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1 System Overview

The system is a web-based portal which allows vendors to review Federal Procurement
Opportunities over $25,000.

All Users: From the site’s main navigation page, any user (not password protected) can
utilize navigation to review:

Getting Started
General Information
Opportunities
Agencies / Offices Lists
Privacy Statement

Government Users, when logged in using their password protected account can do the
following:

Buyers: Possess key system functionality as outlined below:

o Maintain Buyer Profile. Buyers can be set up to be agency, or specific
contracting office, buyers.

o Create, Modify/Amend, or Cancel an Opportunity Notice.

o Manage document package content, and vendor accessibility to package
documents, that support opportunities. Buyers can upload non-sensitive docs
(and attach existing controlled, unclassified docs to notices)

o Receive and electronically evaluate vendor proposals, quotes, and information
(if the Agency/Office Location Administrator enables the Bid Module
functionality for the Buyer’s registered location).

o Buyers can create non-fbo solicitation links. These links create document
packages that are not tied to FBO solicitations (parallels functionality
previously found in the FedTeDS system). With this feature, the buyer is able
to create a clickable link that can be used in other systems/documents. When
clicked by a vendor, the vendor is taken to a system interface where their
authorization to review materials (explicit access / export controlled) is vetted
prior to letting the vendor access the materials.

Engineers: This user group can post / update controlled, unclassified documents for
use as attachments to Opportunities. Engineers, unless also designated to be a
buyer, cannot post or manage opportunities. NOTE: Every user is registered for a
particular agency/office and usually location, which includes engineers. Buyers of the
same office will see unattached technical packages when posting notices for
attachment. Buyers can also search by PR#, a technical package identifier, to find
packages submitted for any office that is unattached, but a user must know the PR#
to find it.

Buyer/Engineer: A user can be given both Buyer and Engineer user rights. This
allows a single user to both post secured, but unclassified documents and to create
solicitations.

Location Administrators: Users that have the authority to authorize an agency’s
staff member as being able to post opportunities in the system. Location
Administrators are also able to post opportunities for their agency.

Super User: Users with system oversight and administrative rights.

Vendors, when logged in using their password protected account can do the following:
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¢ Vendor Profile: Vendors maintain profiles in the system streamlining use of the
portal. Among other profile elements, the following key vendor information is
maintained in their profile:
¢ DUNS (Data Universal Numbering System) Number
e Commercial and Government Entity (CAGE) Code
e MPIN (Marketing Partner Identification Number) - Optional profile field
required to view controlled, unclassified materials.

e Vendor Opportunity Review Features: Vendor can search for opportunities based on

the following terms:

e Keyword or Solicitation Number

Opportunity/Procurement Type
Posted Date
Response Deadline
Last Modified Date
Contract Award Date
Place of Performance Zip Code
Place of Performance State
Set-Aside Code (“set-aside” solicitations allow only specified business
concerns)
Classification Code
NAICS (North American Industry Classification System) Code
Agency/Office/Location(s)
Recovery and Reinvestment Act Action

e J&A Statutory Authority
Vendor can set up “search agents” based on detailed search elements, which
highlight newly added opportunities which align with their search criteria. Vendor
can add opportunities to a “watched list” list (akin to a “favorites” list). Per the
vendor’s profile status, vendor can review documents associated with the
opportunity (Packages).

¢ Opportunity Actions: Vendors are able to add themselves to the “Interested Vendors
List” (IVL) for an opportunity. If the buyer has indicated that reviewing vendors are
able to review other interested vendors, vendors can review the list of vendors who
have expressed interest in the opportunity. Vendors can request explicit access to
view controlled, unclassified materials with explicit access designation. If the
vendor’s profile indicates that the vendor is eligible for access to export controlled
packages, the system allows the vendor access to those packages. Additionally,
Vendors can electronically respond to RFIs, RFQs, and RFPs directly through the web
site for those notices which have the Bid Module enabled by the buyer.
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1.1 Definition of key terms
Below is a list of key terms and how they are used throughout the system.

Term

Accessibility

Icon

€ Acc=ssibility

Accessibility: ON
or Q iy

Description

Accessibility Mode - Disables select interface
enhancements to ensure users of assistive
technologies have full and equal access to all aspects
of this web site. Icon is “red” if accessibility mode is
“on” or “blue” if accessibility mode is “off".

Account

n/a

From an “account,” a user is designated as an
engineer for a particular agency or office. Because
some engineers are associated with multiple
agencies/offices, they will have multiple accounts
tied to their username.

Add Office
Location

Allows admin to insert office location for Agency.

Active Notice

n/a

Notice that is open for vendor review/response.

Approve

Approve

The “Approve” button is used to approve a vendor’s
request for explicit access to controlled, unclassified
documents.

Audit Trail

n/a

For controlled, unclassified documents, the system
tracks each time a vendor reviews the record. This is
captured in the “audit trail” sub-tab of a released
document.

Authorized
Party

n/a

Certain controlled, unclassified package(s) require
that a vendor be explicitly authorized to review the
materials. A government user can pro-actively select
a vendor user for access, or a vendor can request,
and be granted access through this system. Once
the vendor is given explicit access to review the
package, they are an “authorized” party.

Authorized
Vendor

n/a

Export Controlled requires that the vendor's company
be certified by the Defense Logistics Information
Service Joint Certification Program (JCP) to receive
unclassified technical data disclosing military critical
technology with military or space application. Those
vendors that are certified to receive export controlled
materials are termed “authorized vendors.” This
system receives a daily feed of authorized vendors,
which determines access based on a vendor’'s CAGE
code/MPIN.

Bids

n/a

If enabled by the admin and buyer, this feature
allows for the electronic submission and evaluation of
vendor responses to notices.

Buyer

n/a

Government user that is presenting an opportunity
notice in the system.

CAGE Code

n/a

Commercial and Government Entity (CAGE) Code - A
CAGE Code is a five (5) position code that identifies

Copyright © 2010
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companies doing, or wishing to do business with the
Federal Government. The format of the code is the
first and fifth position must be numeric. The second,
third and fourth may be any mixture of
alpha/numeric excluding I and O. All positions are
non-significant. The code provides for a standardized
method of identifying a given facility at a specific
location.

Cancel Notice

Notice that has been cancelled. Does not go to
archives until archive date for the notice.

Clear

Clear

The “Clear” button appears when a user is using
search filters. If selected, the system “clears” any
previously entered search filters.

CLIN

n/a

Buyers may enable an online Item (CLIN) builder
which will serve as a template for the items that
vendors will be requested to quote on; buyers may
utilize the Item (CLIN) Builder in conjunction with
requesting electronic submission of proposals as well.

Create Award
Document

%]

Add designation of the contract award recipient.
“Document” is a single attachment (either link or
uploaded document) that can be attached to a
“Notice”. A collection of documents can be bundled to
create a “Package”

Document

n/a

“Document” is a single attachment (either link or
uploaded document) that can be attached to a
“Notice”. A collection of documents can be bundled to
create a “"Package”

Doc Package

n/a

If enabled by the buyer, vendors can submit an
electronic response to notices in the form of
document (file) uploads.

Draft

Saved, but not necessarily complete. Drafts are not
viewable on vendor interface.

DUNS

n/a

DUNS (Data Universal Number System) Number -
According to the FAR 4.11, prospective vendors must
be registered in CCR (Central Contractor
Registration) prior to the award of a contract; basic
agreement, basic ordering agreement, or blanket
purchase agreement. According to FAR 52.204-7, to
register in CCR, a firm must have a Data Universal
Numbering System (DUNS) number. The DUNS
Number is assigned by Dun & Bradstreet, Inc. (D&B)
to identify unique business entities.

Edit

Open record for edits.

Electronic
Submissions

n/a

If the Bid Module is enabled by the Admin and Buyer,
vendors can submit electronic responses to notices
called Electronic Submissions which can be a CLIN
form and/or a doc package.

Engineer

n/a

User that can post / update sensitive, but
unclassified documents for use as attachments to
Opportunities. Engineers are registered for a
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particular agency/office and usually location. Buyers
of the same office will see unattached technical
packages when posting notices for attachment.

Explicit
Access

n/a

Vendor is given explicit access to review controlled,
unclassified package(s). A government user can pro-
actively select a vendor user for access, or a vendor
can request, and be granted access, through this
system.

Export
Controlled

n/a

Export Controlled requires that the vendor's company
be certified by the Defense Logistics Information
Service Joint Certification Program (JCP) to receive
unclassified technical data disclosing military critical
technology with military or space application. This
system receives a daily feed of authorized vendors,
which determines access based on a vendor’s CAGE
code/MPIN.

Form

n/a

Any screen where a user enters data that is saved in
the system.

Go

Go

If data is entered in keyword search filter, select the
“Go"” button to submit the request.

Go Back

Go Back

During a stepwise process, use of the “go back”
button takes the user back one step in the process.

Help

@ Help
or @

Throughout the system, the system presents users
with the opportunity review system “Help” messages.
The icons presented here will take the users to the
help message that is available.

Insert Child
Agency

Allows admin to insert sub-agency in an Agency
hierarchy.

Interested
Vendor

n/a

If a notice is set to allow for either of these features

(note the features are set by the buyer), vendors will
be allowed to do the following: 1) indicate interest in
a particular notice, 2) review the listing of interested
vendors for a notice (i.e., list of targets for potential

collaboration).

Log-in

Use username and password to logon to an account
on the system

Logout

The “Logout” button can be used to log the user off
the system.

Modify/Amend

Edit or amend a notice.

MPIN

n/a

Marketing Partner Identification Number. Export
Controlled requires that the vendor's company be
certified by the Defense Logistics Information Service
Joint Certification Program to receive unclassified
technical data disclosing military critical technology
with military or space application. This system
receives a daily feed of authorized vendors, which
determines access based on a vendor's DUNS/MPIN.
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Buyers can create links to controlled, unclassified
documents posted in the FBO system, for viewing
outside the context of FBO notices. Non-FBO
solicitations, when released in the system, support a
“link” (URL) to the Non-FBO solicitation’s controlled,
unclassified document packages. The Non-FBO “link”

Slc\jﬁzi-tzs’ign n/a can be used in other systems, or documents, and
when clicked by a vendor will “link” the vendor to the
Non-FBO materials. The system controls vendor
access (e.g., explicit access, export control) to the
Non-FBO solicitation in the same manner as it does
for a FBO solicitation. Non-FBO links were previously
managed through FedTeDS.
Package $ Collection of “"documents” that can be attached to a
“notice”.
Paste Text FEz|
Post Finalizes a Notice and posts the notice on the system
for vendor review.
The “Proceed” button saves the entered data on a
form and takes the user to the next step (first
Proceed Proceed prompting users to complete required fields on the
form).
Quicklink n/a A “quicklink” is a system navigational option that if

selected takes a user to a specific action on the site.

Quit Process

Cuit Process And Return |

The “quit process and return” button returns the user
to the previous page, without updating any record

and Return fields.
Register * Register How Request a user account on the system.
The “Reject” button is used to reject a vendor's
Reject Reject request for explicit access to controlled, unclassified
documents.
S:éi:;i | Release Package | Finalizes a Package and releases for use by a buyer.

Required Field

A red asterisk next to a field label indicates that the
field is a required.

The “return” button returns the user to the

b 3
Q

Return R
navigation.
Review or w T . :
view Review” opens an object for review.
The “Save” button saves the entered data on the
Save Save form. User will be required to complete all required
fields on the form.
The “Save Draft” button saves the entered data in a
Save Draft Save Draft draft document, (user is not required to complete
required fields on the form).
Vendors can set up “search agents” based on
selected detailed search elements. Search agents
Search Agent n/a

can be run on an ad hoc or scheduled basis to
highlight newly filed opportunities which align with
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www.fbo.gov Page 9 of 138




Location Admin 1.99

the desighated search criteria.

Controlled,
Unclassified
Document

n/a

Vendors are required to logon to the system and to
have a valid MPIN on file to review controlled,
unclassified documents. “Export Controlled” and
“explicit access” are more stringent access controls
that may also apply to controlled, unclassified
documents.

Spell Check

e

Certain text entry fields offer spell check tool that is
indicated by this icon.

Sub-tab

n/a

These are sections of a main navigation that a user
can move to while in that main navigation (e.g.,
“my profile” is a main navigation, and “account”
and “contact information” are sub-tabs in that
main navigation).

Username

n/a

All users will have one “username”. The username is
used to log into the system.

Vendor

n/a

Provider of services.

Watched List

| Watched

Designation that vendor can set on a notice that
saves the notice on a sub-tab list of notices. The
watched list is easily accessed with a quick link.

Copyright © 2010
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2 Logging onto the System

2.1 System URL

The URL for the system is https://www.fbo.gov. All system users navigate to this URL to
logon to the system.

2.2 Navigation Bar on Logon Page — Unsecured features

The Navigation across the top of the login page allows users access to the following
features prior to being logged onto the system:
I. General Information
II. News
ITII. Opportunities (for all agency office locations)
IV. Agencies
V. Privacy

* FEDBIZC

\, Search more than 200* active federal opportunities. St RECOVERY

FBO now contains Recowery and
Reinvestment Act actions.

Place of Performance: Any State or Temtory - Type:  Any -

Keyword / Solicitation #: l:l @ FBO RECOVERY REFORTS

Posted Date: Last 30 Days -  Set-Aside Code:  Any -

N Click here for Opportunities
Agency: &
|‘}) | m Click here for Awards
Addtional criteria and multiple selections are available on the advanced search form, Clitk D 1o -foarmy e

& user Guines

63«;_ Where can | find the U.5. Coast Guard's announcement seeking innovative ideas supporting

the Deepwater Horizon Response efforts for the oil spill in the Gulf of Mexico? e

-
= Vendor
= Engineer
= | ocation / Agency Admin

Buyers / Engineers Vendors / Citizens _
Use Adobe Acobat Reader to view

Government users may post, manage, and Vendors and citizens may search, monitor, files in POF format.

award opportunities. and retrieve opportunities.
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2.3 Register for an Account

Note - Before an individual government user can register to use FBO, his or her Agency
must be registered with FBO. Please contact the Federal Service Desk (www.fsd.gov) for
assistance with Agency Registration.

I. To get started, go to fbo.gov and click on the “Register Now” link in the Location /
Agency Administrators section. This will open up a series of screens where the user

enters registration data.

Buyers / Engineers

Government users may post, manage, and
award opportunities.

Vendors / Citizens

Vendors and citizens may search, monitor,
and retrieve opportunities.

B Engineer
= | ocation / Agency Admin

Use Adobe Aorobat Reader to view
files in PDF format.

3l DEMONSTRATION VIDEOS

Username » View Opportunities Username ¢ Find Opportunities
Mo login is required to Mo login is required to Wat.ch ﬁemuns.tr.:.atu:lln videos :
view opportunities. view opportunities. designed to familiarize you with the
Password » Register How Password » Reqister Now features and functionality of the
new FBO.
» Password Reminder * Password Reminder
Login » Recovery FAQs Login » Recovery FAQs ) Watch the Videos

Location / Agency Administrators ADDITIONAL RESOURCES

m FAQs m Federal Agency Buginess Forecasts

» Login Here = Federal Service Desk = Federal Assets Sales

» Register Now I = Recovery.gov = Federal Grants
= Whitehouse govirecovery/ = USA gov
= Business Partner Network (BPN) = Minority Business Development Agency
m Central Contractor Reqgistration (CCR) m SUB - Net (Subcontracting Opportunities )
= (Online Reps & Cert Application (ORCA] = |AF
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II. Step one - Personal Information is entered. Once required fields are entered,
select “proceed”.

€3 Accessibility
Location/Agency Administrator Registration
o RETURN TO HOME
Personal FedBizOpps (FBQ) Registration Form for Federal Users * indicates a required fisld
Information Before an individual user can register to use FBO, his or her Agency must be registered with FBO. Please
- contact the FBO Helpdesk for Agency Reaqistration
® Account Information
Your Full Hame*:
- Please enter your full name.
@ Review/Subimit Example: John F. Smith

Your Suffix:
If applicable, enter your suffix.

The Title of Your Position:
Enter the title of the position you hold at your agency.

Your Email Address™
Enter your email address.
Example: john@agency.gov

Phone*:
Enter your phene number

Cancel Proceed II
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I. Step two - Account Information is entered — Agency or Agency/Office Location is
set up, along with password creation. When you enter a desired password, for
security purposes, the password must meet the following criteria:

e Must be between 8 and 14 characters
e Must contain 1 of each of the following:
o lower case letter
o upper case letter
o number
o special character (e.g. !, %,")

II. During account registration, location admins should request to be an “office
location administrator”. This allows users to manage buyers and engineer
registrations for their location, and to manage opportunities for their location.

III. Once required fields are entered, select “proceed and review”.

oy oSy

Location/Agency Administrator Registration

A RETURN TO HOME
(i} Perzonal Information J On this step: Please choose your agency/office location and choose an account password

@ Account Information Account Information *indicates a required field

B Agency™:
C3j) Review/Submit Choose your agency down to the lowest level

| |

User Level™:

() Agency Administrater (7) Office Location Administrator

Username*:
Please choose your login username now

Desired Password*:
Enter the password you wish to use to gain access to the system.
For security purposes, the password must meet the following criteria:
1. Must be between & and 14 characters
2. Must contain all of the following:

m 1 lower case letters

= | upper caze letters

= | numbers

m 1 special characters (e.qg. !, %,*)

Repeat Desired Password™:
Repeat the password you entered in the previous field to verify it was entered correctly.

III

| GoBack || Cancel || Proceed & Review |

I. Step three - Review/Submit - Registrant is asked to review registration
information.
II. Click “go back” to correct information on previous steps.
ITII. If everything is correct, click “"submit” at the bottom of the page.
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- FedBizOpps (FBO) Registration Form for Federal Users
@ Review/Submit Your Full Name:
TESTLA

Your Email Address:

testla@noemail.com

Phone:
F5R5R51212

Account Information

Agency:
GEMERAL SERVICES ADMINISTRATION/Office of Integrated Acquisition Environment

User Level:
Office Location Administrator

Contracting Office Location:
Symplicity Test Location

Username:
TESTLA

Desired Password:

EREERRHIRL

Repeat Desired Password:

EREERRHIRL

| GoBack || Cancel || submit |

IT I1I
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I. The next screen explains that registrants will receive an e-mail after submitting a
registration which allows them to confirm the validity of their identity/email. Users
should follow the directions in the e-mail

Federal
BLIRIIH?bS

% FEDBIZOPPS.GOV e s

€9 Acoessibility
Buyer Registration
A RETURN TO HOME
@ Personal Information Final Step: Email Verification
@ t Inf tin f IMPORTANT: You should receive an email shorly. In arder to complete the registration
oG EN ..f} pracess, you must verify your email address and identity by following the email instructions.

You may now return to the FBO home page.

w
@ Review/Submit

II. Once the location admin has completed the steps outlined in the email, the
registrant’s account must now wait for agency administrator approval prior to being
able to logon to the system.

III. Once approved, newly registered location admins will be sent a confirmation e-
mail. Once that approval is received, a new user may login to the system.
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2.4 Returning Users — Log into the system

I. Point your browser to https://www.fbo.gov and select Location Administrator
“Login Here”.

Buyers / Engineers

Government users may post, manage, and

award opportunities.

Username

II

Password

» View Opportunities

in is required to
ppportunities.

ter How

¥ Password Reminder

* Recove

FAQs

Location / Agency Administrators

¢ Login Here
+ Register Now

Vendors / Citizens

Vendors and citizens may search, monitor,

and retrieve opportunities.

Username

Password

= Engineer

= | ocation / Agency Admin

Use Adobe Aorobat Reader to view

files in PDF format.

{5l cEMONSTRATION VIDEOS

» Find Opportunities

Mo login is required to
view opportunities.

r Register How

Watch demonstration videos

features and functionality of the
new FBO.

* Password Reminder

ADDITIONAL RESOURCES

» Recovery FAQs

() Watch the Videos

designed to familiarize you with the

FAQs m Federal Agency Business Forecasts
Federal Service Desk = Federal Assets Sales

Recovery.gov = Federal Grants

Whitehouse govirecovery! m USA gov

Business Partner Network (BPN} = Minority Business Development Agency
Central Contractor Registration (CCR) m SUB - Net (Subcontracting Opportunities)
Cnline Reps & Cert Application (ORCA} = |AFE

II. Note, a location admin’s username and password will also work for the
“buyers/engineers” interface logon. If logged in this manner, only buyer /
engineer navigation will be available. Use the location / agency admin logon to
manage agency / buyer data.
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I. That link takes the user to the "Administrator” interface for the system.
II. On this screen, enter username and password to log into the system.
ITII. Click “"Go” to continue to logon.
IV. The “Forgot My Password” option allows a user to request a password via email
(user name must be known).
V. To return to FBO home page (previous screen), click the "FBO Home page” link.
VI. "For Help: Federal Service Desk" links directs the user to www.fsd.gov for
assistance with the site.

Fedaral

LVPPS.GOV e

Admin Login
_,./Lngin k{Fn:nrgn:nt My Password '\L

Username:

Password:

|:| Keep me logged in on this computer

111 )| Go || Reset |

FBO Home page | For Help: Federal Service Desk VI

iE)
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2.4.1 Captcha Security

I. Login Security - When a user (or machine) enters a username or password
incorrectly three consecutive times, a captcha (image with characters) is
displayed as a check to see if the user attempting to log in is indeed a human

user.

II. The user must enter the characters displayed in the “Verification Code” with their
username and password in order to attempt another login. This prevents
unauthorized access by spammers and other security threats. Users can click on
the image to hear the code.

Werification Code II

X IU Q

Regenerate image | |\jsyal Verification Code. Click to hear the code.

'_| 1 mmam wrm Lmmimamed i s i e e
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2.4.2 FBO Terms and Conditions

I. All users are required to review and to agree to FBO Terms and Conditions which
are presented after a user has entered correct username and password data.

II. To agree to the terms and conditions, select “accept”. If you do not consent to
the conditions stated, select “decline.” Decline logs the user off the system.

