[image: image1.png]SRS

%

CONTRACTS
DIRECTORATE
OFFICE






PD2 to WEB-X Interface Process


Background:  The PD²-Web-X Interface automatically transmits documents into WEB-X upon successful release of the document in PD². This eliminates paper waste and man hours spent filing-- saving time and money for the command.

The guidance below must be followed for successful transmission of documents and attachments through the PD²-Web-X interface:
For New Contracts, Additional Funds Modification, Delivery Orders, and Task Orders

1.  Program office creates the PR in Navy ERP
1. The Program Office creates the PR in Navy ERP.
2. All attachments associated with the PR are uploaded to the Navy ERP Document management System (DMS).
3. The Navy ERP PR and all associated documents are submitted through workflow for required review and approvals.  
4. Once all approvals have been received, the PR is routed into PD² with the attachment information contained on the Yellow Sticky note attached to the PR document.
2.  The PR is received by 2.0
1. Contracts Specialist highlights the PR receieved from Navy ERP for solicitation or award creation, or Modification for post award actions.

a. Contracts Specialist downloads any applicable attachments from DMS using guidance available:  
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b. Contract Specialist attaches any associated documents (CDRL, Statement of Work, J&A, etc.) to the solicitation or award using the following Attachment Process:  Highlight the Award or Solicitation ( Utilities ( Document Import ( Search for the saved attachments ( Click [OK]
2. Create Contracting Action Report (CAR).

3. Process Funds Validation.

4. Release document. 
For Administrative Modifications (No New Lines Added)
1.  Program office creates the PR in Navy ERP
1. The Program Office creates the PR in Navy ERP.
2. All attachments associated with the PR are uploaded to the Navy ERP Document management System (DMS).
3. The Navy ERP PR and all associated documents are submitted through workflow for required review and approvals.  
4. Once all approvals have been received, the PR is routed into PD² with the attachment information contained on the Yellow Sticky note.
2.  Once the PR/PR Mod is completed in Navy ERP
1. Contracts Specialist will start modification off of the conformed copy of the award.  

**Note – The conformed copy of an award is identified by the [image: image3.png]


 the upper right hand corner.  

2. Complete all details of modification.

a. Contracts specialist will attach all associated documents to their modification using the Attachment Process:  outlined on page #1.

3. Create CAR.

4. Process Funds Validation **Note –  There is no Pass/Fail for Funds Validation on Administrative Modifications.

5. Release modification

*With this process only the modification and the documents that are attached to that modification will process to WEB-X.  
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