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Quick Start Guide: Roles & Responsibilities Page 
The Roles & Responsibilities Page provides an overview of the roles and responsibilities 
involved in various processes overseen by the Purchasing and Contract Management Office 
(PCMO) and offers direct access to related resources and forms. 

 

How to Use the Page 

1. Go to Get Started. 
 Hover over the Get Started menu on the website and select Roles & Responsibilities from 
the dropdown list. 

2. View All Procedures or Filter Your Search. 
 By default, all procedures display. To narrow results, use the checkbox filters below the 
header to build your specific purchase scenario (e.g., Small Purchase <$10K–<$100K, Federal 
Funds, Software). 

3. Expand the Relevant Sections. 
 After selecting filters, scroll down to see the matching sections. Each section outlines who 
does what within that procedure (Unit, PCMO, UPAY, etc.). 

4. Access Additional Resources. 
 Within each section, click the Additional Resource(s) link(s) to view related documents, 
forms, and guides. Links open in a new window. 

5. Use the Glossary. 
 A Glossary at the bottom of the page defines acronyms and key terms used throughout the 
process. 

6. Start Over Anytime. 
 Click Clear Search to reset your filters and explore other procedures. 
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