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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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¢ 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.
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1.1 Definition of key terms

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

Term

Accessibility

Icon

€ Accessibility

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 desighated 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.

Add Office
Location

Allows admin to insert office location for Agency.

Active Notice

n/a

Notice that is open for vendor review/response.

Approve

Approve

The “Approve” button is used to approve a vendor’s
request for explicit access to 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,
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third and fourth may be any mixture of
alpha/numeric excluding | and O. All positions are
non-significant. The code provides for a standardized
method of identifying a given facility at a specific
location.

Cancel Notice

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

Clear

Clear

The “Clear” button appears when a 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
unigue 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
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www.fbo.gov Page 7 of 128




Location Admin 1.6

code/MPIN.

Form

n/a

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

Go

Go

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

Go Back

Go Back

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

Help

@ Help

or @

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

Insert Child
Agency

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

Interested
Vendor

n/a

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

(note the features are set by the buyer), vendors will
be allowed to do the following: 1) indicate interest in
a particular notice, 2) review the listing of interested
vendors for a notice (i.e., 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”.
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Paste Text [m
Post Finalizes a Notice and posts the notice on the system
for vendor review.
The “Proceed” button saves the entered data on a
Proceed Proceed form ar!d takes the user to the ne>_<t ste_p (first

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

CGuit 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

>
=l

Return A
navigation.
Review or « - . .
. 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
o have a valid MPIN on file, to review sensitive, but
Sensitive, but . . ”
. unclassified documents. “Export Controlled” and
Unclassified n/a . o " .
explicit access” are more stringent access controls
Document o e
that may also apply to sensitive, but unclassified
documents.
Spell Check =g 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,
Sub-tab n/a “my profile” is a main navigation, and “account”
and “contact information” are sub-tabs in that
main navigation).
All users will have one “username”. The username is
Username n/a

used to log into the system.
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Vendor n/a Provider of services.
Designation that vendor can set on a notice that
Watch List saves t_he poticg on a sub-tab _Iist of nloticgs. 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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I. 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)

I1. During account registration, location admin should request to be a “location
administrator”. This allows users to manage buyers and engineer registrations for
their location, and to create sensitive, but unclassified documents and to manage
opportunities for their location.

I1l. Once required fields are entered, select “proceed and review”.

Buyer/Engineer Registration

{i} Personal Information ) On this step: Please choose your agencylfoffice locstion and choose an account passward

@ Account Infermation Account Information *indicates a reguired field
B Agency':

{3:‘; Reviens rSubmit Choose your agency doven tothe lowest level
) | APPALACHIAN REGIOMAL COMMISSION w

User Role(s)':

» Buyers: Create, Modify/Amend, or Cancel Opportunty Motices . They manage document package contert, and
wendar accessibility 1o package documents, that support opportunties. Buyers can upload non-sensitive docs (and
gttach existing sensitive, but unclassified docs to notices), Buyers can alzo create non-fho solicitation links.
Engineers: This user group can post fupdate zenstive, but unclassified packages for use as attachments to
Cppartunities.

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

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

location.

[euyer | iEnginesr [ ] Otfice Locstion Administrator

Username":
Pleaze choose your login Usermame nowvy

Desired Password':
Erter the pazsvord you wish to uze to gain access to the system.
For security purposes, the pazsvwaord must meet the following criteria:
1. Must be between 5 and 14 characters
2. hust contain all of the following:
s | lowver case letters
» | upper case letters
= ] numbers
= | zpecial characters (2. !, %™

Repeat Desired Password':
Repeat the pazsword you entered in the previous field to verity it was entered correctly.

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

2% Personal Information ‘) On this step: Plesse review your registration information. |f evenything is comrect, click Submit Registration now. Ctherwise, click
L\--J Go Back to correct information on previous steps.

s N R S,
2.} Account Informatio
< FedBizOpps (FBO) Registration Form for Federal Users
L ) Your Full Hame:
@ Reviewl Submit nancy
Your Suffix:

n

The Title of Your Position:
=

Your Email Address:
nEfsymplicity. com
Account Information

Agency:
AGENCY FOR INTERNATIOMAL DEVELOPMENT

Note: ou have sslected the top level of this sgency hisrarchy.

