Appendix D
CREATING A PURCHASE REQUEST IN PRWeb
Points to keep in mind when you are creating a PR in PRWeb:

1.  Never put dashes or spaces in the document number.

2.  Always put a priority in the priority tab.

3.  Provide a POC and phone number in the Comments box who is familiar with the item you are purchasing and can be contacted if there are questions.

4.  If the requirement is Subject to Availability of Funds, put "SAF" in the "Description Box and in the Comments Box.

5.  NEVER use Contract Level Funding; each line item must be funded.

6.  Use the Comments box to provide GSA/VA Schedule number.  If you have a quote number, place it there as well.

7.  Remember that we are committed to acquiring what you want.  We need as much information that you can provide about your item in the "Extended Description".  There is plenty of room for you to add anything that you feel would be helpful and describe exactly what you are requesting.

8.  ONLY  "Word" and "Excel" documents will be recognized by the Contracting software PD2.

From the Menu, select PURCHASE REQUEST
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NEW
The PR contains 4 tabs for ease of use and navigation. Main Form, Line Item, Contracts and Add'l Data.  Each tab provides the ability to input different Requirements information.

To search by CHCC's Code

Change the radio button to "CODE"

Type our PIIN Number into "Search Criteria" W81K04
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This arrow indicates that you must put in a Priority

Note:  This is where you put any information that you think we may need that pertains to this acquisition. Requisition Date field defaults to today's date and is not editable.

1.  Enter a description of the PR in the Description field.

2.  Enter a number in the Purchase Request Number field.  PLEASE KEEP IN MIND THAT DASHES (-) AND SPACES ARE NOT ALLOWED IN PD2.  IF YOU PUT DASHES IN A PR NUMBER, THE PR WILL BE RETURNED TO YOU TO MAKE CHANGES.
3.  Leave DPAS Priority Rating Blank.

4.  Enter a priority in the Priority field.

The PR opens to the Main Form tab.  The Requesting Office field defaults to the Requesting Office of the contact that was selected when you were provided your log on capability.  The Issuing Office field defaults to the site-specific Issuing Office address that was selected by the System Administrator.

1.  Leave the Type of Action button as it defaults.  The contracting office will determine what type of action.

2.  In the Comments field, enter any specific information that may be required to simplify your purchase, such as:  Prior year contract number; Vendor quote number; POC for information that pertains to this action; Vendor information. If vendor cannot be found in the Vendor Address Search (Suggested Vendor)  See next paragraph.

3.  Click the Add button in the Suggested Vendor(s) field to search the database for a vendor.

  The Vendor Address Search window opens.  The Search Criteria field defaults to the universal search symbol (%).  The Vendor Search feature will display approved vendors in the PD2 database.  You must refine your search by using the Search By radio buttons.

4.  After entering the search criteria, click the (Search) button.
5.  Highlight the desired vendor, and click the (Select) button to select a suggested vendor.

Note:  The (Add) button becomes the (More) button after selecting one Suggested Vendor.  You have the ability to select more than one vendor.  If you have done your research, you may have found more that one vendor to can fulfill your requirement.

6.  Click (OK) to close the summary.

LINE ITEM TAB
The Line Item tab enables you to create Contract Line Items (CLINs).  DO NOT SELECT CONTRACT LEVEL FUNDING.  The PR will be returned to you for you to remove it if you do.  This only slows down the acquisition process.

CREATE A CLIN

From the menu, select Line Item
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New
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Clin to create a CLIN.
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The Line Item Detail window contains four tabs:  Detail, Description, Funding, and Shipping.  The Detail tab provides delivery information and item description, quantity and estimated cost.  The Description tab provides additional information pertinent to the CLIN/SubCLIN.  The Funding tab provides CLIN level funding information.  The Shipping tab provides specific shipping information for the CLIN/SubCLIN.

The Detail tab enables you to enter information pertaining to the CLIN.

Note: The Number field defaults to the next consecutive integer when starting new Line Items.  Since this is the first line Item for this PR, the number is "0001".  This field is editable and is visible from every tab of the Line Item Detail window.

____________________________________________________________
1.  Enter a short description in the Description field. (This information will be repeated in the extended description)  The description field is visible and editable from every tab of the Line Item Detail window.

2.  Enter a realistic date for delivery in the Delivery Date field.

Note:  You can enter Period of Performance starting and ending dates for service contracts such as Maintenance OR contracts written for Health Care Providers.  You cannot enter both Delivery Date and Period of Performance.

You enter a date in PRWeb by clicking in the Delivery Date or Start Date, a calendar will appear and you select the date from the calendar.
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3.  Enter detailed description of the line item.  You should include size, weight, color, when appropriate, and catalog number.  If the item is under schedule, (GSA, VA, etc), you should put the contract number here.

REMEMBER, THE MORE DETAILED INFORMATION PROVIDED, THE MORE LIKELIHOOD THE REQUESTER WILL NOT BE CONTACTED FOR MORE INFORMATION, THEREBY ALLOWING THE CHCC TO ACQUIRE WHAT THE CUSTOMER HAS REQUESTED.
4.  Enter the number of items you are requesting to purchase in the Quantity field.  

