BEtSEIS irDuE 4
TRAT Training Group
TRAZ 2nd Training Group
TRAS Training

|'W'arning: Applet "Window

Figure 23: Registration Form - Groups Tab - Member Tab
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Auto-Calendar Feature

The Auto-Calendar feature allows the PRweb user to quickly select a date from a calendar
interface.

To usethe Auto-Calendar feature:
1. Placethe cursor inside the field that requires adate.

2. Press<Shift> and double-click the left mouse button.

x
[2002 3] Tosa |

Sun Mon Tue Wed Thu Fri  Sat
1 21 3|2 5| B |7
B e P e sl st el

15 | 16 | 17 |16 289 207 21
2123|2425 |26 |27 |28

249 :
(8 ]9 [0 ]11]12]

September

] | Cancel |

|Java Applet Window

Figure 24: Calendar Window

Note: A calendar displayswith the current date as the defauilt.

Note:  Clicking on the auto-calendar icon also displays the calendar. %

3. UsetheMonth drop-down list box to select a different month if necessary.
4. UsetheYear drop-down list box to select adifferent year.
5. Click the desired day of the month in the calendar that displays.

6. Double-click the appropriate date or single-click adate and click [OK] to select and close the
calendar.
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Chapter 3: Account Maintenance

The PRweb desktop allows the requesting agent to In This Chapter...

successfully perform procurement-rel ated tasks. A

reguesting agent in PRweb has the capability of This chapter introducesthe basic
creating, viewing, editing, routing and approving information needed to begin working
PRs from the PRweb desktop. Maintenance of the with AcquiLine PRweb. Thisincludes:
PRweb user account allows the user to access -

PRweb, become familiar with desktop functionality [ = Customizing the user account

and set user preferences.

Customizing the User Account

The Prefer ences menu allows the PRweb user to customize higher user options. ThePreferences
menu contains five options: Change Ar chive Days, Change Passwor d, Route Templates,
Change E-mail Address, and Out of Office.
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=]
Purchaze Reguest  Help
E Change Archive Days...
i E Change Pazsward...
i G Foute Templates. ..
Change E-mail &ddress. ..
Ot of Office...
e
{"aming: Applet Window

Figure 25: Preferences Menu Option

Change Archive Days

The Change Ar chive Days menu option allows the PRweb user to specify the number of daysthat
PRs are displayed in the Archive folder. Changing the number of days overwrites the default set
by the System Administrator.

To change the number of archive days:

1. From the menu, select Preferences - Change Archive Days.
The Archive Days window opens.
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Archive Days Ed

Enter the number of davsz, from the
creation date, that PR documents are
wizible frarm within the Archive folder.

&

k. Cancel

|Warning: Applet Window

Figure 26: Archive Days Window

2. Enter the desired number of days.

3. Click [OK] to save the Archive Days setting.
The Attention window opens.

Attention

& Your Archiving D ays value has been updated.

|Warning: Applet \Window

Figure 27: Attention Window

4. Click [OK] to return to the PRweb desktop.
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Change Password
The Change Passwor d feature allows the PRweb user to change his/her login password.

To change passwords:

1. From the menu, select Preferences - ChangePasswor d.

Change Password

0ld Pazsword: ||

Mew Pazzword: I

" erify; I

0k, Cancel

|'W'arning: Applet "Window

Figure 28: Change Password Window
2. Enter the current password in the Old Passwor d field.
Thisisarequired field.

3. Enter the desired password in the New Password field.
Thisisarequired field.

Note:  The password entered must be a minimum of 8 charactersincluding one or more special
characters (e.g., “%" or “#").

4. Re-enter the desired password in the Verify field.
Thisisarequired field.

5. Click [OK] to change the password.
The Attention window opens.

Attention

& Your pazsword haz been changed.

|'W'arning: Applet \Window

Figure 29: Attention Window

6. Click [OK] to return to the PRweb desktop.
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Route Templates

The Route Templates feature allows the PRweb user to create his/her own specific route
templates to complement current approval processes. Only users with appropriate security rights
can create route templates. Members of security groups that only have routing access to specific
templates can choose from those templates to which they are assigned when routing aPR. The
routing sheet populates with the contents of the template. Therefore, the order in which usersare
put on the route template is the order in which the PR is routed.

Creating a Route Template

The PRweb user can create new route templates. Route templates can be created to complement
current approval processes.

To create aroute template:

1. From the menu, select Preferences - Route Templates.

i Templates [_ O]
N J— | Descrlptlun ......... NEW ......... |
Adrmin. Administratars Termplate :
Testing Test Template Bl |
Elete |
A | v Cloze
|Warning: Applet Window

Figure 30: Templates Window

Note:  For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.
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2. Click the[New] button.
The Template— New window opens.

Template - Hew

Mame: ||

Dezcription: |

View Boutees By : % zer
" Group

-

Maon-tembers tMembers

&C0H USER C
ACH USER D
&C0 USER E

ACO USER F I

ACQUILINE USERA
ACOUSER B
ACOUSERTD
ACQUSERTO
&L GaMZEMULLER
BaRBARA E BROCE

Route to POE User: I Select... |
Wiew Groups... | 0k, | Cancel |

|'W'arning: Applet \Window

Figure 31: Template — New Window

3. Enter aunigue template name in the Name field.

A unique nameis required for each template. TheName field holds up to 30 characters.

4. Enter adescription for the new template in the Description field.
The template description alows the System Administrator to further clarify the route template
he/sheiscreating. TheDescription field holds up to 255 characters.

5. Select membersfor the new template by highlighting desired users from the Non-M ember s
list box and clicking the[ p ] button.

Note: For aquick way to search aligt, refer to the * Searching Within A List” section in Chapter
2. PRweb Desktop.

Note:  The Non-Memberslist box displaysal available usersto add to the route template. As
users are added to the route template their usernames display in order selected in the
Memberslist box and are subsequently removed from the Non-M ember slist box.
Members can be removed from the route template by highlighting the desired user from
the Members list box and clicking the[ ¢ ] button.
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6. Select theGroup radio button from the View Routees By field.
7. Select amember from the Non-Memberslist.

8. Click the[View Group] button.
The Groups (Read Only) window opens.

! Groupsz [Read Only] M=l
M ame D ezcription - Oper... |

BLSH1 Buz Level Securty

BLSHZ BLSHZ

BLSH3 BLSH3

BLSH4 BLSH4

Group 2 Betzy's group 2

Group 3 Betzy's Group 3 1=

Group 4 Betzy's group 4

Group 5 Betzy's Group &

Group B Betzy's group B

Group 7 Betsy's group 7 -

| T v Cloze

|Warning: Applet Window

Figure 32: Groups (Read Only) Window

9. Click the[Close] button to return to the Template— New window.
10. Click [OK] to save the new template and return to the Templates window.

11. Click the [Select] button next to the Routeto PD? User field.
The Select PD? User window opens.

Select PD? User

PD Usger2
Drominc Joel

Sarah Joyce
Sygtem Administrator

St !  Cancel

|Warning: Applet Windaw

Figure 33: Select PD? User Window

12. Highlight the appropriate Contract Official.
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13. Click the [Select] button.
The PD? user selected displaysin the Route to PD? User field on the routing sheet.

Note: At least one member and a PD? user must be added to the new template before saving it.

14. Click [OK] to save the new template and return to the Templates window.
15. Click the[Close] button to return to the user’ s desktop.

Editing a Route Template
The PRweb user can edit existing route templates to add or remove users from the template.

To edit aroute template:

1. From the menu, select Preferences - Route Templates.

The Templates window opens.

i Templates Hi=]
N J. | Descriptiun ......... NEW ......... |
Adrmiir. Adrrinistratars Template :
Testing Test Template Edit;.. |
[elete |
o T S Cloze
|Warning: Applet Window

Figure 34: Templates Window

2. Highlight the route template to be edited.

Note:  For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2. PRweb Desktop.

AcquiLine PRweb v2.3 32 July 29, 2002

Functional User’s Guide



Chapter 3: Account Maintenance

3. Click the[Edit] button.

Template - TEST

Marne: {TEST

Description: Itesters

View Boutees By : % User
" Group

-

Haon-tdembers b embers

ACH USER C
&CH USER D
ACO USERE

ACQ USER F I

ACOQUILINE USERA
ACOUSER B
ACOUSERTO
ACOUSERTD
AL GAMZEMULLER
BaRBARA E BROCE

Route to POE Lser: I S pstem Administratar Select.. |

Wi Gru:uups...l ] 4 | Cancel |

|Warning: Applet Window

Figure 35: Template - <Template Name> Window

4. Edit the template description in the Description field if necessary.

Note: ThenameintheNamefieldisnot editable.

5. Select additional members for the template by highlighting desired users from the Non-
Memberslist box and clicking the[ » ] button.

Note:  For aquick way to search aligt, refer to the * Searching Within A List” section in Chapter
2. PRweb Desktop.

Note:  The Non-Memberslist box displaysal available usersto add to the route template. As
users are added to the route template their usernames display in order in theMembers
list box and are subsequently removed from the Non-M ember slist box. Members may
be removed from the route template by highlighting the desired user from theMembers
list box and clicking the[ ¢ ] button.

6. Select theGroup radio button from theView Routees By field.
7. Edit the members from the Non-Memberslist if necessary.

8. Click [OK] to save the new template and return to the Templates window.
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9. Click the [Select] button next to the Routeto PD? User field to change the PD? user.
The Select PD? User window opens.

Select PD? User

FD Usger2

Dominic Joel

Sarah Joyce

Sygtem Administrator

St !  Cancel

|Warning: Applet Windaw

Figure 36: Select PD? User Window

10. Highlight the appropriate Contract Official.

11. Click the [Sdlect] button.
The PD? user selected displaysin the Route to PD? User field on the routing sheet.

Note: At least one member and a PD? user must be included on the template before saving it.

12. Click [OK] to save the changes and return to the Templates window.

13. Click the[Close] button to return to the user’ s desktop.
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Deeting a Route Template
The PRweb user can delete existing route templ ates.

To delete aroute template:

1. From the menu, select Preferences> Route Templates.

The Templates window opens.

i Templates [_ O]
N J— | Descrlptlun ......... NEW ......... |
Adrmin. Administratars Termplate :
Testing Test Template Bl |
Elete |
A | S Cloze
|Warning: Applet Window

Figure 37: Templates Window

2. Highlight the route template to be deleted.

Note:  For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.

3. Click the [Delete] button.
The Confirmation window opens.

Confirmation

@ Y'ou are about to delete thiz route
template. Would you like bo continue?

|'W'arning: Applet \window

Figure 38: Confirmation Window

4. Click the[Y es] button.
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Change E-mail Address

The Change E-mail Address feature allows the PRweb user to change their e-mail address as
defined in the contact information. The e-mail address denotes where all PRweb generated aerts
are sent.
To change your e-mail address:
1. From the menu, select Preferences> Change E-mail Address.

The Update E-mail Address window opens.

Update E-mail Address

PRweh User

Current E-mail Address: Iiack_reynnldg@ams_cclm

Mew E-mail &ddress: ||

aF. Cancel

|Warning: Applet Window

Figure 39: Update E-mail Address Window

2. Enter the new e-mail address inthe New E-mail Addressfield.

3. Click [OK] to savethe changes.

Out of Office

The Out of Office feature allows the PRweb user to specify a date range that the user will be
away. The user can aso specify another PRweb user that the “out of office” user’ sworkload will
be forwarded to while the “out of office” user isaway. E-mail notification is sent to the “out of
office” user informing the user that a PR or PR Mod has been forwarded to the designated
aternate. Oncethe Last Day Out of Office passes, the user’ s workload will not be forwarded to
the designated user.

To specify out of office information:

1. From the menu, select Preferences - Out of Office.
Out of Office window opens.
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x

[ Out of Office Activated

Firzt Diay Out of Office; ]|

Lagt Diay Ouk of Office; ]

Forwarding Werkload to PRweb Lser: Select... |

k. | Cancel |

Warning: Applet Window

Figure 40: Out of Office Window

2. Select the Out of Office Activiated check box.

3. Enter the appropriate date in theFirst Day Out of Officefield.
Thisisarequired field.

4. Enter the appropriate datein theLast Day Out of Officefield.
Thisisarequired field.

Note: TheFirst Day Out of Office and Last Day Out of Office dates can be entered manually
or by using the Auto-Caendar feature. For more information on the Auto-Calendar, refer
to “ Auto-Caendar Feature” section in Chapter 2: PRweb Desktop.

5. Clickthe[Select] button next to theForwarding Workload to PRweb User field.
The Select PRweb User window opens.

Select PRweb User E3

Available PRweh Lisers I

30 CHARACTERS USER 1D =
ACCEPTOR FOUR
ACCEPTOR OME
ACCEPTOR THREE
ACCEPTOR TWO

[A0AM AMDREVS
AMDREW

AQILIAF A

Alex Schefer

B 'Watsaon

Select... Cancel

{"warming: Applet Window

Figure4l: Select PRweb User Window
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6. Highlight the user and click the [Select] button to select the desired user.
The selected user displaysin theOut of Office window.

x

v Out of Office Activated

Firzt Diay Out of Office: !D?.-"EIEI.-"DE éﬂlﬂ

Last Day Out of Office: ;U?-’EE.-’UE %.;_pl‘

Fonwarding *orkload to PRweb User: ADAM ANDREWS Delete. . |
ok | Cancel |

W'arning: Applet Window

Figure 42: Out of Office Window
7. Click [OK] to save the Out of Office configuration.

8. Click [Cancd ] to cancel the Out of Office configuration.

To remove out of office information:

1. From the menu, select Preferences - Out of Office.

x

¥ Out of Office Activated

First Diay Out of Office; lU?fDE‘f’UE éwh

Last Day Out of Difice: [07/22/02 é"" ,

Fanwarding ‘#arkload to PRweb Lzer: abak ANDREWS Delete... |
k. | Cancel |

Warning: Applet Window

Figure 43: Out of Office Window

2. Clear the Out of Office Activated check box.

The First Day Out of Office, Last Day Out of Office, and Forwarding Workload to
PRweb User fieldsarecleared.
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i Out of Office

Figure 44: Out of Office Window

3. Click [OK] to save the Out of Office configuration.

4. Click [Cance ] to cancel the Out of Officeconfiguration.
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Chapter 4: Purchase Request

The Purchase Request (PR) document isthe principle In This Chapter...

document supported within PRweb. The PRweb

module allows the requesting agent to create, route, Us ng the Purchase gl
approve, and submit the PR to the Contracting Office. functions described in this chapter,
The dectronic interchange of the PR, and the ability of HELE=
the r_equesti ng agent to track the status of the PR, . Create and Manage PRs
g(r:g\(;ig%o? integrated solution to support paperless Manage Funding Sources
Manage Funding Strips
Creating a New Purchase Request . Manage Job Orders

To create a new Purchase Request:

1. From the menu, select Purchase Request > New.

! PRweb M=l E3
Help

HIERNEEEENEE Purchase Reguest

..... (3 Inbox [Eer..

b Outbox eotE

B Auchive (EVR SLTmTaTiL..
[EEm.,
==

PR Status Report...
Standard Reports...

Herumbem..
Eaute,..
SOETaYE.,

v S pErasal Histon.,

I acquzer]

|Warning: Applet Windaw

Figure 45: New Purchase Request Menu Option
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The PR Header displays at the top of the Purchase Request window and is visible from
every tab of the Purchase Request window.

i Purchasze Regquest - New |_ O] <]

File Line Item

Description Furchaze Request Humber

Purchase [ ‘ [
Request

Requisition D ate DPAS Priority Rating | Priarity
[14-5ep-2000 | |

Figure 46: Purchase Request Header

Enter a description in the Description field.

The Purchase Request description allows the PRweb user to assign a descriptive reference of
up to 60 characters. Thisfieldisrequired to save aPR.

Enter a unique number in the Pur chase Request Number field.

The Purchase Request number allows the PRweb user to assign a unique a phanumeric
combination of up to 30 charactersto the PR. Duplicate PR numbers are not allowed. This
fieldisrequired to saveaPR.

Enter the Defense Priority Allocation System (DPAS) Priority Rating in theDPAS Priority
Rating field.

Thisfield holds up to 6 characters.

Enter the appropriate priority number in thePriority field.
Thisfield holds any humber between 1 and 15.

Note:  The PRweb module automatically assigns a date/time stamp called the Requisition Date,

to the PR upon creation. Thisfield isnot editable.
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Main Form Tab

The Purchase Request opens to theMain Formtab. TheMain Formtab containsinformation
regarding the Requesting Office, | ssuing Office, Suggested Vendors, Type of Action and
Comments.

i Purchase Request - New ;IEIEI

File  Line Ikem

| Description | Purchaze Beguest Mumber
Purchase | I
ReqUESt Requizition [1ate | DP&S Prionity Rating | Priority
|25-Jup-2002 i |

Main Form I Line ttem I Cortracts | 2dd| Data |

Requesting Office Select || Type of Action

ML COMMURICATIONS DET. WASHINGT |f* Small Purchaze ™ Grantz/Coops Agresment
™ Competed Contract " Sealed Bid

Ao D " Mon-Competed Contract ¢ F55/G54 Schedule

ﬂ i ..'-i € Manufacturer Sale Source © Commercial

Issuig Office Delete I " Delivery Order " MIB #MISH / FPI

WALTER REED ARMY MEDICAL CENTER « | |© Task ider
DIRECTORATE OF CONTRACTING

AnT FAeE

1

ATTN: HSHLZC, BUILDING T-20 - | R
| »
Suggested Vendor(s] Add. . |

\Warning: Applet Window

Figure 47: Purchase Request - New —Main Form Tab

1. Select the appropriate Type of Action radio button.

Note: The Requesting Office and | ssuing Office fields default to the Requesting Office
defined in the creator’ s user account on the Contactstab.

2. Click the[Select] button next to the Requesting Office field.
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The Requesting Office Address Search window opens.

Requesting Office Address Search E3

Search Criteria Search By
IE %' Code " Phone Mumber
" Organization " Zip Code
Search | (et | Cancel | " State
Code | Organization | Street City | State| £ip Eu:u:le| A
0| 3

|'W'arning: Applet Window

Figure 48: Reguesting Office Address Search Window

3. Enter Search Criteria and click the [Sear ch] button.

Note:
2. PRweb Desktop.

For more information regarding searches, refer to “ Search Function” section in Chapter

4. Highlight the desired Requesting Office Address.

5. Click the [Select] button.

The Main Formtab displayswith the sel ected Requesting Office in the Requesting Office

Addressfield.

6. Click the[Select] button next to thel ssuing Office Addressfield.

AcquiLine PRweb v2.3 43
Functional User’s Guide

July 29, 2002



Chapter 4: Purchase Request

The | ssuing Office Address Search window opens.

lzsuing Office Address Search

Search Critena Search By

IE ' Code " Phone Mumber

" Organization 1 Zip Code
Search | Select | Cancel | ¢ State
Code | Organization | Street City | State| Zip Code | P

D 3

|Warning: Applet Wwindow

Figure 49: |ssuing Office Address Search Window

7. Enter Search Criteria and click the [Sear ch] button.

Note:  For moreinformation regarding searches, refer to “ Search Function” section in Chapter
2: PRweb Desktop.

8. Highlight the desired Issuing Office Address.

9. Click the[Select] button.

The Main Formtab displays with the selected I ssuing Officein thel ssuing Office
Addressfield.

10. Click the[Add] button next to the Suggested Vendor (s) field.

The Suggested Vendor (s) field allows the PRweb user to identify potentia
suppliers/contractors for the request. Vendor information is pulled from the PD? database.
The PRweb module user cannot create new vendor profiles; the Contracting Office must do
thisvia PD?.
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The Vendor Address Search window opens.

Vendor Address Search

Search Criteria Search By

IE ' Code " Phone Mumber

= pame " Zip Code
Search | Selent | Cancel | " State
Code | Crganization | Street | City | State| Zip Code | A

=l 5

|'W'arning: Applet Window

Figure50: Vendor Address Search Window

11. Enter Search Criteria and click the [Sear ch] button.

Note:  For moreinformation regarding searches, refer to “ Search Function” section in Chapter
2: PRweb Desktop.

12. Highlight the desired Vendor Address.

13. Click the [Sdlect] button.
The Main Form tab displays with the selected vendor(s) in the Suggested Vendor (s) field.

Note:  The[Add] button becomesthe [M or €] button after selecting one Suggested Vendor (9).

14. Enter comments about the requirement into the Commentsfield.
Thisfield holds up to 255 characters.
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Additional Suggested Vendors

1. Click the[More] button next to the Suggested Vendor (s) field.
The Vendor Summary View window opens.

' Yendor Summary Yiew

H=] E3
Vendor Summary View
aMT24 AMERICAM MANAGEMENT 4114 LEGAT! FAIRFAR W 22033 703-227-505
182037705 BALL AEROSPACE 10LONGS D EROOMFIELD €O 20020-251

=l 3
"""""" .-’-'l.ddl Femove ] Cancel

|'W'aming: Applet Window

Figure51: Vendor Summary View Window
2. Click the[Add] button.

The Vendor Address Search window opens.

Yendor Address Search E

Search Criteria Search By
IE & Code " Phone Mumber
= Mame " Zip Code
Search | Select | Cancel | " State
Code | Organization | Street | City | State| Zip Code | A
| 3
|'W'arning: Applet window
Figure52: Vendor Address Search Window
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3. Enter Search Criteria and click the [Sear ch] button.
Note:

For more information regarding searches, refer to “ Search Function” section in Chapter
2. PRweb Desktop.

4. Highlight the desired VVendor Address.
5. Click the [Select] button.

The Main Form tab displays with the selected vendor(s) in the Suggested Vendor (s) field.

Remove Suggested Vendor

1. Click the[More] button next to the Suggested Vendor (s) field.
The Vendor Summary View window opens.

' Yendor Summary Yiew

H=] E3
Vendor Summary View

aN724 AMERICAN MANAGEMENT 4114 LEGAT! FAIRFAX Ve 22033 F03-227-555
182037705 BALL AEROSPACE 10LOMGS O BROOMFIELD  CO 80020-291

.......... Add‘l Remove

] Cancel

|'W'aming: Applet Window

Figure 53: Vendor Summary View Window

2. Highlight one or more vendors and click the [Remove] button.

3. Click [OK] to return to the Main Formtab.
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Line Item Tab

The Line Itemtab of the PR provides a summary of thelineitemson the PR. This summary
provides general information on lineitems for a PR such asNumber, Description, Quantity,
Unit of I ssue, Unit Cost, and Total Cost.

In PRweb, funding may be handled at the contract level or a thelineitem level. Contract level
funding may be entered on the Line Itemtab. To establish lineitem level funding, the information

may be added on the Funding tab in the Line Item Detail window. To create alineitem refer to
Chapter 6: Lineltem

T

File Line [term

Dezcription | Purchase Request Mumber
Purchase | [iniforms | [PROT0M
Requeat Requistion Date | DPAS Priority Rating | Priority
J24-un-2002 | E 3

hisin Form ~ Line Kem I Cortracts | Addl Data

Total Funding: |$D_E||j Contract Level Funding  [[I&

* alwes may he munded fordisplay purposes.
| mumiber | Deseription | cuantty | Unitotissue|  tntcost | Tetalcost® |

Total Cost:  |50.00

Jawva Applet Window

Figure 54: Purchase Request - <Purchase Request Number> — Line Item Tab
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Creating a New Funding Source

PRweb users can create funding sources at the contract level. The System Administrator grants
user rights to manage funding information. 1f the user does not have these rights, funding
information is read-only or not available.

