
	  

 
 

CREATING A PREP 
 

Step 1- Ask your AOR to create the PREP for your program in FFPMIS. 
 
Step 2- Once you receive confirmation the AOR created the PREP, search for your program by 
clicking on the Search tab at the top of the screen. 
 

1. Under Program select the Standard Search option. 
2. Select the check box next to Program. 
3. Select Development from the program type drop-down menu. 
4. Select your country from the drop-down menu. 
5. Click the Search button. 
 

Step 3- Select the appropriate program.  
 
Step 4- You should now see the main page of your program, with the tabs displayed as follows: 
Ration Calculator, AER, Commodity Pipeline, CRT, LOA Monetization, Executive Summary 
Table, DA Summary, Partner Documents, and PREP Documents.  Complete each tab in order 
from left to right, as they apply to your program. 
 
Step 5- Click on the Ration Calculator tab to begin entering your data.  
 
Please note: For all programs awarded prior to FY14, you will see existing ration calculator 
data in the system. This is historical data and should not be updated unless instructed to do so by 
your AOR. You will enter ration calculator data for your current PREP by creating a new ration 
calculator, as indicated in step 6.  
 
Step 6- When you are in the Ration Calculator tab, click the New Ration Calculator button. 
 

1. Select the fiscal year for your PREP. For example, if the program is currently 
implementing in fiscal year 2014, then the upcoming PREP being created in this action is 
for fiscal year 2015. 

a. Using the drop-down menu, select the appropriate fiscal year.  
b. Click the Save button when finished. 

 
Please note: The Office of Food for Peace has made the determination all data entered into 
FFPMIS will be done by fiscal year, instead of implementation year. As a Result FFPMIS no 
longer functions on an implementation year basis; all records in the system were updated to 
correspond to the fiscal year only. Due to this change, when existing programs had a Commodity 
Pipeline spanning multiple fiscal years an additional Commodity Pipeline was created to 
account for the two years of information previously entered in FFPMIS. As a result, your 
program will already have a Commodity Pipeline for 2015, even though you are just now 
entering your 2015 PREP. If this is the case, you will need to add each commodity from the 2015 
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Commodity Pipeline to the 2015 Ration Calculator you just created, along with any additional 
commodities. 
 

2. Click the RAC Program Element tab. 
3. Click the New RAC Program Element button. 

a. Select your program element from the drop-down menu.  
b. Enter in the number of recipients. 
c. Click the Save button when finished. A new table will appear. 

4. Click the Add New button in the top corner of the table. A new line will appear in the 
table and the top line will become active, allowing you to enter data. 
Click on the white space under the commodity heading and a drop-down menu will 
appear. 

5. Select the commodity you are requesting from the drop-down menu. 
6. Complete the remaining required fields (food aid ration size per recipient per day, 

number of recipients per food aid ration, and number of ration days provided). If desired, 
you may also enter an activity name. 

 
Please note: All commodities must be entered on the Ration Calculator first – even those used 
for monetization only. To enter a commodity for monetization, enter it into the Ration Calculator 
under the appropriate program element with zeros for the required fields. It will then be 
available for selection on the AER.) 
 
To enter a request for 202(e) cash funding, which is 202(e) funding that is not associated to 
traditional Title II commodity-based activities, select 202e PROGRAM from the commodity 
drop-down menu. The 202(e) cash requests amounts are entered on the executive summary for 
the current PREP. Refer to Executive Summary section (Step 11) below for additional guidance. 
 
Repeat steps 2-6 to enter in the remaining program elements and commodities required for this 
PREP. Click the Save button when finished. 
 
Step 7- Click on the AER tab to enter information for monetization commodities. If not 
applicable to this PREP, skip to step 8. 
 

1. Click on the PREP line for the fiscal year of the AER you would like to edit. The fiscal 
year you are editing should match the fiscal year you entered on the ration calculator. 

2. To add monetization information to an existing program element, click on the AER 
Program Element tab and select the appropriate program element from the listing. 

3. Select Single Year for the year span. 
4. If the commodity is listed, enter the MT required. 
5. If the commodity is not listed, click the Add New button at the top of the table to select 

another commodity. Only those commodities entered on the ration calculator will be 
available for selection in the drop-down menu that appears. 

a. Select the commodity from the drop-down menu. 
b.  Enter the MT required. 
c. Click the Save button when finished. 
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Repeat these steps as necessary to add monetization information for each program element. 
 
Step 8- Click on the Commodity Pipeline tab. 
 
Please note: For all programs awarded prior to FY14, you will see existing commodity pipeline 
data in the system. This is historical data and should not be updated unless instructed to do so by 
your AOR. You will enter commodity pipeline data for your current PREP by creating a new 
commodity pipeline. The Commodity Pipeline will always start in the month of October and run 
through September. 
 

