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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 prior written
approval of the IAE, and will hold all information in confidence.
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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:

General Information
News

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:

0 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.

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

0 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 sensitive, but 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 field, 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:

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:
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e DUNS (Data Universal Number System) Number

e Commercial and Government Entity (CAGE) Code

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

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

the following terms:

e keyword search

opportunity/procurement type
posting date
response deadline
last modified date
place of performance zip code
set-aside code (“set aside” solicitations allow only specified business
concerns)

¢ classification code

e NAICS (North American Industry Classification System) code

e agency/Office(s)
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 “watch list” list (akin to a “favorites” list).Per the
vendor’s profile status, vendor can review documents associated with the
opportunity (Packages).

e Opportunity Actions: Vendor is able to add themselves to the “interested vendors
list” 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
secured, but unclassified with explicit access designation. Additionally, if the vendor’s
profile indicates that the vendor is eligible for access to export controlled packages,
the system allows the vendor access.

Copyright © 2008 www.fbo.gov Page 4 of 99



Buyer User Guide 1.6

1.1 Definition of key terms
Below is a list of key terms and how they are used throughout the system.

Term ‘

Accessibility

Icon

€ Acoessibility

Accessibility: ON
or @

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 a
engineer for a particular agency or office. Because
some engineers are associated with multiple
agency’s/offices, they will have multiple accounts
tied to their username.

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 sensitive, but
unclassified documents.

Audit Trail

n/a

For sensitive, but 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 sensitive, but 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 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.

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 for a standardized
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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

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

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”

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 Contract 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
uniqgue business entities.

Edit

Open record for edits.

Engineer

n/a

User that can post / update sensitive, but
unclassified documents for use as attachments to
Opportunities. Engineers are registered for a
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 sensitive,
but 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 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
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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 P

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.

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., potential 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.

Non-FBO
Solicitation

n/a

Buyers can create links to sensitive, but 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 sensitive,
but unclassified, document packages. The Non-FBO
“link” 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 Plain
Text

When entering “description” field for Solicitation,
users can use this paste plain text tool to open pop-
up that allows for plain text insertion into the field.

Post

Finalizes a Notice and posts the notice on the system
for vendor review.
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The “Proceed” button saves the entered data on a
form and takes the user to the next step (first

P d
Proceed rocee 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

Quit 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 sensitive, but
unclassified documents.
Release Release Package | Finalizes a Package and releases for use by a buyer.
Package

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

>
Qi

Return L
navigation.
Review or « S . .
. Review” opens an object for review.
view
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
the designated search criteria.
Vendors are required to logon to the system and to
. have a valid MPIN on file, to review sensitive, but
Sensitive, but . « »
o unclassified documents. “Export Controlled” and
Unclassified n/a o o " )
explicit access” are more stringent access controls
Document o o
that may also apply to sensitive, but unclassified
documents.
Spell Check = . Certain text entry fields offer spell check tool that is
indicated by this icon.
These are sections of a main navigation that a user
can move to while in that main navigation (e.g, “my
Sub-tab n/a profile” is a main navigation, and “account” and
“contact information” are sub-tabs in that main
navigation).
Because some buyers are associated with multiple
. agencies/offices, they will have multiple accounts
Switch . . - .
i tied to their username. Users having multiple
Accounts L . .
associations can switch between accounts by using
the “switch account” tool
Username n/a All users will have one “username”. The username is
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used to log into the system.

Vendor n/a Provider of services.
Designation that vendor can set on a notice that
Watch List saves the notice on a sub-tab list of notices. The

watch list is easily accessed with a quick link and the

vendor
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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
Il. News
I1l. Opportunities (for all agency/all offices)
IV. Agencies
V. Privacy

zderal
Business

w FEDB1ZzOPPS.cov fime

-Gov USA.gov_ |

QUICK SEARCH

Welcome to FBO.gov, the U.S Government's one-stop virtual
marketplace. Through this single point-of-entry, commercial
vendors and government buyers are invited to post, search,
monitor, and retrieve opportunities solicited by the entire Federal USER GUIDES

contracting community. = Buyer

= \Vendor

m Engineer

m | ocation / Agency Admin

e

Advenced Search

Find Opportunities

Use Adobe Aorobat Reader to view
NO REGISTRATION REQUIRED

files in POF format
Start researching now »

ADMTIONAL RESOURCES
m Husiness Partner Network

: (BPN)
Buyers / Engineers Vendors « Central Contractor Reaistraton
Post manage, and award opportunities. Search, monitor, and retrieve opportunities. (CCR)
m  Online Reps & Cert Application
Username » View Opportunities Username » Find Opportunities —
= = S - m  Federal Agency Business

[ |  Nologin is reguired to [ | Nologin is reguired to e

view opportunities. view opportunities. T

m Federal Assefs Sales
Password

¥ Raniztar Mo Password ¥ Raniztar Mo
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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 FBO Helpdesk for Agency Registration
877-472-3779.

I. To get started, go to fbo.gov and click on the Buyers / Engineers’ “Register” link.
This will open up a series of screens where the user enters registration data.

Federal
Business

* FEDB1zOPPs.cov fims...

General Info

QUICK S5EARCH
Welcome to FBO.gov, the U.S Government's one-stop virtual | || Go |
marketplace. Through this single point-of-entry, commercial
vendors and government buyers are invited to post, search,
monitor, and retrieve opportunities solicited by the entire Federal USER GUIDES
contracting community. ® FBuver
= Vendar
® Engineer
m | ocation /! Agency Admin

Advanced Ssarch

Find Opportunities

7 Lize Adobe Acrobat Reader to view
NO REGISTRATION REQUIRED

files in POF format.
Start researching now

ADDITIONAL RESOURCES
m Husiness Partner Network
. (BPN}
BUYEFS "‘ Englneers Uendors m Central Contractor Reqistration

Post, manage, and award opportunities. Search, monitor, and refrieve opporunities. (CCR)

m Online Reps & Cert Application
[ORCAY

m Federal Agency Business

Forecasts

Federal Azsetz Sales

Username * View Opportunities Username * Find Opportunities
| | Mo login iz required to | | No login i=s required to
view opportunities. wiew opportunities.

| |
Password » Register Now l g » Register Now = Tedere G
| | * Password Remin | * Password Reminder = USA gov
e - = Minority Business Development
ogin Login Agency

= SUB - Net (Subcontracting
Opportunities)
m |AF
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Il. Step one — Personal Information is entered. Once required fields are entered,
select “proceed”.

Federal
Business

* FEDB1zOPPS.cov Sires .

GOV USA.gov

€3 Accessibility
Buyer/Engineer Registration
Personal FedBizOpps (FBO) 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
24 Account Information
O Your Full Hame*:
- Pleaze enter your full name.
, Exampile: John F. Smith
@ Review!Submit

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.
Exampie: john@agency. gov

Cancel || Proceed I |
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l. Step two — Account Information is entered - Agency / Office 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
0 number
0 special character (e.g. !, %,M)

1. During account registration, buyers can register to be a “buyer”, “engineer” or
both “buyer” and “engineer.” Registering as both allows a single user to both
create sensitive, but unclassified documents and to manage opportunities.

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

Buyer/Engineer Registration

Ci Perzonal Information ‘:’ On this step: Please choose your agencylfoffice location and choose an account password
@ Account Information Account Information *indicates a reguired fisld
- Agency':
1:3:) Fieviesa SSubmit Choose your agency down to the lowest level
| APPALACHAN REGIONAL COMMISSION w

User Role{s)":

n Buyers: Create, Modify/&mend, or Cancel Cpportunty Motices. They manage document package content, and
wvendor accessibility to package documents | that support opportunities . Buyers can upload non-sensitive docs (and
attach existing sensitive, but unclassified docs to notices). Buyers can also creste non-fho solictation links.
Engineers: This user group can post Fupdste senstive, but unclassified packages for use a3 sttachments to
Opportunities.

Buyer Engineer: & single user can be given both Buyer and Engineer user rights. This allows & single user to
both post secured, but unclassified packages and to create solictations.
» Office Location Administrators: Users that authorize an office location's staff as either buyer Jengineer. Office

Location administrators are alzo able to post opportunities, and sensitive, but unclassified packages, for their

location.

|:| Biuyer

Engineer |:| Office Location Administrator

Username":
Fleasze choosze your login username nowvy

Desired Password":
Enter the password you wish to uze to gain access to the system.
For zecurity purposes, the passyword must meet the following criteriac
1. Must be between S and 14 characters
2. hust contain all of the following:
n ] lowver case letters
n 1 upper case letters
= | numbers
» 1 =pecial characters (eg. |, %™

Repeat Desired Password':
Repeat the passvword you entered in the previous field to verity t vwas entered correctly.

| Go Back || Cancel || Proceed & Review |
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I. Step three — Review/Submit - Registrant is asked to review registration
information.
I1. Click “go back” to correct information on previous steps.
I1l. If everything is correct, click “submit” at the bottom of the page.

-"i“\ Perzonsl Infarmation J‘ On this step: Flesse review your registration information. |f evenything is comrect, click Submit Registration now. Otherwise, click
L\- -/I Go Back to correct information on previous steps.

P
2. Account Informatio
< FedBizOpps (FBO) Registration Form for Federal Users
o . Your Full Mame:
@ Reviewl 5ubmit nancy
Your Suffix:

I_

The Title of Your Position:
.

Your Email Address:
nT=ymplicity. com
Account Information

Agency:
AGENCY FOR INTERNATIONAL DEVELOPMENT

Note: You have selected the top level of this agency hierarchy.

Contracting Office [Enter Manually):

test

User Role(s):
Enginesr

Username:

testang

Desired Password:

|GuEl-a:ch ||Canc=e| || SLrb-mitl
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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
Business

* FEDB1ZOPPS.GOV time s

5
I
a1

sS4

[ PN
Buyer Registration
(3) Parsonal Information Final Step: Email Verification
oy
.-";' M~ a IMPORTANT: You should receive an email shortly. [n order to complate the registration prooess, you must
I\E\ Account Information i'(\’ werify your email address and identity by following the email instructions.
o

- ou may now return to the FBO home page.

I1. Once the buyer has completed the steps outlined in the email, the registrant’s
accounts must now wait for administrator approval prior to being able to logon to
the system.

I1l. Once approved, newly registered buyers will be sent another 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 enter username and password.
I1. Click log-in button.

Federal
Business
Opportunities

GQUICK SEARCH
Welcome to FBO.gov, the U.S Government's one-stop virtual |
marketplace. Through this single point-of-entry, commercial
vendors and government buyers are invited to post, search,
monitor, and retrieve opportunities solicited by the entire Federal
contracting community.

% FEpDB1zOprprs.cov

ee-]

Advenced Search

USER GUIDES

m Buver

= \endar

m Engineer

m | ocation / Agency Admin

Find Opportunities

7 Use Adobe Acrobsat Resder to view
NO REGISTRATION REQUIRED

files in PDF format.
Start researching now »

ADDITIONAL RESOURCES
= Business Partner Network

Buyers / Engineers

Post manage, and award opportunities.

,\Uaarname

Location / Agency Administrators

¢ Login Here
» Register How

Vendors

Search, monitor, and retrieve opportunities.

(BPN)

m  Cenfral Contracter Registration
{CCRY

= Online Reps & Cert Application
[ORCAY

* View Opportunities Username * Find Opportunities e e i
Feceral AGENCY DUSINESS
| ) | Nologin is required to [ | No login is required to Forecasts
view opportunities. view opportunities. ® Federal Assets Sal
|/Pa.33'.'.'c|rd ) Password i T
» Register How * Register Now m Federal Grants
| » Password Reminder | * Password Reminder = USA.qov
" 11 _ m  Minority Business Development
Login Login Agency

= SUB - Net (Subcontracting
Opportunities )
= AE

Copyright © 2008
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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.

