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Welcome to the Procurement Integrated Enterprise Environment.
This demonstration contains audio narrative. Please adjust your volume accordingly.
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System Messages

The WAWF PMO Admin user is able to set a system level parameter per business process and component that indicates how
long after the retention trigger date has passed that documents tied to it will be destroyed. All documents not set up under this

process will be ignored by the retention and destruction business rules. On the PIEE portal, select PIEE Administration, under
the Administration dropdown menu.
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Administration Console Menu

Main Menu

Menu Option
History Management
Table Management

User / Role Management
Record Retention Management

data for database tables.
Administer database tables by adding, editing, deleting and viewing table data
Manage users and roles.

Administer Record  Data Retention in PIEE

Incluces the following options -

Tables: Administe database tables for WAWF by adding, eitng, deletng and viewng table data
History: View changes o database tables for WAWF.

Faedback: Adminiser feedback by editng and viewing user feedback data

Standard: Adminster regstenng pay offces and viewng pay ofice data

Reports: View reports on Activation History
Misc.: Manage system propertes, system messages, and FAQs.
Portal: Administer ERP Systems

Select Record Retention
Managementin the Main Menu.

Select Record Retention Management in the Main Menu.

Administration Console Menu

Record Retention Management

Manage Record Retention

Exit|

v/Manage the Record Retention rules for PIEE

G Record Retention Rules |

|

G

jon Exclusion Rules
etention Exclusions for PIEE.

© Record Retention Rules History

e history of the Record Retention rules for PIEE
© Record Retention Exclusion Rules History To view and manage the Record Retention rules
View the change history of Record Retention Exclusions fo PIEE.

for PIEE, select Record Retention Rules from the
© Business Processes History
View the change history of Business Processe Manage Record Retention menu.

View Record Retention History Tables

To view and manage the Record Retention rules for PIEE, select Record Retention Rules from the Manage Record Retention

menu.
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Menu

Administration Console

Record Retention Rules

Business Process

Component Admin User ID

Last Update Date Range

m +Thisorty pulsthe first SO0results.

EqualTo v Equal To

Show 10 v entries

Business Process. Component Retention Days Comment Admin User ID Last Update Date Actior

:
@ View zedat [l @elete
Awards Navy, Department of the 9 2019-10-09

2019-10.09

over =
=3

Showing 1 to 3of Jentries

The PMO Admin user will have the ability to manage Record/Data retention for multiple business processes in PIEE.

Component Admin User ID

Last Update Date Range

| A 7 EqualTo v EqualTo

m +Thisorty puls the first SO0resuits.

@ View zedat [l @oelete
Awards Navy, Department of the 9 2019-10-09

2019-10.09

cus [ /e J§ 00 |

[ oo [ e
The PMO Admin user may search by Business Process, Component, Admin User ID, and Last Update Date Range, or leave these
fields blank to return all Record Retention Rules.

Showing 1 to 3of Jentries
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Scene 5

Last Update Date Range

s only pulls the first 500 results.

Showing 11§

Navy, Department of the

20191009

zedt ] W@pelete

2019-10-09

9
Do
-0

To view comments entered for a Record Retention Rule, select the View button. To edit a Record Retention Rule, select the Edit

button.

Scene 6

Business Process*

Awards

Component*

Comment*

mk

The Business Process and Component fields are read only. The Retention Days and Comment fields can be edited. Select the
Save button to save changes, or the Close button to keep the current data.
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Scene 7

Record Retention Rules

+ INFO: The Record Retention Rule was updated successfully.

Business Process Component

Award
o EqualTo <

+This only puls the fist 500 esults.

Show 10 v entries

Business Process Component

Retention Days
Awards Al 10
Aveards Navy, Department of the. 9
Awards AIRFORCE 3650

Showing 1to 3 of 3 entries

Comment

®View

®View

Admin User ID

EqualTo

‘Admin User ID

Last Update Date Range
to

Last Update Date Action
2021-12:01

#edt Il Woelete
20191009

<co B
2019-1009

N

o I
=

The PMO Admin user will receive a success message upon the successful update of a Record Retention Rule.

Scene 7

Record Retention Rules

Business Process Component

Awarc o
o EqualTo -

+This only puls the fist 500 esults.