FBO Terms and Conditions

LOG OFF IMMEDIATELY if you do not consent to the conditions stated in the following
notice. Otherwise click "Accept” to accept the terms and proceed.

CONTROLLED UNCLASSIFIED INFORMATION PROPERTY OF THE UNITED
STATES GOVERNMENT

DISCLOSURE, COPYING, DISSEMINATION, OR DISTRIBUTION OF CONTROLLED
UNCLASSIFIED INFORMATION TO UNAUTHORIZED USERS 15 PRORIBITED.

m

Please dispose of controlled unclassified information when no longer needed.

l. Usage Agreement

This is a Federal computer system and is the property of the United States
Government. It is for authorized use only. Users (authorized or unauthorized) have no
explicit or implicit expectation of privacy in anything viewed, created, downloaded, or
stored on this system, including e-mail, Internet, and Intranet use. Any or all uses of
this system (including all peripheral devices and output media) and all files on this
system may be intercepted, monitored, read, captured, recorded, disclosed, copied,
audited, and/or inspected by authorized Federal Business Opportunities (FBO)
personnel, the Office of Inspector General (OIG),and/or other law enforcement
personnel, as well as authorized officials of other agencies. Access or use of this
puter by any person, whether authorized or unauthorized, constitutes consent to
[1 |N interception, monitoring, reading, capturing, recording, disclosure, copying,
itina. and/or inspection at the discretion of authorized FBO personnel. law

Accept ] [ Decline
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3 Location Admin’s Secured Interface

3.1 “session time out”

Once a user is logged onto the system, the system will check to make sure the user is
actively using the site. If a user is inactive for 60 minutes, the user will be automatically
logged off the system. Activity in this sense is defined as data that has been submitted by
the user. Some examples are the request for a navigational (e.g., selection of a quicklink)
or if a user submits a form (e.g., selection of “save draft” during notice creation).

To ensure the user is aware of this pending circumstance, after 55 minutes of inactivity, a
warning message appears that indicates the pending action. When the warning message
appears, to remain logged onto the system, select “click keep me logged in”. If the user
does not make this selection, the session will be closed and any unsaved data will be lost.
The system returns the user to the system logon screen (fbo.gov).

3.2 Main Navigation

I. Main Navigation for the Location Admin’s Secured Interface appears down the left of the
user’s page. Using this navigation, users can move between the following key
navigational elements: “Home,"” “"Procurement Notices,” "Documents/Links,” "Manage
Location,” “Stats,” “Contacts,” “Electronic Accounts,” and "My Account.”

Fedaral
Business

* FEDB1zOPPSs.cov 2.,

dj Home Home
£l Procurement Motices

I : /| Home
{#] Documents/Links N

|, Manage Location

E’ . Video Demonstrations NEW m Statistics
& Contacts The Adobe Flash plugin is required.
#ll Electronic Accounts 116 Active Procurement Notices

O Managing Buyers & Locations

@ Stats 62 Archived Procurement Notices

‘ta My Account

My @3 Pending Actions 0 Active Non-FBO Soliciations
(3) User Guide 1 Explict Access Requests 2 Archived Non-FBO Soliciations
'j) For Help: Federal Service Deﬂ 0 Agency Contact Registrations 41  Active Document Packages

A 15  Agency Users
."> Quicklinks

ﬂ Creale Hohce ‘_S Announcements

ﬂ Mod/Amend Notice There are no announcements at this time.
*7] Create Awarg

ﬂ Cancel Notice

() Unload New DocumentsiLinks
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3.2.1 Home

The “Home"” page allows for easy access to the following system features:

I. “Quicklinks” — Navigational options that if selected take a user to a specific action on
the site (e.g., "Create Notice”).

II.  “Announcements” - System Announcements posted for the user’s reference.

ITII. “Pending Actions” - Tally of the pending actions, (e.g., number of explicit access
requests in need of processing).

IV. “Statistics” — Tally of the Active and Archived Notices on the site.

Fedaral
Business

* FEDB1zOPPs.cov 2.,

@ Home Home

Procurement Motices
-/ Home \

{#] Documents/Links

Manage Location
E’ . Video Demonstrations NEW m Statistics
& Contacts The Adobe Flash plugin is required.
Ml Eloctronic AboniE 116 Active Procurement Notices
O Managing Buyers & Locations
@ Stats 62 Archived Procurement Motice
My Account
& X L@} Pending Actions 0 Active Non-FBO Seliciations IV
(3) User Guide 111 1 Explictt Access Reguests > Archived Non-FBO Soliciations
@ For Help: Federal Servicuﬂ:lé‘g 0 Agency Contact Registrations 41 Active Document Packages
15 Agency Users
.’;) Quicklinks
#*. ] Create Moti :
J ~feale ROtice _'3 Announcements II
ﬂ Mod/Amend Notice I There are no announcem ne.

*ﬂ Create Award
ﬂ Cancel Notice

i,? Upload New Documents/Links
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3.2.2 Multi-account Users

II. Because some location admins are associated with multiple agencies/offices, they will
have multiple accounts tied to their username. Users having multiple associations can
switch between accounts by using the “switch account” tool on their home page. A
smaller switch account option also appears on the top of all pages of navigation.

ITII. If the username is not associated with multiple accounts, these links will not be

available.

IV. When a user logs in, they will see “user name” / “agency” of the account they are
currently managing.

@ Home

Procurement Motices
®) Documents/Links
« it Agencies
#l Organizations
& Buyers
#ll Electronic Accounts
& Stats
f}l My Account

* FEpB1zOPPS.cov 2.

Federal

Tuesday, May 20, 2008 | 12:47 pm | Uzer: nancy agency - DELAWARE RIVER BASIN COMMISSION E

( III

£'GOV USA.gov_

4

Q:) User Guide
(3) Help Desk

Home

[ Home }

Video Demonstrations NEW
The Adobe Flagh plugin iz required.

O Managing Buyers & Locations

@ Pending Actions
0 Explicit Access Requests

1 Agency Contact Registrations

.i} Quicklinks
ﬂ Create Notice

£ ModiAmend Notice
*7) create Award
ﬂ Cancel Notice

|3 Upload New DocumentsiLinks

[all statistics

1 Active Procurement Notices

=

Archived Procurement Notices

=

Active Non-FRO Soliciations

Archived Non-FBO Soliciations

0 Active Document Packages
5 Agency Users
t' Account Switcher
“our username is tied to more than one account. Jump to a different office/agency
account instantly by changing the selection below.
Switch office/lagency account: I
| DELAWARE RIVER BASIN COMMISSION v\

Tip: click the E icon at the top of the page to switch accounts at a\[‘time.

13" Announcements

There are no announcements at this time.
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If “switch account” link is clicked, the user will have the option to select another
account.

Home Page Option to switch account:

Tuezday, May 20, 2008 12:47 pm | User: nancy agency - DELAWARE RIVER BASIN COMMISSION E Logout
+*

Federal
Businass

* FEDB1zOPPs.cov oome...

@ Home Home

Procurement Notices
[ Home ||_

2] Documents/Links

2:GOV USA.gov_

- Agencies
it Ag =t Video Demonstrations NEW |I| Statistics
i} Croanizations The Adobe Flash plugin is requirsd.
& Buvers o 1 Active Procurement Motices
3 Managing Buyers & | ocations
#li Electronic Accounts 0 Archived Procurement Notices
@ Stats
(& My Account £\ Pending Actions 0 Active Non-FBO Soliciations
0 Explicit Access Requests 1 Archived Non-FBO Soliciations
Du Guid i i
Q User Luide 1 Agency Contact Registrations 0 Active Document Packages
(3) Help Desk
g 9 Agency Users
."9 Quicklinks
#* || Create Notice
‘J I r' Account Switcher
i, . Your username is tied to more than one account. Jump to a different office/agency
J ModAmend Hotice I account instantly by changing the zelection below.
*a Create Award Switch officelagency account:
i DELAWARE RIWVER BASIN COMMISSION b |

ﬂ Cancel Notice

[cancel

[ DELAWARE RIVER BASIN COMMISSION
Sample Agency in FBO Test
TENNESSEE VALLEY AUTHORITY
WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY
There are no announcements at this time.

|an>r time.

13 Upload New DocumentsiLinks

Option to switch shows on top of page of other pages in the site:

Tuesday, May 20, 2008 | 12:47 pm | User: nancy agency - DELAWARE RIVER BASIN COMMISSION E
Fedaral -

* FEDB1zOPPS.coV it MM Cov Usaodl
@Hcme

Procurement Notices
{#) Documents/Links

Home

- Agencies
3 ﬂ 3 = Video Demonstrations NEW m Statistics
il Organizations The Adobe Flagh plugin is required.
& Buyers 1 Active Procurement Notices

I When a user is about to change accounts, the system will present the following
warning. If a user switches accounts without saving work, they will lose those edits.

‘%‘/ Are you sure you want to switch to a different account? You will be redirected to
FBO Admin Home. If you have any unsaved work, please click cancel and first

save your progress!

0K Cancel
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3.2.3 Procurement Notices

I. There are four sub-tabs on the “Procurement Notices” page. “Procurement Notices”
lists all “Posted” (viewable on vendor interface) notices.
II. The “drafts” sub-tab lists draft notices (not viewable on vendor interface).

III.
interface).

The “archived” sub-tab presents a list of archived notices (not viewable on vendor

IV. The “"Non-FBO Solicitations” sub-tab lists links to documents posted in FBO for viewing
outside the context of FBO notices. Note: These links were previously managed

@ Home
Procurement Motices
@ Documents/Links
= {iil Agencies

#l} Organizations

& Buyers

¥l Electronic Accounts
P Stats
& My Account

@) User Guide
(@) Help Desk

through FedTeDS.

1ay 20, 2008 | T\/

User: nancy agency - WASHINGTOH METROPOLITAN AREA TRANSIT AUTHORITY # | Logout I+

GOV USA.qov_

4 Return To Home

fPrncurement Notices \/Draf‘ts I(Ar:hived YNDH—FBD Solicitations \

Keywords/SOL #: | P More Search Fields

Items 1-20 of 35

—
Jump | 1 ¥ | Next =

Actions Title v Sol/Ref Numbervy Typerv Agency ¥ |Location v | Posted v | Response Deadline v | Modified v
] &) ] %3 test ) Mar 21, 2008
Qj Telephones 123456789 Presolicitation o v Mar 26, 2008 5:30 pm 2:17 pm
Name: Draft Modification ~ Posted: %
Name: Draft Modification ~ Posted: %
Bzl [test : Mar 23, 2008
Q21 =] £ |one one Fresolicitation | section 5 v Apr 26, 2008 5:00 pm | 1S
184y ) e |test . Mar 23, 2008
@ !m two Presaolicitation | section 5 qf Apr 04, 2008 5:00 pm £:09 pm
Y 8 1 = PN |test : Mar 23, 2008
Q@ |thrEE three Presolicitation !sectmn 5 v Mar 31, 2008 5:00 pm 5:12 pm
You can reach the
R EaR3] FedBizDgg_s H_EIQ | . ) |test 2 Mar 23, 2008
Q-j sk byclickitg.on 6786786 Presolicitation isectmn 3 ( Mar 31, 2008 5:00 pm £:13 pm
*ha Haln Aacl: link
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3.2.4 Document/ Links

I. There are three sub-tabs on the user’s "Documents/Links” page. The “packages” sub-
tab presents the list of active document packages associated with their registered
agency/office and the “archived” sub-tab presents list of archived packages not
viewable to vendors/public.

II. The “authorized parties” tab has three sub tabs which enumerate, “authorized”

vendors, “pending requests” for authorization, and “rejected requests” for

authorization.

The keywords search allows a user to conduct a full word search of the document title.

The “more search fields” link opens up additional search filters (less search fields”

closes the added search filters).

I1I.
Iv.

Sunday, August 1, 2010 | 7:16 pm | User: Micki LocationAdmin
Federal -

FeEpB1zOprs.cov s,
Lﬁ Home

Procurement
2] bocuments/|]

E-cov USA

DocamestelnE 4 Return To Procurement N

) Packages YATChiVEd YAuthnrizEd Parties \

W Manago Tocatoy Keywords: ik More Search Fiel
& Contacts
il Electronic Accounts Item - T~ Jump 1 v | Ne
@ stats Label | T1] | Type~ v Solicitation v |created onv |Posted on v
& My Account 000002 |0ther (Draft RFPY sponses to Questions, etc..) ‘Test-UDUDU2 |Ju| 31, 2010 9:50 pm |Ju\ 31, 2010
) User Guide Down : Technical Specs
) For Help: Federal Service DesH | 00000. |0ther (Draft RFPs/RFIs, Responses to Questions, ete..) ‘TESt—DDDDD3 |Ju| 31, 2010 9:51 pm |]L|\ 31, 2010
Download/View: Technical Specs
000004 |other (Draft RFPs/AFIs, Responses to Questions, etc..) iTe;t-nnnnm iJul 31, 2010 8:53 pm i]u\ 31, 2010
Download/View: Technical Specs.
072710 [ salicitation [o72710 [7ul 27, 2010 11:25 am [3ul 27, 2010

Sunday, August 1, 2010 | 7:21 pm | User: Micki LocationAdmin
Federal -

FEpB1zOPPrs.cov s,
@Home

Procurement Notices
@ Documents/Links

4 Return To Documents:

: v
DocumentsiLinks |

#p Manage Location

& Contacts

#l Electronic Accounts
@ stats

(& My Account

- ("Packages Y Archived { Authorized Resil

Keywords:

Secure: (@) yes () no Posted Date

[aa]

) User Guide

Type w Posted: B yes &

Items 1-20 of 42

Jump 1 = | Ne

) Eor Help: Federal Service DesK

|| Label / PR £+ | Typer | Solicitation v  Created on v |Posted On v
0ooooz EDther (Draft RFPs/RFIs, Responses to Questions, etc..) iTast-UEIUEIU2 1Ju| 31, 2010 9:50 pm iJuI 31, 2010
Download/View: Technical Specs
00000 | Other (Draft RFPS/RFIs, Responses to Questions, etc..) | Test-000003 |Jul 31, 2010 9:51 pm |3ul 21, 2010
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3.2.5 Manage Location

. There are two sub-tabs on the user’s "Manage Location” navigation.

II. The “Edit Location” sub-tab displays the user’s registered Location’s profile; click
the “Edit” button to make changes; once changes are made, click "Save” to save
changes.

III. The “Contacts” sub-tab presents a list of buyers/engineers for that office
location.

IV. The “Electronic Accounts” list users in the agency who are only able to submit
notices via ftp/email accounts.

V. Search filters are available to help find buyers and electronic account users. Use
“More/Less search fields” links to add display/hide the search filters.

VI. Use “Search” to submit a search.

Federal

* FEDB1zOPPS.cov o,

III

Home _ {}fﬂ{ }grated { }an Environment: Symplicity Test Location

5] Procurement Notices
; {” Edit Location T Contacts "\
E Drocuments/Links

B Manage Location

& Contacts

Electronic Accounts Office Location Information
D stats
L% My Account Code: SYMP

Name: Symplicity Test Location

Address: Wilson Bhed

3 -

"-:) Hsertai Arlington, Virginia 22202
@ For Help: Federal Service Deszl United States

Vendor View ML List Default: Default On

“endor Add Themsehres To WL List Default On
Default:

Allow CLIN Template: Allow

Allow Doc Package: Allow

Active; yes
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3.2.6 Stats

I. “Stats” is a resource tool that allows the user to view FBO system activity for an
organization.
II. Data can be pulled for a particular day or for a range of days. When using range,
queries are limited to 31 days for system performance reasons.
III. If range is selected, each day’s data will be presented separately in the results.
Use the report type field to select “single date” or “date range”
IV. Users can review stats for their agency level and below in the hierarchy.
V. Select "Search” to submit the stats request.

Sunday, August 1, 20

Federal
Business
n

(4] Home
Procurement Notices
{#] Documents/Links

Hp Manage Location II

\ & Contacts Select a date range to calculate stats v
Wi Electronic Accounts
@ Stats

[ (oo e

(3) user Guide )
(3) For Help: Federal Service Des?
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I. Stats Report Categories:

Users by user type

Active Postings by posting type

Active packages by secure / non-secured
Archived Postings by posting type

Archived packages by secure / non-secured

II. Totals are presented for each report category.

§ [al] statistics

Aug 01, 2010

(4=

Buyers

[4=)

Engineers

0 Vendors (On Watchlist)

IT )iz Total

Active Postings

0 Presol
0 Mods
0 Awards

0 Sources Sought

0 Foreign Standard

0 Sale Surplus

0 Special Notice

0 Combined Synopsis/Solicitation
0 JEs

0 Intent To Bundle Reguirements

II Yo Total

Active Packages
0 Mon-Secure Packages
121 Secure Packages

121 Total
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3.2.7 My Account

I. There are two sub-tabs on the users "My Account” page (which are tied to an account
profile). On these sub-tabs the user is able to update “contact information” and
“account” data.

II. Agency, Office, Location and Role information are shown on the right section of this
page. Note: The information reflected here determines which opportunities a location
admin is able to manage on their account’s secured interface. Location Admins will
manage opportunities, packages and users that are aligned with their agency/office
location branch of the organization.

III. From the “contact information” tab, select the “edit” to make changes to contact fields.

Sunday, August 1, 2010] 8:03 pm | User: Micki LocationAdmin | Logout

Federal

* FEDB1zOPPS. QE oot M COY USA.gor

Il

|_ﬁ Home L ~>Admin: Contact Info 4 Return To Stats
[El Procurement Motices
o st Contact Information YAccount \
ocuments/Lin
# Manage Location Agency Information  [<]
& Contacts H Gt FedTeDS Help
#h Electronic Accounts Agency User Information Desk Agency
@ stats FedTeDS Help
& My Account Fulname: Micki LocationAdmin Office gesk e
/ - First Name: Micki Fr:_f;"';; :’”l
: ot N s : . |FedTel elp
@ User Guide Last Mame: LocationAdmin Location: Desk Location
Email. mmcmanng@symplicity. com 5 z =
@) For Help: Federal Service DesK Role(s): |Locationadmin
Phone: 7033510200
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I. Enter field changes as desired. Select “save” to save updates to the form.

Tuesday, May 20, 2008 | 1:3% pm| User. symp location admin - AGENCY REPORT AGENCY NAME

Logot

Fed

* FEDB12zOPPS.GOV fim.

2 Home symp location admin: Contact Info 4 Return

Procurement Notices
{#) Documents/Links

fcuntact Information YAECDunt \

- ﬁ[ Agencies *indicates & required field | Agency Information |;|
#ll Organizations V= AGENCY REPORT AGENCY
& Buyers A U Inf: ti ENCY NANE
gency User Intformation
¥ Electronic Accounts Edit your personal information Office | Top Level
B stats - ER:II'e Agencyadmin
{2 My Account e 2

Fullname”: | symp location admin
@ User Guide

(3) Help Desk

First Name: | gymp

Middle Name: |location

Last Name: | admin

I

Suffix:
Email*: | support@symplicity.com
Phone:

I Cell Phone:

< Fax:

|
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I. From the “account” tab, users can change their username or password.

II1. Select “save” to save updates to the form.

(2] Home
Procurement Notices
2] Documents/Links
- ﬁ Agencies
#} Crganizations
& Buyers
&1 My Account

Tuesday, April 15, 2008 | 3:26 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Acco

* FEDB1zOPPS.COV S5 s

unt | Logout

@ User Guide

(2) Help Desk

nancy agency: Account _\I I/_
[ Contact Information } Account \.

4 Return

* indicates & required field

Account Information

Username® gin

|nancyagency

Enter New Password: l:l
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4 Manage FBO Notices

4.1 Create Notice

I. From any page on the system, a user can go to main navigation “Procurement Notices.”
This takes the user to the “notices” list.

II. From the list, use the “"Add New” button, located at the bottom of the page, to initiate a
new notice. To create a notice, the user will walk through a stepwise process.

Thursday, &pril 17, 2008 | 12:35 pm| User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY E Logout
Federal s

* FEpB1zOPPS.cov S i *

2:GOV USA.gov_

(21 Home Procurement Notices
Procurement Notices

# Documents/Links

4 Return

_’(Procurement Notices TDraﬂ:s YArchived YNDH—FBO Solicitations \

Mok <eywossisoLgph | »More [Go| [clear]
i} Organizations
& Buyers Items 1-2 of 2
& My Account Actions Title v Sol/Ref Number ¥ |Typev Agency ¥ Location v |Posted v | Response Deadline v | Modified
3 5 Apr 16,
e ] ] &) =j |test Combined test - ) ]
OM @ solicitation alphasalnum Synopsis/Solicitation | section 2nd;oflios v EEHDS 2:00
: (3) Help Desk —
Name: Modification 1 Posted: Apr 16, 2008
Mar 21,
Gl ¥ 41 &1 | Telephones | 123456789 Presalicitation e |8 v Mar 26, 2008 5:30 pm | 2008 2117
pm

Hame: Draft Modification  Posted: %
Hame: Draft Modification  Posted: %

Add New | Ttems 1-2 of 2

III. Alternatively, a user can use the quicklink “Create Notice” on their home page to initiate
a new notice.
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4.1.1 Step 1 - NOTICE TYPE

The first step establishes the following fields for the Notice:
I. Contracting Office Location—- may be preset if that user is only affiliated with one office
location.
II. Type
III. Solicitation Number
Iv. Note data entered in step 1 cannot be edited later. Care should be taken to ensure
accuracy of data entered.
V. Select “proceed” to move forward to step two.