Il. 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.

Verification Code 11

XZ uo

Regenerate image | |Visual Verification Code. Click to hear the code.

1 mmim vrmm bmmaramnl i e bl 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.

Il. 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.

l. Usage Agreement

This is a Federal computer system and is the property of the United States Government. Itis 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 an this systerm may be intercepted, monitored, read, captured, recarded, disclosed,
copied, audited, andfor inspected by authorized Small Business Administration (3BA) personnel, the
Office of Inspector General (01G),and/or other law enforcement personnel, as well as authorized
officials of other agencies. Access or use ofthis computer by any person, whether authorized or
unauthorized, constitutes consent to such interception, monitoring, reading, capturing, recording,
disclosure, copying, auditing, and/or inspection at the discretion of authorized SBA personnel, law
enfarcerment persannel (including the Q1G),andi/or authorized officials other agencies. Unauthorized
use of this system is prohibited and may constitute a violation of 18 L.5.C. 1030 or other Federal
laws and regulations and may result in criminal, civil, and/or administrative action. By continuing to
use this system, you indicate your awareness of, and consent to, these terms and conditions and
acknowledae that there is no reasonable expectation of privacy in the access or use of this computer
system.

Il. Privacy Act Routine Uses (5 USC § 522a as amended)

Disclosure {or providing) of information requested in forms contained within this system or
provided via email contact is "voluntary.” By providing the infarmation, the individual assumes all
responsibility to ensure the information provided is correct and valid and is so maintained.

« ‘endor Information: Vendor-provided information, including email addresses and company
information, will be used to establish user accounts for submitting subcontracting reports, vt |

[ Accept ] [ Decline ]
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3 Buyer’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

l. Navigation for the Buyer’s Secured Interface appears across the top of the user’s page.
Using this navigation, users can move between the following key navigational
elements: “My FBO”, “My Profile”, “Notices”, and “Document Packages”.

NOTE: a green, versus blue, background highlights what the user has selected on the
upper navigation bar.

Federal
Business

* FEDBI1ZOPPS.GOV fune e

F-GOV TfS;\.gov

ancy Buyer Ondy 0.-\ oessiollfy a Lisar Guioe E_o,o

R CDM
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3.2.1 Home

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

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

Il.  “Announcements” — System Announcements posted for the user’s reference.

I1l. “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.

Federal
Bumness

* FEDB1zOPPS.GOV iumes.es

Mielcome, nanoy bath GAccessibilihr QUserGuide mLogout

My FBO
A\ Pending Actions i [l Statistics
2 Explicit Access Bequests 26 Active Procurement Hotices v
1 Archived Procurement Hotices
@ Quickinks I
Edit Draft Motic & Announcements
{] Create Motice There are no snnouncements at this time.

#7 Modiamend Matice

*a Create &ward
ﬂ Cancel Motice

Qj Upload Mew Documentsilinks

Motice of Section 508 Compliance: Buyers utilizing the Federal Buzsiness Opporunities (FedBizOpps) website are required to ensure that all data
posted on FedBizOpps complies with Section 508 of the Rehabilitation Act, 20 U.5.C. 87944,
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3.2.2 Multi-account Users

l. Because some buyers 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.

I1. If the username is not associated with multiple accounts, these links will not be
available.

I1l. When a user logs in, they will see “user name” / “agency” of the account they are
currently managing at the top of the page.

Federal
* FEpB1zOPprs.cov e -
. Opportunities = =
e I gov
Document Packages
ifelenme, nancy both - DELAWARE RIVER BASIN cOmMmission By I fivitity @) User Guide B Logout
A\ Pending Actions [all Statistics
0 Explicit Aceess Requests 0 Active Procurement Hotices

0 Archived Procurement Notices
@ Quickiinks

Edit Draft Motice Account Switcher NEW
Your username is tied to more than one account. Jump to & different officefagency

ﬂ Create Motice accourt instantly by changing the selection below.

ﬂ modiAmend Motice Swyitch officefagency account:
| DEL&WARE RIVER BASIN COMMISSION (& | I

Tip: click the & icon at the top of the page to switch accolNts at any time.

*ﬂ Create Award
% Cancel Matice

.‘j Upload Wew DocumentsiLinks ._’ Announcements

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

Home Page Option to switch account:

Federal
usiness . |

* FEDB12OPPS.coV fime .

il

Wfeloome, nancy both - DELAWARE RIVER BASIN COMMISSION By @ Accessibility @) User Guide  [EJ Logout

A\ Pending Actions [all Statistics
0 Explicit Access Requests { Active Procurement Hotices
0 Archived Procurement Hotices
@ Cuicklinks
Edit Draft Motice Account Switcher NEW
“our uzername is tied to more than one account. Jump to & different officefagency
ﬂ Create Motice account instantly by changing the selection below .
ﬂ modiamend Motice Switch officefacency account:
[ o
*a Craate At ,="__!..AWAF|E F!I\-"EF!__B_.ASIN COMMISSIOMN 3 v |
T | cancel e — N COM itch accounts at any time.
Jﬂ Cancel Motice : (5 DIVER bR LEh
—_— test g
@ Upload Mew Documentsilinks _’ Announcements

There are no announcements &t this time.

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

Federal
Business

% FEDBIZOPPS.GOV fiomest s

My FBO My Profile Document Packages

el come, | DELAWARE RIVER BASIN COMMISSION § | ﬁ [ty 9 User Guide m Logout
; | N
MNotices [ u RE RIVER BASIN COMMISSION :
4 RETUEN TS HOME e benetion |SW|tC¥'| Accou ntI

Procurement Hotices Drafts Archived Mon-FBC Solicitsations

1o mbinimvatm i | 1 hnlaen -~
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l. 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.

1?/ 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

Copyright © 2008 www.fbo.gov Page 23 of 99
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My Profile

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

Il. Agency, Office and Role information is show on the right section of this page. Note,
the information reflected here determines which opportunities a buyer is able to
manage on their account’s secured interface. Buyers will manage opportunities that
are aligned with their agency/location branch of the organization.

I1l. From the “contact information” tab, select the “edit” to changes contact fields.

Federal

% FEDB12OPPS. GOV s

.-—: l el ... b A ,J
My FBO My Profile Document Packages

Wielcome, nanoy both eﬁccessibility aUselGuide mLogout

. Contact Info

AGENCY IN ATION
MASHINGTON

AgencyMETROPOLITAN AREA
Agency User Information TRANSIT AUTHORITY
Office  testsection

Fullname: nancy both
Rale(=z):Buyer, Engineer
First Hame: nancy

Last Hame: both
Email: test-1i@symplicity .com test-1 3@eymplicty.com

User Guide Help Desk Accessibility
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I. Enter field changes as desired. Select “save” to save updates to the form.

Bu

Y FEDDBI1ZOPPS.COV oot

cov US

A.gov,

kel |

Welsame, nanay bath aAccessibilihr GUserGuide HLogout

nancy both: Contact Info

4 RETURN

Contact Information | Account

*indicates & required fisld AGENCY INFORMATION
WASHINGTON

AgencyMETROFPOLITAN AREA

ser Information TRANSIT AUTHORITY
rpersonal information Office testsection
Role(=):Buyer, Engineer
Title: | |
Fullname*: inancy bath |
First Hame:  |nancy |
Middle Hame: | |
Last Hame:  |both |
Suffix: | [
Emnail*: |test-1(Esymplicity. com test-1 3Esym|
Phone: | |
Cell Phone: | |
Fax: | |
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l. From the “account” tab, users can change their username or password.
1. Select “save” to save updates to the form.

Federal

w FEDB1ZzOPrs.cov fhmes

My FBO My Profile m Document Packages

Wizdcome. Nancy Buyst Onlj - AMERSCAN BATTLE MONLFMENT & COMMI § 30N Swiich Acooun

Nancy Buyer Only: Account

e
EGov USAgor |

€ soczzsony g usercuse B wogowr

Account Information

Username®: U==d to login
|nancybuyeranly

Enter New Password:

Verify Password:

BTT-472-3773 (Tol

= indicates a required ficki

Copyright © 2008
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3.2.3 Procurement Notices

I. There are four sub-tabs on the “Notices” page. “Procurement Notices” lists all “Posted”
(viewable on vendor interface) notices.

Il. The "Draft" sub-tab presents a list of “draft” (not viewable on vendor interface)
notices.

I1l. The Archived sub-tab presents a list of archived notices.

IV. Non-FBO Solicitations lists links to documents posted in FBO for viewing outside the
context of FBO notices. Note, these sorts of links were previously managed through
FedTeds.

V. “More” opens up additional search filters (‘less” closes the added search filters).

Federal
Business

* FEDB1ZOPPS.GOV iumet e

My FBO My Profile m ument Packages

Wielcome, Admin User aﬁccessmlllty GUSEIGUIdE mLogout
Notice
4 RETURN

Procurement Hotices Drafts Archived Mon-FBO Solictations

Heywords/S0L # | | ik Morei

tens 1-Gof &

Actions Title ¥ SolRet Mumber ¥ Type ¥ Posted ¥ Rezponze Deadline ¥ Modified ¥

) 22 -- Rail Geometry Jun 22,

@l & %] %1  Measuring Vehicle - EQIGEOMEASVEH  Special Notice v $ 2008 1200

My FBO My Profile Notices Document Packages
Wielcome, Admin User ahccessibility QUSEIGUidE mLogout

Notices
4 RETURN Vv

Procurement Hotices ‘ Draftz A on-FBO Solicitations

KenweordsiSoL #: |

AgEncy |Washington Metropolitan Ares Transt Authority hd |

Office Location:

Toype: [Jpresoiicitation [ Combined SynopsisiSolicitation ] Sources Sought
[modifications/&mendmentiCancel [[] Sale of Surplus Property [ =pecial Matice

[CJForeign Government Stancdard [ Award Motice

Date Posted: | || setect || ciear Jto| || select || clear |

Response Date: | || setest || ciear Jto] || select || clear |
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3.2.4 Document Packages

l. There are two sub-tabs on the user’s “Document Packages” page. The “packages”
sub-tab presents the list of active document packages associated with their
agency/office notice.

1. The “authorized parties” tab has three sub tabs which enumerate, “authorized”
vendors, “pending request” for authorization, and “rejected requests” for
authorization.

I. The keyword search allows a user to conduct a full word search of the document
title. “More” opens up additional search filters (‘less” closes the added search filters).

usSIness

* FEDBIZOPPS.GOV finest s

-

Neloome, Nency Bupar Ondy - tast section Swhon Aooount 0 Azcessinlify 9 User Guios E Logot

e ﬁ Showing EI}_IE pEr page  Jump |_'|_|\_II | Next =
Label iPREY Typ= ¥ Soficitation W Creztedon ¥ Posted On 'Y

ﬁ 12458 Other (Draft RFPs/RF|z, Responzes to Questions, ato.) 123455458 Msar 25, 2008 10:02 am Mar 25, 2008

Q_j More stuff

=)

Neloome, Neaney Bujsr DNl - test ssetion Swhon Acoour gy Acosssiey g Usercwse B ogowt

Document Packages/Links

T

Keyword =3
Secure
Oy O
e [ael
Posted:
Oy O
ltzms 1-20 07 22 Showing - per page Jumpl Next >
Label iPRE Y Type ¥ Solicitation ¥ Createdon ¥ Posted On ¥
j-j 123458 Other (Draft RFPs/RFls, Responses to Questions, etc..) 123456455 Mar 25, 2008 10:02 am Mar 25, 2008
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3.3 Manage FBO Notices

3.3.1 Create Notice

l. From any page on the system, a user can go to upper navigation “Notices” button.
This takes the user to the “notices” list.

