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UNITED STATES MARINE CORPS
TRAINING COMMAND
2300 LOUIS ROAD
QUANTICO, VIRGINIA 22134

FORWARD

“Everyone is better off when they know why decisions are made with as
much accuracy as possible. It gives them an understanding of what
matters and provides information on which to base trade-offs

constantly being made at every level.

- Nilofer Merchant

Training Command is the Marine Corps proponent for Military
Occupational Specialty individual-skills training. In order to
accomplish this mission, Major Subordinate Element Commanding Officers
are provided financial resources. MSE Fund Managers and Fiscal Clerks
have the responsibility of advising, assisting in planning, execution,
-accounting, and reportlng of financial resources to the Commanding
Officer. -

_ The. focus bf this guidebook is to provide_Fund‘Managers and
Fiscal Clerks basic financial guidelines and procedures-for Training
Command MSE’s. 'Within this guidebook MSE’s axeﬁprovided guidance on:

. 'Marlne Corps fundlng process basics

L] Annual flnanCLal planning

e Fund executlon and procedures

e Financial coding strpcture

e Accounting reconciliation and source documentation

This guidebook is specific to Training Command Fund Managers and
Fiscal Clerks. It has been updated to include the recent policy and
procedure changes instituted by HOMC. The information within this
guidebook is to supplement the Marine Corps Order for Financial
Execution MCO P7300.21B. Additionally, this guidebook provides basic
Training Command financial procedures and policies.

AUSTIN E R NEORTH
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“Follow the Big Blue Arrow”
Attributed to Major Gregory Grayson

Funding Execution Basics

This section outlines basic financial guidance for Training Command Fund Managers and Fiscal
Clerks. Specific guidance Clerk will be provided in different sections of this guidebook.

Training Command and G-7 Personnel Structure

Training Command (TRNGCMD) is the Marine Corps proponent for MOS individual-skills
training, analyzes, designs, develops, resources, implements, and evaluates standards-based
individual training in order to provide combat-capable Marines and Sailors to the operating
forces. TRNGCMD was established in 2000 as one of Training and Education Commands
Subordinate Command and the HQ’s became operational capable in 2009. The Training
Command Comptroller Division staff code is G-7. The G-7 consists of a budget branch,
accounting branch, and resource, evaluation, analysis branch (REA). Figure 1 outlines the
Training Command G-7 personnel structure. See appendix B for a list of G-7 phone numbers,
system access procedures, and required training. Branch functions are listed below:

Supervisory )':‘imncim Manager
Comptroller

= |
Deputy Comptroller

— i
Accounting Officer Budget Analyst REA

1 =
Accounting Chief

Resource Analyst Resource Analyst Resource Analyst Resource Analyst

Financial Management Financial Management Financial Munagcmc-n; \‘ {_ Financial Management &

Figure 1 — Training Command G-7 Personnel Structure

e Budget — assists in Program Objective Memorandum development, monitors Major
Subordinate Element (MSE) fiscal execution and provides funding recommendations,
reviews and justifies funding requirements to higher headquarters, processes and tracks
funding deficiencies, prepares MSE quarterly funding distributions, processes Fund
Authorization Letters, advises Fund Managers on fiscal law and policies, and approves all
MSE PRBuilder documents.




Training Command Fund Execution Guidebook

e Accounting — monitors and analyzes accounting transactions, analyzes and assists MSE
fiscal personnel with accounting errors, analyzes and assists MSE fiscal personnel with
feeder system problems, and advises MSE fiscal personnel on accounting policies.

e REA — Managers Internal Control Program (MIC), Internal Control Over Financial
Reporting (ICOFR) and Statement of Budgetary Resource audit liaison, Training and
Education Command Inspector General liaison, Un-Authorized Commitment coordinator,
and Fund Manager appointment letter coordinator.

Marine Corps Funding Process

The Marine Corps, along with all Department of Defense (DoD) components, receives funding
through the Planning, Programming, Budgeting, and Execution (PPBE) process. PPBE serves as
the means for requesting and allocating resources (manpower, equipment, funding) to meet
service assigned missions. PPBE is a continuously overlapping process that cycle’s from one
year to the next. Refer to figure 2 PPBE Process for reference.

Defense Depnrtment Prepares Budget and Submits to Office of. Office of Manngement and Budget Submits Fregident submits Budget to
Muonsgement nnd Budget Budget to Progident

I 15 Yenr Planning 3 Year 1 Yeur Budgeling |
Phage Prog ing, Phase Phase

Asrsesimonl
05D Revisw Prestdents
Tudgei

05D Review

PG EDM PBD

"Authocization Ast Appropriation Act

Figure 2 — PPBE Process

Planning Phase — Focuses on the development of the National Military Strategy (NMS) and
the Marine Corps’ role in its support. The result of the planning process is the Joint
Programming Guidance (JPG), which contains fiscal and capabilities guidance followed by the
Marine Corps during the Programming Phase.

Programming Phase — Focuses on taking the overall resource amount allocated in the JPG and
distributes the funding to support assigned Marine Corps’ missions. The process used to make
this distribution is called the Program Objective Memorandum or POM process. A full POM
request and approval process is currently performed every year; however, this process can
potentially change in the future and return to a historical two year cycle.

Marine Corps’ missions are segmented into programs. A program is a group of organized
activities that contribute to an overall Marine Corps’ mission. For example, specialized skills
training is the program that is used to identify MOS skills training. The Federal government
identifies programs with an eight digit alpha-numeric code. Additionally, the Marine Corps
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subdivides programs into smaller grouped categories, and these categories are called Marine
Corps Programming Codes (MCPC). MCPC are identified with six-digit codes and are unique to
the Marine Corps.

Budgeting Phase — Takes the final amounts approved in the POM and creates the Marine
Corps Budget Estimate. The BES is a compilation of all Marine Corps programs and funding
levels required to sustain approved programs. HQMC prepares the BES and forwards to the
Department of the Navy (DoN) and DoD for inclusion in the overall President’s Budget
(PresBud). The final PresBud is the President’s funding plan for an upcoming year and is
normally submitted to Congress after the State of the Union address. Congress takes the
PresBud request, makes internal changes to funding and programs, and ultimately passes a
budget.

Execution Phase — Amounts contained in the Appropriation Act are allocated by Office and
Management and Budget into the different program levels for execution. Once the Marine Corps
receives funding from the DoN, D/C Programs and Resources Department allocates program
funding levels to major Marine Corps commands. Refer to Figure 3 for POM to School funding
distribution. Once Training Command receives funding, it is passed to the appropriate schools
and detachments for purchasing required goods and services to support assigned missions.

Goods and services purchase transactions are recorded and reported in detail with the Marine
Corps accounting system, SABRS (Standard Accounting, Budgeting, and Reporting System).

Program figures enn I
still change

Tentative Ceilings
provided to

" school 4th Qtr
7 President's - [R \h“"‘-‘-ﬂ
Budget Congress
‘ Budget Legislntion

==

Authorization &

Appropriation
(Fe bruary = Se ptember)

e L.

'."
Nﬂanmpt
“"-. osD
Raviaw

Fiscal % Breakdown
for the Marine Corps

= Manpowar 58%

W investmant 14%
™ MCON/FH 6%

W Ops & Maint 22%
October

| TECOM |

Appropriation

Marine Corps
Allocation Ceilings

Marine Corps for O&M
Major Commands

= TECOM 6%

B The Rest of
the Marine
Carps 94%

Ceilings

Training Command MSE

Figure 3 — POM to School Funding Flow Chart
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Difference between Appropriation Act / Authorization Act/ CRA/ Supplemental

1. Appropriation Act — Is the legislative act that provides legal authority to incur obligations
(i.e. what gives a Training Command Schools the ability to purchase goods and services).
Marine Corps Operations and Maintenance (O&M) funding ceiling is provided in this
document.

2. National Defense Authorization Act — This is the legislative act that “authorizes” or in
effect, allows programs to exist and provides recommended funding levels.

3. Continuing Resolution Authority (CRA) - Is a temporary joint resolution that provides
budget authority (funding) for federal agencies to continue operations when Congress and
the President have not completed a regular appropriation act by the beginning of the
fiscal year. Training Command School authorization (funding) levels during a CRA will
be outlined in issued Authorization Letters.

4. Supplemental Appropriations — When an Appropriation Act is passed, DoD may
determine the need for additional funding. Additional funds are normally required for
unforeseen events such as a major contingency, humanitarian relief effort, or other
natural disasters. When this occurs, a supplemental appropriation request is created by
DoD and transmitted to Congress. If Congress approves a supplemental request,
Congress will either increase the current appropriation or a new appropriation act is
created providing additional funding authority to the DoD. If the Marine Corps receives
additional funding by this process, those supporting or event impacted commands are
provided with additional funding. Supplemental funding execution for goods and
services must be captured in SABRS with a Special Interest Code (SIC).

Appropriations — Type

Appropriations are provided by Congress for different purposes and for specific time periods in
which the funds are authorized to incur new obligations. The only appropriation that Training
Command directly receives is Operations and Maintenance, Marine Corps (O&MMC). Figure 4
provides a miniature list of Marine Corps appropriations and their purpose. This list is not all
inclusive.
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Pay active duty Marine salaries and

17-1105 Military Persannel, Marine Corps (MPMC) Subslstence. Managed by HOMG

Pay for daily operating costs such as
17-1106 Operatalons and Maintenance, Marine Corps (OMMC) fuel, parts, Servmart, TAD, G5
employee salaries
Purchase major equiprment, intial
fielding of individual combat
17-1109 Procurement, Marine Corps (PMC) equipment, small arms,
communication equipment,
Managed by MARCORSYSCOM
Purchase of ammunition used to
suppart training and contingency
operations. Managed by
MARCORSYSCOM

17-1508 Procurement of Ammunition, Navy and Marine Corps (PANMC)

Figure 4 — Appropriation Types

Financial Transaction Cycle

A transaction is the process that records a daily routine. The Marine Corps captures financial
transactions in four-step process. Each step in the transaction process represents the evolution of
the purchase for goods or services. Depending on the sourcing method a different source
document may need to be generated during the four-step process. The four steps are:
Commitment; Obligation; Expense; and Liquidation/Disbursement. See figure 5 for transaction.
cycle steps.

Commitment is an administrative
reservation of funds

Obligation is the binding agreement
for the aquistion of goods and service

Expense represents the receipt of
goods or services

Liquidation is the payment for goods
or services

Figure 5 — Financial Transaction Cycle
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Purpose, Time, Amount

Prior to executing funds to purchase goods or services the order must pass the basic requirements
established in Title 31 of the United States Code of:

e Purpose
e Time
e  Amount

1. Purpose — Funds may be obligated and expended only for the purposes authorized in
the appropriation acts or other laws. What this basically means is you use the correct
appropriation to fund your requirement. The key element of satisfying the purpose condition is
the “Necessary Expense Doctrine.” The necessary expense doctrine is comprised of the
following three basic tests to ensure the correct appropriation is used:

a. Logical Relationship — What you are ordering makes sense under the funding type
you are using. For example, the OMMC appropriation is used to fund normal training, fuel,
consumable supplies, and daily operating costs. The PMC appropriation is used to purchase
most military equipment for the Marine Corps.

b. Not Prohibited by Law — The purchase you are about to make is allowed under the
Appropriation Act, Authorization Act, or other laws.

¢. Not Funded for Elsewhere — Does the language of another appropriation
specifically cite or is another appropriation a better fit to fund the type of purchase being made?
For example, the MPMC appropriation is used to fund the wages of Marines, not OMMC. This
condition is a key factor in determining whether to use OMMC or PMC for a purchase. The use
of PMC is for investment items that meet the following: Useful life of the item/equipment is two
(2) years or greater, Cost is greater than $250 thousand, Cost is less than $250 thousand, but is a
program of record for PMC funding at Marine Corps Systems Command.

2, Time - This condition is satisfied by:
a. The appropriation cited on the request is still available to incur new obligations
b. Bona Fide Need — A fiscal year appropriation may be obligated only to meet a
legitimate, or bona fide, need arising in the fiscal year for which the appropriation was made.
Basically, you use current funds for current requirements and not to fund next year or subsequent

year requirements.

3. Amount — You have sufficient un-obligated and available funds to cover the amount
of the request during the year and quarter that the order is placed.
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Management Controls

Management Controls are command and control procedures used to govern command functions
and processes. The objectives of management controls are to: (1) promote effectiveness and
efficiency of operations, (2) provide a degree of reliability that mission goals are achieved, (3) to
make sure that commands are in compliance with Marine Corps Orders and other applicable
regulations. The Marine Corps Management Internal Control Program provides Commanding
Officers the practical framework for evaluation and establishment of command functions and
processes. Additionally the program is utilized to determine whether or not there is reasonable
assurance that all command functions and processes are carried out accordance to established
policies, orders, and regulations. The principles for management controls are based on the
following Government Accountability Standards:

Control Environment

Risk Assessment

Control Activities

Information and Communications
Monitoring

Control Environment: The control environment is the commands climate that
influences the actions of its people. Factors that affect the control environment
include: integrity; values; commitment; leadership philosophy and operating style;
command organizational structure; assignment of duties and responsibilities; and
command policies and procedures,

. Risk Assessment: The internal controls program should provide for an assessment of
risks from internal and external sources. While the focus should be on internal risks,
commands should not ignore potential external risks. Risks can arise or change due
to some of the following circumstances; changes in operating environment; new
personnel, new technology and equipment; new POIs and activities; rapid changes.

Control Activities: Control activities are the policies and procedures that help make
sure necessary actions are taken to address risks involved with achieving command
goals. Command policies should incorporate the following control procedures in
their processes: process performance reviews; process reports; physical controls;
and segregation of duties.

4. Information and Communications: For efficient and effective operations, an

organization needs timely information that is relevant and reliable, and is
communicated to those who need to know to act upon the information.

5. Monitoring: Assess the petformance over time of the controls and should oceur over
the course of normal operations without requiring undue difficulty.
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Document Retention

In a 2015 memo issued by the Assistant Secretary of the Navy Financial Management and
Comptroller all DoN activities are to retain financial source documents that support master
general ledger accounts for a period of 10 years at the close of the fiscal year involved.
Additionally, MCO 4400.150 stipulates that MSE’s must maintain an active record management
program that provides for the accurate and efficient tracking and retrieval of command records.
To support the intent of these policies MSE’s will maintain readily accessible access to all
financial source document materials, either paper or electronic, for a period of 10 years. The
following outline provides examples of minimum MSE, by execution means, source documents
created by transaction that must be accessible upon request.

§ &

PRBuilder: PRBuilder will be used to the maximum extent possible as the repository
system for all documents created and initiated in PRBuilder (Regional Contracting Office
purchase requests, DD 448, NavCompt 2275, NavCompt 2276). Uploaded documents
will include but is not limited to: IT waivers, NavFac engineering estimates and designs,
NavCompt 227, DD 448, and NavCompt 2276 acceptance documents, Servmart waivers
or other required waivers, Navy contracts that do not interface via Standard Procurement
System (for example, contract issued by SPAWAR), Inter Service Support Agreement or
Memorandum of Agreement in support of Military Interdepartmental Purchase Requests,
Standard Form 182’s, etc.

Governmentwide Commercial Purchase Card (GCPC): All Regional Contacting Official
(RCO) purchase requests, emails, invoices, receipts, shipping documents, etc.
Additionally, if required MSE’s will maintain, either electronic or paper, a duplicate set
of GCPC files to support general ledgers.

USMC Direct Support Stock Control/Servmart: Servmart purchase request, receipts,
shipping documents (i.e. Camp Pendleton Consolidated Material & Service Center or
USMC Servmart online), emails coordination, etc.

Global Combat Support System (GCSS): service requests, DD 1348’s, emails, access to
GCSS, etc.

Defense Travel System (DTS): DTS is the DOD’s electronic repository for temporary
additional duty, thus commands must maintain Official Defense Travel Agent access in
DTS.

Defense Logistics Agency (DLA) Document Services (formally known as DAPS): DD
282’s, emails, shipping documents, invoices, access to DLA Document Service Online,
ete.

Fuel: DLA’s primary repository system for fuel documentation is the Fuels Automated
System Enterprise Server (FES). MSE’s will maintain access to FES. Additionally, for
those commands that have fuel tanks on site, commands will maintain re-fueling ordering
forms and receipt documents, etc.
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8. Training Command G-4 TAC code: MSE’s will maintain a copy of DD 1149’s submitted
to the Training Command G-4 for TAC code use, ete.

Additionally, commands are required to produce documentation that substantiates assertions
made during Training and Education Command Inspector General fiscal inspections. To support
these assertions, commands will maintain, at a minimum one quarter or at a maximum one FY’s,
worked financial reports (example, NULO, DTR, etc...) with notes and any email
correspondence pertaining to financial report reconciliation. Worlked financial reports can be
maintained in electronic or paper format.

Required Training, Appointment, and Feeder System Access

Marine administrative message 350/11 requires fund control personnel to receive appropriations
Jaw training and budget execution training. Additionally, this administrative message mandates
that fund control personnel receive refresher training every three years. Appendix B provides the
link to the DoN’s fund control training. All training certificates will be provided to the Training
Command G-7 REA branch for retention.

Marine Corps Order P7300.21B requires fund managers to be appointed in writing by the
commander as recommended by the Comptroller. Those personnel that will be appointed in
writing should first coordinate with the Training Command G-7 REA branch.

In order to properly execute the duties of a fund manager or a fiscal clerk, personnel must gain
access to different reports and feeder systems. Appendix B provides the guidance and links for
the different feeder systems.

Intermittent Processes

This section outlines fundamental steps for none routine transactions that normally involve
coordination with the Training Command Financial Management Branch or other Training
Command HQ sections.

A. Natural Disaster or Destructive Weather

Costs associated with natural disasters or destructive weather are centrally funded and managed
by HQMC. Thus, all fiscal execution due to a natural disaster or destructive weather must use a
HQMC Line of Accounting because MSE’s fiscal chain of command includes not only Training
Command and Training and Education Command, it is the best interest of the MSE to identify to
Training Command the potential that an MSE may experience a natural disaster or destructive
weather as soon as possible. Installation destructive weather coordinators are essential in proper
execution of policies and procedures before, during, and after a natural disaster or destructive
weather.
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B. Functions Not Managed by Training Command Commanders

MSE’s must receive a funding waiver for material or service purchases that support functions
provided by installation or other organizations. For example, semper fit requirements, grounds
maintenance, installation environmental requirements, etc. ..

C. Information Technology

All purchases of Information Technology (IT) equipment is centrally reviewed by HQMC C4.
Because C4 centrally reviews all IT purchases, MSE’s must submit an ITPRAS request to
HQMC C4 via Training Command G6 before placing an IT purchase request.

D. Facilities

Training Command MSE’s are in a unique position because there are MSE’s located on Marine
Corps bases, Army forts, Air Force installations, Navy bases, and Joint bases. As unique a
position this maybe, facility related requirements that will not be addressed accordingly by the
base commander will be identified to the Training Command G-4 facility manager for
identification and potential corrections.

E. Court Martials

Expert witnesses in support of a Training Command General Court Martial are compensated for
their time. The Training Command Commander, the convening authority, establishes the rate
and time period in which the expert witness will be compensated. This information is provided
in an endorsement letter from the Training Command Commander. This letter is the obligating
source document and must be retained on file via PRBuilder. PRBuilder is used to establish the
initial electronic record and Wide Area Workflow will be used to process the obligation and
expense. DFAS processes the final stage of the Wide Area Workflow action and processes the
payment to the expert witness.

TAD authorizations and vouchers in support of a General Court Martial are initiated and
completed by the MSE convening the court martial. The Training Command Commander will
only reimburse MSE’s for witness travel that support a General Court Martial.

F. Guest Speakers

Guest speakers are subject matter experts that are invited to provide a lecture, a presentation, be a
panel member, or a speaker at a graduation. Guest speakers are not federal civil service
employees but are a speaker who has discretion concerning the content of a speech, presentation,
panel discussion, and general topic. All requests to compensate a guest speaker or honorarium
payments, must be routed and approved by Marine Corps Combat Development Command
Commanding General. Requests for honorarium payments must be approved by CG MCCDC
prior to extending an invitation to a guest speaker.

10
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G. Financial Off-Line Purchases

All off-line purchases must be coordinated with the Training Command G-4 and G-7 prior to
making a purchase. Off-line purchases are purchases that are not initiated by a Marine Corps
electronic processing feeder system that interfaces with SABRS. For example, GSA will allow
commands to place orders by simply providing GSA a milstrip document number. Off-line
purchases distort command fund balances and can either lead to over-execution or under-
execution of assigned fund levels. Figure 6 provides GSA Advantage approval procedures.
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Figure 6 — GSA Advantage Approval and Control

H. DTS Cross-org

Due to restrictions established in MCO P7300.21B and this financial guidebook, DTS cross-org
capability will remain at the Training Command G-7 level. A MSE that requires to cross-org
their LOA to person outside their organization will submit an email request, with necessary
cross-org details, to the Training Command G-7.

Funding Transfers

A funding transfer is when a MSE will provide their line of accounting, to execute by either
directly citing the LOA or utilizing the LOA as means of reimbursement, {o another DoD service
or Federal agency. Transferring funding to another service or Federal agency is accomplished by
a DD-448 (Military Interdepartmental Purchase Request). A funding transfer within the DoN, is
accomplished by a NavComp 2275 (Order for Work and Services), or NavCompt 2276 (Request
for Contractual Procurement). A funding transfer to another Marine Corps activity, outside
Training and Education Command, is accomplished via the Marine Corps direct cite process.

PRBuilder will be utilized to initiate and complete all DD-448, NavCompt 2275, and NavCompt
2276. Additionally, all supporting funding transfer source documentation, i.c. acceptance
documents, contracts, and any other supporting documentation will be uploaded to PRBuilder in
order to meet federal guidelines for document retention policies. Note, NavComp forms are only
acceptable for activities within the Department of the Navy. Additionally, if a transfer of
funding is not in direct support of an existing Memorandum of Understanding (MOU),
Interservice Support Agreement (ISSA), or to a mandatory source of supply, Training Command

11
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MSE’s will coordinate with supporting regional contacting officials, Training Command G-7,
and G-3 prior to making any arrangements.

The Marine Corps policy on providing funding from one Marine Corps Command to another
Marine Corps command is called the direct cite process. The Marine Corps direct cite process
provides the ability for one Marine Corps command to execute another Marine Corps Commands
funding. Any variations from this policy must receive direct approval from the Training
Command Comptroller.

The Marine Corps direct cite funding transfer method is only processed in SABRS. The G-7 is
responsible for establishing direct cites in SABRS after the school has completed the
coordinating information with the receiving activity. Required coordinating activity information
includes POC’s, amounts, and reason for establishment of the direct cite. Fund Managers must
take note that functionally, the Marine Corps direct cite process does not reduce a commands
authorized funding level and transfers the funds to another Marine Corps activity, but only
provides an earmarked amount to another Marine Corps activity and the ability to execute
Training Command funding, Because the funding authority remains within a MSE’s authority,
Fund Managers are still responsible for all purchases made by the exccuting activity.

Funds Received from Activities Outside the Marine Corps or Other Marine Corps
Commands

Funding from sources outside the Marine Corps, i.e. DoN, or the Army, are provided to Training
Command by either a NavCompt 2275 or DD 448. Only G-7 personal are responsible for
formally receiving and establishing new lines of accounting in SABRS with the LOA data
provided by the incoming funding document. In order to properly execute funds received from
outside activities the G-7 loads unique financial data in the accounting system that will point
back to the new LOA data. To execute the incoming funds correctly MSE’s must coordinate
with the Training Command G-7 to update spending feeder systems (PRBuilder, GCPC cards,
Servmart cards, GCSS, etc....) with the new financial data, ReportNet (SABRS Management
Analysis Retrieval System — SMARTS-) provides execution reports so commands can monitor
availability of funds and status of financial records.

Unauthorized Commitment

MSE personnel must be watchful when obtaining goods or service support from civilian
commercial vendors. In accordance with United States Code Title 10 and Title 48, authority and
responsibility to contract for authorized supplies and services are vested in the agency head
(Secretary of Defense). The agency head may establish contracting activities and delegate broad
authority to manage the agency’s contracting functions. The Under Secretary of Defense for
Acquisition is the Department of Defense’s contracting agency. Contracts may be entered into
and signed on behalf of the United States Government only by Contracting Officers. The broad
definition of a contract is a set of promises based on a voluntary agreement, made up of an offer
and acceptance, supported with consideration (something of legal value). See figure 7 for a
pictorial of contracting elements. According to the Federal Acquisition Regulation, an
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Unauthorized Agreement means an agreement that is not binding solely because the Government
representative who made it lacked the authority to enter into that agreement.

A
" Consideration 7 Both Parties mustoffer
" Issomethingof legal - consideration. We give
2 value MONEY and they give
- us goods or services,

j’./f\-f i

Commercial
$ b

Governmeant
Funds Warranted Official

Commercial

Source Vender End stateis a legal

boundagreement

5 Negotiations are a
ﬂ discussion aimed at — *
reaching an agreement Agreement

% Materials Appropriation ‘
<% Offer : n Acceﬁtance /./
b | ADrI'?P;Sal Oftﬁne - ' . Apromise oract ':-'—

party to another ommercia — ~

o : [,r ../\,/‘J -

Figure 7 — Commercial Contact Elements

The ordering and acceptance of supplies and services without benefit of a legal contract
constitute an improper act and does not obligate the Government for the items ordered, but may
incur a personal liability to the individual who made the commitment.

Common reasons the UACs occur are as a result of split purchases, and improper use of the
Government Commercial Purchase Card (GCPC), an expired contract with a vendor, or having
no contract in place before goods or services are received.

Below are some common examples of Unauthorized Commitments:

1. Scenario: A MSE identifies a requirement for the command Duty Officer to be immediately
available and to maintain constant communications capability. This requirement is detailed to
the MSE’s acting Supply/Logistics Officer in charge. The Marine researches several cell phone
providers (AT&T, Sprint, NEXTEL) so as to obtain the best value for the Government. After
thorough research, the Supply/Logistics Officer in charge contacts a cell phone representative
and notifies the civilian company that the Government would like two cell phones and service
for one year. The cell phone representative, based on the apparent authority of the
Supply/Logistics Officer, immediately ships two cell phones and establishes service for one year,
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Determination: The Supply/Logistics Officer in charge entered into an Unauthorized
Commitment because this Marine did not have contracting authority. At notime can a Marine
enter into a contract unless they are a duly appointed/warranted Contracting Officers. Only
Contracting Officers can legally enter into contracts with civilian organizations.

2. Scenario: A MSE’s field training area Porta-A-John’s are being owned and serviced by Nicks
Porta-A-John Cleaning service. A representative from Nicks contacts the command’s
Supply/Logistics Officer in charge and notifies the Marine that the company has not been paid
for several months and the contract expired six months ago.

Determination: The MSE has entered into an Unauthorized Commitment because the MSE has
accepted service on behalf of the Government even after the contract has expired. Commands
must maintain and track service contracts periods of performance in order to resubmit a timely
renewal to the appropriate Contracting Office.

3. Scenario: A MSE Operations Officer contacts the local Staples store and tells the store
manager that his command requires 20 high back office chairs. The Operations Officer notifies
the store manager that a Marine from his command will contact the store shortly to arrange for
payment. The store manager arranges for shipment and a delivery date.

Determination: The Operations Officer has entered into an Unauthorized Commitment. An
MSE’s Government Wide Purchasing Card representative has the sole responsibility, training,
and authority to negotiate with commercial vendors.