(2 Home Create New Notice

Procurement Notices Return to Procurement Notices | Return to list (Procurement Notices
2] Documents/Links

& Manage Location o Notice Type Notice Type * indicates & required field
‘ Contacts Complete all required fields and click proceed to continue to the next step.

il Electronic Accounts

3 Stats Agency/Office:

& My Account This field cannot be changed

FedTeDS Help Desk Agency/FedTeDS Help Desk Organization

3 i

(D User Guide Contracting Office Location:

() For Help: Federal Service DesH This field cannot be changed
E FedTeDS Help Desk Location

Type*:
Presolicitation -

Solictation Number®:

Quit Process And Return | [ Proceed
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4.1.2 Step 2 — NOTICE Details

I. The second step establishes the following fields for the Notice (asterisks indicate
required form field):
a. Title* - description of services, supplies, or project required. NOTE: 256 character
limit.
Classification Code* -
NAICS Code*
. Recovery and Reinvestment Act Action
Response Date*
. Primary Point of Contact*
Secondary Point of Contact
Description*
. Place of Contact Performance
j. Set Aside
Archiving Policy* (note - notices archive the morning of this date).
. Allow Vendors to Add/Remove From Interested Vendors*
m. Allow Vendors to View Interested Vendors List*

b
c
d
e.
f
g
h
[
J
k
I

Federal

* FEDB12OPPS.COV Smnies W F cov USAgor

(2 Home Create New Notice
Procurement Notices Return to Procurement Motices | Return to list (Procurement Notices)
#] Documents/Links
#p Manage Location T N Motice Details * indicates & required fisld
‘ Contacts Enter no nformation below. Click proceed to review your information once complete or save draft to save your
#h Electronic Accounts o Hotice Details you can finieh and post later.
@ Stats
l% My Account 3 v me Solicitation #: Procurement Type: Date Posted:
Test-000005 Presolicitation August 1, 2010
(2) User Guide Title*:
.\:D For Help: Federal Service Des%! 5) Review/Submi Brief title description of services, supplies, or project required by the posting agency. Note: 256 character limit.

Classification Code*:

Having Problems With This Field? Click Here. |

Is this a Recovery and Reinvestment Act Action?*:
@ yes @ no

I. Note, because of the length of the form, not all fields are shown in the manual screen
shots. Buyers should enter data requested in sequence as they scroll down the form.
Fields will potentially appear conditionally as data is entered (e.g., if archiving policy is
set to “automatic, on specified date” the buyer will be asked to enter the archive
date).

II. Some browsers may not display the form fields in the same way presented in this
guide. The fields are structured to allow for a broad spectrum of browsers, and will be
presented in the most robust manner for a user's system configuration. Internet
Explorer users should upgrade to version 6.0 or higher, and Firefox users should
operate on version 2.0 or higher, for optimal capabilities.
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II.

I1I.

For both Classification Code and NAICS Code fields, the system offers some features to
help users more quickly navigate to their target values in the code lists.

For the Classification Code field, use the arrow key field to open a complete listing.
Highlight the target code and hit enter.

Classification Code®

Service or zupply code number. Each =ynopsis =hall clazsify the contemplated contract action under the one
clazzified code which most clozely describes the acquisition. If the action i= for a multiplicity of goods and/for
services, the preparer ghould 2elect the one category best describing the overall acquisition bazed upon
value.

—E

10 — Weaponsz —
11 — Nuclear ordnance

12 — Fire control equipment

13 — Ammunition & explosives

14 — Guided mizzilez

15 — Aircraft & airframe structural componentz

16 — Aircraft components & accessories

17 — Aircraft launching, landing & ground handling equipment

18 — Space vehiclez T
19 — Ships, gmall craft, pontoons & floating docks

20 — Ship and marine egquipment

22 — Railway equipment

23 — Ground effectz wvehiclez, motor vehiclez, trailers & cycles

24 — Tractors

25 — Vehicular equipment componentz

26 — Tire= and tubes

28 — Engines, turbines & components

28 — Engine accessories

30 — Mechanical power tran=smizzion eguipment

f there iz no close date.

Alternatively a user can type the code (e.g., "10" or "R") of the target value to
navigate to the target selection and hit enter.
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I1.

I1I.

For the NAICS Code
field, place the cursor
on the field and start
to type the code / or
the text for the code.
If you start to type
part of a word found in
a code, e.g., "tex", the
system will start to
display terms with that
term in the code.

If you start to type the

numeric code, the system

will present codes
containing that string of
values.

Click the "having problems
with this field, click here"
button to have the system

MAICS Code®

Type the NAICS code to 2earch for NAICS codes

tex .

313112 — Yarn Texturizing, Throwing, and Twisting Mill=
313312 — Textile and Fabric Finizshing (except Broadwowven f
314125 — Other Household Textie Product Mills

314511 — Textile Bag Millz

314555 — All Other Mizcellaneous Textile Product Mills
333252 — Textile Machinery Manufacturing

= fi ~fi | [ | =

display a complete listing of

NAICS codes which can be
used for selection. Use the _
arrow key field to open a complete listing. Highlight the target code and hit enter.

NAICS Code®:
Type the NAICS code to search for NAICS codes

MNAICS Code*:
Type the NAICS code to =earch for NAICS codes

111 @

111110 — Sovbean Farming

111120 — Oilzeed (except Sovbean) Farming
111130 — Dry Pea and Bean Farming

111140 — VWheat Farming

111150 — Corn Farming

111180 — Rice Farming

1111581 — Oilze=d and Grain Combination Farming
111159 — All Other Grain Farming

111211 — Potato Farming

111219 — Other Vegetable (except Potato) and Melon Fa &

w
Y

[Mew Contact

vl
MAICS Code®
Type the NAICS code to =earch for NAICS codes

L]

I Having Problems With This Field? Click Here. I

w

h

111110 — Soybean Farming
111120 — Oilzeed (except Soybean) Farming
111130 — Dry Pea and Bean Farming
111140 — Wheat Farming

Addarn

e N S

k=, Leave empty if then

<]

][22
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I. When creating a notice, if you are having trouble cutting and pasting text to the Fi
description text box, click the icon with the letter T on the icon, or press the
"control" and the "v" keys; doing either process will open a pop-up window that allows
you to paste in plain text to the field. Note: It may take a few seconds for the pop-up
window to open. Unless you use the icon, pop-up blocking will need to be disabled for
this site.

II. Once the pop-up window is open, paste the text in the pop-up box and click "insert"
("cancel" aborts the process.) Text is converted to plain text and inserted at the top of
the text field box. Note, insertion does not overwrite existing text in the field. Use the
alignment, bold, italicize, and underline tools to add formatting to the plain text being
inserted.

ITI. Note, IE 6 users, will be able to cut and paste, but will not have html editor or the
icon.

& ~ Paste as Plain Text - Windo... [_ [O[X]
e https: //fbo-test.symplicity . com ftinymee/plugins/past v | &

Use CTRL+V on your keyboard to paste the text into the windaow.

Fath: [ (% € Internet 100% - r
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There are four options at the bottom of the form which the user can use on this form.

I. The first is "Go Back”. Use of this button takes the user back to step one.

II. As the user is creating the notice, they may use the “"Save Draft” option to save data
entered for later edits/review. Notices saved in draft format will show with a red x for
posted date on the notices list and they will only have the “review/edit” action
available.

“draft” notice:

Thursday, April 17, 2008 | 12:28 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY E Logout

Image of Notice list, displa

Fedaral

* FEDB12OPPS.COV tamenis b

E-Gov USA.gov_

@ Home Procurement Notices 4 Beturn
ERd t Noti g ==
rocHrensy = = fProcurement Notices YDrafts \/Archwed YNUI‘I-FBO Solicitations \
&l Documents/Links ) "
v [l Agendies Keywords/SOL # | » More |
§il Crganizations L
& Buyers Items 1-20 of 31 Jurmp | 1% | Next >
P | Next =
[’% My Account = =z 3 g TE
Actions Title v Sol/Ref Numbervy Type~v Agency ¥ Location v Posted ¥ Response Deadline v  Modified
= 5 ; Apr 17
3 [
() User Guide Q1 &1 €1 | 417buversal |78979a8sd7F g&ﬂ";‘;ﬂsﬂmtamn teet o |2ndoffice |V : 2008
@HelgDesk 11:33 am
Name: Modification 1 Posted: Apr 17, 2008
' IT A
| . pr 16,
7 #] &1 %] |test |Combined test =
Qj solicitation alphaselnum iSynopsls«"Sollcwtatlon section 2nd offics EDDDDB -
Hame: Modification 1 Posted: Apr 16, 2008 v
[ [ Apr 17
Ltest line__srmesmie test '
2§ cerliatee aabb |Presn\|cltatlon e 5 x = EIDSDBSEm
added export |
e Apr 15,
] #] fa] | .
Qa9 after original testexpexport | Award Notice = 5 v = 2008
explicit section 313 pm
added | 13 p
Name: Award Posted: Mar 23, 2008
Name: Modification 3 Posted: Mar 23, 2008

ITI. “Quit Process and Return” if used when the notice was not previously saved as a draft,
means that the solicitation will not be saved (will not appear on the notice list).
IV. “Proceed” - takes the user to step three in the process.

| Go Back | | Save Draft | | Quit Process And Return | | Proceed
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4.1.3 Step 3 — Attachments

I. The third step allows the user to attach documents or packages to the notice. A
Package is simply a collection of Documents bundled together for review.

II. During Step 3, if you save the notice as a draft, you can edit the attachment(s) again
before posting. When you upload a file during this step, it saves the document as a
fixed attachment. Users cannot ever edit attached files per se. Users can “delete” an
attached document or “remove Package” and upload a new one if the notice is still in
draft status.

ITII. If a user does not wish to attach any documents/packages, they may use “proceed”
button to move to the next step without attaching any documents.

IV. Click "Add New Package” to upload documents to the notice. Users can either submit
materials themselves, or attach secured documents (or both).

Federal

* FEDB12OPPS.COV St e

(2l Home Create New Notice

Procurement Notices Return to Procurement Notices | Return to list (Procurement Notices)
{#] Documents/Links
fp Manage Location 1 | Notice Type Atta chments * indicates & required field
l Contacts Click Aclcl New Package b to documents to this notice. You may proceed and review without attaching

il Electronic Accounts

2 | MNotice Details
@ stats
(% My Account e Attachments
[add mew Package |
4 | Bids
J User Guide :
5 | Review/Submi

() For Help: Federal Service Des
[ €o Back | [ Save Draft | [ Quit Process And Return | | Proceed
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Controlled, Unclassified Attachments

NOTE: If export control or explicit access are required on any of the solicitation’s secured
packages, then all secured packages attached to that solicitation will take on those
requirements. So for instance if “attachment A” is export controlled and “attachment B” is
explicit access, the solicitation as a whole will require that both explicit access and export
control requirements are satisfied by the vendor before either package can be reviewed.

I. When a user is adding a new package, the first step is to indicate whether the
attachment is a sensitive/secure package.
II. If “no,” see below “Non-Secure Attachments”.

Businass

DV Opportunitias

PE-Gov USA.gov_

ice: testnotice415 - newnotice415

Attachments “ indicates a required field
Click Add New Package belo upload documents to this notice. You may proceed and

thout attaching docu

@ Package #1

Is thiz package sensitive/secure? I

Oyes Cno

| Go Back | | Save Draft | | Quit Process And Return | | Proceed
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I. If attaching sensitive/secure packages, the user is given the option to enter a new
package or to select an existing (enter the PR# and use the “find package” button.
II. Users must also determine the Package Type; options will align with the notice type.

Create New Notice
Return to Procurement Motices | Return to list (Procurement Notices)

Attachments

Click Add New Package below to

1 | Notice Type

2 | Notice Details
o Attachments
4

P Package #1

Is this package senstive/secure?®
@ yes (0 no

olls

Do you want to create new or attach/select existing?*:
| Create Mew @i Attach/Select Existing

5 | Review/Submit

Package Type*

solicitation documents cannot be uploaded at this time.
selected for base notices.
II Solictation
ModiAmendment
(7) Other (Draft RFP=/RFis, Responses to Questions, etcy)

Select PR # From Your Office:

-

If not found above, Enter PR # To Search Existing®
Use "find package” to find that pr on the system if it alred F

*indicates & required fig
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I. If adding new, a form will present that allows the user to set up the package.
II. The form should be completed in sequence as displayed. The first section of the form
establishes the terms used to define the package.

1 Attachments *indicates & required fisld
Click Add New Package below to upload documents to this notice. *You may proceed and revie thout attaching documents
= €
e Attachments ) Package #1

Is this package sensitive/secure?®

= Gives Omo

5 Do you want to create new or attach/select existing?*:
(@ Create New () Attach/Select Existing
Package Type®:

..Sulic'rtatiun
Mod/Amendment
~) Other (Draft RFPs/RFIs, Responses to Questions, etc..)
PR#®
Project #:
NSN / MMAC:
Part Number #:
Nomenclature:
I. After setting up the terms to name the package, the user will indicate the
controls for access and CD availability.
II. Once the secure package has been added, use “add new package” to add

another package or “proceed” to go to the next step.
III. Note - There are some practical limits on file size. Users may have problems
with files larger than ~100mb, due to problems with HTTP uploads.
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Is this Export Controlled?*:
Note: To download documents that are designated as "export controlled,” vendors must be cerlified as a 0.5. or Canadian contractor by the Joint Certification
Program (JCP} administered by the Defense Logistic Information Service (DLIS). To apply for this cerification, Vendorsmust submit form DD2345.

|:::| YESs |:::| no
Explicit Access®:
Note: Vendors must be on the Authorized Parties List for attached =olicitation to download documents designated as explicit access.
© yes ©no
Is CD Available®:
|:::| VES |:::| no
File / Link #1
Fie*:

For files over 10 Mb, please use the Large Uplead button. it requires Java to be installed on your system, and your browser needs to allow popups from
this =site.

[ Browse_ || Large Upload (Java) | | Large Upload (Flash) |
D If Uploaded File i=s compressed (.zip), check here to unzip after uploading

Description®:
Enter in a short description for this fileflink

| Remove This File / Link |

| Add Another File / Link To This Package |

Add New Package

Go Back | | Save Draft | | Quit Process And Return | | Proceed
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Non-Secure Attachments

I. If the user is attaching a document that is not secure, they should mark, “Is this
package sensitive/secure?” as “no.”

II. Next, users are prompted to enter the “package type” (available package type
options will align with the notice type).

III. On the file “Type” field, the user indicates whether or not the material to upload
is either a file or a “link”

Iv. If “upload” is chosen, the user is asked to specify the filename (note, user can
use “browse” option to find the file) and to specify if the file is compressed (in
.zip format). If “link” is chosen, the user is asked to specify the URL. Note -
There are some practical limits on file size. Users may have problems with files
larger than ~100mb, due to problems with HTTP uploads.

V. Users are required to enter a description of the package.

VI. After the document has been added, the user can add another document to this
package or add another entirely new package.

VII. “Go Back” button (bottom of form) takes the user back to step two in the
process.

VIII. "Save Draft” saves the materials to the draft notice.

IX. “Quit Process and Return” does not attach the materials.

X. “Proceed” takes the user to the next step in notice creation process.

P Package #1 | Remowve Package

Iz this package =ensitive/secure?®

Solicitation
ModiAmendment
Other (Draft RFPs/RFIz, Responses to Questions, etc.)
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File / Link 1

Type*:

Choose "upload™ to select a file from your computer or choose "link™ to enter in website URL
i) upload ) link

File*:

For fies over 10 Mb, please use the Large Upload button. It reguires Java to be installed on your
system, and yvour browser needs to allow popups from this site.

| Browse_ || Large Upload (Java) || Large Upload (Flash) |

|:| If Uploaded File iz compressed (.zip), check here to unzip after upleading

De=scription®:
Enter in a short description for this filelink

| Remue'l'l:tisFilEJ'Linkl

| Add Anather File / Link To This Package |

|Rerru:mePadtagE|

|A.ddHE‘wParJtagE|

Go Back || Save Draft || Quit Process And Return | | Proceed
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4.1.4 Step 4 — Review / Submit

(Note - If the Bid Module is enabled, ‘Review / Submit’ becomes Step 5 in the process. See
section 5 for more details on the Bid Module functionality.)

I. The fourth step allows the user to review the notice and attachments and to submit

the notice.

II. The “go back” button takes user back in reverse order of the previous steps (3, 2, 1)
and allows the user to edit data entered in earlier steps.
ITII. “Save Draft” saves the materials to the draft notice.

IV. “Quit Process And Return” returns the user to the previous navigation

V. “Delete” allows the user to delete the draft package (save draft must have been used

previously to see this option).

VI. "Print" allows user to open the notice in a printer friendly format. See page for more
details. *

VII. “Post” moves the notice for review by users.

i_‘.ﬁ Home
Procurement Notices
{#] Documents/Links
w {iit Agencies
#} Organizations
& Buvers
& My Account

Wednezday, April 16, 2008 | 7:14 pm | Uzer: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY ﬂ, Logout

*x FEpB1zOpps.cov o PE'GOV USA.gov_

d

Base MNotice: test - test33

@ User Guide

(3) Help Desk

J On this step:
Plzase review your notice information. If satisifed, click
post to finalize your notice. You may click save draft
to =ave your work for a later time, or can click go
back to modify the information.

Go Back | | Save Draft | | Quit Process And Return

Delete | | Print | | Post
Notice
Solicitation #: jocurement Type:
testdd mbined

Synopsis/Solicitation

Date Posted:
April 18, 2008

Title:
test

Clazsification Code:
17 — Aircraft launching, landing & ground handling egquipment

NAICS Code:

111130 — Dry Pea and Bean Farming

Rezponse Date:
Mar 31, 2008 5:00 pm

Primary Point of Contact.:
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4.2 Modify/Amend Notice

I. From any page on the system, a user can go to left navigation “Procurement Notices”
link and then use the modify/amend option to make edits to the notice. Look for:

]

II. Additionally, a user can use the quicklink "Mod/Amend Notice” on their "Home"” page to
modify / amend a notice.

* FEpB1zOprp
@Hume

Procurement Notices
{#] Documents/Links
#p Manage Location

& Contacts

#l Electronic Accounts
@ Stats

& My Account

@ User Guide :
(3 For Help: Federal Service DesH

S.GOV

Opportunitias

Procurement Notices

J/Procurement Motices YDraf‘ts '(Archlved YNon-FBO Solicitations \

4 Return To Procurement Motices

Keywords:

# More Search Fields

Items 1-20 of 97

Jump 1 - | Next =
Actions Titlev | Sol/Ref Numberv Typew Agency v | Location v Posted v |Response Deadline v Modified v
Office of .

- - Symplicity lan 14,
||Q 84 9|8l lyy reo.gi0 Presolicitation L”;;ﬂ;?;ii Test v Jan 15, 2009 2009 11:42
: - Environment Location pm

Name: Changed Posted: Jan 14, 2009 11:42 pm

Office of
. Symplicity Jan 15,
Q8 4E % MM-FBO-024 Presolicitation L"J;ﬂ;?ﬁiﬁ Test v Jan 23, 2009 2009 3:53
) - Environment focation P

: Changed Posted: Jan 15, 2009 3:53 pm

: Changed Posted: Jan 15, 2009 3:10 pm

: Changed Posted: Jan 15, 2009 2:29 pm
Office of i

3 s S Symplicity Jan 22,

Q & % %ﬂt FOIA Special Notice L”Ct;&r;ttliﬂ Test N 2009 1:18
Environment Locakion Ll
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I. During the “"modification type” step in the modify/amend process, the user indicates
which step they would like to start with as they move forward:
a. add to or edit the description
b. attach files to the notice
C. edit or create CLIN/Doc Packages (This option is only available if the Bid Module

is enabled.)

II. The system will then present the appropriate steps to allow the user to make the
requested modifications/amendments.

ITII. If making edits to notice details, they will be taken to “notice details” step.

IV. If only attaching files, the user is taken directly to attachments.

Federal
Businass +

* FEDB1zOPPS.cov L.

E-Gov USA.qov

ki New Amendment for Bid Mod Test 2 - MM-FBO-010
Procurement Notices Return to Procurement Notices | Return to list (Procurement Notices)

) Documents/Links

& Manage Location 1 ) Notice Type Modification Details *indicates & required field
& Contacts

#ll Electronic Accounts e Modifica Where do you want to start the modification process®

a Stats ~) Motice Details, add/edit description

l% My Account 3 | Mofice [ () Attachments, attach Files

(7 Bids (CLIN / Doc Packages)

@ User Guide
@ Eor Help: Federal Service Desf! B [

Go Back | [ Quit Process And Return | | Proceed
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I. If the user indicates that they would like to add/edit the description, the system will
prompt the user to specify whether the existing description should be modified or if the
user would like to append a new text field to the notice that would be highlighted as
newly added material (highlighted in a vendor’s review).

Tueszday, April 15, 2008 | 6:30 pm| U=er: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout

Federal

* FEDB1zOPPs.cov ...

(& Home New Modification for 2nd explicit access make sure not universal status for all - estatate
Procurement Notices

Documents/Links . . 2
8 : Modification Details *indicates = required field

+ il Agencies
#l} Organizations
Where do you want to start the modification process®:
e

@ hotice Dtalls, addiedit description

f% My Account
() attachments, attach Files

\j‘) User Guide
Do you want to change the existing
@ Help Desk I description or simply add to t?*:
O Edit Existing Description
OAdd To Description

[ 6o Back | | Quit Process And Return | [ Proceed |
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I. If editing the existing description, the user will be able to edit the existing
description and other notice detail fields.

Notice Details *indicates & required figld

II. If adding new text field to the notice, a new text box “add the following to
description” appears and is a required field (red asterisk).

Add The Following To Description®:
To paste text into thiz field, click the icon with the letter T, or press CTHL+V. That will ope
a pop-up window that a h

field. Note: you may nee

III. At the bottom of the form for step three, the "Go Back” takes the user back to
step two in the process.

Iv. “Save Draft” saves the modification in draft notice.
V. “Quit Process and Return” does not save the modification.
VI. “Proceed” takes the user to the next step in notice modification process.

| Go Back | | Save Draft | | Quit Process And Return | | Proceed |
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I. The next step allows the user to attach documents or packages to the notice. A
Package is simply a collection of Documents bundled together for review.
II. If a user does not wish to attach any documents/packages, they may use

“proceed” button to move to the next step without attaching any documents.
III. Click “"Add New Package” to upload documents to the notice. Users can either
submit materials themselves, or attach secured documents (or both).

