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DISCLOSURE * :   This Instruction Manual has been prepared by Symplicity Corporation 

solely for the benefit of FBO.gov users. By accepting delivery of this Instruction Manual, the 

recipient  hereby agrees that the information contained in this Instruction Manual, in whole 

or part, is proprietary and that it will not reproduce or redistribute such Instruction Manual, 

discuss the information contained herein or make reproductions without the pr ior written 

approval of the IAE, and will hold all information in confidence.  
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1 System Overview 
The system is a w eb-based portal which allows vendors to review Federal Bu siness 

Opportunities  (FedBizOpps) .  

 

All Users:  From the siteôs main navigation page, any user (not password protected) can 

utilize navigation to review:  

¶ Getting Started  

¶ General Information  

¶ Opportunities  

¶ Agencies / Offices Lists  

¶ Privacy Statement  

 

Key Vendor Capabilities:  Using secured accounts (password protected) , vendor s are  able 

to take advantage of k ey s ystem functionality as outlined below:  

 

Vendor Profile :  Vendor s maintain account profile s in the system . Having a profile in place  

streamlin es use of the portal . Among other profile elements, the following ke y vendor 

information is maintained in  their profile:  

1. DUNS (Data Universal Number ing  System) Number -  According to the FAR 4.11 , 

prospective vendors must be registered in CCR (Central Contract or  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 iden tify unique business entities.  
2.  Commercial and Government Entity ( CAGE) Code -  A CAGE Code is a five (5) position 

code that identifies companies doing , or wishing to do business with the Federal 

Government. The format of the code is the first and fifth pos ition 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. The code may b e used for  Facility Clearance, Pre -

Award survey, automated Bidders Lists, pay processes, source of supply, etc.  

3.  MPIN ( Marketing Partner Identification Number) ï Optional profile field required to view 
sensitive materials.  

Vendor Opportunity Review Featur es:  

¶ Vendor s can search  for  opportunities based on the following elements :  

o Keyword / Solicitation#  

o Opportunity/ Procurement Type  

o Post ed Date  

o Response Deadline  

o Last Modified Date  

o Contract Award Date  

o Place of Performance State  

o Place of Performance Zip Code  

o Set -aside code  (ñset-asideò solicitations allow only specified business concerns )  

o Classification code  

o NAICS (North American Industry Classification System) code  

o Agency/ Office  location (s)  

o Recovery and Reinvestment Act Action  

http://farsite.hill.af.mil/reghtml/regs/far2afmcfars/fardfars/far/04.htm#P463_53472
http://farsite.hill.af.mil/reghtml/regs/far2afmcfars/fardfars/far/52_000.htm#P398_62966
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o Active vs. Archived Status  

o J&A Statut ory Authority (Justification & Approval)  

¶ Vendor s can set up ñsearch agentsò based on detailed search elements that  highlight 

newly added opportunities align ing  with their  search criteria.   

¶ Vendor s can add opportunities to  a ñwatched listò list (a  la ñfavoritesò list).  This allows 

for ease in referencing targeted opportunities. Additionally, vendors receive updates 

about opportunities on their Watch ed List . 

¶ Per the vendorôs profile status, vendor can review documents associated with the 

opportunity (Packages ).  

 

Vendor Opportunity Action s:  

¶ Vendor is able to add themselves to the ñinterested vendors listò for an opportunity.  

¶ If the buyer has indicated that reviewing v endor s are  able to review  other interested 

vendors , vendors can review vendors who have express ed interest in the opportunity.   

 

Key Buyer Capabilities:  Using secured accounts (password protected), buyers are able to 

take advantage of key s ystem functionality as outlined below:  

¶ Maintain Buyer Profile  

¶ Create, Modify/Amend, or Cancel an Opportunity No tice  

¶ Manage document package content, and vendor accessibility to package  document s, 

that support opportunities.  

¶ Create an Award  
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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  Icon  Description  

Accessibility  
 

or  

 

Accessibility Mode ï Disables select interface 

enhancements to ensure users of assistive technologies 

have full and equal access to all aspects of this web 

site.  Icon is ñredò if accessibility mode is on or ñblueò if 

accessibility mode is off.  