1. Click the[New] button next to Contract Level Funding.

The Contract Level Funding window opens.

Note: If associated funding information is aready in the database, the [M or €] button displays
and the funding information displaysin the table.

& contract Level Funding il X

Contract Level Funding
Funding Strip Funded Amount
4 B
ey, .. | Edit... [elste Close |

|Java Applet window

Figure55: Contract Level Funding Window

2. Click the [New] button to add funding information.
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The Funding Sources - New window opens with the funding header displayed at the top.

The funding header includes the Document Number and the Total Estimated Cost of all
lineitems.

g-?g Funding Sources - New X

Funding Sources

Document Mumber |PRIII1 0

Total Estimated Cost: I!BI:I.EI[I

Fund Strip Cigae] Ed | Manage.. |

Funded Atmount: I!BEI.DIII Fund ACREMN: I

Add...

Ediit...

Total Euartity: | Total Amourt: | Sleha |

(0].4 | Cancel |

|Java Applet window

Figure 56: Funding Sources—New Window

3. Tosearchfor an existing funding strip, click the [M anage] button.
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The Funding Strip Search window opens.

x
Search Criteria: IE search By
% Code
Pt | Editt.. | Copye., | Delete | " Uszer 1D
Search I Select | Cancel | Template: IGIDbaI ;I
Code | Us=er T
i [+

Java Applet Window

Figure 57: Funding Strip Search Window

4. Select the appropriate template from the Template drop-down list box.

Note:

Selecting “ Global” in the Template drop-down list box searches across all templates.

5. Enter Search Criteria.
6. Click the[Search] button.
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The search results display.

Funding Strip Search . x|

Search Criteria; IE Search By
&% Code
Pt | Ediit... | Copy... | Delets | " Uszer 1D
CSearch | selest | cancel | Tempiste: [y =
Code Lizer |0

21 I 2,88, .34 4B55! BEDEAI9911111111111111: 3 trivvary
21 IV 24,8.0,8 34 4B SE5CCOCCCCRETTTTRE0EIR991 1111111111111 2222223F 55553 trvEy

Al [+
Java Applet Window

Figure 58: Funding Strip Search Window

Note:  Only funding strips that have been created by the user or released by the PD? System
Administrator are displayed.

7. If thedesired funding strip is not found skip to step 10. If it isfound, continue with step 8.
8. Highlight the desired funding strip and click the [Select] button.

9. Skipto step 14.

Note:  For moreinformation on searches, refer to “Search Function” section in Chapter 2:
PRweb Desktop.

10. If thefunding strip is not found, click the [New] button.
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The <Default Template> Funding Strip — New window opens.

Army Funding Strip - New x|

Fund Strip

Departinert Code(2)

Fizcal Year(1)

AppropristionBasic Symbol(4) Lirmitation4)

Prograin “rear(1) Operating Agency(2)

Allatmert Serial Mumber(4) Progratn Eletmert(11)

Eletrert of Resourcel(4) MDER/SODPIE)

Docurment Refersnce Mumbet(14) Accourting Processing Codelg)

Fiscal Station Murmber(B)

Select Template: Army vl Ok | Cloze

Java Spplet Window

Last Digitc1)

Figure59: Army Funding Strip — New Window

Note:  Thedefault funding strip template set by the System Administrator displays. If the
System Administrator has not selected adefault template, you cannot continue

11. To changeto an aternate template, select another template from the Select Template drop-
down list box.

12. Enter the funding strip information in the appropriate fields.

Note: Each field must either befilled out completely or left blank.

13. Click [OK].

Thefunding strip displays on the list of available funding stripsin the Funding Strip
Search window.

14. Highlight the new funding strip and click the [ Select] button to select the new funding strip.

15. Enter the appropriate fund amount in the Funded Amount field.

The Funded Amount field allows the PRweb user to enter the desired dollar amount to
correspond with the selected funding strip. (Itisnot required to enter adollar sign.)

Note: The Funded Amount defaultsto thetotal cost of all lineitems.

16. Enter an Accounting Classification Reference Number (ACRN) in the Fund ACRN.
The Fund ACRN field allows usersto enter ACRN information in theFunding Source
window. Thisfield holds up to two characters.

17. Click [OK] to return to the Contract L evel Funding window.

18. Click [Closg] to return to thePurchase Request window.

19. From the menu, selectFile® Save to update the funding information and save the PR.
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Editing a Funding Source

PRweb users can edit funding sources at the contract level. The System Administrator grants user
rights to manage funding information. 1f the user does not have these rights, funding information

isread-only.

EiBE

File Line ltem

Description Purchaze Reguest Number
Purchase | |uniforms [PrROT01
ReqUESt Requisition Date DPAS Priority Rsting | Priarity
J24-dun-2002 3 |3
Main Forr ~ Line Rem I Cortracts | Addl Data
Total Funding: |$1 0,000.00 Contract Level Funding

* Valwes may pe munded for display puposes.
| humber | Deseription | cuantity | untotissue|  unitcost | Temsicest® |

Total Cost: [$0.00

Java Applet Window

Figure 60: Purchase Request - <Purchase Request Number> - Line Item Tab

1. FromthelLineltemTab of the Purchase Request window, click the [M or €] button next to
Contract Level Funding.

The Contract Level Funding window opens.
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£ contract Level Funding x|

Contract Level Funding

Funding Strip Funded Amount

1111111111111 3 10,000.00

£l [
Mewe... I """" Edit.. Delete Close |

|-_Ia\-'a Applet Window

Figure 61: Contract Level Funding Window

2. Highlight the funding source to be edited and click the [Edit] button.
The Funding Sources window opens.

x

Funding Sources

Document Mumber |PRIII1 01

Total Estimated Cost: I$I:I.EI[I

Fund Strip Mew.. | Edt.. | Manage. |

|21 2l A A A BAARS S S CCCCCCCEET P A aaDESQQaT M A I I 1 222200 R F X AT 73

Funded Amount: |$1EI,IIIIIIIZI.IZIIZI Fund &CREM: |23
Job Order | ExpirationDate | cuantty | Funded smount s |

Ediit...

Total Cuantity: ID.EI Total Amount: |0 00 Delete |

Ok | Cancel |

|Java Applet window

Figure 62: Funding Sources Window

3. Makedesired changes and click [OK] to return to the Contract L evel Funding window.
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4. Click [Closg] to return to thePur chase Request window.
5. Fromthe menu, selectFile® Save to update the funding information and save the PR.

Deleting a Funding Source

PRweb users can delete funding sources at the contract level. Deleting afunding source removes
it from the PR. The System Administrator grants user rights to manage funding information. If
the user does not have these rights, funding information is read-only.

RI=TEY

File Line ltem

De=cription Purchaze Reguest Mumber
Purchase | [uniforms |PrROTO1
Request  _ ionDae | DPAS Priority Rating | Priority
| J24-un-2002 || RE

Wsin Form  Line lem ] Cortracts | Addl Data

| Total Funding: l$1|:|,|3|:||:|,|:||:| Contract Level Funding  Mare... I

* alyes w3y pe munded for display pumposes.

| mumber | Deseription | cusrtty | Untotissue|  Untcost | Totalcostt |

Total Cost: |$0.00

Java Applet Window

Figure 63: Purchase Request - <Purchase Request Number> — Line Item Tab

1. From theLineltemtab of the Purchase Request window, click the [Mor €] button next to
Contract Level Funding.

The Contract Level Funding window opens.
2. Highlight the funding source to be deleted and click the [Delete] button.

3. Click the[Yeg] button in the Confir mation window.

The Contract Level Funding window displays with the funding source deleted fromthe
table.

4. Click the[Close] button to return to the Pur chase Request window.

5. Fromthe menu, selectFile® Save to update the funding information and save the PR.
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Creating a New Funding Strip

PRweb users can create funding strips at the contract level. The System Administrator grants user
rights to manage funding information. 1f the user does not have these rights, funding information

isread-only.
i Purchase Request - PROT100 M=] E3
File  Line Item
| Description Purchaze Beguest Mumber
Purchase | [Supplies |PRO100
REqUESt Fl.equisitiu:un-[fl.;ate DF'.-’-‘«é.F'riu:u;ity.Fl-ating mF.'r.iu:urit_l,l
[o7-Jun-2002 |

Msin Form  Line lem ] Contracts | Addl Data

Total Funding: I Contract Level Funding MNew. I

* alyes w3y pe munded for disnlay pumposes.

‘Number | Description * Quantity | Unit of Issue Urit Cost | Total Cost* |

Total Cost: I

IWarning: Applet Window

Figure 64: Purchase Request - <Purchase Request Number> - Line Item Tab

1. Click the[New] button next to Contract L evel Funding.
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The Contract Level Funding window opens.

Contract Level Funding B3

Contract Level Funding
Funding Strip Furnded Amount
[N | ¥
MHew. .. | Edit. [Elete Cloze |

|Warning: Applet window

Figure 65: Contract Level Funding Window

2. Click the[New] button.

The Funding Sources— New window opens.
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Funding Sources - New

Funding Sources

Document Mumber l!'-‘F:Ei': ]
Tatal Estirmated Cost: I

Fund Strip MNew... ! Edlt, _! Manage...!

Funded Amount: i$EI.DEI Fund ACRMN: i

Job Order | Expiration Date | [Juiantity | Funded Amaotint Add.. l

Edit |

Total Quantity: i T otal Amaount; I e |

Ok, | Cancel l

E-Warning: Applet Windaw

Figure 66: Funding Sources— New Window

3. Click the [New] button.
The <Default Template> Funding Strip - New window opens.

Army Funding Stiip - New

Fund Strip

IDepartment Code(2) [ Fiscal Year1) !—"
Apprapriation/B asic Symbal[4] !— Limnikation(4] !'—'
Program Yeail1] I— Dperating Agencyl2] I—'
Zllatment Serial Mumber(4] I— Pragram Element{11] i—

Element of Rezource(4] i MDERMSODRE] i
Document Fieference Mumber[14)] I Accounting Proceszsing Code(B] i
Fizzal Station Mumber(&) I
Select Template: Army 'i (1] 4 | Cloze I

E-Warning: Applet Window

Figure 67: Army Funding Strip — New Window

4. To change an aternate template, select another template from the Select Template drop-
down list box.

AcquiLine PRweb v2.3 59 July 29, 2002
Functional User’s Guide



Chapter 4: Purchase Request

5.

Enter the funding strip information in the appropriate fields.

Note: Each field must either befilled out completely or left blank. However some fields may

be required, depending on how the System Administrator configured the funding
template.

8.

9.

Click [OK].
The funding strip displaysinthe Fund Strip field of the Funding Sources - New window.

Click [OK] to return to the Contract L evel Funding window.
Click [Closg] to return to thePur chase Request window.

From the menu, selectFile® Save to update the funding information and save the PR.

Note: A new funding strip may aso be created from theFunding Strip Sear ch window by

clicking the [New] button.

AcquiLine PRweb v2.3

60 July 29, 2002

Functional User’s Guide



Chapter 4: Purchase Request

Copying a Funding Strip

PRweb users can copy funding strips at the contract level. Copying funding strips may save time
in the creation of new funding strips. The System Administrator grants user rightsto manage
funding information. If the user does not have these rights, funding information is read-only.

=k

File Line ltem

Description Purchaze Reguest Mumber
Purchase | [suppies {PrROT00
Requeat Requisition Date DPAS Priority Rating | Priarity
J07-un-2002 2 |1
Main Form ~ Line lem | Cortracts | Aol Date
Total Funding: |$1 0,000.00 Contract Level Funding

* alyes w3y pe munded for display pumposes.

Total Cost: |$0.00

Java Applet Window

Figure 68: Purchase Request - <Purchase Request Number> - Line Item Tab

1. Click the[More] button next to Contract L evel Funding.
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& Contrack Level Funding
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X

Contract Level Funding

Funding Strip Funded Amount
1] [

MEwy. .. Elit: [elete Cloze |

I-_lava Applet Window
Figure 69: Contract Level Funding Window
2. Click the[New] button.
The Funding Sources— New window opens.
Funding Sources - New

Funding Sources

Document Mumber IF"F: oo

Tatal Estimated Cost: I$EI.DIJ

Fund Strip Mew,.. I it Manage...l
Funded Amount: i$EI.DEI Fund ACEM: I
Job Drder [ EpirationDate | Quanty | Fundedémount | Add. |

=it |

Total Cluantity: i

Total Amount; I

[Elete |

] 4 | Cancel |

{wéarring: Applet Swindow

Figure 70: Funding Sources— New Window
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3. Click the [Manage] button.
The Funding Strip Search window opens.

Funding Strip Search
Search Critena: Iz search By
& Code
Mew. .. | Edlifi.. | (B | [elete | " User D
Search | SElect | Cancel | Template: |I3In:||:|a| ;I
Code | zer D
=l 3
|Warning: Applet Window

Figure 71: Funding Strip Search Window
4. Select the appropriate template from the Template drop-down list box.

5. Enter Search Criteria and click the [Sear ch] button.

Note:  For moreinformation regarding searches, refer to the “ Search Function” sectionin
Chapter 2: PRweb Desktop.
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Funding Strip Search x|

Search Criteria: IE search By
& Code
Py, | Eciit... | Copy... | Delete | " Uszer D
Zearch | Select | Cancel | Template: I.ﬂ\rrn':.f ;I
Code Uszer 1D

94477944445944455t0ghd5 : 4444444443

o I
Java Applet Window

Figure 72: Funding Strip Search Window

6. Highlight the desired funding strip and click the [Copy] button.

The <Default Template> Funding Strip - Copy window opens with the copied funding
strip information in each field.

Army Funding Strip - Copy 2 ﬁi

Fund Strip

I88989?88944??94444894445Stggh4545?8899r8888444444444489?8948999998

Department Coder2) |3a Fiscal Year(1) lg
AppropristionBasic Symbol(4) IBQ?B Limitstion(4) I3944
Program Year(1) I? Operating Agency(2) I?g

Allotrment Serial Mumber(d) |4444 Prograrn Elemert11) 18944455tggh
Eletrerit of Rezourceld) I4545 MDER!SODPIE) I?BSQQr
Document Reference MNumber(14) l33334444444444 Accounting Processing Codels) Isg?394
Fiscal Station Mumber() Igggggg Last Digit(1) |3

Select Template:  Army vl Ok | Cloze

Java Spplet Window

Figure 73: Army Funding Strip — Copy Window

Note: Thefunding strip is copied into the template t hat corresponds with the PRweb template
used to create the origina funding strip. If the funding strip was created with a PRweb
template that has either been disabled or updated, the PRweb user is unable to copy the
funding strip. In addition, funding strips that were created in PD? will display as
Miscellaneous.
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Make the desired changes to the funding strip.
Click [OK] to save the changes and return to the Funding Strip Sear ch window.
The new funding strip displaysin theFunding Strip Search window.

9. Highlight the funding strip and click the [Select] button to select the new funding strip.
10. Click [OK] to return to the Contract L evel Funding window.
11. Click [Clos€] to return to thePur chase Request window.

12. From the menu, select File > Saveto update the funding information and save the PR.

AcquiLine PRweb v2.3 65 July 29, 2002
Functional User’s Guide



Chapter 4: Purchase Request

Editing a Funding Strip

PRweb users have two options for editing funding strips at the contract level. The System
Administrator grants user rights to manage funding information. If the user does not have these
rights, funding information is read-only.

If the System Administrator has updated or removed the template from which the selected funding
strip was created from, PRweb alerts the user that the template has changed.

Confirmation

®

The funding template uzed to create this
funding ztip has been changed or dizabled.
Select es' to update using new funding
template. Select Mo' to view selected
funding stip az read only.

Tes Mo

|Warning: Applet Window

Figure 74: Confirmation Window

If the user selects[Y es], PRweb displays the updated version of the template or the default
template, depending on whether the template was disabled. The user is able to select another
templateif desired from the Select Template dropdown list box.

Army Funding Strip - Hew
Fund Strip
Department Codel2] I Fizcal Year(1] I
Appropriation/B azic Symbol(4] l Lirnitation(4] !
Program Year(1] I Operating Agency(2] I
Allotrment S erial Mumber[4] I Program Elerment(11] I
Element of Resource(4] I MDER/SODPIE) I
Document Reference Mumber(14] I Accounting Proceszing Code[E] I
Fizcal Station Mumber[B] I Last Digit(1] l
Select Template: Army b i aK I Cloze I

I\-\-"arning: Applet Window

Figure 75: Army Funding Strip — New Window
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If the user selects[No], the funding strip displays asread-only.

Army Funding Strip - [Read Only) [ %]

Fund Strip

IBES'I 1288122230411 18PRE 12300397 MW 3334B 3085 FOM0026G 052455567 855625334

Department Code(2) |gg Fizcal Year(1] !

Appropriation/B asic Symbol[4] |1 AR Lirnitation(4] |-| 299

Program ‘vear(1] |'3 Operating Agency(2] ID’:‘

&llatment Senial Murnber(4) 1118 Program Element(11] IPHE 12300997

Element of Resource(4) IMW'33 MOER/SODF(E] i34ggug

Document Reference Mumber(14] Igpg49525509345 Accounting Processing Code(E] Ir—;55;g5

Fiscal Station Mumber(&) Il;,f_-._2334

Select Template: &imy 'I I ¢ | Cloze

HWaming: Applet Window

Figure 76: Army Funding Strip — (Read Only) Window
Option 1: By Funding Strip Search

& Purchase Request - PRO100 3

File Line ltem

=101 ]

Description
Purchase | [suppies
Request

Purchaze Reguest Mumber
{PrROT00

Requisition Date | DPAS Priority Rating | Priority

| Jo7-un-2002 B [ |1

Wsin Form  Line lem ] Cortracts | Addl Data

| Total Funding: l$1|:|,|3|:||:|,|:||:| Contract Level Funding  Mare... I

* alyes w3y pe munded for display pumposes.

| mumber | Deseription | cusrtty | Untotissue|  Untcost | Totalcostt |

Total Cost: |$0.00

Java Applet Window
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Figure 77: Purchase Request - <Purchase Request Number> - Line Item Tab

1. Click the[More] button next to Contract L evel Funding.
The Contract Level Funding window opens.

& Contract Level Funding |

Contract Level Funding
Funding Strip | Funded Armaurt
21 20 2880 0 3 ARSSSERCCCCCCESETTEE0ESA991 1111111111111 222222323F 833 10,000.00
£l i
ey | Ediit:.. Celete Cloze |

|Java Applet window

Figure 78: Contract Level Funding Window

2. Highlight the desired funding source and click the [Edit] button.

Note:  The PRweb user can aso double-click on the funding source to open the highlighted
funding source.
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The Funding Sources window opens.

unding Sources

Figure 79: Funding Sources Window

3. Click the[Manage] button.
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The Funding Strip Search window opens.

Funding Strip Search
Search Criteria; IE Search By
" Code
MHew... I Edif;.. I [Eapi.. | [ElEte | " User ID
Search | Select | Cancel | Template: IGI-:uI:uaI =
Code | zer D
N 5

|Warning: Applet Window

Figure 80: Army Funding Strip — Edit Window

4. Enter Search Criteria and click the[Sear ch] button.

Note:  For moreinformation regarding searches, refer to the * Search Function” sectionin
Chapter 2: PRweb Desktop.

5. Highlight the desired funding strip and click the [Edit] button.
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The Army Funding Strip — Edit window openswith the original funding information

displayed.
Note:  Youmay not edit afunding strip that i s applied to either another PR or another funding
source on the same PR.
Army Funding Skrip - Edit i x|
Fund Strip
|21 2hf 28 48 A4 4RSSSEECCCCCCREETTEEDEII91 11111 111 111 11222222323F853
Departrient Code(2) |21 Fizcal Year(1) lz
AppropristionBasic Symbali4) |r.,1w1 2 Lirnitation;) IAAAA
Prograrm Yeari1) |3 Operating Agency(2) |44
Allatmert Serial Mumber(4) IEISSS Progratn Eletmert(11) Issccccccsss
Elemert of Resource(4) I??ss MOEREZCDPE) IDEQQQQ
Docurment Refersnce Mumbet(14) l1 1111111111111 Accourting Processing Codelg) |222222
Fizzal Station Murber(5) |323F88 Lazt Digit(1) |3
Select Template: Army vI Ok | Cloze

Java Spplet Window

Figure 81: Army Funding Strip — Edit Window

6. Makedesired changesto the funding strip and click [OK] to return to theFunding Strip
Sear ch window.

7. Click the[Select] button to select the updated funding strip and return to the Funding
Sour ces window.

8. Click [OK] to return to the Contract L evel Funding window.
9. Click the[Close] button to return to the Pur chase Request window.

10. From the menu, selectFile® Save to update the funding information and save the PR.
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Option 2: By Funding Sour ces Window

% Purchase Request - PRO100 ] ;Iglﬂ

File Line [term

Dezcription Purchaze Reguest Mumber
Purchase | [suppie: {PRO100
ReqUESt Requisition Date DP&S Priority Rating | Priority
J07-un-2002 |2 f1
Main Form  Line kem | Cortracts | Al Data
Total Funding: |$1|:|||3|:||:|,|:||:| Contract Level Funding  hore. |

* Values way be munded for dizplay purposes.

Total Cost: |$0.00

Jawva Applet Window

Figure 82: Purchase Request - <Purchase Request Number> - Line Item Tab

1. Click the[More] button next to Contract L evel Funding.
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The Contract Level Funding window opens.

& Contrack Level Funding [

Contract Level Funding

Funding Strip

gDEF33911111111111111

Funded Amount

10,000.00

‘]

Mewy... Edit... Delete

Cloze |

I-_lava Applet Window

Figure 83: Contract Level Funding Window

2. Highlight the desired funding source and click the [Edit] button.
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The Funding Sources window opens.

x

Funding Sources

Document Mumber |PRIII1 a0

Total Estimated Cost: I!BI:I.EI[I

Fund Strip Mew.. | Edt.. | Manage. |

|21 Zhf A AAA SRS EECCCCCCEEET FAaDEIIEI T 1111 1111 1111 222222 32 5F 555

Funded Amaunt: [$10,000.00 Fundachr: [
Jok Orcler | ExpirationDate | cuantty | Funded smourt s |

Ediit...

Tatal Guantity: IIZI.IZI Total Amount; 000 Delate |

(0].4 | Cancel |

|Java Applet window

Figure 84: Funding Sources Window

3. From theFunding Sour ceswindow click the [Edit] button next to theFund Stripfield.
The Funding Strip — Edit window opens with the original funding information displayed.