Contracting Office [Enter Manually):

test

User Role(s):
Engineer

Username:

testeng

Desired Password:

|GnEl-a:ck ||Canﬂe| || Suhmitl
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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 location admin 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 location admins 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 select Location Administrator
“Login Here”.

Federal
Business

w FEDB1ZOPPS.GOV funet e

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. ® Fuyer

m Vendar

m Engineer

= | ocation / Agency Admin

ee-]

Advenced Search

Find Opportunities

7 Use Adobe Acrobsat Resder to view
NO REGISTRATION REQUIRED

files in PDF format.
Start researching now »

ADDITIONAL RESOURCES
= Business Partner Network

i (BPM)
BUYBFS Jr EI'IQII'IBEFS Vendors L] LE?I‘It:ﬂlCDI‘ItFECtDI’REgiEtI’EtiUI‘I

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

= Online Reps & Cert Application
(ORCAY

= Federal Agency Business

Forecasts

Federal Azsets Sales

Federal Grants

USA. qgov

Hinority Business Development

Agency

= SUB - Net (Subcontracting
Opportunities )

= AE

Username I portunities Username * Find Opportunities

| | E required to | | No login is required to
ortunities. view opportunities.

Password Password

» Register Now * Register Now

| * Password Reminder | » Password Reminder

Login Login

Location / Agency Administrators

¢ Login Here
» Register How

Il. Note, a location admin’s username and password will also work for the
“buyers/engineers” interface logon. If logged in this manner, only buyer /
engineer navigation will be available. Use the location / agency admin logon to
manage agency / buyer data.
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1.
1.
1v.

That link takes the user to the “Administrator” interface for the system.

On this screen, enter username and password to log into the system.

Click “Go” to continue to logon.

The “Forgot My Password” option allows a user to request a password via email
(user name must be known).

To return to FBO home page (previous screen),

"Help Desk" opens a issue ticket with the FBO Support group.

Tuesday, April 15, 2008 | 3:09 pm
Fedaral =

PS.GOV sparuniies

Admin Login

Jfr Login YFDrgnt My Password \

Username: “ |

Paaewcrd:| |

[ keep me iogged in on t

hi= computer
i [ee] /
FBO Home page | Help Desk V|
\
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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.

Vertfication Code 11

& UQ

Regenerate Image | |Vjsyal Verification Code. Click to hear the code.

I mmim wmim bmmaraim ] i e bl it b
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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 Location Admin’s Secured Interface

3.1

“session time out”

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

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

3.2 Main Navigation

Main Navigation for the Location Admin’s Secured Interface appears down the left of the
user’s page. Using this navigation, users can move between the following key navigational
elements: “Home,” “Procurement Notices,” “Document Links,” “Agencies,” and “My Account”

&L

The Arrow designation on “Agencies” navigation can be used to closed the sub-
navigations, “Organizations,” and “Buyers”

,_ﬁ Home
|B Procurement MNotices
] Documents/Links
= i Agencies
#i} Organizations
& Buyers
# Electronic Accounts
& My Account

Federal
Businass

* FEDB1zOPPs.cov wm...

Thursday, April 24, 2003 | 5:26 pm | User: nancy agency - DELAWARE RIVER BASIH COMMISSION % | Logout

Gov USA.goy_

—\
[ Home |

Home

(_!) User Guide
‘\_:!) Help Desk

@3 Pending Actions
0 Explict Access Requests

0 Agency Contact Redistrations

@’ Quicklinks
ﬂ Create hlotice
ﬂ hioditmend hotice

*a Create Award

ﬂ Cancel Notice

() Unload New Documentsd inks

Lal] Statistics
1 Active Procurement Motices
0 Archived Procurement hotices
1 Active Mon-FBO Solicistions
0 Archived Mon-FBO Solicistions
1 Active Document Packages
6 Agency Users

!‘e Account Switcher "W

our username is tied to more than one account. Jumg to a different office/agency account instantly by
changing the selection below

Switeh office/agency account:
DELAWARE RIVER BASIN COMMISZION b
Tig: click the E, icon at the top of the page to switch accounts at any time.

/¥ announcements

There are no announcements at this time.
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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.