1. Click the New Commodity Pipeline button. 
2. Select the fiscal year for your PREP. 
3. Enter the appropriate inland rate, if applicable. 
4. Click the Save button when finished. 
5. Enter the appropriate amounts for the traditional Title II commodity-based 202(e), ITSH, 

and commodity information (opening stocks, call forward MT, MT arrivals, planned 
distributions, etc.).  

6. Click the Save button when finished. 
 
Please note: Until you have saved the information entered on the commodity pipeline, the system 
will not calculate the values. You are able to save the information entered at any time to 
calculate or update values. Saving the commodity pipeline will not prevent you from entering 
additional information. 
 
Step 9- Click the CRT tab. If not applicable to this PREP, skip to step 11. 
 

1. Click the New CRT button. 
a. Select the fiscal year. 
b. Click the Save button when finished. 

2. Click the Add New button on the top of the table. 
a. Enter the sale start and end dates. 
b. In the Food Aid Commodity column, use the drop-down menu to select the 

 appropriate commodity. 
c. Complete the data entry fields applicable to your program:  

i. Tonnage (MT) for call forward  
ii. Estimated FAS cost p/MT Ocean freight estimate p/MT 

iii. Inland freight estimate p/MT 
iv. Partner/consortium monetization fee p/MT 
v. Anticipated taxes and duties p/MT 

vi. Anticipated sales price p/MT  
3. Click the Save button when finished. The system will auto calculate values in the 

remaining fields based on the information you entered.  
 
Please note: Until you have saved the information entered on the CRT, the system will not 
calculate the values. You are able to save the information entered at any time to calculate or 
update values. Saving the CRT will not prevent you from entering additional information. 
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Repeat steps 2-3 to add additional CRT information as necessary. 
 
Step 10- Click the LOA Monetization tab. If not applicable to this PREP, skip to step 11. 
 

1. Click the New LOA Monetization button. 
2. Select the fiscal year. 
3. Enter the start date. 
4. Enter the end date. 
5. Complete the additional fields as appropriate. 
6. Click the Save button when finished. 

 
Step 11- Click the Executive Summary Table tab. 
 
Please note: For all programs awarded prior to FY14, you will see existing executive summary 
data in the system. This is historical data and should not be updated unless instructed to do so by 
your AOR. You will enter executive summary data for your current PREP by creating a new 
executive summary. 
 

1.   Click the New Executive Summary button. 
2. Select the fiscal year. 
3. Select the month of the first call forward for this PREP. 
4. Enter the appropriate inland rate. 
5. If you are entering in ITSH information for that fiscal year, verify the amount matches 

the total of the ITSH values entered on the commodity pipeline. 
6. If you are entering in 202(e) information for that fiscal year, see the information below: 

a. If you are only requesting traditional Title II commodity-based 202(e) information, 
verify the amount matches the total of the 202(e) values entered on the commodity 
pipeline. 

b. If you are requesting 202(e) cash funding not associated to traditional Title II 
commodity-based programs, you must enter that request amount in the 202(e) field. 

c.  If you are requesting 202(e) cash funding along with traditional Title II 
commodity-based 202(e) funds, enter only your 202(e) cash request amount in the 
202(e) field. The traditional Title II commodity-based 202(e) funding requests 
must be entered on the Commodity Pipeline. 

7. Complete the remaining free entry fields.   
8. Click the Save button when finished. 
9. A table will appear that pulls in the direct distribution and monetization commodities 

from the ration calculator and AER. These commodities cannot be edited on the 
executive summary. Changes must be made on the ration calculator or AER. Once the 
changes are made to the ration calculator and AER, the executive summary will 
automatically update. The commodity values automatically calculate based on the values 
associated to each commodity for the month selected on the executive summary. 

 
Step 12- Click the DA Summary tab.  If not applicable to this PREP, skip to step 13. 
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1. Click the New DA Summary button. 
2.  Select the fiscal year. 
3. Select the month for which you are requesting Community Development (CDF) funds. 
4. Enter the appropriate amount. 
5. Click the Save button when finished. 

 
Repeat these steps to add additional CDF requests for additional fiscal years or months. 
 
Step 13- Click the PREP Documents tab. 
 

1. Upload any required or optional documents for your PREP by clicking on the document 
title in the document description column. Clicking on a document title will bring you to 
the document upload screen. Here, you can browse your computer and select a document 
to upload. Please note that none of the documents are required by the system to complete 
a PREP. 

2. Contact your AOR if you have questions about required PREP documentation.    
 
Step 14- Notify your AOR when you have entered in all necessary information for your PREP.  
Your AOR will review your PREP and initiate the approval process. If changes are required to 
the Title II life of award amount, DA life of award amount, program end date, or description 
please let your AOR know so that these fields can be updated accordingly. If changes are 
requested by your AOR, make them in the system, then click save once you have made the 
necessary updates.  