Ratification of Unauthorized Commitments

Ratification is the process whereby the United States Government will bind itself to the
Unauthorized Commitment (UAC). There are several steps to completing a ratification package.
In accordance with the Marine Corps Acquisition Supplement Manual, ratification of a contract
must be endorsed by the first General Officer (an O7 or above) in the chain of command, and
this authority cannot be sub-delegated.

Ratification documentation required by the individual who initiated the UAC must include as a
minimum:

1. A command cover letter if the Commanding Officer concurs that the commitment should be
ratified. The Commanding Officer’s letter should include in detail the action that has been
taken to prevent a situation such as this from being repeated.

2. A signed Statement of the Fact by the initiator; outlining the following elements:

1

The circumstances surrounding the unauthorized commitment

Why normal procurement procedures were not followed

What bona fide need of the Government necessitated the commitment

Whether the Government received any benefit and its dollar value

Attempts to resolve the UAC prior to requesting authorization (such as returning
merchandise/discontinuing services)

]

]
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- Any other pertinent facts
3. All orders, invoices, and other documentary evidence of the transaction

4. A Purchase Request in PR Builder for the good/services related to the UAC for the dollar
amount that will be ratified.

Once the ratification has been endorsed by the Command General, it is forwarded to the
Ratifying Official or Chief of the Contracting Office (CCO). The CCO will:

A. Review the file
B. Make the appropriate finding and determinations

C. Ratify the UAC or deny the ratification request

D. If the UAC is ratified, execute, or authorize the execution of, the appropriate contractual

document.

Additionally, a UAC greater than $25,000 is forwarded to and must be approved by DC

Installations and Logistics (LB), HQMC. Ratification of UAC’s below $25,000 will be done

at local RCO level.
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“There is no pride in poverty, but a command can have too much money and get stupid.”

Attributed to Colonel Robert Herkenham

Fund Manager Basics

This section outlines basic Fund Manager Guidance for planning and execution of Training
Command Fund Authorization.

Fiscal Expectations

In economic terms a market is an arrangement that brings demanders and suppliers together.
This basic economic concept holds true at the MSE level. MSE Commanding Officers are
provided a finite amount of financial resources to support command missions; however, the
demand for “goods and services” tends be greater than the financial supply. Thus Commanding
Officer, with the assistance of the Fund Manager, have ultimate responsibility over all financial
decisions and must prioritize requirements in order to meet CG Training Command strategic and
tactical goals within assigned resources. Figure 8 is a representation of the fiscal and mission
balancing act.

DTS
Contracts
SERVMART

Supply

Limited reality
based on facts and
has limits

Demand

Subjectively based
with unlimited
requirements

Mission

Figure 8 — Fiscal Expectation Balance
Material and Financial Planning

The objective of material and financial planning is to timely phase/plan when material and fiscal
resources are required to meet the Commanding Officers intent and Training Input Plan (T IP)
goals (refer to figure 9). Too effectively plan material demands for the different Programs of
Instruction (POI) and various command functions, Fund Managers must gain an appreciation of
the dependent and independent demands that are generated by the different POI’s and command
functions. For example course ID: M03M924, Marine Combat Training (MCT), does not list
hearing protection as a requirement yet the program of instruction has over 92 hours of practical
instruction. In these 92 hours of practical instruction, Marines will live fire squad automatic and
crew served weapons, thus the requirement for hearing protection. Hearing protection represents
an independent demand of MCT training.
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Material and financial phasing needs to be completed in conjunction, and in coordination with
MSE staff principles, supported schools, and command Responsible Officers. Time series
analysis is the preferred method for forecasting material and financial phasing. Time series
analysis forecasting method uses historical monthly execution to predict future material and
financial requirements. Additionally, time series is the best method for determining quantities
and identifying whether or not an item was a one-time purchase. Historical execution should
account for: average demand for a period, trends, seasonal demands, and random variations.

Basle Tralnad Marine Marine witha MOS

o8 [ ‘
& MOSTralning Pipeline o e, i = :

wiMly

Figure 9 — TIP Planning

Supply Officer & Fund Manager Responsibilities
Supply support and financial responsibilities ate inseparable functions of the Supply Officer.
Historically, Training Command Supply Officers have also been assigned, in writing, as the
MSE’s Fund Manager. Common responsibilities of an MSE Supply Officer include:

e Computing Material Requirements (see figure 10)

e Requisitioning

e Receipting

e Warehousing

e Distributing

e Allowance Management and Accountability
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Delivery:
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Figure 10 — Material Requirement Planning

Common responsibilities of an MSE Fund Managers include:

Advisor to MSE Commanding Officer regarding all financial matters

Advise Staff Officers on fiscal laws and regulations

Reconcile internal command status of funds report with official accounting reports
Supervise staff in the creation of source documents via Marine Corps feeder systems
Supervise staff validation of recoded SABRS transactions with source documents
Supervise staff source document file retention

Fiscal Year Battle Rhythm & Milestones

Crucial to effective fund execution is to establish weekly, monthly, and quarterly internal
procedures and milestones. Refer to figure 11 for common MSE milestones. At a minimum
command procedures should include: account reconciliation to identify financial plan variations,
requisition reconciliation status with SABRS, and review of pending material requirements to
identify costs and sourcing venue. In addition Fund Managers can anticipate unscheduled
Higher Headquarters (HHQ) directed tasks, for example data calls to support the financial audit
of the Statement of Budgetary Resources.
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*1 October, start of fiscal year. R

« Weekly: supervise requisition reconciliation and error reports with SABRS.
Recommended reports to support reconciliation include status of funds and daily
transaction report.

*Monthly: provide Commanding Officer financial status, and conduct Responsible Officer
reconcilation to include status of contracts. )

+31 January, tri-annual review. N
«Barly February, mid-year review.
= Weekly: supervise requisition reconciliation and error reports with SABRS.
Recommended reports to support reconciliation include status of funds and daily
transaction report.

*Monthly: provide Commanding Officer financial status, and conduct Responsible Officer
reconcilation to include status of contracts. J

=30 June, tri-annual review. \

*Managers internal control (MIC) program Statement of Assurance,
» June, close-out guidance published.

* Weekly: supervise requisition reconciliationand error reports with SABRS, Recommended
reports to support reconciliation include status of funds and daily transaction report.

*Monthly: provide Commanding Officer financial status, and conduct Responsible-Ofﬁcclj

reconcilation to include status of contracts.

* August, next FY initial FL.C funding ceiling provided. A
+30 Sep, close-out of FY and tri-annual review,
» Weekly: supervise requisition reconciliation and error reports with SABRS.
Recommended reports to support reconciliation command status of funds and daily
transaction report.

*Monthly: provide Commanding Officer financial status, and conduct Responsible Officer
reconcilation to include status of contracts. 2

Figure 11 — Common Fiscal Milestones
Financial Phasing Plan

As stated earlier, to determine the optimal monthly funding requirements Fund Managers must
understand the dependent and independent POI demands that determine monthly funding
balance. Dependent and independent demands must be based on historical usage rates, and
forecasted changes. In addition to dependent and independent demands, the following factors
also influence monthly available fund balance:

1. How accurately the commands Responsible Officers and Supply Officer can forecast
monthly material and service requirements,

2. Commanding Officers confidence that higher headquarters can support funding
shortfalls in the quarter of execution.
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3. Commanding Officers
confidence that higher
headquarters will support
monthly phased fiscal
resource requirements.

1
i

pUDGET
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4. TFunding balance held at
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level for unforeseen
material or service
shortfalls.

To the greatest extend practical
these influencing factors must be
minimized as much as possible.

Inaccurate forecasts, funding held e

4 perations
at commander’s level, and HHQ changed or
not providing funding in a timely i
manner constrain the natural daily

procurement process which in turn
affects MSE execution rates.

The following time series outline
provides basic financial phasing
plan guidance. This guidance uses
time series analysis of historical
data execution as a basis for
forecasting future execution. A
financial phasing plan is
constructed around a constrained
Commanding General approved
tentative funding ceiling. Refer to
figure 12 for financial planning
illustration. Training Command G-
7 will provide funding ceilings in
the 4™ quarter. Completed
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Figure 12 — Financial Planning Illustration
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A completed financial phasing plan consists of two, Training Command G-7 formatted, excel
spreadsheets. The first spreadsheet provides monthly forecasted funding allocation (when
funding is required) amounts by object class (OC). The second spreadsheet provides monthly
forecasted funding obligation (legally binding agreement) amounts by object class.
Commanding Officers are required to approve MSE financial phasing plans prior to submission
to the Training Command G-7. A key element during material and financial phasing is for MSE
personnel to maintain an objective outlook and minimize organizational behaviors that may
interfere with reaching overall command goals.

1

Review historical supported school and Responsible Officer funding ceilings, and official
accounting execution reports by OC. Accounting reports can be obtained via
SMARTS/ReportNet.

Evaluate supported school and Responsible Officer historical ceilings with historical
execution, Make sure to subtract HHQ funded requirements.

Identify future operational or material requirements with the assistance of supported
school and Responsible Officer personnel. For example, classroom modification to
accommodate TIP increase. The potential fiscal impacts for this example can include new
desks and other material requirement plus a potential supported school funding ceiling
increase. Commands need to submit all appropriate Information Technology
Procurement Request Review and Approval System (ITPRAS) waivers for IT equipment
in early October in order to execute purchase requests for IT equipment in a timely
manner. The ITPRAS process is a C4 controlled process.

Provide Commanding Officer recommended tentative ceilings for supported schools and
Responsible Officers. Receive Commanding Officer guidance and priorities.

Calculate supported school average execution by object class using historical data. Use
this figure as a basis for monthly phasing plan execution. Refer to figure 13.

When phasing monthly commitments and obligations Fund Managers must keep in mind
that most requisition processing systems will interface with SABRS in real-time to create
a commitment record or a commitment obligation record.

At a minimum Fund Managers must phase a three month delay between commitments
and obligations with commercial sourced material or service requisitions that are
procured by a Regional Contracting Officials (RCO). A standard business rule is, “the
larger the contract, the longer it takes between commitment and obligation.”

When exercising an option on a commercially sourced service contract, obligation
phasing falls within the month in which the current period of performance ends.

Fund Managers must be aware and account for potential new variations in historical
monthly execution figures.
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10. Prepare Training Command G-7 phasing plan template and deficiency template (if
required). Consolidate all financial plan working papers for turnover files. Refer to
figure 14,

11. Route and brief financial plan to MSE Commanding Officer for approval.
12. Any delta between forecasted resource requirements will be identified as excess funding

or a funding deficiency; however, MSE can only phase for approved CG Training
Command issued ceiling amount.

Course Curriculum === Classroom desk -
Review: 57,000 refurbishment: $5,000, Ite-oceuring contract phasing
HHC funding surge. is based on pericd of
pcrfqrmunnu data,
Responsible Officer AccouniVBESA | Responsible Officer Account/BESA 1 Responsible Officer AccounVBESA 1 Responsible Officer AccountVBESA 1
Fisenl Yenr; FY X1 Excoution Fiscal Year: FYX2 Excoulion Fiseal Year: FYX3 Execution 3 Year Historienl Avempe
Coiegory Amount Catepory Ameunt Category Amount Category Amount
TAD (OC: 21) 8,000 TAD (OC: 21) 1,000 TAD (OC: 21) 1,500 TAD (OC: 21) 3,500
Printing (OC: 24) 2,000 Printing (OC: 24) 2,500 Printing (OC; 24) 2,200 Printing (OC: 24) 2200
Contraet (OC: 25) 12,500 Contract (OC: 25) 12,500 Contraet (OC: 25) 12,500 Contract (OC: 23) 12,500
MIPR (OC: 25) 6,000 MIPR ((C: 25) 5,500 MIPR (OC: 25) 6300 MIPIL (OC: 25) 5,500
Materinls (OC: 26) 22,000 L—Materials (OC: 26) 30,000 Materinls (OC: 26) 23,000 Materals (OC: 26) 25,000
Equipment (0C; 31} 0 _Equipment (OC: 31) [1} Equipment (OC: 31) 4] Equipment (OC: 31) ]
Towl 50,500 Total; 51,500 Total: il 3,500 Tolal: 49,100

TMete: Do not inelede Higher Hendquaters funding surges in Responsible Oflicer Avernge

| Annual 1584 Command Support I

HOMC app | purchase
of elassroom compulers: | Studcnt TIP I Twa annual contracts each with a different perlod ef |
$10,000, HHO funding inerease: $2,300
SUrge.
| 60n Command suppert, 0% Po1 support |
Responsible Officer Account/BESA 2 Responsible Officer Account/BESA 2 Hesponsibls Officer Account/BESA 2 Responsible Officer Account/BESA 2
Fiseal Year: FY X1 Execution Fiscal Year: FY X2 Execuiion Fiseal Year: FYX3 Execution 3 Year Historical Average |
Catg Amgunt Calepory Amount Category Amount Category Amount
TAD (OC; 21) 500 TAD (OC: 21) 200 TAD (OC:21) 100 TAD (OC: 21) 300
Printing (OC: 24) 500 == Printing (OC: 24} 3,000 Printing {(OC: 24) 600 Printing (OC: 24) 1400
Contraet (OC: 25) a Coniract {OC: 25) 6,000 “ontract (OC: 25) 10,000 Contraet (OC: 25) 5300
MIFR (OC: 25) 2,000 MIPR (OC: 25) 1,800 MIPR (OC: 25) 2,100 MIPR (OC: 25) 2,000
Materinls (OC; 26) 10,000 Material (OC: 26) 9,000 Materials (OC: 26) 9,000 Materils (OC: 26) 2300
Equipment (OC: 31} 10,000 Equipment (OC: 31) 1] Equipment (OC: 31) 2] Equipment (OC: 31) 3300
Total; 23,000 Total: 20,000 Tu"e';: 22.000 Tolal: 21,600

Mote: Do not inohude Higher Hendquaters funding surges in Responsible Officor Average

Figure 13 — School Average Execution
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Respansible Officer AccounV/BESA 1

Responsible Officer Account/BESA 2

FLC

3 Yeur Historicnl Average 3 Your Historicanl Avernge Sum of Responsible Offiecr/BESA Averuge
Category Amount Cutegory Amount Category Amount
TAD (OC: 21) 3,300 TAD (OC: 21) 30 TAD (OC: 71 1500 g inen o pubinabbi
Printing (OC: 24) 2,200 Printing (OC: 24) 1,400 Printing (OC: 24) 3,600 performance, Non-recccurring
Cantract (OC: 25) 12,500 Contract (OC: 25) 5,300 Contract (OC: 25) 17,800 contracts should be phased based
MIPR (OC; 25) 5,900 MIPR (OC:25) 2,000 MIPR (OC: 25) 7.800 on avernge historical figures with
Muteriaks (OC: 26) 25,000 Materials (OC: 26) 9,300 Materials (OC: 26) 34,300 three monihs bcf;wjm fund
Equipment (OC: 31) 0 Equipment {OC: 31) 3,300 Equipment (OC: 31) 3,300 m'mlmﬁ“':;'m"“’""““
Total: d_g 100 Totnl: 21,600 Tatal 70,700
FL.C Name;
FYL4 ALLOCATION PIASING PLAN

CATEGORY oce OCT _NOV__ DEC | ISTQIR| JAN  FER  MAR |2NDQTR| APR  MAY JUN [3rporr| Jun  Ave s |ammore|eyroraLl
TAD = 21x% 300 300 300 SO0 300)| 300 300 S00| 300) 300) 300 9001 300) 300] 300 900 3,600
PRINTING [ 2dxx 300 300 300 SO0 300) 300 300 900 300| 300( 300 900 | 300) 300|300 900 300
CONTRACTS — 25kx 12,500 12,500 5300 5300 17,800
MIPRsWRa - 2Sxx 700 00 700 200 0] F00| 00 2100 700( 700] 700 2100 | 00| F00) 700 2,100 BAOD
[ M&S = 26xx 2800 | 2,800 | 2800 BAOO | 2800 | 2800 | 2800| 8400 | 2800 2800 2800 | 8400 2800 2800 | 2800 8400 | assan
EQUIPMENT 3lxx 275] 275 275 Bas| 273 2vi) 273 825 275] 275| 275 825 275| 275| 275 825 3300
OTHER XK

TOTAL FY14 ALLOCATION: ddis|tesrs| 4375) 2s625] 4375 9675 4375 18428 4378 4378 ] da7s| w3azs| 4375] 4a7s| 4a75] isa2s| 70000

FY14 OBLIGATION PHASING PLAN

CATEGORY oce OCT NOY DEC |1STQTR| JAN FEB  MAR |2KDOTR| APR  MAY JUN |IRDOTR| JUL  AUG  SEP | 4THQTR|FY TOTAL]
TAD = 2ixx 300 300| 300 00| 300| 300| 300 o0 | 300| 300] 300 soo| 3ol 3c0]| 300 000 3,600
PRINTING = 24x 300| 300] 300 90| 300| 300| 300 oo0| 30| 300 300 00| 300| 300| 300 500 3,600
CONTRACTS o 25xx 12,500 12,500 5300 5300 17,800
MIPR s/ Wits > 25xx 00| 00| 00 2100] 700] 700 700 2io0| goo| 700| 700| 2100 o] 00| 700 2000 8400
M&S > 263 ZE00 | ZEOD | 2800 8,400 | 2,800 |,2 800 | 2800 BADO | 2800 | 2,800 | 2,800 BA400 | 2800 | 2800 | 2800 8400 | 33600
EQUIPMENT Il 275| 2715| 275 85| 275) a1s| 215 825| 275| 275| =275 25| 27s| 275| =27 825 3300
OTHER 2K

TOTAL FY14 OBLIGATION: 4375 | 4375 (16075 | 25625] 4378 4075] 4975 13025 4375 | 9675 | 4375 18425 4,375 | 4375 | 4,375 | 13,122 | 70300

Figures are rounded
to neareat
hundredth.

funded deficiency to HHO,

One time forecasted TIP demand inerease for
materials, Estimated eost 6000, Initiate Un-

Figure 14 — Example of Financial Phasing Plan Prepartion

Funding Variance and Obligation Rates

Funding variance is the difference between MSE planned funding execution and CG approved
funding ceiling. Also a funding variance is the difference between monthly planned funding
execution and actual monthly funding execution.

Differences in planned funding levels are usually identified when a command is developing its
financial phasing plan. MSE planned funding demand tends to be greater than tentative fiscal
ceiling, which creates a funding deficiency. These variances/deficiencies need to be captured on
a preformated Word document (refer to figure 15) that will be provided by the G-7 when
tentative ceilings are provided. Additionally, during an active fiscal year MSE’s must
communicate identified funding level variances as soon as practical to the G-7, Also the
Training Command G-7 will specifically address funding deficiencies during the “Mid-Year
Review” process. Submitted deficiencies must be reasonable and must impact overall MSE
fiscal posture. For example, an MSE with an operating budget over two million dollars should
not identify a deficiency for a $3,000.00 TAD assignement.
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Training Command Unfunded Training Requirement Beguest Form

1. Requesting Command: 2, EX:
3.POC, Phone & E-mail:
4. Command Priority:

5. Funding Requirement Amount: (Do not submit issues that are less than 523K-Rell up issweswherever possible (i.e. need
operating dollars that cover maintenance, consumables supplies, etc. into one issue)

6. Describe Why Funding is Required: (No move than 5 sentences ] paragraph, to explain the need for the funding increase,)

7. Tmpact If Not Funded: (TWhat can't you accomplish if additional funding is not provided.)

Figure 15 — Training Command Deficiency List

MSE identified funding deficiencies and Mid-Year reviews are submitted to the Training
Command G-7 for consolidation. The Training Command CG maintains overall descretion for
deficiency resource allocation. Thus in order for the CG to undertsand MSE funding shortfalls
the following general rules of engagement should be follwed when preparing deficiency
submissions:

e Clearly articulate requirements.

e Maintain deficiency request within the contents of one page.

e Initially all acroynms must be completely spelled out.

e MSE Commanding Officer must review and approve deficiency submissions.

Below are examples of deficiency descripitions and impact statements:

1) Describe Why Funding is Required:

U.S. Army has determined that cost to maintain the Marine Corps unique equipment is a Marine

Corps responsibility and was never part of the baseline funding at the Army Maintenance
Command. After research and negotiations were held with the Army a new Inter-Service
Support Agreement (ISSA) was signed by the Army and the Marine Corps establishing
maintenance costs of the Marine Corps unique equipment will be reimbursed to the Army.
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Impact If Not Funded:

The equipment needed in direct support of Artillery Instruction will not be available due to the
lack of maintenance. Unit does not have the personnel, maintenance facilities, etc., to maintain
Marine Corps issued equipment without Army maintenance support. The lack of funding in
support maintenance based on the terms of the signed ISSA will result in no maintenance support
from the Army. Without usable equipment, the school will be forced to eliminate major training
events and will provide the fleet with less qualified artillery personnel than the previous
graduates who obtained requiring extensive OJT at the operating unit level,

2) Describe Why Funding is Required:

Funding is required to support a contract request to remove and replace unserviceable classroom
chairs in Yeckel Hall. Yeckel Hall provides an indoor classroom for candidate training. Yeckel
Halls Indoor classroom is an auditorium style classroom. Classroom chairs are bolted into the
cement flooring and require professional construction vendors to remove and replace existing
classroom seats.

Impact If Not Funded:

Approximately 16% of all Yeckel Halls classroom chairs are completely broken which will
impact summer surge classroom capacity requirements. In addition to the completely broken set
of chairs, there are numerous other chairs that have fallen into a general state of disrepair and
may or may not last long impacting future training capacity requirements. Yeckel Hall classroom
chairs are typical combination stadium classroom seating that provide candidates a place to sit, a
tablet arm rest for note taking, and are bolted into the floor. There are two options available.
One is to replace the completely broken chairs before the summer at a cost of $50K. The second
is to replace all the chairs at a cost of $287K.

Differences in monthly planned execution and actual monthly funding execution is a
measurement of an MSE’s obligation rate. As stated before, an obligation is the binding
agreement in the aquistion of goods and services. Monthly obligation rate is a reportable metric
monitored by the Office of the Secretary of Defense and all services HQ’s. Failure to meet
stated obligation goals potentially opens up an MSE’s to a funding realignment. Therefore,
identified variances need to be addressed at the MSE level as soon as identified. Obligation
goals outlined in figure 16 represent CG Training Command quarterly financial MSE obligation
goals. MSE’s falling short in obligation goals have several tools at their disposal that can
accelerate spending in order to to meet obligation metric goals:

e Realign funding internally to fund fast executable shortfalls (contracted services are
not fast execution),

e [Leaverage purchases of identified supply SL3 and NSN shortfalls.

e Process identified servmart and TAD requirements.

e [und next qtr’s ISSA support.
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TRNG CMND OBLIGATION RATES FOR FUND EXECUTION BY MONTH
|

December (1st Qtr end) >95% 94.99 - 90% <89.99%
January >70% 69.99 - 60% <59.99%
February >85% 84.99- 756% <74.99%
March (2nd Qtr end) >95% 94.99 - 90% <89.99%
April =70% 69.99 - 60% <59.99%
May >85% 84.99- 75% <74.99%
June (3rd Qtr end) >95% 94.99 - 90% <89.99%
July >84% 83.99 - 78% <77.99%
August >94% 93.99 - 88% <87.99%
September (End of FY) >99.8% 99.79 - 99% <98.99%

Figure 16 — Training Command Obligation Goal Metric

Authorization Letters

A Fund Authorization Letter is a source document detailing a transfer in SABRS from the

Training Command Commanding General to the Commanding Officer of an MSE. Key area’s

the Fund Manager needs to review on the funding letter include: the total amount authorized by
funding function/AGSAG, the revision amount (increase or decrease), and the comments
amplifying the reason for the amendment. Refer to figure 17 for an example of an Authorization

Letter. .
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Figure 17 — Authorization Letter
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Purchasing and Fund Execution

Training Command Supply Officer/Fund Manager is the MSE’s principle staff officer for
planning and organizing the flow of materials to support the mission of the MSE. Material
planning and sourcing will require that the MSE Supply Officer develop a detailed knowledge of
required material and services that support TIP and MSE command operations. There are
multiple Federal supply sources (i.e. DLA, DAPS, Servmart, GSA) that support the Marine
Corps’ supply chain. Refer to figure 18. Additionally, Regional Contracting Officials can
access commercially available goods or services to support the Marine Corps’ supply chain.
These different supply sources require different requisitioning processes as well as different
source documents. Fund Managers must keep in mind when requisitioning supplies or services a
corresponding accounting record is created. This section will highlight initial basic requisition
processes, documents, and accounting record creation. Additionally, accounting commitment or
obligating source documents must be authorized and endorsed with a signature. The Fiscal Clerk
section of this guidebook outlines subsequent requisition processes.

Classes and Subclasses of Supply

| Class 111 ! | Cl“"wl I cmsw I | ciass vt | Icmsvul ]m....\q“l I CInunIX‘ | Class X I
_{v = ¥ 3 ¥ 5

parsonal amst.
(Sl | B Damind Madlal

Materlal Ammunition ik il

Fusl Kay, DD134s, a 3 DO1348, bD13as, DD1348,
WEX Fual Approvad [5ystem) Lacal Appraved REO
e List Oy Farm Form, L, Workshast,
Purchase E5B1 a3 acas Local Form
s Sarvice Sorvice

Reguest Raguest

Figure 18 — Fund Execution
PRBuilder

PRBuilder is a Marine Corps’ WEB based transactional processing tool used to create routine
electronic purchase requests and funding documents. PRBuilder electronically interfaces with
SABRS to post a commitment only. PRBuilder has the ability to electronically create: Purchase
Request’s routed to a Marine Corps Regional Contracting Official (RCO); NavCompt 2276
Request for Contractual Procurement; NavCompt 2275 Order for Work or Services; DD 448
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Military Interdepartmental Purchase Request; Miscellaneous Payment Documents; and DD 1149
Requisition and Invoice/Shipping Document.

PRBuilder document approval workflows are dependent on the type of document created. Ata
minimum workflows for purchase requests to Marine Contracting Officials include the
following: initiating command supply, Training Command Financial Management Branch for
financial data validation and funding availability, SABRS, RCO, and SPS. At a minimum
DD448, NavComp 2275, and NavComp 2276 workflow will include: initiating command supply,
Training Command Financial Management Branch for financial data validation and funding
availability, and SABRS. At a minimum workflows for DD 1149’s for GCPC, and Servmart
purchases will include MSE Responsible Officers and Supply Officer.

In order to meet Federal documentation guidelines, MSE’s should to the greatest extent practical
upload all supporting source documents into PRBuilder. Examples of source documents include
NavComp 2275 and 2276 acceptance copies, DD448 acceptance copies, and contracts issued by
contracting officials, etc...

PRBuilder Purchase Request to Marine Corps Regional Contracting Official:

Marine Corps Contracting
Official negotintes
munterinl or service

contned with eommoreial

venilor and issues SF 1449

‘ Purchnse Request nssigned to
workflow for review nnd approval.

Commercinl materinl or service requirement
identified.

Enitlate p
roquesi In
PRBullder

Contracting transnctional processing system
interfnces with SABRS to post abligntion.