Active Notice  n/a  Notice that is open for vendor review/response.  

Archived Notice  n/a  Notice that is viewable for archival purposes only.   

Authorized 

Party  
n/a  

Certain controlled, unclassified package(s) req uire 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 revie w the package, they are 

an ñauthorizedò party. 

Authorized 

Vendor  
n/a  

Export Controlled requires that the vendor's company 

be certified by the Defense Logistics Information 

Service ôs 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 ñauthorized vendors.ò  This 

system receives a daily feed of authorized vendors, 

which determines access based on a vendorôs CAGE 

code/MPIN.  

Bids/Responses  n/a  

If enabled by the Buyer, this feature allows for the 

submission of electronic responses to opportunities until 

the responses deadline has passed.  Note: V endors must 

login to be able to submit/r eview electronic responses.  

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 

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 fo r a standardized method of identifying a 

given facility at a specific location.  

Cancel  
 

The ñCancelò button returns the user to the previous 

page, without updating any record fields.  

Clear  
 

The ñClearò button appears when a user  is using search 

filters.  If selected, the system ñclearsò any previously 

entered search filters.  
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Document  n/a  

ñDocumentò is a single attachment (either link or 

uploaded document) that can be attached to a ñNoticeò.  

A collection of document s can be bundled to create a 

ñPackageò  

DUNS n/a  

DUNS (Data Universal Number ing  System) Number -  

According to the FAR 4.11 , prospective ve ndors must be 

registered in CCR (Central Contract or  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.  

Electronic 

Response / 

Submission  

n/a  

If the ñBids/Responsesò feature is enabled by the Buyer 

for an opportunity, a vendor can submit an electronic 

response  which can be in the form of a Line Item 

Builder template and/or a  document upload ; the Buyer 

determines the type of electronic response submission 

that is available to the vendor. Vendors must login to be 

able to submit/review electronic responses.  

Explicit Access  n/a  

Vendor is given explicit access to review controlled, 

unclassified document(s) or package( s).  A government 

user can pre - select a vendor user for access, or a 

vendor user can request and be granted access.  

Export 

Controlled  
n/a  

Export Controlled requires that the vendor's company 

be certified by the Defense Logistics Information 

Service ôs Join t Certification Program (JCP) to receive 

unclassified technical data disclosing military critical 

technology with military or space application.  FBO 

receives a daily feed of authorized vendors, which 

determines access based on a vendorôs CAGE 

code/MPIN.  

Form  n/a  
Any screen where a user enters data that is saved in 

the system.  

Go 

 

If data is entered in keyword search filter, select the 

ñGoò button to submit the request. 

Help  
 

or  

Throughout the system, the system pre sents users with 

the opportunity to review system ñHelpò messages.  The 

icons presented here will take the users to the help 

message that is available.  

Interested 

Vendor  
n/a  

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

(note the features are s et 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., potential list of targets for 

potential collaboration).   

Log- in   
Use username and password to logon to an account on 

the system  

http://farsite.hill.af.mil/reghtml/regs/far2afmcfars/fardfars/far/04.htm#P463_53472
http://farsite.hill.af.mil/reghtml/regs/far2afmcfars/fardfars/far/52_000.htm#P398_62966
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Logout  
 

The ñLogoutò button can be used to log the user off the 

system.  

MPIN n/a  

Marketing Partner Identification Number.  Export 

Controlled access level requires that the  vendor's 

company (MPIN) be certified by the Defense Logistics 

Information Service ôs Joint Certification Program  (JCP)  

to receive unclassified technical data disclosing military 

critical technology with military or space application.   

Package  
 

Collection of ñdocumentsò that can be attached to a 

ñnoticeò.  

Proceed  
 

The ñProceedò button saves the entered data on a form 

and takes the user to the next step (first prompting 

users to complete required fields on the form).  