Show 10 v entries

Business Process Component

Awards

Showing 1 to3of 3

Retention Days Comment
Awards Al 10

®View
Avards Navy, Department of the. 9

®View

Admin User ID

EqualTo v

Admin User ID

The Record Retention Rule was updated successfuly. R

Last Update Date Range
to
Last Update Date Action
2021-12:01
20191009
2cdit I @Delete
2019-1009

8 I
=

To delete a Record Retention Rule, select the Delete button.
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Record Retention Rules - Edit

Select the Save button to delete the Record Retention Rule, or the Close button to keep the current data.

Administration Console

Record Retention Rules.

+ INFO: The Record Refention Rule was deleted successfuly.

Business Process Component Admin User 1D LastUpdate Date Range
Equal To v

EqualTo v
‘ m m + This oly puls the frst 500 resuls

Equal To v

©

Show 10 v enties

Business Proces Component

Date
Contracts m

-
= e
—
=

2019.07-16

e =y oo |
Last Update Date Range The PMO Admin user will receive a success message upon the successful deletion of a Record
Retention Rule. When a Record Retention Rule is deleted, the record retention rule will no longer display in the search results.

Contracts
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Scene 10

Contracts Navy, Department of the:
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To add a Record Retention Rule, select the Add button.

Scene 11

When adding a Record Retention Rule, all Business Processes set up for Record Retention are presented in a dropdown menu.
The Component list is populated by the PIEE hierarchy using Level 1 for Non-DoD and Level 2 for DoD. Enter the Retention
Days in numeric format. Add Comments. Select the Save button to add the Record Retention Rule, or the Close button to close

the popup and reject all changes.
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The PMO Admin user will receive an error if attempting to add a Record Retention Rule that already exists.

Administration Console

Record Retention Rules

+ INFO: The Record Retention Rule was added successfully.

Component Admin User 1D Last Update Date Range

EqualTo. v EqualTo v to

v !
v !
Showing 1to 3 Jentries 1 m

The PMO Admin user will receive a success message upon the successful addition of a Record Retention Rule.
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Administration Console

Record Retention Management

View Record Retention History Tables

© Record Retention Rules History
View the change history of the Record Retent

etention rules for PIEE

© Record Retention Exclusion Rules History
¥ Jusionsf

The PMO Admin user will have the ability to manage the exclusion of specific Contract Numbers from deletion. To view and
manage Record Retention Exclusions for PIEE, select Record Retention Exclusion Rules from the Manage Record Retention

menu.

Show 10 v entries

Contract Number

M670010800010

M670010800010

M670010800010

N0038300G0258

NO038301G034B

Delivery Order

0037

Comment Admin User 1D Last Update Date. Actio

20200831

n
el Wocete

= =
==

- | = o
®View

| e H soce |

The PMO Admin user may search by Contract Number, Delivery Order, Admin User ID, and Update Date Range, or leave these
fields blank to return all records. Business Process is a mandatory field.
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Scene 15

Administration Console

Record Retention Exclusion Rules.

Contract Number Delivery Order Comment AdmiUser 1D LastUpdate Date Acton
M670010800010 o007 20200831
o |
M670010800010 o0ss
= A
= =3
L

To view comments entered for a Record Retention Exclusion Rule, select the View button. To edit a Record Retention Exclusion
Rule, select the Edit button.

Scene 16

Record Retention Exclusions - Edit

Contract Number *
M6700108D0010
Delivery Order Number

0037

omment

Added by DB Script (DUC538)

The Excluded Contract Number and Excluded Delivery Order fields are read only. The Comment field can be edited. Select the
Save button to save changes, or the Close button to keep the current data.
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Scene 17

Administration Console Menu

+ INFO: The Record Refention Exclusion was updated successfuly.

Show 10 v enties

Contract Number

Admin User 1D Last Update Date Action
F3360102F0014 20190716
@ View

Nootss1o0z008
] 5o
NOOSOAOAFATAZ

o

The PMO Admin user will receive a success message upon the successful update of a Record RetEtio? Exclusion Rule. To
delete a Record Retention Exclusion Rule, select the Delete button.

Scene 18

Record Retention Exclusions - Delete

Excluded Contract Number
F3380102F0014

Excluded Delivery Order

Comment

test

Select the Save button to delete the Record Retention Exclusion Rule, or the Close button to keep the current data.
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Record Retention Exclusion Rules.

