R-Form Instructions

Accessing R Forms

Once you have logged into JSCBIS and are sure you are in the correct scenario, you can access R Forms by selecting them from the criteria manager display and clicking on Execute or by clicking on the R icon on the shortcut bar.

General

The RDTE Exhibit R-2/2A should reflect a clear succinct description of the program purpose and logical progression of program plans and accomplishments from fiscal year (FY) to fiscal year.   The R-2/2A exhibit should meet the following tests and answer these questions:  What is the program?  What is the program plan for the current year?  What is it planning for in the future year(s)?  What has been accomplished in the prior year?  Why is the program performing these activities/tasks?  The “why” should answer the "so what" test.  The R-2/2A exhibit should be written in understandable layman's terms.  The Exhibit bullets must reflect when a program task is initiated, continued and completed; and bullets should show program progression as tasks are initiated, continued, and completed from FY to FY.  Use active tense verbs for current and future year Planned Program bullets and past tense for PY Accomplishment bullets.  Break the program down into logical bullets.  There must be continuity from FY to FY.  For Budget Activities 4 and 5, be consistent in program bullets, program schedules, and program cost breakout information.  Insure that the program bullets track to the program schedule section (both in what is being done, and when it is being done), and to the costs listed in the cost breakout section.  A new requirement for R-2 forms was initiated per a June 2002 FMR that directs:  “Include the quantity of RDT&E test articles….being procured each year” (chapter 5, page 16).  For R-2 Planned Program for FY 2003 forward, include funding for RDTE LRIP, and provide a separate bullet indicating LRIP quantity being procured, along with associated funding.  Acronyms should be spelled out before using in each program and run spell check periodically.  

· Navigation screen:
The R-forms have a new navigation screen.

The screen is designed to approximate the R-form document structure.

The access buttons are data sensitive and only enable when a valid access point is available.

For example: The R3 buttons only enable when the user is on an item in BA4 or above.   When choosing a BA, if only one PE is available, that PE is auto-selected.

· Selecting a program:
When entering the R Form data screen, the first area you will encounter is the Budget Activity/Program Element:

This area has R2 data.  Choose the Budget Activity and Program Element you need.  You can now access the descriptions for both the BA and PE as well as the change summary.

Note:  All data in this area is a JSMG responsibility.

If you need more R2 data, you will have to go to the Item section.

Choose the program/item you need and click on Description or Other Funding.

· Text/Paragraph edit screen:

The R-form descriptions and paragraph text can be edited.  This resizable screen allows the user to maximize the screen and see as much text as possible.

The edit screen has a built in font selector that allows the user to adjust the font size to a Large or Very Large font to assist in reading the text.

The spell checker is available by pressing the F7 key.  When pressing OK from the text entry screen, the system automatically checks for multiple space problems: i.e. too many or not enough spaces after a period, two or three spaces in a row, etc.  The BA description, PE description, R2 description, and Acquisition Strategy buttons are a few examples of access points to the text/paragraph editor.

Note:  Description is a Program Office responsibility; Other Funding is a JSMG responsibility.

To access R2A and R3 data, you will have to go to the Program box.  Select the box(es) you need to retrieve or edit data.

Note:  All of the R2A and R3 data in this area is a Program Office responsibility.

R2A:

· Bullets screen:  (Program Office Responsibility)

The top and new buttons allow easy navigation to the first and last bullet, which makes adding a bullet easier.

The bullet year can easily be changed by pressing the YEAR button at the bottom of the screen.

Press New button in bullet window to activate the text/paragraph editor.  If your screen does not have a new button, that means you do not have the authority to enter/edit bullets.  

Press the Sort button to sort the bullets (One FY at a time).

The Delete button appears under the value entry if the bullet can be deleted

Pay careful attention to bullet title format. Correct format is:  bullet title (capitalize each word), space, dash, space and type description.  Example:  “Fourth Generation Agents (FGAs) – Assessed the efficacy of….”

Note:  If you do not have a New button, that means you are not allowed to enter data in this area.  Your button will say Last.

· Schedule screen:  (Program Office Responsibility)

The top and new button allow easy navigation to the first and last event, which makes adding an event easier.

Press the Sort button to sort the events

Press the delete key next to the event sequence to delete the event.

Click on the products the event applies to in the “applies to” section.

Double-click on each date box to enter a new date.

Press the Gantt button to see a Gantt chart.

· Funding screen:  (Procurement quantity funding is a Program Office responsibility and dollars are a JSMG responsibility).

The funding screen has nine years of fixed data.

The History and EPP can be accessed by pressing the History or EPP buttons.

Program/Item Selection

The Program/Item combo box is located at the bottom of the screen and the two categories are reversible.  Use the lower combo selector (Program to Item) or (Item to Program) to interchange the Item/Program combo boxes.  By doing this, Items under Programs can be seen or the Programs under the Items can be seen.  When either a program or item is selected, the appropriate access buttons allow the user access into the different sections of the R-form, by pressing the print button.  If you have any word documents open when you do this, you will find the document where you normally find minimized documents, on your computer screen.
· R3 Cost analysis screen:  (Program Office Responsibility)

The Research Development and Evaluation  (RDT&E) Project Cost Analysis R-3 Exhibit provides detailed supporting justification for budget requests to Congress in support of the Chemical Biological Defense Program (CBDP).  The R-3 is a breakout of program funds of one hundred thousand dollars ($100k) or more into four cost categories.  The cost categories are Product Development, Support Cost, Test and Evaluation, and Management Services.  Each cost category has a subcategory.  The R-3 exhibit is required for all CBDP projects/programs with funding in budget year 1 (FY02) or budget year 2 (FY03) for programs funded in budget activities (BA) 4 and 5.   A separate R-3 exhibit shall be prepared for each project/program in program elements 0603884BP (BA 4) and 0604384BP (BA 5).  Each program point of contract (POC) is responsible for entering this data.  The top and new buttons have been added to make creating a description easier.  The move button has been replaced with a Sort button to make organizing the descriptions easier.