1. From the list, use the “Create New Notice/Opportunity” button, located at the bottom
of the page, to initiate a new notice. To create a notice, the buyer will walk through a
stepwise process.

Federal
Business

* FEDB1ZOPPsS.cov fimes

’ I.:. i i
My FBO My Profile Notices Document Packages

Wielcome, Admin User eﬁccessibility BUSEIGUidE mLogout

MNotices

4 RETURN

Procurement Hotices | Draftz Archived Mon-FBO Solicitations

KeyweordsiSOL # " bk More

tzmz -1 of 1

Actions Title ¥ SaliRef Mumber ¥ Type ¥ Posted ¥ Responze Deadline ¥ Modified ¥
1 & &) X3 22 — Rail Geometry Measuring EOIGEOMEASVEH Special . Jun 22, 2006
@ Vehicle - Expression of Interest Motice ‘{ 12:00 am

| Create Hew Hotice/Opportunity | ftems 1-1 of 1

User Guide Held |l | Accessibilty

I1l. Alternatively, a user can use the quicklink “Create Notice” on their home page to
initiate a new notice.
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Step 1 — NOTICE TYPE

The first step establishes the following fields for the Notice:
I.  Agency/Office — will be preset to a particular user’s agency if that user is only affiliated
with one agency.
1. Contracting Office Location— may be preset to a particular user’s agency if that user is
only affiliated with one location.
1. Type
V. Solicitation Number
V. Note data entered in step 1 cannot be edited later. Care should be taken to ensure
accuracy of data entered.
VI. Select “proceed” to move forward to step two.

Federal

Business —
* FEDB1ZOPPS.COV hmtonies Peov Tstop |

My FBO My Profile “ Document Packages

Melooms Nenej Bujer On) - tsst ssction Swhon Accout. g Acossny (g usercae [ vogewr

Create New Notice

@ Notice Type Complete all required fields and clidk proceed to continue to the next step * indicates 3 required fisld

Agency/Office:
This field cannot be changed

WASHINGTON MFFRDP‘E)LITAN AREA TRANSIT AUTHORIT Y /test section

Contracting Office Location®:

“f'ou are not registersd st the office location level Please selsct the relsted office locaton

5[

Type™:
|Combined Synopeie/Solictation |v]

Solicitation Numbers:

Quit Frocess And Return || Froceed | msymplicity eProcurement
User Guide Accessiblity Help Desk BTT-472-3773 (Toll Fres) fbo suppor
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Step 2 — NOTICE Details

l. The second step establishes the following fields for the Notice (asterisks indicates
required form field):
a. Title* - description of services, supplies, or project required. NOTE: 256 character

limit.

Classification Code™* -

NAICS Code*

Response Date*

Primary Point of Contact™

Secondary Point of Contact

Description*

Place of Contact Performance

Set Aside

Archiving Policy* (note - notices archive the morning of this date).

Allow Vendors to Add/Remove From Interested Vendors*

Allow Vendors to View Interested Vendors List*

Nelcome, Nanej BUjsr OnY - tsst ssction Suicn Acourt ) Acczssiiey (g usercuce [ ogoe

—FxToga@moa0g

Create New Notice

(1) Notics Typs Notice Details v Fi
— Enter notice information below. Clidk proceed to review your information once complete or
- prograss so you can finisl d post later
@ Notice Details
Solicitation #: Procurement Type: Date Posted:
- 330=0e Combined Synopsis/Solicitation March 30, 2008
If_“\l Attachments
py .
Title*:
’ Brief title descripti ervice = 2Ct reguines the t ency. Note: 256 o cter limit
a2 R
I\:‘JI

NAICS Code®:

T"’:E the naics code to s=arch for naics codes

| v]

Response Date:
l==uing o=

Mivka- 1§ =

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).

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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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.

Clas=ification Code™

Service or supphy code number. Each synopsiz =hall clazsify the contemplated contract action under the one

-\.:I

clazsified code which most clo

y describes the acquisition. If the action iz for a multiplicity of goods andior

services, the preparer should select the one category best describing the overall acquisition based upon

value.

10 — Weapons

11 — Nuclear ocrdnance

12 — Fire control equipment

13 — Ammunition & explosives

14 — Guided mizsiles

15 — Aircraft & airframe structural components

16 — Aircraft components & accezzories

17 — Aircraft launching, landing & ground handling egquipment
18 — Space vehicles

15 — Ships, =mall 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 cloze 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.

Copyright © 2008
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IV. For the NAICS Code

VI.

N

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.

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 Milz

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

k=, Leave emptly if then

o

w
Y

L]

= = - [ ~ |
If you start to type the NAICS Code®:
numeric code, the system Type the NAICS code to search for NAICS codes
will present codes 111
containing that string of 111110 — Soybean Farming
values. 144120 — Oileeed (except Soybean) Farming
111130 — Dry P=a and Bean Farming
111140 — Wheat Farming
111150 — Corn Farming
111180 — Rice Farming
111151 — Qilzeed and Grain Combination Farming
111159 — All Other Grain Farming
111211 — Potato Farming
111219 — Other VWegetable (except Potato) and Melon Fa 3
[Tiew Contact - w |
Click the "having problems NAICS Code®:
with this field, click here" Type the NAICS code to search for NAICS codes
button to have the system
ﬂi?éaglc?)ggzalﬁlieh If;;]ngeOf I Having Problems With This Field? Click Here. I
used for selection. Use the _ _
arrow key field to open a complete listing. Highlight the target code and hit enter.
{AICS Code®

Type the NAICS code to =earch for NAICS codes

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

Addarn

e N S

<]

][22
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l. When creating a notice, if you are having trouble cutting and pasting text to the Fi

descrlptlon text box, click the icon with the letter T on the icon ,or press the
"control" and the "v" keys. Doing either 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.

Il.  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.
I1l. Note, IE 6 users, will be able to cut and paste, but will not have html editor or the
icon.
Deszcription®:
isstey - Paste as Plain Text - Windo...
U e hittps: ffbo-test. symiplicity. comftmymce;’plugmsfpasts v 4
B I 1
Paste as Plain Text ¥ Keep linebreaks
Use CTRL+V on your keyboard to paste the text into the window.
Fath:
a [ [ € Internet 009, - f
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For the IVL (Interested Vendor List) fields, agency administrators can force agency
solicitations to be configured a certain way on the two fields that pertain to IVL. If the IVL
fields are not editable, the system is applying agency forced values for this setting.

There are four options at the bottom of the form which the user can use on this form.

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

Il. 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” action available.

Image of Notice list, displaying “draft” notice:

Title ¥ SolRetf Mumber ¥ Type ¥ Responze Deadline ¥ Modified ¥
; 1 Apr 02, 2005
SPM7LS08R0033 Presolicitation - '
10010 &am

I1l. *“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.

Archiving Policy*®:

Archiving policy. Synopsiz and associated documentz may be =cheduled for archiving fifteen days after the rezponze
date, or upon a user-specified date =ubzequent to the posting date, or left unzcheduled and manualty archived later.
The latezt archiving date chosen for a ynopsiz or any agzociated document will become the effective archiving date
for the entire document zet.

'@' Automatic, 15 davs after rezponze date
'O' Automatic, on zpecified date

'O' Manual Archive

Allow Vendors To Add/Remove From Interested Vendors®:
Choo=e "yes" if you want vendors to be able to add/remove themzelves.

® yes Ono

Allow Vendors To View Interested Vendors List™
Choose "yes” if vou want vendors to be able to view the interested vendors list

® yes Ono

|Gn Back || Sawe Draft || Guit Precess And Return || Proceed |

Copyright © 2008 www.fbo.gov Page 35 of 99



Buyer User Guide 1.6

Step 3 — Attachments

l. 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.

Il. 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.

I1l. 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
Busmess

* FEDB1ZOPPS.COV fomes es

Veloome, Naney Buyer Only - tast ssction Swich Accoumt 9 Accesslliny 9 Liser Caide m Logout

Create New Notice

4 \, Matice Type Aftachments " indicates a required figkd
~ Clidk Add New Package below to uplosd documents to this notice. You may proceed and review without attaching
v documents
{3 Maotice Details
'\EJ totice Details
= .Prcl-r.l New Pach.age
@ Attachments
’\ R |GDEl-ar.-l||| SaueDraft“QulthnessAndHe‘turnHPmnee|i| esymplicity eProcurement
L REy W DU
Sy
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Sensitive, but Unclassified, Attachments

NOTE: If export control, or explicit access, are required on any of the solicitation’s sensitive,
but unclassified packages, then all sensitive, but unclassified 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.

When a buyer is adding a new package, the first step is to indicate whether the
attachment is a sensitive, but unclassified/secure package. Il. If “no,” see below
“Non-Sensitive Attachments”.

If yes, this means the buyer wishes to attach a document that has been uploaded
by an engineer (unless they are themselves an engineer). If the buyer indicates
“yes”, then the buyer is prompted to select the “PR#” from a list of available
packages.

The buyer is also given the option to manually enter the PR# and use the “find
package” button.

Once the secure package has been added, use package or “proceed” (bottom of
form) to go to the next step.

Package #1

I= this is package sensgitivelsecure? I

Select PR # From Your Office:

w

If not found above, Enter PR #%
U=ze "find package” to find that pr on the =y=tem if it alreagy

Find Package

exiztz, otherwize thiz PR # will be az=igned to this

package
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Buyers who are also “Engineers,” will also be asked whether or not they want to
create a new package. If yes, the form will allow the user to enter a new sensitive,
but unclassified, document package. Buyers who are not also “Engineers” will be
allowed to select a sensitive package (created by engineer).

Attachments
Clide Add New Package below to

A et
oo CUMEents

" indicates 3 required field

ocoeed and review without attaching

@ Package #1

Is this is package sensitive/secure?

Do you want to create new or attach/select existing™:

|
{‘:*} Create New {:} Aittach/Select Existing

PR #*:

Label*:

Project #:

N5M 7 MMAC:

Copyright © 2008 www.fbo.gov
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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 uplead documents to this notice. You may proceed and
review without attaching documents

@ Package #1

Iz thiz package sensitive/secure?™

@ yes Ono

Project #:

MSN f MWAC:

Part Number #:

Nomenclature:

Iz thiz Export Controlled 7*:

'O yes 'O no
Explicit Acceza®

Oyes Ono

= CD Available®:

Ovyes Ono
File / Link #1

File*®:

* indicates & required field

For filez over 10 Mb, please use the Large Upload button. | requires Java
to be inztalled on your systemn, and your browser needs to allow popups

from thiz site.

|[ Browse... || Large Upload

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

Copyright © 2008

www.fbo.gov
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l. Note - There are some practical limits on file size. Users may have problems
with files larger than ~100mb, due to problems with HTTP uploads.

1. 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.

R LR LARUIL WARTL WIS
{:}yes O no

Explicit Access*®
{:}yes O no

Iz CD Available®:

Ovyes Ono
2] File | Link #1

File®:

For files over 10 Mb, pleaze uze the Large Upload button. it requires Java
to be ingtalled on your gystem, and your brows=er nesds to allow popups
from thiz =ite.

| |[ Browse .. ] Large Upload

|:| If Uploaded File iz compre==sed (.Zip), check here to unzip after
uploading

De=zcription*®:
Enter in a =hort description for this filelink

| Add Another File / Link To This Package

| Add New Package |

| Go Back | | Save Draft | | Quit Process And Raturn | | Procead
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Non-Sensitive Attachments

VII.

VIII.
IX.

3

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

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

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

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.

Users are required to enter a description of the package.

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

“Go Back” button (bottom of form) takes the user back to step two in the process
(not shown in image).

”Save Draft” saves the materials to the draft notice (not shown in image)..

“Quit Process and Return” does not attach the materials (not shown in image)..
“Proceed” takes the user to the next step in notice creation process (not shown in
image).