Army Funding Strip - Edit x|

Fund Strip

|21 2hfi 2808 85344855566 CCCCCCEEET TEEDEI999 111111 111 111 11222222325F5835

Department Code(2) |21 Fiscal Year(1) |2
AppropristionBasic Symbol(4) Ir.m.v\m 2 Lirmitation(4) I,a_,a\,a,,a\
Program Year(1) |3 Operating Agency(2) 144

Allotment Serial Murmberi4) IBSSS Prograrm Elemert(11] Issccccccsaa
Element of Resourcel4) I??SB MDERSCDPE) IDEEIEIEIEI
Cocument Reference WNumbet(14) I1 1111111111111 Accounting Processing CodelE) |222222

Fiscal Station Mumber() |323F33 Last Digit(1) |3

Select Template:  rmy VI [0].4 | Cloze

Java Applet wWindow

Figure 85: Army Funding Strip — Edit Window
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4. Makedesired changes to the funding strip and click [OK] to return to theFunding Sour ces
window.

5. Click [OK] to return to the Contract L evel Funding window.
6. Click the[Close] button to return to the Pur chase Request window.

7. Fromthe menu, select File> Save to update the funding information and save the PR.

Deleting a Funding Strip

PRweb users can delete funding strips at the contract level. The System Administrator grants user
rights to manage funding information. 1f the user does not have these rights, funding information
isread-only.

=

File Line ltem

De=cription | Purchasze Reguest Mumber
Purchase | [lniforms | [PROTOM
Requeat Requisition Date | DPAS Priority Rating | Priority
J24-Jun-2002 | E E

Wsin Form  Line lem I Cortracts | Addl Data

Total Funding: |$1|:|,|3|:||:|,|:||:| Contract Level Funding  Mare... I

* alyes w3y pe munded for display pumposes.

| mumiber | Deseription | cuantity | Untotissue|  Untcost | Tetalcostt |

Total Cost: |$0.00

Java Applet Window

Figure 86: Purchase Request - <Purchase Request Number> Window

1. Click the[More] button next to Contract L evel Funding.
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The Contract Level Funding window opens.

& Contrack Level Funding i

Contract Level Funding

Funding Strip

293511111 111111111.

Funded Amount

10,000.00

Kl

mew.. | {Edt. | Deete

Cloze |

I-_lava Applet Window

Figure 87: Contract Level Funding Window

2. Highlight the desired funding source and click the [Edit] button.
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The Funding Sources window opens.

x

Funding Sources

Document Mumber |PRIII1 0

Total Estimated Cost: I!BI:I.EI[I

Fund Strip Mew.. | Edt.. | Manage.. |
212 2 A A A344B555CC0CCOCEaT777BR0ERA99 11 111111 112222007 77773

Funded Atmount: |$1 0,000,00 Fund ACREMN: I

Add...

Ediit...

Total Cuantity: IIZI.EI Total Amount; 000 Delate |

(0].4 | Cancel |

|Java Applet window

Figure 88: Funding Sources Window

3. Click the[Manage] button.
The Funding Strip Search window opens.

4. Enter Search Criteria and click the[Sear ch] button.

Note:  For more information regarding searches, refer to the “ Search Function” sectionin
Chapter 2: PRweb Desktop.
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Funding Strip Search . x|

Search Criteria: IE SEGEChT
% Code
Mew.. |  Edt. | copy. | Demte | " User I
Search | Select | Cancel | Template: I.ﬂ-.rm*:.-' ;I
Code | Us=er T
21 2h0y 28000 24 ARESERRCCCCCCESETFEE0EI09 1111111111111 22222232 5F 883 FreEY
29 200 28800 2 ARSSSCCCCCCCEET I TFEEDEIS1 111111111111 22222 23F 585583 Fr Y

21 2hf] 240 0 AT AFRE S B YTTaEDEISa M 1111111111112 FIFFITS TNV EY

| IC

Java Applet Window

Figure 89: Funding Strip Search Window

5. Highlight the desired funding strip and click the [Delete] button.

Note:  You may not delete afunding strip that is applied to either another PR or another funding
source on the same PR.

6. Click the[Yeg] button in the Confirmation window.
The Funding Strip Search window displays with the funding strip deleted from the table.

7. Click the[Cancel] button to return to the Funding Sour ces— New window.
8. Click [OK] to return to the Contract Level Funding window.
9. Click the [Close] button to return to the Pur chase Request window.

10. From the menu, selectFile® Save to update the funding information and save the PR.
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Creating a Job Order

PRweb users can create job orders at the contract level. The System Administrator grants a user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

=k

File Line ltem

Description Purchaze Reguest Mumber
Purchase | |unitorms |PrROTO1
Requeat Requisition Date DPAS Priority Rating | Priarity
J24-Jun-2002 E E
Main Form ~ Line lem | Cc:r'rtrac:tsl Aol Date
Total Funding: |$D_E|D Contract Level Funding  NMew...

* alyes w3y pe munded for display pumposes.

Total Cost: |$0.00

Java Applet Window

Figure 90: Purchase Request - <Purchase Request Number> Line Item Tab

1. Click the[New] button next to Contract Level Funding.
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The Contract Level Funding window opens.

% Contract Level Funding x|

Contract Level Funding

Funding Strip | Funded Amount

1| [ 3
Mewy... Edit... Celete Cloze |

I-_lava Applet Window

Figure91: Contract Level Funding Window

2. Click the[New] button.
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The Funding Sources— New window opens.

g-?g Funding Sources - New X

Funding Sources

Document Mumber |PRIII1 0

Total Estimated Cost: I!BI:I.EI[I

Fund Strip Mew... I. Edit | Manage... |

Funded Atmount: I!BEI.DIII Fund ACREMN: I

Add...

Ediit...

Total Euartity: | Total Amourt: | Sleha |

(0].4 | Cancel |

|Java Applet window

Figure 92: Funding Sources—New Window

3. Click the [Add] button next to theJob Order table.
The Attach Job Order — Newwindow opens.

& attach Job Order - New 3 x|
Job Order: I Select... |

Funded &mourt:  |0.00000

Funded Quartity: [1//2

Ok Cancel

Jawa Applet Window

Figure 93: Attach Job Order — New Window

4. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Mumber Search

Search Criteria
Iﬁ v Currert Job Crders Cnly

Search | Select

Cancel

Job Order Mumber Funds Expiration Date

Java dpplet Window

Figure 94: Job Order Number Search Window

5. Click the [New] button.
The Create New Job Order window opens.

& Create New Job Order x|

Job Order Mumber: I

Fundz Expiration Date: I

0.4 | Cancel

|Java Applet Window

Figure 95: Create New Job Order Window

6. Enter anumber in theJob Order Number field and an expiration date in the Funds

Expiration Date field.

Note:  Thefunds expiration date can be entered manually or by using the Auto-Calendar feature.
For more information on the Auto-Calendar, refer to “ Auto-Caendar Feature” sectionin

Chapter 2: PRweb Desktop.

7. Click [OK] to return to theJob Order Number Search window.

8. Double-click the new job order to return to the Attach Job Order window.

9. Click [OK] to return to theFunding Sour ces— New window.
Thejob order displaysin the Funding Sources— Newwindow.
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10. Click [OK] to return to the Contract L evel Funding window.
11. From the menu, selectFile® Save to update the job order information and save the PR.

Attaching a Job Order

PRweb users can attach job orders at the contract level. The System Administrator grants a user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

T

File Line [term

Dezcription | Purchase Request Mumber
Purchase | [iniforms | [PROT0M
Requeat Requistion Date | DPAS Priority Rating | Priority
J24-un-2002 | E 3

hisin Form ~ Line Kem I Cortracts | Addl Data

Total Funding: |$D_E||j Contract Level Funding  hlew .. |

* alwes may he munded fordisplay purposes.
| mumiber | Deseription | cuantty | Unitotissue|  tntcost | Tetalcost® |

Total Cost:  |50.00

Jawva Applet Window

Figure 96: Purchase Request - <Purchase Request Number> Line Item Tab

1. Click the[New] button next to Contract Level Funding.
The Contract Level Funding window opens.

2. Click the[New] button.

AcquiLine PRweb v2.3 83 July 29, 2002
Functional User’s Guide



Chapter 4: Purchase Request

The Funding Sources— New window opens.

& Funding Sources - New |

Document Mumber |F'RIII1 01

Total Estimated Cost: I$LI.[][I

Fund Strip Mew.. | Edi | Manage.. |

Funded Atmount: I!BEI.DIII Fund ACREMN: I

Job Orcler | ExpirationDate | cuantty | Funded smount s |

Ediit...

Total Euartity: | Total Amourt: | Sleha |

(0].4 | Cancel I

|Java Applet window

Figure 97: Funding Sources— New Window

3. Click the [Add] button next to theJob Order table.
The Attach Job Order — New window opens.

Attach Job Order - Hew [ x|

Job Order; I i Select..

Funded &mount.  |0.00000

Funded Quantity: IN;".-'i'-.

0k, Cancel

|Warning: Applet Window

Figure 98: Attach Job Order — New Window

4. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Number Search x|

Search Criteria
Iﬁ v Currert Job Crders Cnly

| Seatch | Select Cancel

Job Order Mumber Funds Expiration Date

Java dpplet Window

Figure 99: Job Order Number Search Window

5. Enter Search Criteria and click the [Sear ch] button.

The search results display.

Job Order Number Search x|

Search Criteria

IE [+ Currert Jok Orders Cnly
ey I Search | Select Cancel |
Job Order Mumber Fundz Expiration Date j
IR 28-Jun-2003
Pl LIk 18-Jun-2004
WAOO001 23456759 10-Feb-2019
i 11 1000099939 30-Sep-2002
MOo0123 12-Mary-2009
MRAPOO0A 12-Mlary- 2201
PMrAPOOOA 11 -Marye-2201 ||
kjl=kjl 27-Jun-2002 &
Kl >

Java dpplet Window

Figure 100: Job Order Number Search Window

6. Highlight the desired job order number and click the [Select] button.
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The Attach Job Order - Newwindow opens.

% Attach Job Order - New 3 il

Job Cirder: IW‘-.I‘EIEIE!E!EIEIS

Funded Amourt:  |0.00000

Funded Quartity: [1/.2

Ok Cancel

Java Applet \Window

Figure 101: Attach Job Order — New Window

7. Click [OK] to return to theFunding Sour ces - New window.
8. Click [OK] to return to the Contract Level Funding window.

9. Fromthe menu, selectFile® Save to update thejob order information and save the PR.

AcquiLine PRweb v2.3 86 July 29, 2002
Functional User’s Guide



Chapter 4: Purchase Request

Editing a Job Order

PRweb users can edit job orders at the contract level. The System Administrator grants a user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

i

File Line ltem

De=cription | Purchasze Reguest Mumber
Purchase | [lniforms | [PROTOM
Requeat Requisition Date DPAS Priority Rating | Priarity
J24-Jun-2002 E E

Wsin Form  Line lem I Cortracts | Addl Data

Total Funding: |$1|:|,|3|:||:|,|:||:| Contract Level Funding  Mare... I

* alyes w3y pe munded for display pumposes.
e [ |
Uit Cost [ Total Cost* |

40.00

ooo

$10,000.00

Uniform Shirt

Total Cost:  |510,000.00

Java Applet Window

Figure 102: Purchase Request - <Purchase Request Number> Line Item Tab

1. Clickthe[More] button next to Contract L evel Funding.
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The Contract Level Funding window opens.

& Contract Level Funding : x|

Contract Level Funding

Funding Strip | Funded Amount
21200 28888 5344B5556ECCCCCCRSETTSSDESI9 11 11111111111 222222523F 553 10,000.00

1| [ 3
Mewy... Edit... Celete Cloze |

I-_lava Applet Window

Figure 103: Contract Level Funding Window

2. Highlight an existing funding source and click the [Edit] button.

AcquiLine PRweb v2.3 88 July 29, 2002
Functional User’s Guide



Chapter 4: Purchase Request

The Funding Sources window opens.

x

Funding Sources

Document Mumber |PRIII1 0

Total Estimated Cost: |$1 000000

Fund Strip Mew.. | Edt.. | Manage.. |
212 28 A4 43440555660 CCCCCRI7 TEADESR91111 1111111111 222223325F 863

Funded Atmount: ID.IZID Fund ACREMN: I

hIAD0S5993 01-Sep-2003

Ediit...

Total Cuantity: IIZI.EI Total Amount; 000 Delate |

(0].4 | Cancel |

|Java Applet window

Figure 104: Funding Sources Window

3. Highlight the desired job order and click the [Edit] button next to theJob Order table.
The Attach Job Order - <Job Order Name> window opens.

£ attach Job Order - MW0088993 3 x|

Joh Crder: ([ITEEERES

Funded Amount:  [0.00

Funded Quartity: [1//2

Ok Cancel

Jawa Applet Window

Figure 105: Attach Job Order - <Job Order Name> Window

4. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Number Search x|

Search Criteria
Iﬁ v Currert Job Crders Cnly

Select Cancel

Py | Seatch |

Job Order Mumber Funds Expiration Date

Java dpplet Window

Figure 106: Job Order Number Search Window

5. Enter Search Criteria and click the [Sear ch] button.

6. Highlight ajob order number and click the [Select] button.

The Attach Job Order - <Job Order Name> window opens with the new job order
number displayed in the Job Order field.

% Attach Job Order - MWOOBE993 x|

Joh Crder: |coneagra

Funded Amount:  [0.00

Funded Quartity: [1//2

Ok Cancel

Jawa Applet Window

Figure 107: Attach Job Order - <Job Order Name> Window

7. Click [OK] to return to theFunding Sour ces window.
8. Click [OK] to return to the Contract L evel Funding window.

9. Fromthemenu, selectFile® Save to update the job order information and save the PR.
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Deleting a Job Order

PRweb users can delete job orders at the contract level. The System Administrator grants a user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

=

File Line ltem

Description Purchaze Reguest Mumber
Purchase | [Lriiom: {PrRO101
Requeat Requisition Date DPAS Priority Rating | Priarity
J24-Jun-2002 E E
Main Form ~ Line lem I Cortracts | Addl Data
Total Funding: |$1|:|,|3|:||:|,|:||:| Contract Level Funding  Mare... I

* alyes w3y pe munded for display pumposes.
B = =

Unitcost | TotslCost® |
40.00

ooo

$10,000.00

Uniform Shirt

Total Cost:  |510,000.00

Java Applet Window

Figure 108: Purchase Request - <Purchase Request Number> Line Item Tab

1. Clickthe[More] button next to Contract L evel Funding.
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The Contract Level Funding window opens.

& Contrack Level Funding [

Contract Level Funding

Funding Strip

gDEF33911111111111111

Funded Amount

10,000.00

‘]

Mewy... Edit... Delete

Cloze |

I-_lava Applet Window

Figure 109: Contract Level Funding Window

2. Highlight an existing funding source and click the [Edit] button.
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The Funding Sources window opens.

x

Funding Sources

Document Mumber |F'RIII1 01

Total Estimated Cost: I!lﬂ 000000

Fund Strip Mew.. | Edt.. | Manage. |

|21 Zhf A AAA SRS EECCCCCCEEET FAaDEIIEI T 1111 1111 1111 222222 32 5F 555

Funded Atmount: ID.IZID Fund ACREMN: I

Add...

Edit...

Tatal Guantity: IIZI.IZI Total Amount; 000 Delate |

(0].4 | Cancel |

|Java Applet window

Figure 110: Funding Sources Window

3. Highlight thejob order and click the [Delete] button next to the Job Order table.

4. Click the[Yes] button in the Confirmation window.
The Funding Sources window displays with the job order deleted fromthe table.

5. Click [OK] to return to the Contract L evel Funding window.

6. Fromthemenu, selectFile® Save to updatethe job order information and save the PR.
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Contracts Tab

The Contracts tab of the PR allows the PRweb user to designate Suggested Contract
Information, aContract Number, and a Suggested Pr efer ence Program.

% Purchase Request - New il =10l x|
File Line ltem
Description | Purchase Request Mumber
Purchase | I
Requeat Requisition Date DPAS Priority Rating | Priarity

|
| 28-un-2002 | |

Msin Fc.rmi Line e  Contracts | Aol Data

Suggested Contract Infaormatior

g Delivery Qrder " Modification

Contract Mumber Seleu:t...l

Suggested Preference Program
iNu:u Preference /Mot Listed LI

Java Applet Window

Figure 111: Purchase Request — New — Contract Tab

1. Select the appropriate Suggested Contract | nfor mation radio button.
The Suggested Contract | nformation radio buttons enable the PRweb user to suggest either
aDélivery Order or Modification for the requirement.

2. Click the [Select] button next to the Contract Number field.

The Contract Number search field allows the PRweb user to select an existing contract in
PD? and associate it with the PR. TheContract Number search field pullsall contracts
available in the PD? database that meet the PRweb user’s search criteria
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The Attachment Search window opens.

Attachment Search x|

Search Criteria Document Type
IE |Cu:unstruu:tiu:un Cortract Awvvard j
Search By
Search | Selest | Cancel | ' Document Mumber " Document Title
Dacumerit Murmkber | Documert Title

Java Applet Window

Figure 112: Attachment Search Window

3. Select the appropriate contract type from the Document Type drop-down list box.

4. Enter Search Criteria and click the [Sear ch] button.

Note:  For moreinformation on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

5. Highlight the desired Document Number for the contract.

6. Click the[Select] button.
The Contracts tab displays with the selected contract in the Contract Number field.

7. Select the desired preference program from the Suggested Pr efer ence Program drop-down
list box.

The Suggested Pr eference Program drop-down list box allows the PRweb user to designate
the desired Preference Program for the requirement.

8. Click the desired Preference Program.
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Add’l Data Tab

The Add’'| Data tab allows the PRweb user to add any Additional Point of Contact (POC)
Information and Security Clearance Requirements. The user can aso view any Contracting
Officer Notes (KO Notes).

I E

File Line ltem

Description Purchaze Reguest Mumber
Purchase | |
Requeat Requisition Date DPAS Priority Rating | Priarity
| 28-un-2002 | |

Wit Forn i Line ftem | Cortractz  Add’l Data |

Additional Point of Contact (POC) Information  Select... | Security Clearance Reguired
;I % |Unclassified " Secret
i ™ Confidentisl ™ Top Secret
< -
KO Mates
]
=]

Java Applet Window

Figure 113: Purchase Request — New — Add’| Data Tab

1. Click the[Select] button next to the Additional Point of Contact (POC) Infor mation field.

The Additional Point of Contact (POC) Information field allows the PRweb user toinclude
one additional POC on the PR. The POC information is pulled from the PD? database.
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The Contact Search window opens.

Contact Search

Search Criteria Search By

IE & Code " Organization Hame

" Contact Mame " Phone Mumber
Search | Selest | Cancel | £ State " Zip Code
Contact | Code | Organization | City | State | Zip Code Ph

ol 5

|Warning: Applet tindow

Figure 114: Contact Search Window

2. Enter Search Criteria and click the [Sear ch] button.

Note:  For moreinformation on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

3. Highlight the desired contact.

4. Click the[Select] button.
The Add'l. Datatab displays the selected contact in the Additional Point of Contact
(POC) Information field. The [ Sdect] buttonisnow a[ Remove] button.

5. Select the appropriate Security Clear ance Required radio button.

The Security Clear ance Requir ed radio buttons enable the PRweb user to add additional
security information for the requirement.

Note: TheKO Notesfield is provided for the Contracting Officer (KO) to input any additional
requirement information in PD”. I the PR is returned to the PRweb user, the KO notes
aredisplayed in thefield. In PRweb, thisfield is read-only.

Saving a Purchase Request

The Save menu option allows the PRweb user to save al changes made to the PR. Upon
completing a PR, the PRweb user must save the PR information. If the PR is updated with new
information, the PR must also be saved. To saveaPR, selectFile > Save from the menu.

Note:  Updating and saving are two separate functions. A PR that has been updated with
information needsto be saved in order to save the PR inits updated status.
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Closing a Purchase Request
The Close menu option allows the PRweb user to close the PR.
To closethe PR:
1. From the menu, selectFile > Exit.
2. Click the[Yeg] button in the Save Confirmation window if the PR information needsto be

saved. Click the [No] button in the Save Confirmation window if the PR information does
not need to be saved.

Note: If aPR has been updated with new information, it is necessary to save the PR before
closing it.

Editing a Purchase Request

PRweb users can open PRs for viewing from the Drafts, Inbox, Outbox and Archives folders.
Open PRs contained in the Drafts, Inbox or Outbox folders may also be edited.

ToopenaPR:

1. From the desktop, click the plus symbol (+) next to the desired folder (e.g., Drafts, Inbox,
Outbox, or Archive).

2. Highlight the PR.
3. From the menu, select Purchase Request - Open, or double-click the highlighted PR.

4. Edit or view the PR as necessary.

Note:  For moreinformation refer to Creating a New Purchase Request in this chapter.

Copying a Purchase Request

PRweb users can copy an existing PR that residesin any of the desktop folders. The ability to copy
PRsisavauabletool that can reduce the creation time for a PR by eliminating repetitive data
entry. Using the Copy feature resultsin creating a copy of the entire PR including lineitems, and
funding. Funding that is not available to the specific user is not copied and the user is notified of
thisin aWarning window.

Note:  PRweb users can also copy PR Mods. However, the copied PR Mod displaysina
Purchase Request — New window.
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i PRweb

File Preferences Help

IS I=] E3

Mew...
Open...

Wigw Summary. ..

Delete

PR Statuz Repart...
Standard Reparts. .

Renurnber...

Route. ..

) =g

iew Approval Hiztony...

acquzer]

|Warning: Applet \Window

Figure 115: Purchase Request Copy Menu Option

1. From the PRweb user’ s desktop, highlight the desired PR to be copied.

2. From the menu, select Purchase Request > Copy.
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The Purchase Request - New window opens.

_imi x

File Line [term

Dezcription | Purchase Request Mumber
Purchase ICu:up',-' of testl 23] | I
Requeat Requistion Date | DPAS Priority Rating | Priority
J25-Jun-2002 | | |
Main Form | Line ttem ] Cortracts | Aol Data |
Reguesting Office Select...| | Type of &ction
\al TER REED ARMY MEDICAL CEMTER & | | Small Purchase " Grants/Coops Agresment
DIRECTORATE OF COMTRACTING ™ Competed Contract " Zesled Bid
SR e Bl e _I;| " Non-Competed Contract FSSIGSA Schedule
il ) " Manutacturer Sole Source { Commercial
e Delete | | Delivery Order " RIB { MISH § FPI
IWALTER REED ARMY MEDICAL CENTER | |- 16k Order
DIRECTORATE OF COMTRACTIMNG
ATTH: HSHL-ZC, BUILDING T-20 + (N =2
KB : =]
Suggested Yendoar(z) Addd. ..
=

Jawva Applet Window

Figure 116: Purchase Request — New —Main Form Tab
3. Enter anew description for the PR in the Description field, if necessary.
The Description field automatically populates with the description “ Copy of <Description>.”

4. Enter aunique number in the Pur chase Request Number field.

5. Theuser can make any necessary changesto the PR and associated line items, attachments,
and funding before saving the PR.

6. From the menu, selectFile> Save to save the PR Copy.
The copied PR display in the Drafts Folder.

Note:  Any information contained on the original PR that is PD*specific datais not copied onto
the new PR.
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Copyinga PR Mod

PRweb users can copy an existing PR Mod. Thisthat residesin any of the desktop folders. The
ability to copy PRsisavaluabletool that can reduce the creation time for a PR by eliminating
repetitive dataentry. Using the Copy feature resultsin creating a copy of the entire PR including
lineitems, and funding. Funding that is not available to the specific user is not copied and the user
isnotified of thisin aWarning window.