Figure 19 — Marine RCO Purchase Request Processing Standards

PRBuilder purchase request is an electronic requisition used to capture and pass along to a
Marine Corps Contracting Official basic information regarding commercial material or service
requirements that are used in negotiations for commercially sourced requirements. Information
captured on a purchase request includes the following: originator information; a document
number for tracking the request (this PR number needs to match SABRS standard document
number); justification for purchase; material or service information to include item description,
quantify and price; funding data; shipping information; period of performance; and
recommended sources of supply. PRBuilder has the ability to upload supporting electronic files
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that can be used to amplify material or service requirements. Additionally, all applicable waivers,
for example information technology C4 waivers, need to be uploaded as an attachment, Once a
Contracting Official and commercial vendor agree on terms and conditions, the Contracting
Official will award a contact and issue a contract captured on a SF 1449 document. Figure 19
provides minimum Marine RCO purchase request management control standards. Figure 20
provides Fund Managers an example of source document to SABRS validation and review
procedures.
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Figure 20 — Source Document to SABRS Validation and Review
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NavCompt 2276 Purchase Request:

PRBuilder NavCompt 2276 User Interface MNavCompt 2276 Document

’«“""-_‘“i‘“""'r""l"r .,; -——"'{’3'4‘-
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— Nnvy Contracting
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=314

e '_'_ J,
Supply Officer manually provides copy of
NavCompt 2276 (o Navy Contracling I |
Officinl or Nnvy Comptroller personnel. |
Navy Fneility transaclional processing system (SPS)

interfnees with SABRS te posi obligation
Otherwise Supply Officer must obiain
copy of contractand provide the document
to the Comptroller office in order to post obligation
Ill

Commercinl materinl or service requirement
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Figure 21 — NavCompt 2276 Purchase Request Processing Controls

A NavCompt 2276 Request for Contractual Procurement is a Navy unique paper purchase
request document used to identify general commercial material or service requirements to a
Navy Contacting Official for negotiations with a commercial vendor. Information captured on a
NavCompt 2276 includes: accepting and issuing point of contract information; document number
used to post a record in SABRS; invoice receiving activity (this will always be the Defense
Finance Accounting Service); Line of Accounting; cumulative total and individual amounts,
description of material or service; and authorized issuing and accepting endorsement section.
Because PRBuilder is a Marine unique transactional processing system, a completed NavCompt
2276 must be manually provided to a Navy representative who is authorized to accept a
NavCompt 2276; therefore, the Navy representative will not have access to attachments
uploaded in PRBuilder that provides amplifying request information. Once a Contracting
Official and commercial vendor agree on terms and conditions, the Contracting Official will
award a contact and issue a SF 1449 document. Navy Facility contracts will electronically
interface with SABRS and post an obligation, but for all other Navy contracting activities the
Supply Officer must obtain a copy of the contract (SF 1449) in order to update and substantiate
the obligation in the accounting system. Figure 21 provides Funds Managers minimum
NavCompt 2276 purchase request control procedures. Figure 22 provides Fund Managers an
example of source document to SABRS validation and review procedures.
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NavComp 2275 Order for Work or Service and DD 448 Military Interdepartmental Purchase
Request (MIPR):

Service Agreement (ISSA/MOA)
DD 1144 ot

=
C-n'.\“"‘ - 4 /

Marine Corps LOA Example
D 253 67856067443 2D MXXXXXSMPXNNNX

“ NavComp
e 2Tk

ST MIPRDD
448-2

“.Obligatfan |

I

Materlal &
Sarvica
Support

Other Service's LOA Example
09720152017 265Y ASKAF XNXXXXXXXXXXX

Account Reconclliation

Figure 23 — NavCompt 2275 and DD 448 Basic Process Control Procedures

A NavComp 2275 and DD 448 are complex financial documents used to transfer funding outside
the Marine Corps to either a Navy Command or different Federal Government Agency or
different DOD Services. NavComp 2275’s are only recognized within the Department of the
Navy, whereas DD 448 is a generally accepted by all other Federal Agencies and Departments.
These documents are used to fund interagency assisted acquisitions for supplies, services, or are
used for placing an order against a contact awarded by another agency. Interagency assisted
acquisitions must be precipitated with an Inter-Service Support Agreement. An Inter-Service
Agreement establishes the terms and conditions concerning what type of support assistance will
be provided. Department of Defense Instruction 4000.19 provides DOD guidelines for Inter-
Service Support Agreements, For example, Marine Detachment Fort Leonard Wood has an
Inter-Service Support agreement with the Army for an assisted acquisition of fuel. In this
agreement the Army, considered the seller activity, will provide fuel support to the Marine
Detachment, considered the buyer activity, for daily Motor Transport School POI fuel
requirements. In this example a DD 448 is issued to the Army to reimburse for assisted
acquisition support service provided, and the Army will issue a DD 448-2 acceptance document
noting that services will be provided through category I reimbursement support. The DD 448-2
category I acceptance document is the obligation document used to support the financial
transactions, Whereas the obligation document for a NavComp 2275 will simply be the issued
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NavComp 2275 endorsed by the seller activity. Refer to image 22 outlining the generally
accepted NavComp 2275 and DD 448 reimbursement support process.

As stated earlier a DD 448 is the financial document used to transfer funding to another Federal
Agency or Department; however, in order to place an order on another Federal Agencies contract
a Determination and Finding (D&F) must be routed and issued by a Marine Corps Regional
Contacting Official. Direct acquisitions by other Agencies or Departments are not assisted
acquisition, reimbursable support services, but are a direct citation of a Marine Corps
appropriation. Thus the obligation document will be a contract between a Government
Contracting Official and a commercial source, captured on a SF 1449. As with a reimbursement
support services, the seller activity will issue a DD 448-2 acceptance document, but the
acceptance document will note that services are being provided through category II direct
citation of funds. Fund Managers are responsible for obtaining contracts issued by other Agency
or Department Contracting Officials.

NavComp 2275 and DD 448 PRBuilder workflows will meet the minimum standards outlined
carlier in this section. Because PRBuilder is a Marine unique transactional processing system,
completed NavCompt 2275 and DD 448 documents must be manually provided to either the
Navy, Army, Air Force, or other Federal Agency representative that is authorized to accept a
financial document; therefore, Fund Managers must remember that accepting activities do not
have access to attachments uploaded in PRBuilder that provides amplifying request information.

Information captured on NayvCompt 2275’s and DD 448’s includes: accepting and issuing point
of contract information; Marine Corps document number used to post a record in SABRS; Line
of Accounting; cumulative total; description of material or service; and authorized issuing and
accepting endorsement section. Additionally, Fund Managers will make sure all NavCompt
2275 and DD 448’s include Seller Activities Trading Partner Number (TPN), TPN data for
DOD seller activities are their DODAACS. Figures 24 and 25 provide Fund Managers
examples of source document to SABRS validation and review procedures.
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Governmentwide Commercial Purchase Card:

The governmentwide commercial purchase card program is administered and controlled by a
MSE’s respective Regional Contracting Official (RCO). This program allows supply personnel
the ability to source commercially available materials below the micro-purchase threshold
without routing the requisition to a Contracting Official for action. Some Marine detachments
aboard another services installation can potentially have their GCPC cards issued by the other
services Regional Contacting Official. If a detachment has a card issued by another Services
installation RCO, this level of service support will be outlined in the Inter-Service Support
Agreement. Because the GCPC is an RCO program Card Holders and Approving Officials must
adhere to all Federal Acquisition Regulations as well as respective agency acquisition
regulations. The Training Command G-7 provides Marine Corps RCO’s with lines of
accounting for duly appointed credit card holders, and annually updates the LOA’s listed in
CitiDirects GCPC WEB site. MARADMIN 331/15 requires Supply Officer and Fund Managers
to make sure that all GCPC purchases have a PRBuilder record created and routed for approval.
In order to meet the intent of this administrative message, MSE personnel will create a DD 1149
Requisition and Invoice/Shipping Document in order to capture GCPC purchases. Figure 26
provides Fund Managers key process and control procedures. Figure 27 provides GCPC to
SABRS validation and review viewpoint. Below are key points and procedures:

e GCPC RCO worksheet and all required waivers (i.e. base property) will be uploaded to
PRBuilder DD 1149,

e PRBuilder DD 1149’s will have a non-SABRS workflow selected when initiating the
requisition, use an RQ Document Type Code in the PRBuilder #, and use LOA data vice
FIP data.

o Credit card purchases will automatically interface with SABRS to post commitment,
obligation, and expense (COE). DFAS will post liquidation after Approving Official
certifies CitiDirect statement. Thus the reason why a non-SABRS workflow must be
used when creating a routing a DD 1149.

e COE will not post in accounting system until the merchant processes transaction. For
Internet orders merchant will not process transaction until the order has been shipped.

e Cardholders have the ability to reallocate charges between different lines of accounting
within CitiDirect’s Internet site.

e GCPC is utilized for commercial source purchases and selected Federal Agencies (i.e.
DLA/DAPS).
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USMC Direct Support Stock/SERVMART:

Base supply stores are retail distribution points of sale that provide class Il and I1T consumable
material support. USMC installation and online servmart are partnered with General Service
Administration (GSA), and this partnership provides MSE customers a very large inventory from
which the command can choose from. Fund Managers must be cognizant that there are materials
GSA will stock in a base retail outlet (servmart store) but are on listed on the GCPC prohibited
item list; therefore, the rule of thumb to follow is not to purchase an item listed on the GCPC
prohibited even if the item is on the bases servmart store shelf. Also, MSE authorized buyers
can purchase stock using a direct billing ServMart card or a command DoDAAC and Job Order
Number for USMC ServMart online. Figure 28 provides Fund Managers key process and
control procedures. Figure 29 provides SABRS to validation and review viewpoint. Below are
key points and procedures:

e Generally Army, Navy, and Air Force installation retail outlets only accept the
government purchase card, not a USMC ServMart card, as a means of payment. Marine
Corps installation retail Servmart stores and USMC online servmart online accept direct
billing (servmart card/JON) as a means of payment.

e Servmart purchases made with the government purchase card are subject to purchase card
spending limits. Purchases using the direct billing method of payment do not have
prescribed spending limit. Spending limits for direct billing method must be established
by the Supply Officer prior to making the purchase.

s Purchases though Servmart retail outlets interface with SABRS to post COE.

e MSE’s will create, route, and have approved by the Fund Manager a purchase request
prior to servmart purchase being authorized.

e At a minimum, Fund Managers will maintain complete oversight of all servmart
purchases to include card use and a list of command authorized shoppers.

e All ServMart card request forms will be reviewed and endorsed by the Training
Command G-7 prior to new card or re-keying card financial data.

e PRBuilder DD 1149’s will have a non-SABRS workflow selected when initiating the

requisition, use an RQ Document Type Code in the PRBuilder #, and use LOA data vice
FIP data.
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Figure 29 — ServMart SABRS Validation and Review Viewpoint
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Global Combat Support System (GCSS)

GCSS is the Marine Corps online wholesale tool used to requisition National Item Identification
Number materials such as class IX repair parts or type II allowance items. Training Command
MSE GCSS requisitions by pass SASSY Management Unit (SMU) and are directly sourced by
the Defense Logistics Agency. Figure 30 provides Fund Managers key process and control
procedures. Figure 31 provides GCSS to SABRS validation and review viewpoint. Below are
key points and procedures:

o (GCSS requisitions interface with SABRS in real-time and post a commitment and
obligation.

e Supply requisitions cancelled in GCSS do not interface with SABRS to cancel the
commitment and obligation.

e GCSS JON’s are loaded in GCSS by the Training Command G-7, thus any changes must
be identified to the Training Command G-7.

e There are four parameters the Comptrollers influence in GCSS in order for a command
to have JONS available. Two of the parameters are essential and two parameters are
non-essential. The four parameters are JON (essential), Approval Group (essential),
Ledger (non-essential for Training Command MSE’s), and Validation (non-essential).
JONS are data elements that identify purpose, MSE, and funding. Approval Groups
establish a purchasing ceiling for MSE’s. A Ledger provides a spending ceiling for
commands that receive Sassy Management Unit (SMU) support. Since Training
Command units are not support by SMU’s, SMU’s are programmed and funded to
support MEF units, and the fact that Training Command MSE’s receive stock support
directly from the source of supply (DLA), this is the reason why Ledgers are non-
essential for Training Command MSE’s. Validation is an additional data table
specifically used to identify JON Local Use codes (JNLU). Unless a command
explicitly requests a JNLU, this table is not required to be updated in order for an MSE
to have JON’s available in GCSS.

e In the beginning of the fiscal year Training Command G-7 will establish one default

JON in GCSS for immediate execution. All additional JON’s must be requested by the
MSE’s.

41



Training Command Fund Execution Guidebook

Section submits
a service request
request to fiscal

- S e a3
LLLLLLLLLULL LU Ll L,
(i =—=

(B e AR SRS e
nnnrrv—ll'-r-'F'F g
===

Supply
Administrator
inducts
requisition into
GCSS

No further
action required

UUAM
approves,
and
document
numbers
assigned

|

GCSS interfaces
and posts COB
in SABRS

)

Item posts to
DASF

Figure 30 — GCSS Process and Control Procedures
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Figure 31 — GCSS to SABRS validation and Review Viewpoint
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Temporary Additional Duty (TAD)

Temporary Additional Duty is the process when Government (G.S. Employees and Active Duty
Military) personnel are assigned additional duty at one or more locations located away from a
permanently assigned duty station. Because TAD involves the movement of personnel, TAD is
inherently a manpower (i.e. S-1) function; however, Fund Managers must be involved in the
TAD process due to the fact that TAD assignments consume MSE Commanding Officers
financial resources. From a financial management planning perspective most TAD is completely
discretionary, thus TAD controls, such a establishing RO ceilings, must be instituted at the MSE
level. Figure 32 provides Fund Managers key process and control procedures. Figure 33
provides SABRS validation and review viewpoint. Traditionally, MSE’s are assigned a TAD
ceiling by CG Training Command.

e Approved DTS authorization will interface with SABRS to post commitment and
obligation. Completed travel voucher will interface with SABRS to post liquidation
upon completion of travel reconciliation by disbursing officials. Expenses are SABRS
self-generated transactions.

e Defense Travel System is a WEB based system used to create authorizations (travel
orders) and vouchers (traveler reimbursement expense submission document).

e DTS electronically interfaces with SABRS.

e DTS is the source documentation repository means for TAD, thus MSE’s will maintain
Organizational Defense Travel Administrator access; however, in order to meet the
intent of MCO 7300.21B and NAVMC 3500.69A Finance and Budget Defense Travel
Administrator privileges will not be assigned to MSE personnel.

o Medical and legal TAD assignments are CG Training Command reimbursed TAD costs.
Fund Managers must make sure that medical and legal are assigned a medical or legal
TAD LOA in DTS.
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DLA/DAPS Printing Support

DLA/DAPS is the DOD’s wholesaler for document automation services. DAPS provides
printing and high speed, high volume duplicating setvices. Key data and procedures (refer to
figure 34, 35, and 36 ):

e The Government Wide Purchase Printing Card is the preferred method of payment for
DAPS support.

e All source documents are to be retained and readily accessible for a period of six years.
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Figure 34 — DD 282 DAPS Process Flowchart
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Fuel

Class III fuel is an operations and maintenance funded requirement. There are several different
processes that commands exercise in the purchase of fuel. One is the Navy Fleet Card Program.
‘The Fleet Card Program allows for DOD setvices to obtain supplies and services from
commercial service stations. Another process is the plastic “fuel” key issued by the base fuel
farm. These keys are coded with command financial data. These fuel keys are inserted into the
fuel service pump that is located on a DOD installation. Also, some commands have large
storage tanks and order fuel in bulk. Historically the command coordinates the storage tank refill
with the base fuel farm personnel. Key ordering information for fuel storage tank is the
command DODAAC. At a minimum, the Fund Manager must maintain complete accountability
of all assigned Navy Fleet cards, plastic fuel keys, and any bulk fuel orders. At a minimum
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accountability management controls must include a log book that accounts for the time as to
when the fuel cards or keys are checked out for a fuel purchase. Also the Fund Manager must
maintain complete oversight of all fuel purchases. MSE’s will coordinate with the Training
Command G-7 prior to obtaining a new fuel key.

Transportation Account Code (TAC)

Shipment of government materials is coordinated by the installations Distribution Management
Office, and the Training Command G-4 centrally manages the Transportation Account Code
used to fund shipping requests. DD 1149 is the required documentation used to request and
confirm shipment with the DMO. Refer to figure 37 for TAC process flowchart.

Shipping
Requirement
ilentified to
FLC supply

Crente DD Submit DD 1149 10 Submitted Pravide DMO
1149 Training Command approved 1149 ; endorsed DD
3 -4 for funding to base DMO 1149 to Troining
approval. Gd will office. Command G-4
nssign requistion
(MILSTRIP)

document number if
nat provided by MSE

Mo further action
required

Figure 37 — TAC Request Process Flowchart
Official Financial Reports

SABRS is the Marine Corps accounting system that collects, records, identifies, and reports
financial data from processed requisitions of material and service requirements. An accounting
system is a financial reporting tool used to measure performance and translate those measures
into information for Commanders to make decisions. Daily SABRS will generate multiple fund
execution reports and accounting error reports. The Status of Fund Report provides vital
information to the Fund Manager and must be monitored, at a minimum, weekly. The Status of
Fund report outlines funding amounts authorized to the Commanding Officer and execution
(committed, obligated, expensed, and liquidated) of authorized funds. Refer to figure 38 as an
example of a Status of Funds Report. A Daily Transaction Report provides in depth details of a
requisitions status in the accounting system, and fiscal clerks should be monitoring this report
daily. Accounting error reports are monitored daily by the Training Command G-7 accounting
section, and error correction is a team effort between the command fiscal personnel and the
Training Command G-7 accounting personnel. Accounting errors distort a commands fund
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balance and needs to be corrected. Official accounting reports can be obtained via INFOPAC or
ReportNet. Fund Managers and MSE assigned fiscal personnel must request access to these
systems via the Training Command G-7 accounting section. Internal MSE ledgers and results
tracked by these ledgers are not the official accounting system; therefore, the results reflected in
these ledgers will not be regarded as accurate figures.

Command Fiscal SABRS Identity [ Authorized Funding Amount

F 4 —

5 FY:2011 sm:mwssﬁ%ma M30407

""" Obl Amt | Exp Amt ‘nm- Amt |[UnCmt Amt UnObl Amt| 96 Cmt | %6 OBl

BSYM [FFUNC[BEA]  DESC BESA| DESC | AuthAmt | CoAm

1106  |3BID |2¥ mnsbz*i*’,irr._ |TM  |TRAINING | $349,576.00 [$345,621.28 |§333,621.28|$70,273.72 | $60,237.73 | $3,904.72 $15,904.72 | 98.86% | 95.45%
3B1D $349,526.00 | 345,621.28 | 333,621.28 | 70,273.72 | 60,237.73 | $3,904.72 |515,904.72| 98.88% [95.45%
5349,526,00/345,621.28| 333,621.28 | 70,273.72 | 60,237.73 | $3,904.72 |515,004.72 | 08.880% | 95.45%

Cmt = Total Administratively Reserved ' Obl = Total Legally Firm Executed Amount

Figure 38 — Status of Funds Report
Fund Execution and Information Fidelity

Financial data elements are used to classify (reason and purpose) and identify (organization and
appropriation) the funding executed in a financial transaction. These data elements eventually
depict how an MSE is executing their assigned funding, For example, object class (OCSOC —
see Appendix J for OCSOC list) data elements lets CG Training Command know how much
TAD a MSE is executing or how much an MSE is executing in GCPC purchases. Refer to figure
39 as an example of financial reporting. Fund Managers need to monitor execution to make sure
that the correct financial picture is being represented. Feeder systems are loaded by the G-7 with
financial data elements. Correctly reporting financial execution is the single most effective
means a Fund Manager can influence the POM process.

Financlnl Reporting

B 2601 Repale Paris

B 2401 Printing

m 2602 Consunable Supplies
2531 1S8A

W 2524 JandoHal Conlmet

$500. $1.500

Figure 39 — Financial Information Fidelity
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Year-End Closeout

Year-end closeout is when an active appropriation closes, and the period of authority to record a
new obligation legally ends. The Training Command G-7 annually publishes close-out guidance
that provides milestones and cut-off dates for spending. During the close-out period it is
imperative that Fund Managers validate all financial transactions to make sure that purchases are
properly recorded and transactions that are recoded in the accounting system are in a valid status.
Early identification of invalid orders provides the Fund Manager greater time to reallocate the
fiscal resources for execution. The following are financial processes that the close-out message
addresses and closing recommendations:

1)

2)

3)

4)

5)

6)

7)

8)

Temporary Additional Duty

Recommendations — Identify and approve all 4™ gtr. travel requirements in DTS no later than
Mid-July to include potential court martial proceedings. Review and validate all unsettled
travel orders. Unsettled travel orders represent a potential reversion of executable funds.

Open Purchase Contracts
Recommendations — Reconcile all open purchases requests submitted to Regional Contacting
Office to make sure a contract will be awarded.

Government Wide Commercial Purchase Card

Recommendations — MSE aboard Marine Corp installations and MSE’s with an operating
Budget higher then 500K will have their GCPC card limits reduced to one dollar. The date in
which this will happen will be published in the close-out guidance. MSE’s should make sure
that all internet purchases will be shipped prior to reduction of GCPC cards.

Servmart
Recommendations — MSE’s need to refer to their installations servmart close-out guidance.

Fuel
Recommendations — Top off all storage tanks and vehicles before uncommitted funds are
recouped by the Training Command G-7.

GCSS
Recommendations — Order mission required SL3 and repairable parts before uncommitted
funds are recouped by the Training Command G-7.

Transportation Account Code
Recommendations — Shipping needs to be coordinated at least 5 business days before the
close of the fiscal year. Shipping will also require G-7 in addition to G-4 approval.

DAPS

Recommendations — Start reconciling open funding documents (DD 448) that have been
submitted to DAPS at least two months before close-out.
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9) Outgoing and Incoming Funding Documents (NAVCOMP 2275 and DD 448)
Recommendations — Start reconciling open funding documents with providing service at
least two months before close-out.

10) Direct Cites
Recommendations — Make sure all outgoing direct cites are committed and obligated in
August.
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“Financial Management is all about people.”
Attributed to LtCol John Chadwick
Fiscal Clerk Basics

This appendix outlines basic Major Support Elements (MSE) guidance for proper recording and
accounting of Training Command financial transactions.

Appropriation Fund Accounting

The overall objective of appropriation fund accounting is directed towards fiscal accountability
and compliance with the expressed intent of Congress. These objectives include:

e Ensuring that federal monies are spent only for purposes, with only those constituents,
in only those locations, for only the amounts, and only within the time period set forth
by Congress in the authorization and appropriation laws.

e Preventing obligations, expenditures, or disbursements of federal monies in excess of
the appropriations or budget authority legislated by Congress.

e Assisting with or promoting increased effectiveness and economy in the application and
rate of expending federal money.

e Recoding financial transactions for preparation of performance reports and reports that
reflect current financial position that assist in decision-making process.

Fiscal Clerk Responsibilities and Duties

Appropriation accountability is an inseparable function of supply operations. Traditionally, fiscal
clerks are assigned by the commands Supply Officer. Fiscal Clerks are the singular person at an
MSE that has the greatest influence over the financial transaction recording and monitoring, thus
Fiscal Clerks must execute their assigned duties with a high degree of proficiency so leadership
has accurate financial information for decision making. Refer to figure 40 for quarterly fiscal
milestones. Common responsibilities of Fiscal Clerk include:

e Monitor and reconcile all command financial transactions for proper recording,
" classifying, summarizing and reporting of financial transactions.

e Creale or assist in creating financial source documents.
e Catalog and maintain financial source documents for a period of ten years.

e Assist or coordinate accounting error corrections with Comptroller personnel.
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At the command level, coordinate and maintain properly coded servmart cards, fuel
cards, and any other transaction processing devices.

Advise the Fund Manager on status of financial transactions.

«1 October, start of fiscal year. )

* Daily - Reconcile daily transaction report with source documents. Identify accounting errors and
assist Training Command accounting in the correction of errors. Process material requistions.

* Weekly - Reconcile outstanding supply purchases with DASF clerk and travel orders with order
writing clerk.

*Monthly - Provide Supply Officer command financial status. )

*31 January, tri-annual review. A

*Daily - Reconcile daily transaction report with source documents. Identify accounting errors and
assist Traininig Command accounting in the correction of errors. Process material requisitions

* Weekly - Reconcile outstanding supply purchases with DASF clerk and travel orders with order
writing clerk.

*Monthly - Provide Supply Officer command financial status. )

+30 June, tri-annual review. ; \

+ June, close-out guidance published,

*Daily - Reconcile daily transaction report with source documents. Identify accounting errors and
assist Training Command accounting in the correction of errors. process material requistions.

* Weekly - Reconcile outstanding supply purchases with DASF clerk and travel orders with order
writing clerk.

*Monthly - Provide Supply Officer command financial status. J

*30 Sept, close-out of FY and tri-annual review, ; N

*Daily - Reconcile daily transaction report with source documents. Identify accounting errors and
assist Training Command accounting in the correction of errors. Process material requistions

* Weekly - Reconcile outstanding supply purchases with DASF clerk and travel orders with order
writing clerk.

*Monthly: provide Commading Officer financial status, and conduct Responsible Officer
reconcilation to include status of contracts. J

Figure 40 — Fiscal Clerk Quarterly Milestones

Financial Information System and Transactional Processing System

As stated earlier the Standard Accounting Budgeting Reporting System (SABRS) is the Marine
Corps’ financial management information/accounting system. SABRS records raw facts and
figures (i.e. servmart purchase), known as data, and provides information for leadership decision
making. Refer to figure 41 for basic schematic of transactional processing system to SABRS
interface. In addition to supporting decision making, coordination, and control information
systems SABRS also help managers and workers analyze problems and visualize complex
problems. SABRS summarizes and reports basic financial operations using data supplied from
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transactional processing systems also known as feeder systems (i.e. GCSS). Transactional
processing systems are the computerized system used to perform and record a daily routine,
Fiscal clerks need at a minimum need to gain and maintain access to the below transactional
processing systems in order to effectively execute their financial duties. Appendix B provides

financial information system links and basic directions for account registration.

|
|

PR SPS
PRBuilder k

M7

e———T——

GCPC

X Powerlrack
1 N SABRS % ‘

BSMLE

Figure 41 — Transactional Processing Systems to SABRS Interface

1. SABRS — Marine Corps official accounting system. See appendix C for basic SABRS

navigation instructions.

2. PRBuilder — Electronic purchase request building system. See appendix D for basic

PRBuilder navigation instructions.

3. Wide Area Workflow (WAWTF) and Electronic Document Access (EDA) - WAWE is a
financial data processing system used to certify commercial invoices. EDA is a financial
repository system that stores electronic copies of contracts and disbursing vouchers. See
appendix E for basic WAWF and EDA navigation instructions.
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4. WEBVLIPS — Is Defense Logistics Agencies official supply system used to track the
status of purchases requisitioned through the DOD supply systems.

5. ReportNet — Is an Internet based financial report system that provides official SABRS
accounting reports used to manage fund account balances and correct accounting errors.
See appendix F for basic ReportNet navigation instructions.

6. CitiDirect —Is a web based contracting official and Citi-bank management tool used to
monitor, reconcile and validate purchases executed with the Government Wide
Commercial Purchase Card. See appendix G for basic CitiDirect navigation.

7. DTS —Is the Department of Defense manadatory web based transactional processing
system used to create and submit travel authorizations and vouchers. Sce Appundlx H for
basic DTS navigation.

8. GCSS —Is the Marine Corps official supply system, and it is used to as the Marine Corps
supply chain management system. For example, requisition materials, monitor
inventories, efc..