'-3 Package #1

Iz this is packac itiyel/zecure?

Package Type™
lodiAmendment cannot be 2elected for base notices.

(O solicitation
ModiAmendment

{::' Other (Draft RFPe/RFlz, Rezponzes to Questions, etc..)

Type*:
Choo=e "upload™ to gelect a file from yvour computer or chooze "link™ to enter in website URL

':::' upload C" link

Description®
Enter in a =hort description for this file/link

| Add Another File /! Link Te This Package

| Add New Package
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Step 4 — Review / Submit

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

the notice.

1. 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.
I1l. “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. See page 72 for more details.

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

Create New Notice

@ Review/Submit

My FBO My Profile m Document Packages

€9 scozssoiry (g usercune B Logon

ielcome, Nancy Buyper Only - tast saection Swikch Acoount

J‘ On this step: Please review your notice information. |f satisifed, click post to finalze your notice. You may click save draft to
save your work for 3 lster time, or can click go back to modify the information.

| Go Back || Save Draft || Quit Frocess And Return || Fost |

MNotice Details

Solicitation #: Procurement Type:
testid Combined Synopsis/Salicitat]
Title:

test

Classification Code:

AT — Adlcrall keueshing, lowding & o el asdling sguipnenl

MAICS Code:
111120 - Dry Pes and Basn Farming

Response Date:
Mar 31, 2008 5:00 pm

Primary Point of Contact.:
Mancy Buyer Onhy
nspettitinshoo. com

Deseription:

test

Archiving Fulivy.
Autormstic, 15 days sfter response date

Copyright © 2008
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Page 42 of 99



Buyer User Guide 1.6

3.3.2 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:
]
I1. Additionally, a user can use the quicklink “Mod/Amend Notice” on their “My FBO” page
to modify / amend a notice.

Federal
Business

w FEDB1ZzOPPS.GOV 2ome e

| 0OV,

Veloome, Nancy Buger Ondy - tast ssction Swikon Accoam 0 Accessiliny 9 Liser Gusioe: m Logoxt

MNotices

EETLEN

Procurement Motices Archived Mon-FBD Solicitstions

Iterms 1-30 of 21 |Sh0w more search Fields, Additional fields will appear below.l -
A Showing | 20 !g per page  Jump| 1 |v | Next =

Actions Title ¥ SaoliRef Number ¥ Typ= ¥ Posted ¥ Response Deadline ¥ Modified ¥
] 4 & = e e s . Mar 21, 2008
] Telephones 122456TES Presolicitation ( Mar 28, 2008 5:30 pm 247 pm
“ |
T ;: £ = e Combined T 3 Mar 23, 2008
'-E ﬂ explicit one 32 2explicitons SynopsistSolcitation qf Mar 31, 2008 5:00 pm 2:56 pm
Qﬂ E j ﬂ one one Prazolicitation ( Apr 26, 2008 500 pm :‘_ZL_L:I:I_KMB
o = L e
ot BRI T two Fresolicitation f Apr 04, 2008 5:00 pm :_:;‘:r'ﬂ":':'s
@ "3 J ﬂ three thres Presclicitation ( Mar 21, 2008 £:00 pm ;i:‘:l;f:ua
;12 pm
& E 3 ﬂ ¥ou can reach the FedBizOpps Help ETEETER Fresolicitation Mar 31, 2008 500 pm Mar 23, 2008
« = Desk by clicking on the Help desk link ~ ~ =saliizton v Pl SRR SEET e taom
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l. 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

I1. The system will then present the appropriate steps to allow the user to make the
requested modifications/amendments.

I1l. 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
Business

* FEDBI1ZOPPS.CGOV Sines e

8k cov USA gov

.. i o le T u-u--_‘
My FBO My Profile m Document Packages

Welcoms, Nancy Bupsr Ontj - fsst ssction Swnen Ascoure g Acozssoney (@ vsercuee [ togoue

New Modification For Telephones - 123456789

G‘J Natice Type Modification Details * indicates & reguired fiekd
- Where do you want to start the modification process®:
@ Modificaticn T O MNotice Dietzils, sddiedit description

() Attschments, sttach Files

@ Nat L
- |GnEl-ach||Quit Frocess And Return.“ Prmeedl msymplicity eProcurement
P
E\ij Attachments
(G v
U=t Guids Help Des BTT-472-3772 [Toll Free
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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).

Federal
Busmess

% FEDB1ZOPPS.COV jumest es

My FBO My Profile “ Document Packages

Wetoome, INancy Buyer Ondy - tast ssction Switch Accoont 0 Acsessininy 9 LT Guioe m Loqet

New Modification For Telephones - 123456789

(.:9 tigtice: Tyre Modification Details = indicates 3 required fiskd
- Where do you want to start the modification process™
@ Modification Type @}Jor\b: Dietsilz, sdd/=dit desoription
= {O) Attachments, sttach Files
=™\ Notice Detais
\é‘:} . Do you want to change the existing
- description or simply add to it™:
P O Edit Existing Description
Q‘) Attachment = l
F: O Add To Description
;'} = ——
&)= .
| Go Back || @uit Process And Return || Proceed | psymplicity eProcurement
Uzar Gusic Help Desk BYT-472-3778 (Toll Fres)  fbo.cupport@aca gov
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1. If editing the existing description, the user will be able to edit FTN o o
.o L . i 'Lj'_.z" Motice Type

the existing description and other notice detail fields. =

1.
MNotice Detai |5 , * indicates & required field {i} Modificaton Type

and cannot be changed from the

may update notice information below. Note that m a oloec geda o

@ Notice Details

{4} Attachments

i. 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®:

Vo - {5} Review/3ubmit

[
[
3

T
o

= -]
=

ot

]

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

V. “Save Draft” saves the modification in draft notice.

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

VII.  “Proceed” takes the user to the next step in notice modification process.

| Go Back || S5awve Draft || Cuit Process And Return || Proceed |
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. The fourth step allows the user to attach documents or packages to the notice. A
Package is simply a collection of Documents bundled together for review.

1. 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.

1. Click “Add New Package” to upload documents to the notice. Users can either

submit materials themselves, or attach secured documents (or both).

Federal
BIJ‘HIHESE

* FEDB1ZOPPS.GOV finee s

My FBO My Profile Document Packages

Neloome. Naney Buyer Oniy- test section SwltnAcoort. (g Acosssily g Usercuie | Logout

New Modification For Telephones - 123456789

Q:) Thoioe:Type Attachments * indicates 3 required field
Click Add New Package below to upload documents to this notice. You may proceed and review without attaching

o documents

— .
ILEJI hhes T

- Add New Package

]

@ Natice D
@ RBchrisares | Go Back || Save Draft || Guit Process And Return || Proceed | I I msymplicity eProcurement
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Sensitive, but Unclassified, Attachments

NOTE: If export control, or explicit access, are required on any of the solicitation’s
sensitive, but unclassified packages, then all sensitive, but unclassified 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.

l. When a buyer is adding a new package, the first step is to indicate whether the
attachment is a sensitive, but unclassified/secure package.

I1. If yes, this means the buyer wishes to attach a document that has been uploaded by
an engineer (unless they are themselves an engineer). If the buyer indicates “yes”,
then the buyer is prompted to select the “PR#” from a list of available packages.

I1l. The buyer is also given the option to manually enter the PR# and use the “find
package” button.

P Package #1

Is this is package sensitive/secure?™

?yes O o

Select PR # From Your Office: 1

W

If not found above, Enter PR #*:
Uze "find package” to find that pr on the syztem if it already exizsts, otherwize thiz PR # will be az=zigned to this

package
V. 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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l. If attaching sensitive, but unclassified, the user is given the option to enter a new
package (if user has Engineer User rights) or to select an existing (enter the PR#
and use the “find package” button.

Aftachments * indicates 2 required fiekd
Click Add New Package below to uploa ie

documents

out attaching

@ Package #1

Is this is package sensitive/secure™

Do you want to create new or attach/select existing ™:

'@} Creste New D Attsch/Select Existing 1

FR #*:

Label*:

Project #:

NSM / MMAC:
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l. If adding new, a form will present that allows the user to set up the package. Users
can either create a new package or select an existing package.

IlI.  The form should be completed in sequence as displayed. The first section of the form
establishes the terms used to define the package.

Attachments indicates & required figld

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

@ Package #1

Iz thiz package zenzitive/secure?™
@ yes O no

you want to create new or attach/zelect existing?*:

Project #:

MNSH / MRMALC:

Part Number #:

Nomenclature:

Iz thiz Export Controlled 7=
Cyes Ono

Explicit Access*:

Cyes Ono

l= CD Available®:

Oyes Ono

File / Link #1

File*:

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

| |[ Browse... || Large Upload

|:| If Uploaded File iz compressed (.zip), check here to unzip after
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. Note - There are some practical limits on file size. Users may have problems
with files larger than —~100mb, due to problems with HTTP uploads.

1. After setting up the terms to name the package, the user will indicate the
controls for access, CD availability.
1. Once the secure package has been added, use “add new package” to add another

package or “proceed” to go to the next step.

B LRy LARPUIL AR S .
{:}yes Ono

Explicit Access®:

{:}yes Ono

l= CO Available®:

{:}yes O no
2l File s Link #1

File®:
For files over 10 Mb, please use the Large Upload button. it requires Java
to be installed on your system, and your browser nesds to allow popups

from thiz site.
| |[ Browse. .. ] Large Upload

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

De=cription®:
Enter in a =hort description for 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-Sensitive Attachments

VI.
VII.

VIII.
IX.

XI.

e

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

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

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

Note - There are some practical limits on file size. Users may have problems
with files larger than ~100mb, due to problems with HTTP uploads.

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.

Users are required to enter a description of the package.

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

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

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

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

“Proceed” takes the user to the next step in notice creation process (not shown
on image).

L.'i Package #1

I= this iz package sensitive/secure?™

Package Type*:
lodiAmendment cannot be 2elected for base notices.

(O Solicitation
Mod/Amendment

O Other (Draft RFP2/RFIz, Rezponzes to Questions, etc..)

Type*:
Chooze "upload™ to =elect a file from yvour computer or choose "link™ to enter in website URL
C upload O link

Description®:
Enter in a =hort description for thiz file/link

| Add Another File / Link To This Package

VIl

| Add Hew Package
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Il. At step five, the user is able to review materials, and if appropriate to “post” the
modification/amendment for vendor review.

I1l. “Go back” allows the user to go back in the stepwise process.

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

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

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

Federal
Business

% FEDB1ZOPPS.GOV Spumumtes _

Neloome. Nane) Buyst Ony - tsst section Suncn Acount () sccessmimy (g uzercun: B togow

New Modification For Telephones - 123456789

"GOV USA.gov

i |

(i-"- Motice Type u? On this step: Please review your notice information. | satisifed, click post to finalze your notice. You may click save draft to
\_/J save your work for 3 lster time, or can cfick go back to modify the information.
—
@ Modification Type
|GDEI-acI|||Sa‘veDraﬂ”QuitPrmessnrrdH.etum“Pas-t| VI
-
'rr;\ Watice Details z r 2
i Modification Details
.
Where do you want to start the modification process:
@ Attachments Motice Details, add/edit description
- Do you want to change the existing
desuriplivn wr sinply add e il?.
@ Review Submit Edit Existing Desctiption

Notice Details

Solicitation #: Procurement Type: Diate Posted:
123458789 Modification/démendmant March 30, 2008
Title:

Telephones

Deseription:
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3.3.3 Create Award

l. 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:

_E

Il. Additionally, a user can use the quicklink “create award” on their “My FBO” page to
modify / amend a notice.
I1l. If a notice is not eligible for award, the award icon will be grayed out and non-

selectable.