! PRweb =]
File Preferences WgiisgEEReERI0 Help
EI Mew...
. Open...
b2 Inbiow

- ) Outbox Wigw Summary. ..
B-Oache T

Delete

PR Statuz Report...
Standard Feports...

Renumber...
Route...

SERTOYE..

Yieww Approval Histary. .

I acquzer]

|Warning: Applet Window

Figure 117: Purchase Request Copy Menu Option

1. From the PRweb user’ s desktop, highlight the desired PR Mod to be copied.

2. From the menu, select Purchase Request - Copy.
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The Purchase Request - New window opens.

_imi x

File Line [term

Dezcription | Purchase Request Mumber

Purchase ICu:up',-' of testl 23] | I

Requeat Requistion Date | DPAS Priority Rating | Priority
J25-Jun-2002 | | |

Main Form | Line ttem ] Cortracts | Aol Data |

Requesting Office Select...l Type of Action

\al TER REED ARMY MEDICAL CEMTER & | | Small Purchase " Grants/Coops Agresment

DIRECTORATE OF COMTRACTING ™ Competed Contract " Zesled Bid

ATTH: HSHL-ZC, BUILDING T-20 _I;| " Non-Competed Contract FSSIGSA Schedule

il ) " Manutacturer Sole Source { Commercial

e Delete | | Delivery Order " RIB { MISH § FPI

VALTER REED ARMY MEDICAL CENTER ] || TSk Order
DIRECTORATE OF CONTRACTIMG

ATTH. HEHL-ZC, BUILDIMG T-20 - it
4 2 -
Suggested Yendoar(z) Addd. ..

B

Jawva Applet Window

Figure 118: Purchase Request — New —Main Form Tab
3. Enter anew description for the PR in the Description field, if necessary.
The Description field automatically populates with the description “ Copy of <Description>.”
4. Enter aunique number in the Pur chase Request Number field.

6. The user can make any necessary changesto the PR and associated line items, attachments,
and funding before saving the PR.

7. From the menu, select File> Save to save the PR Copy.
The copied PR display in the Drafts Folder.

Note:  Any information contained on the original PR that is PD*specific datais not copied onto
the new PR.
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Deleting a Purchase Request

The Delete feature allows the PRweb user to delete existing PR and PR Mods that residein the
user’ s Drafts or Outbox folders. The user cannot delete a document that isin thelnbox or Archive
folders. Deleting aPR or PR Mod removes the document from the user’ s desktop and the PRweb
database. The PR Number isthen available for future use.

Todeletea PR or PR Mod:

1. From the PRweb user’ s desktop, highlight the desired PR or PR Mod to be deleted.

2. From the menu, select Purchase Request > Delete.

A Confirmation window appears to confirm the command to del ete the document.

3. Click the[Yes] button.

Renumbering a Purchase Request

PRweb users can renumber a PR after it has been saved. A PR that resides in the Drafts, Inbox, or
QOutbox can be renumbered.

1. From the PRweb user’s desktop, highlight the desired PR.

2. From the menu, select Purchase Request > Renumber .
The PR Renumber window opens.

PR Renumber

Current PR Humber: |123Train
Mew PR Mumber: I

k. Cancel

|Warning: Applet wWindow

Figure 119: PR Renumber Window

3. Enter the new PR number in theNew PR Number field.

4. Click [OK] to save the new number.
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View Summary
PRweb users can view and print asynopsis of the PR information.
1. Fromthe user's desktop, highlight aPPR.

2. From the menu, select Purchase Request > View Summary.
The Purchase Request Summary Viewwindow opens.

Purchasze Request Summary Yiew E3

Description: Training =
Mumber: Train123

Hequisition Date: 25-Apr-2001

DPAS Priority Rating:

Prionty:

Type of Action: Small Purchaze

Comments: =

Hequesting Office:
DIRECTORATE OF PEMINSULS COMTRACTIMG, ATTM: ATZF-DPCIEUILDING 2746l HARRISOM LOOP,
FORT ELSTIS, via 23604-5233

Iszuing Office:
USPFO FOR PUERTO RICO, P.O. BO:x 3786, SAM JUAM,, PR 00304-3736

Suggested Yendors:
FaIRCHILD SP & DEF CORP
Suggested Contract Information:  Delivery Order

Contract Number: DaKF36-01-C-0001 _ILI
4| - - | b

Prirt HTML Repart | ™ Eigse |

|Warning: Applet Window

Figure 120: Purchase Request Summary View Window
3. Clickthe[Print HTML Report] button.
A new Web browser window opens.

4. From the menu, selectFile> Print.
The PR printsto the machine' s default printer.

5. From the Web browser window menu, select File > Close.

The Web browser window closes.

6. Click the[Close] button in thePur chase Request Summary View window.
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Chapter 5: PR Modifications

PRweb allows the PRweb user to createa PR
Modification by highlighting the archived PR. The PR
Modification (PR Mod) contains the contract and line

In This Chapter...

item level information from the archived base PR. The Ll ng frole Mm'f'.cat' ons

PR Mod featureis similar to the PR feature. PRweb functions described in this chapter,
alows the requesting agent to create, route, approve, and you can:

submit the PR Mod to the Contracting Office. . Create aPR Modification

In order for aPR Mod to be created from a PR, following Manage a PR Modification
criteriamust be met: - Renumber aPR Madification

The PR has been approved in PD?

A PR Mod has not been created in PD? off the PR
An unapproved/unrel eased PR Mod does not exist in PD?
A PR Mod for the selected PR isnot in progressin PRweb

Note: If anew PR Mod isbeing created from an existing PR Mod that was created in PRweb,
the existing PR Mod must be approved and released in PD.

The PR Mod that is created in PRweb will contain all the conform information that existsin PD?
for the base document. Attachments that have been generated with the base document will be
atached to the resulting PR Mod. However, the DD254 that was added to the base document is
not carried over to the PR Mod that is created in PRweb.

Creating a PR Modification

To create a new Purchase Reguest Modification:
1. Highlight the desired PR in the Archive folder.
2. From the menu, select Purchase Request > New > PR Madification.
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Transfer Help

File Preferencez H¥

PR Modification. .

=10 x|

mwvayhlanager

EI'E Drafts
- [F] @anoas- B
- Ik e
|:| Ot ey SUMMEry...
B2 Archive Copy...
..... E
..... E PR-Te=H Lelete
----- [] cmnosa ¢ e
_____ E QADN32 [ L= Report...
..... E QA003S [ Standard Reports...
----- [&] annzd ¢
_____ E QANNAS FEenumbet. ..
Fatte...
ARErOYE.,
“iewy Approval History
|Java Applet WwWindow

Figure 121: New PR Modification Menu Option

3. Enter the PR Modification extension number in the Select M odification Number window.

% 5Select Modification Number )

by

Previous PR Mumber IF‘R Test2

New PR Mumber:  |FR Testo-

oont

(81,4

| Cancel

Jawa Applet Windoww

Figure 122: Select Modification Number Window

Note: ThePreviousPR Number fieldisread-only. The PR Modification number consists of
the Previous PR Number and afour digit PR Modification extension number. The
extension number defaults to the next available number, however the PRweb user is able
to edit the extension number.

4. Click the [OK] button to create anew PR Modification.
The PR Modification displays.
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PR Mod - PR Test2-0001 i =10l x|

Filz  Line Ikem

| Description | Purchaze Reguest Mumber
Purchase  [rr Mod PR Test2-0001
REqUESt Requisttion Date | D_I;-':’-'«_S_I.:'riu:urit_l,l Fating | Frianty
|23-Map-2002 \E E
Main Form I Line: ftem I Contracts | Aol Dt |
Requesting Dffice Select || Type of &ction
MayalL SURFACE WaRFARE CEMTER * Small Purchase " Grants/Coops Agreement
CRAME DIVISION " Competed Contract " Sealed Bid
300 Hw!Y' 361
CRAME N 47522 " Mon-Competed Contract © FS5/G54 Scheduls
’ i Manufacturer Sole Source T Commercial
Issuing Office Delete I i."' DE“'-.-'EI_I.J Order r- MIB # MHISH ¢ FPI

WALTER FEED ARMY MEDICAL CENTERA| | Tack ider

DIRECTORATE OF COMTRACTING C t
ATTH: HSHL-ZC, BUILDING T-20 e
|

P TR

b
<| +
Suggested Vendor(s] Add... I

\Warning: Applet Window

Figure 123: PR Mod - <PR Modification Number> Window

The PR Mod Header displays at the top of the PR Mod window and isvisible from every tab of the
PR Mod window.

PR Mod - PR Test2-0001 3 =10l x|
File  Line Item

Drezcription Purchaze Reguest Murmber
Purchase | [P Mod PR Test2-0001
Requeat Fiequisition Date | DPAS Priority Rating | Priority
[23:May-2002 ‘ B ‘ [3

Figure 124: New PR Modification Header

5. Enter adescription in the Description field.

Note:  The PR Modification defaults the description to display “PR Mod”. However, the
PRweb user is able to edit the description.

The description alows the PRweb user to assign a descriptive reference of up to 60
characters. Thisfieldisrequired to saveaPR.

6. ThePurchase Request Number field isread-only and displaysthe PR Modification Number
previously selected.
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7. Enter the Defense Priority Allocation System (DPAYS) Priority Rating inthe DPAS Priority
Rating field.

Thisfield holds up to 30 characters.

8. Enter the appropriate priority number in thePriority field.
Thisfield holds any humber between 1 and 15.

Managing a PR Modification
The PRweb user is able to edit, view, copy, approve, and route PR Mods. ManagingaPR Maodis

similar to managing PRs. For more information on managing a PR, refer to Chapter 4: Purchase
Request. For more information on routing a PR Mod, refer to Chapter 9: Workflow.

Renumbering a PR Modification
PRweb users can renumber a PR Mod after it has been saved. A PR Mod that residesin the
Drafts, Inbox, or Outbox folders can be renumbered. PR Mods that are in the Archive folder
cannot be renumbered.

1. From the PRweb user’ s desktop, highlight the desired PR.

2. From the menu, select Purchase Request - Renumber .
The PR Renumber window opens.

x

current PR Mumbet: IF‘H Test2-0001

Mew PR Humber: — |FR Testo- |

(6]°4 | Cancel

|Java Applet Window

Figure 125: PR Renumber Window

3. Enter the new PR Modification extension number in theNew PR Number field.

4. Click [OK] to save the new number.
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Chapter 6: Line Item

Creating a Line Item

1. Fromthe menu, selectLineltem - New =>
CLIN.

The Line Item Detail — Newwindow opens
with the Detail tab displayed.

TheLineltem Detail header displays at the top
of theLineltem form and isvisible from every
tab of the Line Item Detail window.

i Line Item Detail - New

File Funding

Line ltem Detail | Mumber Dezcription

In This Chapter...

Using the Line Item Detail functions
described in this chapter, you can:

Createalineltem
Manage Funding Sources
Manage Funding Strips
Manage Job Orders
Create a SubCLIN

=13l x|

| {oc |

Detail | Description I Furnidinig I Shippiriy I Local Info i

MSM: |

Delivery Date: [;1
=¢

Start Date

CLIM Type: * Priced ¢ |nfo Only

Select... I

End Date

Period of Performance: %w!‘ o

| By =R

Extended Descriphion:

[Auantity E ztimated Linit Price E ztimated Line Item Cost
[tern Calculation; | X 1 = ]
Period: " Option (+ Base Opt. #: b sene
MILSTRIP: | | =1
{warning: Applet Window
Figure 126: Lineltem Detail —New - Detail Tab
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2. Enter adescriptionin the Description field.

The Description field for the line item holds up to 65 characters.

Detail Tab

The Detail tab allows the PRweb user to provide information pertaining to theNSN, Delivery
Date, or Period of Performance, aswell asCLIN Type, Extended Description, Quantity,
Estimated Unit Price, Period, Option Number (if applicable), MIL STRIP, and Unit of | ssue.

i Line Item Detail - New =10l x|
File  Funding

M urnber D escription

Line ltem Detail
Jpoo [

Detail Descripticnnl Fundingl Shippingl Local Info

MNSH: [ Select... |

Dielivery O ate: I % [i | =1 -]
Start Date End Date

Perind of Perfarmance: I %"’:l I Eﬁl‘

CLIM Type: ™ Priced ¢ |nin Orily

Extended Dezcnption:

[uantity E ztimated Linit Frice E ztimated Line ltem Cost
[termn Calculation: I X ! = I
Period; " Dption + Baze Opt. #: I Viiaitssia
MILSTRIP: | | -

|Warning: Applet Window

Figure 127: Lineltem Detail - New — Detail Tab

1. Toassociate an NSN with the line item, click the [ Select] button next to the NSN field.
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The NSN Search window opens.

eNSearch x|
Search Critenia

Search By

' NSN
™ Diescription

B

Search Resulks:

MSH Dezcription Unit of lzzue | War Oty + | War Gt - | BM/SS |

Search Select Cancel

Warning: Applet Windaw

Figure 128: NSN Search Window

2. Enter Search Criteria and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

3. Highlight the desired NSN.

4. Click the [Select] button.

The selected NSN automatically popul ate the following fields with information from PD2
NSN, Description, Extended Description, Unit of Issue, Var in Qty +, Var in Qty —, and
Brand Name/Sole Source.

Note: If noinformation existsin PD? for Variation in Quantity(+),Variation Quantity (-)%, or
Brand Name/Sole Source, then the search shall display these fields as blank.

5. Theremust be aDelivery Date or Period of Performance entered in order to save theline
item.

AcquiLine PRweb v2.3 111 July 29, 2002
Functional User’s Guide



Chapter 6: Line Item

Note: If thePriced radio button is selected, a Delivery Date or Period of Performanceis
required. If thelnfo Onlyradio button is selected, the Delivery Date or Period of
Performanceis not required.

a If thelineitem requires aspecific delivery date, enter itin the Delivery Datefield
manually or use the Auto-Calendar feature.

b. If thelineitem requiresan ADC or AFATA delivery date, select the appropriate units of
time from the drop-down list box to the right of the Delivery Datefield and enter the
numeric valuein thefield on the | eft.

c. Ifthelineitem requires a Period of Performance, enter it in the Start Date and End Date
fields manually in the Period of Performancefield, or use the Auto-Calendar feature.

Note:  Only one date type can be entered, aDelivery Date or aPeriod of Performancedate.

6. If aPD2user adds multiple delivery information to a PR and return routes that PR to PRweb,
PRweb will display a[Multiple Deliveries] button instead of the Delivery Date or thePeriod
of Performancefields. To see asummary of the multiple delivery information, click on the
[Multiple Deliveries] button. PRweb displays the multiple delivery informationin a
summary format that is read-only.

: Line Item Detail - 0001 =10] =]

File Funding

Line Item Detail | MNumber Description
fino [Chack 'wheel Painted

Detail l Descriptiu:un] Funding] Shipping] Lacsl Info

MSH: |1 730-00-M1B-001E Select... I

tultiple Deliveries |

CLIM Type: £ Priced " Info Only

Estended Dezcrption: | The chocks are made of finizhed, planed kin-dried wood blocks.
There are two twpes of four options:;

[ uiartiby E stimated Unit Price E stimated Line |tem Cost
Itern Calculation: 200.00 X |200.00 = |$40,000.00
Period: " Dptioh (* Base Opt. #: I— it of |zsue
MILSTRIP: | |Each -]

{Warning: Applet Window

Figure 129: Lineltem Detail — 0001 — Detail Tab
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Multiple Delivery Detail - 0001 x|
|
Delivery Date | Quantity | Ship To Address uic
17JuFZ002  120.56 USFFO FOR VIRGINIA DAHAS4

401 EAST FRAMKLIN STREET
RICHMOMD, W& 23219-2317

12 hrs ADC 858.45 1 CONSICC F44600
74 MEALY AVENLIE
SUITE 109
LAMGLEY AFB, VA 23665-2088

["Warning: Applet Window

Figure 130: Multiple Delivery Detail - 0001

7. Enter amore detailed description of the line item, if necessary, in the Extended Description
field.

Thisfield holds up to 255 characters.
8. Enter aquantity in theQuantity field.

9. Enter an amount in the Estimated Unit Pricefied.

The PRweb module automatically calculatesthe lineitem cost out to five decimal places. The
user must include the quantity in order to save the lineitem.

Note: A dollar signisnot required when entering the estimated cost of each unit.

10. Select the Option or Base Period radio button.

11. Enter the appropriate number of daysin the Opt # field, if it isan option period lineitem.

Thisfield holds up to four characters. The specified number of days representsthe period's
duration in days.

12. Enter the MILSTRIP information intheMILSTRIP field if necessary.
Thisfield holds up to 30 characters.

13. Select the appropriate unit of issue from the Unit of | ssue drop-down list box.
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Description Tab

The Description tab in the Line Item Detail window allows the PRweb user to further specify
details pertaining to the line item. The user can include the M anufacturer, Manufacturer Part
Number, Vendor Number, Product/Category Number, Drawing Number, Specification
Number, Serial Number, Piece Number, Model Number, Color, Sze, SMIC, Positive
Variation in Quantity, Negative Variation in Quantity, Project Number, FSC code, SIC
code, Brand Name/Sole Sour ce and NAICS code on this tab.

i Line Item Detail - 0001 =10 x|

File  Funding

Line ltem Detail umber Description

|00 [

Detsi  Description | Funding | Shipping | Local info |

Manufacturer: Celect |
hd anufacturer Coke I

Fart Mumber:

WYendor Mumber: Size: I

Frod./Cat. Mumber; SMIC: |

|
|
l
!
Drawing Number. | VarOp+ [ wvardw-[
I
I
l
|

Spec. Mumber: Froject: i

Sernial Mumber: EEE I ;l

Fiece Mumber: SIC: | -]

Model Humber. Brand Mame/Sole Source Iﬂ
NAICS: | =

rarning: Applet Window

Figure 131: Line ltem Detail — New — Description Tab

1. Toassociate amanufacturer with the line item, click the [Select] button next to the
Manufacturer field.
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The Vendor Address Search window opens.

Vendor Address Search

Search Criteria Search By

IE ' Code " Phone Mumber

= pame " Zip Code
Search | Selent | Cancel | " State
Code | Crganization | Street | City | State| Zip Code | A

=l 5

|'W'arning: Applet Window

Figure 132: Vendor Address Search Window

2. Enter Search Criteria and click the [Sear ch] button.

Note:  For moreinformation on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

3. Highlight the desired manufacturer.

4. Click the[Select] button.
The selected manufacturer displaysin the Manufacturer field in the Description Tab.

5. Enter the manufacturer number of the requirement in the M anufacturer Part Number field.
Thisfield holds up to 40 characters.

6. Enter the appropriate vendor number of the requirement in theVendor Number field.
Thisfield holds up to 40 characters.

7. Enter the product/category number of the requirement in theProd./Cat. Number field.
Thisfield holds up to 25 characters.

8. Enter the drawing number in the Drawing Number field.
Thisfield holds up to 25 characters.

9. Enter the specification number of the requirement in the Spec. Number field.
Thisfield holds up to 15 characters.

10. Enter the serial number of the requirement in the Serial Number field.
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Thisfield holds up to 15 characters.

11. Enter the piece number of the requirement in thePiece Number field.
Thisfield holds up to ten characters.

12. Enter the model number of the requirement in theModel Number field.
Thisfield holds up to ten characters.

13. Enter the color of the requirement inthe Color field.
Thisfield holds up to 15 characters.

14. Enter the size of the requirement in the Sze field.
Thisfield holds up to 30 characters.

15. Enter the Special Materia Identification Code (SMIC) of the requirement inthe SMIC field.
Thisfield holds up to two characters.

16. Enter the Positive Variation in Quantity of the requirement in theVar Qty +field.
Thisfield holds anumber greater than zero and equal or less than 10 with up to 2 decimals.

17. Enter the Negative Variation in Quantity of the requirement in theVar Qty - field.
Thisfield holds a number greater than zero and equal or less than 10 with up to 2 decimals.

18. Enter the project number/description of the requirement in thePr oj ect field.

Thisfield holds up to ten characters.
19. Select the Federa Supply Classification (FSC) code from theFSC drop-down list box.
20. Select the Standard Industrial Classification (SIC) code from the SIC drop-down list box.
21. Select the Brand Name/Sole Source from theBrand Name/Sole Sour ce drop-down list box.

22. Select the North American Industry Classification Standards (NAICS) code from the NAICS
drop-down list box.
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Funding Tab

The PRweb module provides the ability to add funding at the line item level or assign contract
level funding. For moreinformation on contract level funding, refer to Chapter 4: Purchase
Request. The user can add line item level funding from within theLine Item Detail window. The
Funding tab displaysline item funding information. The cumulative amount of funding
automatically displays on theLine Itemtab of the PR. The System Administrator grants user
rights to manage funding information. 1f the user does not have these rights, funding information

isread-only.
& Line Item Detail - New S
HIEW Funcline =
Li = etail Mumber Description
|00t | Tool Bax and Kit

Detaill Descrigtion  Funding | Shippingl Locsl Info

Java Applet Window

Figure 133: Line Item Detail - New — Funding Tab
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Creating a New Funding Source

PRweb users can create funding sources at the contract level. The System Administrator grants
user rights to manage funding information. 1f the user does not have these rights, funding

information is read-only.

1. From the menu, selectFunding® New.
The Funding Sources— Newwindow opens with the funding header displayed at the top.

The funding header includes the Number, Description, and the Total Estimated Cost of the
lineitem. Thedatacontained in these fieldsisretrieved from the Detail tab.

& Funding Sources - New x|

Funding Sources

Murmket: ||]|3|:|1 Description; |T|:|c|| Biox and Kit
Total Estimated Cost: I$9,SDD.DD
Fund Strip Chigw]  Edn I Manage...l

Funded Amaunt: |$EI,5I:II:I.EIEI Fund ACRM: I

Job Orcler | Expirationpate | cuantty | Funded amount s |
Edit...

Total Guantity: | Total Amourit: | Slte |

6] | Cancel |
I-_lava Applet Window
Figure 134: Funding Sources — New Window
2. Tosearchfor an existing funding strip, click the [M anage] button.
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The Funding Strip Search window opens.

Funding Strip Search
Search Criteria: Iz Search By
& Code
Mew... | Edit... | [Eam.. | Delete | " UserID
Search | SElect | Cancel | Template: |I3In:||:|a| ;I
Code | zer D

[T

|Warning: Applet Window

Figure 135: Funding Strip Search Window

3. Select the appropriate template from the Template drop-down list box.

Note:

Selecting “Globa” in the Template drop-down list box searches across all templates.

4. Enter Search Criteria and click the [Sear ch] button.
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The search results display.

Funding Strip Search L |

Search Criteria: IE Search By
&% Code
Pt | Ediit... | Copy... | Delets | " Uszer 1D
Search I Zelect | Cancel | Template: I'E"rmY LI

Code Uzer 1D

21 2MH 28,

] I
Java Applet Window

Figure 136: Funding Strip Search Window

Note:  Only funding strips that have been created by the user or released by the PD? System
Administrator are displayed.