B Ly g —

mmmummmwm.m

Show 10 v enties

Contract Number Delivery Order

==
_—
H hr | [T
‘Showing 110 2 of 2 entries

-]

The PMO Admin user will receive a success message upon the successful deletion of a Record Retention Exclusion Rule. When a
Record Retention Exclusion Rule is deleted, the rule will no longer display in the search results.

Scene 20

To add a Record Retention Exclusion Rule, select the Add button.

Equal To v

m m + This only puts the fst 500 resuls

Equal To v Equal To v

S, -
==

Show 10 v enties

Contract Number
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The PMO Admin user will select a business process. The remaining required criteria will be based on the Business process that
is selected.

For example, when the business Process is 'Awards' the PMO Admin user will need to enter the rest of the required criteria. The
PMO Admin User will be required to enter Contract Number and Comments. The Delivery Order Number is optional.
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Record Retention Exclusion

Administration Console

Menu

Rules.

+ INFO: The Record Refention Exclusion was added successiuly.

Delivery Order Admin User 1D

Equal To v Equal To v

The PM O Admin user willreceive a success ‘

Show 10 v enties

Contract Number

F3360102F0014

N0018910DZ006

NOOBO404FA142

Delivery Order

i

Update Date Range

2 user Exi

Comment Admin User 1D Last Update Date
20190716
@ View
20180718
® View
20190716
@ View

message upon the successfuladdition of a Record
Retention Exclusion Rule.

=
= 3
1 &=

The PMO Admin user will receive a success message upon the successful addition of a Record Retention Exclusion Rule.

Scene 24

Welcome to the Procurement Integrated Enterprise Environment

Post Award Ad: Payment
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QVfWF

Wide Area Workflow

Operational Support Other
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To view allrecords currently in the Retention Period, the PM O Adm in

user willneed to exitthe PIEE Adm inistration Console and return to
the PIEE homepage and select the EDA link.

To view all records currently in the Retention Period, the PMO Admin user will need to exit the PIEE Administration Console and
return to the PIEE homepage and select the EDA link.
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cene 2

Electronic Data Access

EDA

i Searches

B Award Data Bookmarks S

Select Bookmark on the first screen Select Save Search on the results.
@ Administration of any given menu option to have a Screen of any given search result to
shortcut display here. have a shortcut to those results
display here.
ANALYTICS

Y Create Query

@ Saved Queries

I Reports
Award Reports
CDR Reports
Mylnvoice Reports
System Property Audit

eports

Contract Closeout
Reports
Destruction Reports
GFP Reports
1UID Reports

PCM Reports

On the EDA Homepage, under Reports, select Destruction Reports.

DA
& Award Data Bookmarks Saved Searches
Select Bookmark on the first screen Select Save Search on the results
@ Administration of any given menu option to have a screen of any given search result to
shortcut display here. have a shortcut to those results
display here.
ANALYTICS

Y Create Query

@ Saved Queries

Reports

vard Reports

CDR Reports

Mylnvoice Reports

System Property Audit

Contract Closeout
Reports

Destruction Reports

GFP Reports

1UID Reports

PCM Reports
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cene 2

Electronic Data Access

EDA

Bookmarks

B Award Data

Select Bookmark on the first screen
@ Administration of any given menu option to have a
shortcut display here.

ANALYTICS

¥ Create Query

® Saved Queries

L Reports
Award Reports
CDRReports
Mylnvoice Reports
System Property Audit
Reports
Contract Closeout
Reports
Destruction Reports
GFP Reports

1UID Reports

PCM Reports

Electronic Data Access. °

FAVORITES

@ Dashboard

EDA

B Award Data

@ Administration

ANALYTICS

Y Create Query

© Saved Queries

L Reports

TASKS

AwardReports  CDRReports  Mylnvoice Reports  System Property Audit Reports

Klbana Reports  Access and Account Management

Destruction Reports
Report Description

DestructionReports  GFPReports  IUIDReports  PCM Reports

Saved Searches

Select Save Search on the results
Screen of any given search result to
have a shortcut to those results
display here.

JAMReports  NCCS Reports

Contract Closeout Reports

WAWF Reports

Documentation

Records Destruction  This report contains target and actual destruction dates for records within or past their retention  VIEW REFERENCE
Report E GUIDE

period in PIEE

Records Exclusion
Report retained in PIEE.

