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Help File Instructions – Procurement Budget Exhibits

Chemical/Biological Defense Program 

Help File Instructions - Procurement Budget Exhibits

General Instructions.   The P-Form is the most critical instrument for the justification of funding your program. They must be accurate, logical and informative.  Remember – the OSD Comptroller makes decisions on your program based on information contained in the P-Form for your program!  The P-Form is the major evaluation tool used by OSD/Office of Management and Budget (OMB) and Congress to justify funding programs.  The JSMG/JSIG, the Army Secretariat, Defense Threat Reduction Agency (DTRA), and OSD (DATSD/CB) will also use these P-Forms to evaluate CBDP programs before submission to the OSD Comptroller.  The budget estimate submission and President’s budget request backup justification books will include information for all fiscal years (FYs) from prior years (PYs) through Budget Year (BY) 2.   

STEP 1.  After login to JSCBIS in the applicable scenario.   Select P Forms on the criteria manager screen.
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STEP. 2   Double click P-FORMS or click on EXECUTE
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This is the screen that appears

STEP 3.    Selection Process: 

a. General.   The JSMG will unlock the necessary P-Forms for each program required to submit P-Forms for the applicable budget cycle.   Uppercase font and an asterisk on the upper left side of the applicable P-Form will designate program P-Forms that are to be submitted as part of the Budget Estimate Submit or President’s Budget (BES/PB).   Lowercase font and an asterisk on the upper left side of the applicable P-Form will designate program P-Forms that are to be submitted for analysis by DTRA/JNBCDB/JSMG. (Note: The “?” in the lower left corner of the P-Forms screen to the right of “Print” is the “HELP” botton.)  
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  Programs in uppercase will be part of BES/PB submissions
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        Programs in lower case required for analysis by DTRA/JNBCDB/JSMG

b. New enhancement on P-Forms initial screen.

(1) Find an Item/Program (binoculars on the far right in the “ITEM” block).  This function will allow you to go directly to you program without going into the “PARENT” block FIRST.

[image: image5.png]Etertem o key word





Type your program name and click “OK”.   After clicking OK, JSCBIS goes directly to Item/Program.  

(2) Editors.  The editor’s tab allows the program managers to see which CBDP personnel who may be able to make updates to the program.   
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  A similar list will appear for each program after program selection and clicking on the Editors tab.

SELECTION OF PROGRAM.   Specific Programs.  Each program POC is responsible for ensuring the accuracy and timeliness of input data.   JSCBIS will generate data for the following heading fields: Date; Appropriation number and title /Budget Activity (BA)(0300D, Procurement Defense-Wide, BA 03, Chemical/Biological Defense); procurement line item number/commodity area (i.e. Individual Protection (IP), Decontamination (DC), Joint Biological Defense Program (BJPO), Collective Protection (CP), Contamination Avoidance (CA)); Standard Study Number (SSN) and complete nomenclature with nicknames in parenthesis.   
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STEP 1

a. Select a Parent and an Item (e.g. MA0800 – Joint Bio Defense Program, JP0100 Joint Bio Point Detection System (JBPDS); PA1500 – Decontamination, JN0010 Joint Service Fixed Site Decon (JSFXD); etc) (Note:  The new Find An Item function (Binoculars) will allow you to go directly to your Item/
b. Program)  
c. The P-40 automatically highlights.   Double click on P-40 or point and click on Edit to update the P-40. 

d. Point to the P-Form (P-40C, P-3a, P-5/5a/21) to be updated. (This action highlights the P-Form tab.)

e. Double click on the applicable P-Form or point and click on Edit to update the P-Form. 

NOTE:  ONLY SUPER USERS ARE ALLOWED TO USE THE REMOVE PRIVILEDGE.

A step-by-step instruction of how to input data and print in JSCBIS for the P-40, P-40C, P-3a, and P-5/5a/21 Exhibits, a description of data required for each data cell and samples of inputted data are on the following pages.


DATA INPUT AFTER SELECTION OF PROGRAM.   Input of data for all P-Forms must follow the same Selection of Program. 

STEP 1.   Select P-Form to be updated.  Double click on the selected P-Form or point and click on Edit to update. 