5. If thedesired funding strip is not found, skip to step 8. If it isfound, continue with step 6.
6. Highlight the desired funding strip and click the [Select] button.

7. Skiptostep 13.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

8. If thefunding strip is not found, click the [New] button.
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The <Default Template> Funding Strip — New window opens.

Army Funding Strip - New x|

Fund Strip

Departinert Code(2)

Fizcal Year(1)

AppropristionBasic Symbol(4) Lirmitation4)

Prograin “rear(1) Operating Agency(2)

Allatmert Serial Mumber(4) Progratn Eletmert(11)

Eletrert of Resourcel(4) MDER/SODPIE)

Docurment Refersnce Mumbet(14) Accourting Processing Codelg)

Fiscal Station Murmber(B) Last Digit(1)
Select Template: Army vI Ok | Cloze

Java Spplet Window

Figure 137: Army Funding Strip - New Window

Note: Thedefault funding strip template set by the System Administrator displays. If the
System Administrator has not selected a default template, you cannot continue.

9. To changeto an aternate template, select another template from the Select Template drop-
down list box.

10. Enter the funding strip information in the appropriate fields.

Note: Each field must either befilled out completely or left blank.

11. Click [OK].

Thefunding strip displays on the list of available funding stripsin the Funding Strip
Search window.

12. Highlight the new funding strip and click the [Select] button to select the new funding strip.

13. Enter the appropriate fund amount in the Funded Amount field.

The Funded Amount field allows the PRweb user to enter the desired dollar amount to
correspond with the selected funding strip. (Itisnot required to enter adollar sign.)

Note: TheFunded Amount defaultsto thetotal cost of thelineitem.

14. Enter an ACRN in the Fund ACRN.

The Fund ACRN field allows usersto enter ACRN information in theFunding Sour ce
window. Thisfield holds up to two characters.

15. Click [OK] to save.

Note: The PR must be saved to save the new funding source.
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Editing a Funding Source

PRweb users can edit funding sources at the contract level. The System Administrator grants user
rights to manage funding information. 1f the user does not have these rights, funding information

isread-only.
& Line Item Detail - 0001 =Hr
File  Funding —I——I
i o | Rlumb Descrigli
Line ltem Detail ™ excription
|00t | Tool Bax and Kit

Detaill Descrigtion  Funding | Shippingl Locsl Info

P e || P
FundingStip | Funced a4
212001 280 0 0 3A4BS5SEECCOCCCESETTEEDEIIAIT 1111 111 111 1 22222251 9,

1| i

Java Applet Window

Figure 138: Line Item Detail - <Line Item Number> - Funding Tab

1. From the Funding tab of theLine Item Detail window, highlight the funding source to be
edited.

2. From the menu, select Funding - Edit.

Note: The PRweb user can also double-click on the funding source to open the highlighted
funding source.
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The Funding Sources window opens.

x

Funding Sources

Mumbet: ||]|3|:|1 Description: |T.:.c.| B and kit
Total Estimated Cost: I'BEI,SEID.EID
Fund Strip Plesy... I Ediit... I Manage...l

|21 Zhf A AAA SRS EECCCCCCEEET FAaDEIIEI T 1111 1111 1111 222222 32 5F 555

Funded Amaunt: [$9,500,00 Fundachr: [
Jok Orcler | ExpirationDate | cuantty | Funded smourt s |

Ediit...

Tatal Guantity: IIZI.IZI Total Amount; 000 Delate |

(0].4 | Cancel |

|Java Applet window

Figure 139: Funding Sources Window

3. Makedesired changes and click [OK] to return to theLine Item Detail window.

4. Fromthe menu, selectFile® Update to update the line item with the funding information.

Note: The PR must be saved to save the new funding source.

Deleting a Funding Source

PRweb users can delete funding sources at the contract level. The System Administrator grants
user rights to manage funding information. If the user does not have these rights, funding
information is read-only.
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& Line Item Detail - 0001 Y ] 54

File  Funding

Murmber Description

Line Item Detail
o0 | Tool Boxx and Kt

Detaill Description  Funding ] Shipping] Local Info

Funding Strip Funded &1

21 2h0 2808 0 5448555 g/ 7530E39991111111111111122

Java dpplet Window

Figure 140: Lineltem Detail - <Line Item Number> - Funding Tab

1. From the Funding tab of theLine Item Detail window, highlight the funding source to be
deleted.

2. From the menu, select Funding ® Delete.

3. Click the[Yeg] button in the Confirmation window.
The Funding tab displays with the funding source deleted from the table.

4. Fromthe menu, selectFile® Update to update the line item with the funding information.

Note: The PR must be saved to save the funding source.

Creating a New Funding Strip

PRweb users can create funding strips at the lineitem level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information
isread-only.
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f_

-

5140-01-424-9917

Flaztic hinged hd tool box with a remowvable tray which can also be
uzed as a step stool. The box has a recessed canving handle. In
the kit are various hand toaolz such as pliers, wienches, screwdrivers,!
tape measure, knife, safety goggles, hammer, fla |

COption & Base Ope [
[

Figure 141: Line Item Detail — New Window

1. From the menu, select Funding® New.
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The Funding Sources— New window opens.

& Funding Sources - New ) |

Funding Sources

Mumbet: ||]|3|:|1 Description: |T.:.c.| By and kit
Total Estimated Cost: I'BEI,SEID.EID
Fund Strip Edlit.: I Manage...l

Funded Atmount: I!BEI,SEIEI.EIEI Fund ACREMN: I

S T [ .

Ediit...

Total Euartity: | Total Amourt: | Sleha |

(0].4 | Cancel |

|Java Applet window

Figure 142: Funding Sources— New Window

2. Click the[New] button.
The <Default Template> Funding Strip — New window opens.

Army Funding Strip - New x|

Fund Strip

Departinert Code(2)

Fizcal Year(1)

AppropristionBasic Symbol(4) Lirmitation4)

Prograin “rear(1) Operating Agency(2)

Allatmert Serial Mumber(4) Progratn Eletmert(11)

Eletrert of Resourcel(4) MDER/SODPIE)

Docurment Refersnce Mumbet(14) Accourting Processing Codelg)

Fiscal Station Murmber(B)

Select Template: Army vI Ok | Cloze

Java Spplet Window

Last Digitc1)

Figure 143: Army Funding Strip — New Window

3. Tochange an dternate template, select another template from the Select Template drop-
down list box.
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4. Enter the funding strip information in the appropriate fields.

Note: Each field must either befilled out completdy or left blank. However some fields may
be required, depending on how the System Administrator configured the funding
template.

5. Click [OK].
Thefunding strip displaysin the Fund Strip field of the Funding Sources - New window.

6. Click [OK] toreturntotheLineltem Detail window.

7. Fromthe menu, selectFile® Updateto update the line item with the funding information.

Note: A new funding strip may aso be created from theFunding Strip Sear ch window by
clicking the [New] button.

Note: The PR must be saved to save the new funding strip.

Copying a Funding Strip

PRweb users can copy funding strips at thelineitem level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information
isread-only.
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Line Item Detail - New

Funding

Figure 144: Lineltem Detail — New — Funding Tab

1. From the menu, selectFunding® New.
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The Funding Sources— New window opens.

Funding Sources - Hew

Funding Sources

Humber: |DI]I]1 Description: |

T otal Estimated Cost: I

Furd Strip T R |Manage...|

Funded Amount: |$D.DD Cozt Code: IDDDDDDDDDDDD Fund ACRM: I

[JobOcer [ EwpisonDate [ Quanty | FundedAmount | sdd |
it |

Total Quantiby: I Tatal Armaount: I elete |

Qk | Cancel |

|Warning: Applet Window

Figure 145: Funding Sources — New Window

2. Click the[Manage] button.
The Funding Strip Search window opens.

Funding Strip Search E
Search Criteria: ng Search By
* Code
MHew... | Edits.. I [CamEy.. | [elete | " User 1D
Search | Helect I Cancel | Template: |I3I|:-I:|a| ;I
Code | zer D
2| »
|'W'arning: Applet window

Figure 146: Funding Strip Search Window
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3. Select the appropriate template from the Template drop-down list box.

4. Enter Search Criteria and click the[Sear ch] button.

Note:  For more information regarding searches, refer to the “ Search Function” section in
Chapter 2: PRweb Desktop.

Funding Strip Search x|

Search Criteriz: IE search By
i Code
Mew... | Edt.. | copy. |  Deete | " User ID
Search I Select I Cancel I Template: I.ﬂ.rm':.r' LI

Code Uset D

44770444459444

o I

Java dpplet Wwindow

Figure 147: Funding Strip Search Window

5. Highlight the desired funding strip and click the [Copy] button.

The <Default Template> Funding Strip - Copy window opens with the copied funding
strip informationin each field.

Army Funding Strip - Copy 3 5[

Fund Strip

I88989?88944??9444489444SStggh4545?8899r8888444444444489?8948999998

Departrient Code(2) |88 Fizcal Year(1) lg
AppropristionBasic Symbali4) |39?3 Lirnitation;) |3944
Prograrm Yeari1) |? Operating Agency(2) |?9

Allatmert Serial Mumber(4) |4444 Progratn Eletmert(11) 18944455tggh
Eletrert of Resourcel(4) |4545 MDER/SODPIE) I?BSQQr
Docurment Refersnce Mumbet(14) l38334444444444 Accourting Processing Codelg) Isgrsg;@
Fizzal Station Murber(5) |399999 Lazt Digit(1) |3

Select Template: Army vI Ok | Cloze

Java Spplet Window

Figure 148: Army Funding Strip — Copy Window
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Note: Thefunding strip is copied into the template that corresponds with the PRweb template
used to create the origina funding strip. If the funding strip was created with a PRweb
template that has either been disabled or updated, the PRweb user is unable to copy the
funding strip. In addition, funding strips that were routed from PD? will display as
Miscellaneous.

Make the desired changesto the funding strip.
7. Click [OK] to save the changes and return to the Funding Strip Sear ch window.
The new funding strip displaysin theFunding Strip Search window.

8. Highlight the funding strip and click the [Select] button to select the new funding strip.
9. Click [OK] to return to the Funding tab of theLineltem Detail window.

10. From the menu, sdectFile® Updateto update the lineitem with the new funding
information.

Note: The PR must be saved to save the edited funding strip.

Editing a Funding Strip

PRweb users have two options for editing funding strips at the lineitem level. The System
Administrator grants user rights to manage funding information. If the user does not have these
rights, funding information is read-only.

If the System Administrator has updated or removed the template from which the selected funding
strip was created from, PRweb alerts the user that the template has changed.

@ The funding template uzed to create this
funding ztip has been changed or dizabled.
Select es' to update using new funding
template. Select Mo' to view selected
funding stip az read only.

Tes Mo

|'wiaming: &pplet Window

Figure 149: Confirmation Window
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If the user selects[Y es], the PRweb user is able to create a new funding strip using the updated
version of the template or specify another template.

Army Funding Strip - Hew
Fund Strip
Department Codel2) I Fizcal vear(1] l
AppropriationdB asic Symbol(4] l Lirnitation(4] !

Frogram vear(1] I Operating Agency(2] I
Allotment Serial Mumber[4] I Program Element[11] I

Element of Resource(4] I MDER/SODP[E] I
Ciocument Reference Mumber(14] I Accounting Proceszing CodelE] I
Fizcal Station Murber[E)] I Lazt Digit[1] l
Select Template: Arry - i (0]:8 I Cloze I

%W arning: Applet \window

Figure 150: Army Funding Strip — New Window

If the user selects[No], the funding strip displays asread-only.

Army Funding Strip - [Read Only]
Fund Strip
IH& 1726812223041 1 1BPRE 12300957 MW 3334B 3085 P04 00256 0934055678554 2 334
Department Code(2) Igg Fizcal 'ear(1]
Appropriation/Basic Sumbol[4] I-, AR Lirnitation(4]

Pragram Year(1] I'-j Operating Agenicyl(2]
Allatment Serial Mumber(2] |1 118 Frogram Element(11]

Element of Resounce(4) Ing;g MDEF/SODFE) i
Document Reference Mumber(14) Igg:g;;gggggggg,ﬁ Accounting Processing Code(B) 3555355
Fizcal Station Mumber ) I‘_:;.\z'_-::h’;

Select Template: Aimy T i I i | Cloze

| arming: Applet Window

Figure 151: Army Funding Strip — (Read Only) Window
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Option 1: By Funding Strip Search
e
File  Funding

Murmber Description

Line Item Detail
o0 | Tool Boxx and Kt

Detaill Description  Funding | Shipping.l Local Info

Java dpplet Window

Figure 152: Line ltem Detail - <Line Item Number> - Funding Tab

1. Highlight the funding source to be edited.

2. Fromthe menu, sdlectFunding® Edit.
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The Funding Sources window opens.

unding Sources

Figure 153: Funding Sources Window

3. Click the[Manage] button.
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The Funding Strip Search window opens.

Funding Strip Search
Search Criteria; IE Search By
&+ Code
MHew... I Edif;.. I [Eapi.. | [ElEte | " User ID
Search | Select | Cancel | Template: IGI-:uI:uaI =
Code | zer D
N 5
|Warning: Applet Window

Figure 154: Army Funding Strip — Edit Window

4. Enter Search Criteria and click the[Sear ch] button.

Note:  For moreinformation regarding searches, refer to the * Search Function” sectionin
Chapter 2: PRweb Desktop.

5. Highlight the desired funding strip and click the [Edit] button.
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The Army Funding Strip — Edit window openswith the original funding information

displayed.
Note:  Youmay not edit afunding strip that is applied to either another PR or another funding
source on the same PR.
Army Funding Skrip - Edit g x|
Fund Strip
|21 2hf 28 48 A4 4RSSSEECCCCCCREETTEEDEII91 11111 111 111 11222222323F853
Departrient Code(2) |21 Fizcal Year(1) lz
AppropristionBasic Symbali4) |r.,1w1 2 Lirnitation;) IAAAA
Prograrm Yeari1) |3 Operating Agency(2) |44
Allatmert Serial Mumber(4) IEISSS Progratn Eletmert(11) Issccccccsss
Elemert of Resource(4) I??ss MDERISCDPE) IDEQQQQ
Docurment Refersnce Mumbet(14) l1 1111111111111 Accourting Processing Codelg) |222222
Fizzal Station Murber(5) |323F88 Lazt Digit(1) |3
Select Template: Army vI Ok | Cloze
Java Spplet Window

Figure 155: Army Funding Strip — Edit Window

6. Makedesired changesto the funding strip and click [OK] to return to theFunding Strip
Sear ch window.

7. Click the[Select] button to select the updated funding strip and return to the Funding
Sour ces window.

8. Click [OK] to return to the Funding tab of theLineltem Detail window.

9. Fromthe menu, selectFile® Update to update the lineitem with the new funding
information.

Note: The PR (or PR Mod) must be saved to save the edited funding strip.
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Option 2: By Funding Sour ces Window
o s 1
File  Funding

Mumber Description

Line Item Detail
||:u:|n1 IT::u:uI Biox and Wit

Detaill Descrigtion  Funding | Shipping.l Locsl Info

Java Applet Window

Figure 156: Lineltem Detail - <Line Item Number> - Funding Tab

1. Highlight the desired funding source.

2. Fromthe menu, sdlectFunding® Edit.
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The Funding Sources window opens.

x

Funding Sources

Mumbet: ||]|3|:|1 Description: |T.:.c.| B and kit
Total Estimated Cost: I'BEI,SEID.EID
Fund Strip Plesy... I Ediit... I Manage...l

|21 Zhfi 2 AAAA A RSSO COCTCERT T FoaDEISIT 1 1111111 1 12222 225 805 a3

Funded Amaunt: [$9,500,00 Fundachr: [
Jok Orcler | ExpirationDate | cuantty | Funded smourt s |

Ediit...

Tatal Guantity: IIZI.IZI Total Amount; 000 Delate |

(0].4 | Cancel |

|Java Applet window

Figure 157: Funding Sources Window

3. From theFunding Sour ceswindow click the [Edit] button next to theFund Stripfield.
The Funding Strip — Edit window opens with the original funding information displayed.

Army Funding Strip - Edit x|

Fund Strip

|21 2hhi 2808 85344B555CCCCCCCEET 77 TEEDESA9 111 111111111 222222 3F 55355

Department Code(2) |21 Fiscal Year(1) |2
AppropristionBasic Symbol(4) Ir.m.v\m 2 Lirmitation(4) I,a_,a\,a,,a\
Program Year(1) |3 Operating Agency(2) 144

Allotment Serial Murmberi4) IBSSS Prograrm Elemert(11] Icccccccaa??
Element of Resourcel4) I??SB MDERSCDPE) IDEEIEIEIEI
Cocument Reference WNumbet(14) I1 11111111111 Accounting Processing CodelE) |222222

Fiscal Station Mumber() |3F3333 Last Digit(1) |3

Select Template:  rmy VI [0].4 | Cloze

Java Applet wWindow

Figure 158: Army Funding Strip — Edit Window
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4. Makedesired changes to the funding strip and click [OK] to return to theFunding Sour ces
window.

5. Click [OK] to return to the Funding tab of theLine Item Detail window.

6. From the menu, selectFile® Updateto update the line item with the new funding
information.

Note:  The PR must be saved to save the edited funding strip.

Deleting a Funding Strip

PRweb users can delete funding strips at the lineitem level. The System Administrator grants user
rights to manage funding information. 1f the user does not have these rights, funding information

isread-only.
i Line Item Detail - 0001 —To[X]
File  Funding
Line ltem Detail Humber Dezcription
{0001 { Training

Detaill Description  Funding | Shippingl

1611075103811933214719571 2934331 3129384 751393893481 9367193851348 1a

|Warning: Applet \Window

Figure 159: Lineltem Detail —<Line ltem Number> - Funding Tab
1. Highlight the desired funding source.

2. Fromthe menu, select Funding® Edit.
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The Funding Sources window opens.

Funding Sources E3

Funding Sources

Mumber: |DE|EI1 Dezcription: |Training
T atal Eztimated Cost: |$1 00,000,000
Fund Strip Mew...

|1 21107510381199831 4719571 2934391 3129384 751 893893451 53671 93851 2481

Funded Amount: |$'I 0,000.00 Cozt Code: IDDDDDDDDDDDD Fund ACRM: I

b0 [ EwronDate | Duaiy | Fondedfmont | fea |
Edity. |

Total Quantiby: IEI.EI Total Arnount; 000 Delete |

(] | Cancel |
|'W'arning: Applet Window
Figure 160: Funding Sources Window
3. Click the [Manage] button.
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The Funding Strip Search window opens.

Funding Strip Search
Search Critena: Iz search By
& Code
Mew. .. | Edlifi.. | (B | [elete | " User D
Search | SElect | Cancel | Template: |I3In:||:|a| ;I
Code | zer D
=l 3
|Warning: Applet Window

Figure 161: Funding Strip Search Window

4. Enter Search Criteria and click the[Sear ch] button.

Note:  For more information regarding searches, refer to the “ Search Function” section in
Chapter 2: PRweb Desktop.

5. Highlight the desired funding strip and click the [Delete] button.

Note:  You may not delete afunding strip that is applied to another PR, aline item on the same
PR or the same line item on a different funding source.

6. Click the[Yeg] button in the Confirmation window.
The Funding Strip Search window displays with the funding strip deleted fromthe table.

7. Click the[Cance ] button to return to the Funding Sour ces— New window.
8. Click [OK] to return to the Funding tab of theLine [tem Detail window.

9. From the menu, selectFile® Updateto update the funding information.

Note: The PR must be saved to save the funding information.
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Creating a Job Order

PRweb users can create job orders at the contract level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

S=EY

File  Funding

Mumber Description

Line Item Detail

{001 | Taolbaxes|

Detaill Descrigtion  Funding | Shipping.l Local Infu:ul

Java Applet Window

Figure 162: Lineltem Detail — New — Funding Tab

1. From the menu, selectFunding® New.
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The Funding Sources— New window opens.

g-?g Funding Sources - New X

Funding Sources

Mumbet: ||]|3|:|1 Description: ITDDIbeES
Total Estimated Cost: |$9,5EID.EIEI
Fund Strip Mew.. | Edi | Manage.. |

Funded Atmount: I!BEI,SEIEI.EIEI Fund ACREMN: I

Add...

Ediit...

Total Euartity: | Total Amourt: | Sleha |

(0].4 | Cancel |

|Java Applet window

Figure 163: Funding Sources— New Window

2. Click the [Add] button next to theJob Order table.
The Attach Job Order — Newwindow opens.

% Attach Job Order - New 3 %]

Job Order: I

Funded &mourt: [/

Funcied Quartity: [1.i2,

038 Cancel

|Java Applet Window

Figure 164: Attach Job Order — New Window

3. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Number Search x|

Search Criteria
Iﬁ v Currert Job Crders Cnly

e I Search | Select Cancel

Job Order Mumber Funds Expiration Date

Java dpplet Window

Figure 165: Job Order Number Search Window

4. Click the [New] button.
The Create New Job Order window opens.

& Create New Job Order x|

Job Oroder Mumbet: ||

Fundz Expiration Date: I

0.4 | Cancel

|Java Applet Window

Figure 166: Create New Job Order Window

5. Enter anumber in theJob Order Number field and an expiration date in the Funds
Expiration Date field.

Note:  Thefunds expiration date can be entered manually or by using the Auto-Calendar feature.

6. Click [OK] to return to theJob Order Number Search window.
7. Double-click the new job order to return to the Attach Job Order — New window.

8. Click [OK] to return to theFunding Sour ces— New window.
Thejob order displaysin the Funding Sources — New window.

9. Click [OK] to return to the Funding tab of theLine ltem Detail window.
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10. From the menu, select File® Update to update the funding information.

Note:  The PR must be saved to save the funding information.

Attaching a Job Order

PRweb users can attach job orders at the lineitem level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

% Line Item Detail - New =101 x|
File  Funding

Mumber Description

Line Item Detail
{0001 | Toolbaxes|

Detaill Descrigtion  Funding | Shippingl Local Infl:ul

Java Applet Window

Figure 167: Lineltem Detail — New — Funding Tab

1. From the menu, select Funding® New.
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The Funding Sources— New window opens.

& Funding Sources - New |

Mumbet: ||][][]1 Description: |T.:.c.|k_.|:.xes
Total Estimated Cost: I'BEI,SL‘ID.EID
Fund Strip Mew.. | Edi | Manage.. |

Funded Atmount: I!BEI,SEIEI.EIEI Fund ACREMN: I

Job Order [ExpirationDate | Guartty | Funded dmourt | Add.. |

Ediit...

Tatal Guantity: IEI.IZI Total Amournt: IIZI an Delate |

(0].4 | Cancel I

|Java Applet window

Figure 168: Funding Sources— New Window

2. Click the[Add] button next to theJob Order table.
The Attach Job Order - Newwindow opens.

Attach Job Order - Hew

Job Order: I
Funded Amavnt: IN.-".-'i‘-.

Funded Quantity: IN.-".-'i‘-.