Wednesday, April 15, 2008 | 8:54 pm| User: nancy agency - Sample Agency in FBO Test ﬂ | Logout

Federal
Businass *

* FEDB1zOPprs.cov i,

@ Home Home
Procurement Notices
[ H |l‘
@ Documents/Links ). Home /1 ,A

w it Agencies

@ Pending Actions I I I m‘ Statistics IV
& Buyers 0 Explicit Access Reguests 2 Active Procurement Notices

#d Croanizations

(& My Account 0 Agen istraty 0 Archived Procurement Notices

(3) User Guide U Active Non-FBO Soliciations

(3) Help Desk

.?) Quicklinks
fg] Create Notice

0 Archived Hon-FEO Soliciations

1 Active Document Packages
¥ Modramend Notice

& Agency Users
ﬂ Create Award
ﬂ Cancel Notice r' Account Switcher NEW
Your ugername is tied to more than one account. Jump to a different office/agency

nj Upload New Documents/Links account instantly by changing the selection below.

Switch officelagency account:
= Sample Agency in FBO Test w

Tip: click the ﬁ. icon at the top of the page to switch accounts at any time.
;" Announcements

There are no announcements at this time. I I
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3.2.2 Multi-account Users

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

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.

Thursday, April 24, 2008 | 5:26 pm | User: naney agency - DELAWARE RIVER. BASIN COMBMI

Fedaral

* FEpB1zOrprs.cov s,

i Home Home

[E Procurement Notices
[ Home

& Documents/Links

- {iil Agencies
: /¥ Pending Actions Statistics
i Organizations ‘/53 . m
& Buyers 0 Explict Access Requests 1 Active Procurement blotices
i Electronic Accounts 0 Aoency Contact Redistrations 0 Archived Procuremert hlotices

(B My Account
1 Active Mon-FBO Soliciastions

GO Quicklinks
0 Archived Mon-FBO Solicistions

@ Uszer Guide
ﬂ Create Motice

() Help Desk 1 Active Document Packages
] toditmend Notice

& Agency Users
*a Create Award

ﬂ Cancel Motice & Account Switcher "2V

“our username is tied to more than ane sccount. Jump to & different officefsgency account instantly by
n.,j Upload Mewy DocumeritsiLinks: changing the selection below.

Switch office/agency account:

| DELAWARE RIVER BASIN COMMISSION »

Tip: click the ﬂ, icon at the top of the page to switch accounts at any tim I

C’ Announcements

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

Home Page Option to switch account:

Thursciay, April 24, 2008 | 5:26 pm | Liser: nancy agency - DELAWARE RIVER BASIN COMMISSION ﬂ | Loggot

Fedaral
Business

* FEDB12OPPS.cov fms..

E'Goy USA.qov

) Home Home

Procurement Motices f—\
Home |

B DocumentsiLinks

« {iil Agencies
X Pending Actions Statistics
#il Organizations & 9 m
& Buyers 0 Explict Access Reguests 1 Active Procurement hlotices
# Electronic Accounts 0 Agency Contact Redistrations 0 Archived Procurement MNotices

L% My Account
1 Active Mon-FBO Soliciations

.j} Quicklinks
'\‘D User Guide ﬂ 0 Archived Non-FBQ Soliciations
Create Motice
3
G He pieai 1 Active Document Packages

ﬂ Mad/Amend Motice
B Agency Users
a Create Avward

ﬂ Cancel Motice E Account Switcher NEW
. Your username is tied to more than one accourt. Jump to a difterent officefagency account instantly by
|.j Uplogd Mewy DocumentsiLinks changing the selection below .

Switch office/agency account:
fDEL&AWARE RIVER BASIN COMMISSION v |

TEMMESSEE WALLEY AUTHORITY
WASHINGTON METROPOLITAN AREA TRANMSIT AUTHORITY

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

T -
e Wednesday, April 16, 2008 | 7:01 pm | User: | S@mple Agency in FBO Test

Business +

* FEDB12zOPPS.cov fm=...

[l Home Procurement Notices

[ Procurement Notices z =
I (’Procurement Motices \/Draf‘ts YArchlved \/Non-FE'.CI Solicitations \
{# Documents/Links i

¥ 1l Agencies |KE)-.-xgrds-'SfJL#'!_ | > umore

#il Organizations

& Buvers Items 1-2 of 2
e = - -
& My Account Actions | Title v | Sol/Ref Numberv Typev !ngency v |Locationy |Posted v Response Deadlinev
inew | | . !Sample Office of SAFT | |
(3) User Guide Q1 £ &1 1 |3dmin | 777566327 Combined  |yieiovin |- | | Apr 30, 2008 5:00pm
: s SynopsEJ’SoIlc:ltatlon|FBOT + Aidvesgicn
(3} Haln Neel |inter esi ministraiors

1 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.