* FEpB1zOprprs

Federal
Business

. GOV Opportunities

Wicome. Naney Buyer Only - test saction Swiich Accoont

€ Acozszuin

ey |

@ usercae B iogos

Notices
sy
Procurement Notices Archived Nen-FBO Solicitabions
Keywords 501 #: | Wors IEI
Hems3:20 nk23 Showing | 20 Ivlpsr page Junpl'] ivllHeu:
Actions Tite ¥ Sol'Ref Mumber ¥ Type ¥ Posted ¥ Response Deadine W Modified ¥
= ar 71 H
Gl £ 4 %] Telephones 123455789 Fresaiicitation 4 Mar 28, 2008 5:30 pm ‘_“_ﬁ;‘p;ax
=
Related Wodifications § Awards:
Disft Modification 3
ETRYET lict 323espici Hiinted Mar31, 2008 500 pm o 23 2008
q_a SR i Synopsis/Solicitation v S Sl 2:56 pm
dar 71 20
one one Presolicitation o Apr 25, 2008 5:00 pm h'ir,_’“' 208
B:05 pm
oo Mar 23, 2008
b t Presolicitation Apr 04, 2008 5:00 pm =
o WO resolicitation 4 pr pm B e
ET R 27 0
ql &) <1 % three three Presolicitation vy Mzr 21, 2008 5:00 pm :jf'fp'r'n‘:"B
o ¥
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l. At step two of the award notice, the user is required to enter the contract award
date, contract award number, contract dollar amount, and awarded contractor
name.

1. Contract Line Item Number and Contractor Awarded Address are not required
fields.

Fedearal
Business

* FEDB1ZzOPPS.GOV time s

My FBO My Profile “ Document Packages

fedoome, Nancy Buyer Only - st sechion Swhch Acommt 6 Aooecsinliny 9 User G m Logout

New Award For Ancther test - 456987123

.'ri:) Notice Type Notice DEta”E * indicstes 5 required fiskd
= w. N 18t many fields are lodke =
bl notioe u can didk save draft to
proceed t
@ Notice Details
- Solicitation #: Procurement Type: Date Posted:
4ERGETIZY HAwward Hotice March 30, 2008
@ Attachme
- Title:
. Brief title description of services, supplies, o project required by the posting agency. Mote: 258 character mit.
I::‘_) Sl Another test

Classification Code:

0 - M—clia.mcal power transmission equipment

NAICS Code:

F\-} Rice FanTlr;

Contraet Award Date™:
he date the contract wa

Cantract Award Niumhers

I1l. 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.

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

| Go Back | | Sawve Draft | | Quit Process And Return | | Proceed
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. 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.

1. 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.

I. Click “Add New Package” to upload documents to the notice. Users can either

submit materials themselves, or attach secured documents (or both).

Federal
Business

* FEDB1ZzOPPS.GOV o s

iwelcome. Nancy Buyer Ondy - tast saction SwWhen Accoum 0 Accessiliny 9 User Guiloe m Logaut

New Award For Another test - 456987123

.@ Matice Typs Attachments * indicates 3 required fiskd
Clidk Add Hew Package b=low to upload documents to this notice. You may proceed and review without attaching

v documents

=
'E) Notice D

i 11 Add New Package
@ Attachments

-

S - |Gn El-a:ck” SaveDraﬂ”QuitPrmssnnd R:eturn“ Pm-c:e-e-dl 1 msymplicity eProcurament
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Sensitive, but Unclassified, Attachments

NOTE: If export control, or explicit access, are required on any of the solicitation’s sensitive,
but unclassified packages, then all sensitive, but unclassified 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.

When a buyer is adding a new package, the first step is to indicate whether the
attachment is a sensitive, but unclassified/secure package.

If yes, this means the buyer wishes to attach a document that has been uploaded by
an engineer (unless they are themselves an engineer). If the buyer indicates “yes”,
then the buyer is prompted to select the “PR#” from a list of available packages.
The buyer is also given the option to manually enter the PR# and use the “find
package” button.

L.'? Package #1

Is this is package sensitive/secure?™

Select PR # From Your Office: T

W

If not found above, Enter PR #*:
Uze "find package” to find that pr on the system if it already exizstz, otherwize thizs PR # will be as=igned to this

package
Find Pachkage
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1. Buyers who are also “Engineers,” will also be asked whether or not they want
to create a new package. If yes, the form will allow the user to enter a new
sensitive, but unclassified, document package.

Attachments ® indicates 3 required fiskd
Click Add New Package below to upload documents to this notice. You may proceed and review without attaching

documents

@ Package #

Is this is package sensitive/secure™

Do you want to create new or attach/select existing™:

'13' Create Mew {:} Attach/Select Existing

PR #*:

Label*:

Project #:

NN J MMAC
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l. If adding new, a form will present that allows the user to set up the package. Users
can either create a new package or select an existing package.

IlI.  The form should be completed in sequence as displayed. The first section of the form
establishes the terms used to define the package.

Attachments indicates & required figld

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

@ Package #1

Iz thiz package zenzitive/secure?™
@ yes O no

you want to create new or attach/zelect existing?*:

Project #:

MNSH / MRMALC:

Part Number #:

Nomenclature:

Iz thiz Export Controlled 7=
Cyes Ono

Explicit Access*:

Cyes Ono

l= CD Available®:

Oyes Ono

File / Link #1

File*:

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

| |[ Browse... || Large Upload

|:| If Uploaded File iz compressed (.zip), check here to unzip after
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. Note - There are some practical limits on file size. Users may have problems
with files larger than ~100mb, due to problems with HTTP uploads.

1. After setting up the terms to name the package, the user will indicate the
controls for access, CD availability.
1. Once the secure package has been added, use “add new package” to add another
package or “proceed” to go to the next step.
LR AP L L T
{:}yes 'O' no
Explicit Access®:
{:}yes 'O' no
lz CD Available®:
{:}yes 'O' no

2l File s Link #1

File®:

For files over 10 Mb, please use the Large Upload button. it requires Java
to be installed on your system, and your browser nesds to allow popups
from thiz site.

| |[ Browse. .. ] Large Upload

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

De=cription®:
Enter in a =hort description for 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-Sensitive Attachments

VII.

VIII.
IX.

]

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

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

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

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.

Users are required to enter a description of the package.

After the document has been added, the user can add another document to this
package or add another entirely new package. Note - There are some practical
limits on file size. Users may have problems with files larger than ~100mb, due
to problems with HTTP uploads.

“Go Back” button (bottom of form, not shown) takes the user back to step two in
the process.

”Save Draft” (bottom of form, not shown) saves the materials to the draft notice.
“Quit Process and Return” (bottom of form, not shown) does not attach the
materials.

“Proceed” (bottom of form, not shown) takes the user to the next step in notice
creation process.

P Package #1

Is this i=s package sensitivelsecure?

Package Type™
lod/Amendment cannot be selected for base notices.

() Solicitation
Mod/Amendment

'G' Other (Draft RFP=/RFlz, Rezponzes to Questions, etc..)

Type*:
Choo=e "upload™ to 2elect a file from your computer or chooze "link™ to enter in website URL
Ouplﬂﬂd Dlink

Description®:
Enter in a ghort description for thiz filelink

| Add Another File / Link To This Package

I Add New Package Vi
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l. At step four in the process, the user is able to review materials, and if
appropriate to “post” the modification/amendment for vendor review.
1. “Go back” allows the user to go back in the stepwise process.

1. The “save draft” button saves the modifications in draft format.
V. “Quit Process And Return” returns the user to the previous navigation

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

Federal
Busme:‘;s

Y FEDBIZOPPS.GOV oumest e

weicome, Naney Buyer Only - test saction Swhen Accoun

New Award For Another test - 456987123

€3 sz (g usercwee B Logoue

J On this step: Plazse review your notice information. |f satisifed, click post to finalze your notice. You may click save draft to

save your work for 3 later time, or can click go back to modify the information.

| Go Back || Save Dratt || Quit Process And Return || Post |

Notice Details

Solicitation & Procurement Type:
4EABETIZ3 Award Notice

Title:

Another test

Classification Code:
30 — Mechanical power transmission eguipment

NAIC S Code:
111180 — Rica Farming

Contract Award Date:
March 31, 2008

Contract Award Number:
BETT

Date Posted:
March 30, 2006

V
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3.3.4 Cancel Notice

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

ﬂ

Il. Additionally, a user can use the quicklink “cancel notice” on their “My FBO” page to
cancel a notice.

Federal
Business

% FEDB12OPPS.GOV Srmmmentes _

My FBO My Profile m Document Packages

Weicome. Nancy BUPSr Onty - test ssction Suncnacoout (g Accessminy g sercune B Logou

GOV USA.gov

[ ttaalm® |

_rsJ_o_tices

EET.SN

Procurement Notices Archived Maon-FBO Solicitations

Pt Showing | 20 VI per page JLII-'IP’TlV | Hext =

Actions Titie ¥ Sol'Ref Number ¥ Type ¥ Post=d ¥ Response Deadine W Modified ¥

Ql £ &1 %] Telephones 123485783 Presclicitation v Mar 25, 2008 5:20 pm n"ta;‘wm“
Fay 1]

Related Modifications / Awards:

Draft Modification 3

Q] ] & %] explicitone 323axplicitone g::ﬁ::s‘;ncimm v M . 005 . 00 i ;aﬁgzjr,nmm
Q_E a J one ans Presolicitation ( 20, TN, .00 pm ;?3;2:6?2.:}35
QE A e two Fresoficitation v Apr 04, 7008 5:00 pm 'n:taJ;’z:Wz::»::-s
q‘ﬂ a _‘l ﬂ three thres Presolicitation ( Mar 31, 2008 5:00 pm ;ﬁa;:-z:r.rz-!)b&
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l. If an award is being cancelled, the user is prompted to enter additional text that will

be highlighted to vendors reviewing the cancelled notice.

Federal

* FEpB1zOrps.cov e

Opportunilies

|

e, Naney Bups Ondy - beel secliun Selich Ao Gﬁ el G-:eu i Ew,m

Cancellation For Telephones - 123456?89

@ Motice Typs Cancellation Details ~ indicates & required fizld
Pleass provide a cancellation notice

@ Motice Details Solicitation #: Procurement Type: Date Posted:
123458783 Cancellation March 30, 2008

-

@ R EW Stk Title:
Brief title descripbion of services, supplies, o project required by the post ency. Maote: 258 character lim
Telephones

Cancellation Description®:

B I UE

M
Il
]
]
<

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

I1l. “Save Draft” saves the materials to the draft notice.
IV. “Quit Process and Return” does not attach the materials.
“Proceed” takes the user to the next step in notice creation process.

|G-nEI::r:l-: || Sawve Draft || it Process And Return || F"m-r:-n-n-d|
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l. At step three, the user is able to review materials, and if appropriate to “post” the
cancellation notice for vendor review.

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

I1l. 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 vendors.

Federal
Business

% FEDB1ZOPPS.GOV Siuraies T TS, con

~=tFim |
85

Melsome. Hancy Buyst Onty - tast ssction Sunmnacene () Acceszimiey (g Userouee [ togme

Cancellation For Telephones - 123456789

@ Notice Type } On this step: Please review your notice information. If satisifed, click post to finalize your notice, You may click save draft to
save your work for 3 later time. or can click go back to madify the informsation.
=
@ Natice Dtz
| o Back || 5ave Dratt || Quit Process Ard Retum |[ Post| { V
o
Review/Submit y 3
@ MNotice Details
Solicitation #: Procurement Type: Diate Posted:
123455785 Cancellation March 30, 2008
Title:
Teizphones

Cancellation Description:
budget changes.