This report contains records that have been excluded from destruction and will continue to be

VIEW REFERENCE

Legacy Tasks

Scheduled Tasks

Task Download

On the Destruction Reports menu page,

select Records Destruction Report.
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FAVORITES

® Dashboard
A

B Award Data

@

AwardReports  CDRReports  Mylnvoice Reports  System Property Audit Reports  Contract Closeout Reports

DestructionReports ~ GFPReports  IUDReports ~ PCMReports  JAMReports  NCCSReports  WAWF Reports

Kibana Reports  Access and Account Management

Destruction Reports

Report Description

ANALYTICS

Y Create Query
Saved Queries
lu Reporte
TASKS

Legacy Tasks
Scheduled Tasks

Task Download

Documentation

Records Destruction  [This report contains target and actual destruction dates for records within or past their retention  VIEW REFERENCE
Report riod in PIEE. GUIDE

Records Exclusion “This report contains records that have been excluded from destruction and will continue to be

VIEW REFERENCE
Report retained in PIEE. IDE

I Electronic Data Access °

a
FAVORITES

@ Dashboard

EDA

E Award Data

ANALYTICS

Y Create Query

Saved Queries

it Reports v
TASKS

© Scheduled Tasks

v

|

Records Destruction Report Search Criteria

Business Process Record Type

Micro-Purchase Card ReceivingReport v | | Destroyed Records

Micro-Purchase Card Receiving Destroyed Records

Report Number
Retained Records

Retention Start Date Range
o 5 to

Destruction Date Range

v
fllecms

In Records Destruction Report Search Criteria, select Retained Records in the Record Type field. Search results can be narrowed
down by additional optional search criteria. Several fields are dependant on the selected Business Process and Record Type.
Once Search Criteria has been entered, select the Search button. The Search can be saved by selecting the Bookmark button.
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cene 2
Electronic Data Access °

FAVORITES Records Destruction History Search Results
&, Export Results save search | % Refine Search
@ Dashboard
Award Number 11 Delivery Order Number 1) Solicitation Number 11 SF44 Order Number 1| Signature Date 11 Issue DODAAC 11 Admin DODAAC 1
DA
N6095118D6111 20161215 S05124 05124 -
B AwardData
SPE4A114G0005 0359 20150604 SPE4AS 505124
@ Administration
SPE4A114G0005 0345 20150515 SPE4AS 05124
ANALYTICS
F336570264011 0518 20050407 FAB620 505124
¥ Create Query
FAB65105C0108 20050318 FABGS1 05124
Saved Queries
5051241501028 S0512A15F1028 20170712 S05124 505124
lid Reports v
051241501056 S0512A15F1056 20170712 505124 S0512A
TASKS
5051241501041 S0512A15F1041 20170712 S0512A 505124
Legacy Tasks
051241501059 S0512A15F1059 2017-0712 S0512A S0512A
Scheduled Tasks
05121501094 SOS12A15F1094 2017:0712 S05124 05124 .
Task Download ‘ :
Results: 1010 12 3 4 5 > » |10V 144 Results Returned

Search results can be exported to an Excel Spreadsheet by selecting the Export Results button.

FAVORITES Records Destruction History Search Results
4 Refine Search
@ Dashboard
Award Number 1] Delivery Order Number 1| Solicitation Number 1| SF44 Order Number 1] ot Issue DODAAC T Admin DoDAAC T
DA
N6095118D6111 20161215 505124 05124 -
B Award Data
SPE4AT14G0005 0359 20150604 SPEAAS S0512A
@ Administration
SPE4AT14G0005 0345 20150515 SPEAAS S05124
ANALYTICS
F3365702G4011 0518 20050407 FAB620 S0512A
Y Create Query
FA865105C0108 20050318 FAB651 S0512A
Saved Queries
S0512A15D1028 S0512A15F1028 20170712 505124 05124
lid Reports M
S0512A15D1056 S0512A15F1056 2017-07-12 505124 S0512A
TASKS
S0512A1501041 S0512A15F1041 2017-0712 505124 S0512A
Legacy Tasks
S0512A15D1059 S0512A15F1059 20170712 S0512A 05124
Scheduled Tasks
S0512A15D1094 S0512A15F1004 2017-07-12 505124 05124 .
Task Download ‘ '
Results: 11010 102 3 4 5 > » [10v 144 Results Returned
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Scene 29
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Records Destruction Report | (&)

The Exported report will look like this samplé Excel Spreadsheet.

This concludes our demonstration.
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