'2:) 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!

OK Cancel
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3.2.3 Procurement Notices

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

Il. The “draft” sub-tab lists draft notices (not viewable on vendor interface).

I1l1. 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.

| | | £r: nancy ag |V [ASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout |

"GOV USA.gov_

(2] Home
Procurement Notices
{# Documents/Links

w il Agencies

4 ReturnTo |

wless
# Organizations . : .
; lesponse |
& Buyers [ Presoliciation [ combined [ zources Da[: | || Select || Clear | iy
Synopsiz/Solicitation Sought 3

(& My Account | H Se'e‘t”de"’"

|

|

| ot
| [ Modification/amendment/Cancel [] Sale of Surplus PereﬂyNDti:’:ec'al

'J) User Guide

|

|

|

|

(3) Help Desk [ Foreign Government Standard  [_] Award Notice
elp Ues

s | |[select | [clear] 10| |[setect | [clear

Jump |1 ¥ || Ne

| Sol/Ref Number v :Typev ngem:yv | Location ¥ | Posted ¥  Response Deadline v | Modi

| Combined test Aol

estatate | : g 5 v - 2008

funiversal !SVI'IDDEISJ’SD“CItatIUI'I section 3.28

| status for all
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3.2.4 Document / Links

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

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

I1l. The keyword search allows a user to conduct a full word search of the document title.

IV. “more” opens up additional search filters (‘less” closes the added search filters).

E-GOV USA.qov_

@ Home Documents/Links 4 Return To Procurement
Pi t Noti =
(@ Procusment Naties [ Packages YAuthur\zed Parties \
| Documents/Links
1l Agencies I I I ‘ Key\‘:cr:lz:l B More EI
i Organiz: : s
& Buyers Items 1-20 of 42 = ~ Jumpi1 o | | Next =
[ —_—
& Myl Label /f PR #v |Typevw IV Solicitation v |Created onv Posted On v
@ et Glide 123456 Other (Draft RFI Responses to Questions, etc..) 123456456 Mar 25, 2008 10:02 am |Mar 25, 2008
(2 Help Desk it
‘)M Download/\iew: More stuff
123aa |Othar (Draft RFPs/RFIs, Responses to Questions, etc..) |[Unassigned] |Mar 29, 2008 1:19 pm |Apr 14, 2008
Download/View: tes
14785 iOther (Draft RFP=/RFls, Responses to Questions, etc..) i589?9 iMar 25, 2008 4:02 pm |Mar 25, 2008

Tuezday, April 15, 20028 | 3:24 pm | Uzer: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logouwl

Fedaral "
Business + ’ g

* FEDB12OPPS.COV e P Cov UsA.gor

v

[ Home DocumentsiLinks | 4 Return To Procurement
Procurement Notices 7
o Packages Authorized Par‘tlg
Drocuments/Links "/ \/
; —_—i
~ M Aocncie Keywords: |
## Organizations = i :
& Buyers SECUE Oyes Ono :c;;[e:l | || Select | ‘ Clear ‘tu!
L% My Account Type: | e Select I_Iclear
Eosed O)‘ Onu
@ User Guide
(3 Help Desk
Ttems 1-20 of 42 ump[1 ¥ || Next =
Label / PR #v |Typev |Solicitatinn v iCreated onvy Posted On v
123456 |Other (Draft RFPs/RFIs, Responses to Questions, etc..) | 123456456 iMar 25, 2008 10:02 am |Mar 25, 2008
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3.2.5 Agencies

I. There are three sub-tabs on the user’s “Agencies” navigation.
The “Organizations” sub-tab presents the list of organizations in the agency

I1l. The “Buyers” sub-tab presents a list of buyers for that agency.
The “Electronic Accounts” list users in the agency that are only able to submit

notices via ftp/email accounts.

Search filters are available to help find agencies or buyers in the respective list.

Use More/Less to add additional search filters.