Classification Code:
T4 — Difice machines, text processing systens & visible record squipment

NAIC § Code:
423450 — Medicsl, Dentsl, and Hospital Equipment and Supplies Merchant Wholesslers

Response Date:
Mar 28, 2008 5:30 pm
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3.3.5 Deletion of Draft Notices

items are indicated with a red x in the posted column.
Il. To delete a draft item, the user can click on the review icon for the list item to open

the draft notice.

Federal

* FEDB1zOPPS.cov Sume

Notices

4 RETURN

Procuremer | Drafts Archived Mon-FBD Solictations

elcome, Admin User

My FBO My Profile “ Document Packages

ghccessihilinr QUserGuide mLogout

A user can review all drafts from the main “procurement notices” list of notices. Draft

Heywords/S0L # | | ik More IE'

ftems 1-20 of 76

Showmgl 20 & |per page Jump 1 1w ||Ne:rt>

L Solifet Mumber ¥ Type ¥ Response Deadine ¥ Moclifisd ¥
—I : SPM7LA0SR0033 Pre=olicitation Apr 02,2008
1010 am
WARSEIEZ10 Presolicitation Apr 02, 2005
11:05 am
SPM4AT-08-R-1073 Pre=olicitation Apr 02, 2008
1247 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.

Welcome, nance buyer - African Development Foundation (African Development Foundation, Washington, DC) Switch Account 0 Accessibility

9HE|: mL:-;:ut
Base Notice: new example solicitation - combined123

Cij, Motice Type .) On thiz step: Pleaze review your notice information. If =atizifed, click post to finalize your netice. ¥ou may click
= save draft to =ave yvour work for a later time, or can click go back to modify the information.

Cijl Notice Details

| Go Back || Sawe Draft || Quit Process I I Delete || Post

P
3+ Attachments i .
&) e MNotice Details

Review!Submit Solicitation #: Procurement Type: Date Posted:
| @ sviewisubmi combined 123 Combined Synopsis/Solicitation March 18, 2008
Title:

new example solicitation

Maecoifiratinn Moo
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3.3.6 Archive Notices

l. 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.

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

Business

* FEDB1zOPPS.cov fire ... TS oo

et e o
A

Welcome, nancy both - test section E QAccessibility 9 User Guide H Logout

Notices

4 RETURN TO HOME

Procurement Hotices | Drafts Archived Mon-FEC Solicitations

Keywords/S0L #: | | b More
ftetns 1-20 of 30 Showing | 200 | » | per page Jump [ 1 (W | | Hext >
Actions Title ¥ SolRef Mumber ¥ Type ¥ FPosted ¥ Response Deadline ¥ Modified ¥
Q_,i ] ] x] 1test replication sabb Presolictation ( - Apr 18,2000
119 pm
I 1 & & 8 sbuyersol 7897 9aGsdT Somoned 2 il
SynopsisiSolictation 4 11:33 am
Related Modifications / Awards:
Modification 1 Apr 17, 2005

@ # &40 x added export after tastanmasnmt frnszeed Rrtina ailf Apr 135, 2008

Opportuni

E'GOV USA.gov_

Welcome, nancy both - test section % 6 Accessibility 9 Uzar Guidse m Logout

I@plication - aabb

Base Noti_ce: 1test

# RETURN RETURN TOLST [PROC

Notice Information Packages Interested WVendors

__!) Note: This notice has been posted. Any changes must be done in the form a new medification/amendment notice

| Return To List || Modifiy/Amend || Archive || Print | F'RDCUF-EME_HT HOTICE INFO
Created: April 9, 2008 10:39 am
By: nancy both

Motice Information Modified: Agril 18, 2008 1:18 gm
By: nancy both

Solicitation: AgencylOffice:

aakbb test =ection

NOTICE HISTORY
S e :
Location: Original Hotice: aabb (Apr 18,
c 2008)

¥
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User will be asked to confirm the “archive”.

Windows Internet Explorer

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

documents, links and sensitive, but unclassified documents.

OK

Cancel

[T Tyt Sy T2 S e e P

TR
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3.3.7 Unarchive Notices

l. To review all archived notices, go to upper navigation “notices” and the sub-tab

“archived”.

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

notice.

Notices

4 RETURN

Meyweords/SC0L & |

1-20of 459
Title ¥
99 -- International Broadcoast Right=

@ far T% Programiming from hMarvists
Ertertainment

70 -- Complete Apple Computer
System

mlodification 4 Mar 04, 2008

Federal
Business

w FEDBI1ZOPPS.GOV Sines s

Procurement Motices Drafts Archived Mon-FBEC Solicitations

Welcome, Admin Usar

2'GOV USA.qov

—_ e Loy

GAccessibility GUserGuide mLogout

ore Clear

SolfFet# T

316430606456

HGO0287 3479002

Type ¥

Special Motice

Special Maotice
(Modified)

Last Posted Date Archived On 4

Mar 29, 2008
hdar 10, 2005 1900 am

Mar 21, 2003
hdar 04, 2008 12:00 am
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l. Select “unarchive” to return the notice and associated documents to active status.
1. The system will prompt the user to confirm this operation.

Federal

w FEDB1ZOPPS.COV fhmest e

My FBO My Profile m Document Packages

€ recszeminy g wserouee B Logou

ioome, Nancy Bupsr Only - tast ssction 5

Amendmenﬂ new exporttest 3"'2newexport (Archived)

SETURM | SETUEN TO DCURER

T\ HNote: This noty

PROCUREMENT NOTICE [ARCHIVED) INFO

| Return To List ” Unarchive | o e J_ l'am; 20::&100;:11 i

By: Suml Duper

; \tacee 31 2008 407 ren
Notice IR N ! : o
Windows Internet Explorer
Solicitation
12Zn=wexpo "
“.‘/ Are vou sure you wank ko unarchive this notice? This will unarchive all related notices, documents, links and sensitive, but unclassified documents.
Agency/Offi
test s=ction
[ oK ] [ Cancel

Location:
5 — —

Notics Typs:
Title: ModHcstionamendgment/Cance!
new export test

‘Driginal Posted Dats:

Description{s): harch 22, 2003

Fimokn s e
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3.3.8 Print Notices

l. Users can print both released and draft notices.

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

I1l. When the notice is in review format, use the "Print" button to open a window that
displays the notice in a printer friendly format.

* FepBi1zOrps.cov

Business
Opportunities

Welcome, nancy both - test section ﬁ QAccessibility GUselGuide mLogout

Notices
4 RETURN TO HOME

Procurement Hotices | Draftz Archived Mon-FEC Solicitations
Keywords/S00 #: [ F More
ttems 1-20 of 30 Showing | 200 |8 |per page  Jump 1 | Hext =
Actions Title ¥ SolRef Mumber ¥ Type ¥ Posted ¥ Responze Deadline ¥ hodified ¥
@ 3] ] ] 1test replication sakib Presolicitation \{ - £k 15, 2000

119 pm
| £ & %) ’ Comkined Apr A7, 2005
41 Thury: 1 TE979agsdr 1 ; A~ E
HIYETSe Ao SynopsisfSolicitation v 11:33 am
elated Modifications / Awards:
Modification 1 Apr 17, 2008

4 RETURN

Hotice Information Packages

% FEpB1zOrrs.cov

A RETURN TO LIST (PROCUREMENT)

Federal
Business
Opportunities

My FBO My Profile Document Packages

Inte: endors

Welcome, nancy both - DELAWARE RIVER BASIN commission By @) Acosssiviliy (@) User Guide

Base Notice: teset - 777423s0l

m Logout

@ Print IEJ Link

_EL Note: This notice has been posted. AHW

| Return To List || ModifiyiAmend || Archive || Print |

MNotice Information

Solicitation:
F7T423=0l

Agency/Office:

DELAVVARE RWER BASIN COMMISSION

=t be done in the form a new maodification/amendment notice

PROCUREMENT NOTICE INFO
Created: Agpril 24, 2008 2:05 am

By: nancy both
Modified: April 24, 2008 9:05 am
By: nancy both

NOTICF HISTORY
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l. In the print window, "print" sends the notice to the printer.
. 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 Maotice 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

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

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

l. To review the “interested vendors list” for a solicitation, use the review icon to open
the solicitation from the procurement notices list.
Il. Go to the “interested vendors” sub-tab.

Business

* FEDB1ZzOPPS.cOV &t e

My FBO My Profile Document Packages

Welcame, nancy both - test section a eAccessibiliht GUserGuide HLogout

Notices

4 RETURN T HOME

Procurement Hotices | Draftz Archived Mon-FBC Solictstions

KeywordsiSoL# [ | bMore
fterms 1-20 of 30 Showing | 20 | » | per page Jump [ 1 (% || Hext >
Actions Title ¥ SolRef Mumber ¥ Type ¥ Posted ¥ Response Deadline ¥ Modified ¥
1+ ] x] 1test replication sabb Presolictation 1,( - Apr 18,2000
119 pm
# 4 8 smuversol TRITHafsdTE gi:;j;?;mlicn o v : 1.3\1;::1'313?5;”3008

ted Modifications / Awards:
Modification 1 Apr 17, 2008

Federal
Business

* FEDBI1ZOPPS.GOV ime .

Wisloome, nancy both - test section ﬁ 0 Acoessibility 9 User Guide m Logout

41?buyersol - ?89?9&85(1?1‘

RETURN 4 RETURNTOLUST PROCURENENT
Notice Information Packages ‘ Interested Vendors ‘

Keywords '

tems 1-1 of 1

LastName ¥  FirstMame¥  Email Contractor ¥ Phone Address
419 SAWYER ST

o . . LOEB, H 201-874- NEW BEDFORD
. Als f . , 5 i

Vendor Alan test! 0i@svmplicity. com.nepettit@vahoo.com.btmnep@gmail. com B ) A
027461013

tems 1-1 of 1
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3.4 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.

3.4.1 Create Non-FBO Secure Document Link

l. From notices tab, go to Non-FBO Solicitation sub-tab to see list of Non-FBO
Solicitations.
1. 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.
1. Click “Add New Non-FBO Solicitation” to create a new Non-FBO solicitation link.

i IZ ' PPS. GOV pmtunlties

Gov USA.gov_
~~a |}

elcome, Admin User Qﬁccessibility eUselGuide ﬂLogout

Non-FBO Solicitations

4 RETURN

Procurement Matices Drafts Archived ‘ Hon-FBO Solicitations |

Solicitations Archiver A
|

| Add Hew Hon-FBO Solicitation

tems 1-60f 6

Kewords: !gs—| P More C

tems 1-5 of &

Actions SolfFef # ¥ Crested on ¥ Released ¥

=t GE02ROSMACODTE Apr 07, 2003 418 pm x

@ GS0507SWC0022 Apr 10, 2008 5:02 pm Jul 06, 2007 5209 am
=t GEO0EROSGYCO00S Agr 10, 2008 5:02 pm Jan 25, 2008 344 am
@ GS0EPOSGYCO004 Feh 06, 2008 2:00 am Feh 06, 20058 2:00 am
R-a Qe g R EFAWETIE 3 Apr U, US40 pm Feb ¢, 2Udg TUU0 am
Q_i GS06P0EGEIC0008 Apr 01, 2008 4:52 pm Feh 28, 2008 11:30 am
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l. 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 #.
Il. Note, solicitation # and archive date must be entered before the “save draft” button
can be used to save the Non-FBO Solicitation in draft format.
I11. “Cancel” returns the user to the list of Non-FBO Solicitations.
IV. “Proceed” takes the user to the next step in the process.