Material Acquisition

Training Command fiscal clerks are instrumental in material and service acquisition. Fiscal
clerks must be familiar with multiple Federal material sources (i.e. GCSS, DLA/DAPS,
Servmart, etc...) that support the Marine Corps” supply chain. Also Fiscal Clerks must be
familiar with Marine Corps material and service acquisition processes from commercial sources
to government sources of material and supplies. Different supply sources require different
requisitioning processes as well as different source documents. Fiscal clerks must keep in mind
that when their command is requisitioning for supplies or services a corresponding source
document and accounting record is created and recorded or updated. Refer to figure 42 detailing
material requirements to accounting record creation. This section will highlight basic source
documents used for material and service acquisition. Additionally, appendix I is a matrix that
outlines the different financial execution processes and the required source document for each
phase in the transaction cycle.
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A. Department of Defense (DD) 1348 — Is a receipt document for material purchases made

via GCSS or other Federal supply sources, and on a limited basis it can be used as a
requisition document from Federal supply sources. See figure 43 for an example of DD

1348.
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B. DD 448 — Military Interdepartmental Purchase Request (MIPR) — Transfers funding to
external Federal sources outside the Department of the Navy. For example ISSA or MOU
support on Army installations. See figure 44 for an example of DD 448,

MILITARY (NTERDEPARTMENTAL PURCHASE REQUEST

1
:

T
R R A VR arm s
v

Oy AT B G 1o pmab i b b st 2 sy

Fra ARt I G

RGN Fl‘ll T

T Farm T0L S0 = T T
Ervined By PRBuAde 44

Figure 44 — DD 448

C. DD 282 Printing Requisition — Requests printing support from DLA/DAPS printing
services. See Figure 45 for an DD 282 example
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Figure 45 — DD 282
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D. Service Request — Used to requisition GCSS support for class IX repair parts and table

Guidebook

of equipment type 11 allowance items. See figure 46 for an example of a service request
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Figure 46 — Service Request

E. Standard Form (SF) 182 — Used to request and authorize payment or reimbursement for

training classes. See figure

47 for an example of a SF 182.
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Figure 47 — SF 182
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F. Regional Contracting Office (RCO) Government Wide Purchase Card Request — Used
for the purchase of commercial goods or service below $3,000.00. See Figure 48 as an
example of a GCPC request form.
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Figure 48 — GCPC Request Form

G. Self-Service Center Shopping List (Servmart) — Used for purchases at local servmart or
USMC Servmart online. See figure 49 for an example of a servmart request form.
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Figure 49 — Servmart Request Form
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. NAVCOMPT 2275 Order for Work and Services — Used to request reimbursable work
or services from a command within the Department of the Navy. See figure 50 for an

example of a NAVCOMPT 2275 form.
EEnE.

Uy
s
it
. L -#-
r A
-
I N —
03 AT e e et

:

Elgfgﬂ@., T Tl o Tul s || oo | o
e

i

ShGl R

R, P, B R

Prelad Sn Ddrary Rt WAL 8
L e L]

Figure 50 - NAVCOMPT 2275

. NAVCOMPT 2276 Request for Contractual Procurement — Used to request commercial
material or service contacting support from a Navy Contracting Official. See figure 51

for an example of a NAVCOMPT 2276 form.
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Figure 51 - NAVCOMPT 2276
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& PRBuilder Purchase Request — Used to request commercial material or service
contracting support from a Marine Corps Contracting Official. See figure 52 for an
example of a PRBuilder Purchase Request.
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Figure 52 — PRBuilder Purchase Request

K. TAD Authorization ~ Travel order issued to Government personnel that are assigned
temporary additional duty. See figure 53 for an example of a TAD Authorization.
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Figure 53 — TAD Authorization
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L. TAD Voucher — Used by Government personnel to submit for official travel expense
reimbursement. See figure 54 for an example of a TAD Voucher.
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Figure 54 — TAD Voucher

M. DD 1149 Requisition and Invoice/Shipping Document — Used to request shipment of
materials with Distribution Management Office. See figure 55 for an example of a DID
1149,
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Figure 55 - DD 1149

61



Training Command Fund Execution Guidebook

N. Reimbursable Order Receiving Report — Marine Corps unique report that certifies
receipt of service or goods request via NAVCOMPT 2275 or DD 448. See figure 56 for
an example of a Reimbursable Order Receiving Report.
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Figure 56 — Reimbursable Order Receiving Report

Financial Coding

To the greatest extent possible the Marine Corps uses electronic transaction processing systems
(TPS) to initiate and process requisitions for materials and service support. These transaction
processing systems or feeder systems are used to validate and authorize requests. For the most
part feeder systems interface with the accounting system to create an accounting record. The
electronic interfacing between SABRS and the TPS is accomplished by validation of financial
codes loaded in the feeder system and financial codes loaded in SABRS. Refer to Figure 57 for
data validation. Coding structure is required to initiate and track valid financial transactions in
the accounting system. The majority of the coding structure is centered on the Document
Number, Line of Accounting, and Financial Information Pointer (FIP) / Job Order Number
(JON). The majority of feeder system financial codes are loaded by the Comptroller office. This
section will outline the basic elements that make up the different document numbers used, the
elements of a LOA, and the elements of FIP/JON
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Figure 57 — Financial code validation

Document Number — An alpha numeric code used to identify and track financial transactions in

the accounting system. Most feeder systems self-generate document numbers when source

document is created. See figure 58 for an example of a milstrip document number.

A. MILSTRIP Document Number — A 14 digit code used in SABRS to track
interdepartmental billing requisitions: Servmart, GCSS.

Example: M304074052P000

\h43?407,

4052
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Page 1 of 1
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Figure 58 — Servmart sales receipt

B. Standard Document Number (SDN) — A 15 digit code used to track in SABRS all non-
military standard requisitioning and issue procedures: DTS, Citidirect, PRBuilder. See
Figure 59 for an example of a source document with line of accounting and standard
document number.

Example: M3040714MPITIT2

M30407 (14
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Figure 59 — MIPR with LOA and Standard Document Number
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Line of Accounting/Accounting Classification Code Elements — identifies the command that is
executing the funds, the appropriation, accounting activity and other special interest information.
Not all source documents will cite the complete LOA (see figure 60 for line of accounting
element description):

Example: AA17411063B1D 25367856_0674432DM304074MPITIT2ITDC

LAYA/ l174%106J \3B1D |

Accounting Classification Appropriation symbol - assigned by the Represents budget program
reference number uniquely Department of Treasury to uniquely that funds are executed
identifies a LOA data code identify a congressionally approved under. The fust digit

cited during all stages appropriation that is being charged by the designates the budget activity.
of processing accounting source transaction. Is comprised of a 2 digit The 3 digits represents the
records numeric depariment code, and a 1 digit numeric budget sub-activity
fiscal year, and the 4 digit numeric e . .
Treasury Symbol
Object class code Bureau control number: Sub allotment number used Authorized accounting activity
used o define the six digit code used to to identify a centrally that is authorized to perform
nature of the materianl identify the holder of managed operating budget accounting functions for the
or service the funds R~ fund holder (DFAS)

2D M30407,  4MPITIT2ITDC,

{ i
Disbursing transaction Property accounting activity -used to Cost code for local
code used to classify identify the AAC of the document. For identification of
payments and receipts TAD documents, it will contain the transaction. Field will
: travel order number. For equipment be automatically
purchases classified as plant property, assigned by DTS
will contain the activity designator code.

Iigure 60 — Line of Accounting Element Description

Financial Information Pointer (FIP) and Job Order Numbers (JONs) — Are financial data
elements used to classify (reason and purpose) and identify (organization and appropriation) the
funds executed in a financial transaction. See figure 61 for FIP element description. Because
data elements classify and identify fund execution, the sequence arrangement of data elements
will differentiate appropriation execution. See figure 62 for an example of FIP element
differentiating appropriation execution. The sequence in which the data elements are arranged is
based on command and feeder system requirements. The Training Command Comptroller
branch is charged with loading FIP and JON’s in electronic feeder systems, and all servmart and
fuel card requests must be endorsed by the Training Command Comptroller branch before
submission to Servmatt or the fuel farm. The importance of using correct FIP data in financial
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execution cannot be underscored. FIP data provides Marine Corps leadership information about
MSE order patterns, information about materials and supplies, and overall program execution.
Appendix J provides additional FIP information and additional data elements used in PRbuilder.
See example 63 for feeder system and FIP data elements.

FIP Data Elements: M40407 _CG_LL DC 2531_TTTS

M40407 CcG LL
i alotd \_Y_J -t

Identification Element (Work Identifieation Element (Budget Identifieation Element (Budget
Center Identifier): is n six position code Execution Activity): is a two position Execcution Sulb-Activity): is o two
used to identify the lowest level code used to identify major oyganizntional position code used to identify a function
command element. Exampls, M40407 breakdown. For the most pmit the BEA is or business process within a BEA,
iz used to identify Tmining Command used to identify Colonel level MSE's

For the most part the BESA is
used to identify Responsible Officer or
processing activitics in n Trmining

Command MSE ‘

DC 2531 TTTS
BS 2550 TLrs

within Taniniog Command.

Classificntdon Element: Fund Classification Element; Object Class, Classification Element; Cost
Code is a two position code used Sub-Object Class code is a four Account Code is a four position
to identify approprintion, budget position code used to define the nature code that identifies the Marine

activity, budget sub-netivity, budget ‘of the materinl or supplics pwehased Programing Code (MCPC) which
line item pumber, and progrvm - phures execution used to forecast
element. This data element links future MOPC requirements
fund execution to planning and
programming procoss.

Figure 61 — FIP Element Description
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Figure 63 — Feeder System and FIP Data Elements
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FIF Data elements not only point to different organizations but also different fund accounts, thus
the reason for different ServiMlart Cards, DTS LOA's, CitiDirect LOA's, etc....

i)

xectution

"\ #und cods
—r ne

Figure 62 — FIP data elements differentiating appropriation execution

Transaction/Procurement Process and Accounting Recording

Fiscal clerks are required to monitor each source document from initiation (commitment) to
completion (DFAS payment), and are to make sure that each step in the transaction cycle is
recorded correctly in the accounting system. Procurement is the process of obtaining material
and service requirements to meet operational requirements. Marine Corps financial execution
policy captures the procurement process in a four step accounting transaction. The four
accounting steps include: commitment, obligation, expense, and liquidation. Sometimes these
steps may happen in conjunction. The following example is procurement process and the
different accounting actions that support the procurement process.
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PROCESS ACTION ACCOUNTING

M aterial or §
Service _;3
requirement is -
identified and %-
command =
personnel #
submit

requirement to
unit supply for
sourcing

Ele ctronic
feeder system
and or paper

source
document is
created and
submitted for
approval

Approved
electronic or
paper source
document is

used to
substantiate
accounting

pecon  Feeder System (TPS) GCSS . e
creation. Most Y ( ) Commitment and Obligation

electronic
systems
interface with
SABRS

69



Training Command Fund Execution Guidebook

PROCESS ACTION ACCOUNTING
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Monitoring Financial Transactions

After each accounting cycle, the accounting system produces several key reports that are
essential for funds control and source document reconciliation. These official reports are
produced utilizing information from both the transaction and summary files of the accounting
system and represent interfaced and manual inputs. These reports are categorized as either

execution reports, which represent transactions that properly recorded financial transactions and

updated command financial status, or error reports, which represent transactions that failed to
properly record in the accounting system and need to be corrected. Refer to figure 64 for raw
data to financial information reporting. Fiscal Clerks will provide the G-7 direct support in

reconciliation and cotrection of errors identified on accounting reports. In addition, accounting

reports can be accessed from the Internet from either ReportNet (HQMC sponsored site), or
MCIETS (Training and Education Command sponsored site).
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Figure 64 — Raw Data to Leadership Information Reporting

Execution Reports

1E; Status of Funds Report: Provides status on authorized funding level and aggregate
execution of purchases as they proceed through the different financial transaction

cycle.

STATUS OF FUNDS
FY: 2012  SRI: M67856  WCI: M40407

BEYM| SBHD| 1 DESC_ Auth Amt | Cmt Amt | Obl Amt | Exp Amt |Disb Amt|Unobl Amt | % obl
1106 |3BiD |3 “|RESOURCE HGMT $16,407.00| §21,107.38| §21,107.39| $21,107.38| %4,055.79|(%4,700.39) |128.65%
& BTAFF|IV  |MCATSU $582,307.00|%486,307,00| $a53,307,00| §8,334.32| §0,334.32|5129,000.00|77.85%

b & STAFF|LL  |LOGISTICS $13,000.00 §0.00 $0.00 $0.00 50.00[513,000.00 |0.00%

29,441.71  [13,190.11 |$137,299.61 [206.50%

3810|5611, T1l4. 00 502,414,382 b}
29,44.1. 'J‘:l 13,190.11 |4137, 209 GllZDE 50%

3nlD §611, 714,00

3BAD [3B4D |GG |cMD & STAFF|CL  |SJA N# 278 az $47,103.90|59,642.28 |92. mn
€Hb & STAFF |LL 10618TICE 00| 5377, 600,84| $186,082.79 7 1 $164.9:u ;1|5' :
cHb & 2‘1‘@&'? |‘q:z uacuun -numms BR| $145,000.00 ~ §0b.00 $0.00 i I 5:.-:5 000, oo|o .00%
“3B4D|3618,000.00 298,440.51 [109,100.76 |63,617.13 [$319,569,49|145.11%
3R4D| 9618,000.00 |490,138.56 (298,440,51 [105,100.76 |63,617. 1a 9,559.49145.114
1108 §1,229,714.00 [§909,552.95|9772,854.90 138, 542.47[$76,007,249456,859. 10351618
2012 §1,229,714.00 |099,552.95 |772,884.9 |138,842.47 |76,807.24 |$456,859.10 381.61%

£1,229,714.00| $999,5652.05) £772,854.90] 4138, 542, 47| 476, 807.24] $456,650.10] 62.858

Dec 8, 2011
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L. Daily Transaction Report: Provides snapshot of all changes in SABRS captured
during the daily cycle. This report provides is the most efficient means for
reconciling transactions with source documents. MSE’s must reconcile this report
daily.
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Error Reports

L Unmatched Disbursements: Payments that failed to match a recorded obligation.
Obligations are then understated.

DHR UNMATCHED
mmﬁ J'mlij -'_E:‘ i B, _E rmeuﬁwm.‘w ’_"ﬁ":—’_‘f:"ﬁﬂ-"ﬂ"

o ¥ ;ﬂ;m TN - - | )

& EEE

o’ S i T

E g5 =
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1. Negative Unliquidated Obligations: NULO are caused by disbursing amounts
greater than the corresponding obligation. Obligations are understated or
overstated.
s il 5 DAS Uang, A ] 1 T 1
FY FULT: 2010 BASIC SYMBOL: 1108 WCIr  MI0407

mh-hlu‘ Tumilung Dasar | WOL  EEA BESA BRSA Dasor,  StaCea Mo | FLMES  |RICFACER |
20 l’“n TRATHING SUPFORT 130407 V6 18 [sor-wesy mmm_[nmummn s | 10192010 0-30 DAYS

[ﬂ\-ll.l-l Tl Amt | Fap Aat |um Lig Ast) TNLOAm |
7) ook 19, 2010) §454.06 §454.06 §454.06) $6,810.90 (86,356.84)
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III,  Common Interface Spending Error: Spending errors are the result of data
validation issues from feeder system. These errors prevent transactions from
posting, impact the accuracy of reports, increased workload due to correction
process, and potential financial violations.

CIF ERROR REFPORT BY WCI
) WCI:Ma0d07

HOR UHMATCH CODE

ol fof Errof Codet 31
b

T014__ uMoiE | €on I €00 Juasteotatonsial | & | ] ] F wa [ i
Watal fus fevos Codel 83

a1 BN €oL BIA A 181001 Bit
283551 160 1204
13804 1181300
fery Tt oTA (R
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NERNERNEEN

303031 1181450
AT AR Tertal fat Lrras Eandes 417)
T fn, s | [ 1 [URFTEQ 1 EEULYY| i 1 T T T it | 3o HLTIE1B §T05E UaT0SA
Toul for Liror Code: 134] 33
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IV.  Abnormal Transactions: Abnormal transactions bind available financial resources
and distort a commands true fund balance. Abnormal transactions can fall in one
of the following categories: Abnormal Undelivered Orders (Exp>Obl), Abnormal
delivered Orders (Liq>Exp), Aged Unliquidated Obligations (aged obligations).
Aged Unliquidated Obligations is the focus of the Tri-annual review validation
process and should be reconciled weekly.

UNLIQUIDATED ORDERS STATUS REPORT - PE
FY FULL:2013WCI:M40407 TRAINING COMMANDBASIC SYM:1106 SUBHEAD:3B1DBEA:V5
BEA SDN RIC / ACRN PIIN RON|COMMIT Amt| OBL AMT| EXP AMT| LIQ AMT |ULO AMT
V5 [14332501314PV5001 AA $375,000.00( $375,000.00] $130,620.14| $269,609.96]  $5380.04
M3325013PVS002 |  AA | | | $37,440.00| $37,440.00| $11615.16| $24,83629| $12603.71
M332501314PVS008 |  AA | [ | §3,093.06| $3,093.06| $0.00| $3,05568  $37.38
1433250135UV5030 AA  |NOD24412D0014NG07 | | $45707.79| $45707.79| $44673.24| S44673.24| $103455
1433250135UV5032 AA  |moossi3Poozz | | §5,200.00|  $5,200.00] $0.00| 50.00| $5200.00
1M33250135UVS038 |  AA  |MO068113R00S8 | | §57,531.47| 557,531.47| 50.00| 50.00| S$57531.47
143325013T0GO71C |  AA | | | §1662.80| 51,662.80] $1662.80| 51,55820|  $104.60
M3325013T0G43ZK |  AA | | | 5440.50| 544050  S440.50| $0.00|  S440.50
143325013TOGL4D8 |  AA | | | 52270.50| $52,270.50| $2,270.50| $0.00| $2270.50
W3325013TOGNWAU |  AA | | | §1,696.50| $1,696.50| $1,696.50| $0.00] §$1696.50
143325030111209 |  mMcv | | | $15.36|  §15.38| $0.00| $0.00  $15.36
3325030111211 | MoV | | | 513698  $196.93| $0.00| $0.00, §196.98
N3325030111213 | MCv | | | 521464 521464 $0.00| $0.00| 521464

V3



Training Command Fund Execution Guidebook

Tri-Annual Review Process

The purpose of the tri-annual review or TAR is to review all active financial transactions to
access whether or not the financial transaction is valid. Active financial transactions are in a
state of flux and will remain in a state of flux until: commitment amount = obligation amount =
expense amount = liquidation amount. Once all amounts equal, then financial transaction will no
longer be active. There are many reasons as to why a financial transaction remains active in
SABRS. Some of the most common reasons include, GCSS supply orders are canceled by the
source of supply, and a contract settles for less, there is a purchasing price variation. Most
SABRS interfacing feeder systems automatically update the accounting system when there are
changes to financial transactions; however, there are some interfaces that are not systemic and
have to be manually processes; therefore, the TAR process is the most effective means of
validating active financial transactions. Training Command G-7 coordinates the TAR process
for all none GCSS milstrip orders, these financial transactions are coordinated by the Training
Command G-4. Validation of outstanding financial transactions is the most effective means of
making sure funding is not reverted once a fiscal year is completed. Funding reversions are a
direct contribution to program funding reductions.

Occasions
Reported after each four-month TAR period
*  October 1 - January 31

* February 1 - May 31
* June 1 - September 30

Reports
1 Dormant Transactions (REPORT A)

* Dormant commitments and obligations: No obligations, adjustments, contract
modifications, disbursements or withdrawals within 120 day TAR period

* Dormant contracts: Contracts work completed and performance period has
expired

* Additional criteria: Transactions < $200,000 for Investment Appropriations
(Procurement; RDT&E; and Capital Budget of Defense Working Capital Funds
(WCF)); Transactions < $50,000 for Annual Appropriations

2 Misc. Transactions for De-obligation (REPORT B)

* Misc. obligation docs, travel orders, supply requisitions: No receipt of
goods/services > 180 days

3 Outstanding Accounts Receivables (REPORT ()

* Al RONs with outstanding accounts receivable balance with aged date greater
than 120 days.
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4 Unmatched Disbursements (REPORT D)

«  All unmatched disbursements/collections belonging to MRI. Report aids
validation of unliquidated orders (accrued expenditures unpaid/and accounts
payable/accounts receivable) as reported on Tri-Annual Review Reports A, B and
C.

Reconciliation Procedures

At a minimum, follow these general steps in transaction reconciliation process:
1 Verify Commitments

« Compare document numbers, amounts and other financial data in SABRS
against source documents verifying commitment data in SABRS has
posted correctly

» Research discrepancies between source documents and SABRS entries

«  Adjust (or contact G-7 with committing documents to adjust) SABRS
entries as required to reflect correct financial data

2 Verify Obligations

+  Compare document numbers, amounts, and other financial data in SABRS
against source documents verifying obligation data in SABRS has posted
correctly

+ Research discrepancies between source documents and SABRS entries

« Iferrors found in obligating documents, modify source documents as
required to reflect correct financial data

« Iferrors found in SABRS, adjust (or contact G-7 with obligating
documents to adjust) affected entry accordingly

3 Verify Expenses

+  Compare document numbers, amounts, and other financial data in SABRS
against source documents verifying expense data in SABRS has posted
correctly

+ Research discrepancies between source documents and SABRS entries.
Variances usually caused by keypunch errors when expense information
entered

+ Take appropriate corrective action in SABRS and/or source documents

4 Verify Liquidations

»  Compare document numbers, amounts, and other financial data in SABRS
against receipt document invoice verifying liquidation data in SABRS has
posted correctly
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* Ensure obligation amount in SABRS is equal to liquidation if final
payment processed. Adjust (or contact G-7 with supporting
documentations to adjust) obligation as required

* Ensure sufficient obligation is posted to process pending liquidations.
Validate and adjust (or contact G-7 with supporting documentations to
adjust) obligation as required

* Iferrors found in SABRS, contact G-7 with supporting documentations to
initiate a ticket with AskDFAS

TAR Completion and Submission Requirements

» TFollow the step-by-step instructions below to submit results

¢ Complete, sign and submit a NAVMC 11675 Confirmation Statement to G-7 to Attests to
accomplishment of review, accuracy and completeness of recorded amounts

* All required de-obligations, adjustments or corrections identified during review will be
documented and processed prior to the submission of the Confirmation Statement. De-
obligations may result from contract modification, determination of final contract closure,
documented adjustments or corrections, or cancellation of order.

* Fund Managers are required to maintain, for 24 months following completion of TAR,
documentation sufficient to permit independent organizations, Office of the Inspector

- General, DoD, or DoD Component Audit Agency/Service or Inspector General, to verify

reviews were accomplished as required

TAR Submission Instructions

First go to G-7 SharePoint at https://ehgme.usme.mil/org/trngemd/HQSTAFF/G7/default.aspx

Click on “TAR” or the TAR icon:

To navigate to different TAR reports, click on one of the tabs on top:
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To see the content pertaining to your unit in each of the report, expand by clicking on the plus
sign in front of your unit’s BEA. Bach unit is then subcategorized by BESAs. Further expand
the content by clicking on the plus sign in front of each BESA.

o

To submit the results for each transaction, first click on the SDN, a window will then appear.
B BEA : VE (2)

B BESA { IX (1)

M3305013RCCIEDY 2013 M40407 1106 VE Ix AG

B BESA : VE (1)
M3I040711RCVEDGE 2011 M30407 1106 VE VE AB

Then click on “Edit Item” at the top left corner of the window.
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Fields with Asterisks are mandatory: CODE and COMMENTS. Select the appropriate code and
type in the supporting comments. If any value CMT, OBL, EXP, or LIQ is adjusted, type in the
new amount, Otherwise, leave them blank. Then click on “Save” on the bottom. Do NOT
modify other information in this window.
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Reconciliation of Financial Transactions

Reconciliation of the daily transaction report with source documents is the most efficient method
to validating financial transactions. Fiscal success at the MSE level is directly contributed from
focused daily reconciliation with source documents. The following fiscal elements are the
minimum data elements that fiscal clerks need to validate on a daily basis: document numbers,
transaction amount, financial information data, and quantity. See Figure 65 for source document
to daily transaction report example. Additional common reconciliation procedures by transaction
are provided within this section.
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Figure 65 — Source Document to Daily Transactional Report Reconciliation
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A. PRBuilder Purchase Request to Marine Corps Contracting Official Reconciliation
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B. Military Interdepartmental Purchase Request (MIPR) Category I Reconciliation
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C. Military Interdepartmental Purchase Request (MIPR) Category II Reconciliation
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D. NavCompt 2276 Request for Contractual Procurement (Facility Contract) Reconciliation
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E. NavCompt 2276 Request for Contractual Procurement (Material and Service )
Reconciliation
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F. NavCompt 2275 Order for Work or Services Reconciliation
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G. Governmentwide Purchase Request Card Reconciliation

Daily Transaction Report
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H. Global Combat Support System Marine Corps Reconciliation
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I. ServMart / DSSC / CMSC Reconciliation
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J. Temporary Additional Duty Travel (TAD) Reconciliation
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K. DLA Document Service Printing Requisition Reconciliation
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Financial Terms, Systems, and People

The following are common financial terms and systems that Fiscal Clerks need to understand or
have access to in order to fulfill daily work related responsibilities:

1. Authorization — Assigned Commanding Officer funding level (budget level).

2. Budget Execution Activity (BEA) — FIP data element that identifies FLC. For example,
YT=The Basic School, 3H= MarDet Ft Lee.

3. Budget Execution Sub Activity (BESA) — FIP data element that identifies supporting
element within a FLC. For example, The Basic School BEA YT / BESA=YF Academics.

4, CitiDirect — Is a WEB based system used to used monitor and certify Government Wide
Purchase Card transactions.

5. Co-located Training — Interservice training where the Marine Corps conducts training
aboard another services installation. Training costs are Marine Corps funded.

6. Comptroller — Senior financial advisor to General Officer.

7. Consolidated Training — Interservice training where Marine students are trained with
other DoD Service personal. Host service funds the training.

8. Cost Account Code — Four-position FIP data element that identifies the Marine Corps
Program Code utilized during the programming process.

9. Defense Finance and Accounting Service (DFAS) — DFAS is the Department of Defense
finance and accounting service that pays all.

10. Defense Travel System (DTS) —Is a WEB based system used to create travel
authorizations and submit travel vouchers.

11. Document Number — A SABRS record tracking number. Document numbers will be
either be a 15 digit standard document number or a 14 digit milstrip number.

12. Document Type Code — A two digit code used in standard document numbers to loosely
identify the nature of the transaction.

13. Electronic Document Access (EDA) — A WEB based repository system for vouchers and
contracts.

14. Feeder Systems — Are the transactional processing systems used to create source

documents and interface with the accounting system to create accounting records. For
example: PRBuilder, WAWF, DTS, etc.....
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15,

16.

17,

18.

19,

20.

21.

22.

23,

24,

23.

26.

27,

28.

Financial Information Pointer (FIP) — Key financial data information that that identifies
the Marine Corps command that spent the funding, the appropriation used, and purpose
of execution. Data elements include: BEA, BESA, Fund Code, Object Class, and Cost
Account Code.

Financial Planning — Is a commands financial strategy for reaching mission goals.
Fixed Cost — Is a cost that does not change with TIP increases or decrease. Some
examples include: Supporting Elements Requirements, Inter Service Support Agreements

(ISSA) costs, Annual Contracts, for example copier support.

Fund Code — FIP data element that identifies the appropriation, budget activity, budget
line item and program element number.

Fuels Automated System (FAS) — Is the Defense Logistics Agency System WEB based
system used for processing and tracking ground fuel supportt.

GCSS —Is a WEB based real time maintenance and material support system.

INFOPAC —Is a legacy based system that provides official accounting reports and
accessed through Marine Corps Total Force System 3270,

Line of Accounting (LOA) — Information that identifies the Service that is spending the
funds, performing the accounting, appropriation charged, fiscal year, and special interest
information.

Marine Corps Programming Code (MCPC) — Is a Marine Corps unique six digit code that
subdivides a PEN into different functions.

Object Class and Sub-Object Class Codes (OC/SOC) — FIP data element that defines the
nature of the material or service.