VI. Use “Go” to submit a search.

Thursday, April 24, 2008 | 5:28 pm | User: nancy agency - DELAWARE RIVER BASIH COMMISSION ﬂ | Logout
Fedaral
- Businass o P .

* FEDB1zOPPs.cov i MPCOv TsA.oo
(2] Home Organizations 4 Return To Home
Procurernent Motices =

| Agency List \
&) Documents/Links :
= fil Agencies Keywords: | | » More Search Fields |
Wb Oroanizations -
& Buyers Results: Items 1-2 of 2
#ll Electronic Accounts Actions MName V ELocatiun(s) Options
T
(& my account AE s DELAWARE RIVER BAY MISSION |z Fal |
; Ergs i ‘
'(D User Guide R_j & & 2ysubs il E

Federal

* FE[)BIZOPPS.GO‘T Businass

Opportunitias
i_ﬂ Home

Thursday, April 24, 2003 | 5:28 pm | User: nancy agency - DELAWARE RIVER BASIN COMMISSION ﬁ. | Loggout

E'GOV USA.gov_

Organizations

;[ Agency List l\

Procurement Motices
2] Docurments/Links
¥ o ts/Link

JVL

4 Beturn To Home:

w 1l Agencies Keywords: | | i Legs Search Fields:
i Organizations = —
Mty Agency: es ()na Status: |
& Buyers bR OY © |797

i Electronic Accounts

l‘b My Account

Results: Items 1-2 of 2
3 User Guide

O Actions |Name Location{s) DOptions
2) Help Desk T
AES | DELAWARE RIVER BASIN COMMISSION 2 & &
=t & Lz osub 1 &
|
tems 12 of 2
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3.2.6 My Account

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

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

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

Tuesday, April 15, 2008 | 3:25 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout

Federal

J-L

- Businass 'Y % R—

* FEDB12OPPS.COV tmniee MIEFCOV Ush.qov
Home nancy agency: Contact Info 4 Retum To Agency
;rocuremtesanNEECES /Cuntact Information YF\CCDLII'IE \

acuments/Lin

+ il Agencies N fachcy !rﬂ?_r_mah_on I;‘

i} Organizations WASHNGTON

& Buyers Agency User Information 1 Agency|, FEOTOY

L% My Account — AUTHORMY
u 1€ ;
5 : TRDCY SOETIEY. office | Top Level
(2) User Guide First Name: nancy Role
Agencyadmin
: @—D—HEI Desk Last Name: ggency (sk ey
Il Emal test 3@sympliciy.com
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l. Enter field changes as desired. Select “save” to save updates to the form.

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

* FEDB1ZOPPS.COV fmmenies MoV Tshoo

| Logout

] Home nancy agency: Contact Info 4 Return ©
Procurement Notices

#] Documents/Links

_/Eontact Information YAccuunt \

= fiil Agencies *indicates & required field | Agency Information  [=]
§} Organizations WASHINGTON
& Buyers i METROPOLITAN
= ﬁ_gency User I_rjformatlon AQeNCY| , e TransT
[‘__@My Account Edit your personal information AUTHORTY
. Office |Top Level
@ User Guide itle: |
3 Howe Agencyadmin
\3) Help Desk Fullname*: |nancy agency sk

First Name: |nancy

Middle Mame: |

Suffoc |

Email*: |test73@symplic'rty.cnm

Phone: |

Cell Phone:
| |

|
|
|
|
Last Name: |agency |
|
|
|
|
|

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.

@ Home
Procurement Notices
B Documents/Links
¢ = fiit Agencies
#l} Croanizations
& Buyers
& My Account

* FEDB1zOPPs.cov ...

Federal

Tuesday, April 15, 2008 | 3:36 pm | User. nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout

‘GOV USA.gov_

: [ Contact Information :{ Account \.

';D User Guide
(2) Help Desk

nancy agency: Account _I\ /I_

4 Retu

* indicates a required field

Account Information

ed to logir

Username® U8

|nancyagency

Enter Hew Password: l:l

Copyright © 2008
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4 Manage FBO Notices

4.1 Create Notice

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

This takes the user to the “notices” list.

I1. From the list, use the “Add New” button, located at the bottom of the page, to initiate a
new notice. To create a notice, the user will walk through a stepwise process.