Tueszday, April 15, 2008 | 6:38 pm | Uzer: nancy agency - Sample Agency in FBO Test Switch Account | Logout
Fedaral

*x FEpB1zOpps.cov i ]
QHome

Procurement Notices
Documents/Links

g - = Atta Ch men ts * indicates a required field

= = Click Add Hew Packag d I

without attaching

2.GOV USA.qov_

New Modification for new admin inter - 777666327

ments to this notice. You may proceed and
§ll Organizations g
& Buvers

fb My Account

e 0
serbuide
(3) Help Desk
[€a Back | [ save Draft | | Quit Process And Return | | Proceed | 11

\
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Secure Attachments

NOTE: If export control and/or explicit access are required on any of the solicitation’s
controlled, unclassified packages, then all secure packages attached to that solicitation will
take on those requirements. So for instance if “attachment A” is export controlled and
“attachment B” is explicit access, the solicitation as a whole will require that both explicit
access and export control requirements are satisfied by the vendor before either package
can be reviewed.

I. When a user is adding a new package, the first step is to indicate whether the
attachment is a sensitive/secure package.
II. If “no,” see below “Non-Secure Attachments”.

R New Amendment for Bid Mod Test 2 - MM-FBO-010
Procurement Notices Return to Procurement Notices | Return to list (Procurement Notices)
{#) Documents/Links
& Manage Location 1 ice Attachments * indicates a required field
& Contacts Click Add New Package below to upload documents to this notice. You may proceed and review without attaching
il Electronic Accounts 2 _ ion T documents
@ Stats
g 3
By B @ Package #1
= Attachments i : tives 7
'\9 User Guide a Ie' this pacl:age sensitive/secure
5 I {@iyes [Dno
'.\'9 For Help: Federal Service Desk 5 :

Do you want to create new or attach/select existing?*:
.@. Create New | '_ | Attach/Select Existing

Package Type*:

() Solicitation

(Z) ModiAmendment

Other (Draft RFPs/RFls, Responzes to Questions, etc..)
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I. If attaching controlled, unclassified documents, the user is given the option to
enter a new package or to select an existing one (enter the PR# and use the
“find package” button).

II. The user must also identify the Package Type; options will align with the notice

type.

New Amendment for Bid Mod Test 2 - MM-FBO-010
Return to Procurement Notices | Return to list (Procurement Notices)

1 | Notice Type

2 | Modification Type

3 | Notice Details
o Attachments

5 | Bids

6 | Review/Submit

Attachments *indicates & required fig
Click Add New Package below to upload documents to this notice. You may proceed and review without attaching
documents

@ package s

Iz this package sensitive/secure?®
@ yes (T)no
Do you want to create new or attach/select existing?*:

Package Typse*:
(7 Solicitation
II :
() ModiAmendment
() Other (Draft RFP=/RFls, Responses to Questions, etc..)

Select PR # From Your Office:
-

If not found above, Enter PR # To Search Existing®:
Use “find package™ to find that pr on the 5 m if it already exists.
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L.

II.

I1.

If adding new, a form will present that allows the user to set up the package.
The form should be completed in sequence as displayed. The first section of the form
establishes the terms used to define the package.

Attachments

Click Add New Package below to up

=]
&
[
[
(=]
o
=

(3!

[*u]
=1
[}
(=]
=
o
3!

TS s

P Package #1
Iz this package sensitive/secure?™
@ yes () no

Do you want to create new or attachizelect existing#*:

@ Create New (7)) Attach/Select Existing

Package Type*:

() Solicitation

() Mod/Amendment

() Other (Draft RFP2/RFI2, Responses to Questions, etc..)
PR #*

Project #:

MSN f MKMAC:

Part Number #:

Memenclature:

*indicates & required figh

hout atacning

Remove Package |

After setting up the terms to name the package, the user will indicate the controls for

access, CD availability.

Once the secure package has been added, use “add new package” to add another

package or “proceed” to go to the next step.
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Iz thiz Export Controlled 7=

Mote: To download documents that are designated as "export controlled,” vendors must be cerified as a U.5.
or Canadian contractor by the Joint Certification Program (JCP} administered by the Defense Logistic
Information Service (DLIS). To apply for this certification, Vendorsmust submit form DD2345.

© yes @ no

Explicit Access®

Mote: Vendors must be on the Authorized Parties List for attached =solicitation to download documents
designated as explicit access.

T yes £ no
Iz CD Available®:
T yes i no

File / Link 21

File*:
For files over 10 Mb, please use the Large Upload button. it requires Java to be installed on vour
system, and yvour browser needs to allow popups from this site.

| Browse_ || Large Upload (Java) || Large Upload (Flash) |
|:| If Uploaded File i= compressed (.zip), check here to unzip after uploading

Description®;
Enter in a short description for this filellink

|Rﬂmue'l’hsﬁlefunlt|

| Add Another File / Link To This Package |

|RHnmtEParjtage|

|..lddllewpadtage|

Go Back | | Save Draft || Quit Process And Return | | Proceed 11
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Non-Secure Attachments

I. If the user is attaching a document that is not sensitive/secure, they should
mark, “Is this package sensitive/secure?” as “no.”

II. Next, users are prompted to enter the “package type” (available package type
options will align with the notice type).

III. On the file “Type” field, the user indicates whether or not the material to upload
is either a file or a “link”

V. If “upload” is chosen, the user is asked to specify the filename (note, user can
use “browse” option to find the file) and to specify if the file is compressed (in
.zip format). If “link” is chosen, the user is asked to specify the URL. Note -
There are some practical limits on file size. Users may have problems with files
larger than ~100mb, due to problems with HTTP uploads.

V. Users are required to enter a description of the package.

VI. After the document has been added, the user can add another document to this
package or add another entirely new package.

VII. “Go Back” button (bottom of form) takes the user back to step two in the
process.

VIII. "Save Draft” saves the materials to the draft notice.

IX. “Quit Process and Return” does not attach the materials.

X. “Proceed” takes the user to the next step in notice creation process.

Attachments *indicates & required fig!

pload gocument proceed

Click Add New Package be procee

@ Package #1

Is this package sensitive/secure?®

Package Type*:
~) Selicitation
) Modi&mendment
~) Other (Draft RFPs/RFis, Responses to Questions, etc..)

Bl File / Link #1

Type®:

Lhoose upload T

) uplead () link

File*:

[ Browse_ ]| Large Upload (Java) || Large Upload (Flash) |

D If Uploaded File is compressed (.zip), check here to unzip after uploading

Description®:

CNier in a SnNort JesCript

Remowe This File / Link
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| Add Another File / Link To This Package

;0 Back | | Save Draft | | Quit Process And Return | | Proceed |
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I. At step five, the user is able to review materials, and if appropriate to “post” the
modification/amendment for vendor review. Note: If the Bid Module is enabled, Step 5
would be the “Bids” step.

II. “Go back” allows the user to go back in the stepwise process.

III. The “save draft” button saves the modifications in draft format.

IV. “Quit Process And Return” returns the user to the previous navigation.

V. “Post” moves the notice for review by users.

Federal
Business +

* FEpB1zOPPs.cov i PEOV USA.qo

STEE New Amendment for Bid Mod Test 2 - MM-FBO-010
Procurement Notices Return to Procurement Notices | Return to list (Procurement Notices)

#) Documents/Links

4 Attachments Modification Details

E Manage Location 1 | Notice Type
& Contacts On thls_step: o ) B ) ) ) )
el 2 2 Please review your notice information. If satisifed, click post to finalize your notice. You may click
Electronic Accounts save draft to save your work for a later time, or can click go back to mggify the information.
@ Stats
3
(& My Account [ Go Back | [ Save Draft | [ Quit Process And Return | [ Print | [ Post | &j V

'j) User Guide
@ For Help: Federal Service Desf!

Bids

5 | Bid
o Review!Submit

Where do you want to start the modification process:
Notice Details, add/edit description

Do you want to change the existing
description or simply add to it?:
Edit Existing Description

Notice Details

Solicitation #: Procurement Type: Date Posted:
MW-FBO-010 Modification/Amendment August 1, 2010
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4.3 Create Award

I. From any page on the system, a user can go to left navigation “Procurement Notices”
button and then use the create award button to add an award to the notice. Look for:
ﬂ

II. Additionally, a user can use the quicklink “create award” on their "Home"” page to
modify / amend a notice.

ITII. If a notice is not eligible for award, the award icon will be grayed out and non-
selectable.

Procurement Notices 4 Return To Procurement Notices

f Procurement Notices {Draﬂ:s YArchwed YNon-FBO Solicitations \

Keywords:

Type:

. Response o 1
|:| Presolicitation Elgsgisnflgsﬁcﬂatiun D Sources Sought Date: - &
EE' -Dleal

D Modification/Amendment/Cancel D Sale of Surplus Property D Special Notice

[T sustification and Approval

[7 Foreign Government Standard [C] Award Notice =N

D Intent to Bundle Reguirements
(DoD-Funded)

— (e ) (aem ]

Items 1-20 of 97 Jump 1 - | Next =
Actions Title v .Soljllef Number v Type ¥ |Agency v |Location ¥ Posted v | Response Deadline v  Modified v

T & | Bid Mod | | | office of Integrated ;Sympllclty Test | | |1an 14, 2009
aaad Test2 EMM_FBD_DLD Ereolictatny | Acquisition Environment | Location v [(=mHERa002 11:42 pm

Name: Changed Posted: Jan 14, 2009 11:42 pm

Jan 15, 2009

Qaaa Bid Mod | MM-FEO-024 T Office of Integrated | Symplicity Test v ot

|Lest 24 | Acquisition Environment | Location :Jan rkpRlL

Posted: Jan 15, 2009 3:53 pm
Posted: Jan 15, 2009 3:10 pm
Posted: Jan 15, 2009 2:29 pm
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I. In creating an award notice, the user is required to enter the contract award date,
contract award number, contract dollar amount, and awarded contractor name.

II. Contract Line Item Number, Contract Awarded DUNS, and Contractor Awarded Address
are not required fields.

& Home - New Award for FOIA Request - FOIA
Procurement Notices Return to Procurement Motices | Return to list (Procurement Notices)
{8 Documents/Links 3

p Manage Location 1 ) Notice Type MNotice Details * indicates a requirsd fisld
& Contacts Ple act awa I re ed the base n are
#l Electronic Accounts o Hotice Details "o k proceed to
@ stats
L% My Account 3 ) Attachments
Solicitation #: Procurement Type Date Posted:
4 | Review!Submi FOlA Award Notice August 1, 2010

‘:!) User Guide
@ For Help: Federal Service Desig

Note: 256 character limit

FOIA Request

Classificati

59 — Miscellaneous -

III. The form is too long to capture in a screen shot. Users should work through the form
in sequence.

IV. At the bottom of the form, the “save draft” button saves the award in draft format.

V. “Quit Process and Return” returns the user to the list of notices

VI. “Go back” allows the user to go back in the stepwise process.

VII. “Proceed” moves the user forward in the stepwise process.

| Go Back | | Save Draft | | Quit Process And Return | | Procead
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I. The next step allows the user to attach documents or packages to the award
notice. A Package is simply a collection of Documents bundled together for
review.

II. If a user does not wish to attach any documents/packages, they may use
“proceed” button to move to the next step without attaching any documents.

III. Click “Add New Package” to upload documents to the notice. Users can either
submit materials themselves, or attach secured documents (or both).

V. Note: See section 4.1.3 for detailed information on this step.

(24 Home

& Contacts

P Stats
fﬁ My Account

#l Electronic Accounts

MNew Award for FOIA Request - FOIA

Procurement Notices Return to Procurement Notices | Return to list (Procurement Notices
i) Documents/Links

i Manage Location 1 . . Attachments * indicates & required fisld

Click Add New Package below to upload documents to this notice. You may proceed and revie out attaching documents

‘\'-!) User Guide

2 C 5
© rtachments | I11
4 : 1

(3 For Help: Federal Service DesH [ co Back | [ save praft | [ Quit Process And Retum | [ Proceed
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Non-Sensitive Attachments

I. After the document package(s) have been added, if applicable, the user can take
any of the following actions:
a. “Go Back” button (bottom of form) takes the user back to step two in the
process.
b. "Save Draft” saves the materials to the draft notice.
c. “Quit Process and Return” does not attach the materials.
d. “Proceed” takes the user to the next step in notice creation process.

19 Notice Type Attachments * indicates a required fie!
Click Add New Package below to upload documents to this notice. You may proceed and review without attachii
2 | Notice Details documents

o Attachments _

4 | Review/Submit Is this package sensitive/secure?*
{©) yes (@ no

8] File/Link #1
Type™:
Choose "upload™ to select a file from your computer or choose "link™ to enter in website URL
) upload (@ link
Web Link®:
hitp:/fwww . google.com

Description®;

Enter in a short description for this

Test

| Remove This File / Link |

| Add Another File / Link To This Package |

d

| Go Back || Save Draft || Quit Process And Return | | Proceed |
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II

I1I.
V.

V.

At the final step in the process, the user is able to review materials, and if
appropriate to “post” the modification/amendment for vendor review.

“Go back” allows the user to go back in the stepwise process.

The “save draft” button saves the modifications in draft format.

“Quit Process And Return” returns the user to the previous navigation
“Post” moves the award notice for review by users.

Hew Award for FOIA Request - FOIA
Return to Procurement Motices | Return to list (Procurement Notices)

1 lotice Type )
On this step:
. L Please review your notice information. If satisifed, click post to finalize your notice. You may click
- ce Details save draft to save your work for a later time, or can click go back to mpdify the information.
3 | Attachments \VJ
| Go Back || Save Draft || Quit Process And Return | | print | | Post |
o Review/Submit MNotice Details
Solicitation #: Procurement Type: Date Posted:
Fola Award Notice August 1, 2010
Title:
FOlA Reguest

Classification Code:
99 — Miscellanecus

NAICS Code:
541980 — All Other Professional, Scientific, and Technical Services

Iz this a Recovery and Reinvestment Act Action?:
no
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4.4 Cancel Notice

I. From any page on the system, a user can go to left navigation “Procurement Notices”
button and then use the cancel award button to cancel the notice. Look for:

x]

II. Additionally, a user can use the quicklink “cancel notice” on their "Home"” page to
cancel a notice.

Federal

* FEpB1zOrPrs.cov s,

E-GOV USA.goy_

@ Home Procurement Notices 4 Return To Procurement Nc
Bl t Noti 2 S
TOCUIEEL : e fPrDcurement Notices YDraf‘ts \/Archwed YNon-FBO Solicitations \
2] bocuments/Links
# Manage Location Keywords:
& Contacts
#l Electronic Accounts Items 1-20 of 97 Jump 1 « | Ng
@ stats Actions Title v | Sol/Ref Number v Typerv Agency ¥ Location v | Posted v Response Deadline v Modifi
(& My Account Office of
- . | @i Symplicity Jan 14,
|| @48 | BidMod )y cen g1 Presolicitation Integrated [0 v Jan 15, 2009 2009 1°
Z E Test 2 Acquisition .
@ User Guide Environment | -@cation pm
@For Help: Federal Service Des RELATED MODIFICATIONS | AVVARDS | JEAS
2 Name: Changed Posted: Jan 14, 2009 11:42 pm
Office of 1
5 Symplicity Jan 15,
] 6 & Bid Mod 3 # P—— Integ_rat_ed
@ Test 24 MM-FBO-024 Presolicitation Acquisition IEStt' ( Jan 23, 2009 2009 3
Environment | 067100 pm
Ham Posted: Jan 15, 2009 3:53 pm
Nam Posted: Jan 15, 2009 3:10 pm
Nam Posted: Jan 15, 2009 2:29 pm
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I. If an award is being cancelled, the user is prompted to enter additional text that will
be highlighted to vendors reviewing the cancelled notice.

Cancellation for Bid Mod Test 2 - MM-FBO-010
Return to Procurement Motices | Return to list (Procurement Notices)

Cancellation Description®

Path: p

1 ice Type Cancellation Details
Please provide a cancellation notice
e Hotice Details
Solicitation #: Procurement Type:
3 | Review!Submit MKW-FBO-010 Cancellation
Title:
Bid Mod Test 2

Date Posted:
August 1, 2010

e V-

* indicates & required fisld

: 256 character limit.

A

II. At the bottom of the form, the “"Go Back” button takes the user back to step two in the

process

III. “Save Draft” saves the materials to the

draft notice.

IV. “Quit Process and Return” does not attach the materials.
V. “Proceed” takes the user to the next step in notice creation process.

| Go Back | | Save Draft | | Quit Process And Return | | Proceed |
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I. At step three, the user is able to review materials, and if appropriate to “post” the
cancellation notice for vendor review.

II. “Go back” allows the user to go back in the stepwise process.

III. The “Save Draft” button saves the modifications in draft format.

IV. “Quit Process And Return” returns the user to the previous navigation

V. “Post” moves the cancellation notice for review by users.

Cancellation for Bid Mod Test 2 - MM-FBO-010
Return to Procurement Notices | Return to list (Procurement Notices)

1 | HNotice Type .
On this step:

Please review your netice infermation. If satisifed, click post to finalize your notice. You may click
save draft to save your work for a later time, or can click go back to modify the information.

) 1
o Review/Submit | GoBack | | Save Draft | | Quit Pracess And Return | | Print || post | (V

Notice Details

Solicitation #: Procurement Type: Date Posted:
MW-FBO-010 Cancellation August 1, 2010
Title:

Bid Mod Test 2

Cancellation Description:

Test

Classification Code:
93 — Nonmetallic fabricated materials

NAICS Code:
541580 — All Other Professional, Scientific, and Technical Services

Iz this a Recovery and Reinvestment Act Action?:
no
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4.5 Deletion of Draft Notices

A user can review all drafts from the main “procurement notices” list of notices. Draft
items are indicated with a red x in the posted column.

II. To delete a draft item, the user can click on the review icon for the list item to open
the draft notice.

Procurement Notices 4 Return To Procurement Ne

.‘/Procurement Motices \{Draﬁ:s '(Archived YNDI‘I-FBD Solicitations ‘\
J

Keywords: F More Search Fields

Items 1-20 of 97 Jump 1 » | Ne
Actions Title v | Sol/Ref Number v |Typer Agency v Locationv Posted v Response Deadline v | Modifii
—I\ Office of ..

¥ P Integrated |3 Mar 18,
I MM-FBO-130 Presolicitation acquisiion |1 1 X - 2010 4

—|/ Enwironment pm
i Intent to Bundle ?nfﬂzcer;tfed Symplicity Jul 30,
Award: Reguirements A grat Test x - 2010 4

cquisition .
{DoD-Funded) Environment Location pm
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I. Within the notice use the “proceed” option to move forward to the
“review/submit” step *

II. When on the Review/Submit step, if the user selects “delete,” they will be asked
to confirm that they indeed want to delete the item. This is important to
consider, as deleted drafts do not go to archives and because the process
of deletion cannot be undone.

(@ Home Base Notice: 1test replication - aabb
Procurement Notices
2] Documents/Links B Notice Type
- fiil Agencies e A Required Fields Missing:
il Organizatiens 3 The following required fields have not been filled out on previous steps.

& Buvers Please go back and fill out all required fields before you can submit:

@.’l My Account Attachments = NAICS Code is reguired

3
o Review/Submit

j) User Guide
2) Help Desk

J On this step:
Pleaze review your notice information. If =atisifed, click post to finalize
your notice. You may click save draft to save your work for a later time,
or can click go back to modify the information.

\_?/' Are you sure you want to delete this entry? This cannot be undone.

OK Cancel

IT

—
V' 35 — Materials handling equipment
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4.6 Archive Notices

I. A user can “archive” a notice from the main “procurement notices” list of
notices. To archive a notice, the user can click on the review icon for the list item
to open the draft notice.

II. When the notice information tab is open, select the “archive” button to archive
the notice.

Federal

* FEDB1zOrprs.cov ...

E-Gov USA.gor_

Home Procurement Notices 4 Return To Procurement N
PrccurementINotlces _(Prncurement Notices YDrafts \/Archived YNon-FBD Solicitations \
#] Documents/Links
8 Manage Location ‘ Keywords:
& Contacts
il Electronic Accounts Items 1-20 of 97 Jump 1 « | Ng
ions itle ¥y | Sol umbery Typerv gency v ocation v | Po: ¥ |Response Deadline v | Modifi
$ Stats Acti Titl Sol/Ref Numb: T A Locati Posted v | R Deadli Modifi
(& My Account Office of e
2 Symplicity Jan 14,
=TI RS S .?'d Mod | \yy-Fe0-010 Presolicitation Integrated | Too v Jan 15, 2009 2009 1.
% 2 H est 2 Acq!.l|5|t|0n ot o
Q User Guide Environment 5
(3) For Help: Federal Service DesH RELARED MOt SERUHRDS CEES
: Name: Changed Posted: Jan 14, 2009 11:42 pm
Office of i
. Symplicity Jan 15,
1 £ & o Bid Mod 2 4 — Integ_rat_ed
I Q-J Test 24 MM-FBO-024 Presolicitation Acquisition -Il_—oez;tion v Jan 23, 2009 22109 3
Environment P
Name: Changed Posted: Jan 15, 2009 3:53 pm
Hame: Changed Posted: Jan 15, 2009 3:10 pm
Name: Changed Posted: Jan 15, 2009 2:29 pm
L'ﬁ HAE Changed Jan 14, 2009 11:42 pm: Bid Mod Test 2 - MM-FBO-010 4 Return To Procursment Notice!

Procurement Notices
{#] Documents/Links

8y Manage Location

& Contacts

¥l Electronic Accounts
@ Stats

& My Account

J/Notice Information '\(Packages YBidszesponses ‘(Interested Vendors \

_!3 Note:
This notice has been posted. Any changes must be done in the form a new modification/famendment notice

| Return To List | | Modify/Amend | [ Archive || print |

(3 user Guide Notice Information |II

@ For Help: Federal Service Desh (- iciation:

MM-FBO-010

Agency/Cffice:
Office of Integrated Acquisition Environment

Location:
Symplicity Test Location

I. User will be asked to confirm the “archive”.
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The page at https://fbo-test.symplicity.com says:

=)

r

Are you sure you want to archive this notice? This will archive all related notices, documents, links

and controlled unclassified documents,

Ok

Cancel
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4.7 Unarchive Notices

I. To review all archived notices, go to left navigation “procurement notices” and the

sub-tab “archived.”

