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PART 2 - COMMITTMENTS ON NEW PR&C

1.  Choose Option (1) - Financial Management Functions – Menu ID: AA

2.  Choose Option (3) - Financial Management – Menu ID:  AAC

3.  Choose Option (2) - Request for Goods and Services – Menu ID:  AACB

4.  Choose Option (1) - Create Purchase Requests – Menu ID:  AACBA

5.  Choose Option (1) - Contractual Purchase Requests
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This brings you to Purchase Request Create/Update Screen 2.34.

7.  Press Enter to create new PRAC.

8.  Enter 1 in the Priority Code field.  This field cannot be bypassed.

9.  Enter down to Requesting Organization, enter organizational code for office receiving credit for placement, i.e., K5M1xxx, and press enter and description will populate.

10.  Press enter to Organization Issued To and populate field with K5P0000 for Contracting Division.

11.  Click on Save.  This populates your PRAC NUMBER.  At this time, WRITE YOUR PRAC NUMBER DOWN.
12.  Press enter or click on Next Page, Screen 2.34.1.

13.  F4 to list.  Then F2 to query on technical point of contact (PM).  Type in name of PM, then F3 to pull in.  

14.  F4 to list.  Then F2 to query on financial point of contact (Budget Analyst).  Type in name of the Budget Analyst, then F3 to pull the name in.

15.  Page Down or click on “Next Page” to Remarks Screen 2.34.6.  On first line enter Contract Number.  On second line enter the description of the contract.  On third line enter Original Funds Source and Expiration Date.  Enter change order information.  Remarks must be entered for each change order.  These remarks must include the following:   Example:

DACA01-98-C-0085

INSCOPE CD-7-199-34  ORIG FUNDS:  2182020 EXP: 30 SEP 98   $3,500.00 INCREASE 

MISC CHGS TO REPLACE DETERIORATED WOOD, FASCIA, SOFFITT, AND DECKING.

NOTES:  

(1)  The information on line 1 of the remarks must be entered in the order shown above  for every PRAC Amendment. (Inscope or Out of Scope, COR #, Original Source of Funds and expiration date, amount of COR, Increase or Decrease.)

(2) The information on lines 2-4 of the remarks must include a short combination of the description and the necessity of work to be performed.  

(3) The remarks shall include the above information as a minimum for each change order.  Insert a  blank line for separation between COR’s.  

(4) The maximum lines for Remarks per PRAC use to be 200 lines, but is now unknown. Print screen of PRAC will NOT be accepted.  A new PRAC will have to be initiated if the number of Remarks lines is exceeded.

16.  Click on Save.

17.  Click on “Prev Page” to return to header screen 2.34.  Click on “PR Line Items” to create a line item.
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18.  On line item number, enter 1.  

19.  Enter to Description and enter, i.e. Contract Changes on DACA01-xx-x-xxxx.

20.  Enter down to Ordering Work Item.  Enter contingency work item number or F4 to query from list.

21.  Press Enter to “Contract Use Indicator” which populates with a “Y”.  IT IS VERY IMPORTANT THAT THE CONTRACT USE INDICATOR BE CHANGED TO “N”.

22.  Enter to “Deliver To ID” and F4 to list, F2/F3 to query on individual in your office i.e. Area Engineer, Assistant Area Engineer, or Resident Engineer and enter to select.

23.  Enter, page down, or click on Next Page to go to the Funded Work Item field on Screen 2.36.1.  Press F4 to list.  This will automatically populate the funding account information.  Verify that the correct funding work item has populated the screen and that the available amount for request equals your amount available on your Funding Account Financial Summary Report.  If these amounts do not agree arrow down to find the correct funding account and amount and press enter to select.
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24.  F4 to list Resource Codes.  F2 to query on CONSTSVCS and press F3 to pull in.  

25.  F4 to list EOR code and arrow down until appropriate description applies to this PRAC, (usually 3200 “Land and Structures” or 3220 “Other Lands and Structures”).  Then press enter to select.

26.   F4 to list Work Cat Code, press F2 to query, tab down to Work Category Code and type in 2A100 and F3 to pull in choices.  Arrow down to select the best description for this PRAC, then Enter.

NOTE:  It is extremely important that the correct Resource Code, EOR Code and Work Category Code be filled in as indicated in the instructions indicated above and that the hand-receipt account block be left blank. Codes might be different depending on the type of funds. Previous PRAC should have correct codes. 

27.  Enter until the next screen appears, 2.36.2; or click on “Next Page” or click on “US Dollar Amount” to arrive at that screen.  You will be at the “Unit of Measure” field.  Type in LS for Lump Sum, and press enter.  Type in your NEW Amount of funds field and click on Save.  On the message line there will be a statement “A line item for S&A should be created......” S&A line item will be created by PM Budget Analyst after you notify them (after you obligate funds).  Press enter to complete transaction.  
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28.  Notify your PM Project Manager by e-mail/fax/etc. so he can approve the PR&C.

29.  When the PRAC has been originated, approved, and certified, the modification obligation can be entered into CEFMS.
30.  Print out certified PRAC and put in file. It will become part of the Mod Package.
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