Thursday, April 17, 20028 | 12:35 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY ﬁ | Logout
Federal =

| % FEDB1zOPPS.cov i B

E-Gov USA.gov_

(2] Home Procurement Notices 4 Retun ©
Procur ices

e Ement_NutICE_ { Procurement Notices YDrEﬁ:s anchived YNnn-FBD Solicitations \

2] Documents/Links i

¥ 1l Agencies Keywords/SOL # |ph | b More [ Go|[clear
§#} Organizations i
& Buyers Items 1-2 of 2
L%l My Account Actions |Tit|ev Sol/Ref Number v |Tvpev !Agencyv Location v | Posted v Deadline v dified
: T T T
» | |combined i opras
e ] £ &) &) |test Combined |test : ) :
‘D User Guide @ |sullcwtat|0n alphasolnum Synopsis/Solicitation | section 2nd office v 52108 4:00
(3 Help Desk - . !
Hame: Modification 1 Posted: Apr 16, 2006
o Mar 21,
QI £ 41 €1 | Telephones | 123456780 Presolicitation e M - v Mar 26, 2008 5:30 pm | 2008 2i17
pm
Name: Draft Modification Posted: %
Hame: Draft Modification — Posted: %
Add New | ftems 1-2 of 2 .

I11. Alternatively, a user can use the quicklink “Create Notice” on their home page to initiate
a new notice.
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4.1.1 Step 1 -NOTICE TYPE

The first step establishes the following fields for the Notice:
Agency/Office — will be preset to a particular user’s agency if that user is only affiliated

l.
with one agency.
1.
1.  Type
1v. Solicitation Number
V.
accuracy of data entered.
VI.

Contracting Office Location— may be preset to a particular user’s agency if that user is

only affiliated with one location.

Note data entered in step 1 cannot be edited later. Care should be taken to ensure

Select “proceed” to move forward to step two.

* FepB1zOrrs.cov

@ Home
Procurement Motices
#] Documents/Links
+ fit Agencies
#i} Organizations
& Buyers
[‘}u My Account

Fedar
Bu

Opportunities

Wednesday, April 18, 2008 | 7:05 pm | User: nancy agency - Sample Agency in FBO Test E Logout

2:GOV USA.gov_

Create New Hotice

@ User Guide

(2) Help Desk

o Notice Type

Notic * indicates & required field

ields and click proceed to continue to the next step

Agency/Office™

ou may choose an agency from your level and belov

Sample Agency in FBO Test “

Contracting Office Location™:

ou are not registe:

g

at the office location level Please select the related office locaton

! Office of SAFT - Administrators » |

| Presolicitation - |

Solicitation Number=:

| Quit Process And Return | I Proceed I

w
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4.1.2 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*

e N N

Wednesday, April 15, 2002 | 7:06 pm | User: nancy agency - Sample Agency in FBO Test % | Logout
= [ S —
4 E-GOv USA.gov

Fedaral

* FEpB1zOrprs.cov wms...

[l Home Create New Notice

Procurement Notices
] Documents/Links
+ {il Agencies

Notice Details * indicates & required field

il Organizations ta review your information once complete or save draft to save

& Buyers o Notice Details
3 | Attachments

f’ﬁ My Account

Solicitation #: Procurement Type: Date Posted:

-:!) User Guide asdfadf Presolicitation April 16, 2008
4 Revie F

(3) Help Desk

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

Il. 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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l. For the NAICS Code

field, place the cursor i

on the field and start Type the NAICS code to 2earch for NAICS codes

to type the code / or tex e

the text for the code. 313112 — varn Texturizing, Throwing, and Twisting Mills

If you start to type 313312 — Textile and Fabric Finizhing (sxcept Broadwoven f

part of a word found in 314129 — Other Household Textile Product Mils

a code, e.g., "tex", the ez Leave empty if then

3145911 — Textile Bag Mill=

system will start to
314559 — All Other Mizcellaneous Textile Product Mils

display terms with that

111120 — Oilzesd (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

term in the code. 333252 — Textile Machinery Manufacturing
= jimi - fi i =
Il. If you start to type the NAICS Code™
numeric code, the system Type the NAICS code to =earch for MAICS codes
will present codes 111 0
containing that string of 111110 — Soybean Farming A
values. —

[Tiew Contact |
I1l. 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 | 2 |

display a complete listing of
NAICS codes which can be
used for selection. Use the _ _

arrow key field to open a complete listing. Highlight the target code and hit enter.