Quicklink  n/a  
A ñquicklinkò is a system navigational option that if 

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

Register   Request a user account on the system.  

Required Field  *  
A red asterisk next to a field label indicates  that the 

field is a required.  

Response  n/a  

If the Buyer enables the ñBids/Responsesò feature for 

an opportunity, vendors can submit electronic 

responses in the form of a Line Item Builder template 

and/or a document upload; vendors must login to be 

able t o submit an electronic response and can review 

their responses at any time.  

Review  
 

ñReviewò opens an object for review. 

Save  
 

The ñSaveò button saves the entered data on the form.  

User will be required to complete all required fields on 

the form.  

Search Agent  n/a  

Vendor s can set up ñsearch agentsò based on selected 

detailed search elements.  Search agents can be run on 

an ad hoc or scheduled basis to highlight newly filed 

opportunities which align with the designat ed search 

criteria.   

 Sensitive, but 

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.  ñExport Controlledò and 

ñexplicit accessò are more stringent access controls that 

may also apply to controlled, unclassified documents.  

Sub - tab  n/a  

These are sections of a main navigation that a user can 

move to while in that main navigation ( e.g., ñmy 

profileò is a main navigation, and ñaccountò and 

ñcontact informationò are sub tabs  in that main 

navigation).  

Vendor  n/a  Provider of services.  

Watch ed List  n/a  
Designation that vendor can set on a notice that saves 

the notice on a sub - tab list of notices.  The Watch ed List 
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is easily accessed with a quicklink and the vendo r 

receives a daily ñWatched Listò notice email that 

outlines any changes impacting a notice on their 

Watch ed List target of opportunities.  Note :  This 

functionality is similar to ñregister to receive 

notificationò where vendor requested to receive updates 

if an opportunity was updated.  

 



 

FBO.GOV Vendor Guide 1. 7 

 

Copyright © 2012   www .symplicity.com  Page 9 of 69  

  

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 ï Unsecured features 
The Navigation across the to p of the login page allows users access to the following features 

prior to being logged onto the system:  

I.  Getting Started ï Provides basic training materials, such as User Guides and 

Frequently Asked Questions (FAQs).  

II.  General Information  

III.  Opportunities (for all agency/office  location s)  ï Users can search and review 

opportunities without logging onto the system.  Any controlled, unclassified documents 

that may  be attached to an opportunity will require that the user be logged into the 

system and that the user have a validated account.  

IV.  Agencies  

V.  Privacy  

 

Note ï Green versus blue on the main navigation indicates which navigational element has 

been selected.  

 

 

 

I  II  III  IV  V 
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2.3 Register for an Account 
Note  -  Before a vendor registers in the system, they will need a Data Un iversal Numbering 

System (DUNS) number. The DUNS Number is assigned by Dun & Bradstreet, Inc. (D&B) to 

identify unique business entities.   This system retrieves a firmôs profile information directly 

from the CCR system . Please contact http://www.ccr.gov  for more information.  

 

I.  To get started, go to fbo.gov and click on the ñRegister Nowò link located in the 

green ñVendors / Citizensò section.  This will open up a series of screens where the 

user enters registrati on data.  

 
 

 

I  

http://www.ccr.gov/
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I.  Step one ïñDUNS #ò -  Enter your companyôs 9 digit DUNS #  

a.  Vendors should provide the DUNS# to be able to access controlled, 

unclassified data associated with some business opportunities in FBO.  

b.  If you do not have, or do not wish to provide, th e DUNS #, cl ick ñskip this 

stepò. Data will not be auto- filled and vendor will not have access to 

controlled, unclassified data.  

II.  If user entered the DUNS #, click  the ñproceedò button to move to the next step.  

 

 

 

I  

b 

I I  
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I.  Step two ïñCompany Informationò is pre -populated on the form based on the entered 

DUNS # and registrant is asked to update any required fields.  If not found, user will 

be requested to enter data on form.  