5.  Enter an estimated price for each item in the Estimated Unit Price field.

Note:  The value in the Estimated Line Item Cost field is calculated from the Quantity and estimated Unit Price fields.

6.  Select a unit of issue from the Unit of Issue drop-down list box.

There is no need to use the Description tab.

FUNDING TAB

1.  Click the Funding Tab.

2.  From the menu, select Funding
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New to open the Funding Sources - New window.

3.  Click the (Manage) button.

The Funding Strip Search window opens.

4.  Click the (New) button to create a new funding strip.

5.  Enter the appropriate funding strip information in the various fields of the Funding Strip - New window.

6.  Click (OK) to return to the Funding Strip Search window.

The new funding strip displays in the table on the Funding Strip Search window.

7.  Highlight the new funding strip.

8.  Click on the (Select) button.

SHIPPING TAB

The Shipping tab enables you to enter detailed shipping information for the CLIN.

1.  Click the (Select) button next to the address field.

2.  You may search for shipping information by your DODAAC, change the radio button in Search by to Code.

3.  In Search Criteria put in your DODAAC.

4.  Click the (SEARCH) button to search the PD2 database for existing Ship To Address information.

5.   Highlight the address you need and click the (Select) button.

The Ship to contact search window closes and the contact information displays in the shipping tab.

6.  Enter any additional information you need.

CREATING A SUBCLIN
Use SubClins when you are purchasing like items that are priced separately.

For example:  Furniture Package.

Create CLIN  and identify as INFO ONLY.  In the extended description you would put:  Furniture package for CofS Office that consists of items listed as SubCLINs.

Each SubCLIN would identify different components of the furniture package, quantity and estimated price.
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This is an example of an INFO ONLY CLIN and Priced SubCLINS.

The creation of a SubCLIN is similar to the creation of a CLIN.  There are a few differences.  For example, if you had a priced CLIN, the CLIN Type for the SubClin defaults to INFO ONLY.

If you have an INFO ONLY CLIN, the SubCLINS would default to PRICED.
1.  Highlight the CLIN you created:

2.  From the menu, select LINE ITEMS
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SubCLIN 

Note:  The SubCLIN Number defaults to the next sequential number.  This field is editable and is visible from every tab of the Line Item Detail window.
3.  Enter a short description for the Line Item in the Description field.

Note:  The Description field is visible and editable from every tab of the Line Item Detail window.

4.  Enter a date for delivery in the Delivery Date field.

5.  Enter salient characteristics (details) for the line item in the Extended Description field.  Remember, more information is a good thing.
Note:  If this is an Info Only SubCLIN, you will not be able to enter Item Calculation information.

6.  From the menu, select File
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Update.
_____________________________________________________________

Note:  The Blue (+) sign next to the CLIN indicates that there is a SubCLIN.

ADDING ATTACHMENTS

You can add any procurement related documents to the PR as an attachment.  Only documents saved as "Word" or "Excel" documents should be attached.

1.  On your desktop, double click on your Drafts folder to open it.

2.  Select the PR that you created.

3.  From the menu, select PURCHASE REQEST
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OPEN  The Purchase Request will open.

4.   From the menu, select FILE
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ATTACHCMENTS.  The file attachments window will open.
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6.  Enter the filename and extension of the document you want to attach in the Filename field.

7.  Enter a description of the file you are attaching in the Description field.
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8.  Click the Select File button to designate the path of the file you are attaching.

A Browser window will appear.  This window instructs you to upload the attachment.
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ROUTING

Now that you have finished preparing your PR, you will want to route it to the groups that have been set up for you by the PRWeb Systems Administrator.  

Once your PR has been approved by everyone in your groups, it will be routed to PD2 and a copy will be placed in your archive box. 

CHECKING STATUS

The PR Status Report feature enables you to track a PR after it has been submitted to the Contracting Office.  The PR Status Report provides a snapshot of the PR, Solicitation and Award document.

1.  From the menu, select Purchase Request
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PR Status Report

The PR Status Report window opens.

2.  Enter the document number in the Search Criteria field.

3.  Select the PR No. radio button. 

Note:  Never, Never search by description.  Search by your document number only.  Remember that PRWeb interfaces with the PD2 Database and there are over 100,000 documents that will have to be searched.

4.  Select My PRs radio button.

5.  Enter a start date in the Begin Date field.  This date must be the same as or earlier than the creation date of your pr.   

6.  Enter a date in the End Date field. 

Note:  Dates for start and end must be in the Month/Day/Year (MM/DD/YYYY) format.  Or you can use the calendar feature.

7.  Click the Search button to search for the results matching the criteria entered.

A dialog box displays the number of records returned and asks if the user wishes to proceed.

8.  Click OK to continue.

9.  Click the [+] button next the Query Results to display the PRs.
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If you double click on the [+] to the left of your PR Number you will see if it is on solicitation or has been awarded. [image: image20.png]PR Status Report
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The illustration above shows the results of a query, opening of the PR and finally after double clicking on the award folder, a summary of the award.

The report also shows you what contract specialist will be awarding your PR.  If you have questions about your PR, contact the contract specialist listed in the box "Administered By".

Remember that it is the requestor's responsibility to take ownership of their PR.  The requestor must make sure that the PR goes through all of the approvals and gets to Contracting in a timely manner.
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