 Note:  Each P-Form input screen has a view box.  This enables program managers to view resultant update before saving the data. 
Exhibit P-40, Budget Item Justification.  The purpose of this exhibit is to provide overall narrative description and FY budget year procurement justification.  JSCBIS generates all heading, dollars and quantities.  (Quantities must be updated in Programs section of JSCBIS and can be updated from the P-40 input screen by clicking the edit tab in the “Quantities” block.) 

STEP 2.   Point and click on the P-Form P-40.  
a. Double click of on P-40 or click on Edit to update.
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CLICK ON APPROPRIATE CELL TO ENTER REQUIRED DATA 

      
b.  Click on “Description”.  Input description of program
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CLICK  “OK” TO SAVE DATA AND RETURN TO P-40 INPUT SCREEN

c. Click on “Justification” to input item justification data.  Click on “Note” to input footnotes.  Click  “OK” to save.

d. Invoke spell check by striking F7 key.  
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After completing “Spell Check”, if spacing is inconsistent/incorrect the screen below will appear.
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CLICK ON YES TO ELIMINATE EXTRA SPACES AND SAVE INPUT.  (This feature will appear for all “Text” screens) 

Exhibit P-40C Budget Item Justification - RDT&E Code B Item.   Identifies the RDT&E program element/project/program funding the development program and list all other PE/programs associated with this procurement.  

STEP 2.  Click on P-40C.
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CLICK “CLOSE” TO GO TO SAVE

a. Enter RDTE program element/project number 

b. Enter “A” (type classified), “B” (not type classified) or Leave Blank (type classification not required).
c. Enter a clear concise description and justification of the program. 

d. Enter RDTE fiscal years funding stream for all past/prior, current, budget, and FYDP fiscal years.  

e. Enter specific development effort, pertinent test results and major milestones. (Development efforts, test status, and major milestones can be tagged to P-40C from the Program Schedule section of JSCBIS.)  
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CLICK  “YES” TO SAVE DATA AND RETURN TO P-FORM INPUT SCREEN

Exhibit P-3a, Individual Modification   This exhibit will be prepared for all individual modification programs.  
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      MULTIPLE MODIFICATIONS WITHIN A PROGRAM WILL HAVE INDIVIDUAL SHEETS.

STEP 1.  

a. Select a Parent and an Item (i.e. GP1000 – Individual Protection, JN0011 AERPMODS; 

b. Point and click on P-3a.  (This action highlights the P-3a and sheet number 1 tab.)
c. If multiple modifications within the programs are being updated, created, or removed, a sheet number must be selected.
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CLICK ON THE SHEET NUMBER

c. Point and click on:

i. Edit to update the P-Form (see JSCBIS picture above Step 1)

ii. Remove to delete P-Form from this item. 

STEP 2.  Click on Edit (P-3a. was selected in Step 1) 
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ALL DATA ENTRY FIELD ARE ACCESS FROM THIS SCREEN.

 CLICK CLOSE TO SAVE ENTRIES FROM ALL INPUT SCREEN 

STEP 3.  

a. Enter Modification Title and Models of System affected.

b. Enter Inputs and Output in the Installation schedule.

c. Enter Contract and Delivery dates, Method of Implementation, Admin and Production lead-times.

STEP 4.   Click on Description/Justification and input required data.
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INVOKE SPELL CHECK BY STRIKING F7 KEY.  CLICK  “OK” TO SAVE

STEP 5.   Click on Milestones and input required data
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CLICK  “OK” TO SAVE 

a. Top Text Box – enter any overall narrative comments on milestones.

b. Details – enter planned and accomplished milestone events.

c. Remarks Box – enter specific comments on particular milestone event.

STEP 6.   Click on Financial Plan and input data.
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a. Input data can be moved around with the shift buttons.

b. Click  “OK” to save input data. 

Exhibit P-5, Weapon System Cost Analysis.    The purpose of this exhibit is to provide detailed cost information in support CDBP consistent with the appropriate work breakdown structure (WBS) elements of the program.  This exhibit must be complete and accurate as it is the most important exhibit in the backup justification book.  Procurement history & planning and  production schedules are related to the entries on this exhibit and it is used as the framework for program line item review.