I Having Problems With This Field? Click Here. I

NAICS Code®:
Twpe the NAICS code to search 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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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.

“draft” notice:

Thursday, April 17, 2008 | 12:36 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY ﬁ Logout

Image of Notice list, displaying

Fedaral

, - o 2
Business 2 : = -

* FEpB1zOrps.cov i, MTE GCov Ushgor
@) Home Procurement Notices 4 Rern
=] Pr T t Noti = =
- i - { Procurement Notices YDraFtE YArchwed YNOI‘I-FED Solicitations \

] bocuments/Links T
¥ fit Agencies Keywords/SOL #: | | » More |
@l Oroganizations = = 1
& Buyers Items 1-20 of 31 Jumpr1 v || Next >
2 My A & = = = & = - = e
@9 bl Actions | Title v Sol/Ref Numberv Typev |Agency v |Location v |Posted v Response Deadline v | Modified

[ i I i ; | : |apr17

@ Usercuide @ 88 8 s17buversal |78973a8sd7 HEombInel, e [LESE 2nd office | v £ 2005

= | Synopsis/Solicitation | section

(3) Help Desk oS 11:33 am

Hame: Modification 1 Posted: Apr 17, 2008
[ | ; 11 Apr 16,
3 4] &) &) |test | Combined test .
Q-‘j | solicitation alphaselnum | Synopsis/Solicitation | =section 2nd officg EDDDDS
| | | [
Name: Modification 1 Posted: Apr 16, 2008 v
[ [ [ [ |2pr 17
| Ltest | s test i ¢
B Frenatss aabb | Presalicitation T 5 x S-DSDE?am
| added export | | | | iA
| =t | | pr 15,
@j H <& ;M@ testexpexport | Award Notice EtESt. 5 v 2008
| explicit | | section 7:13 pm
| added | | |
HName: Award Posted: Mar 23, 2008
Hame: Modification 3 Posted: Mar 23, 2008

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.

Go Back | | Save Draft | | Quit Process And Return | | Proceed
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4.1.3 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).

[ Home Base Notice: test - test33
Procurement Notices

B Documents/Links
+ {iit Agencies
#) Organizations
& Buyers
L%Mv Account

1 | Notice Type Attachments * indicates & required field
Click Add New Package below to u this
ou may proceed and review with

v

':!) User Guide
(3) Help Desk

Go Back | | Save Draft | | Quit Process And Return |
Proceed
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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 user is adding a new package, the first step is to indicate whether the
attachment is a sensitive, but unclassified/secure package.
I1. If “no,” see below “Non-Sensitive Attachments”.

Businass

DV Oppartunitias

E-GOV USA.gov_

ice: testnotice415 - newnotice415

Attachments * indicates & required field
Click Add New Packag
review without attaching

upload dgocuments 1o thiz notice. You may proceed and

@ Package #1

Is thiz package sensitive/secure?™

Cyes Omo

| Go Back | | Save Draft | | Quit Process And Return || Proceed
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l. If attaching sensitive, but unclassified, the user is given the option to enter a new
package or to select an existing (enter the PR# and use the “find package” button.

Business

DV Opportunities

otice: testnotice415 - newnoticed15

Attachments * indicates a required field
Add New Packag

¢ without attaching

nis to this notice. ¥You may proceed and

@ Package #1
Iz this package sensttive/secure?”
@ yes O no
Do you want to create new or attachiselect existing?*:
O Create New __:Qt'tach.n’Seled Existing

Enter PR# To Search Existing™

Use “find package" to find that pr on the system if it already exis

| |[ Find Package

[ G Back | [ Save Draft | [ Quit Process And Return | | Proceed
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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 field
Click Add New Package below to upload documents to this notice. You may proceed and
review without attaching documents

@ Package #1

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

Project #:

MSM f MWMAC:

Part Number #:

Nomenclature:

Iz thiz Export Controlled 7=

O yes O ne
Explicit Access*:

Oyes 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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l. 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.

1. Note - There are some practical limits on file size. Users may have problems

with files larger than ~100mb, due to problems with HTTP uploads.