PRBuilder — Is a WEB based system used to create purchase requests and funding
documents,

Procurement Instrument Identification Number (PIIN) — Is a 13 digit alphanumeric code
used by the contracting-issuing activity to identify specific procurement action.

Program — Generally a set of activities directed toward a common purpose or goal.
Specialized skills training is the Marine Corps program for Military Occupational
Specialty Skills Training.

Program Element Number (PEN) — Is an eight digit code that links programmed
resources to budget execution.
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29.

30.

3,

32.

33:

Program of Instruction — Outlines the formal method of instruction employed at the FLC.
Section 1 of POI identifies training material requirements.

Regional Contracting Official — A warranted Government official who can legally enter
into agreements with commercial sources for the purchase of materials and service.

ReportNet (SMARTS) — Is a WEB based system that provides official accounting
reports.

Variable Costs — Is a cost that is directly proportional to the TIP. Some examples
include: fuel costs for MT POI’s, armory maintenance costs, student guide printing costs,
classroom cleaning supplies.

Wide Area Work Flow (WAWF) —Is a WEB based system used to electronically
acknowledge receipt of goods and certify commercial sourced invoices.
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G-7 Contact Information
Comptroller: (703)432-2019
Deputy Comptroller: (703)432-0769
Budget Analyst (703)432-2238
Accounting Officer (703)432-2021
Comptroller SNCOIC (703)432-2034
Accounting (703)432-2035, 2257, 2258

Fax: (703) 432-0003 (Please call to verify receipt of paperwork)
Training command G7 mailbox: smb_trngemd_g-7(@usmec.mil

Svystem Access Directions

Please complete ALL four of the below required training classes!

1. DoD IA Awareness Training: http://iase.disa.mil/eta/

2. DoN Principles of Appropriation Law Training:

https://fmbwebl.nmci.navy.mil/policy/donpal_course/signon.asp or
https://fmonline.ousdec.osd.mil/FMmyLearn/CourseDetails.aspx?id=3251

3. Budget Execution: https://fmbwebl.nmci.navy.mil/policy/IMI_BE/asp/login.asp
Or https://fmonline.ousdc.osd.mil/FMmyLearn/CourseDetails.aspx?id=3321

e The classes are at the bottom of the website screen. You have to scroll down.

4, Personally Identifiable Information (PII) Training: http://iase.disa.mil/eta/
Please follow the specific directions for the each system!

SABRS: https://amps.dla.mil/oim you have to first apply for an AMPS account. Once you
have an AMPS account you can select the “Click HERE for access to AMPS to request
your SABRS access. Before doing so make sure you contacted the Training Command
(G7 to obtain an ACCID (User 1D).

SABRS Justification:

Access is requested to perform daily duties as a Financial Resource Analyst.

These duties consist of, but not limited to, working financial errors for
multiple fiscal years, conducting daily analysis of obligation rates and
available funds, monitoring and managing TECOM contracts as well as
APPN O&M funded purchases, to include ensuring all purchases comply
within the regulations of the DoN Fiscal Laws and executed according to
MCO 7300.12A

SMARTS (Report Net): Go to https://odsf.mcw.usme.mil/odsf/ select the ARMS tab.
Follow directions and complete your SAAR.
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PrBuilder: For new users without an account self register by going to
https://www.prbuilder.usmec.mil/. Click on the [Register] button located at the bottom of
the login page & complete the New User Account Information form with accurate &
detailed information. Once you have an account please email us your user id, DD2875
SAAR AUG 2009 and IA Certificate,

WAWF & EDA: For new users without an account self register by going to
https://wawf.eb.mil/xhtml/unauth/web/homepage/HomePage.xhtml. Click on the
[Register] link and follow the instructions. Is now located in WAWF and you will be able

to upload the SAAR. THE GAM in the G7 will activate your WAWTF account once all
notified via email.

WEBVLIPS & LDG: For new users without an account self register by going to

https://www.transactionservices.dla.mil/sar/sar_menu.asp [Accept], [Accept],
[WEBVLIPS]. You should end on the WEBVLIPS System Access Request page where
you will fill out the form and follow their step by step instructions.

Financial Management Certification - https://fmonline.ousdc.osd.mil/default.aspx
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Introduction to Standard Accounting Budgeting and Reporting System (SABRS)

SABRS is the Marine Corps accounting system. An accounting system is an organized means by
which financial information is identified, measured, recorded, and retained for use in accounting
statements and management reports. SABRS records and reports the financial impact of source
transactions that originate from various Marine Corps officials and commands to obtain goods
and services required to support mission execution. SABRS is a mainframe computer
programmed in NATURAL and managed by Defense Information Systems Agency (DISA).
SABRS provides canned reports and ad-hoc reporting capability. SABRS main reporting
module, Reportnet, is an Oracle database that resides on Internet servers. SABRS is a table
based system that performs data checks against transactions processed through the various feeder
systems.

This navigation guide will provide a user the process to log onto SABRS. The from the SABRS
“Main Menu” this guide will show the user how to navigate to a SABRS transaction record and a
command “Status of Fund” report.

SABRS Architecture
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Basic SABRS Navigation

Step 1: Once a SABRS account has been established by submitting the appropriate paperwork to
the G-7 a user has two options to access SABRS. The software used to link to the mainframe is
loaded on all Marine Corps computers and can be located on the desktop taskbar, or the shortcut
path can be located on the computers desktop. An additional option to link to SABRS us to log
on to DISA and use the Multi-Host Internet Access Portal at URL
https://miap.csd.disa.mil/rweb/LoginPage.do?logout=true&writelegacylifecycle=true to link to
the mainframe network.

shorteut path
icon. Click on
this icon to log

onto SABRS

EER
E &3 B R e

LR N

SABRS loaded software. By
clicking this option the user will
have to know the path
identification,
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Step 2: If the user links to SABRS via the DISA Multi-Host the below screen is what will
appear after using the MIAP link provided.

pmu.ﬁ-m{humum.m-wmmnlmpwmwu.ﬁ%?"_
@u' F‘?; bttpt [/ lapesd finm ro gk e ginPage dalisgrifstrued s imlegec;ec ciysine

Fle Edt Viea Foites Tosls Melp 3

T Fesie | gy ) Sopputed St = ] Herms - Budge

_iﬂﬂmmnummmw |

DEFENAR INFORMATION BYATEMS AGENGY
DEPARTMENT OF DEFENSE

Blta ID: MECH SitaDWS

Yeu &re acieasing Reflaction a3
CH=ESHOO. RICHARD LOULS, 1023761020,0Us USHE, OU-PRLOU=DoD,O=U 3.
GavemmentC=Ud,

[ama [eaes
MECH RIS 3270 PRINTER (COMMESS BOng)

HECHRIE K20 FRUTIR A DSCAPE) |

SECH RITM 1270 HTER (RORTRAIT)

HECH MOVASPRIT 31 Termnad |
SECRIR 12 Tersinal

HECH FADITIR GO0 L 12) | Chck the hlghllghtf}d link,

D VR SI0 PTTER (AEREAE

LECH RILER 17074 |
s peina v

o TR (VD)
I MCrber FTE Al

1K

(Clots UnkaUint ) ( Rairash Linka List )

AL Local ntrane | Protectad Mode: O1F v RGN ¢
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Step 3: From the initial login screen the below screen will appear. The user must type in “SB”

and press the enter key.
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Step 4: The following page will appear afler the initial login screen. This is a security screen
letting the user know that they are accessing a DoD information system. The user only needs to

press “enter” to continue logging in.

I
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Step 5: At this screen the user will need to fill in their “Userid” and “Password”. This

information in not to be shared.

[ MECH MODEL2 T =1 = e ———— ——= e =

File Tdn Connection Stiup Miero views Help =
et annw Bmm@EY » s 7

KLGLGON1
Date: 07/

Fime: 08 :0¢

Additienal Information:

To continue logging in, the
user needs to press “enter” on
their computer keyboard,

Rl = ACTH I

Bulletins: All ne asswords must consist of exactly 8

least one alpha, one numeric, one special character

UPPER CASE and one lower case Character.

syntax rules will be enforced for all users.
For assistance ¢all DECC Mechanicsburg Help Desk:
Cemmereial: 1-844-347-2457 or DSN: 850-0032

ENTER USERID
Enter Fl=Help F3=Exit

| % |bmmn| ¥ Cwvmtd  Bard #= | 1105 whup06S | | ;0720 s cry.out ces s

' (@]

characters

including at
$), ene
passwords

ao |
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Step 6: The following is the next screen the user will encounter when logging into SARBS. You
will notice that cursor is highlighting CICS. 1t is not necessary to use a forward slash (/) to
designate which option the user requires. The user just needs to press “enter” at this screen.

£ MO MOBIL (VI <1 e -— B E - TTETET L | bl

Fitx [dn Connaction Satup hirre Viess Halp
feesanie  Bam@E® » 5w 1

Actions Options <Commands Features Help

KLSVSEL1 CL/SUPERSESSION Main Menu MSB
-t sessions with a " /Y o1 an action code,

Help Desk: 1-844-347-2457 (Select Option 1, Then Option 4)

Conus DSN: 850-0032 Overseas Users: DSN 312-850-0032

Sessyon ID Description Type Status

cICS CICS USMC PRODUCTION Multi
JICs2 CICS USWC PRODUCTION Multi
INTOPAC INFOPAC RDS Multi
INFOPACH INFOPAC RDS MAINTENANCE Multi
ALA SUPERSESSION ALA Multi
KCT SUPERSESSION KCT Multi

In order fo continue logging into
SABRS the user must make sure
they select “CICS” and press enter.

Comman d . MSB/AZSTHS1Z

Enter Fl=Help F3=Exit F5=Refresh F9=Retrieve FlO=Action

| | % |nlm| & Covecid  Bard | ®= llll\u-m“ﬂm\_\ e R T

il
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Step 7: This screen provides the user the option to select SABRS. The user needs to type in
“02” in the selection block the press the enter key.

£ MECH MODEL2 TVZ] =1 e —
Fia Ldi Connecton Salup Mizrs View Hidp
fBes v Bum@BEY 200 7

GGTI CICS SELECTION MENU 0773172014
TRAPMENUOD ASBCIPODO 8:10:59

a1 LOGOFF 0OF CICS
a2 PRODUCTION SAB
03. SET UP PRINTER(S)
04 CMA-S5POOL MENU

Type in “02” and

press enter.
SELECTION=> (PA2) DEFAULT PRINTER=> _

LOGOFF

RSA suth ygle EUS | | W37/ jmere
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Step 8: This page will provide the status of SABRS and when accounting cycles will process in
the accounting system. After reading the information the user needs to press “enter” to continue
logging into SABRS.

S e Mo (VI 1 - s - S ; - L T sty ]
Tiébe [d Connection Silup bice ¥t Help
ffBesant s Bum@Uw resn 7

AL LOGON PROC¢

Mailbox Display

This mailbox: was mailed opn: 2014-07-¢

SABRS CYCLE INFORMATION

COMPLETED @ B715 ET SABRS IS UNLOCKED
BEING UPDATED WITH CYCLE 14212A DATA

SABACTUL (GROSSPAY PPE 20140726) @ 0200 ET
0300 ET
29500 ET
LABOR ACCR O DAYS @ 0410 ET
580 ET
D 0500 ET
oD 8500 ET

REPORT SABRS AND/OR SHMARTS ACCESS PROBLEMS, SABRS PROGRAM
PROBLEMS SMARTS REPORT PROBLE CHANGES TO SABRS CENTRA
* TABLES TO YOUR LOCAL COMPTROLLEF F "E FOR FURTHER ACTIC

R W R A A

e ] WA AT P e S AP S S TEEEE R O T G (VT

LHrEE® s kg
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Step 9: The user will select option “1” to continue logging into SABRS and navigate to the
SABRS “Main Menu”,

—— = - = — - B . d | E_ W_ <l

S amci uoea VT - —y
Fle f Cenntetion Setup Matre Yieat Hip
‘Eh*nhﬂwl-mﬂmu,.m_T

GFMOOOO

FINANCIAL DATA BASE
GFPORDO

08:11:33
31 Jul

2014 MAIN MENU

SELECT OPTION: L

SABRS e i
SABRS ADHOC WENU Type in “1” and press
SABRS TRAVEL ORDER WRITER enter.

SABRS MAILBOX (RESTRICTED)

DEFINE PRINTER

TERMINATE NATURAL SESSION
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Navigation from SABRS Main Menu to a transaction/purchase record

Step 1: From the SABRS “Main Menu” the user will select option 5 and press enter.

S MEHMODII VT -L . e — _— T, == i 8 L] O jubiien]
File 40 Conmaction Setup Macro Views Hep —
foersnnnw Baw@Uw »reo =7

p8:12:10 SABRS DFMS 000D
31 Jul 2014 MAIN MENU DFPS0000

SELECT AN OPTION:

AUTHORIZATION PROCESSING

BUDGET EXECUTION ACTIVITY AUTHORIZATION PROCESSING
INITIATIONS /COMMITMENTS JOBLIGATIONS /EXPENSES
CORRECTION PROCESSING

REPORTS INQUIRY

TABLE MANAGEMENT

ONLINE ALLOCATIONS

REIMBURSABLES

TRAVEL

Type in “5” and press
enter.

Lo~ um s WwN

PF1=HELP,PF6

s riy T
=} U IR LR L Jrmid
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Step 2: To navigate to an individual record the user will select option “1” for spending reports.
T T e _a L. bl

— A —_

[ MECH MooD TvaT -1 =
Tia gt Connection Salup Mt Viesd Hilp
lﬂh-‘l'ﬁﬂ'}lliﬂlﬂ'&" *+% a7
SABRS DFMSO000S

DFPSO0O5

Jul 2014 REPORTS INQUIRY MENU

SELECT AN OPTION:

SPENDING REPORTS
FUND CONTROL REPORTS
GENERAL LEDGER REPORTS
EXPENDITURE AND COLLECTION REPORTS
Mram e 679 . REIMBURSABLES INQUIRIES
lyPeln '[ a“d prcss . TABLE MAINTENANCE REPORTS

enter.

HELP ,PF3=PREV,PF4=MAIN,6 PF¢

| % |emem | = | Commcied | Bound | #= ’luiﬂMMI T vz .Wﬂ-ﬂl;:;?m_- —

d - A BN
\ 7 g e

L2 R0 RO

Nl MR <l @]
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Step 3: This screen will allow a user several options to retrieve a transaction record. This
navigational guide will use option “1”.

[ MM MODILE (V2] + 1 - —re
File Bdt Connection Selup Mide Viead Hip
@esnnneBaw@ @ »rese

SABRS DFMORD12
DFPOROOYD

08:12:49
31 Jul 2014 SPENDING REPORT INQUIRY

SELECT AN OPTION: |1

ACTIVE/HISTORY FILE INQUIRY Type in “1” and press
SPENDING TRANSACTIONS MENU bty
SUMMARIZED DOCUMENT NUMBER INQUIRY :

FASTPATH: i
PF1=HELP, PF3

PREV,PFA=MAIN,PF6

LHru@ELE
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Step 4: This screen will allow the user several options to retrieve a transaction record. In this
example the search criteria used in the standard document number.

|8 micn ootz tvar 2 e — —— - ™= ... 2 e[ (1 ot
fite B2k Connasiion Salup Muge Views Help
fBesantw Bum@EY » o9 0 7

08:14:13 SABRS DFMOR108
31 Jul 2014 ACTIVE / HISTORY FILE INQUIRY DFPROO41

SELECT AN OPTION:

Type in INQUIRE SDN
i o INQUIRE SDN / ACRN
17" then . INQUIRE SDN / PIIN / ACRN
tab down . INQUIRE PIIN / CLIN
. INQUIRE PIIN / ACRN
(13 3
to “A”. . INQUIRE RON
INQUIRE pcc

CRITERIA:
(A) SDN
(C) PIIN :
(E) FILE INDIC:
(6) CLIN : Type in the standard

document number and
press enter.

PF3=PREY,PF4=MAIN,PF6=EXIT

| ® (n3m| ¥ Covected | Bard = | MINSAwihbpe eS| | N0270susgrocy.cnddesnk 93 |
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Step 5: This screen is the accounting record for a financial transaction. This screen provides such data as
purpose, organization, appropriation, step in the transaction cycle. To research each transaction process:
commitment, obligation, expense, liquidation, type “X” in the VIEW HIST FILE and press enter.
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SIC:
BLI: B
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QTY :
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QTY:
QTY
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TP
TP

NER : GSA47c¢
INDIC:
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Step 6: This screen will provide all the details that make up a transaction cycle: commitment,
obligation, expense, and liquidation.

3 MECH MODELZ '[vIT -1 m S e — — B e e ’ - ‘H | | 1 o

Fia B Connection Satup Matre Yiewd Hip
imesannw Bam@Bwroe 7

68:16:19 SABRS DFMOR114
31 Jul 2014 MULTI HIST TRANS FILE SELECTION SCREEN DFNHCO10

AMOUNT USER ID

$
$
$
$
3
$
3
$
$
$

3 HISTORY TRANSACTIONS FOUND

PREV ,PF4=MAIN,PF6

(50

(IS ChR T
! 9 kL DI
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Navigation from SABRS Main Menu to MSE Status of Funds

Step 1: From the SABRS “Main Menu” the user will type in option 5 and press enter.

- —— . x I e . il Ler O jmilion]

£33 MICHMOOIL2 'CY2Y =1 . ——ca— —- : —
File [ Connsetion Seivp Mo Viewi Holp
[Besannw BEdm@ET ress 7

08:17:00 SABRS DFM50000
31 Jul 2014 MAIN MENU DFPS50000

SELECT AN OPTIOM:

AUTHORIZATION PROCESSING
BUDGET EXECUTION ACTIVITY AUTHORIZATION PROCESSING
INITIATIONS /COMMITMENTS /OBLIGATIONS /EXPENSES
. . CORRECTION PROCESSING
Type in “5” and . REPORTS INQUIRY
¥ ; . TABLE MANAGEMENT
plBSSOHtGL . ONLINE ALLOCATIONS
REIMBURSABLES
TRAVEL

HELP ,PFA=MAIN,PF&=EXIT

T | ® |tmtm| 3 Covacsd | Bard) = | 11RSAwhwokoes |

an_m | l . & - & Rll LIRS 1 VAT e ol YRR DY l'.‘_l':l!;;ll
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Step 2: To navigate to the MSE status of funds the user needs to type in option “2” and press

enter.

ﬂu[mmmu'rvn -1 = ———

file £t Connectian Satup Macra Viess Meg

iBes s e Enm@ Er r en 7

08:17:20
31 Jul 2

SELECT AN OPTION:

Type in “2” and
press enter.

PF1l=HELP,PF3I=PREV,

SABRS
REPORTS INQUIRY MENU

SPENDING REPORTS

FUND CONTROL REPORTS
GENERAL LEDGER REPORTS
EXPENDITURE AND COLLECTION
REIMBURSABLES INQUIRIES
TABLE MAINTENANCE REPORTS

MAIN,PFG6=EXIT

B [dmER | E Covesl  fard) o= | L 1AEAwehrple 065 | | 2000 fmscrravy.cod e i 912

[pinimie]

DFMS0A05
DFP50005

REPORTS

Lt
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Step 3: This screen provides the user multiple options; however, option “5” is the required
option to view a MSE’s status of funds.

5 MECH MODILZ (V) -1 = o — e 7 —— i el

Fie [dn Convaction Suup Micrs Views Hilp -
faesannp Bam@ET a7

08:17:43 SABRS DFMOROS5 2
31 Jul 2014 FUND CONTROL REPORTS INQUIRY DFPOROS1

SELECT AN OPTION:

™, L L
FUND AUTHORIZATION REPORT I'ype in “5” and
FUNDING FUNCTION MANAGEMENT REPORT press enter.
FUND AUTHORIZATION BALANCE REPORT
FUND CONTROL DAILY TRANSACTION REPORT BY DOC ID CODE
FUND CONTROL SPEND REPORTS
DCC TRANSACTION / STATUS REPORT
FUND CONTROL HISTORY INQUIRY (FYFULL/BSYM/DIC)
FUND CONTROL HISTORY INQUIRY (FYFULL/BSYM/SUBHEAD)
FUND CONTROL DAILY TRANSACTION REPORT BY DIRECT CITE

W oo~ W B W b e

PREV ,PF4A=MAIN, PFG

% |bmit’ | % Cowerwd  Bard #= | LiRSAwhopleres| |

&0 L,
2 3 nvan

Appendix C



Training Command Fund Execution Guidebook

Step 4: In this screen the user must type in the fiscal data required to pull the correct MSE status
of funds. For an MSE status of funds the user must choose option “17, User must compplete
_riteria data to view MSE status of funds. Criteria data can be found on MSE Authorization
Letter.

Type in “1” and
press enter.

5 MECH MODEL2 TV -1 - = e - l e - o TR T T o 08 e
fis 16& Connaction Setup Matre Vieas Hilp .
et anow Bam@BET » a7

08:19:44 SABRS DFMOR155
31 Jul 2014 FUND CONTROL SPEND REPORTS INQUIRY DPFPOR112

EQUIRED
B, C,

SELECT AN OPTION: 1 R
i FUNDS SUMMARY BY WCI/BEA A,
FUNDS SUMMARY BY WHCI A,

FUNDS SUMMARY BY SRI A,

OBJECT CLASS5 FUNDS SUMMARY BY WCI/BEA A

FUNDS CONTROL RECORDS A

FUNDS CONTROL RECORDS BY RON A

'
i
.

CRITERIA:
(A) BASIC-SYM: 0 (B) FISCAL-YR: [ :
(C) FY-FULL: 0 (D) SUBHEAD } DIRECT OR
(E) FUND-FUNC: B1D (F) BUR-CTRL-NO:|6785: REIM (D/R):
(6) SRI: ME7 85 (H) WORK-CTR-ID: ;
(I) BEA: (J) BESA: BLANK JNLU
(K) REIM-ORDER-NO: (L) JNLU: ONLY (Y/N): il
(M) SUB-ALLOT: (N) OBJ-CLASS:

PF3I=PREV ,PFA4=MAIN,PF6=EXIT

Borel | #= | % UREA wh ek OFS | | 07700 ey oo dhes e 803 =

y (@ L kg e
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Step 5: This screen will provide the commands status of funds.

58 MECH MO V21 1 Pp——— — 2 =x = — = T Te— b0 i
Fig B4n Cennactien Selup Klatrs Viess Malp
[@esnnne BumdBEw »eoaq

_08:20:13 6D ' N ENOR1Do
31 Jul 2014 LRI FUN IMBARY 1

BSYM: 1106 FY: 20142014 FY-FULL: 2014 SUBHEAD: 3B1D FUND-FUNC: 3B1D
BCN: 67856 SRI: M67856 WCI: KMa0an7 BEA: TL BESA: 0CC:
RON: SUB-ALLOTHMENT : JNLU: BLANK JNLU ONLY (Y/N): N

AUTHORIZATION COMMITMENTS OBLIGATIONS

28,185 ,000.00 26,366,454 .83 26,366,454 .83

EXPENSES LIQUIDATIONS UNCOMMITTED
TO DATE TO DATE BALANCE

26,366,454 ,83 22,178,171.46 1,818,545,17

%0BL UNOBL BAL ANNUAL % 0BL
TO DAT CMD PLAN CMD PLAN
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How to manually Expense a transaction in SABRS

Step 1: I'rom the SABRS “Main Menu” the user will type in option 3 and press enter.

SABRS
MAIN MENU

SELECT AN OPTION:

AUTHORIZATION PROCESSING

BUDGET EXECUTION ACTIVITY AUTHORIZATION PROCESSING
INITIATIONS/COMMITMENTS/OBLIGATIONS/EXPENSES
CORRECTION PROCESSING

RE 1TSS INQUIRY

T = MANAGEMENT

NLINE ALLOCATIONS

REIMBURSABLES

TRAVEL

PF1=HELF , PFG
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Step 2: In the Transaction Recording Screen information from the source document will be
keyed in. Personnel will use “EXO0O” in the DOC ID CODE field.

u_!,ﬂ prnea g Yndow Halp o = — -
ll‘L\ﬂiﬂ[l 10| v o|N2] pic ]| s [ @ | pJosons | g awmins | p STORES | » ORDEA | 4 OIHA | ) GOCMZ) | 3 DLCHEMD | ) SuPP

15:62:33 SABRS DFMS@@E3

11 Apr 2@16 TRANSACTION RECORDING DFPS@aE3
ALL REQUIRED FIELDS

LEAVE SCREEN BLANK AND HIT ENTER FOR A LIST OF VALID DOC-ID-CODE/BASIC SYMBOL

COMBINATIONS FOR YOUR USER-ID

DOC NO:

DOC ID CODE:
BASIC SYMBOL:
FY FULL:
RTNG ID CODE:
ACRN:

PRCRMNT INSTR ID NO:
CONTR LINE ITEM NO:
REIM ORDER NO:
DIRECT CITE CODE:

PF3=PREV,PF4=MAIN, PFG=EXTT

1 F Ssnmid via Taioat Eatinded
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Step 3: SABRS will prompt the use to identify the reason for the manual change.
the use should pick “Other”

NO SELECTION MADE.

PLACE AN X IN THE

ORIG
SRCE
SELECT 1D

NOGO
NVSPS
ONLINE
OTHER
oTs

option to identify the change.

PLEASE ENTER ALL REQUIRED FIELDS

'SELECT' FIELD NEXT TO THE REQUIRED DATA.

SYSTEM OFFLINE

8YS

DCAS DCAS SUSPENSE N
NV 3 NAVY STANDARD PROCUREMENT SYS N
INTERNAL SABRS TRANSACTIONS
SABRS ANY OTHE S EM NOT DEFINED

SABRS NAVY ONE TOUCH SUPPORT

PE3=FREV, PF4=MAIN,PF&6=EXIT,PF7=PGUP, PF8=PGDN

PREV ,PF4=MAIN, PFG=EXIT

At this time
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Step 4: This screen requires the user to enter the “amount” and “Quantity”. This information
needs to come directly from the source document.

15:85:43
11 Apr 2@16

BSYM:

SUBH: 3B1D
WCT : Ma@4a7
FGC: DC
CAC: TMPB
RBC:

CLIN:

ADJ AMT: %

ADJ QTY:

ADJ U/P:$

NSN: DAPSLF128991@

SPEC FUNC INDIC:

PREV, PF4=MAIN, PFG

SDN: M3O3@
FY FULL:
RIC:

BCN :

BEA:

Nolalol
S(

u/I:

EXPENSE CC

p OTHR | p GOPCMZ | p DECMENO | ) SUFP

SABRS
ADJUST EXPENSE

B53639999
2016
SMS
67856
YT
2662

ACRN:
PIIN:
FUND FUNG:
BESA:
OCC:
JNLU:

Qry:

AMT :
AMT :
AMT :
AMT :

PURPOSE CODE:

DFMOEXPA
DFPOEXPA

3B1D
LS
268

(5]

NEXT MONTH BUSINESS:
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Step 5: This next screen will require the user to create a memo. The user needs to select the
correct category form the options provided.