Ok, Cancel

|Warning: Applet \Window

Figure 169: Attach Job Order — New Window

3. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Mumber Search

Search Criteria
Iﬁ v Currert Job Crders Cnly

Py I Seatch | Select

Cancel

Job Order Mumber Funds Expiration Date

Java dpplet Window

Figure 170: Job Order Number Search Window

4. Enter Search Criteria.

5. Check the Current Job OrdersOnly checkbox to display job ordersthat have not expired.

6. Click the [Search] button.
The search results display.

Job Order Number Search x|
Search Criteria
Iﬁ v Currert Job Crders Cnly
ey, .. I Search | Select Cancel |
Job Order Mumber Funds Expiration Date j
C000039451 15-Feh-2003
C00E3979 14-Mary-2003
DUPOO0O1 12-Mary-2201
DUPOoO1 10-hary-2021
ERKO01 31 -Dec-2002 L
ERKO01 31-Dec-2022
ERKO0Z 31-Dec-2002
HHH111 10-hary-2004 =
] =
Java dpplet Window
Figure 171: Job Order Number Search Window
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7. Highlight the desired job order number and click the [Select] button.
The Attach Job Order — Newwindow opens.

& attach Job Order - New x|

Jiokr Crrdler: ICIIIEIEISEMEH

Funded Amourt: |12,

Funded Quartity: [1/.2

Ok Cancel

Java Applet \Window

Figure 172: Attach Job Order — New Window

8. Click [OK] to return to theFunding Sour ces— New window.
9. Click [OK] to return to the Funding tab of theLine Item Detail window.

10. From the menu, select File® Update to update the funding information.

Note: The PR must be saved to save the funding information.
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Editing a Job Order

PRweb users can edit job orders at thelineitem level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding and job order

information is read-only.
£ Line Item Detail - 0001 o =]
File  Funding

Line tem Detail Mumker Description

||:u:|n1 |Tnnlhnxes

Detaill Descrigtion  Funding | Shipping.l Locsl Info

7567 8555555555555555555555555T TT T TTTT T TR TTTTTTTTTITRTTTTTIT7 7777 g,

Java Applet Window

Figure 173: Lineltem Detail —<Line Item Number>— Funding Tab

1. Double-click an existing funding source.
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The Funding Sourceswindow opens.

% Funding Sources - New X

Funding Sources

Mumbet: ||]|3|:|1 Description: ITDDIbeES
Total Estimated Cost: I$9,5EID.EIEI
Fund Strip Mew.. | Edt.. | Manage.. |

] STt it e A A A A A A A e A A A Al o1 1 o ] ] o o o 1

Funded Atmount: IQ,SDD.DD Fund ACREMN: I

100 :|_|

Tatal Guantity: |1IZIEI.III Total Amournt: IEI,SIZIU.EID Dielete |

(0].4 | Cancel |

|Java Applet window

Figure 174: Funding Sources Window

2. Highlight the desired job order and click the [Edit] button next to theJob Order table.
The Attach Job Order — <Job Order Name> window opens.

% Attach Job Order - COOD39491 : x|

Jok Crroer: ICI:IEIEIS'.9491

Funded &mount:  |3,500.00

Funded Quartity:  [100.00

Ok Cancel

Jawa Applet Window

Figure 175: Attach Job Order - <Job Order Name> Window

3. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Number Search x|

Search Criteria
Iﬁ v Currert Job Crders Cnly

e I Search | Select Cancel

Job Order Mumber Funds Expiration Date

Java dpplet Window

Figure 176: Job Order Number Search Window

4. Enter Search Criteria and click the[Sear ch] button.

5. Highlight ajob order number and click the [Select] button.

The Attach Job Order - <Job Order Name> window opens with the new job order
number displayed in the Job Order field.

% Attach Job Order - COOD39491 x|

Joh Crder: |KPat101

Funded &mount:  |3,500.00

Funded Quartity:  [100.00

Ok Cancel

Jawa Applet Window

Figure 177: Attach Job Order - <Job Order Name> Window

6. Click [OK] to return to theFunding Sour ces window.

7. Click [OK] to return to the Funding tab of theLine ltem Detail window.

8. Fromthemenu, selectFile® Update to update the funding information.

Note: The PR must be saved to save the funding information.
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Deleting a Job Order

PRweb users can deletejob orders at the lineitem level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding and job order

information is read-only.

S=EY

File  Funding

Mumber Description

Line Item Detail

||:u:|n1 |Tnnlhnxes

Detaill Descrigtion  Funding | Shipping.l Locsl Info

7567 8555555555555555555555555T TT T TTTT T TR TTTTTTTTTITRTTTTTIT7 7777 g,

Java Applet Window

Figure 178: Lineltem Detail - <Line Item Number > Funding Tab

1. Double-click an existing funding source.
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The Funding Sourceswindow opens.

i

Funding Sources

Mumbet: ||]|3|:|1 Description: ITDDIbeES
Total Estimated Cost: |$9,5EID.EIEI
Fund Strip Mew.. | Edt.. | Manage.. |

] STt it e A A A A A A A e A A A Al o1 1 o ] ] o o o 1

Funded Atmount: IQ,SDD.DD Fund ACREMN: I

Add...

P& T0-May-2005 B oon 5 500 00

Ediit...

Tatal Guantity: |1IZIEI.III Total Amournt: IEI,SIZIU.EID Delete |

(0].4 | Cancel |

|Java Applet window

Figure 179: Funding Sources Window

2. Highlight ajob order and click the [Delete] button next to the Job Order table.

3. Click the[Yesg] button in the Confir mation window.
The Funding Sources window displays with the job order deleted fromthe table.

4. Click [OK] to return to the Funding tab of theLine Item Detail window.

Note: The PR must be saved to save the funding information.
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Updating the Purchase Request with a Line Item

PRweb users can update the PR with aline item once it has been created or modified. An updated
PR reflects any changes made to the line item since the last update. To update the PR with aline
item, select theFile > Update from theLine Item Detail menu. Updating the PR with aline
item returns the user to thePR window.

Note:  Updating and saving are two separate functions. A PR that has been updated with aline
item needsto be saved in order to save the PR in its updated status.

Creating a New Subcontract Line Item

The processfor creating a Subcontract Line Item (SUbCLIN) is similar to the creation of a
Contract Line Item (CLIN), however, there are afew differences. For example, if you have a
Priced CLIN, the CLIN Type defaults to I nfo Onlyin accordance with the Defense Federal
Acquisition Regulations (DFARS).

1. Open anexisting PR.
2. Highlight aCLIN from the Line Itemtab of the Purchase Request window.

3. Fromthemenu, select Lineltem - New > SubCLIN.
The Line Item Detail — New window opens with the Detail tab displayed.

Thelineitem detail header displays at the top of theL ine Item form and is visible from every
tab of theLineltem Detail — New window.
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Figure 180: Line Item Detail — New — Detail Tab

Note:  Sincecreating a SUbCLIN issimilar to creating a CLIN, refer to “Creating a New Line
Item” in this chapter, to learn how to create a CLIN.

4. From the menu, select File> Update.

Acquiline PRweb v2.3 155 July 29, 2002
Functional User’s Guide



Chapter 6: Line Item

The SUbCLIN displaysas part of CLIN “ 0001" .

i Purchase Request - 123Train [_ O] ]
File  Line [tem
Dezcription Purchaze Request Mumber
Purchase ITlaining |123Train
Reques': Requisition Date LPAS Priority Rating | Pricrity
|06 ep-2000 f |
Mzin Form ~ Line kem | Cortracts | Adef!| Data |
Total Funding |$2EI,EIIJD.DEI Contract Level Funding e I

* alues may be munded fordizplay puposes.

| Deserpton | Quankiy | Unitof Issue|

B oom Training 2.0 10,000.00 £20.000.00
000107 Training SubCLIM

Total Cost: [$20,000.00

|Waming: Applet Window

Figure 181: Purchase Request — <Purchase Request Number> — Line Item Tab
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Shipping Tab

The Shipping tab alows the PRweb user to identify the Shipping Address, Free On Board
(F.O.B.), Additional Markings, Charge Shipping To, Hazardous Material (HAZMAT)
Requirements and Shipping M ode.

Figure 182: Line Item Detail — New — Shipping Tab

1. Toenter ashipping address, click the [Select] button next to the Address field.

The Address field allows the PRweb user to search for a specific address from the PD?
database.
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The Ship to Contact Search window opens.

Ship To Contact Search E

Search Criteria Search By

IE * Code " Organization M ame

™ Contact Mame " Phone Mumber
Search | SElent | Cancel | C State " Zip Code
Contact | Code | Organization | City | State | Zip Code FH

LI 3

|Warning: Applet Window

Figure 183: Ship To Contact Search Window

2. Enter Search Criteria and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

3. Highlight the desired shipping address.

4. Click the [Select] button.
The Shipping tab displays the selected shipping addressin the Address field.

5. If aPD2user adds multiple delivery information to a PR and return routes that PR to PRweb,
PRweb will not display the Shipping Addressfield. To seea summary of the multiple
delivery information, click on the[Multiple Deliveries] button located on the Detail tab of
the PR. PRweb displays the multiple delivery information including the ship to address
information in asummary format that is read-only.
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Line Item Detail - 0001

oo Chack Wheel, Painted

Figure 184: LineItem Detail — 0001 — Shipping Tab

6. To enter Free On Board instructions, select the desired item from theF.O.B. drop-down list
box.

7. Enter any additional markings and specifications for shipping in the Additional M arkings
field.

Thisfield holds up to 60 characters.

8. Enter shipping charge information in the Charge Shipping To field.
Thisfield holds up to 40 characters.

9. Enter Hazardous Materials (HAZMAT) information in theHAZMAT field.
Thisfield holds up to four characters.

10. To enter the mode of shipping, click the [Select] button next to the Shipping M odefield.

The Shipping M ode field allows the PRweb user to search for the shipping mode that is
required for the material being shipped.
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The Shipping Mode Search window opens.

Shipping Mode Search E
Search Criteria Search By
IE & Code i~ Description
Search | Selent | Cancel |
Code | Description

|Warning: Applet Window

Figure 185: Shipping Mode Search Window

11. Enter Search Criteria and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

12. Highlight the desired shipping mode.

13. Click the [Select] button.
The Shipping tab displays with the selected shipping mode in the Shipping Mode field.
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Local Info Tab

The Local Info tab allows the PRweb user to view, refresh, and edit lineitem local fields of aPR.
The PD?System Administrator determines the lineitem local info fields that are displayed on the
Local Info tab. Refreshing the Local Info tab allows the user to update the line item local fields
with the latest changes made by the PD? System Administrator. Clicking the [Refr esh] button for
alineitem updates all local info configurationsfor al lineitemson the PR. When the Local Info
isrefreshed, any existing datain the fields remain, only the labels of the fields change. If the new
configuration has deleted fields from the old configuration, they are not displayed. If there have
been no updates made in PD?, the fields remain the same.

i Line Item Detail - 0001 =10 x|

File  Funding

Line ltem Detail | Mumber Description
[ | Training

Detail] Descriptil:nnl Funding] Shipping ~Local Info ]

Type

Shipping Label Mo

Trade

E-mail Addresz

Foreign address

]
|
1
Local Code ]
]
]
l

NAFTA

Fefresh I

{Warning: Spplet Window

Figure 186: Lineltem Detail — New — Local Info Tab

1. Click onthe[Refresh] button to refresh the lineitem local fields to the most current
configuration set by the PD2 System Administrator.

2. Enter lineitem loca information in the appropiate fields.
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Copying a Line Item

1. From the Purchase Request window, click on the Line Item to be copied.

2. Fromthe menu, select Lineltem - Copy.
The Lineltem tab is updated with the copied Line I tem.

i Purchase Request - New ;Iglﬂ

Mew k cription Purchaze Beguest Mumber
[pocoot

FEdt... curmentation Test
Luisitiu:un [rate DPAS Prionty Rating | Prianty
Jul-2002 | |

Delete

Msin Form  Line lem I Cc:rrtrac:tsl Al Data

Total Funding: l$‘| 000000 Contract Level Funding Mo, |
* alyes w3y pe munded for disnlay pumposes.

oflssue] U s

Total Cost: [$10.000.00

\Warning: Applet Window

Figure 187: Purchase Request - <Purchase Reguest Number> — Line Item Tab

Note: Lineltemscannot be copied on PR Madifications. For more information on PR
Modifications, refer to Chapter 5. PR Modifications.
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Chapter 7: Attachments

PRweb users may attach external filesto the PR. In This Chapter...

The creation of an attachment facilitates the

completion of a Requirements Package. For Using the Attachments function
example, a PRweb user can attach a Statement of described in this chapter, you can:

Work document to a PR or PR Modification and

send both objectsto the Contracting Office. The HEL g TET

PRweb user may add, view and remove any Object - View an attachment
Remove an attachment

Linking and Embedding (OL E) compatible objects.

Adding an Attachment
PRweb users may attach any OL E compatible object to the PR.

To attach an OLE compatible object:
1. From the PRweb user’s desktop, open aPR.

2. Fromthe menu, selectFile > Attachments.
The File Attachments window opens.

File Attachments E3

Attached Documents Add. |

e,

e
Eemoye |

Cloge

Dezcription:

|Warning: Applet WwWindow

Figure 188: File Attachments Window
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3. Click the[Add] button.
The New Attachment window opens.

MNew Attachment

Filenarne: I

D escription;

Canizel |

|Warning: Applet Window

Figure 189: New Attachment Window

4. Enter the name of thefile to be attached in theFilename field.

Note: Thefilename does not need to be the actual name of the object being attached. The
filename displaysfor reference purposes. Users should include the extension of the
object they are attaching at the end of the filename. For example, if a Statement of Work
created in Microsoft Word is attached, the filename should be in the form * SOW.doc”.
Inthis case, thefile'sextensionis*“.doc.”

5. Enter adescription in the Description field.

6. Click the[Select Fil€] button to continue.
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The Upload File window opens as a new Web browser window.

/2 Upload File - Microsoft Internet Explorer

J File Edit ‘iew Favorites Toole Help |
| & -2, 9 a | @ 3 B S
Elach Frmand Stop  Refresh  Home i i I ail Print
J Address I@ 7383211 2150600ede0___ 141 8f:f300f0d5d0d2___ Ob02ffe9f3F2f1 e2dboedlc2aaleB9d5=84 7 786264 330441520161 5858f0302J @ Go
J Links &]Acquiline &) Customize Links & Free Hotmall & Windows
=
Select file to attach:
f Browse.. | Aftach |
Mote: PEweb allows you to upload any file on your desktop. However, we strongly recommend that wou attach
documents that can be interpreted by the desktop software used by your Contracting Office and other PRweb users.
Microsoft Office® documents are preferred.
I
|&] Dore ’_’_|0 Intemet 4
Figure 190: Upload File Window
7. From thePRweb Attach File window, click the [Browse] button.
The Choosefile window opens.
Choosze file [ 2] |

Look jn: I by Cormputer

i ] sl

=31 Floppy (&)

Ee on 'wahoo' [E:]
=2 ¢ on 'wahoo' [F2)
=2 amz(G:)

1] |

File name: I

Filez of type: I.-’-'-.II Files [%.7]

i
Open I
j Canizel |

Figure 191: Choose File Window

8. From the ChooseFile window, locate the desired object to attach to the PR.
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9. Highlight the object.

10. Click the [Open] button in the Choose File window.
The Upload File window opens.

11. Click the[Attach] button to attach the object to the PR.

12. Click [OK].
The Upload Complete window opens with the “ Successful Attachment” message.

3 Upload Result - Microsoft Internet Explorer

Figure 192: Upload Complete Window

13. Close the windowto return to theFile Attachments window.

Acquiline PRweb v2.3 166 July 29, 2002
Functional User’s Guide



Chapter 7: Attachments

The new attachment is displayed in the Attached Documents table with its description
displayed in the Description field.

File Attachments

Attached Documents Add

Wigw. ..

Femove

il

Cloze

D ezcription

Statemnent of \Wark:,

|Warning: Applet \Window

Figure 193: File Attachments Window

14. Click the[Close] button to return to the PR.

15. From the menu, select File > Save to save the attachment.

Viewing an Attachment
PRweb users may view objects that have been attached to the PR.
To view an attachment:
1. From the PRweb user’s desktop, openaPR.

2. Fromthe menu, selectFile > Attachments.
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The File Attachments window opens.

File Attachments

Attached Documents Add...

Wi,

il

Remove

Cloze

D ezcription

Statement of ' ork

|Warning: Applet \Window

Figure 194: File Attachments Window

3. Highlight an attachment and click the [View] button.
The Viewing I nstructions window opens.

Yiewing Instructions

ticrozoft Office, plain test and HTML documents and
JPEG and Bitmap images will be automatically
digplayed in a new browser windom,

In order to view all other attachments, pou st

1. Save the downloaded file to a terporary directony
2. Rename the file ta itz anginal name
3. Open the file with the appropriate application

Click OF. to continue.

(] Cancel

¥ &lways view attachment instructions.

|Warning: Applet \Window

Figure 195: Viewing I nstructions Window

4. Read the Viewing Instructions and click [OK].
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Note:  If changes were made to the attachment, the user must remove the original object and re-
attach the updated object.

Removing an Attachment
PRweb users may remove attachments from a PR.
To remove an attachment:
1. From the PRweb user’ s desktop, open an existing PR with an attachment.

2. Fromthe menu, selectFile > Attachments.
The File Attachments window opens.

File Attachments E3

Attached Documents Add

Wigw, ..

Femove

il

Cloze

Drezcription:

Statement of Wwark,

|'W'arning: Applet Window

Figure 196: File Attachments Window

3. From theFile Attachments window, highlight the desired attachment and click the [Remove]
button.

4. Click the [Close] button to return to the PR.

5. Fromthemenu, sdectFile® Save to save the attachment.

Note:  An attachment on a PR Modification that was pulled forward from the conform copy can
not be removed in PRweb. Only attachments that were added to the PR Modification can
be removed. The attachments pulled forward from the conform copy can be removed in
PD2.
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Chapter

The DD254 menu option alows the PRweb user

8: DD254

to add a contract Security Classification
Specification (DD254) to the PR.

Toadd aDD254 to aPR:

1

2.

From the menu, selectFile® DD254.

In This Chapter...

Using the function described in this
chapter, you can:

Add a security classification
specification (DD254) to the PR

From the PRweb user’ s desktop, open an existing PR.

The DD254 window opens. Thiswindow contains six tabs:

Items 1-5
Items 6-9
Items 10-11
Items 12-13
Items 14-15
Items 16-17

1 DD254 - 123Train
File:

IS[=1 E3

ftems 1 - § | rternsB-Ell tems 10 - 11 | tems 12 - 13 | rterns14-15| rterns15-1?|

DEPARTMEMT OF DEFENSE
CONTRACT SECURITY CLASSIFICATION SPECIFICATION

[The requirements of the Dol Industnal S ecurity b anual
apply to all secunty aspects of this effart.]

Ta FACILITY CLEARAMCE REQUIRED

b. LEVEL OF SAFEGUARDING REQUIRED

2 THIS SPECIFICATION IS FOR: [complete as applicable)
" a PRIME COMTRALT MUMBER

" b, SUBCONTRACT NUMEBER

& o SOLICITATION OR OTHER NUMBER  Due Date
[123Trzin [

3. THIS SPECIFICATION 15: [complete az applicablz]
' 3 ORIGIMAL [Complete date in all cazes)

D ate: |28-Sep-2UUD

= b, REVISION [Supercedss all previous specifications)

Rev. ﬁ:l Date:l

¢ FINAL [Complete ltem 5 in all cazes)

Date: I

4.1 THIS A FOLLOW OM CONTRACT? © Yes © Mo

thiz fallow-on contract.

If yes, complete the following:

Clagszified material received or generated under I [Preceding Contract Mumber] iz ransferred to

515 THIS A FINAL DD FORM 2647 ez  No

In responze to the contractor's request dated

If yes, complete the following:

I retention of the identified classification material is

authonzed for the period aof; | through |

|Waming: Applet Window

Figure 197: DD254 - <Purchase Request Number> Window
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3. Enter the appropriate information on each tab to complete the DD254.

4. Fromthe menu, selectFile® Updateto update the PR with the DD254.
Updating the PR with a DD254 form closes the DD254 window.

Note: Updating and saving are two separate functions. A PR that has been updated with a
DD254 needsto be saved in order to save the PR in its updated status.
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Chapter 9: Workflow

Routing .
In This Chapter...

The PRweb module supports the electronic routing : :
and approval of PRs and PR Mods within PRweb and Using the Workflow functions
between PRweb users and PD? users. Members of described in this chapter, you can:
security groupsthat only have routing access to . RouteaPR or PR Mod by
specific routing templates may only choose from creating a custom routing sheet
those templates to which they have access when
routing. PRweb users without restricted security - ApproveaPRor PR Mod
access can create new routing sheets, edit existing - View approval history
routing sheets and create route templatesto facilitate
the electronic review and approval process.
The user must select a PD? user in order to route a PR. However, aPR Mod is automatically
routed to the PD? user that owns the conform copy of the base PR
Creating a Custom Routing Sheet
Only users with custom routing privileges may create custom routing sheets. Users have custom
routing privilegesif they are not a security group member or are amember of a security group that
has custom routing privileges. Users with custom routing privileges may create routing sheets by
using any combination of usernames, group hames or template users.
Creating a Custom Routing Sheet — All Users
To create a custom routing sheet using the All Users option:
1. From the PRweb user’ s desktop, highlight a PR or PR Mod.
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2. From the menu, select Purchase Request > Route.
The Routing Sheet - <Purchase Request Number> window opens.

# Routing Sheet - PRO101 x|

Routing Sheet

" Group Templates
" Template ﬂ

Route To

30 CHARACTERS USER D 0 - Michelle Way
ACCEPTOR FOUR
ACCEPTOR OME E
ACCEPTOR THREE

ACCEPTOR TWiO E
ADAM SMDREAS

ALEX, DL SCHEFER
ALEX, SCHEFER

L2

=elect Al |

Route to PD? Lzer: I Select... I
Wiewy Groups... | Ok I Cancel |

IJava Applet Yindow

Figure 198: Routing Sheet - <Purchase Request Number> Window

Note: TheAll Users radio button is automatically selected by default.

3. From the Routing Sheet window, select the View Routees By radio button.

Note: The User list box displaysall available usersto add to the routing sheet. Asusersare
added to the routing sheet their username displaysin the order they were selected in the
Route Tolist box. Users must be placed in routing order on the routing sheet. The user
in the zero position is the creator of the PR and cannot be deleted from the routing sheet.

4. Select routees for the new routing sheet by highlighting desired users from the User list box
and clicking the[ » ] button.

Note:  Routees may be removed from the routing sheet by highlighting the desired user from the
Route To list box and clicking the[ ¢ ] button.
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5. Click the [Select] button next to the Routeto PD? User field.
The Select PD? User window opens.

Select PD? User

PD Usger2
Drominc Joel

Sarah Joyce
Sygtem Administrator

St !  Cancel

|Warning: Applet Windaw

Figure 199: Select PD? User Window

Note:  When the user clicks the [Select] button next to the Routeto PD? User field on aroute
sheet for aPR Mod, a message displays that indicates that the PR Mod will be routed to
the PD? user that owns the conform copy of the PR.