II. To unarchive the notice, from the archived sub tab, click on the view icon for the

notice.

(21 Home Procurement Notices
Bp t Noti : icitati
itatiais ot /Procurement Notices YDraf‘ts YArchived YNUH'FBO Solicitations .\

4 Return To Procurement Notices

#) Documents/Links

& Manage Location Keywords: » More Search Fields

& Contacts

# Electronic Accounts 1-200f 54 Showing 20 - perpage 1|2[3»
@ Stats

& My Account Title v SoliRef# v Agency v Location v Type v/ Set-aside v Archived On &

: GENERAL SERVICES
'\‘:f) User Guide

T5—THE DEPT. OF THE TREASURY ADMINISTRATION Symplicity Test Jul 31 2010 &35
.@ For Help: Federal Service Desk Q_J TECHNOLOGY EXPO: WASHINGTON, Office of Integrated Lzrc:al:;iun Special Notice = 7 %
D.C.TUESDAY, JULY 30, 1999 Acquisition Environment
Symplicity Test Location
GENERAL SERVICES
ADMINISTRATION o 4 :
@l  MMFBO-127 MM-FBO-127 | Office of Integrated Symoiciy Test: | Comimed: . Jun3;2010.4.35
S i Location Synopsis/Solicitation am
y Acquisition Environment
x Symplicity Test Location
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I. Select “unarchive” to return the notice and associated documents to active status.
II. The system will prompt the user to confirm this operation.
Iﬁ Home Base Motice: 75--THE DEPT. OF THE TREASURY TECHNOLOGY EXPO: 4 Return To Procurement Notices | Return To List (Procurement Notices)

Procurement Notices
#] Documents/Links

8 Manage Location

& Contacts

il Electronic Accounts
@ Stats

& My Account

VWASHINGTON, D.C.TUESDAY, JULY 30, 1999 - (Archived)

_’/Notice Information YPackages YInterested Vendors \

_!3 Note:

This notice (and related documents) are archived.

[ Return To List | [ unarchive |

Procurement Notice
=]

@ User Guide

_ || Notice In
() For Help: Federal Service DesH
: Agency/Office:

Office of Integrat

cqursition Environment

(A i ) Info

Created: |March 31, 2010 11:59 am

Modified: | July 31, 2010 4:35 am

General Information =l

The page at https://fbo-test.symplicity.com says:

S5

e

0K J ’ Cancel

Are you sure you want to unarchive this notice? This will unarchive all related notices, documents,
links and controlled unclassified documents.

| 2:00om. Some of the technologies reouested include: INFOSEC. distributive information svstems. Internet. CD-ROM.

Notice Type:

Special Notice

Posted Date:

March 31, 2010

Response Date:

Archiving Policy:

Automatic, on specified date

Archive Date:
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4.8 Print Notices

I. Users can print both released and draft notices.

II. For a non-draft notice, go to the notice list and select the review icon.

III. When the notice is in review format, use the "Print" button to open a window that
displays the notice in a printer friendly format.

i i i s
Federal -
Business
* FEDB1zOPPs.cov i .
a1 Home Procurement Notices 4 Return To Procurement Nc
Pr’GCUr’EI‘I‘IEI‘It.NUtICES _(Prncurement Notices YDrafts \/Archived YNon-FBD Solicitations \
#] Documents/Links
8 Manage Location ‘ Keywords:
& Contacts
il Electronic Accounts Items 1-20 of 97 Jump 1 « | Ng
$ Stats Actions Titlev |Sol/Ref Numbery Typerv Agency ¥ | Location v Posted v |Response Deadline v | Modifi
(& My Account Office of  [o . —
. ymplicity an 14,
|| @ & A |BidMod |y ren g1 Presolicitation Integrated | Too v Jan 15, 2009 2009 1.
2 H Test 2 Acquisition ”
@ User Guide Environment Location pm
(3) For Help: Federal Service Des%! RELARED MOt SERUHRDS CEES
: Name: Changed Posted: Jan 14, 2009 11:42 pm
Office of i
. Symplicity Jan 15,
1 £ & o Bid Mod 2 4 — Integ_rat_ed
Q-J Test 24 MM-FBO-024 Presolicitation Acquisition -Il_—oez;tion v Jan 23, 2009 22109 3
Environment P
e: Changed Posted: Jan 15, 2009 3:53 pm
e: Changed Posted: Jan 15, 2009 3:10 pm
e: Changed Posted: Jan 15, 2009 2:29 pm
(@ Home Changed Jan 15, 2009 3:53 pm: Bid Mod Test 24 - MM-FBEO-024 4 Return To Procurement Notices |
[El Procurement Motices :
; J/Notice Information '\(Packages YBMS,"REE.pDnses YInterested Wendors "‘
2] Decuments/Links
Manage Location
E z !5 Note:
& Contacts Thiz notice has been posted. Any changes must be done in the form a new modification/amendment notice
#ld Electronic Accounts
@ Stats | Return To List | | Modify/Amend | | Archive | | Print |

& My Account

Notice Information

Lj) User Guide
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I. In the print window, "print" sends the notice to the printer.
II. Use "Close" to close the print window.

Press Print or select File » Print from the browser menu to open the print dialog.

Notice Type: Original Posted Date:
Award Motice March 23, 2008

Posted Date: Original Response Date:
March 23, 2008 Mar 31, 2008 5:00 pm

Response Date:

Archiving Policy:
Automatic, 15 days after response date

Original Archive Date:
Archive Date:

Classification Code:
A — Research & Development

HAICS Code:
111 - Crop Production/111130 — Dry Pea and Bean Farming

II1. For draft notices, the print option is available at the "review/submit" step of the
notice
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4.9 Review Interested Vendors List

L.

the solicitation from the procurement notices list.

II.

@ Home

Procurement Notices
2] bocuments/Links

u Manage Location

& Contacts

#l Electronic Accounts
$ stats

& My Account

* FEpB1zOrPs.cov

@ User Guide

@

For Help: Federal Service Dé:

Go to the “interested vendors” sub-tab.

Federal
Business
Dpportunitias

To review the “interested vendors list” for a solicitation, use the review icon to open

Procurement Notices

fPrDcurement Notices YDraf‘ts \/Archived YNon-FBO Solicitations \

4 Return To Procurement Nc|

Search

i» More Search Fields:

Keywords:

Items 1-20 of 97

Jump 1 « | Ng

@ Home
Procurement Notices
#] Documents/Links
+ fiil Agencies
#ll Organizations
& Buyers
& My Account

* FEpB1zOrrs.cov

Name: Changed Posted: Jan 15, 2009 3:53 pm
Name: Changed
Name: Changed

Posted: Jan 15, 2009 3:10 pm
Posted: Jan 15, 2009 2:29 pm

Federal
Businass
Opportunitias

Actions Title v | Sol/Ref Number v Typerv Agency v Location v | Posted v Response Deadline v Modifi
Office of .
. Symplicity Jan 14,
: 1 £ & Bid Mod _ 2 G o Integ_rat_ed i
Q-J Test 2 MM-FBO-010 Presolicitation Acquisition -Il_—oez;tion Jan 15, 2009 22109 1]
/x Environment P
I me: Changed Posted: Jan 14, 2009 11:42 pm
Office of 1
5 Symplicity Jan 15,
ISR 3| Bid Mod 3 # P—— Integ_rat_ed
Test 24 MM-FBO-024 Presolicitation Acquisition IEStt' Jan 23, 2009 2009 3
Environment | 067100 pm

417buyersol - 7T8979a8sd7T
I,/Notic:e Information \/Packages Ylnterested Vendors \_

4 Return | Return To List (Procurement}

Keywords: I:I EI A

@ User Guide
(2) Help Desk

Results: Items 1-1 of 1

Actions | Last Name v First Name v | Email Contractor ¥ Phone |Address
419 SAWYER
5T

et Vendor Alan testl 0@svmplicity.com.nspettit@yahoo.com.btmnsp@amail.com I&%i% il Egéfjm NEW
BEDFORD MA
027461013

| Add New Interested Vendor | Ttems 1-1 of 1
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5 Bid Module

The Bid Module functionality allows buyers to receive and electronically evaluate vendor
responses to notices. There are two possible types of electronic submissions, an Item
(CLIN) Builder form and a Doc Package upload. Administrators determine whether or not
their buyers are allowed to enable this feature for their notices.

5.1 Enable / Disable Bid Module

III. After logging into the Administrator interface, go to "Manage Location” found in
the left-hand navigation menu.

Lﬁ Home

Procurement Motices
@ Diocuments/Links

H', Manage Location I
& Contacts

il Electronic Accounts
a Stats

l% My Account

IV. Click on the “Edit” button.

é{Ed't Location .'{C-:-ntactg ‘1‘
II }

V
Office Location Information

Code: SYMP
Mame: Symplicity Test Location

Adlington, Yinginia >X302
United States

V. At the bottom of the “Edit Location” tab, there are two fields which are used to
set the permission level for the Bid Module for all buyers registered at that
location:

i. “Allow CLIN Template:”
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1. If set to “Allow,” buyers can create an Item (CLIN) Builder
template as a possible vendor response type for any notice;

2. If set to "Not Allow,” buyers cannot create Item (CLIN) Builder
templates as a possible vendor response type for any notice;

3. If set to “Ignore,” buyers cannot create Item (CLIN) Builder
templates as a possible vendor response type for any notice.

ii. “Allow Doc Package:”

1. If set to “Allow,” buyers can enable document (file) uploads as
a possible vendor response type for any notice;

2. If set to "Not Allow,” buyers cannot enable document (file)
uploads as a possible vendor response type for any notice;

3. If set to “Ignore,” buyers cannot enable document (file)
uploads as a possible vendor response type for any notice.

_{Edit Location .'{Cnntacts \l.

Office Location Information

Code": [SYMP |

Mams" |S1,.frr|:-licir5.r Test Location |

Address": | Stres

‘Wilsan Blvd

|Ar|ir-; ton |

State

[ Virginia =

220

]

E.l
N
Fa

| United States =

Vendor View [VL List Defaul: () Forced On () Forced OFf (@) Default On ) Default OFf

t Default () Forced On (7)) Forced Off (@) Default On (7) Default Off

i ¥ CLIN Templste: () Allow (@) Mot Allow () Ignere
Jlow Dioc Package: (@) Allow (7)) Mot Allow (7)) Ignore
ve: (@ yes (C) ne

VI. There are two options on this page to continue:
i. “Save” saves any changes made to the Office Location Information;
ii. “Return” does not save any changes made, and returns the user to the
previous page.

5.2 Create Notice

The Bid Module functionality allows buyers to receive and electronically evaluate vendor
responses to notices. If the Location Administrator enables this feature, there will be an
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additional step included in the “Create Notice” process outlined in section 4.1 called “Bids.”

Note, Location Administrators can choose to enable or disable the two response types (CLIN

and Doc Package) independently from one another.

I. After completing step three “Attachments” and clicking “Proceed,” the next step is to
indicate the preferred type(s) of electronic submission for the notice by clicking on
the appropriate check box: CLIN and/or Doc Package.

Create New Notice

{1+ Motice Type Bids
Electronic Submission/ Responses:
£33 Motice Details Select the type of eledronic submissicn that you wo
- CLIM Doc Pedage

| Go Back || Sawe Draft || Gruit Process And Return || Proceed

@ Type
(2 Clin Template
Peview
,%_,:_ iew/Submi
II. By selecting “"CLIN,” the buyer enables an online Item (CLIN) Builder which will serve
as a template for the items that vendors will be requested to quote on.
III. If “Doc Package” is selected, vendors will be able to submit document responses (file

uploads) electronically.
Iv. The CLIN template includes the following fields:

a. Line Item Description*: Buyer provides a brief description about the Line Item;

b. Quantity*: Buyer enters the quantity of the Line Item;

c. “Add Line Item:"” Buyer clicks this button to add as many additional parent line
items as needed to complete the template;

d. “Add New Child Item:” Buyer can add unlimited child line items under each
parent line item; the child line items will be indented when displayed.
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Bids * indicates a required field

CLIN:

Bl Esit CLIN information

Line ltem Description®:

i i . : a
Provide a brief desoription about the Line Item
Line ltem #1
Cruantity®:
Enter the quantity of line item b
1000
Children:

Add a child line item
B Edit CLIN information

Line ltem Description®:

Provide a brief desoiption about the Line Item

Child Line Item #1

Cruantity®:
Enter the gquantity of line item

00

Children:

Add a child line item

d  YewChid hem | [ Delete Chid Line ltem

| Add New Child ltem || Delete | €

e. "Delete:” Buyer can use this button to delete parent and/or child line items at
any time during this process.

f. “(Undelete):” If Buyer deletes a line item, the button will change to allow the
buyer to “(Undelete)” the line item which will retain the values entered

previously.
| Add New Chid ltem | | Dalatad [Undalete). | f
V. The Buyer has four options at the bottom of the main page:
a. “Go Back” returns to the previous step in the process where changes can be
made;

b. “Save Draft” saves data entered up to this point for later edits/review;

c. “Quit Process And Return” means that the solicitation will not be saved if selected
when the notice was not previously saved as a draft;

d. “Proceed” takes the user to the next step in the process, “"Bids, Review.”
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VI. After clicking “Proceed,” the buyer can review the type(s) of electronic submission
selected and if applicable, the CLIN template created.

Create New Notice

§ i | Motice Type Blds = indicates a reguired field

Electronic Submission/ Responses:

Select the type of electronic submission that you weould prefer

(2] tice Detail
- CLIM, Doc Package
— CLIN:
3 A chmen
Line Item Description Cruantity
€ sios Line Item #1 1000
QO Type Child Line Item #1 500
i) Clin Template
- Line ltemn #2 750
@ Review
5] Review/Submit | Go Back || Save Draft || Guit Process And Return || Proceed |

VII. The Buyer has four options at the bottom of this page:

a. “Go Back” returns to the previous step in the process where changes can be
made;

b. “Save Draft” saves data entered up to this point for later edits/review;

c. “Quit Process And Return” means that the solicitation will not be saved if selected
when the notice was not previously saved as a draft;

d. “Proceed” takes the user to the next step in the process, “Review/Submit.” See
section 4.1.4 for more information on the next step.

5.3 Modify/Amend Notice

I. From any page on the system, a user can go to upper navigation “Notices” button
and then use the modify/amend option to make edits to the notice. Look for:
]
II. Additionally, a user can use the quicklink *Mod/Amend Notice” on their "My FBO”
page to modify / amend a notice. (See section 4.2.)
III. During the “"modification type” step in the modify/amend process, the user indicates
at which step they want to start the modification process:
a. add to or edit the description (see section 4.2)
b. attach files to the notice (see section 4.2)
C. bids (CLIN/Doc Packages)
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New Amendment for Bid Mod Test 39 - MM-FBO-039

Motice Type Modification Details

ATy
Ly

Where do you want te start the modification process®:

@ Modification Type () Notice Details, add/edit desoription
() Attachments, attach Files

- _ I11
- (@) Bids {CLIM / Doc Packages)

If H'l Maotice Detsils i

by

Py | Go Back || Gruit Process And Return || Proceed |

| | Attachmen

Ly

Iv. If the user indicates that they would like to start the modification process at the
“Bids” section, the system will first allow the user to review/modify the type(s) of
electronic submission previously selected (CLIN and/or Doc Package).

V. Note, if the user previously created a CLIN template, and deselects that option now,
the system will recall the template if and when the user re-enables the CLIN option.

New Amendment for Bid Mod Test 39 - MM-FBO-039

| | Motice Type Bids * indicates a requir

Electronic Submission/ Responses:
fi-u\ Select the type of elecronic submission that you would prefer IV
| | Modification Type
N ’ CLIN Coc Package

(-3 Motice Details R - i
p—y | Go Back || Sawe Draft || ‘Quit Process And Return || Mo Change, Continue To Rewview Step || Proceed

VI. At the bottom of the form for step five "Bids - Type,” there are five options:
a. “Go Back” takes the user to step four Attachments;
b. “Save Draft” saves the modification in draft notice;
c. “Quit Process and Return” does not save the modification;
d. “"No Change, Continue to Review Step” does not save any changes made to
the form and takes the user to step six "Review / Submit;”
e. “Proceed” saves any changes made to the form and takes the user to the next
step in the modification process.
VII. If the user selects the CLIN type option and clicks “Proceed,” the system will provide
a CLIN Template for completion or modification.
a. If the user previously created a CLIN template and then disabled the option,
the system will recall the original template for modification at this time.
b. The user can make any changes to the CLIN template form, including:
i. Edit Line Item Description;
ii. Edit Quantity;
iii. Add and/or Delete Line Item;
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iv. Add and/or Delete Child Line Item.
VIII. At the bottom of the form for step five "Bids — CLIN Template,” there are five
options:

a. “Go Back” takes the user to step five “Bids - Type;”

b. “Save Draft” saves the modification in draft notice;

c. “Quit Process and Return” does not save the modification;

d. “No Change, Continue to Review Step” does not save any changes made to
the form and takes the user to step six “"Review / Submit;”

e. “Proceed” saves any changes made to the form and takes the user to the next
step in the modification process; note, if the user selects “Proceed,” the
system will provide the following warning message:

The page at https://fbo-test.symplicity.com says: L-Lh,l

0 If you are not making any changes to this clin termplate, please click ‘cancel’ and then click 'no
change, continue to review step’. If changes were actually made to this template frem previous
versions, click 'yes' to continue. Please note that proceeding will send an email alert to all vendors
that previously submitted an electronic CLIM response for this notice.

| QK | ‘ Cancel

IX. After clicking “"OK,"” the system will move to the next step, "Bids - Review” at which
point the user can review the type(s) of electronic submission selected, if any, as
well as the CLIN template created, if applicable. There are four options at the bottom
of the review page:

a. “Go Back” takes the user to step five “"Bids — CLIN Template;”

b. “Save Draft” saves the modification in draft notice;

c. “Quit Process and Return” does not save the modification;

d. “Proceed” saves any changes made to the Bids section and takes the user to
the next step in the modification process.

X. At step six, the user is able to review materials, and if appropriate to “post” the
modification/amendment for vendor review; see section 4.2, page 57 for more
information on this final step in the modification process.

5.4 Manage Vendor Electronic Responses

I. A buyer can review vendor electronic responses by following the below steps:
a. Go to upper navigation “Notices” button or click on the “Active Procurement
Notices” link on the "My FBO” page under Statistics.
b. Locate the desired notice in the list and click on the corresponding “Title,” or

use the view icon to open the Notice Information page. Look for: <

c. If the Bid Module is enabled for a notice, there will be an additional tab called
“Bids/Responses” from where the user can review any vendor electronic
response submissions for that notice.

d. Note, on this page, the user can also review the available type(s) of electronic
submission, as well as the CLIN template created, if applicable.
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Base Nollce Bid Mod Te - MM-FBO-039

4 RETURN 4 RETURN TO LIST (NOTICES]

Notice Information Packages Bids/Responses Interested Wendors @F'i"t |_|

_ﬁ Mote: This notice has been posted. Any changes must be done in the form a new modification/amendment notice

PROCUREMENT MOTICE INFC

| Return Te List || Modifiy/Amend || Archive || Print | Created: February 18, 2009 ¢

By: Micki Bunyer
Motice Information Modified: February 18, 2003 ¢
By: Micki Buyer
Solicitation: AgencyiOffice:
MKW-FBO-039 Office of Integrated Acquisition Environment ELECTRONIC SUBMISSIONS
d Doz Package
Location: CLIN

II. If there are no vendor electronic submissions, the tab will indicate no items found:

Bid Mod Test 39 - MM-FBO-039

RETURN RETURN TO LIST (NOTICES

Motice Information Fackages | Bids/Responses | Interested Vendors

Heywords: IEI

_fj, Maitems found

III. If available, vendor electronic response submissions will be displayed in spreadsheet
fashion and will provide the following information:

Vendor’s first and last name;

Vendor’s company name;

DUNS if available;

Type(s) of electronic submission;

Total Bid amount;

Date the response was submitted.

Motice Information Packages Bids/Responses Interested Vendors

Ll PLIL

ST Aan oo

Keywords

Batch Optlons w | Items 1-2

HE Last Name ¥ First Name ¥ Contractor ¥ DUNS ¥ Type Total Bid ¥ Submitted On ¥
D @ Vendor Micki FBO Test Vendor CLIM, Doc PFadiage 2,500.00 Feb 21, 2008 10:12 pm
0 « Vendord2 Miki Test Vendar 2 CLIN, Doc Package 1.500.00 Feb 21, 2009 11:25 pm

IV. Click on the “View” icon ¥ to review the details of a vendor’s electronic response;
the system will display two sub-tabs for each response submitted, “Core” and
“Notes:”

a. The “Core” sub-tab provides details of the response, including:
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i. Additional contact information for the vendor, including full name,
company name, email address, and telephone number;

Natice Information Packages Bids/Responses Interested Vendors

a Core | Maotes

| Return || Create Award MNotice

Response

i Contractor:

Name:
FBO Test Vendor

Dieing Business As [DBA):
FBO Test Vendor

Fullname:
Micki Vendor
First Name:

Micki

Last Name:
Vendor

Email:

Phone:

EEEEEE1Z12

ii. The CLIN template, if applicable, as completed and submitted by the
vendor with a Unit Price and Total price (Quantity multiplied by the Unit
Price) per line item, as well as a Grand Total price for all line items;

Line Item Description Guantity Unit Price Total
ii Line Item #¢ 1000 2.50 2,500.00
Grand Total: 2, 500,00

iii. A “Documents” section at the bottom where the user can view any file(s)
submitted by the vendor as part of the response, including the file
name, file size, and file description, if available; to open a file, the user
can click on the “View” icon or the file name;

iii Documents:

Q_J Sample vendor bid re

Test Response File

sponse.doc (5,66 Kb)

iv. A right side bar displaying the date the response was created, the date it
was modified, and the vendor’s full name.
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RESPONIE INFO
Crested:  [Fednmry 21, 2009 1012 pm iv
By kol Vendor

Modified:  Febnary 21, 3005 10:33 pm

By kol Vendor

b. The “Notes” sub-tab allows the user to enter and save notes for each electronic

response submission:
i. If there are no notes saved, the system will indicate “"No Items Found;”

ii. To create a note, click on the "Add New Note” button located at the
bottom of the page;

Care Notes b

Keywords: IEI

_f} Mo tems found

ii Add New Note

iii. The system provides a text field where the user can enter in “Note
Information;”

MNotice Information Packages Bids/Responses Interested Vendors
Corz Hotes

| submit || Save || Return |

Mote Information
Body*:

| submit || save || Retwrn |
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1. “Submit” saves the text entered and returns the user to the main
“"Notes” sub-tab listing all saved entries;

2. “Save” saves the text entered and keeps the user within that
particular note for review;

3.