SELECT/ENTER MEMO
SELECT SHORT MEMO SELECT SHORT MEMO
MANUAL COM/OBL MANUAL COM/OBL, NO INTERFAGE
ADJ COB C/O/E DIG=ADJ
C/0/E DIC=ACE X MANUAL RECORD EXPENSE
MANUAL EXPENSE REVERSAL REACTIVATE LABOR RECORD
CORREGCT FUNDING FUNGTION REACTIVATE FOR UNMATCHED
REACTIVATE FOR SPENDING ERRORS DELETE SPENDING ERROR
CORRECT WAWF ERROR DEC TO FIX DATA ELEMENT
ABNORMAL A INTS PAYABLE CORRECT SPENDING ERROR
TRI-ANNUAL REVIEW ADJUSTMENT TAR VALIDATION
TAR VALIDATION FREEFORM

PF3=PREV, PF4=MAIN, PF6=EXIT, PF7=PGUP , PF8=PGDN
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Step 6: The final step is to generate a message outlining the reason for manually expensing the
document is SABRS. To complete the process the user must press F12.

i 377
Fde Udn (w fatup  Muce Window FHalp - a ¥
[| DEE|(SBB|0[0] » o | pic] pw |G| ponsow | powucios | p STOAS | p ORI | p OTN | ) GOCHE | p DECHEWD | p SUFF

ENTER NEW MEMO
EXPENSE TRANSACTION DID NOT PROCESS THROUGH INTERFAGE AND REQUIRED MAN
AUL RECORDING.

PRESS PF12 TO CONFIRM OR PF3 TO EXIT.

PF3=PREV,PF4=MAIN,PF6=EXIT,PF7=PGUP,FPF8=PGDN

Appendix C






Training Command Fund Execution Guidebook

R ED Y e

inbox

» Rafer 1 B Help B4<0n Sax Yanng of lechaical seppan.
® WortBow L6 Mo Raslatid 33 B YOURM SRLENg eRiaTe
o Donlbupel 13 Iop0ut wtan j2ur Se5LK0N is Tnishad

TP VB2t 1 wWhire yOu s Bed Sooumindl 12 300009 38 P OE D st Bow oS

e ar——————

use s Cicomertn M

PRYD tiyriee 308  AspignesTo
| 1t Decume=ta s [ mper remn || Tian |

This user guide contains basic procedures on PR Builder and includes screen examples for easier
reading.

This guide will provide a basic understanding of the system and its uses.
- Introduction to PR Builder and PR Builder Functions

- User Roles

- Basic Navigation in PR Builder

- Getting Started (Cabinet creation)

- How to Construct Funding/FIP Data

- Creating Documents (PRs, FDs and 1149s)

- Routing Through a Workflow

- Approving Documents

- Conclusion
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Introduction to PR Builder

PR Builder (Procurement Request Builder) is a web-based tool for purchases, contracts, and
other procurements.

The PR Builder system provides a tool to generate, track, and process purchase requests and
funding documents utilizing an internet connection.

SABRS (Standard Accounting, Budgeting, and Reporting System) and PR Builder interface in
order to system automate commitments for all goods and services purchased utilizing a contract.

Furthermore, SPS (Standard Procurement System) and PR Builder interface to populate all the
financial information into SPS to facilitate accurate data elements in the SPS and SABRS
interface.

PR Builder web address is available at www.prbuilder.usme.mil

Accesses to specific functions within PR Builder depend upon the user roles and organizations
assigned.

PR Builder Features

Procurement Requests, Funding Documents, and Modifications can be created, routed, reviewed,
and approved in PR Builder whenever the user has internet access.

Users are notified of actions taken on PRs and FDs by e-mail.
Workflow managers can establish various workflows to route documents.

Subject to Availability of Funds (SAF) release dates options. Documents can be created with the
SAF option at any time. This will delay the commitment of funds on documents until funding
authorization.

PR Builder provides a real-time interface with SPS and SABRS.
Users can reference all historical data related to a PR and FD as they are stored in the system.

The following table is a list of common PRs and FDs used in PR Builder.

Document Title Description
SF 1449 Solicitation/Contract/Order for | The SF 1449 is a multi-
Commercial Ttems purpose form used throughout
the DOD to document the
legal, binding contract issued
to a private business for |
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providing goods or services to
the government. The SF 1449
is an obligation document.

SF 30

Amendment of
Solicitation/Modification of
Contract

The SF 30 is used to amend or
modify an existing SF 1449
(i.e., obligating document).
This form is commonly used
to change price, quantity,
color, etc. on the original
contract. It is also used to
cancel a contract in its
entirety. Some changes, such
as color or size, may not have
a financial impact, while other
modifications or even a
cancellation, will impact
SABRS and a fund manager’s
account.

DD 1149

Requisition and
Invoice/Shipping Document

The DD 1149 is used to
initiate the requisition of
materials or services from
federal and non-federal
sources. The document will
use both the MILSTRIP
document number and the
SDN. This form is used to
request goods and services and
when approved becomes a
commitment. This form can
also be used as a
receipt/receiving report once
goods and services are
delivered and becomes your
evidence for recording an
expense in SABRS.

DD 282

DOD Printing
Requisition/Order

The DD 282 is used to request
printing/publication orders
from the Navy or other DOD
components. This form
requires an SDN with a DTC
of PT. This form is
considered a commitment
when it has been created but
not approved. After the
document has been approved
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and subsequently delivered to
the printing office, it becomes
an obligation document. This
document can also be used as
an expense document if the
total amount of the order (i.e.,
actual cost) is written on the
form after it has been returned
with the order from the
printing office.

DD 4438

Military Interdepartmental
Purchase Request (MIPR)

The DD 448 authorizes funds
for an external command,
outside the Department of the
Navy, to perform work or
services for the requesting
command. For example, if a
Marine unit is training at an
Army base, the Marine unit
will send funds to the Army
Base comptroller with the DD
448 to fund work or services
required by the Marine unit.
An SDN with a DTC of MP is
required on the document.
DD 448 is always a
commitment document
because it documents the
request to the external
command to perform the
services required. The
external command has the
option of accepting or
declining the work request.

NAVCOMPT 2275

Order for Work and Services

The NAVCOMPT 2275 is
used to request reimbursable
work or services from any
organization element within
the Department of the Navy.
The form authorizes funds for
an external command to
perform work or services for
the requesting command. For
example, a Marine unit is
training at a Navy base. The
training unit will send funds to
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the external fiscal office or
comptroller to perform work
or services for the unit that is
conducting the training. The
NAVCOMPT 2275 requires
an SDN with a DTC of WR.
Prior to the acceptance by the
performing activity, the
NAVCOMPT 2275 is
considered a commitment
document to the requestor.
Once signed and accepted by
the performing activity the
form becomes an obligation
document.

NAVCOMPT 2276

Request for Contractual
Procurement

The NAVCOMPT 2276 is
used to request contracting
action for work or services
from a Navy contracting office
or office in support of the
command such as a facility
maintenance contract (2276 is
used to request contracting
support from Navy Public
Works). This formisa
commitment when accepted.
The obligation is created once
the actual contract (SF1449) is
issued. This form requires an
SDN with a DTC of RC.

PR Builder User Roles

To use the different functions of PR Builder, all users are assigned a user role depending upon
their tasks. There are 8 roles all together and access to the different functions of PR Builder

depends on what role(s) the individual is assigned. These user roles are typically assigned and
determined by your Comptroller shop.

User Role

Functions

Requirements User

Creates and routes the PR for approval
Enters data on PR and cannot add
funding data unless they also have a
Fiscal User role

Requirements User and Fiscal User can
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be one in the same

Fiscal User

Adds Financial Information (FIP/LOA)
to the PR

Ability to approve/disapprove/
comment on the PRs

Create and manage their own funding
data (FIPs, LOAs)

Required user in a SABRS compatible
workflow

Financial Approver

Authority to approve the Financial
Information (FIP/LLOA) assigned to PR
is valid

Add funding data to PR if necessary
Ability to approve/disapprove/
comment on PRs

Required user in a SABRS compatible
workflow

Fund Holder Approving Official

Authority to approve the Financial
Information(FIP/LLOA) assigned to FDs
Ability to approve/disapprove/
comment on FDs

Has signature authority for FDs.
Required user in a SABRS compatible
workflow

Approver

Can be another stakeholder to enter
other requirements (Specifications,
SOW, etc)

Can be someone that is required to
review the PR before moving on to the
approval thread

Ability to approve/disapprove/
comment on the PR

Contracting Manager

Individual within the Contracting
Office who provides final approval of
the PR

It enables them to send the PR to the
SPS/PD2 database

Workflow Manager

Responsible for creating and modifying
workflows and workflow templates in
PR Builder

Manage Organization details

Allow their organization to be used by
other organizations within a workflow
route
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User Administrator e Performs user administrative functions
for their organizations within PR
Builder

e Responsibilities include assigning user
roles, create/modify user accounts,
assign organizations to users

Separation of Duties

Every PR Builder user will have user roles that allow them to complete assigned tasks.
Successful operation of PR Builder requires active participation by representatives of the
command, distribution management, and comptroller personnel. By assigning user roles for all
tasks, PR Builder controls access to the modules and the functions within each module. Some
users will have a combination of roles that are necessary in order to perform their functions.
Proper training and user of the functions for a role is the responsibility of the command. Access
to PR Builder and requested user roles are assigned using a DD Form 2875 System
Authorization Access Request.
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Basic PR Builder Navigation

Step 1: Contact your User Administrator (Training Command G-7) and submit to him/her your
SAAR to be granted a PR Builder account (functions and the how-to for User Administrators
will be covered later in this guide). After being granted access, go to the PR Builder URL
www.prbuilder.usme.mil and login. Click on both the “Continue” and the “OK” buttons in order
to view your inbox.

{~ Dieplay Nolilicatlon - Micresall Interpet Laplosor provided by MMCI

G - [0ttt i) i WA Bk
Do Lh Y Fowin o o S e e e e e e i
ﬁ&l'mm =1 Fi- @ - e - Gre-

PR Bullder lo}| Usbep ““M“”"“’""" W"‘“"ﬁ,

]
5 | US Department of Defense Warning o

:::';::;:,'ﬂ: Vo ¥ 30baIng 3 U.5. Gt li\’pm Iorraan bram (15) Tt o pravced far | || T ResY
17672t USG-autharined U4 oy, By wiis) ths IS (whioh Dol ces ay deviee 3tuached to this I1S),
&3 the fakiung seneink
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Click on *Continue” then click on

| | D tkamrat LY
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Step 2: From this inbox screen all navigation within PR Builder will begin. All work for within

the cabinets can be accessed via the “Cabinets” drop down menu.

. - SUCAA IR IALT

[k

Wiicom ts P Busder

® Fifur o W Hidho suckion 134 iy o ectmical suppent
Wmllu’?;mm mmmmm
. Mwum“mm

El bt b il o0 S St 12 30 33 PRl T mSikBaw fesdii

PRET Numsen 500 _ FENpUETEY,
”u;n::.-m-n o seenrama ||

¥

Getting Started (Cabinet creation)Step 1: Mouse over the “Cabinets” tab in the menu bar to

show your options.

s Abssat M Dussled  Afceivlsidy  Adyarced laaroh W
y USUCAMTOZSAISNT -

Mouse over Cabinets in the menu bar

Tnbox

Wetcome to PR Bulder

.'. Refer to the Help section for raining or lechnical supped
* Worfiow Managers ae Ivallable 33 3 Foubie-shoobing resource.
s Donlforgel 3o bogou when your session s Mnished.

fhe Inbon is whete pearll ind ocuments 10 Speeove 35 part of the workfiow precess

US Harine Corps - PR Bullder [ Retum to Top ]

Appendix D




Training Command Fund Execution Guidebook

Step 2: Select the “Administration” link in order to navigate to the “Cabinet Administration”
page.

Ty Mbemd PN Direber  Acreisieay  Adverced bearch R oniaten |

PRFD burter Searr |[re) Orp ham USACAM TOILARIANT -

Select the Administration &nk J

| Approved Mchive
' Disspproved Archive
+ Caginatt ECHON fof FRining of ChICH Suppan.

& VWOPNOW Mansgers are eailable 35 3 roubls-shoobng redource
o Dot lorgel 10 Kgout when youl Se58i0n Is hnished

fha Inbos is whede yeull ind doouments 1o appeove a5 part of e workfiow peaceas

U% Marine Corps - PR Builder [ Return lo Top )

Step 3: The “Cabinets Administration” page appears. From here the Requirements Users can
click on the “Create Top Level Cabinet” button in order to establish their own cabinet. Some
system cabinets will automatically be generated (Inbox, Approved Archive, Disapproved
Archive, and SAF Archive).

Viees Al PH Bliled Adtasidelly  Advessd wiin RS |
e

PRFD Numzes Saven [0

h Cabinets > Administration >

The Cabinets Administrati
Cabinets Administration [ ShiTts Adminisieton e sepoyss ]

Creste Top Level Cabinet Delete Caberwls

Lw‘.‘_\t:rn‘-l Hame Document Count | rlo Renama
B ek -
B Cosmcosauome 0
B Sz 6
= St Testng ' [ liove Catmat . QB Peveme |
B cona : e |
US Harine Corps - PR Nuilder [ Return to Top )
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Step 4: The Requirements User can left-click in the Cabinet Name text box. At this point the
Requirements User can name the cabinet as desired. No cabinet names may be duplicated.

I Il'.ﬂ:ln(-t Marmae

@mmﬂm
@Mnmﬂﬂmm
:I 2

= Slatus Testng
@mmm

US Harine Corps - PR Duilder
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UsweARTsIISIaT

Creste ol Cabirsel
Create Sulb) Cabinel

- B o O e

Create T Cabirset

Renamo

b oo |
R |

[ Return to Tap )

Step 5: Click the “Create New Cabinet” button in order to add the new cabinet to the list. From
here the user may view the cabinet and move, rename, or delete as desired.

s Abou PR Beider  Adtw

Tebaty  Afvesced leich TR aRRAEE A
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A1
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= Stalus Tesing 8
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[ iore caonet [l Serene |
e

Mave Caténat ]
|

[ Beturn to Top )
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The following are the rules regarding deleting cabinets:

1.) Cabinets must be empty before deleting
2.) Several cabinets can be deleted at the same time

3.) Inbox, Approved Archive, Disapproved Archive, and SAF Archive cannot be deleted.

wslepa  hSoed PR Belder  AcgayrBefy Ay esced dearpn  TOTCREVTND

Cabinets Administration

Creste Top Level Cabnet Delete Cabinet/s

Cabinol Hamoe Documsent Couni Dodoto Renamo

| E
@ tesmsticte ' |
[ Dosaosoed Achie o |

6
@ Cabinet 2 Creste Sub Cabinel | Rename | !
= Stas Testag 0 [ Renae |
B <o 4 [ Create sub Cabioet_| [“Fename |
B suwoueews -
The newly created Supply FY2006 cabinet appears

US Harine Corps - PR Builder

Cabinets > Administration >

| Return ta Top |
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How to Construct Funding/FIP Data

As previously mentioned, PR Builder has the ability to take uploaded Funding Data and have
PRs and FDs interface with SABRS to post commitments. This chapter explains how to create
new Funding Data and managing both the Financial Information Pointer (FIP) and Line of
Accounting (LOA).

Step 1: The Fiscal User can add and edit FIP data elements. Not all Fiscal Users will have the
authority to create FIP data elements. Move your mouse over the “Administration” tab and then
click on “FIP.”

4

___"- ' Online Procurement Request Applicatian Inbex :: About PR Builder = Accessibilily ;: Advanced Search i mm

tlon | USHCA/G78561(20407

Hame : Cabinets : Inbox

| User Administration
Inbox | e
Weicome to PR Builder Organization [

} ) LOA administration =
¢ RefertotheHelps Jlcalsuppart
o Wordlowlanager FIR
# Dontforgetto logo T

The Inbox is whera you'l 1Inc! Notifcation HIstory s part of the workfiow process.

User's Documents %

~ Asslgned To
~|[me Documents... [sa] (_Aeply Filtan

Mouse over and click on the drop down menu
for Administration. Select FIP.
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Step 2: The Financial Information Pointers page appears. From here you can click on the “FIP
Profile Administration” tab. From this tab you can input the MAC, BEA, and BESA. Also, the
options of selecting a default FIP or editing a FIP previously entered are available.

Inbox — ABeut PR Bvilder o Acoe s vibildy - Agvarcea Search o
——— T —— o . s

PG Hamoer Search |8

jom  1AVYINCDE0!

Hlome ; Administration : 1P

Financial Information Pointers

| 1P Frofile Administeation | FIP Account Adminstrasion

‘ | awegwe aw aw En
¥ i 12345 ! e | 12 [}
i i 123167 \ UR j 1 1] ‘
' r 1e5490 \12 / 12 [ar]

(R pace 1 o1 I \ /

Fill in MAC, BEA, and BESA information. Training
Command MAC is M40407. Refer to Appendix J for
common MSE BEA and BESA data elements.
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Step 3: Click on the “FIP Account Administration” tab and from here you can edit the different
data elements of the FIP. The option to label the different FIP accounts is given here. Also, a
user can edit and delete accounts which have already been saved.

UNCLASSIFIED

Iebex ;; Abaut PR Bullder :: Accessibility :: Advancad Search i (ELEUEIHLL
e —
|

lnucenlw Acceszed Documents

Financial Information Pointers

FIP Profile Administration i“ FIP Account Administratinﬂﬂ

[C]shawArchived FiPs

FIP Accounts

TMPA2531L nc 253) 251 PA 0 m
THPB \ oC e\au\ 260| 2661 111?3 0O [Em
2571 THPY \nc Jo43 | 267 | 25{1 1umr 0 [z
woto ¢ uo1\ \m 2644 rupm 0O [tan]
THPS MBS 6930 n\ mn\ Yuu 2661 rmps O Exn
THPY PARA nc\mn o |261 lmw 0O Ex
THPC PORTAJON DG !ezz \zif \zs 4 Imrc O [a]
THPC TOILETS oc sz)< \e\ ts 4 , ™PC 0O
THPCTOILETS AGAN DG 3222\ 23{\ *5«0 ’ THRC O i
THPUT110 DG 7110 \m\\ :‘1 ,1’ ™HPU 0 &
THPB WIFI oG D307 2"\3\\2‘313’ THPB O Ea
TMPN De  zIcZ sa\\wq TMPN 0 Bz

] Lo A

2
L1 {rupy NG__8209 258 WI THEY

Fill out Label, FC, PSC, OCC, SOCC, and CAC. Label name is a non-FIP
element and is a discretionary field. Fund Code (FC) depends on the funding
provided, and this information can be found on MSE Authorization Letter.
Refer to Appendix J for Training Command commonly used PSC, OCC, SOCC,
and MSFE snecific CAC.
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Step 4. Below is a list of the different data elements and their description. A user can use these
descriptions to guide and aid them in managing their funding data. For more information on
funding data the unit should contact Training Command G-7 or for general information refer to
appendix J.

Major Activity Code (MAC): Is the activity address code of the next senior comptroller in the financial
management chain of responsibility. The MAC for Training Command is M40407. This is a required
field.

Budget Execution Activity (BEA): This is the two digit alphanumeric field that identifies an
organizational element designated by a work center identifier. Most FL.Cs are a BEA. This is a required
field.

Budget Execution Sub-Activity (BESA): A two digit alphanumeric field that identifies the level in the
financial management structure at which financial transactions are initiated. FL.Cs may have one or more

BESAs. This is a required field,

Funding Function (FF): This is a two to eight digit alphanumeric code used to identify the purpose for
which funds are intended. This is not a required field,

Fund Code (FC): This is a two digit alpha numeric code used to identify the appropriation, subhead,
budget activity/sub-activity group, and program element number. This is a required field.

Product Service Code (PSC): This is a four digit alphanumeric code that indicates “what” was purchased
for each contract action reported in the Federal Procurement Data System. This is a required field.

Object Class/Sub Object Class (OC/SOC): This is a four digit alphanumeric code that classifies financial
transactions in terms of the nature of the services or articles for which obligations are incurred. PRBuilder
has coded relationships between the OC/SOC field and the PSC field, thus there are restrictions on
OC/SOC’s to PSC combinations in the FIP. This is a required field.

Cost Account Code (CAC): This is a four digit alphanumeric code used to classify financial transactions
according to their purpose and is also used to uniformly identify the contents of management reporting
requirements. This is a required field.

Special Interest Code (SIC): This is a two digit alphanumeric code used to track and collect all costs
associated with a specific high interest program regardless of MAC, BEA, or FC. This is not a required
field.

Job Order Number/Local Use (JNLU): This is a four digit alphanumeric code that serves the dual
purpose of tracking work performed by facilities through the job number and tracking individual activities
through the local use codes. This is not a required field.

Reimbursable Order Number (RON): This is a fifteen digit alphanumeric code that is locally assigned to
identify a specific request for reimbursable work, This field is required only if the RBC field is filled out,

otherwise it can be blank.
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e Reimbursable Billing Code (RBC): This is a one digit alphanumeric code that is locally assigned for
billing purposes to identify line of accounting data to a reimbursable customer based on the RON. This
field is required only if the RON field is filled out, otherwise it can be blank.
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Step 5: For funding documents a user needs to mouse over the “Administration” tab and click on
“LOA Administration.”

Online Pracurement Request Application

Inbex :: About PR Bullder :: Accessibility :: Advanced Search : [Nl

[P0 tumear sasren || Organization | US!/C/ETEE41120407 |~

User Administration Home : Cabinets : Inbd

Inbox

Warlflow

Vieicome to PR Bullder ?_rnanlza_unn

e

* Refertothe Help s———— e
» Worlflow Manager FIP
« Dontforgettologo I

SAF Administration

Address Book

The Inbox is where youll fine  Fotification History 5 part of the workflow process.

e a

_PRFDNumberSDN _ AssignedTo
|[ 1o Documents... [w] (st Fires ] | Cisar |
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Step 6: From the LOA Administration page the user can assign a label, fill in the appropriate
elements, save, and delete Lines of Accounting.

Inbox - Aboul PR Builder - Accesnibllity = Advanced Search =
A S S —————

 |PRFD Nurtar Search |[[d8]  Organization| USHC/IETEEENI20407 [~

Home 1 Administration : LOA Administration

LOA List

Refer to Fiscal Clerk Basic section of this guidebook
for specific LOA details.
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Step 7: Below is a list of the different LOA data elements and their description. A user can use
these descriptions to guide and aid them in managing their funding data. For more information
on the LOA data elements, the unit should contact the Training Command G-7,

@ Label: Assigned by user and is an administrative field only.

e Dept. Code: Is the first two digits in a seven-position field used by the Department of Treasury to identify
a congressionally approved appropriation that is being charged by the source transaction. Specifically the
Dept. Code for the Marine Corps is 17. This is a required field.

®  TA: Are the last four digits in a seven-position field used by the Department of Treasury to identify a
congressionally approved appropriation that is being charged by the source transaction. This is a required
field.

®  Limit/Subhead: Is a four-digit alphanumeric code that represents the administering office and the budget
program that executed the funds. This is a required field.

® OC: This is a four digit alphanumeric code that classifies financial transactions in terms of the nature of the
services or articles for which obligations are incurred. PRBuilder has coded relationships between the
OC/SOC field and the PSC field, thus there are restrictions on OC/SOC’s to PSC combinations in the FIP.

e BCN: Is a five-position numeric field used to identify the holder of the funds.

®  SA: Sub-Allotment Number is a one-position code used to identify a Centrally Managed Allotment
administered at HQMC,

®  AAA: [s asix-position code used to identify the activity responsible and authorized to perform the
accounting function for the Fund Holder.

® TT: Transaction Type Code is a two-position digit code used to classify the type of receipt.

® PAA: Property accounting activity field is a six-position field used to identify the responsible command for
material purchase.
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Creating Documents

Now that the cabinets and workflows are established both PRs and FDs can be created.
Remember that different roles are required for a PR (i.e. Requirements User) and a FD (Fiscal
User). In addition this section will provide guidance for creating MARADMIN 331/15 required
DD 1149’s. This guide will go over how to create these documents starting with the Purchase
Request. For more detailed guidance on how to fill out each section of the different PRs and FD
contact your Comptroller or Supply shop.

Step 1: On the Inbox screen mouse to the upper right-hand corner. If the Requirements User has
access to more than one organization then from here is where the user can select the correct
organization for the PR.

Inbox :: About PR Bullder :: Accessibllily i1 Advanced Saarah i
o

IPMD Humbaer Saarch \ Organization | USMCMET654ME7854

USMCAMGT854MET7 854
USMCMGTS54MBT 854/ AAAV
USMCMET854MBT7854/ PG12

Inbox Itis important to make sure the correct
Organization is selected. This is the Organization
that the PR will be created for.

Welcome to PR Buillder {

» Referto the Help section for training or technical support
» Workflow Managers are avallable as a lrouble-shooting resource.
» Dontforget o logoul when your sesslon Is finished.

|The Inbox is where you'll ind documents to approve as par of the workflow process.

PRIFD Number/SDN Assigned To
| [No Documerts... ] __ ApplyFiltess_| |
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Step 2: Select the cabinet established to for the creation of PRs for your organization. For
information on cabinets and sub-cabinets then refer back to the Getting Started (Cabinet

Creation) section.

_'_q__,:., Online Procurement Request hl:‘whu ation

Inboi i About PR Builder i Accessibllily i Advanced Search &

| AL [ e

_‘ Approvad Archive

zz_Cabinel

[The Inbox is whera you'll find documents to appr

PRIFD Number/SDN Assigned To
| |No Documerts... ¥] |

personal cabinet or sub-cabinet first.

Apply Filters

Disapproved Archive Wl
tion for Iraining or technical support.
Org. Documents ire avallable as a
User Favorites b In order fo create a PR, users must opena

For demonstration purposes, the Cabinet1
cabinet is selected.

User's Do s - |

Home : Cabinets : Inb{
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Step 3: Mouse over the “Create™ tab and select “PR™ in order to navigate to the Create Purchase
Request page.

Inbox i About PR Builder :: Accaessibllily :: Advanced Search :: [RlN CEERE = Eld]

MIPRTDDA448)
Shipping Doc (DD1148)

Misc Pay
Naveampt 2276

PRIFD Nurmber/SDN | Navcompt 2276 )
fenoose enwner.. vy | Appl Pl |

Document
Iype
- [FD448-002 MIPR Test DD448 $2,092.00 Routed for Daubenspeck,
Approval Fred
| SN N ¢ N .
[1p] M67854-09- FD2275 - $7,125.00 hments/in Process Alexander, H
WR-00193 rackin Brian
[¥| M67854-09- MB7B5408RQ00192-  (DD11489 4 $2,957.56 |Attachments Routed for Daubenspeck, | [
RG-00192 [FD1148-023 Tast Tracking  |Approval Fred
Log
[ ME7854-09- ’FDMB-BM MIPR Test  |DD448 $2,002.00|Attachments Routed for Daubenspeck, | 7
MP-00191 Tracking __Approval Fred
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Step 4: PR Builder automatically generates a unique PR Number. This number follows the
Standard Document Number (SDN) format. This format begins with the user’s DoDAAC.,
Every Command can find their DoDAAC on the 208 table in SABRS. After DoDAAC the user
must select the fiscal year. The vast majority of purchases will be for the current fiscal year. PR
Builder has safeguards against units committing documents for prior fiscal years. If a user has
any questions about the fiscal year to use, then contact your Comptroller shop for information.
The next field to select is Document Type Code (DTC). The different DTCs and there
descriptions can be found on the 201 table in SABRS. The last field is a unique five-digit serial
number. Units are encouraged to use a standardized system for serial numbers for best results in

tracking documents.

Inbox :: About PR Builder :: Accass|bllity :: Advenced Search ;: (KN EETERET[{s]

Online Procurement Request Application

[mesaso [-|os = [su |x|eoner ]

(PR Builder will automatically generate a unique PR Number:
- The first field is the users' selected DoDAAC.
- The next field is the current fiscal year, which can be changed.

- The third field is the Document Type code, which can be changed.

-The lastfieldis a unique five-digit sequence number, which can be changed. J
b
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Step 5: Click on the “Register” button to begin the requisition process. After clicking on
“Register”, PR Builder will navigate to the Purchase Request page.