MNon-FBO Solicitaton: nonfbo123

| _
&'_i Detalls _f_‘| Morks: Tris solicRation and aRached Secure Packages nave not yel Desn Neleased and ane S30ed 25 drat Yiou
- may mike modiications and SuDmE when ready
(@) Ascn Package
I’*—“I : | Eave Drast || Canesl || Fropess | * IndicEtes 3 neguined fieid
(3) Reviewsunmn Solicitation Details
Plzs=e enter the detsils for this non-fbo solicitation
Solicitation £ Emer e sollcRation numiber
mOnmDo 123
Primary Point of Contact*: Select e primary polnt of contact

Salkect an Existing or New Contsct:
[ chica (mr=pEgmaicom) v |

Titha:
I |

Full Names:

|:'I o} |

Emeaill:

|:—1:.:-§;—: oo |

Phons:

Sacondary Point of Contaet:  Optlonzilly, s=lect 3 secondary point of contact

salsct an Existing or New Contsct:
[ Hew Camace |

Tita:
I |

Full Naimes:

I |
Archive Date*: The date fils sollcRation and paciages will e anchived

st |

faves Dras ||c.nu| ||Fm-|-|-|-| |
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l. The next step of creating a Non-FBO form allows the user to add the secured
package(s).

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

I1l. 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.

VI. Use the “save draft” button to save the Non-FBO Solicitation in draft format.
VII. “Cancel” returns the user to the list of Non-FBO Solicitations.

VIII. “Proceed & Review” takes the user to the final step in the process.

Business

% FEDB1zOPPS.cov L.,

= - 4

welcome. Naney Buysr Only - test ssction Swiizh Ancoum 6 Anssssiin G User Guiss m Logos

GOV USA.gov_

[New Non-FBO Solicitaton]

(:i'“; Detsiis Aftach Packages * indicates 2 required fisd
o
@ Attach Machkages '3
Package #1
Select PR # From Your Office:
' =1
e Rl

Find Package

| Attach Additional Secure Package |

|GDBach. || Save Draft || Quit Process And Return || Proceed & Review
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l. The final step of creating a Non-FBO allows the user to review and submit materials.
1.  “Go Back” takes the user back one step in the process.

I1l. 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. Users will be asked to

confirm release.

My FBO My Profile m Document Packages

[New Non-FBO Solicitaton]

Federal
BI.Ihlm?bs

* FEDB1zOPPs.cov fome ..

Weleome, mancy both - test section E Gﬁccessibility OUselGuide mLogout

Solicitation Details

Solicitation =
asdfasfdazdf

Primary Point of Contact.:
riancy both,
Supervizor Blyer

test-1i@s ymplicty com test-1 3i@syvmplicty com
Phone: 512 555 BBEY7

Archive Date:
April 30, 2008

Aftach Packages

@ Package =1

PR = neswpar Jiou
Is this Export Controlled ?: yes
Explicit Access: no

Q_,g titfary txd (74 .46 Kh)
Description: tset

Go Back || Save Draft || Ouit Process And Return || Release Solicitation
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l. The link for the Non-FBO solicitation is presented in the notice when it is released.

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

Federal
Business

* FEpB1zOpps.cov L ..

My FBO My Profile “ Document Packages

el come, nancy both - test section E ahccessibility GUserGuide ﬂLogout

0oV
F|

Non-FBO Solicitaton: 32608

4 FETUEN 4 RETURH T LEET (NONFED

Procurement Motices Draftz Archived | Hon-FBO Solicitations

Details Authorized Parties

| Unrelease Solicitation || Return || Archive |

NON-FEOQ SOLICITATION INFO
Created: March 26, 2008 2:29 pm

By naney both
Solicitation Details Modified: April 16, 2008 5:45 pm
solicitation = 32608 By JianGl etk
Primary Point of Contact.: nancy cyhil
CyhilEe.qoy

Secondary Point of Contact: nancy office five
test-did@eymplicity .com

Archive Date: April 25, 2008
Vendor Link: hittpes: ko -te st symplicity comifedted s 32605 |

Aftach FPackages

P Package #1
PR = 235657
I= this Export Controlled ?: no
Explicit Access: yes
Is CD Available: no
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3.4.2 Un-release Non-FBO Secure Document Link

l. Users can un-release Non-FBO solicitations. Doing so renders the Non-FBO Solicitation
link nonfunctional. Vendors trying to view the link of an unreleased Non-FBO
solicitation will receive the following error message:

NOTE: The Secure Documents link (formerly FedTeDS) you are trying to access
cannot be found

Il.  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.

I1l. To unreleased a previously released Non-FBO document, go to “Notices” and the “Non-
FBO Solicitations” sub-tab. Click on the review tab to open the previously released
item.

PUIIGaa

* fEDJjIZUPPS.GOV Opportunities

Welcome, Admin User GAccessibilinr GUserGuide ﬂLogout

\'A .gov

e s
—}

Non-FBO Solicitations

4 RETURN

Procurement Maotices Drafts Archived ‘ Hon-FBO Solicitations |

Solicitations Archived
Weywords: :gs i b More Il

| Add Hew Hon-FBO Solicitation tems 1-6af 6

tems 1-6 of &

Actions Solfef # 7 Created an ¥ Released ¥

et GS02POBMACO013 Apr 07, 2008 4:18 pm ®

=t GE0507SYC0022 Apr 10,2008 5:02 pm Jul 0B, 2007 5:09 am
= GSOEPOBGYCO005 Apr 10, 2008 5:02 pm Jan 25, 2008 3:44 am
111 GSOEPOSGYCO004 Feh 05, 2008 2:00 am Feh 06, 2008 2:00 am

GSOEPOSGZCO004 Apr 01, 2008 4:52 pm Feh 27, 2008 10:00 am

=t GS0RPOSGZCO009 Apr 01,2008 4:52 pm Feh 28, 2008 11:30 am

Copyright © 2008

www.fbo.gov

Page 80 of 99



Buyer User Guide 1.6

l. 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.

I1. 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.

I1l. “Return” returns the user to the list of Non-FBO Solicitations

Federal
Business

* FEDB1ZOPPS.COV Grnmones .

Weleame. Naney Buger Onty - test ssction Swncn Aconr () Accessmiey g Uzercuin: B Logo

‘GOV USA.qgov

=i |

N__on-F_E!C_)_Solic_!‘Eaton: 58979

9 Notices Archived Non-FBO Solicitations
Details

| Unrelease Solicitation || Archive || Return |

Authorzed Parties

NON-FED SOLICITATION INFO
Creatad: hiaroh 25 2008 6108 pm

By: mEnGy o
AL = = Mg hianch 25, 2008 6108

Solicitation Details ’ s Lt
By: nEn; Dot

Solicitation #: 5BSTY

Primary Point of Contact.: nancy both

test-1 @symplicity. com
Archive Date: March 31, 2008
Vendor Link: hitps: /ifbo-test. symplicity. com/fedteds /BESTE

Attach Packages

@ Package #1

PR & 14785
Is this Export Controlled® no
Explicit Access: yes

G fbo buver quidet.pdf (4,567.53 )
Description: testing

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

l. 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.

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

W FEDBIZUPPS.GOV trrortunities

GOV USA.gov_
il

elcome, Admin User Qﬁccessibility GUselGuide ﬂLogout

Non-FBO Solicitations

4 RETURN

Solicitations Archived

Procurement Motices Drafts Archived ‘ Hon-FBO Solicitations |

B of &

SolfFef # ¥

GEOZPOSPWCO0TS

GS0a07SCO022

GEOEPOSGYCO00S

GSOEPOSGYCO004

2 8 &2 48 &£

GS06POSGLCO004

=t GE0EPOSGICO003

| Add Hew Hon-FBO Solicitation tems 1-6o0f &

Heywards: Eg& | b More

Cregted on ¥

Apr 07, 2008 4:15 pm

Aar 10, 2008 5:02 pm

Apr 10, 2008 5:02 pm

Feh 06, 2008 2:00 am

Aar 01, 2008 4:52 pm

Aar 01, 2008 4.52 pm

Released ¥

x

Jul 06, 2007 5:09 am

Jan 25, 2008 344 am

Feb 08, 2008 2:00 am

Feb 27, 2003 10:00 am

Feh 25, 2008 11:30 am
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Within the Non-FBO notice use the “proceed” option to move forward to the
“review/submit” step “
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.

My FBO

My Profile Notices

Wetoome, Nancy Buysr Ondy - tsst section Swiich Account 0 Accessioliny G Liser Guide m Logout

Non-FBO Solicitaton: 32608

)

Review Submit

Solicitation Details

Solicitation #:
32808

Primary Point of Contaet.:
nancy both

test-1@symplicity. com

Archive Date:
March 31, 2008

Aftach Packages

L? Package #1

PR #: 215887
Is this Export Controfled? no
Explicit Access: yes

G} fbo vendor guide MDI {2,057.88 Ki)
Description: ghjk

| o Back || save Drait || Quit Process And Return || Delete || Release Solicitation

T - nd 3 cune Packages have not yet besn relessed and ars saved a5 draft You may make

Document Packages
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3.5 Manage Document Packages
(outside context of FBO Notice Creation)

3.5.1 Add New Document Package to Existing Notice

From the “Document / Links” main navigation, users can create, and assign new

documents to released solicitations.

Il. Use the “add new” button.

I1l. Additionally, a user can use the quicklink “upload new docs/links” on their “My FBO”
page to add a new package.

IV. Note, if you create a 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.

V. Buyers that are buyer only — versus both “buyer and engineer” = will only be able to

create non-secured packages through this process.

Federal
Business
% FEDB1zOPPS.GOV Spananes 3 >
nizicome, Nancy Bryar Oniy - tast section Swikey Accoum thmis::r.- | zuis m_-v;o,:
Document Packages/Links
AETuSM
Packages Aarthorized Parties
= iz I =23
Secure
Oy= O
Type | !vl
Pt Oyes ©
e
Label i FR#Y Type ¥ Solicitation ¥ Creatzd on ¥ Posted On ¥
ji 0 Other {Draft RFPs/RF|s, Responses to Questions, stc. ) 32 3explicitons Mar 23, 2008 2:58 pm Mar 23, 2008
User Guide Accessibility  Halp Deck STT-472-3778 (Toll Fres) fbo.cupp
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l. At step one, Details, the user indicates whether the document is 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).

Il. 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.

Federal
Business

* FEDB1ZOPPS.GOV Simes s

Wetoome. Nancy Buysr Onlly - test ssction Swiich Accout 0 Accessholiny 9 User Guloe m Logout

[New Documents/Links]

Package Details

T Tjgg.itg@x-u

* indicates 3 required fizld

C? Mod/ Amendment

O Other {Draft RFP=/RFIs, Responses to Questions, etc.)

| Save Draft || Guit Process And Return || Proceed |

Flease =nter the deteils for this document padkege
.
,f? Uplzad File Contracting Office Location™:
oy
= You are not registered at the office location level. Mease select the el
- | iv
"
(3) re
s 11 Sol/Ref #
| w
Type™:
() solicitztion
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1.
HI.
V.

VI.

At step two, the user uploads files.

A “description” is required.

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

“Cancel” returns the user to the previous navigation.

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

Federal
Business

% FEDB1ZOPPS.GOV Ghronenes i PF oy Csvoo |

eloome. Maney Buysr Only - test ssction Swhon Apooerd () Acoessioiy @) Usercue [ Logont

[New Documents/Links]

(--\ Detzils Files / Attachments * indicates 3 required fizkd
hd File / Link #1
@ Upload Files Type*:
Choose "upload” to select 3 file from your computer or choose "ink™ to enter in website URL
= Ol.pbi’: Ohl‘k

T

Description®:

Enter in.a short descrption for this file/fink

Delete

Add Another Document

|'E'|DEI-aA‘.-Il || Save Draft || Guit Process And Return || Proceed & Review
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l. At step three, “review/submit,” the user is able to review materials, and if
appropriate to use “post documents.”

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

1. “Save Draft” saves the materials to the draft notice.