II.  Select ñproceedò to move forward in the process. 

 

 
 

 

II  

I  
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I.  Step three ï ñPersonal Informationò -  Registrant enters contact information, username 

and password.  When registrant e nter s a desired password, f or security purposes, the 

password must meet the following criteria:  

a.  Must be between 8 and 14 characters  

b.  Must contain 1 of each of the fol lowing:  

i.  lower case letter  

ii.  upper case letter  

iii.  number  

iv.  special character (e.g. !, %,^)  

II.  Once required fields are entered, select ñproceed & reviewò.   

 

 
II  
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I.  Review/Submit -  Registrant is asked to review registration information. If 

everything is correct, click ñsubmit ò (at bottom of page) .   

II.  Otherwise,  at the bottom of the page  click ñgo back ò to correct information on 

previous steps.  

III.  ñCancelò cancels the account registration. 

IV.  ñSubmitò enters the registration. 

V.  Users receive an e -mail after submitting a registrat ion request which allows them 

to confirm the validity of their identity/email. Users should follow the directions in 

the e -mail .  Users will not be able to logon to the system until they have 

complied with the requirements specified in the email.  

 

 
 

 

IV  
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2.4 Returning Users ï Log into the system 
I.  Point your browser to https://www.fbo.gov . 

II.  Enter username and password.  

III.  Click ñLogin.ò  

IV.  The ñPassword Reminderò option allows a user to request a password via email 

 

 
 

 

 

 

II  

III  
IV  

https://www.fbo.gov/
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2.5 Captcha Security 
 

I.  Login Security ï 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 mus t enter the characters displayed in the ñVerification Code ò 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.  

  

 
 

II  

ii  
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2.6 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 ñAccept .ò   

III.  If you do not co nsent to the conditions stated, select ñDecline. ò  Decline logs the user 

off the system.  

 

 

 
 

II  
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3 Vendor Interface 

3.1 ñsession time outò 
 

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 i s 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 ñgoò after search filters have been entered on 

a list ).  

 

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 w arning message 

appears, to remain logged onto the system, select ñclick keep me logged in ò.  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 (fb o.gov).   

3.2 Top of Page Navigation 
Navigation for the vendor ôs secured interface appears across the top of the userôs page.  

Using this navigation, users can move between the following key navigational elem ents: ñMy 

FBOò, ñMy Profileò, ñOpportunitiesò, and ñAgencies ò. 

 

Note:  the green , versus blue , highlights what the user has selected on the upper navigation 

bar.  
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3.3 My FBO 
ñMy FBOò is a userôs home page (resource page). The page allows for easy access to the 

following system features:  

I.  ñAnnouncementsò ï System Announcements posted for the userôs reference. 

II.  ñQuicklinksò ï Navigational options that if selected take a user to a specific action on 

the site (e.g., ñview saved searchesò). 

III.   ñQuick Searchò ï Ability to search for business opportunities quickly by eit her posted 

date, set -aside code, place or performance, notice type, agency and/ or 

keyword /Solicitation # .  

IV.  Video Demonstrations  

 

 

I  

III  

II  

IV  
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3.4 My Profile 
I.  There are three  tabs on the users ñMy Profileò page.  On these tabs the user is 

able to update ñcontact information ,ò ñcompany informationò and ñaccountò data.  

II.  From the ñcontact informationò tab, select ñeditò to change contact fields.   

III.  Alternatively, a vendor can use the quicklink ñEdit Profileò on their ñMy FBOò 

home page to get to the screen where they can e dit their profile.  

 

 
 

I  

II  

III  
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IV. Enter field changes as desired.  Select ñsaveò to save updates to the form. 

 

 

IV 
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I.  From the ñcompany information ò tab, users can review the ir companyôs profile data.  No 

changes can be made on this screen once information has  been validated by CCR.  Contact 

CCR to make edits to this profile.  

II.  If a vendor did not register initially using a DUNS# or the vendor needs to update the 

DUNS# in their profile, they can do so from this tab by clicking the ñregister dunsò button. 

The syst em will attempt to pull the profile data from CCR.gov if found.  

 

 
 

I  

II  
































































