STEP 2.   Point and click on P5/5a/21


a.  Double click on Click on Edit to update.
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CLICK “OK” TO SAVE

c. Enter Hardware cost element/building block name.  This data will also populate P5a/P21  

d. Enter applicable dollars and quantities.  This data will also populate P5a/P21

e. Enter or have JSCBIS compute unit cost.  This data will also populate P5a.
f. Select classification type (“A”, “B”, or blank) 
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 g.    Select row type.
Features:  Break - check the cost element you want a space above; Sort – allows up/down movement of data; Auto calculate Unit Cost – automatic unit cost.

h.  “Out of Balance” enhancement for P-5.


(1) If out of balance condition after clicking “OK”, the message below will be displayed before saving input data.  
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(2) Incorrect data can be saved.  HOWEVER THE “OUT OF BALANCE” CONDITION  WILL BE REFLECTED ON THE INPUT SCREEN AS WELL AS ON THE PRINTED P-5. 
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STEP 3.  

a. Click on Manufacturer
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CLICK “OK” TO SAVE AND RETURN TO P5 INPUT SCREEN

b. Enter contractor/manufacturer name and location. This data will populate P5a/P21.

c. Enter procurement contracting office (PCO) name and location.  This data populates P5a.

d. Enter production rates (minimum sustaining, 1-8-5/2-8-5/3-8-5, or maximum.  Note: Definitions for each production rate may be obtained by clicking on applicable tab). This data will populate P21.

e. Enter unit of measure (U/M): "E" for each, "K" for thousands, and "M" for millions. Note:  Definition U/M may be obtained by clicking on tab. This data will populate P21.  
f. Enter administrative and production lead-times.  (Note:  Definitions and how to count for both administrative and production lead- times may be obtained by clicking on applicable tab). This data populates P21.

g. Enter any “Remarks” necessary to clarify production anomalies.  This data populates P21.

Exhibit P-5a, Procurement History & Planning.    The purpose of this exhibit is to provide detailed information on the P-5 entries for all prior years having contracts with undelivered assets, current year, budget year 1, and budget year 2.  Contract information is used to compare cost estimates between fiscal years and determine if there have been problems awarding contracts early or late in the fiscal year.  Also, the contract information is used to identify potential current year assets and to answer congressional inquiries.

STEP. 2

a. On the P5, Click on the P5a in the cost element/building block fund grid you wish to update. 
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b. Enter award  and 1st delivery date

c. If deliveries of same item, in same FY from two or more contractors, Distribute quantity among contractors.

d. Enter specifications/technical data package (Spec/TDP) availability (YES/NO)

e. Enter date for revision to Spec/TDP and Request for Proposal (RFP) issue date, if required.

STEP 3.

a.  Click on contract method  
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CLICK “OK” TO RETURN TO P5a


b.  Select contract method and type of contract.  

STEP 4.   Click on “OK” on the P5a input screen to save all input data.  

Exhibit P-21, Production Schedule.  The purpose of this exhibit is to show detailed information on the planned

contractual production deliveries for Exhibit P-5 cost elements.  Deliveries are phased by month. 

STEP 2.  

a. On the P5a, Click on the P21 to update.
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CLICK  “OK” TO SAVE AND RETURN TO P5

b. Enter monthly deliveries by Service allocation.

c. IF DATA VIOLATES ACQUISITION POLICY THE MESSAGE BELOW WILL APPEAR. 
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PRINT P-FORM

PARENT  

STEP 1.   Select parent 
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STEP 2.  Click print
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STEP 3.   Select P40, P40M (if applicable) and/or P5.  
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CLICK PRINT

STEP 4.   Click “No” to print parent.
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CLICK “NO” TO PRINT PARENT ONLY.

PRINT P-FORM

  CHILD/ITEM  


STEP 1.   Select child/item.
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STEP 2.  Click print
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STEP 3.   Select P40, P40C (if applicable), P5, P5a, and/or P21  
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CLICK PRINT

P-5a in Fund Grid





P-5 input screen “Out of Balance” Condition
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