Oplions Support

lwm%ms [xlisu [=|{oooer | |

Home : User Favorites 1 Cabinetl | Create 1 §

Click the Register button to
begin the requisition process

el
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Step 6: The PR Number which was created on the Create Purchase Request page will
automatically generate on the Purchase Request page. The Purchase Request page consists of
four main sections: Basic Information, Line Items/Sub-Line Items, Financial Information, and

Recommended Sources of Supply.

Imbaw :: About PR Bullder :: Accessibility :: Advanced Saarch = (RGN EEEVENT D

|PRIFD Humber Search | IGD .mu,@]usucmmnﬂsu

Homa | User Favorites : Cabingtl
Purchase Request

Remember to save your work upon leaving this form.

[ RouteorReview |~ Compiete || tachmenia— | Prnt—| e sommay |
] o o == E[eo|

Raequired Fields in Red.
Epoclal characters (@, @, ete) wil be removed when this documant i3 saved. (5

The PR form automatically opens with

¥ the PR Number registered. e e s
PR Numb:r Altemative Document Number PR Name ?
[masaso |03 =|-fsu =]-[ocoer [po5450.09.5u-00007 ]

‘ ITPRAS 1D
Actual Price Priarity ? Priority Justification ?
$0.00 [15 qowest) [~] =
id

Date Created Additional Information ? Comments ? | Driginator Information

W | el PP F ar
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Step 7: The first section to fill out is the Basic Information section. Fill this section out in its
entirety as appropriate for the purchase request. All purchase requests being routed through a
SABRS compatible workflow should confirm that SABRS is selected on the PR. This will
ensure that the system records the commitment for the SDN prior to the contract award.

Quantity

T

ti

Unit Price

PR Number Alternative Documant Number PR Name ?
[mesago [ fos x|{su x]focoe7 | | [mesas0-00-su-00007 | | [oemensiration PR
ITPRAS 1D
Actual Price Driority ? Priority Justification ?
$0.00 [15 Gawest) =] =
l.d
Date Created Additional Information 7 Comments 7 | Originator Information
§/24/2009 4:23:26 PM ™ JeA? ame: Brian Alexander
Financisl System S t:l ullding: Daly Hall
SABRS I TR oon: 2d Deck
Confirm SABRS is selected if the [+ dvRaR;
' < 2033 Barnelt Ave, Suite 315
PR is to be routed to the Financial MM122
System nds Guanilco Virginia 22134 US
hone: 666-555-3333
mall: 6228_donotchange@prbdev2 dermoapps.com

SLIN

0.0000|

Line Item Description ?

shipTo

=] [ Isetect a ship To Address

!:I LEnhr Date Required OR PoP Dates
(

mm/dd/yyyy)

Al
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Step 8: The next section is the Line Items section. This section is used to specify

the Contract

Line Item Numbers (CLIN) and any Sub-Line Items (SLIN) they may have. Users are required
to fill out the CLIN, Item Name, Ship to Address, and Date Required. Further sections may need

to be filled out depending on the specific request for procurement.

Address:

2033 Bamneft Ave, Suite 315
PMM122

Quantico Virginia 22134 US
Phone: 666-555-3333

| ——

84 Document Template ?
™ Subject to Availability of Funds

SAF Release Date]

Unit of Issue

mail: 6228_donolchange@prbdev2.demoapps.com

Amount

EA - Each =]

$0.00]

Line 1tem Description 7

7
T The Line ltem Information Section allows users to itemize [ =

Packaging Description

each of the goods and/or services on the PR. e
The required fields in this section are: CLIN/SLIN, tem Name, |’ [ |
Ship To Address and Date Required or PoP Dates. [/ [ |
G —

R %

I TAC
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Step 9: After filling out Line Item information, the user must select the correct financial FIP data.
Financial Information Pointers (FIP) was covered earlier in this user guide.

Mouse over and click on the drop down menu for
Profile and Account and select appropriate FIP data.
Make sure correct fiscal year is selected.

L Ll LY 1 —~

Financial Information Pointers \ \ \

l|

Ar.mnntl \
SoN e c Fisca W ear | costcode | ACRN
i e Vs Vfars ] S | | 5
Special Material | N5N/Serial/ Parthumber ¥ TAMCN NAICS Ttem
[l Forsign psc/Fse Onom occ socc O cAc | Search Commadity
Dlhessms | [nsn V] || | | | |

Add Line H::Fﬁ [ Add Sub-Line ltem m I Import * CLiN Template

_m___m}
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Step 10: Once the FIP data has been selected and the user has verified the Fiscal Year click on
the “Save” button. If required, the user has the ability to create additional CLIN by clicking on

the “Add Line Item”, Add Sub-Line Item, and Clear can be utilized by clicking on the

appropriate button.
1O
Phone 434-242-1323
Email John.smith@email.go
Packaging Description
[}
- O
TAC
| |
Special Material NSN/Seral/Parthumbar 7 TAMCN NAICS Thins Twon
I Farelgn Search FSC |—| Search Commodty  ~
I Hazardous |us_u - || ] | |

1 oom

e

B fine tem |
CLINSLIN |  Item Name m Click the Save button P
Line ltem 1 | 23.0000 - s w8800 | r [ Detete |

Racommaended Source of Supply: 7

| Select a Vendor [=]

[Towetorteven | commets | Aomchmerts— ] ___prim—]_rscu e
I R T =@

=] || [select & Vendar =l

| Select a Vendor
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Step 10: The last section to fill out is the Recommended Sources of Supply section.
Requirements Users may ecither search for a vendor or select a saved vendor for this section.
When finished will all four sections, click the “Save” button at the bottom of the screen. Next to
the “Save” button are the options to Complete, Attachments, Print, Fiscal Summary, Copy,
Delete, select a different cabinet to move the PR, and Route for Review.

Special Materal NSN/Seital/PartNumber ? TAMEN NAICS Ttem Type
I Forelgn Search FSC I | Search Commodity
I1 Hazandous Im" [ I | | I |

CLINSLIN | ftemName | Quantity | Issue | Price | Amount

0001 | LI 1‘ Each $56.00 | §1,288.00 |

o2 el e sm

Racommendad Sourca of Supply: 7

| Select & Vendor x| || |select a Vendor | || [setect & vendor x|
Cage Code

12965

Vandor Name
Computer Assoc,
POC

John Smith

Addressi
Straet Addres

city = =

Country Click the Save button when done
us completing the PR fields.

\
T T [ E—] o
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The next steps will illustrate how to go through a similar process for funding documents,

Step 1: Complete steps 1 and 2 of Creating Documents for a PR in order to get to your cabinet
established for funding documents. Once the correct organization and cabinet has been selected
then mouse over to the “Create” tab. From this tab you can select one of 5 funding documents.
For demonstration purposed the Military Interdepartmental Purchase Request (MIPR) DD448
will be selected.

> PR Cabinets > User Favorites > FY2008 >
For demonstration _ MIPR @448
purposes the MIPR > Shipping Doc (DD1148)

(DD448) will be selected.

» Misc Pay
» Navcormnpt 2275

» Navcormnpt 2276

PRIFD Number/SDN Assigned To

| Choose an Owner...

Apply Filtars |

| Include To My Favoriten

Clear

Document Name

- IMOD00108RA00035 -

- [MO000108RQ00036 -

- MO000108RQO0037 -

;‘ﬂacumem
[Type

DD1149

Prior l'v.Unlldl
Amount

DD1149

|DD1149

iUD[IOﬂS

Attachments In Process
Trcking |

Log :
‘Attachments In Process
Tracking |
Aftachments In Process
Tracking

Assigned To

ladminclalre2,
Adminclalre2

lAdminclalrez,
Adminclalre2

Iadminclalre2,
ladminclalre2
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Step 2: PR Builder will automatically generate a unique SDN. The DoDAAC, Fiscal Year,
DTC, and serial number should be filled out appropriately.

PRFD Number Saarch

Create > MIPR (DD448) >

Create DD448 k

[Me7s7a [os =] -wp =] fovore

T
— N
Us Marine Lot PR Builder will automatically generate a unique FD Number: Ratur boTop |

- The first field is the users' Organization.
- The next field is the current fiscal year, which can be changed.
- The third field is the Document Type code, which can be changed.

0 The last field is a unique five-digit sequence number, which can be changed.
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Step 3: The appropriate DTCs for the funding documents are MP for MIPRs, MD for
miscellaneous funding documents, WR for work requests NAVCOMPT 2275, and RC for
confractual services NAVCOMPT 2276. Note that the Shipping Document (DD1149) is still an
option in PR Builder but the DTC of RQ is an invalid DTC on the 201 table in SABRS.

Adminlstrallon

Create > MIPR (DD448) >

Create DD448

[ma7es4 |08 | |-|mP | |-[oco7s | |
1
g

The default Document Type code for FDs are as follow:

-MIPR (DD448) - MP

- Shipping Doc (DD1149) - RQ

- Misc Pay -MD [ Return to Top ]
-NAVCOMPT 2275 - WR

-NAVCOMPT 2276 - RC
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Step 4: The funding document automatically opens with the SDN which was constructed. Each
FD consists of four to five main sets of data fields. In the example of the DD448, the data fields
are Basic Information Section, Line Items Section, Transportation Allotment and Main Invoice,
Financial Information, and Approval Information. These sections only vary slightly from
document to document. For more information on how to fill out the sections contact your
Comptroller or Supply section. '

PRFD Number Sesich [0, Organization USMC/IB78S61I00001

Cabinets > FY2008 > M67854-08-MP-00078 >

Form 448: Military Interdepartmental Purchase Request

=] 23

"= Roduired Flelds
Spaclal characters (@, , elc) wil be removed when fhis document Iz saved. (Ses examples of acceplable characters)

r—— - B ————————————— - = m—

»»e Stalus - InProcess <<« —— =

Dokiimant Nasis The DD448 form automalically opens
. with the FD Number registered.

2.F5C 3, Contral Symbel No. 4. Date Prepared 5. MIPR Nifmber 6. Amand Mo,
| Bl | |14720r2007 | [[o7034 {08 = [{mp x]ooo7s | | [mase |
7. To: 2. From: (Agency, nama telephone number of orginator)
[Piease choose an Address =1 [Please choose an Address >
9. Items I Cam & Ara Not | included in the interservice supply support program and required interservice.
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Step 5: When finished completing the I'D, make sure to review the information for accuracy.
Once the document has been checked and all corrections have been made, then click the “Save”
button.

Cabinets > Supply FY2006 > M00001-07-MP-00167 >

Form 4438: Military Interdepartmental Purchase Request

T R TR v i

When done click the

Required Fields

SAVE button.
»»» Siatus - [n Process axx
Document Name
| J
2. FSC 4. Control Symbol[No, 4. Date Prepared 5. MIPR Number 6. Amend Ne.
i [ — | |[emsm007 | |Dosooot o7 [=]-[wp =Hoore7 | |[eame |
7. To: 8. From: (Agency, name telephone number of originator)
| emonstration =l |Bemonstration =l
poc Polint of Contact poc Point of Contact
Address Address I
52 W Boulevard 52 W Boulevard
Suite 200 Suite 200
L1 Davtan Qhio 54321 Daton Ohio 64321
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Step 6: At the top of the page the user has several options. These options include Attachments,
Print, Print Instructions, Copy, Delete, and Complete. After the document is ready for routing,
click the “Complete” button.

PRFD Number Search  |[e8)

Cahinets > Supply FY2006 > M00001-07-MP-00167 >

Form 448: Military Interdepartmental Purchase Request
Gomiee | nuachments | |~ Pomionucions |
1 A , )
“ When document is ready for routing, |
Click the Complete button J

* m Raqjulred Flelds

»»» Stalus - In Process <<=
Document Name
2.FsC 3. Control Symbal Ne. 4. Date Prepared 5. MIPR Number 6. Amend No.
| I 11 |sr2s2007 [moocot |07 >|{mP >|-Joote7 | | [Base |
7. Tor 8. From: (Agency, name telephone number of ariginater)
|Demonstration *] | oemonstration =]
poc Polnt of Contact poc Point of Contact
Address Address
52 W Boulevard 52 W Boulevard

g e e e
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The next steps will illustrate how to go through a similar process for DD 1149,

Step 1: Complete steps 1 and 2 of Creating Documents for a PR in order to get to your cabinet
established for DD 1149. It is recommended that fiscal personnel establish a cabinet for
ServMart DD 1149’s and cabinet for Governmentwide Purchase Card DD 1149°s. Once the
correct organization and cabinet has been selected then mouse over to the “Create” tab. From
this tab select DD 1149,

Mouse over and click on the drop down menu for
“Create” and select DD 1149.

Uhacdanal el

) ! ..,. stirhisiay 0 = @ &
= 7 dp v Pagew Salety= Teeh= @ @ [

: [2a%8 Speng
ina Fumant Tachnlel

Ao
uo4015 (60
- VaadihielaWipars

. [Eagantal Suppen
Sardees Jan 2018

Em 1000 achmen nFrocess | Ehes, |0
catangou $3A03.14 A manty ALREa T Ees, |0
Py [l ‘MM
QM0T. FYISEWTGLANT  FOREIS |- 3641,000.00 Aach e Apprmed CTTT T ]
hitpEfasen atanm WAV RIAPY, pageal CoastiFundiglecor {— e |Frasting ‘ | v
T
= 0" s
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Step 2: As stated eatlier, PRBuilder will automatically generate a unique SDN. However, for
Servmart or GCPC DD 1149’s this SDN will not match document numbers generated by those
transactional processing systems utilized by ServMart and CitiDirect. Thus Fiscal Officers must
establish internal control procedures in order to maintain visibility of PRBuilder created DD
1149’s and source documents initiated by ServMart and CitiDirect. DTC for ServMart and
GCPC DD 1149%s is “RQ”.

DTC for ServMart and GCPC is “RQ”,

.(_' ,_‘]E_m,.f,.m..tw..m PRIAS A pageni Constefunding 0 = @ © | B Craste Funding Documint ¥
= —~
fow B3 =01 dhov Pagev ileyr Tockw B+ J 6

Create DD1149
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Step 3: There are multiple data fields available in the DD 1149 PRBuilder user interface. Data
fields highlighted in red are required data fields and must be completed. It is recommended that
the internal supply procedures, the maximum extent practical, use the “Document Name” and
“Requisition Number” fields to link the DD 1149 to the source documents created by ServMart

or CitiDirect.

Required Fields, etc....

~ Back to Cabinet

=>> Status - In Process <<«

Document Name ? / /

IUID, Whrranty, or GFP?
OvYes D No

PRBuilder #

fwz0s07 H 18 vHra v{oooie
\

1. From
[ Prease choose an Adaress

7/

5. Requisition Date

[ararz018 7{20:47 P
1

6:‘* uisition Number
| M2040718RQ00018

7. Date leﬂll Required

8. Priority 7
(mm/dd/yyyy) ?
2.Te 9. Authority or Purpose
Please choose an Address W
10. Signature 11a. Voucher Humber
3. Ship To - Mark For W 12. Date Shippad{mm/dd/yyyy) 11b. Voucher Date(mm/dd/yyyy)
Please choose an Address le

13. Mode of Shipment

14, Bill of Lading Number

Number

Item
Number

(=)

Federal Stock No,
Description & Coding

Material and/or Services
FE% =

QTY Requested Unit Price Unit of Tssue Total Cost
(d) (h) £) i) e
| of | 30.00] | [ EA - Each V||| 50,00
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Step 4: The next set of field is the “Line Item” field. In this field the fiscal user will list
ServMart and GCPC material or service requirements. Fiscal Users may not have “Unit Prices’
or “Units of Issue” information available at the time the request is generated and will have to
estimate in these fields. The “Line Item Description” field can be used to amplify material
details. ServMart and GCPC PRBuilder DD 1449°s will not interface with SABRS, because
ServMart and CitiDirect Transactional Processing interfaces will interface with SABRS and
update the accounting system. Which in turn means that fiscal users must select “Go to USMC
LOA?” when creating a DD 1149 in PRBuilder. Fiscal User must select “Go to USMC

LOA” when creating a DD 1149 in
PRBuilder

»

Item Federal Stock No, QTY Requested Unit of Issue Total Cast
Number Description & Coding (d) (3] (i)
(a) :::lt;ﬂal and/or Services | 5 I m.ﬂﬁl | EA - Each I 0,00
[ooar | || |
Line Item Description ? NEN/Serial/Part Number ?
psc/Fsc O
EE |
occ soce O
Supply Actien (e} Container Mos (g)

Financial Information Pointers

Pﬂ: file |

Account |

Fiscal Yoar Cost Code ACRN

soi | | —

(120407 Hu'-. VHﬂu "v"Hn]mne- |
[[sove || Add Linciiem [ add sub.Line tom _J[ cioar [l import RESRARFUNEE
| Grand Total 50,00 I

16, Transporiation via WATS or IISTS Chargable to 17. Specinl Handling
] ==

Price

Issue
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Step 5: When creating the Line of Accounting fiscal user’s needs to refer back to the
Funding/FIP data section of this user guide for LOA field details.

Fiscal User must complete LOA fields in order to complete DD

1149,
Number Description & Coding (<) (i) = =
(a) ::’l:'t;rlll and for Services | EA - Each Vl [ :’mn\:-l

fonor ] ]

Line Item Description 2

g

Supply Attionds) / Type Containgr {1} Captainer Nos (g)

USHC LOA /_ : /

LOA Label:

SDN

M30407 HH}VHHU VHQBD_I_E_J :l

Amount
50.00

TAC

J][ea

ACRN

Fiscal Summary
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Routing Through a Workflow

Once a document has been created and saved then it needs to be routed. A user has two options
to either route for review or route for approval. In this example we will route for approval.

Step 1: Prior to routing any document double-check to make sure that it is filled out correctly
because once routed the document cannot be changed by the user without pulling it back.

Onlinie Procurement Request Application Inbor: & Aboul PR BLIORT - Aocessibillly - Advanoed Search i: m

USHM‘GTBSGMMEIM

Cabinets > Paper Products > M67854-08-5U-00154 >

The document is now ready to Route for Approval and cannot be changed

Purchas Buck to Cabinet |

Remember to save your work upon leaving this form,

Copy [Paper Products =

Mqulﬂd Flalds in Rad.
® ® uto ||I removed when this documant

»»» Slalus - Complela <<«

PR Number Altemative Document Number PR Name

[uinzasa |~| 0alw Hsu =] -fpotsa T | [mazasans.suoasa | {computer Equipmant |
Actual Price Priot Priority Justification

$468.00 15 (lovwast)

Date Created Additional Information C Originater Information
472972008 10:27:22 AM I =ole Source? I ...] Name: Admin Admin
Ejransial Conmbane H L T R T
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Step 2: Once the user has a correct document which has been completed then click on “Route for
Approval.”

Inbax :: Aboul PR Bullder :: Accessibility : Advancad Search i

Online Pracurement Request Applicatian

-y

¥

PRFD Num;n S_uuh-a GDI

Cabinets > Paper Products > M67854-08-5U-00154 >

Purchase Request N J
Remember to save your work upon leaving this form.

[ procoss || Rauto forApprova || Auschments || prit || ricat summry
[ |Paper Products _-_r_]

To route a "Completed”
% document for Approval, click the
| Route for Approval button

his document |s saved. (Se¢ e

JFORM,

»»» 8Bfalus - Complefe <«<<

PR Number Altemative Document Number PR Hama
[mozasa ofos = l|su [z]-oaisa | | [mozasans suonisa Jcomputar Equipment
Actual Price Prority Priority Justification
$468.00 [15 Qovrast) I =l
x|
| Date Created Additional Infermation Comments Originator Information
472972008 10:27.22 AM I gole Source? I_.—II =1 | Name: Admin Admin @
Ejmancial Courbam Lo PRC LI | SSRS Y
4 13
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Step 3: After clicking on “Route for Approval”, PR Builder will navigate to the Route for
Information page. From here a user can select individuals to Route for Info who are not in the
workflow. Selected users will be notified of the document and be able to view it, but will not be
able to edit, review, nor approve the document. Click on the “Add” and “Remove” buttons to
choose or de-select users. Select the “Next” button there are no additional individuals that need

to be notified.

Inbex :: About PR Builder i Aocessibility 1 Advancad Search i RSV SRR

Online Procurement Request Application

BUILDER PRFD Number Sesrcn [ Ovgantzation USHC/MB785E1100001

-
B o = I

Before selecting the workflow to route a
document for approval, users are -
presented with the Route for Info page P ——

Available lems Chosen ltems
Abrams Evelyn il Add->
ACCESS ACCESS (AT Al a5
Admin Admin

Alexander Marcy

Alman Sally

Ambrose Jeromy

Amorosi Pamela

Anderson Gretchen

ANGELA SMITH-MACKEY =|

US Marine Corps - PRBullder v. 4.2 [ Return to Top ]
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Step 4: Once all of the desired users have been selected then click on “Next” to navigate to th
Workflow page. '

_‘__,."‘,n.,_ Online Procurement Request Application Inbax :: Abewd PR Bullder i: Accassibility & Advanced Saarch | (et Shaslly bz le s

3 ¥ D

H - BUILD

=X

Cabinet Administration

Available ltems Chosen tems
Abrams Evelyn

Alexander Ceola

Alexander Marci (5 # e s oo

Ambrose Jeromy
Anderson Gretchen

ANGELA SMITH-MACKEY
Apperson Angela

AR Divislon (AR3) Gino Leesing | (l
AR Division (AR3) Randy P. Kowski ¥ i |

-

][ Return to Top ]

Us Marine Corps - PRBuilder v, 4.2

( Click the Next button when finished assigning.

Appendix D



—

Training Command Fund Execution Guidebook

Step 5: From the Assign Workflow page the user can select which workflow to route the
document through. If the document is to be routed to SABRS then only SABRS compatible
workflows (preceded by a $) will appear. Click “Next” to forward with the selected workflow.

Inbox :: About PR Bullder :: Accessibility : Advanced Search W
= e

USMCAMBTESENDN0DT

Cancel and Return

( Select a workflow for this document to be routed. If

US Marine Corps - PR Builder me dﬂcumem is 'D be rDUtEd tO S..A.BRS’ Dﬂl'y SA.BRS [ Return to Top ]
compatible workflows (denoted with a “$") will appear.
X
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Step 6: For each user in the selected workflow, assign the Days Until Alert as desired or leave at
the default of five days. Once the correct workflow and Days Until Alert are chosen the click the
“Assign Workflow™” to send the document to the first POC in the chain.

Cabinets > FYZ008 > MOD0OD1-08-5U-00032 >

Cancel ind_ﬂmrn_ o

Organization [POC Days Until Alert

1 Fiscal User lUBMC!M303DL‘|;SImIan. Corlna | ﬂ
2 Approver |U9MC&95430;MCPEAK, CANDICE EE
3 Financial Approver 'UEMCJ‘MQIJ?RDEWIIHams, Tracey

4

§

=l

SABRS | | -
Contracting Manager USMC/M92012 Quantico, RCO | [5 =]
| 1

EYN

user on the Workflow and click the Assign Workflow button

( If this is the correct workflow, assign Days Until Alert for each ]
J

USs Marine Corps - PRBl‘—

[ Return to Top ]
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Step 7: Once the document has been routed for approval it will appear in the inbox as “Routed
for Approval.” As the document is reviewed and approved, PR Builder will send system
generated e-mails to notify people of the document when it reaches their inbox.

Inkox :: About PR Builder :: Accessibility :: Advanced Search &

FRFD Number Search GO Organization USMUMBTBSMJCIO’DF [

Cabinets > Supply FY2006 > M20175-06-5U-00001 >

nhox

Welcome to PR Builder

« Referto the Help section for training or technical support. ‘
« Workllow Managers are avallable as a frouble-shooting resource,
« Don1lorget o logout when your session Is finished.

[he Inbox Is where you'll find documents to approve as part of the workflow process.

[Document Name |Priority|Dollar Amount|Oplions Inbox Options Suspension Date

Document Humber
167854-06-SU-00253 Recruit Equipment 4 | |Attachments Routed for Approval ; 11102006 2:55:50 PM
Document has been "Routed for Apprwal".}m‘

Email notifications are sent to the
Approvers when a document is in their
Inbox.

US Marine Co [ Return to Top ]
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Approving Documents

An important feature in PR Builder is the ability to review and approve/disapprove documents
which are routed in a workflow. This chapter will cover how to review, approve, disapprove,
and sign documents in PR Builder.

Step 1: After logging into PR Builder, the user’s inbox should appear. As documents are routed
to a user in a worktlow, the documents will appear in the inbox after an e-mail notification.

Inbox

Welcome to PR Bullder

e Referlothe Help sacf
s Workflow Managers I. Viewing a Document: A.Inbox
& Donlforgetto logout

After Logging into PR Builder, the Inbox will be displayed.
L Any document waiting action will be in the Inbox.

The Inbox is where you'll find documents to approve as part of the workflow process.

e A T T I TR s e e Tl

==

Assigned To
[ [chaose an Owner... =] AsplyFitiess || clear |

Document Type :Prmrilvfl)nllur Amount
[

1 |MA7854- Second Equipment |Purchase Request15 !356.00 \Attachments Routed
08-8U-  Purchase i

Tracking for.
| ‘ J._nn 'Apnrovnl

100032 i
|
2 [M00001- Equipment Purchase Request 15 1$348.00 Aﬂﬂﬂme_ms Routed
08-5U)-  Purchase I Tracking for
|

00034 Log Review
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Step 2: With each document the Approver has the ability to view the document; view
attachments, see the tracking log, and either approve or disapprove the document. All of these
options are displayed in the columns for each document in the inbox.

’E*_’me

Welcome to PR Bullder

« Referto the Help section for tralning or technical support.
¢ Workflow Managers are avallable as a frouble-shooting resource.
¢ Dontforgetto logoul when your sesslon |s finished.

The Inbox is where you'll find documenls to approve as part of the workflow process.

i

PRIFD NumberSDN Assigned To To view any aftachments, document information,
| || Choose an Owner... tracking information, or comments, click the

links under Options.

Document|{Document Name |[Document Type 'l’rluriiyllollar Amount Inbox Options
Number

ME7854- |Second Equipment [Purchase Request|15 $56.00 Attachments Routed Approve

08-5U-  [Purchase ‘ | Tracking  for T

00032 | | Log Approval REESHS
|

M00001-  |Equipment PPurchase Request 16 |$348.00 Atiachments Routed 3
GBSL.  Puthess o™ Revew

00034
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Step 3: In order to view the document and the FIP or line of accounting, click on the SDN in
second column. This will take you to the PR or FD and the user can scroll down to see the
financial information or read about what the request is for.

i ox

Welcome to PR Bullder

= Referto the Halp seclion for training or technical suppor.
= Workflow Managers are available as a frouble-shooling resourca.
= Dontforget to logout when your sesslon s finished.

[The Inbox is where you'll find documents to approve as part of the workflow process.

e SSa T e

PRIFD Number/SDN Assigned To
| | [choose an Owner... =] ApplyFitars | Clear |

loptions inbox Options

$56.00 Aftachments Routed
| Tracki .

W |E;;pmval DisApprove
1 - |

2 immm_ ;Equlpmem Purchase Request 15 15343.00 Attachmenis Routed Continue RaLite For Review

108-S1)-  [Pur
wne [ -
| | .