“Return” does not save the text entered and returns the user to
the main “Notes” sub-tab listing all saved entries.
iv. A user can view and/or edit a note entry at any time by opening the

“Notes” sub-tab within a response and clicking on the “View” icon next
to the desired note.

dotice Information Fackages Bids/Responses Interested Vendors
Core Hotes
Body ¥ Modified ¥
IV Q_j test note Feb 22, 2005, 10:26 pm
st test note 2 Feb 22, 2008, 10:42 pm
Add New Mote | Items 1-2 of 2

v. The user can review the “"Note Information” and make changes (or

delete the note) by clicking on the “Edit” button; otherwise, the user
clicks “Return” to go back to the main list of “Notes” for that response.

ges Bids/Responses Interested Vendaors

o . soks

are Notes

Mote Information

Body: test note

v ) e[ oo

V. A user can download all or a select number of vendor responses into a Zip file by

following these steps:

a. Within the “Bids/Responses” tab of a particular notice, select the responses to
be downloaded using the checkboxes next to each response;

b. Note, to select (or deselect) all responses, the user can simply click on the plus
(or minus) sign at the top of the checkbox column;

b HE
a

c. Next, click on the down arrow next to “Batch Options” and select the “Download
Zip"” option;
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Motice |nformation Packages Bids/Responses Inter

Batch Options V) C of 2
Downioad Zip \
bzl st Name ¥ First Name ¥ Contractor ¥

Qﬂ Vemndor Micki FBO Test Vendor

e
it
%]
=
n

Qﬂ Vendor2 Micki Test Vendor 2

VI. Users can also send email messages to selected vendors by following these steps:

a. Within the “"Bids/Responses” tab of a particular notice, select the response(s)
for which you would like to send an email message to the associated vendor(s)
using the checkboxes next to each response;

b. Note, to select (or deselect) all responses, the user can simply click on the plus
(or minus) sign at the top of the checkbox column;

c. Next, click on the down arrow next to “Batch Options” and select the “Mail”
option;

Matice Information Packages Bids/Responses Inten

Batch Options | ltemsz 1-2of 2
Cownioad Zip
C
L 3 First Name ¥ Contractor ¥ DUNS ¥

Qﬂ Vemndor Micki FEQ Test Vendor

Qﬂ Vendorl2 Micki Test Viendor 2

d. The system opens “Mail Wizard” sub-tab which provides instructions for
creating an email message to the vendors selected in the previous step:

i. Enter the Subject of the email message;

ii. The system will automatically enter in the email addresses on file for the
vendor response(s) selected by the user;

iii. If desired, enter the email address(es) for the people who should be
carbon copied (Cc) and/or blind copied (Bcc) on the email message;

iv. Use the yes/no radio buttons to indicate if the message should be
formatted using HTML;
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STEF 1: Review/Edit Message
Flease review/set the parameters of the message you wish to send. Make any changes in the form below, select whether and how
you wish to save these changes, and then sslect the “next’ button.

(7 yes

@

V.

vi.

Im
]
i
i

i

K

=]

N

:._.:_

=]

i

1]
]
u
]
b
n
n
i

[
1

HTML Format:

Do you wish to format this messa

Tine

Enter the message body, including any “"merge fields” which are

identified in the right side bar; the user can either type the identifier
(including the brackets) directly into the text body, or click on the blue
text in the side bar to insert the information wherever needed.

IAVAILABLE MERGE FIELDS
sol number]

agency]

of fice]

location]

wvendor fullname]

wvendor fname]

wvendor Iname]

wendor contractor name]

wvendor contractor duns)

system wrl)

The user is able to select one or more files from their computer to be
included as part of the message.
1. Click on the “"Browse” button to select a file;

2. Use the radio buttons to indicate the method for sending the file,
either as an attachment in the email message, or as a link to the

file;

3. The user can delete attachments at any time using the “Delete
Attachment” button (note, this action takes place immediately,

independent of submitting the form);
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4. The user can attach more files using the “Add Additional
Attachments” button;

Attachment(s):

File:
1
Send Method:

_) inchede in email (@) send as link

| Delete Attachment | 3

N
| Add Additional Attachments | 4

o

vii. “Cancel” does not save the message and returns the user to the main
“Bids/Responses” tab;

viii. “Next” moves the user to step two, “"Review Recipients” where the
system will allow the user to review the list of recipients, and make any
necessary changes

Packages Bids/Responses Interested Vendors
Response List Mail Wizard

STEP 2: Review Recipients
Flease review the list of recipients below, and make any desired changes.

| m o= y.com |

[ remove selected recipients ]

WARNING: When you click "Send Messages', the mailihg will begin. This is your last chance to change your mind or make any comections.

[ cancel ][ < prey ][ Sand Mes=ages ]

ix. “Cancel” does not save the message and returns the user to the main
“Bids/Responses” tab;

x. “<prev” returns the user to step one, “"Review/Edit Message;"”

xi. “Send Messages” begins the mailing process. Note, this action cannot
be reversed.

5.5 Create Award

I. From any page on the system, a user can go to upper navigation “Notices” button
and then use the create award button to add an award to the notice. Look for:

’ﬂ (see section 4.3.)

II. Additionally, a user can use the quicklink “create award” on their "My FBO"” page to
modify / amend a notice.

III. If a notice is not eligible for award, the award icon will be grayed out and non-
selectable.

V. If the Bid Module is enabled for a user’s notice and there are vendor electronic
responses submitted, the user can also initiate the award process directly from the
“Core” sub-tab of an electronic response by clicking on the “Create Award Notice”
button. (Note, this button will only be present if the notice is eligible for award.)
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Packages Bids/Responses nterested Vendaors
Core Motes )
[

| Return || Create Award Motice | v

Response

V. After clicking “Create Award Notice,” the system will take the user to step two of the
award process, “Notice Details,” where the following fields are pre-populated:

Title;

Classification Code and NAICS Code;

Contract Award Date;

Contractor Awarded Name and Address;

Primary and Secondary Point of Contact Information;

. Existing Description.

VI. See section 4.3 for detailed information on the steps required to continue processing
an award.

®ao oo

-

5.6 Cancel Notice
See section 4.4.

5.7 Deletion of Draft Notices
See section 4.5.

5.8 Archive Notices
See section 4.6.

5.9 Unarchive Notices
See section 4.7.

5.10Print Notices

See section 4.8.

5.11Review Interested Vendors List
See section 4.9.

6 Non-FBO Secure Document Link

Users can create links to documents posted in FBO for viewing outside the context of FBO
notices. These sorts of links were previously managed through FedTeDS.

6.1 Create Non-FBO Secure Document Link

L From procurement notices navigation, go to Non-FBO Solicitation sub-tab to see list of
Non-FBO Solicitations.
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II. Red x in the released column indicates the Non-FBO solicitation is in draft format (not
released yet). A date in this column, means the Non-FBO solicitation was released on

this date.

III. Click “Add New Non-FBO Solicitation” to create a new Non-FBO solicitation link.

Q Home
Procurement Notices
&l Documents/Links

* FEpB1zOprs.cov §

e
poortunities

Hon-FBO Solicitations

J/ Procurement Notices \/Draf'ts '(Archived YNon—FBD Solicitations ‘

4 Return

+ fiit Agencies { Solicitations Y Archived \
§i} Organizations
e T e |
& telTEa Results: Ttems 1-4 of 4
@ Yo i Actions Sol/Ref # v Created on v Released v
@ R Q-: 32608 Mar 26, 2008 2:29 pm x
@ 58979 Mar 25, 2008 6:08 pm x
Qﬂ 8a7dsf0s7 Mar 25, 2008 6:09 pm Apr 11, 2008 9:30 am
Qﬂ deleteion Apr 15, 2008 9:27 am Apr 15, 2008 9:27 am
[ Add New Non-FBO Solicitation | Ttems 1-4 of 4

I1I
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I. The first step of creating a Non-FBO Secure Document Link is essentially a simplified
version of the notice form. This form only captures three key elements:

i. the archive date
ii. point of contact(s)
iii. solicitation #.

II. Note: The solicitation # and archive date (not shown in image below) must be entered
before the “save draft” button can be used to save the Non-FBO Solicitation in draft

format.

III. “Cancel” returns the user to the list of Non-FBO Solicitations (at bottom of form, not
shown in screen shot).
IV. “Proceed” takes the user to the next step in the process (at bottom of form, not shown

in screen shot).

Lﬂ‘Home

Procurement Notices

[New Hon-FBO Solicitaton]
Return to Procurement Motices | Beturn to list (nonfbo)

i#] Documents/Links
i Manage Location

& Contacts

i#ld Electronic Accounts
& stats

L% My Account

:9 User Guide
\j} For Help: Federal Service DesH

3

0 Details
2 @

_Solicitation Details

Please enter the details for this non-fbo solicitation

Solicitation #*

ciaton numoer

Primary Point of Contact.®:
Select the primary point of contact
Select an Existing or New Contact:
MNew Contact -
Title:

Full HName:

New Contact
Email:
Cuntact@new.cun“

Phone:

Fax:
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I. The next step of creating a Non-FBO form allows the user to add the secured
package(s).

II. The user can create new or attach/select existing secured package.

III. Contingent on the response, the system will prompt users to enter data as
appropriate.

IV. Use the “Attach Additional Secure Package” button to add additional packages to the
Non-FBO Solicitation.

V. “Go Back” takes the user back one step in the process (at bottom of form, not shown
in screen shot).

VI. Use the “save draft” button to save the Non-FBO Solicitation in draft format (at bottom
of form, not shown in screen shot)..

VII. “Cancel” returns the user to the list of Non-FBO Solicitations (at bottom of form, not
shown in screen shot).

VIII. “Proceed & Review” takes the user to the final step in the process (at bottom of form,
not shown in screen shot).

[Mew Non-FBO Solicitaton]
Beturn to Procurement Netices | Return to list (nonfbo)

1 AttaCh Pad{age& *indicates & required figld
o Attach Packages
3

Do you want to create new or attach/select existing#*:
(@) Create New () Attach/Select Existing
PR #*

Project #:

NSHN / MMAC:

Part Number #:

Nomenclature:

Iz thiz Export Controlled?*:

submit form DD2345.

nioad gocuments

l= CD Available®
) yes &) no
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I. The final step of creating a Non-FBO allows the user to review and submit materials.
II. “Go Back” takes the user back one step in the process.

ITII. Use the “save draft” button to save the Non-FBO Solicitation in draft format.

IV. “Quit Process and Return” returns the user to the list of Non-FBO Solicitations

V. “Release Solicitation” makes the Non-FBO solicitation link valid.

Home [New Non-FBO Solicitaton]
Procurement Notices Return to Procurement Notices | Return to list (nonfbo)
# Documents/Links
§ Manaos FoAt 1) Details Solicitation Details
& Contacts
#l Electronic Accounts 2 | Attac Ages Solicitation #:
@ Stats Test00006
(% My Account o Review/Submit
Primary Point of Contact.:
= New Contact
\_'!) User Guide Contactf@new.com
@ For Help: Federal Service DesH
Archive Date:

August 4, 2010

Attach Packages

P Package #1

PR # TESTO113
Iz this Export Controlled?: no
Explicit Access: no

Three New FBO FAQs Jan2010.doc (35.50 Kb)
Description: t

Go Back | | Save Draft | | Quit Process And Return | | Release Solicitation
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I. The link for the Non-FBO solicitation is displayed in the “Details” sub-tab when viewing
the Non-FBO Solicitation from the list of notices.

II. Vendors must log in after clicking that link and will see the uploaded packages - and
can request access etc., the same way they would for FBO Solicitations. Users will
manage explicit access requests in the same way as described for FBO solicitations.

Hon-FBO Solicitaton: Test000D06 4 Return To Procurer

I,/F"r-:u:urement Maotices YDraf‘ts ‘(Aru:hived YNun—FBﬂ Solicitations ‘l_
{ Details YAuthDrized Farties I‘\.

| Unrelease Solicitation || Return || Archive |

Solicitation Details

Solicitation # Test00006

Primary Point of Contact.: New Contact
Contacti@new.com
Archive Date: August 4, 2010

I “endor Link: hitps.ifbo-test symplicity. com/fedtedsiTest00006

Attach Packages

P Package #1

PR # TESTO113

Iz this Export Controlled?; no
Explicit Access: no

Iz CD Available: no

Three New FBO FAGs Jan2010.doc (35.50 Kb}
Description: t

Unrelease Solicitation | | Return | | Archive |
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6.2 Un-release Non-FBO Secure Document Link

I. Users can un-release Non-FBO solicitations. Doing so renders the Non-FBO Solicitation
link nonfunctional and vendors trying to view the link of an unreleased Non-FBO
solicitation will receive an error message.

II. Un-released Non-FBO solicitations are returned to “draft” status on the list of Non-FBO
solicitations. On that list, in the released date, a red x will display.

III. To unrelease a previously released Non-FBO document, go to “"Procurement Notices”
and the “"Non-FBO Solicitations” sub-tab. Click on the review tab to open the
previously released item.

@ Home Non-FBO Solicitations
Procurement Notices

E] Documents/Links

,/Procurement MNotices Y Drrafts '( Archived ‘Ilf Mon-FBO Solicitations "\

# Manage Location _‘-", Solicitations ‘{Archived \
Contacts :
4 ] Keywords: « Less Search Fields
il Electronic Accounts
@ Stats Released Date: tn Released: (&) yes ()
L%u My Account
'\'-g) User Guide
'\:!) For Help: Federal Service Desk e ity Tomis 1-1 [.’.f L = — =
: | | Actions Sol/Ref & v Modified on¥ Released v
al Test00006 | Aug 01, 2010 9:39 pm Aug 01, 2010

TNNDTFBO Solicitation | Items 1-1 of 1
III
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I. From the Details tab, use the “unreleased solicitation” button to unreleased the Non-
FBO solicitation. When prompted, the user will need to confirm intended operation.

II. If there is not an intention to re-release the solicitation, use “archive” to send the
solicitation to archives. When prompted, the user will need to confirm intended
operation.

ITII. “Return” returns the user to the list of Non-FBO Solicitations

Hon-FBO Solicitaton; Test00006 4 Return To Procurer

I,/Prcu:urement Motices YDraFts YAr:hived rﬂun—FBalJ Solicitations ‘;_
{ Details YAuthDrized Farties "\

| Unrelease Solicitation || Return || Archive |

Sc:licit; ' In Details

Solicitation #: Test00006

Primary Point of Contact.: New Contact
Contacti@new.com

Archive Date: August 4, 2010
“endor Link: hitps:/ifbo-test. symplicity. com/fedteds/Testi0006

Attach Packages

P Package #1

PR # TESTO113

Iz thiz Export Controlled?. no
Explicit Access: no

l= CD Available: no

Three Mew FBO FAQs Jan2010.doc (35.50 Kb}
Description: t

Unrelease Solicitation | | Return || Archive
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6.3 Delete Draft Non-FBO Secure Document Link

I. A user can review all drafts non-fbo solicitations from main “procurement notices”
navigation and the sub-tab “non-fbo solicitations. Draft items are indicated with a red
x in the released column.

II. To delete a draft item, the user can click on the review icon for the list item to open
the draft notice.

Lﬁ Home

Procurement Notices

Non-FBO Solicitations
/Procurement Notices YDraf‘ts YArchivEd YNon—FBD Solicitations k'L.

2] Documents/Links
# Manage Location

4 Return To P

_‘E/Solicitations "{Archived \

J) For Help: Federal Service Dest

& Cantam,' Keywords: w Less Search Fields
b Elect A ts
ectronic Accoun
@ stats Released Date: o Released: () yes (7 no
L% My Account
—pearch |
I
3) User Guide II
ults: Items 1-1 of 1

~\/Zs |Sol/Ref & v Modified on ¥
ey | Testoooos |Aug 01, 2010 9:37 pm

Released »
| %

| Add Mew Non-FBO Solicitation | Items 1-1 of 1
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I. Within the Non-FBO notice use the “proceed” option to move forward to the
“review/submit” step "

II.  When on the Review/Submit step, if the user selects “delete,” (appears at the bottom
of the form), they will be asked to confirm that they indeed want to delete the item.
This is important to consider, as deleted drafts do not go to archives and because the
process of deletion cannot be undone.

Non-FBO Solicitaton: Test00006
Return to Procurement Motices | Return to list (nonfbo)

1 | Details
I\ Note:
s This solicitation and attached Secure Packages have not vet been released and are saved as draft.
2 | Attach Packages 'ou may make modifications and submit when ready
o Review/Submit L . .
Solicitation Details

Solicitation #:
Test00006

Primary Point of Contact.:
New Contact
Contacti@new.com

Archive Date:
August 4, 2010

Attach Packages

3 Package #1
P

PR # TESTO113
Is this Export Controlled?: no
Explicit Access: no

Three New FBO FAQs Jan2010.doc (35.50 Kb)
Description: t

Go Back | | Save Draft | | Quit Process And Return | | Delete | | Release Solicitation
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7 Manage Document Packages

(outside context of FBO Notice Creation)

7.1 Add New Document Package to Existing Notice

I. From the “Document / Links” main navigation, users can create and assign new
documents to released solicitations.

II. Use the “add new” button.

III. Additionally, a user can use the quicklink “upload new documents/links” on their
“Home"” page to add a new package.

IV. Note: If you create new documents using this resource, and save the materials as
drafts, the resources will remain as drafts in the system until they are posted, or
deleted.

Thursday, April 17, 2008 | 9:21 am | User: nancy agency - WASHINGTOH METROPOLITAN AREA TRANSIT AUTHORITY H, |
Logout

Gov USA.gov

Fedearal

* FEDB1zOPPs.cov i ...

@l Home DocumentsLinks 4 Return

Bl t Moti = =
resurenEy : ShERS _’/Packages "(Authorlzed Farties \_
#®) Documents/Links = :

w fiil Agenci | Keywords: ] » More

i org ns
& Buy Items 1-3 of 3
& My Acc Label / PR #¥ Typew Solicitation ¥ | Created on v Posted On v

33669989 Other (Draft RFPs/RFIs, Responses to Questions, etc..) |22334455 Mar 25, 2008 10:22 am |Mar 25, 2008
'\'_!) User Guide i :
':!) Help Desk .

Download/View: More docs.

8883lkias Other (Draft RFPs/RFIs, Responses to Questions, etc..) _alphasolnum | Apr 16, 2003 3:58 pm ;Apr 16, 2008
I load View: image file
Other (Draft RFPs/RFls, Responses to Questions, ete..) | 1258964 |Mar 26, 2008 4:06 prm | Mar 26, 2008

inloadView: gecure doc
AddNew | Items 1-3 of 3 "
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I. At step one, Details, the user indicates whether the document is secure/sensitive, tied
to a FBO solicitation, and completes the other elements of the document package
creation process (fields will appear conditionally based on user responses).

II. At the bottom of the form, “"Save Draft” saves the materials to the draft notice, “Quit
Process and Return” returns the user to the list of document packages and “Proceed”
moves the user forward in the stepwise process.

Thursday, April 17, 2008 | 9:22 am | Uzer: nancy agency - WASHINGTON METROPOLITAH AREA TRANSIT AUTHORITY &g |
Logout

"Gov USA.gov_

Federal

* FEDB1zOPPs.cov ...

[ Home [New Documents/Links]
Procurement Notices
Diocurnents/Links . .
2 ; i o Details Package Details * indicates @ required field
¥ il Agencies = Please enter the details for this document package
# Organizations 2 ) Upload Files
B
& Buyers AgencyiOffice®
& My Account 3 | Review/Submit “ou may choose an agency from your level and below
iWASHINGTON METROPOLITAN ARES TRAMSIT ALUTHORITY b
\_':’) User Guide
@ Help Desk Contracting Office Location®:
You are not registered st the office location level. Please select the related office locaton

|

|z thiz a securelzensitive package?:

Ciyes Qo

| Save Draft | | Quit Process And Retum | | Proceed
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I. At step two, the user uploads files.

II. A “description” is required.

III. Bottom of page, “"Go back” allows the user to go back in the stepwise process.
IV. “Save Draft” saves the materials to the draft notice.

V. “Quit Process and Return” returns the user to the previous navigation.

VI. “Proceed & Review” moves the user forward in the stepwise process.

[Mew Documents/Links]
Return to Documents/Links | Return to list (Documentsi/Links)

1) Details Files / Attachments
o Upload Files
3 | Review/Submit Type®:

Choose “"upload™ to select a file from vour computer or choose “link™ to
enter in website URL

i) upload () link

Description®:
Enter in a short description for this filellink

Deleta

| Add Another Document |

| GoBack | | Save Draft | | Quit Process And Return | | Proceed & Review |

—|£|‘
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I. At step three, “review/submit,” the user is able to review materials, and if
appropriate to use “post documents.”
II. ""Go back” allows the user to go back in the stepwise process.
III. “Save Draft” saves the materials to the draft notice.
Iv. “Quit Process and Return” returns the user to the previous navigation.
V. “Post Documents” adds the Package for use in the system.
[New Documents/Links]

Return to Documentsi/Links | Return to list (Documents/Links )

2

[
[4*
B
w

o Review/Submit

Package Details

Inload Files . , o -
Upload Files Is thiz a secure/zensitive package?:
no

SolRef#
MWM-FBO-025 (Combined Synopsis/Solicitation)

Type:
ModiAmendment

Files / Attachments

hitp-dfw e . google.com
Description: Test URL

Go Back | | Save Draft || Quit Process And Return | | Post Documents |

\Y
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7.2 Edit Document Package

I. Note, if a package has been posted to a solicitation, the user will not be able to edit
the package. Only packages that list "unassigned" in the solicitation column will have

"edit" as an option when

opened.