6. Highlight the appropriate PD’ user.

7. Click the[Select] button.
The PD? user selected displaysin the Route to PD? User field on the routing sheet.

8. Click [OK] toinitiate the routing sheet.

Note:  Once anew routing sheet has been created and saved, routing initiates automatically.
The creator of a PR does not need to approve the PR to begin the routing process.

Create a Route Sheet — Groups

Selecting the Groups radio button displays al organizationa groups created by the PRweb
System Administrator.

To create aroute sheet using the Groups criteria:
1. From the PRweb user’ s desktop, highlight a PR.

2. From the menu, select Purchase Request ® Route.
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The Routing Sheet - <Purchase Request Number> window opens.

3. Select theGroup radio button.

& routing Sheet - PRO102 x|
Routing Sheet
View Routees By : | &l Users
g HO Templates
" Template d
Graup ’_‘ Route To
0 - Michele Wiy
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CUSTOMER —oectll]
DF&S =
Dena & E
Dena's
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ERIK.
Select Al |
Route to PL? Lser: I Select. . |
Wiewy Groups... | Ol | Cancel |
|Java Applet Window

Figure 200: Routing Sheet - <Purchase Request Number> Window

4. Click the[View Groups] button to view members of agroup.
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The Groups (Read Only) window displays.

i Groups (Read Only) =10 %]

Deszcription Open... |
Alex grp Alex's Group
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E nwinZ Ermwin's Second Group
FOR VIEW To wiew the PRs of your subs. -
< ] I . Cloze
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Figure 201: Groups (Read Only) Window

5. Highlight the desired group and click the [Open] button to view group members.

Group - Alex grp (Read Only) EI

i ame: i.-“—‘-.le:-: arp

Dezcnption: I.-'i'-.le:-:'s Group

Members I Managersl Rightsl

Maon-tember=z j kembers
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B wWatson ALE% SCHEFER

ACOUSERZ1 ANDREW
AQLAFIMA ALE¥ DL SCHEFER
B *Watzon JEMHIFER ROSS

B “watzon

BADILLO

Cloze |

Warning: Applet Window

Figure202: Group - <Name> (Read Only) Window

6. Click the[Close] button to return to theGr oups (Read Only) window.

7. Click the[Close] button to return to the Routing Sheet <Purchase Request Number>
window.
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8. Select group(s) for the new routing sheet by highlighting a desired group from the Group list
box and clicking the[ p ] button.

Note:  All groupsthat the PRweb System Administrator created displaysin theGroup list box.
As groups are added to the routing sheet their group name displaysin the order they were
selected in the Route Tolist box. Groups must be placed in routing order on the routing
sheet. The user in the zero position isthe creator of the PR and cannot be deleted from
the routing sheet.

Note:  Groups may be removed from the routing sheet by highlighting the desired group from
the Route Tolist box and clicking the[ ¢ ] button.

9. Click the [Select] button next to the Routeto PD? User field.
The Select PD? User window opens.

Select PDZ Uszer

PO Usger?
Dromiric Joel

Sarah Joyce
System Administrator

Celect {  Cancel

|Warning: Applet Window

Figure 203: Select PD? User Window

Note: When the user clicks the [Select] button next to the Routeto PD? User field on aroute
sheet for aPR Mod, a message displays that indicates that the PR Mod will be routed to
the PD? user that owns the conform copy of the PR.

10. Highlight the appropriate Contracting Officer.

11. Click the [Select] button.
The PD? user selected displaysin the Route to PD? User field on the routing sheet.

12. Click [OK] to initiate the routing sheet.

Create Routing Sheet — Template

PRweb employs the use of templatesto facilitate the routing process. Userswith appropriate
security access can create individual route templates. Selecting the Template radio button
activates the Templates drop-down list box and allows the user to display globa and individual
templates. The user can then select the desired template.
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To create aroute sheet using the Templatescriteria:
1. From the PRweb user’ s desktop, highlight a PR.

2. From the menu, select Purchase Request - Route.
The Routing Sheet - <Purchase Request Number> window opens.

3. Select the Template radio button.

& routing Sheet - PRO103 | ]
Routing Sheet
View Routees By : | &l Users
Lo Templates
(+ Template! [Mone] |
Template Route To
0 - Michele Wiy
Select Al I
Route to PD? User: I Select... I
Wiewy Groups... | Ol I Cancel |
|Java Applet Window

Figure 204: Routing Sheet - <Purchase Request Number> Window

4. Select the desired route template from the Templates drop-down list box.

5. Select routeesfor the new routing sheet by highlighting the desired members from the
Templatelist box and clickingthe [ p ] button. Click the[Select All] button below the

Templatelist box to select all members of the template.

Note:  Routees may be removed from the routing sheet by highlighting the desired routee from
the Route To list box and clicking the[ ¢ ] button.

6. Click the [Select] button next to the Routeto PD? User field.
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The Select PD? User window opens.

Select PDZ Uszer

PO Usger?
Dromiric Joel

Sarah Joyce
System Administrator

Celect {  Cancel

|Warning: Applet Window

Figure 205: Select PD? User Window

Note:  When the user clicks the [Select] button next to the Routeto PD? User field on aroute
sheet for aPR Mod, a message displays that indicates that the PR Mod will be routed to
the PD? user that owns the conform copy of the PR.

7. Highlight the appropriate Contracting Officer.

8. Click the [Select] button.
The PD? user selected displaysin the Route to PD? User field on the routing sheet.

9. Click [OK] toinitiate the routing sheet.

Editing a Routing Sheet

PRweb users with appropriate security access may edit (add and remove users from) an existing
routing sheet.

To edit arouting sheet:

1. From the PRweb user’s desktop, open aPR.
PRweb users can edit routing sheets for PRs that reside in their | nbox and Outbox.

2. From the menu, selectFile 2 Route.
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The Routing Sheet window opens.
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Figure 206: Routing Sheet - <Purchase Request Number> Window

3. Select additional routees for the routing sheet by highlighting desired users or groups from the
User, Group, or Template list box, respectively, and clicking the[ ) ] button.

4. Remove routees from the routing sheet by highlighting desired users or groups from the
Route To list box and clicking the[ ¢ ] button.

Note: Edits must reflect the appropriate route sequence. For example, to add aroutee before an
existing routee, remove the existing routee, add the new routee and then re-add the
original routee. The creator of the PR may not be removed from the routing sheet.

5. Change the PD? user designated to receive the PR in theRoute to PD? User field if
necessary.

6. Click [OK] to save changesto the routing sheet.
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Creating a Non-Custom Routing Sheet

Users with non-custom routing privileges may create routing sheets based only on defined
templates. Usersdo not have custom routing privilegesif they are members of security groups
that cannot custom route. These security groups can have one or more routing templates
associated with them. The PRweb System Administrator maintains security groups.

Creating Template Route Sheet by Selection

Userswith non-custom routing privileges may be assigned to a security group with more than one
routing template associated with it. In this case the user may choose the routing template to route
aPR.
To create arouting sheet:
1. From the PRweb user’s desktop, highlight a PR.
2. From the menu, select Purchase Request - Route.

The Routing Sheet - <Purchase Request Number> window opens.

Routing Sheet - ABC123

Templates: {[Mone] |

Routees:

FDE Uzer:

k. Cancel

|Warning: Applet wWindow

Figure 207: Routing Sheet - <Purchase Request Number> Window

3. Select the desired route template from the Templates drop-down list box.

The members of the template display in the Routees list. The PD? user associated with
the template displaysin thePD? User field.

4. Click [OK] to save the routing sheet.
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Creating Template Route Sheet by Non-Selection

Users without custom routing privileges may be assigned to a security group with only one routing
template associated with it. In this case the PR is automatically routed when the user choosesto
routethe PR.

To create arouting sheet:

1. From the PRweb user’ s desktop, highlight a PR.

2. From the menu, select Purchase Request > Route.
The PRisrouted automatically. The Information window opens.

Information

& Purchaze Request ABC123 haz been routed
succeszfully.

|Warning: Applet \Window

Figure 208: Information Window

3. Click [OK] to return to the PRweb desktop.

Approvals
The PRweb module facilitates the electronic approval of PRsand PR Mods. When aPR or PR

Mod isreceived in auser’ sInbox, that user can review and approve the document, reject the
document, or designate contingent approval of the document.

Approving a Purchase Request or PR Mod
PRweb users may electronically approve aPR or PR Mod. An approved PR or PR Mod is

removed from the user’ s desktop and continues on through the routing process to the next user
designated on the routing sheet.

To approve aPR or PR Mod:

1. Fromthe user’s desktop, highlight the desired PR or PR Mod contained in thelnbox.

2. From the menu, select File > Approve.
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The Approval - <Purchase Regquest Number> window opens.

Approval - 123Train
Approval
Status:

Comments:

F. Cancel
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Figure 209: Approval - <Purchase Request Number> Window

3. Select “approved” from the Status drop-down list box.

4. Enter commentsin the Comments field, as necessary.

Note: The Comments, Approval Date, and Status display in the Approva History. For more
information regarding Approva History, refer to this chapter on “View Approva
History”.

5. Click [OK] to approve the PR.

The PR displays in thenbox of the next user designated on the routing sheet. If there
are no more PRweb users on the routing sheet, the PR displaysin thel nbox of the PD?
user designated on the routing sheet.

Note: Ane-mail alertissent to all users on the routing sheet when a PR is marked “ Rejected”
or “Contingent”. The e-mail contains the comments entered in the Approval window.

Rejecting a Purchase Request

PRweb users may reject a PR or PR Mod during the approval process. The rejected document
continues on through the routing process to the next user designated on the routing sheet. A copy
of the rejected document remains in the Rejecting Authority’ sInbox as areminder that the user
has arejected document that requires change, either by the user, the creator of the document or
another user on the routing sheet. The PR or PR Mod is not sent to PD? until it is fully approved.

Toreject aPR or PR Mod:
1. Fromthe user’s desktop, highlight the desired PR or PR Mod contained in the nbox.

2. Fromthe menu, selectFile > Approve.
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The Approval - <Purchase Regquest Number> window opens.
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Figure 210: Approval - <Purchase Request Number> Window

3. Select“rgected” from the Status drop-down list box.

4. Enter commentsin the Comments field, as necessary.

Note: The Comments, Approval Date, and Status display in the Approva History. For more
information refer to this chapter on “View Approval History”.

5. Click [OK] toreject the PR or PR Mod.

The creator of the PR or PR Mod receives an e-mail alert. The document remainsin the
Inbox of the rejecting authority. If there are no more PRweb users on the routing sheet, the
document remainsin PRweb until the rejecting authority approvesthe PR. At that time, the
document displaysin the Inbox of the PD? user designated on the routing sheet.

Note: Ane-mail alertissent to all users on the routing sheet when the document is marked
“Approved”, “Reected” or “Contingent”.

Designating Contingent Approval of a Purchase Request

PRweb users may give contingent approval of aPR or PR Mod. Contingent approval of the
document does not stop the approval process. The doucment continues on through the routing
process to the next user designated on the routing sheet. A copy of the document remainsin the
approving authority’ sInbox as areminder that the user hasa PR or PR Mod that needs to be
changed, either by the user, the creator of the document or another user on the routing sheet. The
document is not sent to PD? until it isfully approved.

To give contingent approval of aPR or PR Mod:
1. Fromthe user’s desktop, highlight the desired PR or PR Mod contained in thelnbox.

2. From the menu, selectFile> Approve.
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The Approval - <Purchase Regquest Number> window opens.

Approval - 123Train E3
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Figure 211: Approval - <Purchase Request Number> Window

3. Select“contingent” from the Status drop-down list box.

4. Enter comments as necessary in the Comments field.

Note: The Comments, Approval Date and Status display in the Approva History. For more
information regarding Approva History, refer to this chapter on “View Approva
History”.

5. Click [OK] to authorize contingent approval of aPR or PR Mod.

The creator of the PR or PR Mod receives an e-mail alert. The document remainsin the
Inbox of the user who gave contingent approva of the document. If there are no more PRweb
users on the routing sheet, the document remainsin PRweb until the contingent approver
approves the document. At that time, the document displaysin the Inbox of the PD? user
designated on the routing sheet.

Note: Ane-mail alertissent to all users on the routing sheet when adocument is marked
“Approved”, “Rejected” or “ Contingent”.

View Approval History
PRweb users may view the Approval History of aPR or aPR Mod that currently resides on their
desktop. The Approval History displaysthe approval status and date for al users assigned to the

routing sheet and any comments that may have been included. Thelist displaysin chronological
order with the most recent approver asthe last entry. If the document is returned routed from PD?

the status shows as return routed.
To view Approval History:
1. Fromthe user’s desktop, highlight a PR or PR Mod.

2. From the menu, select Purchase Request > View Approval History.
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The Approval History - <Purchase Request Number> window opens.

Approval History - View Approval History x|

Approver | Date | Statuz | Caomments
ChfabdrIMOT 8 16-Map-2001  approved
ADUSERTOH 16-tap-2001  approved
ADUSERT1H 16-tap-2001  approved

swebdyd [PO2] 16-Map-2007  returm routed

Close |

|Warning:Applet WWindow

Figure 212: Approval History - <Purchase Request Number> Window

Note: Usingthe Approval History is an effective way of determining the location of agiven PR
or PRMod.

3. Click the[Close] button to close the Approval History window.
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Chapter 10: Reports

PR Status Report In This Chapter...
PRweb users can generate PR status reportsto _Usi ng the Reports function described
identify the procurement stage for agiven in this chapter, you can:

requirement. The PRweb module directly
interfaces with PD? and pulls up-to-date
information for the requesting agent. The user can - Generate pre-formatted Standard
view the PR Modification, milestone plan, Reports

solicitation, and award for a given requirement.

View PR Status Reports

To generate aPR Status Report:

1. From the menu, select Purchase Request > PR Status Report.
The PR Status Report window opens.

Note: The PRweb, All, and Group(s) radio buttons on thePR Status Report window are
based on rights assigned to auser at the group or user level by the System Administrator
and may not display for every user.
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Figure 213: PR Status Report Window

2. Select the appropriate Sear ch By radio button.

PR No.:

Desc.:

The PR No. radio button allows the PRweb user to search by a specific purchase
request number. Users can enter the first character of the purchase request
number in the Sear ch Criteriafield, followed by the “%” sign, and al PRs
beginning with that character that also meet the other criteria designated in the
PR Status Report window display.

The Desc. radio button alows the PRweb user to search by a specific PR
description. Users can enter thefirst character of the PR descriptionin the
Search Criteriafield, followed by the“%" sign, and all PRs beginning with
that character that also meet the other criteriadesignated display.

3. Select the appropriate Display radio button.

My PRs:

PRweb:

All:

The My PRs radio button alows the user to display only PRs that were created
by the user and residein PD?. PRsthat are return routed from PD do not

display.
The PRweb radio button alows the user to display PRs that were created by any

PRweb user and residein PD?. The PRweb radio button isvisible only if the
user hasrights.

The All radio button allows the user to display al PRsthat residein PD?
including PRs created in PRweb. TheAll radio buttonisvisible only if the user
hasrights.
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Group(s): The Group(s) radio button allows the user to display the PRs that reside in PD?
and were created by members of the group(s) she/he manages. The Group(s)
radio button enables a drop-down list box listing all the groups the user
manages. |If the non-administrative user manages more than one group, the
drop-down list box includesthe “All My Groups’ option. The drop-down list
box is disabled if the user isthe manager of only one group. TheGroup(s)
radio button and drop-down list box are not visible to a non-administrative user
that is not the manager of any groups.

4. Enter the Search Criteriafollowed by the universal search symbol (%).

Note:  For more information regarding the use of the Sear ch Criteriafield, refer to “ Search
Function” section in Chapter 2: PRweb Desktop.

5. Enter abeginning date in the Begin Date field.

Entering aBegin Date further qualifiesthe search to find only those PRs that were created on
or after the entered date. Users can enter the date manually or utilize the Auto-Calendar
feature.

6. Enter an end dateinthe End Datefield.

Entering an End Date further qualifies the search to find only those PRs that were created on
or before the entered date. Users can enter the date manually or utilize the Auto-Calendar
feature.

Note: Both theBegin Date and End Date fields are required.

7. Select the[Sear ch] button to view the results of the search.
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Query results display in the query box on the | eft side of the window.
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Figure 214: PR Status Report Window

8. Double-click a PR beneath the Query Results icon.

Note:

Each result contains a parent PR folder with three associated folders: Award, Solicitation,

and Milestone Plan.

9. Open asub-directory folder and highlight the associated object number to display status
information.

Note:

Selected object information displaysin the lower right corner of thePR Status Report
window. Only sub-directory folderswith aplussign (+) next to them can be opened.

10. Click the[Summary Report] button to view the Summary Report window.
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The Summary Report window opens.

Summaty Report 3 x|

FR Mumber Appry, Cancl. | Solicitation Feleazed Award Feleazed Funded Amaunt($)

Approved M WECERT-02-T-0010 WECERT-02-C-0001

ll ¥

Cloze |

|Warning: applet Window

Figure 215: Summary Report Window

Note: The Summary Report window provides a snap-shot of the procurement actionsfor all
PRs displayed in the PR status query results.

Note: For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.

11. Click the[Close] button to return to the PR Status Report window.
12. Click the[Clear] button to clear the criteriaand create another query.

13. Click the[Close] button.

Standard Reports

PRweb users can generate pre-formatted reports, pulling information directly from the PRweb and
PD? databases. PRweb users can request custom reports from American Management Systems
(AMS). Currently, there are three standard reports:. PRweb L ocator Report, View Canceled PR
Status Report and View Open PR Status.
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PRweb Locator Report
1. From the menu, select Pur chase Request > Standard Reports.
The Standard Reports window opens.

Standard Reports x|

Select Report

Hame | Dezcription
PRweh Locator Report Location of PR= in route for five or more elapsed days.
Wiew Canceled PR Status Report Report on canceled PRz
Wigw Open PR Status Report FRepart on location of non-approved PRz
= ¥
Sart By

| FZ

Enter the new walue far;

Parameter Walle

7]

k. Cloze

[arming: Applet Window

Figure 216: Standard Reports Window

2. Double-click the PRweb L ocator Report from the Select Report panel.

Note: ThePRweb Locator Report providesalist of all PRsthat have been in PRweb for a
minimum of five days. The report displays associated information for each of these PRs
(i.e., PR number, description, creator, and creation date) including the total of daysin
route and in PRweb, the name of the user and/or group who had the PR the longest and
number of daysin the longest station. The report also displaysthe current station and
number of daysin that station.

3. Choosethe desired Sort By option from the drop-down list box.

The Sort By drop-down list box allows the PRweb user to sort the information in the report
by the text in any data column that is available in the Sort By drop-down list box.
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Standard Reports x|
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Figure 217: Standard Reports Window

4. Click [OK] to generate the Report.
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The PRweb L ocator Report window opens.
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testb?8  testing e-m userd 2007 -04-31 wzerb | uzerb | |
testPR 7Y Copy of te: user? 20010500 uzerd g Lzerh g g
testroute]  test routing useng 2001-04-21 [testard) 13 [testard) 13 13
[0 | 3
o | < Previous [etas Prirt HTML Repaort

|'W'arning: Applet WwWindow

PR Number
Description

Creator
Creation Date

Station of Longest Stay

# of Daysin Longest Station
Current Station

# of Daysin Current Station

Total Daysin Route

Figure 218: PRweb Locator Report

The number designated in thePur chase Request
Number field of the PR.

The full description contained in the Description
field.

The creator of the PR.
The creation date of the PR.

The name of the user who had the PR in his’her Inbox
the longest.

The number of days that the PR wasin the longest
station user’ s Inbox.

The name of the user who currently hasthe PR in
hig'her Inbox.

The number of daysthat the PR hasbeeninthe user’s
or group’'s Inbox.

Thetotal number of days, from the route date to the
report generation date, that the PR has been in PRweb.

Note:

The user can adjust the width of each column by clicking on the line separating each

column and holding down the left mouse button and dragging the cursor to theright or

| eft.
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Print HTML Report:

Details:

Previous:

<<

When auser clicksthe [Print HTML Report] button the Custom
Reports—Internet Explorer window opens alowing the user to
print the PRweb Locator Report.

The [Detailg] button allows the user to view detail s associated with a
PR. The[Detailg button isenabled only if there are additional
details associated with the report currently displayed on the screen.

A user selectsarow from report in the window and clicks the
[Detailg] button to view the details.

The[Previous] button allows the user to return to the previous
Standard Report window. The [Previous] button is enabled only if
thereisany preceding information. A user selectsthe [Previous]
button to display the information previously viewed.

Press the [<<] button to return to the Standar d Repor ts window.

5. Click the[Close] button to return to the Standar d Repor tswindow.
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View Canceled PR Status Report
The View Canceled PR Status report provides alist of al PRs created in PRweb that have been
canceled in PD”.
1. From the menu, select Pur chase Request > Standard Reports.
The Standard Reports window opens.

Standard Reports x|

Select Report

Hame | Dezcription
PRweh Locator Report Location of PR= in route for five or more elapsed days.

Wiew Canceled PR Status Report Report on canceled PRz
Wigw Open PR Status Report FRepart on location of non-approved PRz

A
Sart By
l =l

Enter the new walue far;

Parameter Walle

7]

k. Cloze

[arming: Applet Window

Figure 219: Standard Reports Window

2. Double-click theView Canceled PR Status from the Select Report panel.

Note: TheView Canceled PR Status Report providesalist of all PRs created in PRweb that
have been canceled in PD”.

3. Choosethe desired Sort By option from the drop-down list box.

The Sort By drop-down list box alows the PRweb user to sort the information in the report
by the text in any data column that is available in the Sort By drop-down list box.
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Standard Reports [ x|

Select Report
Mame | D ezcription

PRweh Locatar Bepart Location of PRz in raute for mare than five days.

Yiew Canceled PR Statuz Report Beport on canceled PR=

Wiew Open PR Status Report Feport on location of non-approved PRz

LI 3
Sort By

IF'H Murnber =

Enter the new walue faor;

Parameter Walue
BEGIM DATE 01./01,/2000
EMD_DATE 094282000
ORIGINATOR 4
LI 3

] Cloze

|'W'arning: Applet \windom

Figure 220: Standard Reports Window

4. Double-click the desired Parameter from the panel.

Note: The Parameter table alowsthe user to further define the search results. For example, if
auser wanted to view PRs created on a specific day, the user can select the
BEGIN_DATE and END_DATE parameter from the table and that date can be entered in
the Enter the new valuefor box. If the user changes the Parameter, the user must click
the [Enter] button for changesto take effect.

5. Click [OK] to generate the report.
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The View Canceled PR Status Report window opens.