1 [M57854- |Second Equipment Purchase Request 15
08-SU-  Purchase |
100032
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Step 4: Once the Approver has looked over everything for the PR or FD, then the Approver must
either approve or disapprove the document. Otherwise the document will just remain in that
Approver’s inbox.

inbox

Welcome to PR Bullder

= Referto the Help section for
» Workflow Managers are availl |1 Approving or Disapproving a Document:

= Don1forgatto logout when A. Approving a Document

the approver must approve or disapprove the

After reviewing the PR or FD and all attachments,
i document

he Inbox Is where you'll find docume

Asslgned To
|[choose an Owner... ] | ApplyFittes |

Document Document Dollar {Oplions Status [Inbox Options  [Assigned
Number Name Amount To

.AH - 61 Purchase Request(3 w.nuo.ﬂﬂfmmﬁoulad! Freerl  Admin,  [3/23/2008 Approver
08-SU- SECURITY Tackng o (e—" Admin  |8:50:55 |

) H

00076 Panasonic |Log Approval | P |
| WORKIO i ,
LA |

|
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Step 5: In order to approve a document, mouse over the “Approve” button and click. In order to
disapprove a document, mouse over the “DisApprove” button and click.

Inbox =4

Inbox

Welcame to PR Builder

= Referto the Help seclion for fraining or technical suppor.
= Worldlow Managers are avallable as a frouble-shooting resource. i
« Donlforgel o logoul when your session s finlshed.

The Inbox s where you'll find documents to approve as part of the workdlow process.

PRIFD Number/SDMN Asslgned To
| | [Choose an Owner... ¥] _ Apply Filtes | clear |

Document :Documenl Document Type Daollar {Options Status (Inbox Options Assigned
Number [Name Amount To

. |61 |Purchase Requesta $7,000.00 mmmmuted L 'A'i{mm'e IAdmin, |3/23/2008 Approvet
08-5U- secunrrlv _ Tracking [for _/{ (T IAdmin g ;o 65
ks 5,?3;&?3 : ‘ To approve a document |

AL, w click the Approve button - |
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Step 6: After clicking “Approve” or “DisApprove”, PR Builder will navigate to a new page with
the approved document highlighter and a comments box. Approved documents do not require
comments, but may be inserted. Disapproved documents require comments before the Approver
may continue.

=

The Inbox is where you'll find documents to approve as part of the workflow pracess.

SRR TS SR R R TR _.,,.,nm._—,'?-:;' TS (e P
D | J nn i 1 |

PRIFD Number/SON

Comments are not required when
approving a document. If desired they
can be entered at this point.

Enter Comment (requlired for disapproval);

i Document [Document [Document Type  (Priority|Dollar Options Status |Inbox Oplions  (Assigned Mt‘” Ila?e HDIE
Number ] |nrnoum To

1 _M_m;u_ 61 Purchase Request 3 $7,000.00 Attachments Ruuted Admin, 3!23!2003 Appmver

\SECURITY Tracking  for : Admin  8:50:66
ﬂ.ﬂ.l'Lﬁ |Panasonic Log Mproval‘ DisApprove | PM

WORKIO |

b

§3065CL

1

[ Return to Top 1

o
4 [ »

uUs Marine Corps - PRBuilder v, 4,2
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Step 7: After the desired comments have been entered the Approver may either continue or
cancel and start over. To continue, mouse over the “Continue” button and click.

—
= Workilow Managers are available as a trouble-shooling resource. =
« Donforget o logoutwhen your session s finished.

The Inbox Is where you'll ind documents to approve as part of the workilow process.

D001 - Docul __User‘s Documerts ¥ |

PRIFD Number/SDN Assigned To

| | [choose anOwner... =] | Appiy Filtess | Claar |

Enter Comtnent {required for dlsapproval): — .
Incorrect Quantity. Please reauhmit..[ =l Then click the

Continue button
when finished

‘()ptlons Status Alert Role

i l)ocument:[)ocumerl! Dacument Type :l’llorlly[)nllnr
Number |[Name

Date i
1 M00318- UFM Oen IMiscellaneous Pay - i“'w ,300.00 Attachments Routed  [JFFTRERS '3/23/2008 Financlal
08-MD-  Spt ‘ Tracking  for I DikRgprove Admin  8:34:18  Approver
MWO03- \ Log Approval PM
0003

-
4| | »
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Step 8: Sometimes documents will be routed to one Approver in an inbox but require
review/approval from a different user. In order to rectify this situation, approvers may take
ownership of documents. When opening the inbox, an Approver may use the right-hand
dropdown box to see all of the user’s documents, organization’s documents, or all documents for
all organizations the user has access to.

Inbox :: About PR Bullder :: Accessibllity - Advanced Search @ LTI ERTGE

USMCAI67EEA100001

FHFD Mmbn Sewrch |8

Home ; Cabinets : Inbof

Welcome to PR Builder

= Refer to the Help section for training or technical support.
= Workflow Managers are avallable as a trouble-shooling resource.
= Don'forget to logout when your session is finished.

he Inbox is where youll find documents 10 approve as part of the workflow process.

Org. Documents

In the Inbox, a user can Take
Ownership of a document waiting

approval. First select Org.
Documents from the filter dropdown
to see what documents are currently
Document Document Type  [Priority Dollar Op! routed within the Orgﬂnilation.

Amount

$392.00 [Mﬂﬁ]mm; In Verinder,

Tracking Brocess claice
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Step 9: Search for the desired document to take action on by using the organization selections
and the filters. Also, an Approver may search directly for a PR or FD by typing the SDN into the
search box. To take ownership of the desired SDN, mouse over and click on the “Take

Ownership” button.

|he Inbox Is where youll find documents to approve as part af the workflow process.

PRFD Number!SDN Assigned To

Choose an Owner.. w | Apply Filtess

Il

#Document Document Options

Number |Name

Document Type  |[Prionty|{Dollar

Amount

Status |Inbox Oplions

Assigned
To

Alert
Date

Role

Copy of |Purchase Request— Verinder,
11-SU- Tracking Process Claire User
2|M00001- |PRMame#1 Purchase Request15 $207.00 |Attachments Routed ELMORE, |4/5/2011 [Fiscal Us]
11-8U- Tracking |for LEE 9:47.03 }
00014 TR AN
; P ’ Boyle, [12/9/2010[Financial
- e reenon "***f To Take Ownership of an Thomas (125634 [Approver
TV010 individual document, click the P
ali0001- [test PurchasaFL Take Ownership button. Verinder, (71132008Fiscal Us|
08-SU- I | |l.£‘l J DisApprove Claire :ﬁO_SB
1
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Step 10: An Approver may take ownership of multiple documents at one time. In order to do so
the Approver should use the “Select” check boxes to select the desired PRs or FDs. Then mouse
over and click on the “Take Ownership” button on the top-right of the inbox.

find documenis to approve as part of the workflow process.

T T R O P T

PRFD NumberiSDN

___AssignedTo
Choose an Owner.. « [ ApplyFiltes || Claar |

:rmf_umn:?nlh-pe Priority|Dollar Options Status |Inbox Options |Assigned|Alert Role ;ITI-‘RAS Select
Amount [ |To |D.:I|: (ID

Purchase Request : :
To Take Ownership of multiple documents at one time,
click the checkboxes located to the right of each
| document. Or click the Select checkbox to cha<k all valid
documents for Take Ownership

#1 |Purchase Request{15 $207.00

JER [Purchase Request(7 $5,200.00|Attachments T
ON Tracking Thomas |12:56:34 |Approver
Log P
Purchase Request|15 $0.00  |Aftachmants/Routed Verinder, |7/13/2008 Fiscal User 1
Tracking Clalre  |7:50:56
Log PM
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Step 11: Documents which have been moved from one Approver to another will now appear in
the new Approver’s inbox. They will appear with the same “Approve” and “DisApprove”
buttons as before. From here the Approver may perform all of the same functions from before.

he inbox is where you'll find documents to approve as par of the workflow process.

_ AssignedTo
Choose an Owner.. = | ApplyFiltes | [ Clear |

Document Type  Priority Dollar Options Status Inbox Options  |Assigned Alert Role
Amount To Date

. Purchase Request— $36.00 f&na_mmm:m Verinder, Requirements
11-SU- im Process Clalre User
0001 | | BE e - SRS LTRSS : = S
2|100001- |PRMame#1 |Purchase Request15 $207.00 el [Verinder, (4/5/2011 |Fiscal User
11-8U- Claire  |9:47:03
00014 pprove AN
3/1495430- 5 | ST [Verinder, [1219/2010[Financial
. Notice all documents now have Approval buttons | .. (RETTTarcm| ¢ [120034 [foprover
and no longer are available for Take Ownership == =
4{M00001- |te W Verinder, |7/13/2008|Fiscal User
08-5U- e lﬁwm EpEmERAe C ol ;ﬁozss
. i I |
1
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Conclusion

This concludes the Basic User Guide on PR Builder. Further information and training can be
found at the PR Builder Computer Based Training module. This training can be accessed at:

https://www.prbuilder.usme.mil/PrbApp10/UserDocumentation/CBT/cbt.aspx.
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Jum.fmwmnmlmm; [

[ ‘WIdEAreaWOrkF]OW Register # Halp/Training
i €-Business Suite vaoo

Celificata Lagin System Mesnages

Corincats Logn (2014+11-14 16:00:00) Systam: All Subjact: HuwiJava Updatas Kessaga ForiAll Usars
WAWF b Instating a tew varsion of 166 PXI S50ing ApPACAtion If you are expenenting lssues wih CAC sign in, we ask thal you clea

your browser cacha i Wy again, This ink wil assist users 1o CLEAR THE BROWSER CACHE H you are Ul &xperkncing problems,
wis ask hal you unnstal and reinstal java on yeur machine
User|D Login

vaerip {2014-00-21 00:60:00) System: WAWF Subjeck: Alr Force Helpdeak Message Fori All Users
Allenlion Al Forea Uier Eim prot VIART (@9, via helpdesk nk 6 U8 BJIABLGN [6quo313)
| fmay nat reach their intended recipiants. This lssue saems only to afecl users whom Bodiass cOALAING "US AF MILY, Unli this Issua can
be corricled, plensa use cutioak 1o contatt Ihe Alf Force helpdesk directly al: 381 tmpatfso warafgjus at il |t yeu ire A user

Paisward regislenng/requasting a WAWF role and no aclions has been taken 48 hours after a succassnil regisiration. piease contact tha Ar
[ Farco helpdetk airecly Ve apologize for he ntomeniénta and appraciale your patiance.

(2018-10-18 00:00:00) Systam: All Subject: Pay Office HQ0181 Closlng Message For: All Users
As 0 rominder, Pay Offica HO0251 (ONHEPAY Colmtys region) will be da-aclivaled efistlive 1 Havember 2014 Any contracts cing
Forgol your User ID? Forgol your Passwerd? Ihis Pay Office DADAAC should be modified as Invoices submiled aRer NG date citing HO0261 cannat ba submiled Inta WAWF,

oo [ 6
(o Y ons

R — gl ¥ |
o Truited sites | Prateciad Made Cif iy v W1@h v

This appendix contains basic Invoicing, Receipt, Acceptance and Property Transfer (iIRAPT)
and Electronic Document Access (EDA) navigational instructions required to review and accept
invoices submitted by commercial vendors for work or services received from a government
contract, and access to contacts issued by Government Contracting Officials to commercial
sources.

Introduction to WAWF

The Wide Area Workflow (WAWTF) suite is a secure Internet-based system that provides a
variety of different functions such as electronic invoicing, receipt and acceptance. The WAWF
application enables clectronic form submission of invoices, government inspection, and
acceptance documents. It provides the technology for government contractors and authorized
DoD personnel to generate, capture, and process receipt and payment-related documentation, via
interactive Internet-based applications. Authorized DoD users are notified of pending actions by
e-mail and are presented with a collection of documents required to process the contracting or
financial action. It uses Public Key Infrastructure (PKI) to electronically bind the digital
signature to provide non-refutable proof that the user (clectronically) signed the document with
the contents.

More importantly, WAWF helps to mitigate interest penalty payments due to lost or misplaced

documents and highlights Vendor offered discounts so the DoD benefits on both fronts, in
addition to streamlining the whole process from weeks to days or minutes.
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User Roles and Permissions

Vendor: A Vendor is a provider of goods and/or services to the government, It is a role used by
suppliers and contractors. The Vendor can submit invoices and receiving reports electronically
using WAWEF. Additional functions of a Vendor are check the status of documents in the
History Folder, correct and resubmit rejected documents, and receive e-mail notifications of
awaiting actions.

Acceptor: As an Acceptor, a government official can perform many processes. The Acceptor
can inspect, accept, reject, and approve documents. Additional functions of the Acceptor are
place documents on hold, digitally sign a receiving report, and receive e-mail notifications of
awaiting actions.

Local Processing Official: A Local Processing Official (LPO) is a government official who can
certify documents prior to the documents being forwarded to DFAS. The LPO function is used
by those documents that are intended to be processed as

Group Administrator: A Group Administrator (GAM) is assigned to an organization as the
official who manages rights, roles, and permissions in WAWF for the organization. The GAM
can add/delete users, administer location codes, and view/edit user profile information.
Additional functions of the GAM are to reset passwords, reset certificates, and use activation
reports.

Introduction to EDA
DoD Electronic Document Access is an Internet-based system that providing users with secure
online access to contractual documents used by multiple DoD activities to streamline their

business process. EDA allows user to retrieve large volumes of information across the existing
communications networks.

EDA Functional Environment

Document
Types

GONTRACTSI e — i

CONTRACT
Wiriting Systems

5PS, Conwrite,
BCASIACIPS,
JCALS, FOSSAC,

User Community:
Services

: ED: SRa Defense Agencles
X su?:%?a’gfgxl;w:vna ) Vendors

MilPay Domains:
Travel Web Based Finance

Commercial One stop shop Acquisition

Accounting Secure (PKI) \_ Logistics /

11.2M Contracts Online
OTHERS SYSTEMS

* GBLs

«GTRs L f—* EDM

+ Slgnature Cards
+ EDI-POP
+DD1716's

+ Electronic 110's
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Login and Home Screen

Step 1: The WAWF e-Business Suite homepage can be found by entering in the following
address in a web browser application: https://wawf.eb.mil/xhtml/unauth/home/login.xhtml .
Notices and important information are entered on this screen. Users that require additional
knowledge about WAWEF capabilities and navigation of the system can access iRAPT training
from this page.

[T Py ToAPTTINeY 0P e PVPT s T T

)% (T T
e [d4 View Frootes Teel Hep

o Faveckes |y ] Suscenidsea = (] Hem - Fudgeh
|8 9ide hrea Wrelore sl Suite | | 2  G-@-o Page~ Sfety < Tochi= i< "

Regisier # HelpiTraining &

System Messages

{3014-11-14 15:00:00) System: All Subject Haw Java Updates Message Fer All Usars

WAWF Is nstaling a new varsian of the PKI signing appbcation If you are expaniant g iuas wilh CAC 1G5 i, we ask Inal you ckea
your browser eacha Bad Iry 8ain, Tnis ink wil asstil users 1o CLEAR THE BROWSER CACHE If you are stll experienting prodiams,
we a3k hal you uninstal and reinsial [ava 6 your maching.

Usar 1D Le

(2014-00-21 £0;00:00) Systam: WAWF Sutjsct Alr Foras Helpdask Message ForAll Usars

Attention All Foré Usars. Emal massages protaissd wilhin WAWF anvironmant (e g . via helpoesk bnk of user regisiration requasts)

I ity ot feath Ineir intended recipients This 135u¢ seems only o affect users whom addrass contains "US AF ML, Lini this sue can
ba comecied, plsasa use ouliook fo contack iha Alr Force heipdesk direcily al: sal impaftso warsi@us. af mil. If you are a uiar

Uier ID

Paveward regislening/Tequesting a WAWF folé and na attions has been taken 48 hours after a successha fegistration, pleass conlact the Al
| Forea helpdesk direclly, Wo apologiza far the ingonvenlence and appreciate your patience.

{2014-10-16 00:00:00) Systam: All Subjact: Pay Offlca HG0281 Closing Massage For All Users
As 0 reminder, Pay Office H30251 (OHEPAY Columbus region) will be de-aclivaléd alfective 1 Hovember 2014, Any contracts eiing
Forgal your User ID? Forgol your Password? this Pay Office DoDAAC shouid ba modiled as involees submiied afier ihis date eting HOO251 cannot be submified infa VAW

The initial Wide Area Workflow
home page is displayed.
User must to click the
“Certificate Login” button.
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Step 2. As the user continues to Login a security warning will pop up. At this point the user
needs to click the “Yes” button on the security warning,
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Step 3. When prompted with the user’s CAC certificates, the user needs to highlight DOD CAC
and click the OK Button.
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Step 4: Once logged in, the user will see a welcome message on the WAWF user’s home screen.
Menu items are displayed at the top of the page with the hyperlinks for iRAPT (formally

WAWF) and Electronic Data Access (EDA) are located on the top of the page.
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Step 5: To see what each menu item contains, mouse over the ecach item and a dropdown will
display the options. In the example below, the user has looked at the “Lookup” menu item to

display all folders available to that vendor.
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Accepting Invoices

When a vendor submits an invoice, a government official must accept the invoice. This is to
ensure that the government is actually receiving the services for which it has been billed.
Contracts may have a Contracting Officer Representative (COR) to monitor the contract and
accept invoices after services are received. This is a required step before DFAS can make a
payment.

Step 1: From the WAWF user home screen mouse over the Acceptor menu item and click on
“Acceptance Folder.” From the Acceptance Folder is where the Acceptor can work with
invoices which are ready for review.
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Step 2: The first page in the Acceptance folder is the search page. From here the Acceptor must
select a DoODAAC from the ones available. All other fields are not mandatory but can narrow
results by using more specific information to find an invoice. Click on the “Submit” button to

search with the desired criteria.
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Step 3: After clicking on “Submit” the search results will display. The Acceptor can scroll
through the search results to find the desired contract number, shipment number, and invoice
number. Based on the invoice type, click on the desired shipment or invoice number.
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Step 4: The header page will appear after clicking on the invoice number. From this page the
Acceptor can navigate to other parts of the invoice by clicking on the tabs or can accept the
invoice using the buttons at the bottom. Review each tab for accuracy.
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Step 5: The options available to the Acceptor are to approve, reject to initiator, or approve for a
lesser amount. The Acceptor may also utilize the “Save Draft Document” button at the bottom
when working with an invoice.
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Step 6: Click on the “Line Item” tab to view the CLINs and prepare them for acceptance. The
Acceptor can enter the accounting data for the line item if necessary. If the invoice is being
accepted for less, then the quantity approved may be adjusted accordingly.
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Step 7: When finished with the CLIN information, click on the “Addresses” tab to continue.
From the address page the Acceptor can review or edit the address or change the DoDAACs.

..o

- & [B[4]% |3 2y )

Iy the U5

8 Vs Arma Worklow < Windaws [
w [V Btgn s of el b,

g nerrartfestal U

Click on the Address b @« e vy mous @

Logan iale

RN TR R o

[ SUppan

Lanl Accawyed Dalm; J000WT0 0 11 03 21 0T

Goremment Cusiomer Suppot. FA

tab to review CLIN
. .
information,
Shipment Humber Shipment Date Invalca Humbar Tnvolca Dats
MOTASIUNEIULYI01 20040018 METASICUNERLY 2014 2010re
Prima Conlraclat Adminlitered By L]
CAGE Code DUNE Duts =4 Extaniion DoDAAC
dmn uUTIEUT MaT001
Aciivity Hame 1 Acilvlty Home 1
CHAIR AND EQUIPMENT RENTALS, NG OISTRIBUTION MGMT OFFICE
Aciivity Hama 2 Actlvly lfame 2
Aetiviy Name 1 Acilvity Hama 3
Addiars 1 Addrass 1
1530 1 WEBLEYAMN BLVD MARINE CORPS BASE
Arddrass 2 Addiess 2
BLDG 1118 ASH ST
Addies ) Address 3
Addien d Addron 4
Srve Draft Document E

A Sits Inclsx

< Unbrsawn Zane (Wined) | Protecte Meda O 3 = H38% =
i

¥ o (1B

& AR

Appendix E



Training Command Fund Execution Guidebook

Step 8: From the miscellaneous information page the Acceptor can view any miscellaneous fees
and attachments. The Acceptor also has the ability to add any attachments that he feels are
necessary to substantiate the acceptance of the invoice.
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Step 9: Click on the “Preview Document” tab for the final review before acceptance. If any
inaccuracies are found then the Acceptor may click on a previous tab to edit,
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Step 10: When finished with the review, click back to the “Header” tab. Under the header tab
the Acceptor may select Approval, enter the signature date, and then click on the “Signature”
button. After clicking on the “Signature” button, the invoice will be considered accepted.
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At this time the Acceptor
needs to check the
appropriate box. If the
Acceptor checks the
“Inspected” block, WAWF
will automatically check the
“Accepted and conforms to
the contract except as noted”.
If the Acceptor clicks the
“Reject to Initiator” block,
the Acceptor must provide
comments in the “Misc. Info”
tab.

The Acceptor needs to fill in
the “Date Received” block
and the “Signature Date”
block, Then the Acceptor
needs to click the “Signature”
button when ready to accept
the invoice.
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Step 11: As the user continues to certify the invoice a security warning will pop up. At this
point user needs to click the “Yes” button on the security warning.
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Step 12: When prompted with the user’s CAC certificates, the user needs to highlight DOD
CAC and click the OK Button.
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DOD CAC.,
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Step 13: If the acceptance has been approved correctly, then the Acceptor will receive a message
in WAWF. The Acceptor may also send an additional e-mail notification to individuals utilizing
the link on the “Success” page.
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Retrieving Contract Documents

When a contracting official awards or changes a contract, an electronic copy is uploaded to the
DoD Electronic Document Access site.

Step 1: From the WAWF user home screen mouse over the EDA tab and click the tab. A drop
down menu will appear with EDA-Columbus and EDA-Ogden as the options. Either option will
have the same access to electronic documents,
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Click on either EDA-Columbus
or EDA-Ogden
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Step 2: At this page the user has the option of using the EDA Columbus page or the EDA Ogden
page to access. Either page will provide the user access to contracts and navigation of either
page is the same.
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Step 3: As the user continues to login into EDA the following notification page will be
displayed. This page will provide EDA status and user notification.
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Once the user has read the
notification, click the
Acknowledge button.
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Step 4: The first page in EDA is the search page. On this page a user will click on the
“Contracts” link.
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Step 5: After clicking on the “Contracts” link the following search page will appear. At this
page the user has several methods that they can search for a contract. This navigation tool only

presents one option.
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Step 6: This page is where the user has the option to search for a specific contract. The user

must have the contract number to search for the documentation. The contract number is 13 digits
only.
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Step 7: EDA will show the initial contract and all modifications on file. To find a specific
modification the user needs to select the “Advance Search” link.
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Step 8: To find a specific contract modification, the user needs to have the delivery order (DO)
number or modification number (MOD).
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Step 9: After the search criteria has been specified the following page will have the specific

contract modification and or delivery number.
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Step 10: EDA will provide the user the option to either save the document as a PDF file or print
a copy.
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electronic copy of contract,
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Introduction to System Management Analytical Retrieval Tool (SMARTS/ReportNet)

Lkl

The Standard Accounting, Budgeting, and Reporting System (SABRS) Management Analytical
Retrieval Tools (ReportNet) system is an application built utlizing International Business
Machines (IBM) Cognos financial software application. ReportNet is customized for the USMC
to provide a robust state-of-the art financial reporting capability with the ability to customize
reports, create dashboards, and create ad hoc quires from SABRS.

ReportNet is an Internet based system accessed with a Common Access Card. Financial data

from SABRS is electronically updated in Reportnet daily andsubsequently every two hourse
starting at 10:40 Eastern Standard Time.
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Login and Home Page

Step 1: ReportNet can be found by entering in the Intenet address https://odsf.mcw.usme.mil/ in
order to navigate to the ReportNet waring and notice page. When prompted user must select the

DOD CacC to naviate to Report Net.
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The before the initial ReportNet
home page the user will be
prompted to select CAC enabler
option. User must select DOD
CAC in order to continue,
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Step 2: U.S. Government and Internet Hypertext Transfer Protocols will prompt the user with the
two different security warnings. At this time the user will click “Yes” in the HTTP Security
Warning, and click “I have read this” in the U.S. Government warning.
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Then the user can select “I

have read this” in order to log First the user must select
into ReportNet. “Yes” on the HTTP

Security Warning.
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Step 3: At this page the user will select the “SMARTS” button. Users should read the SMARTS
cycle status. This way the user can make sure that financial dats is the must up to date

information
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Users are highly advised to
read the SMARTS cycle data
notification. This is to make

sure the data is the most Users must select
relevant. “SMARTS” in order to log
into ReportNet.

Appendix F



Training Command Fund Execution Guidebook

Step 4: This is ReportNet’s main sreen. On this screen the user shoult take notice that there are
two folders. One is the Public folder, where created reports are maintained. The second folder
allows the user the option “cut” and “paste” their favorite financial report from the “public

folder” to “My folder”.
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user’s favorite reports. e e

In order to access all the
various reports created for
ReportNet the users must click
the “SMARTS” icon in the
Public Folder.
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Step 5: Once the user enter into the “Public Folder” the user will find multiple options; however,
to navigate to required financial management reports the user can either utilize the “Commands”
folder or the “Reports” folder. This guide will show both options. User are encouraged to surf
the different reports in the “Reports™ folder and find those that best fit for supporting command
financial management decision making.
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“Report” folder will contain
reports shared by all ReportNet
managers in the Marine Corps.
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Step 6: In the “Command” folder the user will see multiple Marine Corps Commands. Training
and Education Command users should navigate to the Training and Education command folder
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Step 7: Training and Education Commands report folder is the last option in the “Commands”
folder.
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Step 8: In the Training and Education Command file the user will notice the multiple folders for
Training and Education Command Major supported Commands. At this page the user will select
“TRNG CMD” folder.
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Step 9: In the TRNG CMD folder the user will notice a series of folder and reports. One of the
key financial reports in this folder is “Hist Trans, Daily, Weekly, and Monthly Transaction
Report™ also known as a daily transaction report. This report will show all the different SABRS
record creation or changes for the time period specified by the user. Or, the user can use this
report to filter for specific record changes. At a minimum this report should be pulled on a daily

basis in order to properly reconcile accounting records.
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Step 10a: This is the screen that user can use to pull a daily transaction report. The user must fill
in the blocks for the WCI, BEA, FY Full, and specify the time frame for the search. The user
must use the mouse wheel and scroll to the bottom of the form in order to get to the calendars
used to specify time frame for the search. Additionally the user can use this report as a filter to
data mine for specific data. For example, the user can pull of the transactions that posted for a
certain record by using the “SDN” filter.
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Step 10b: Once the user has scrolled to the bottom of the “Hist Trans, Daily, Weekly, and
Monthly Transaction Report” form the date field calendars will appear. The user must use these
calendars to specify the time frame (dates) in order to pull the transactions that posted to
SABRS. For example, to pull one day’s cycle data the user will set the first calendar to Jun 2
the second calendar to Jun 21%,
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Step 10c: The user screen will show the requested data. From this screen the user can export the
data into an excel spreadsheet so the data can be formatted and printed.
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User must click the drop
down arrow to export
report,

Appendix F



Training Command Fund Execution Guidebook

Step 10d: Once the user clicks the drop down menu report option, ReportNet provides several
options as to how the user can export the report. All users are advised to export the report as an
excel spreadsheet.
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User must click on one of
the several options in
order to export the report.
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Step 10e: Once the report has been export the user will have the option to immediately save the
report or open. Users are advised to immediately save the report.
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Click “Save” once this
window opens.
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Step 10f: At this time the user will have to specify the folder that the report should be saved to. It
is recommended the user designate a specific folder in order to maintain working copies of daily
transaction reports.
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Users are advised to use the
date in the file name when
saving the report, then click
save.

Appendix F
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Retrieving Reports from the “Reports” folder

The “Reports” folder has many different reports that a Fund Manager and Fiscal Clerk can use to plan and
track the MSE’s financial status.

Step 1: From the ReportNet main page the user will selects the “Reports” folder.
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