V. “Cancel” returns the user to the previous navigation.

V. “Release Package” adds the documents for use in the system.

Federal
Business

* FEDB1ZOPPS.GOV jinest e

B E Gov USA gov

. it |
My FBO My Profile Document Packages

Melcome, Nancy Buysr Only - tast ssction Swhon Account Azcesshllly User Guige Logout
Y Brger Cindy SWRoN Acsount g

[New Documents/Links]

(i_:) Datsis Package Details

- Contracting Office Location:
a2 i = 2
-

Sol/Ref #:
I 2newsxport (Combined Synopsis/Solicitation)

-
@ Reviewi Submit
Type:
Selicitation

Files / Attachments

Qi uh pic.bmp (1,727.54 Kb)
Description: test

| Go Back || Save Draft || Quit Process And Return || Release Package
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3.5.2 Edit Document Package

l. 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.

Il. To edit a document package, go to main navigation “document packages”, and select
the package link for the package to be edited. This opens the “details” of the package.

I1l. When "details" are open, select the "edit" button.

Federal Sl o l

* FEDB1ZOPPS.GOV fimes s

E-Gov USAgov |

My FBO My Profile Document Packages

Welcome, nancy both - test section a ﬂAocessibility 6 Usar Guide m Logout

Document Packages/Links

+ RETURN TO PROCUREMENT

Packages Authorized Parties
Keywords: » More EI

tems 1-20 of 57 Showing |20 | » .per page Juml:l. 1% '| Hext >
Label /PR#Y Type ¥ Solictaton ¥  Createdon ¥ Posted On ¥
r Other (Draft RFPs/RFls, R Mar 25, 2008
123456 123456456 : Mar 25, 2008
'ﬁ‘_ Responses to Questions, stc..) Eeemoan 10:02 am o
Eﬁ More stuff
- Other (Draft RFPs/RFls, ; Mar 23, 2008 1:19
123 u d Apr 14, 2008
-5' e Responzes to Questions, stc..) inessamned] pm i
: Other (Draft RFPs/RFlz, - Mar 25, 2008 4:02
589 Mar 25, 2008
» Responses to Questions, etc..) pm 2
B tactinn

My FBO My Profile “ Document Packages

Welcome, nancy both - test section ﬂ ahmessibiliry g User Guide m Logout

testd14

4 RETURN 4 RETURN TO LIST (DOCUMENT_PACKAGE

Details Audit Trail

_ﬂ Hote: This is a sensitive, but unclassified document package.

[t [ etete | [ e

Contracting Offi tion: 5

Is this a secure/ ive packace?: ves
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l. After edit is selected, user see 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 ‘

Il. 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 notice
creation.
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3.5.3 Delete Document Package

l. 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.

Il. To delete a document package, go to main navigation “document packages”, and
select the package link for the package to be deleted. This opens the “details” of the
package.

I1l. When "details" are open, select the "delete" button.

Federal
Business

* FEDB1ZOPPsS.cov fime

Welcome, nancy both - test section & GADCEaIL‘IHTy GUSH Guide mL-g ut

Document Packages/Links

+ RETURN TO PROCUREMENT

Packages Authorized Parties
Keywords: » More EI

tems 1-20 of 57 Showing | 20 | & .per page Jump. 1w '| Hext >
Label /PR#Y Type ¥ Solictaton ¥ Created on ¥ Posted On ¥
; i Other (Draft RFPs/RFl, T Mar 25, 2003
345 { 234554565 . B 8,
'ﬁM Responzes to Questions, ete. ) A 10:02 am o e 2000
@ More stuff
- . Other (Draft RFPs/RFls, e Mar 29, 2008 1:18
3
'ﬂ e Responses to Questions, ete..} Rinessagned] pm FaN 14, 2008

Welcome, nancy both - test section a aAmessibility 9 Uszer Guide m Logout

test414

RETURN 4 RETURN TO LIST (DOCUNENT_PACKAGE]

Details Audit Trail

_}1 Hote: This iz a sensitive, but unclassified document package.

|RE¢LFm||DeIetE||Edi1|

Contractin e Location: 5
Iz thizsas ensitive packane?: ves
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. After delete is selected, user sees message indicating why delete is allowed, and

will need to confirm the desire to delete the package.

Windows Internet Explorer

\:t’,) Are you sure you want to delete this released secure document?!

OK

Cancel
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3.5.4 Manage Explicit Access Requests

l. 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.

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

I1l. Alternatively, a user can navigate to the “authorized parties” list from the “Document
Packages” main navigation, and selecting the “authorized Parties” sub-tab.

Federal

Business

w FEDB1ZzOPPS.cov Lime .~

My FBO My Profile Document Packages

feloame, nancy both thcessibility GUserGuide ELogout

~GOV USA.gov_ |

My FBO
A\ Pending Actions [all Statistics
2 Explicit Access Bequests 26 Active Procurement Hotices

1 Archived Procurement Hotices

& Quicklinks I
Edit Liratt L& Announcenents
ﬂ Create M There are no snnouncements st this time.

4] Modiamend Motice
iﬂ Create Award
%] Cancel hotice

lj Upload Mew DocurmentsilLinks

Hotice of Section 508 Compliance: Buyers utilizing the Federal Business Opporunities (FedBizOppsiwebzite are required to ensure that all data
posted on FedBizOpps complies with Section 502 of the Rehabilitation Act, 29 U.5.C §79494d,
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l. The “authorized parties” list is divided into three sub-tabs: “pending requests,”
“authorized,” and “rejected requests”.
Il. To review a pending requests, click on the review icon for the request record.

Federal
Business = |

% FEDB1ZOPPS.GOV o e

e |

Veloome. Haney Buger Ondy - test ssetion Swiich Ascoss 0 Azcesshlin 9 User Guice m Logodt

Document Packages/Links

==
[tem

Actions SoliRef# ¥ Lazt Mame ¥ First Name ¥ Email Contractor W DUNS ¥ Czges¥
Q_ﬂ estatats export nancy OFTOMETRICS CORPORATION 001002138 1XBKE

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

Windows Internet Explorer

\_‘,:/‘ Are you sure? This will alert the vendor via email and add them to the Authorized

Party List for this solicitation.

|| cancel |

is selected, user will be
asked to confirm action.

To “reject” the request, select “reject” (see below for details on rejection).
If the user is not ready to do either action, use “quit process and return” to retain
pending status on the record.

Approve/Reject Request

feloome, Nancy Buysr Only - test ssction Swhch Acooun

€ scozssony (g usercuce B ogon

| Approve || Reject || Guit Process And Return |

Pendin ccess Request
Statue: panding
Is the Notice © yes
Solicitation #: estatate
Vendor:
Contractor:
DUNS #:
001002138
MName:

OFTOMETRICE CORFORATION

Cage #:
1%8KE

Fullname:
Nancy yes sxport

First Name:
Rancy
Middle Name:
yes

Last Mame:
xport

Email:

nancyexportisymplicity. com

Fhane-

AUTHORIZED VENDOR S INFO
Craated: hAarch 29, 2008 704 pm
By i 5 export
Modified:  hiarch 22, 2008 704 pm
By DN VS5 S0n
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l. 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.

Il. 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.

I1l. “Save and Send Rejection” will change the request status to rejected and send vendor
notification about rejection.

Federal
Business

% FEDB1ZOPPS.GOV S s

Weloome. Nancy Buysr Onl - test saction Swich Account 6 Acoessholiny 9 LUsar Gulds m Logout

Reject Request B

RETLEN | RE o THOREED,

Authorized Parties

I} Note: Please add 3 reasen for rejection

AUTHOREZED VENDOR 5 INFO
Creatad: Miarch 29, 2003 7104 pm
By nENC) Y25 Sman

Reject Authorized Party Request MogInad:  iEnn 29, 2003704 pm

By: AENCY es eopon

[ Quit Process And Return || save And Send Rejection e

Please provide an explanstion for this rejection which will b2 emailed to the vendaor

Status: rejected

Is the Motice YED
on FBO:

Solicitation #  estatate

Vendor: nancy yes sxport (Vendor Associstes; 147852567
Rejection

MNote®:

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

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

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

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

Federal
Business

* FEDB1zOPPS.cov oime ..

My FBO My Profile m Document Packages

Welcome, nancy both - test section ﬁ 0 Acoessibility 9 User Guide m Logout

417buyersol 979a8sd7f: Authorized Parties

4 RETURN 4 RETURNTO

Notice Information Interested Vendors

Packages Authorized Parties

Pending Requesis Authom_ed Rejected Reqguests
Kc} Grj E ﬁ
tems 1-1 of 1
Actions Last Mame ¥ Firzt Name ¥ Email Contractor ¥ DUNS Y Cage# VY
@ Kern Doug agociy@svmplicity.com nancy's import export 00002222 KO

Add Authorized Party ltems 1-1 of 1
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3.5.6 Document Audit Trail

l. For sensitive, but 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.

1. Go to main navigation “Document Packages.”

1. For the document package you would like to reviewclick on the package link (not

the actually document file link(s).

Federal
Business

% FEDB1ZzOPPS.GOV Liree e

My FBO My Profile Document Packages

Weleome, mnancy both - test section E ahccessibilitgr gUselGuide mLogout

Document Packages/Links

4 RETURN

Packages Authorized Parties
Heyweords: |3, b More

Type ¥ Solicitation ¥ Cregted on ¥ Posted On ¥
Cther (Draft RFP=RFls, Responses to Questions, etc.) testexpexport har 23, 2005 12:52 pm har 23, 2005
Cther (Draft RFP=/RFls, Responses to Questions, etc.) abdsf7Eafdsy far 23, 2008 5:35 pm far 25, 2005
.ﬁ 87 g95e7T Cther (Draft RFP=/RFls, Responses to Questions, etc.) abdsf7Eafdsy far 25, 2008 535 pm far 25, 2005

@ old kitchen

Add Hew Package tems 1-3 of 3
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When the Document package record is opened, it defaults to the “details” sub-tab for

the record. Click on the “audit trail” sub-tab, to review the listing of vendor document
reviews.

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.)

I1l. Click the review icon to open the audit trail record.

Federal

w FEDB1ZOPPS.GOV fime o

welcome. Nancy Buysr Ondy - 1ast saCTion RCA ACCOUT Coesa ity User Guioe Logout
! Nancy Buysr Only - tsst ssetion Swhon A A i = Log

Audit Tr PR # explicitone: 323explicitone

Audit Trail

Last Namne First Nams Contractor DUNS Filzname Created on
Vendor Al=n LOEB, H CORP DO10016688 package.zip War 23, 2008 3:35 pm
|t=m
User Guide . Accessibility Help De 8774 775 (Toll Free]  fbo.suopo rtffigsa gov
Copyright © 2008 www.fbo.gov Page 98 of 99



Buyer User Guide 1.6

l. The “audit trail” record details the specifics of the secured, but unclassified, document
review.
Il. “Return” closes the record.

eloome, Naney Buper Only - test ssction Swhon Accourt @) Accessiuilly ) Usercuise B Logowt

Audit T PR # explicitone: 323explicitone

RETUSH | A5

Dratailz Audit Trail
SECURE DOCUMENT LOG INFO
Created: Miarch 23, 2008 3235 pm

By: Alan Vendar
Modified: Margh 23, 2008 335 pm
Secure Package Log - P
FR #: explicitons
SoliRef # 32 Lexplicitone
Filename: package.zip
Vendor:
Contractor:
DUNS #:
001001868
Name:

LOEE, H CORP

Doing Business As [DBA):
LOEB

Cage #
IXAWNG

Title:
Mr

Fullname:
Alan Vendor

Email:

test 10 symplicity com

Phone:
Z01-B74-TER4

Betion: download
Action Occured On:  Mar 23, 2008 3:35 pm
IF Address: 66.108.204.235
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