II. To edit a document package, go to main navigation “documents/links,” and select the
package link (Label/PR#) for the package to be edited. This opens the “details” of the

package.
III. When "details" are open, select the "edit" button.
'3 Home DocumentsiLinks 4 Return To Documents/Links

Procurement Notices

J/Packages YArchived \/Authorized Farties \

#) Documents/Links

‘ Keywords:

& Manage Location b More Search Fields
& Contacts
# Electronic Accounts Items 1-20 of 36 Jump 1 » | Next =
@ Stats Label / PR & ¥ Typev Solicitation v Created on v Posted On v
(& My Account Other (Draft RFPs/RFIs, Responses to
' F z
. 12345673912 o et [Unassigned] Jul 30, 2010 4:37 pm | Jul 30, 2010
(3) User Guide N A
HiView: test
(3) For Help: Federal Service DesH I T
: ht 1 Mod/Amendment ‘[Una ] ;‘I_EI'_IV 04,2009 10:21 |y 04, 2009
Download/\View: Test
T
Amendment 1 Mod/Amendment Iarmy-tdg-test iADr 120001055 ‘Apr 14, 2009

am

@ Home

Procurement Notices
@ Documents/Links

ModiAmendment (Draft)

[ Details Y Audit Trail |

& Manage Location
& Contacts
#ll Electronic Accounts

_!3 MNote:

This iz a controlled unclassified document package.

D Stats

|Rel:|ln|| Deiehe“ Edil:|

f} My Account

() User Guide

Q‘) For Help: Federal Service DesH

Description: test

Is this a secure/sq 11l |e package
Iz the related = tion on FBO
Solicitation:
Label:
PR #:

Iz thiz Export Controlled?:
Explicit Access:
Iz CD Available:

Motice to Offerors.doc (23.50 Kb)

. yEs
: no

ModiAmendment (Draft)

12345878812
no
no
no

| Retumn | | Delete || Edit |
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I. After edit is selected, user sees message indicating why edits are allowed, and will
need to confirm the desire to make edits to the package.

Windows Internet Explorer E|

\:_3'/ Are you sure you want to edit this package? It has already been released but you
may make modifications because it is not yet attached to a solicitation

OK ‘ Cancel ‘

II. Users will be taken to step one of document creation and can progress as if the
document had been previously saved as draft. See above for details on document
package creation.

Copyright © 2010 www.fbo.gov Page 106 of 138




Location Admin 1.99

7.3 Delete Document Package

I. Note: If a package has been posted to a solicitation, the user will not be able to delete
the package. Only packages that list "unassigned" in the solicitation column will have
"delete" as an option when opened.

II. To delete a document package, go to main navigation “documents/links,” and select
the package link (Label/PR#) for the package to be deleted. This opens the “details” of

the package.
I1I.

When "details" are open, select the "delete" button.

Q Home

DocumentsiLinks

Procurement Notices
#) Documents/Links

J/Packages YArchived \/Authorized Farties \

4 Return To Documents/Links

| Keywords:

& Manage Location b More Search Fields
& Contacts
# Electronic Accounts Items 1-20 of 36 Jump 1 » | Next =
@ Stats Label / PR & ¥ Typev Solicitation v Created on v Posted On v
(& My Account Other (Draft RFPs/RFIs, Responses to
' F z
. 12345678912 e e e [Unassigned] Jul 30, 2010 4:37 pm | Jul 30, 2010
(3) User Guide A
ew: test
(3) For Help: Federal Service DesH I T
: Mod/Amendment ‘[u ed] 5;‘;“' 04,2009 10:21 |y 04, 2009
diView: Test
Amendment 1 Mod/Amendment !army-tdg-test st bt ‘Apr 14, 2009

| iEI'I'I

|_‘:-,[ Home

Procurement Notices
@ Documents/Links

& Manage Location

& Contacts

#ll Elzctronic Accounts
D Stats

f} My Account

() User Guide

Q‘) For Help: Federal Service DesH

ModiAmendment (Draft)
[ Details Y Audit Trail |

_!3 MNote:

This iz a controlled unclassified document package.

| Return ||70er || Edit |
II

re/sensiive package?:
ed =olicitation on FBO:

Solicitation:

Label:

PR #:

Iz thiz Export Controlled?:
Explicit Access:

l= CO Available:

Motice to Offerors.doc (23.50 Kb)
Description: test

YES
no

ModiAmendment (Draft)
12345678012

no

no

no

| Retumn | | Delete || Edit |
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I. After delete is selected, user sees message asking for confirmation that they
desire to delete the package.

Windows Internet Explorer

\_g) Are you sure you want to delete this released secure document?!

OK Cancel
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7.4 Manage Explicit Access Requests

I. A user can see if they have any pending Explicit Access Requests on their home page
in the Pending Actions display. Note this tally is specific to the account.

II.  Click on the presented link to navigate to the list of pending requests.

ITII. Alternatively, a user can navigate to the “authorized parties” list from the
“Documents/Links” main navigation, and selecting the “authorized Parties” sub-tab.

Fedaral

* FEDB1zOPPS.cov om...

@ Home Home

Procurement Notices
: { Home '|i
E] Documents/Links

& Manage Location

video Demonstrations NEW m‘ Statistics

& Contacts The Adobe Flash plugin is regquired.

i} Electronic Accounts 95 Active Procurement Motices
{:} Managing Buyers & Locations

a Stats 54 Archived Procurement Motices

& My Account

{N\ Pending Actions 0 Active Non-FBO Soliciations

0 Explict Access Reguests

Archived Non-FBO Soliciations

Pa

@ User Guide

\:’D For Help: Federal Service DesK 0 Agep” “ct Registrations

()
on

Active Document Packages

I
15 Agency Users
@ Quickli
# ] create Motice 7
‘J v_’ Announcements
ﬂ Moditsmend Notice There are no announcements at this time.

*J Create Award
ﬂ Cancel Notice

|3 Upload New Documents/Links
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I. The “authorized parties” list is divided into three sub-tabs: “pending requests,”

“authorized,” and “rejected requests”.
To review a pending request, click on the review icon for the request record.

I1.

- Thursday, April 17, 2002 | 6:18 pm| Uzer: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY B L
ederal

Business *
* FEDB1zOPPS.GOV e

E-Gov USAg

@ Home

testd14 4 Return To Ho
[5] Procurement Notices
{ Packages } Authorized Parties\
B Documents/Links
+ il Agencies _/Fending Requests YAuthorized \/ Rejected Requests \
#l Organizations

& Buyers
f}l My Account

ko | [ca]

Results: Items 1-2 of 2
@ Viorirddl Actions |Sol/Ref #v | Last Namev |First Namevy Email Contractor v DUNS ¥ Cage #
- @ 12344838k Pettit Nancy nancvexport@symplicity.com OPTOMETRICS CORPORATION 001002138 |1X8K5
(2) Help Desk
/'Q\ deleteion Pettit Nancy nancyexport@svmplicity.com COPTOMETRICS CORPORATION 001002138 |1X8K5
2 1-2 of 2

I
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I. When the review icon is clicked, the pending explicit access request record is opened.

II. If the user is comfortable “approving” the request for access to the document, they
select “approve.” Approved vendors receive email notification that they have been
granted explicit access to the document. If approved is selected, user will be asked to
confirm action.

III. To “reject” the request, select “reject” (see below for details on rejection).

IV. If the user is not ready to do either action, use “quit process and return” to retain
pending status on the record.

Thursday, April 17, 2008 | 6:19 pm| Uzer: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY & |

F

* FEpB1zOpps.cov i

(@1 Home Approve/Reject Request 4 Return | Return To List (Authori;
[l Procurement Notices
. |' Packages YAuthurized Parties ‘\
@ Documents/Links
= ;
+ fiil Agencies s
#ll Organizations II lou may approve or reject this vendor's request for explictt access to sensitive documents.
& Buyers te: Approving this vendor will add them to the Authorized Party List for this solicitation
(‘}u My Account =~
(@ User Guide [ Approve | [ Reject | | Quit Process And Return | T e e e
@ Help Desk Created: [April 10, 2008 12:02

Pen icit Access Request By:[Nancy Selina Petti
Modified: [April 10, 2008 12:02

By: [Mancy Selina Pettit

Status: pending

he Notice on FBO: yeg

Solicitation #: 12344388k

Vendor:
! Contractor

DUNS #:

001002138

Name:

OPTOMETRICS CORPORATION
Cage #:

1X8KS

Fullname:

MNancy Selina Pettit
First Name:

Nancy

Middle Name:
Selina

Last Name:
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I. If “reject” was selected, the user will be prompted to provide text explaining the
rejection. This information will be included in the rejection email received by the
vendor.

II. If a user changes their mind at this step, they can still use “quit process and return”
button to retain the pending status of the explicit access request.

ITII. “Save and Send Rejection” will change the request status to rejected and send vendor
notification about rejection.

Thurzday, April 17, 2002 | 5:20 pm | Uzer: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHOH
+

Federal
Busi

* FEDB1zOPPS.cov ...

4 Return | Return To L

(@ Home Reject Request

[l Procurement Notices
f Packages YAuthorized Parties “..

@ Documents/Links

v fii Agencies _.) Note:
il Organizations Please add a reazon for rejection
& Buyers
(& My Account | Quit Process And Return | | Save And Send Rejection | * indicates & required field | Authorized Vent
(3) User Guide Created: | April 10,
() Help Desk o ance s
Modified: | April 10,
By:|Mancy S

Status: Meje
l= the Motice on FEO: Y&8
Solicitation # 12344888k

\endor Nancy Selina Pettit (Vendor Aszociates: 147852963)

Rejection Note®; PIEase provide a reason for this reje

Quit Process And Return | | Save And Send Rejection
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7.5 Review Authorized / Rejected Explicit Access Requests

To review the previously authorized / rejected explicit access requests, go to the
Notice of interest, then the “packages” sub-tab and finally, the “authorized
parties” sub-tab.

II. Authorized vendors will be listed on the “authorized” sub-tab.
III.

Previously rejected requests will be listed on the “rejected requests” sub-tab.

Fedaral

* FEpB1zOPpps.cov &

Oppartunities
& Home 2nd explicit access make Stwfiot universal status for all - estatate: Authorized Parties
Procurement Notices

% [ Motice Information } Packages Ylnterested Vendors \

i) Documents/Links =
+ fiit Agencies [ Packagss | Authorized Parties |
#i Organizations Pending Requests Authorized Y Rejected Requests \

& Buyers
keyworss[ ] [ee]

b, April 15, 2008 | 8:07 pm| User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout

GOV USA.gov_

4 Return | Return To List (Procurement}

&l My Account

(3) User Guide Results: Ttems 1-3 of 3

@ Help Desk Actions |Last Name v |First Name ¥ | Email Contractor v DUNS v Cage #v
Q'a export nancy t;s!;— ].rzl@“sc\ﬂnilz:jclllrzlv.com test-1@svmplicity.com,test- Eigg:!ts import 000002222 | 300007
Q Pettit Nancy nancyexport@symplicity.com gg&%’gi}ﬁﬁ%ﬁ 001002138 | 1X8KS
Ql Vendor Alan testi 0@svmplicitv.com, nspettit@vahoo.com. btmnsp@amail.com |LOEB, H CORP 001001668 | 3X4W6E
Items 1-3 of 3
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7.6 Document Audit Trail

I. For controlled, unclassified documents, the system tracks each time a vendor reviews
the record. This is captured in the “audit trail” sub-tab of a released document.

II. Go to main navigation "Document / Links.” For the document package you would like
to review, click on the package link (not the actual document file link(s)).

Federal
Business L

1ZOPPS.GOV o e

4 Return To Documents/Links

Documents/Links
= : { Packages Y Archived ¥ Autharized Parties
#) Documents/Links i = Y Y \‘

& Manage Location ‘ Keywords: » More Search Fields

& Contacts
# Electronic Accounts Items 1-20 of 36 Jump 1 » | Next =
@ Stats Label / PR # ¥ Typev Solicitation v Created onv Posted On v
FEs 1 II sa12 Stl_lhei'ti(oasfgtif;wRFk" RESDorEEsitg [Unassigned] Jul 30, 2010 4:37 pm | Jul 30, 2010
(3) User Guide et
'\':f) For Help: Federal Service Des%!‘x,jvlew: et T
|| Amendment 1 Mod/Amendment I[Unassigned] I;I:_Iy 0,,2009/10:21 May 04, 2009

Download/View: Test
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I. When the Document package record is opened, it defaults to the “details” sub-tab for
the record. Click on the “audit” sub-tab, to review the listing of vendor review.

II.  On the “audit trail” sub-tab, the system will list out each time a document was viewed
(note, if viewed multiple times by the same vendor, each occurrence will be reflected
in the list.)

ITII. Click the review icon to open the audit trail record.

Tuesday, April 15, 2008 | 6:05 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout

Fede
Busil

* FEpB1zOPpPs.cov &t M Cov Ustoor

@) Home - Audit Trail - PR # 123456: 123456456 4 Return | Return To Ligt (Document Package)
Procurement Notices ]

#] Documents/Links

+ fit Agencies III vords l:l El

il Organizations
& Buvers << s Ttems 1-1 of 1
(& My Account [ACtions  |Last Name First Name Contractor DUNS Filename Created on
Q_j wetzler tony Dagostin Incorporated 123456739 fbo buyer guidel.pdf Mar 25, 2008 10:11 am
Items 1-1 of 1

. Locgils Y Audit Trail

@ User Guide

(3) Help Desk
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I.  The “audit trail” record details the specifics of the controlled, unclassified document
review.
II. “Return” closes the record.

Tuesday, April 15, 2008 | 6:05 pm| User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout
e A -

* FEpB1zOpps.cov :

'-ﬁ Home Audit Trail - PR 56: 123456456 4 Return | Return To List (Log}

Procurement Notices E = i
-Detalls Audit Trail
#) Documents/Links

- it Agencies Secure Document Log Info  [=]

#il Organizations Created:|March 25, 2008 10:11 am
& Buyers Secure Package Log By: |tony wetzler
f:lb My Account Wodified: |March 25, 2008 10:11 am
&
PR#: 123456 By: |tony wetzler

@ User Guide SolRef#: 123456455

2) Help Desk :
O Filename: fhg buyer guide!.pdf
Wendor:
Attt Contractor:
DUNS #:
123456789
Mame:

Dagostin Incorporated
Doing Business As (DBA):
Doing

Cage #

12312323

Fullname:

tony wetzler

Email
twetzler@symplicty. com
Phone:

5555555555

Action’ download
Action Occured ON: par 25, 2008 10:11 am

IP Address: 192 163.1 188
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8 Manage Location

8.1 Edit Location Profile

I. As previously indicated, the user can review their office location profile by going to the
“Manage Location” main navigation.

iﬂ Hom

Proc ent Notices
@ Lo Links=

& Manage Location

& Contacts

#ll Electronic Accounts
@ Stats

fb My Account

Q‘:_) User Guide

Office of Integrated Acqguisition Environment: Symplicity Test Location
J.'/ Edit Location \.‘/ Contacts "\

Office Location Information

Code: SYMP
Name: Symplicity Test Location

Address: Wilson Bhed
Arlington, Virginia 22202

@ For Help: Federal Service Desk United States

Vendor View ML List Default: Default On

“Vendor Add Themsehres To WL List Default On
Default:

Allow CLIN Template: Allow
Allow Doc Package: Allow

Active: yes
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Edit Office Location Information

I. Click the “Edit” button which opens the record for edits.
II. “Submit” enters the data for the record and submits the user’s changes (returns user

to the previous list).

IV. “Save” enters the data for the record and keeps the user in the record.
V. “Return”, takes the user back to the prior screen without making any changes since

the record was last saved.

Office of Integrated Acquisition Environment: Symplicity Test Location

Edit Location Y Contacts ‘\
%

Office Location Information

Code: SYMP
MName: Symplicity Test Location

Address: Wilson Bhd
Arlington, Virginia 22202
United States

Wendor View ML List Default: Default On

Vendor Add Themselves To VL List Default On
Default:

Allow CLIN Template: Allow
Allow Doc Package: Allow
Active: ves

i v of Integrated Acquisition Environment: Symplicity Test Location
pcation '{ Contacts '!‘

/
| save | | Retum |

Office Location Information

Code®™ SYMP

Name*: Symplicity Test Location

Address® | Street:

Wilson Bhed

City:
Arlington
State:
\irginia -
Zipe
22202
Country:
United States

Vendor View IVL List Defsutt: () Forced On () Forced Off @ Defautt On

Vendor Add Themselves To IVL List (2) Forced On (7) Forced Off (@) Default On

Default:

() Default Off
(") Default Off
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8.2 Manage Agency User Accounts

I. Pending agency account requests that a location admin account is managing will show
on the “pending actions” section of the Home page for that account.

Lﬁ Home

{#] Documents/Links
# Manage Location

& Contacts

il Electronic Accounts
@ Stats

[% My Account

@ User Guide
@ For Help: Federal Service DesH

Home

] Procurement Notices —\
| Home §

Video Demonstrations NEW
The Adobe Flash plugin is required.

(:) Manaqging Buyers & Locations

& Pending Actions

1 Agency Contact Registrations

.3-"} Quicklinks
ﬂ Create Notice

4] Mod/Amend Notice
*) Create Award
ﬂ Cancel Notice

Ij Upload New Documents/Links

[all Statistics

85 Active Procurement Notices

54 Archived Procurement Notices

0 Active Non-FBO Soliciations

2  Archived Non-FBO Soliciations

35 Active Document Packages

15 Agency Users

/% Announcements

There are no anncuncements at this time
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8.2.1 Approving Email Verified New Registrations

L. All registrants will receive an e-mail after submitting a registration form which allows
them to confirm the validity of their identity/email. Users should follow the directions
in the e-mail (they have to verify their email address).

II.  When the “new registrations” list is opened, users will see a listing of pending
registrations where the email has been verified.

I
Contacts 4 Return To Home
.'_' Buvyers List Y New Registrations "\
Keywords: = Less Search Fields

Registration Verified: (@ yes (=) no

II
Results: Items 1-1 of 1
Actions | Last Name ¥ |First Name ¥  Email Agency v User Level r Role(s) Verified v
Office of Integrated contracting office Buver
Q’j Request Test test233@noemail.gov | Acquisition (Symplicity Test En;inéer V
Environment Location)
Items 1-1 of 1
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I1.

I1I.

Iv.

. () Help Desk

User Guide

When the registration record is opened, the user can “approve registration,” which
allows the registrant to begin to use the system per their registration (e.g., as a buyer
for that agency as shown on the form).

“Approved” registrants receive email notification when their account has been
approved.

If “reject” is selected, the user is asked to confirm that entry. The registration record
is deleted when rejected. “"Reject” cannot be undone. Users are asked to confirm this
selection.

Windows Internet Explorer

\_‘_:’) Are you sure you want to reject this registration? The registration will be deleted
and this cannot be undone!

QK Cancel

If "Return to List” is selected, the registration remains pending in the “new
registrations” list and can be reviewed later.

[ Approve Registration | [ Reject | [ Return To List | Agency Registration Info [=]

Created: | April 15, 2008 4:20 pm
Buyer User Registration Form Modified: | April 12, 2008 4:24 pm
By: | Admin Test

Fullname: nancy engineer metro
Title: test

Email Address: pap@oneagency. com
Account Info:

Agency:

WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY
User Level:

agency

Uszer Roles:

Buyer

Username: testnancy

Approve Registration | | Reject | | Return To List
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I. If edit is selected, the registrant’s record is opened and a user can make edits to the
record.

II. Use “save changes” to save any edits to the registrant’s record.

Tes I uest (Office of Integrated Acquisition Environment) 4 Re
l}iSt Y Mew Registrations \_

| Save Changes || Cancel Edits || Cancel |

* indicates a required feld

Buyer User Registration Form
Fullname®* Test Request
Suffoc

Title:

Email Address® test233@noemail. gov

Phone*: 3535531212

Account Info: | Agency:

GEMERAL SERWICES ADMINISTRATION/Cffice of Integrated
Aecguisition Environment

User Level:

contracting office

Contracting Office:

Symplicity Test Location

Uzer Roles®:

Buyer D Buwer (Limited) Engineer D O ffice Location
Administrator

Uzername® TESTREQUEST
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8.2.2 Approving Email Un-verified New Registrations

I. If a registrant indicates that they have registered, but their registration is not on the
new registrations list, it is possible that the user has not “verified” their email address
(required step after a user submits registration form).

II. To review the list of “unverified” email registrations, use the “more” filter to show a list
filter that will allow you to see “verified” “no”.

ITII. Unverified email accounts are indicated by the red x in the verified column on the list.

Lﬁ Home

Procurement Notices
#) Documents/Links

fp Manage Location

& Contacts

#l Electronic Accounts
@ Stats

& My Account

Contacts

{ Buyers List YNew Registrations k\_

Keywords:

Registration Verified: & yes @ no

=
II

4 Return To Contacts

= Less Search Fields

i) User Guide
i) For Help: Federal Service Deﬂ

Results: Items 1-3 of

.|| Actions Last Name v | First Name v | Email

Agency v User Level v Role(s) Verified v
Office of Integrated contracting office |
Q-j Jones Jocelyn myrty.norrell@eds.com | Acquisition (Symplicity Test Buyer x
Environment Location)
Office of Integrated contracting office Buver
Qa Request2 Test test234@noemail.gov Acquisition (Symplicity Test E yor; x
: i ngineer
Envircnment Location)
Office of Integrated contracting office
gl Webster Adrion adwebster6@yahoo.com | Acquisition (Symplicity Test Buyer x

Envircnment

Location)

Items 1-3 of 3

IV. Users can still move forward with approving the “unverified” registration, but should
ensure that the email is correct. System communication (including the notification of
the approved account), will be sent to the email indicated on the registration form.