Note:  When adding  cost data corresponding to the four R-3 categories displayed, ensure that allocations on R3 match appropriation documentation.

Each program POC is responsible for ensuring the accuracy and timeliness of this input data.  JSCBIS will add the individual program amounts for each category then produce a Grand Total for the Item (i.e., CA5).   JSCBIS will generate data for the following heading fields: Date; Appropriation/Budget Activity; R-1 Item Nomenclature; Program Element Number; and Project/Program Number and Nomenclature.   A step by step instruction of how to input data into JSCBIS for the R-3 Exhibit is as follows:

LOGON:

STEP 1.  Log onto JSCBIS in the FY02-Presidents’s Budget scenario (or current active budget scenario).  

a.  Select R Forms on the criteria manager screen then select a budget activity, program element, program and item (i.e. BA5 - Engineering Manufacturing Dev (EMD); 0604384BP - Chemical/Biological Defense EMD; CA5 – Contamination Avoidance (EMD); NBCRSBLKII – RECON SYSTEM, NBCRS BLOCK II. 

b.  Under R3 Cost Analysis section (bottom right on your screen), point and click on one of the four cost categories tabs (Product Development, Support Cost, Test and Evaluation, or Management).  This will take you to a second window, the Project Cost  Breakdown for the selected program.
INPUT OF DATA AFTER SELECTION OF PROGRAM:

STEP 2.  UPPER RIGHT CORNER 

a.   Click on Category down arrow key for drop down choices. 

b.   Click on appropriate category (Product Development, Support Cost, Test and Evaluation, or Management). 

STEP 3.  BLOCK A, ROW # 1 on the screen
a. Click on Description cell v for drop down choices.  

b.  Click on applicable description and enter data. 

STEP 4.  BLOCK A, ROW #3 on the screen - Enter Performing Activity & Location.  NOTE:  Description and Performing Activity & location MUST BE FILLED IN FIRST or cost and award dates cannot be edited.

STEP 5.  BLOCK A, ROW # 1 on the screen - Enter costs in thousands of dollars.  NOTE: Sum low dollar contracts  into $100k increments.

NOTE:   X  is delete.  This will delete all data for this transaction (i.e. description, performing activity & location, organization identification and all cost and dates).

BLOCK A, ROW #2 on the screen
STEP 6. 

a. Click on Contract Method & Type (i.e. shadowed PO box) cell v for drop down choices.  

b. Click on applicable contract method and type. 

NOTE:  For low dollar contracts consolidated  into $100k increments select “Various” for the drop down choices.

STEP 7.  

a. Click on Organization Identification (i.e. shadowed unassigned box) cell v for drop down choices.  

b. Click on applicable organization identification. 

STEP 8.  Enter target value in thousands of dollars.

STEP 9.  Double click on Award Date (i.e. NONE) cell.   Do the following: 

a. Enter calendar year.

b. Click on year/month.

c. Click on month drop down.

d. Click on applicable month.

e. Click “OK”.

NOTE:

(1) For low dollar contracts consolidated into $100k increments enter the award date of the contract closest to 1 October of the applicable FY.

(2)  Award date is required for all US Government type contract (i.e. MIPR, PO, WR, Allot, Reqn).  ), The estimated date of acceptance of the MIPR/PO/WR/Reqn from the performing government activity is the award/obligation date.
STEP 10.  REMARKS:

a. Enter program name (i.e.  JWARN) - 

b. Enter associated program remark after the "-".

STEP 11.   LOWER RIGHT CORNER 

a.   Click on Totals/Delta

b.   Click on "Delta -Program.   NOTE:  JSCBIS will automatically provide a delta so you can tell if you are in balance.   (sample screen is at XI.  TOTAL PROGRAM)

NOTE:  To change the order (up or down) of transactions, Click on Move-> Up or Move-> Down cells. 

AFTER ALL PROGRAM DATA HAS BEEN ENTERED CLICK ON “OK”.   THE FOLLOWING WILL HAPPEN:

1. Screen will appear – “Yes to Save” “NO to Cancel.” Click Yes, 

2. Screen will appear – “Updates/add/deletes completed”.  Click “OK”. 

3. OK will return you to R-Form screen.  You are now ready for the next program update or to print R-Form.

REVIEW OF PRINTED UPDATED PROGRAM DATA:  

(Note: View” button on the R-3 screen does not operate at this time)

1. Print R-Form to view your updated Program data.  

2. Scroll down to Project Cost Analysis (R-3 Exhibit)

3. If there is a “Warning Database Control of FYXXXX does not match breakout value $$$”  message – YOUR PROJECT COST ANALYSIS R BREAKDOWN UPDATE IS OUT OF BALANCE WITH YOUR OVERALL PROGRAM CONTROL TOTAL.   PLEASE FIX IT.

4. If there is no warning message –your update is complete and in balance.