View Canceled PR 5tatus Heport
FR MNumber | Dezcription | Creation Datel Criginator | Canceled Da1 Canceled By| k.0 Motes

canceledl canceledl 20010514 ¢ bbtest 2001051410 bbr22d42

canceled10  canceled10  2007-05-14 10 bhtest 2001051410 bbrd2d42

canceled? canceled? 20010514 ¢ bbtest 2001051410 bbr2d42

canceled3 canceled3 2007-05-14 0 bbtest 20071-05-14 10 bbr22dd2

canceledd canceledd 20010514 0° bbtest 2001051410 bbrd2d42

canceleds canceleds 20010514 ¢ bbtest 2001051410 bbr2d42

canceleds canceleds 20010514 0¢ bbtest 20010514 10 bbr2d42

canceled? canceled? 20010514 10 bbtest 2001051410 bbr2d42

canceledd canceledd 20010514 10 bbtest 2001051410 bbr22d42

canceledd canceledd 20010514 10 bbtest 2001051410 bbrd2d42

50 | 3

o | & Previous [etas Prirt HTML Repaort :

|'W'arning: Applet WwWindow

Figure 221: View Canceled PR Status Window

Note:  Theuser can adjust the width of each column by clicking on the line separating each
column and holding down the left mouse button and dragging the cursor to theright or
left.

Note: Theuser can click the[<<], [Previous], [Details], or [Print HTML Report] button to
aid in the report generation process.

6. Click the[Close] button to return to the Standard Reportswindow.

View Open PR Status Report

The View Open PR Status Report providesalist of all PRs currently in PRweb and their current
location.

1. From the menu, select Pur chase Request > Standard Reports.
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The Standard Reports window opens.

Standard Reports x|

Select Report

Hame | Dezcription
PRweh Locator Report Location of PR= in route for five or more elapsed days.

Wiew Canceled PR Status Report Report on canceled PRz
Wigw Open PR Status Report FRepart on location of non-approved PRz

A
Sart By
l =l

Enter the new walue far;

Parameter Walle

k. Cloze

Warning: Applet Window

Figure 222: Standard Reports Window

2. Double-click theView Open PR Status Report from the Select Report panel.

3. Choosethedesired Sort By option from the drop-down list box.

The Sort By drop-down list box allows the PRweb user to sort the information in the report
by the text in any data column that is available in the Sort By drop-down list box.
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Standard Reports Ed
Select Report
Hame | Dezcription
PRweh Locator Repaort Location of PRz in route for mare than five days.
Yiew Canceled PR Statuz Report Repart on canceled PR:

Yigw Open PR Status Beport

Repart on location of non-approved PRz

[T

Sart By

I Creation D ate

Enter the new walue far;

Parameter Walle =
BEGIM DATE 01012000
EMD_DATE 09/28,/2000
ORIGINATOR 4
LI 3

|Warning: Applet window

Figure 223: Standard Reports Window

4. Double-click the desired Parameter from the panel.

Note:

The Parameter table alowsthe user to further define the search results. For example, if

auser wanted to view PRs created on a specific day, the user can select the
BEGIN_DATE and END_DATE parameter from the table and that date can be entered in
the Enter the new valuefor box. If the user changes the Parameter, the user must click
the [Enter] button for changesto take effect.

5. Click [OK] to generate the report.
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The View Open PR Status Report window opens.

Creation Date | Originataor | FR Murnber | Description | Location | Status Il
2000-09-071 16:= shannon® inztall best inztall best ghannon® draft =
2000-03-01 16:= ghannon™ initialbuild initialbuild shanhot™ draft
2000-09-01 17:2 denaby18 by b denabyv1# draft
2000-03-0512:z denabw1# ey 525400 b 945400 denabe 18 draft
2000-09-0512:E pamuzer create DPAsz Priority Rz pamuszer® draft
2000-09-06 10:= denabyw1# 9/6/2000 by 9/6/2000  denabuw1# draft
2000-09-06 12:C bbtest bbzuggested ve bbzugaested ve PamGrpl pending appr
2000-09-08 121 bhtest bhbwigwsums bbviewsum? bbhannah rejected
2000-09-06 121 bbtest bbviewsumz bbviewsumz bbgab pending appr
2000-09-08 13:Z bbtest bbdontwiew bbdontwiew bbtest draft
2000-03-06 13:= bbtest bbeview bbvview bhtest draft
2000-09-06 13:4 acquserh 123Train Training acguzerd draft
2000-03-06 13:E bhbest mitestforbb bbtestattachmer bhbtest draft
2000-09-05 14:z bbtest bbaddinpd bbaddinpd bbtest draft
2000-03-06 15:1 bhbest bbaddsugovend bbaddzuggvend bbbaley pending appr
2000-09-06 15:2 dwamminol # DD254 DD254 dvammino2$ rejected
2000-09-06 15:2 dvamminal DD254 D254 dvammino3f# pending appr
2000-09-06 15:Z michaelk 00052000-03027 Code Revizsion & michaelk draft
2000-09-06 15:E tp 03230921 Contract Level F tp draft
5| »

G4 | 4 Eresioms [etaz Frint HT L Report
|Warning: Applet Window

Figure 224: View Open PR Status Window

Note:  The user can adjust the width of each column by clicking on the line separating each
column and holding down the left mouse button and dragging the cursor to the right or
left.

Note:  Theuser can click the[<<], [Previous], [Details], or [Print HTML Report] button to
aid in the report generation process. Click the [Close] button to return to the Standard
Reports window.
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Chapter 11: Transfer Document

The Transfer Document functionality allows a PRweb In This Chapter...

user with managerial rightsto transfer PRsand PR

Mods from one managed user to another managed Using the Transfer Document feature
user. The manager isableto transfer PRsand PR described in this chapter, you can:
Mods that reside in a managed user’ s Drafts, Inbox,

and Outbox folders. However, PRs or PR Mods are - Transfer ownershipof PRsor
not available for document transfer if the document PR Mods from one manager
resides in the Inbox folder and has been routed to a user to another managed user
group.

Transfer a Document

To transfer adocument:

File Preferences Purchaze Reguest

=10 %]

ERER]Cratts
I:l Ik
B[] Outbox
I:l Archive

Jocument...

I muvayhlanager

|Java Applet Wwindaw

Figure 225: PRweb Transfer Menu — Manager Desktop

1. From the menu, select Transfer = Transfer Documents.
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The Select Managed Userswindow opens.

Note: TheManaged Userslist box displaysall the usersthat the current user manages.

: select Managed Users =10] x|

tanaged Users i
i i | S =~ Tranzfer From
ser Mame ull Karme
omyxhoo Michelle Way - I
gdonohue GEME DOMOHLE §|
LEN A 2
Py 3 MVAAY 3 S e
nicole B 'Watzon Ao
nicalep MNIGOLE -]
mwayhanager hAY MAMNAGE @ I
denavarmminol®# DEMNA VAMMIMC13

MHext... Cancel

Warning: Applet Window

Figure 226: Select Managed Users Window

2. Select Transfer From user by highlighting the user from the M anaged Users list box and
clickingthe[ p ] button.

The selected user’ s Full Name displaysinthe Transfer From field as read-only.

Note: The selected user may be removed from the Transfer From field by clicking the[ ¢ ]
button.

3. Select Transfer To user by highlighting the user from the M anaged Users list box and
clickingthe[ » ] button.

The selected user’ s Full Name displaysin the Transfer Tofield asread-only.

Note:  The selected user may be removed from the Transfer To field by clicking the[ ¢ ]
button.
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i Select Managed Users -0 x|

M anaged Lzerz

Lser Mame | Full Mame _r..-TranSfer e
onyxboo Michelle \Way _ IMW’E"YS
gdonohue GEME DOMOHLUA ]
Friveay2 Pl 2 '
hicole B\Watson

~— Transfer T
rwayhanager  WMAWAYMANAGE [l

denavamminogl® DEMA VAMMING 13 |NIEIIILE

MHext... Cancel I

Figure 227: Select Managed Users Window

4. Click the [Next] button to search for documents.
The Document Search window opens.
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=101 |

Search Criteria Search By

IX ' Document Mumber
 MEN
Search | e
' Description

Select Documents ta Transter fram mwayd

Document Type | Document Mumber Description MER
Select
Selected Documentz to Transfer to nicole
Document Tyvpe Document Mumber Description MErM
Remove |
(] Cancel |

[tarning: Applet Windaw

Figure 228: Document Search Window

5. Enter valuesinthe Search Criteriafield.
6. Select appropriate Sear ch By radio button.

7. Click the [Search] button.

The search results display in the Select Documentsto Transfer from <Transfer From
User Name> list box.

Note:  Only PRsand PR Mods contained in the Transfer From user’ s Drafts, Inbox, and
Outbox folders display. Documents contained in the Archive folder are not available for
transfer. In addition, PRs and PR Mods are not available for document transfer if the
document resides in the Inbox folder and has been routed to a group of users.
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-i0/x]
Search Criteria Search By
12 &+ Document Number
T  MEN
2arc |
' Description
Select Documents ta Transter fram mwayd
Document Tyvpe | Daocument Mumhber Description b fiil
PR QADDES Test 061102
PR mod QANDES-0001 PR Mod {Info CLIMPic
FR QADN070 Test 061 2102
PR hod QADDT2-0001 PR Mod O6M 202 A210-00-243-3348
PR QANDTS TestO0B/12i02 - Test 5 MW01-02-123-4567 | |
PR QA0S0 Bt 06 3002 1005-01-134-3621
e Select
Selected Documents to Transfer to nicole
Document Tyvpe Document Mumber Description MErM
Remaove |
] Cancel |
|"Warning: Applet Window

Figure 229: Document Search Window

8. Select the documentsto be transferred by highlighting the desired documents from the Select
Documentsto Transfer from <Transfer From User Name> list box and clicking the
[Select] button.

The selected documents displays in the Selected Documentsto Transfer to <Transfer To
User Name> list box.

Note:

Multiple documents can be selected or removed by using the <Shift> or <Ctrl> keys.
Also, the manager is able to double-click a document to move it back and forth between
the Select Documentsto Transfer from <Transfer From User Name> list box and the
Selected Documentsto Transfer to <Transfer To User Name> list box.

Note:

A document may be removed from the Selected Documentsto Transfer to <Transfer
To User Name> list box by highlighting the desired document and clicking the
[Remove] button. The removed document will display in the Select Documentsto
Transfer from <Transfer From User Name>list box.

Note:

Documents that display in the Selected Documentsto Transfer to <Transfer To User
Name> list box remain, unlessremoved. Thus, the manager is able to perform multiple
searches in order to select documents.
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=101 |

Search Criteria Search By

IX ' Document Mumber
 MEN
Search | e
' Description

Select Documents ta Transter fram mwayd

Document Type | Document Mumhber Description MEM i
PR MSAAAAAARAASAAAAAYY PR 052002-05 1005-00-659-1031
PR PR A&0102 Copy of PR with Zcling 8115-00-134-36545
FR 2400250 Inbox Inbox
PR PROOTA Test06M 2102 - Test 50 MYWO1-02-123-4567
PR 240001 Test 058131102 1005-00-921-5004
PR QA0005 Test 05131102 1005-00-311 27177
e Select
Selected Documentz to Transfer to nicole
Document Tyvpe Document Mumber Description MErM
FR QANDTO Test 06M 2/02
PR hod QADDT2-0001 PR Mod 061202 A210-00-243-3349
PR QADDTS Test 061 2/02 - Test So MW01-02-123-4567
Remaove |
] Cancel |

[tarning: Applet Windaw

Figure 230: Document Search Window

9. Click the [OK] button in the Document Sear ch window.
10. Click [Y es] to the Confirmation.

Note: E-mail notifications are sent to the Transfer From user and Transfer To user informing
them of the documents that were transferred.
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Chapter 12: Help

The Hel p menu provides the PRweb user with
various modes of user support including accessto
PRweb online help, SPS/AcquiLine Help Desk, and
About PRweb.

In This Chapter...

Using the Help functions described
in this chapter, you can:

Access PRweb online help
Contact the help desk
L earn more about PRweb

& PRweb _ -0} x|
File Preferencez Purchaze Request BglEfd

PRweh Help...
Contact Help Desk.

D Mrohive About PRweb .

I Ty

I.Java Applet \Window

Figure 231: PRweb Help Menu
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PRweb Help

The PRweb Help menu option allows the AcquiLine PRweb user to access the on-line PRweb
Help Guide.

To access the PRweb Help Guide:

1. From the menu, select Help > PRweb Help.
The AcquiLine PRweb v2.3 Help window opens.

% 6,0 B - McRolE Babinet Explinei prosvided by AMS g x|
| bl g Ven Freress Tock ek E
__1-..I R B e S LT [ e L | |
ks [ ] g oY IS0 TR B e b

[Libs @048 demuie Fineh  EIDULCEWEDR  @VECDOEWER @IVECOSANE  alliba Fiod 1A00die -Fimeh ] TradngRietvants Wieh Mersgs @] hcuine - et 22
=

shon| [

AcquUiLine PRwab v2.7 Help
Pk e e B A L L P w3 3 el

Thens ane mar d fisrant weres b navigate among e bopics 4 find e o m atian o need. CHckon He How Del., page o ind snesers i common Pt questians, orseecd
U T s oW D Begin . T ssSsare o T BRACE: W pi:s, nabie e Tt of Comin s, i, 300 Seanch o alin:s by choking on - Eie] Dulon s To b e naagaione
g ang e componans, ¢ etie ke buton. Tra Brmse] buions atove 125 o d85h wil aiow U1 brawss sequent alls Brough o ogies i a phan subReLanes. in
=diior, ¥ ane bl o e yrur e methimaesess Back] and Foneand bullons as @y would Brpages onhe neEmet Wihin sschiapc, c=fainwards sndiarp breses sn
Fighiighied. Clckan thesewande and phey s o dnd ol imporiant infa imaiian shouttem

How Do |, 7 Help Topics
Functional User: Purchase Reguest Creation and Management
Syetem Administratar: Site and Personnel Management

About Acouiline PRwek

o erered unhatman

e B ¥ Lolintraret
Figure 232: AcquiLine PRweb 2.3 Help — Microsoft I nternet Explorer Window
2. Double-click onthedesired topic.
Contact Help Desk
The Contact Help Desk menu option allows the PRweb user to access the PRweb Product
Support web page and submit/receive el ectronic questions/answers for functional and technical
i Ssues.
To contact the SPS/AcquiLine Help Desk:
1. From the menu, select Help > Contact Help Desk.
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The PRweb Product Support web page opens a new Web browser window.

4 Privcisct Support | SP5&couline Help Desk - Miooasolt Internet Fuplorer provided by AMS . =] ¥
| Bl Bk Bew Fawcees Tock b [ e |
Lt - 4 - @ 3 ]| Qoo Barovontss Gersry | 5y Bfpd -
| ke [ hitp ) racquine.amsine. comacowet_ sl 1453 =l s fink ®
8.1
Acguiline
Saarch the KB
s Ercke s )0 21
—Suo e SPS/AcquiLine Help Desk ard
bt Search._
G ]
s 8 Paggers IMyou are experiencing problems or have questions about any of the Acquiline mu_‘d_l.lzsl you can
saarch the sxtensie SPS Knowladge Base v imformation regarding yourissue Click bera to search -
the SPS Mnowviecke Base 1T your GUeshion mquies sn AMS Help Desk reprpsentatve, pleass hae * &dvanced Jearch
Module lafa yaur sile’s Authorized Calen’s] comact the SPS Help Desk
[
iEm: Yook
Ebms Caurdacd e
s Regisbeation
Mavigate | Product Support Hum o Re gistar
Praduct EIEIH T Tr—T
[ Aagubzi How
Snwgiiee § EFE Arguiine & 9PE Hnovledge Base
Samascon Begw Link I T AcquiLing & 5PS knowiedge Bass i
Expslinn Trpring Howr tans
Gheap 5P 5 g0y i Traiin Calandal
Inkmation on PRwab on-sie, pemonalzed and irsin dor- d raning
Dianerm|mzds
Ravsari i we
iz ckranta Foay Wi,
P y - #
& = F

Figure 233: Product Support Web Page

2. Click on SPSKnowledge Base.
The AMS SPS Knowl edge Base window opens.

Here you can find answers to the most frequently asked questions about PD?, SPS-| or
PRweb. Other topicsinclude Headlines, Work Stations and Help Desk Records.
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About PRweb

The About PRweb menu option allows the PRweb user to view the application name and version.
To open the About PRweb window, select Help—> About PRweb from the desktop menu bar.
To return to the desktop, click the [Close] button.

Acquiline’

Acquiline - PRyweb
Releaze Version 2.3

x|

American Managemert Systems, Inc.

|Java Applet Window

Figure 234: About PRweb Window
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A

Access Rights

The privileges given to users by the System Administrator that determine whether they can view,
change, move, or delete an object owned by themselves or another user. Generally, also refersto
the privileges associated with menu choices and document creation. Access Rights are defined in
System Administration.

ACRN

Accounting Classification Reference Number. A two-position apha or aphanumeric control code
used to relate the accounting classification citation to detailed line item information.

Active Window

Thewindow in which you are currently working (not necessarily the window that opens on the
screen). The Title Bar of an active window is highlighted in a different color, usually blue, than
any other open window on the Desktop. Any new documents created are automatically placed in
the Active Window.

ADC

After Date of Contract. Used in lieu of specified delivery dates when the delivery of an item
cannot be established until acontract isin place. Calculated based on the effective date of a
released award or the delayed effective date (whichever islater). Delivery may be specified asa
certain period of time after award of the contract. Used as one of the delivery date optionsin Line
Item Detail.

AFATA

After First Article Test Acceptance. Used to define delivery dateswhen aFirst Article Test is
required. Used as one of the delivery date optionsin Line Item Detail.

AMS

American M anagement Systems, Inc. Located in Fairfax, VA, the prime contractor of AcquiLine
PRweb and PD?.

Approval

A PRweb process that permits authorized usersto electronically approve procurement documents.
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Attachment

A third party file (e.g., Word or Excel or any third party software that is OLE 2.0 compliant) used
in the procurement process. As an attachment in AcquiLine, thisfile can be associated with a
document and is represented by an icon on the desktop.

Auto Calendar
A feature that allows the PRweb user to enter adate on afield from a calendar interface.

B

Buttons

Buttonsin awindow that initiate an immediate specific action; e.g., [Sear ch], [Select], [Add] or
[Delete].

C

CLIN

Contract Line Item.

Contingent Approval

An approval action specifying that the user approves a document under certain conditions. If a
document is contingently approved, comments should be provided detailing why it has not been
“fully approved” in thefield provided on the Approva Sheet.

Contacts

Names of key personnel in the Vendor and Organization profiles. Contact names display in the
appropriate fields in documents and may be used as search criteriain the Address Sear ch
window.

D

DD254

A Contract Security Classification Specification form. Thisform provides general security
requirements for a particular requirement package.
Desktop

The user'sworkspace in PRweb. Thisworkspace contains job-related tools (e.g., applications,
utilities, and reference materias), items being worked on, and files of completed actions (e.g.,
documents, spreadsheets, forms, and reports).

DFARS
Defense Federal Acquisition Regulation Supplement.
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Drop-Down List Boxes

Boxesthat “drop-down” to display alist of options. These areindicated with adownward
pointing arrow.

F

FAR
Federal Acquisition Regulation.

Fields
Rectangular boxes in which textual information is typed.

Folders

Containers used to organize multiple related files or documents.

G

Group

A common collection of users. Groups can be defined by office, position, or title. Group
information is maintained in System Administration.

GUI

Graphical User Interface. The software 'front-end' to most applications that allows the use of
windowing, menu, and mouse techniques.

H

Hypertext

A form of on-line help in which users“jump” or move easily between related topics by clicking on
acertain type of text. Thisisafeaturein PRweb On-line Help.

Icons
Small picturesthat represent files, applications, or documents.
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J

Job Order Number

A cost accounting number that links funding to a specific task or job; e.g., construction or ship
repair. In PRweb, job order numbers may be entered by any user. Accessto job order numbersis
limited to specified users unless accessis provided to all usersin PD? System Administration. Job
order numbers are entered in procurement documents from the Funding Sour ces window.

L

Local Info

Local Information fields that are used to enter data that does not display €l sewhere in PRweb or
PD2. Fields are designated locally to capture information needed for reporting and tracking
purposes.

L ogon

Accessing the PRweb applet with a username and password.

M

Menu

A list of commandsthat typically appearsin abar across the top of awindow directly below the
Title Bar.

Milestone Plan

A utility used in PD? to create a schedul e for completion of a contracting action and to record
progress against the schedule.

MILSTRIP

Military Standard Requisitioning and |ssue Procedure. Number may be entered in Line Item
Detail.

Multiple Deliveries

Refersto delivery information when a user has added more than one delivery in PD2to alineitem.

N

NAICS

North American Industry Classification Standards. Code for the North American Industry
Classification System to classify individua businesses.
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NSN

Nationa Stock Number. A thirteen-position alphanumeric code that specificaly identifiesan
item.

O

OLE
Object Linking and Embedding. Providestheinterface between PRweb and third party software.

Outbox

Object in which items are placed when they have been routed to other PRweb users. Displaysasa
container on the PRweb desktop.

P

PD2

Procurement Desktop - Defense. Pronounced "PD Squared.” The commercia software product
that the government acquired competitively to satisfy the requirements laid out by the Standard
Procurement System program office. A combination of operating environment, applications, and
utilities that run in Microsoft Windows.

PR

Purchase Reguest. The generic, non-service specific document in PRweb that is used to record the
requesting activity's requirement.

PR Maod

Purchase Request Modification. A document that is used to modify a released Purchase Request.

Pr eferences

A group of optionsthat define the settings on auser's desktop.

R

Radio Buttons

Buttons that represent a group of mutually exclusive choicesin awindow. They are round and fill
with adark circle when selected.

Refresn All
Allows the PRweb user to refresh all folders on the desktop to reflect changes.

Refresh Folder
Allows the PRweb user to refresh individual folders on the desktop to reflect changes.
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Reject

An action indicating a PR has been rejected. |f adocument has been rejected, comments should
be given in thefield provided on the approval sheet.

Route Template

Allows the PRweb user to create his’her own specific route templates to complement current
approval processes. Only userswith appropriate security rights can create route templ ates.

Routing

Sending PRs and attachments to PRweb and PD? users. Accessed from either the Purchase
Request File menu or desktop Purchase Request menu.

Routing Sheet

A form that specifies the users to whom adocument is to be routed and the order in which that
routing isto occur.

S

Select

The process of clicking on or highlighting an object.

SPS

Standard Procurement System.

SubCLINs

Sub Contract Line Items.

System Administration

A series of tasks that the System Administrator uses to manage and support PRweb features, such
as security, access rights, user information, and templates. For more information on System
Administration, refer to the AcquiLine PRweb System Administrator’s Guide.

System Administrator

Title given to the person(s) responsible for creating and maintaining the data to support PRweb.
For more information on System Administration, refer to the AcquiLine PRweb System
Administrator’s Guide.

T

Tabs

Rectangular buttons above forms that enable the user to easily move between the parts of aform.

Title Bar
The space at the very top of awindow that indicates the application or object being worked in.
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U

Universal Search Criterion

The percent sign (%) is used asthe "wildcard" character in searches for vendors, organizations,
objects, and keywords. It can be used alone to search for al itemsin the databasein agiven
category or it may be used in conjunction with letters or words to narrow the search.

User

Theindividual person using PRweb. The user account is maintained in System Administration.
Each user has a username, password and contact profile.

W
Windows
Screensthat display files and documents, and “hold” applications and utilities while they are being
used.
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