V. Follow steps as described above for reviewing a “verified” registrant.
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8.2.3 Create an Agency Account

I. To create a new user account, go to main navigation “Contacts.”
II. Use the “"Create New Agency User” button to create a new agency user.
III. See “Electronic Accounts” for information on creating email/ftp accounts in the
system.
) Home Contacts
Procurement Notices = 7
Buyers List Mew Registrations
@ Documents/Links "f/ v ‘{ \'
& Manage Location Keywords: F More Search Fields
& Contacts
wib jc Accounts Batch Options + | Results: Items 1-15 of 15
p
B s
HE | Actions | Last Name v First Name v | Agency/Office Location(s)
& M ount
GEMERAL SERVICES i
() User Guide @ e i ADMINISTRATION/Office $§$phmw
@ For Help: Federal Service Desk OF Sen il £guiekon Location
Environment
GEMERAL SERVICES -
[ =t BuverEngineer Micki ADMINISTRATION/Office _?_:;?IJHGIW
of Integrated Acquisition .
Environment
GEMERAL SERVICES . .
) Symplicity
1 == ADMINISTRATION,/Office
O Qj Talleyi Ashley of Integrated Acquisition -II_-DE?E:ntiDn
Environment
I || Create New Agency User | Items 1-15 of 15
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The “"New Agency User” form is opened and the user can enter the “core” details
for the new record

II. Because this new account was entered from Buyer’s list, the account is set to be
“no” for “Electronic Submission Account.” Electron submission accounts can only
use electronic submission (FTP/email) methods to submit materials to the

system.

III. Select "next” to move forward in the record creation process.

[a Home

Procurement Notices
#] Documents/Links

& Manage Location

& Contacts

#lh Electronic Accounts
& Stats

f:r?;j My Account

'\_i:i User Guide

[Hew Agency User]

[ Core §

Please enter in the contact information and click [next] to proceed to the next step

S

Agency User Information

3 For Help: Federal Service De=K Title:

Full Mame*:
First Mame:
Middle Mame:
Last Name:
Suffoc
Emaif*:
Phone:

Cell Phone:

Fax:

IT NS account 1=

Electronic Submission Account: =
th

W UpIn tr
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I. In the next step, the Admin user establishes the “Account” for the new user.

II. “Cancel” can be used to quit the process without saving the new record.
ITII. Select “next” to move forward in the record creation process.

@ Home

Procurement Notices
2] bocuments/Links
# Manage Location

[New User Account For Full Name]

1 ? Accounts |

4 Return To Contacts | Return To List (Account)

III

MNote:

& Contacts ~ }se choose the agency, office location and user role(s) for this account and click [next].
il Electronic Accounts ™~
@ stats * indicates a required field
& My Account
Agency: Office of Integrated Acguisition Environment
@ User Guide : = n : = oo . .
User Level: Choose "agency” for agency administrators or for users that will manage data across offices/locations from their
@ For Help: Federal Service DesH agency and below

contracting office

Contracting Office Location: Symplicity Test Location

User Roles™: [ Buyer ] Buyer (Limited) ] Engineer [Tl office Location Administrator

IV. In the next step, the Admin user establishes the “Username/Password” for the new

user.

V. Select "save” to save the new user in the system.
VI. “Return” quits the process without saving the new record.

Full Name: Account

[ Core { Accounts | Username/Password { Login As |

4 Return 1

MNote:

V' |Please choose a username and password for this account and click [save] to complete the new user record.

*indicates a required field

Account Information

Dizable Account: (0) ¥es (@ no

Username*:

Enter Mew Password:

Verify Password:
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8.2.4 Electronic Accounts

I. Users that are set up for “Electronic Accounts” will only be able to submit
materials to the FBO system via “email” or “FTP” (electronic methods).

II. To add a new user with this sort of functionality, go to the main navigation,
“Agencies” and the sub-tab “Electronic Accounts”. Use the “Create New
Electronic Account” button to enter a new user.

I1I. Doing so opens a new agency form, with the setting for “electronic account” set

to “yes”.
Enter required fields and select “next.”

Iv.

[:[ Horne
Procurement MNotices
B Documents/Links
+ fiil Agencies
il Organizations
& Buyers
il Electronic Accounts

* FEpB1zOrprs.cov

Fedaral
Business
Oppartunitias

Thursday, April 24, 2008 | 617 pm | User: nancy ageney - DELAWARE RIVER BASIH COMMISSION “ | Logout

Electronic Accoums

fEIectronic Submission Accounts \

4 Return

Keywrords l:l F More Search Fields

Batch Options % | Results: Items 1-1 of 1

& [E | Actions |Last Mame v |First Name v | AgencyfOffice Location{s) Email v Phone Username v
My Account =
[} Qj Eg electronic nancn DELAWARE RIVER BASIN COMMISSION |office test-55@syrplicity.com testelectro

'J) User Guide

Q:) Help Desk

[ reate New Elecroic Account | 1t/ I

\

Lﬁ Home
Procurement Motices
& Documentsilinks
= il Agencies
il Organizations
& Buyers
M Elzctronic Accounts
& My Account

* FEpB1zOrrs.cov

(D User Guide
@ Help Desk

Federal
Business
Opportunitias

\l—

Thursday, April 24, 2005 | 619 pm | User: nancy agency - DELAWARE RIVER BASIN COMMISSIOHN ﬁ | Logout

[Mew Agency User]

Core |

4 Return | Return To List (electronic)

_!) MNote:

Pleaze enter in the contact information and click [next] to proceed to the next step

(nent | [Return |

* indicates a required field

Agency User Information

Tite: |

Full hame* |

First Mame: |

Micidlz Name: |

Last Mame: |

Sufii; |

Emit® |

Phane: |

Cell Phone: |

Fas |

v

Electronic Submission account 56t this tofles” if this ac
up inthe
yes ITI
—

ount iz only used for electronic submissions (ftp or email). Mote, setting to "yes" will make thiz user only show
itz section.

ent | [Retom | \
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I. Users should then complete the account user rights for the new user per
presented forms.
@ Home [Mew User Account For Full Name] 4 Return To Electronic Accounts | Return To List (Account)
Procurement Notices a K
ccoun
# Documents/Links
iy Manage Location _') Nota:
& Contacts Please choose the agency, office location and user role(s) for this account and click [next].
# Electronic Accounts
P Stats « indicales a required field
& My Account
Agency: Office of Integrated Acquisition Envirenment
3 g
Q LERno iy User Level: Choose "agency” for agency administrators or for users that will manage data across offices/locations from their
@ For Help: Federal Service Des:! agency and below
; contracting office
Contracting Office Location: Symplicity Test Location
User Roles™ Buyer [_| Buyer (Limited) [_| Engineer ["] Office Location Administrator

II1. Once the username is entered and saved, the account will then appear on the
electronic accounts list.

Full Name: Account

4 Return To Electronic Accounts

I,/Cnre Yﬂccnunt Yl_lsername,fPasswnrd YLDEIiI'I As .'\

Iy MNote:

Please choose a uzername and pazsword for this account and click [save] to complete the new user record.

* indicates a required field

Verify Password;

Account Information

Disable Account: () Yes @ no

Username*;

Enter Mew Password:

III. Note: Users cannot “register” to request this type of account in the system. The
“electronic account” option is not presented to buyers/engineers during the
registration process.
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8.3 Batch Options
8.3.1 Email Users

I. From the Contacts / Electronic Accounts list of accounts, the user can send an email
via the system to all or select members of the list.

II. Open the contacts list and use the "+" selection tool to select all users for inclusion in
the distribution list of the email being sent. The "-" will deselect all in the list.

ITII. If not intended for all, use the checkmark to select specific recipients.

IV. Once selections have been made, select the "batch options" tool, and the "mail", and
"new message" options.

V. Note, even after you are done with this batch action, batch selections will remain
selected for possible use again during the user session. Use the "-" tool to deselect all
if you wish to do another batch operation that targets a different list of users.

(2 Home Contacts
Procurement Notices

@ Documents/Links

_‘."f Buyers List '{New Registrations \‘;

@ Manage Location Keywords: fest » More Search Fields

& Contacts

#ld Electronic Accoun II Results: Items 1-16 of 16 (2 items selected)

2 Stats

l% My Account EE | Actions | Last Name v First Name -  Agency/Office Location(s)

GENERAL SERVICES ..
i Symplicity
IS iy ADMINISTRATION/Office |
v W Sl
¥ Q] e = of Integrated Acquisition o
: Location
Enwviranment

'\":9 User Guide

'\':j} For Help: Federal Service Deséll

GEMERAL SERVICES

.__ | Symplicity
# |Gl BuyerEngineer Micki ADMINISTRATION/Office 3.0
of Integrated Acquisition :
: Location
Enwviranment
2l Home Contacts

Procurement Notices

@ D te/Links _.l'/ Buyers List .'{New Registrations .'1.
ocuments/Lin

& Manage Location Keywords: test » Wore Search Fields [ Jarch |
& Contacts 1AV

il Electronic Accounts 1E.atu:h Cptions fiﬂﬂslﬂls._lt&ms_l;l-ﬁ_nf_Lﬁ_Lﬁ ite  _=cted)

@ Stats o r:f'lllm R PI [new message]
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I. Once "new message" is selected, a "mail wizard" opens which allows the user to

compose a message.
II Use message options to save the

message for future use.

III. Available mail merge fields are shown in the list of "available fields"

IV. At the bottom of the page (not pictured), attachments can be added to the message.
V. Hit "next" to go to the next step in the process.
VI. "Cancel" cancels the operation. Note, batch selections are not cleared with cancel.

=

]
VI

ers List YNEW Registrations }',Mail Wizard 1

4 Return To Contacts §

: Review/Edit Message

al wish to save these changes, and then select the ‘next’ button.

| cancel | [ Mext |

review/set the parameters of the message you wish to send. Make any changes in the form below, select whether and

Message @
Options  ng ot save

Message Identifier: Please enter an identifier for this message
Subjects; Enter the subject of the email message.

he e-ma

From®: Please enter tf

.com

HTML Format: Do you wish to format this message using HTML?
@ yes @ no

Message Body*; Please enter the mes

Save as Mew

AVAILABLE MERGE FIELDS

[itle]
fullname;
emai
phonel
fax]
cell phonel
modified
created
USErname
electronic_acct
password

(=9
[=1]
= =3

I

system ur
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II
II

Next the user will be given a chance to review the list of recipients for the message.
. "Prev" returns the user to the message composition step of the process.
I. "Cancel" cancels the operation. Note, batch selections are not cleared with cancel.

IV. "Send Message" sends the message to the users.

Tuezday, April 15, 2008 | 9:58 pm | Uzer: nancy agency - Sample Agency in FBO Test Switch Account | Logout

Fedaral
L i

Businass -
* FEDB1zOPPS.COV S, PEOV USA.cor
{4 Home 4 Return
E e t Moti - - -
ki 3 e /Buvers List \/New Reaqistrations Y Mail Wizard ‘\
{2l Documents/Links
: STEP 2: Review Recipients
v fiil Agencies Please review the list of recipients below, and make any desired changes.
#l Organizations
& Buyers Dudley@=aft. warehouze.gov
(& My Account test-3@symplicity.com
Bily@=aft.gov
3 = nan@gov.agency.com
Q e Suzie@SAFT.gov
@ Help Desk user@fatp.gov

[ remove =elected recipients ]

WARNING: When you click "Send Mes=sages', the mailing will begin. This iz your last chance to change your mind or make any corrections.

[ cancel ] [< prev ] [ Send Meg=ages
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Procurement Notices
#] Documents/Links

8.3.2 "Save to Excel"

I. From the Contacts or Electronic Accounts list of accounts, the user can save a list of
all, or select members, of the list to excel format.

II. Open the contacts list, and use the "+" selection tool to select all users for inclusion in
the excel list. The "-" will deselect all in the list.

ITII. If not wanting to include all in the file, use the checkmark to select specific recipients.

IV. Once selections have been made, select the "batch options" tool, and the "save as
excel", and either "this page" or "selected records" options.

V. Note, even after you are done with this batch action, batch selections will remain
selected for possible use again during the user session. Use the "-" tool to deselect all
if you wish to do another batch operation that targets a different list of users.

(4 Home Contacts

_‘l"f Buyers List l'lf’New Registrations \1.

i Manage Location Keywords: | test # More Search Fields

& Contacts

i Electronic Accounts Batch Options + | Results: Items 1-16 of 16 (2 items selected)

@ Stats

l% My Account FI[= | Actions | Last Name v First Name -  Agency/fOffice Location(s)

/’7A

= GEMERAL SERVICES -
o Guid II N o : Symplcity
\__.)M g] Binien Micki AEIMT‘:NIS'I;R_?TFI\DN{D_‘?ICE Test
@ For SUver of Integrated Acquisition ||~

Help: Federal Service Deshk :
Enwvironment

GENERAL SERVICES i
ADMINISTRATION/Office | SYMPlcity

kil gj e i = of Integrated Acquisition —Il_—zgzcltiun
Environment
(2 Home Contacts
5 P t Noti p -
it i it .'/Buyers List "{!New Registrations \1.
@ Documents/Links B b
& Manage Location Keywords: test b More Search Fields
& Contacts
#ll Electronic Accounts Iaatch Options M wail pI
@ Stats ) Save As Excel M This Page
(& My Account HE | Actions | Lal saye As Text File M Selectst~cords (=)
Edit | v
=~ GENERA VICES -
(@ User Guide 7 B o E ADMINI TON/Office | S¥mBplicity
n ] | & Buver Micki £ Int e T
'.3} For Help: Federal Service Desk Env?r;?ment EQUISTON |} oeation

Iv.

V.

Follow your browser prompts to open or save as excel file.
System will create excel file with select fields for the buyer accounts selected.

Copyri
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& & https: //fbo-test.symplicity com/foutgoing/list_Qecadd66adif2atbagfe2ic v | & | 44 X
W & |88|~|'w (48 urread) Yah... |@Federal Business ... | @htips:/ffbo-tes... x| | B - B - =

A - F# 'Last Name

& B | ¢ | ol E | F | & | H | [ [ 0 | k]
1 |Last Name IFirst Name Agency Title  Email |Phone Username Logins |Last Login Role(s)
2 |admin user Sample £ Usengf: agency T Agency Administrator
3 |agency nancy Sample £ test-3GE nancyagenc?3 2008-04-15 21: Agency Administrator
4 |Buyer Billy Sample A BillyEs billybuyer Buyer
5 |Engineer Suzie Sample £ Suzied@ sUZie T Engineer
6 |murray nan Sample £ naniEor i Buyer
7 [Warehouser Dudley Subordin technoc Dudleyi dudley T Engineer
g
g
1n
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8.3.3 "Save to Text File"

I. From the Contacts or Electronic Accounts list of accounts, the user can save a list of
all, or select members of the list, to text file format.

II. Open the contacts list and use the "+" selection tool to select all users for inclusion in
the text file list. "-" will deselect all in the list.

ITII. If not wanting to include all in the file, use the checkmark to select specific recipients.

IV. Once selections have been made, select the "batch options" tool, and the "save as test
file", and either "this page" or "selected records" option.

V. Note, even after you are done with this batch action, batch selections will remain
selected for possible use again during the user session. Use the "-" tool to deselect all
if you wish to do another batch operation that targets a different list of users.

() Home Contacts
Procurement Notices

{#] Documents/Links

_‘II/ Buyers List l‘f.:ll‘-le'f\- Registrations ‘\.

& Manage Location Keywords: test b More Search Fields
& Contacts
#l Electronic Accounts Batch Options % | Results: Items 1-16 of 16 (2 items selected)
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l% My Account #[= | Actions | Last Name v First Name - | Agency fOffice Location(s)
= 11 GENERAL SERVICES -
() User Guide & s Micki ADMINISTRATION/Office .Er’:;p"c't"’
'é.) For Help: Federal Service Desk Eil\ﬂ?::r?r;aet.:td Hcaesiion Location
GENERAL SERVICES o
- i .| Symplicity
[+ @ BuverEngineer Micki ADMINISTRATIDN"’.QE'CE Test
of Integrated Acquisition L :
= ocation
Environment
(4 Home Contacts
£l Procurement Motices - -
; ."/Buyers List YNEW Registrations “';
iﬂ Documents/Links r -
& Manage Location Keywords: test I More Search Fields
& Contacts
“ Electronic Accounts iE\atch Options E nFl.-l:III"l:' Items 1-16 nf 16
@ Stats : Mail | b
{ EE | Actions | Lay S3Ve As Bxce F |Agency / Office Location(s)
lﬁ My Account .
Save As Text File M This Page
= Edit Selected Records
(3) User Guide 7 A 3 i ADMINISTRATION E
3 il Buyer e of Integrated Acquisi IV [est
'._'9 For Help: Federal Service DesH s ey ocation

VI. Follow your browser prompts to open or save the text file.
VII. System will create text file with select fields for the buyer accounts selected.

8.3.4 Edit "Roles"

I. From the Contacts or Electronic List of accounts, the user can edit user "roles".
II. Open the buyers list, and use the "+" selection tool to select all buyers for inclusion in
the role edit. The "-" will deselect all in the list.
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ITII. If not all are to be edited, use the checkmark to select specific users.
IV. Once selections have been made, select the "batch options" tool, and the "edit" option.
V. Note, even after you are done with this batch action, batch selections will remain
selected for possible use again during the user session. Use the "-" tool to deselect all
if you wish to do another batch operation that targets a different list of users.
(&) Home Contacts

Procurement Notices
@ Documents/Links

_‘."f Buyers List li:’New Registrations \‘;

& Manage Location Keywords: test » More Search Fields

& Contacts

#ld Electronic Accounts Results: Items 1-16 of 16 (2 items selected)

2 Stats

l% My Account EE | Actions | Last Name v First Name -  Agency/Office Location(s)
D User Guide g e o ADMINISTRATION, Office ST

'.3:) For Help: Federal Service DesH

of Integrated Acquisition

: Location
Enwviranment

GEMERAL SERVICES -
Mick ADMINISTRATION/Office | 2YMPlicity
of Integrated Acquisition
Environment

[#] i BuverEngineer

Location

(2 Home Contacts
B t Moti ; ;
haeie : i .-/Buyrers List .'{NEW Registrations .'1‘
@ Documents/Links ¥
“‘. Manage Location Keywords: test F More Search Fields
& Contacts e
#l Electronic Accounts iE-atch Options wl Results: Tteme 1-16 of 16
@ stats T PS"E'" e Bl b
i HE | Actions |La{ =8VE AS BXCE k lAgencyf Office
lﬁ My Accum Save As Text File B
3 Edit ENERAL SERVICES
12 User Guide o ] 3 suirs ADMINISTRATION,/Office
e [#] bl
= ) : b Q—j — = vV - of Integrated Acquisition
() For Help: Federal Service De% Nt e

I1I.
Iv.

This opens a pop-up window, where the manager can set the roles for the users.

If adding only one role to the selected accounts, if the user previously had other roles,
these roles will be removed and only the values being assigned at this time will
remain. So you will want to use the tool with care (as indicated by warning message).
"Cancel" cancels the operation. Note, batch selections are not cleared with cancel.
"Edit X Records" updates the number of users that were selected (so if ten users’
accounts were selected, the button would read "edit 10 Records").
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* FE]:) Batch Edit

m Home

Procuremsg
@ Documenty
iy Manage Lo
& Contacts
#l Electronic
@ Stats

@_ﬂ My Accoun

@ User Guide
@ For Help: Feds

multiple values, all existing values will be replaced.

J) NOTE: Be very careful using this feature - All current values will be overwritten with the new values. If editing a field that accepts

| Edit 2 Records | [ cancel |

*indicates & required field

Proxy Host:
Proxy Port:

User Roles: [C] agency Administrator
|:| Buyer
[C] Buyer (Limited)
D Engineer
[Tl office Location Administrator
|:| Super User
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8.4 Disabling an Account

I1.

Click on the edit icon to disable an account. Disabled accounts are not deleted from
the system, but users cannot access the system if they are disabled.
If edit is selected, the registrant’s record is opened and a user can make edits to the

record.

@ Home

Procurement Notices
E] Documents/Links

i Manage Location

& Contacts

#ll Electronic Accounts
& Stats

L% My Account

Q:) User Guide

.j_} For Help: Federal Service DesH

I1I.

Iv.

Contacts

Ju/Buvers List TNEW Registrations

Keywords:

| Batch Options v | Results: Ttems

HE

AEtiDﬂS: Last Name v

[l

[l

Qﬂ Buver
II
& BuverEngineer

Go to the Username / Password tab and change the field “disabled account” from “no”
to “yes” to disable the account.
Select “save” to save the disabled status for the user in the system.

“Return” quits the process without saving changes to the record.

@ Home

Procurement Notices
E] Documents/Links

i Manage Location

& Contacts

#ll Electronic Accounts
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& My Account
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() User Guide

'J:} For Help: Federal Service DesH

Vicount Information
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Verify

le Account:
Usernamez:
Password:

Password:
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8.5 Delete an Account

I. Click on the edit icon to delete an account.
II. If edit is selected, the registrant’s record is opened and a user can make edits to the
record.

PSRN Windows Internet Explorer X

to delete user _
in the system. 2)  Are you sure you want to delete this entry? This cannot be undone.
Because the
action is
immediate and
permanent, the

oK ‘ Cancel ‘

user is prompted to confirm the selection.
V. “Return” quits the process without saving any changes to the record.

Fedaral

* FEDB1zOPPSs.cov ...
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=l P t Moti -
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8 Manage Location

| Submit | | Save || Delete || Retum |

& Contacts

i} Electronic Accounts Agency Use|[***nformation
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