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

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

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.

Tuesday, April 15, 2008 | §:24 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout
Fedaral —

* FEDB12zOPPS.COV S Gov USA.gov_

(a8 Home

Procurement Notices
{8 Documents/Links

v Iﬁ[Agencwes

#il Organizations

& Buyers

@5 My Account

Base Notice: draft print - testtittt

Attachments indicates & required field

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

QP Package #1

j) User Guide
(3) Help Desk

© solcitation
Mod/Amendment
O Other (Draft RFPs/RFiz, Responzes to Questions, etc..)

File | Link #4

C upioad O fink

[[Add Another File / Link To This Package

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

)

Copyright © 2008 www.fbo.gov Page 43 of 128



Location Admin 1.6

4.1.4 Step 4 — Review / Submit

* FE DBI ZOPPS.GOV Opn.urhmines IAE ’l—_;s:l‘gw

Procurement Notices
2] Documents/Links TS _
w 1l Agencies - j' On this step:

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

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.

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

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

“Delete” allows the user to delete the draft package (save draft must have been used
previously to see this option).

"Print" allows user to open the notice in a printer friendly format. See page for more
details. See page 74 for more details.

“Post” moves the notice for review by users.

Wednesday, April 18, 2008 | 7:14 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY E Logout

Business w _—

(4 Home - Base Notice; test - test33

1

Plzase review your notice information. If satisifed, click
post to finalize your notice. 'ou may click save draft
& Buvers ; 3

to =ave your work for a later time, or can click go

) Organizations 2

L‘b My Account 35 At 2MitS back to modify the information.
'\?) User Guide o Review/Submit Go Back | | Save Draft | | Quit Process And Return
(2 Help Desk Delete | | Print | | Post

Notice

jpcurement Type
mbined
Synopsis/Solicitation

Solicitation #:
testa3d

Date Posted:
April 18, 2008

Title:
test

Classification Code:
17 — Aircraft launching, landing & ground handling eguipment

111130 — Dry Pea and Bean Farming

Response Date:
Mar 31, 2008 5:00 pm

Primary Point of Contact.:
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4.2 Modify/Amend Notice

I. From any page on the system, a user can go to 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.

Tue=aday, April 15, 2008 | 5:228 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout
Fedaral 3

* FEpB1zOPrrs.cov &,

A.gov.

Home Procurement Notices 4 Return
Procurement Notices

2] Documents/Links

fProcurement Notices YDraf‘ts Yﬂrchiued \/Nnn-FEG Solicitations \

I Agencies KeywordsiSOL # | | *Less
Wl Crganizations e 5
Type: esponse Select | | Clea
& Buyers [ presolicitation DCU”T'D'"B‘_] - Clsource Date: | | JEE
[‘:F\.ﬂ oy ey SynopsisiSolicitation Sought | || Select | | Clear |
|:| Modification/Amendment/Cancel |:| Sale of Surplus Property NEIEEDECIEI
@ User Guide
5 D Foreign Government Standard D Award Notice
(3) Help Desk o X - -
Ps;d | |[select | [clear | 1o |[ select | [ clear
Items 1-20 of 30 Jump |1 *’J | Next >
Actions Title v | Sol/Ref Numbery Typer Agency v |Location v Posted v Response Deadline v | Modified
2nd explicit ‘ [ [
| access make . Apr 15
3 ] & s Combined |test . 5
qaag Ellfursenrggl jesatets, Synopsis/Solicitation | section 8 v E;UB b
| status for all
Modification 9 Posted: Apr 15, 2008
Modification 8 Posted: Mar 29, 2008
Wodification 7 Posted: Mar 27, 2008
Name: Modification 6  Posted: Mar 25, 2008
Name: Modification & Posted: Mar 25, 2008
Name: Modification 4 Posted: Mar 25, 2008
Name: Wodification 3 ~ Posted: Mar 25, 2008
Name: Modification 2 Posted: Mar 23, 2008
Hame: Modification 1 Posted: Mar 23, 2008
| ‘ i [ Mar 25
| .
Q1 €] &1 #] | gnothertest 456987123 g\?l:?é:gi;jswcitation ;;?;ion 5 v Mar 31, 2008 2:15 pm | 2008
| ‘ | 12:01 pm
\ | i [mar 23
¥ H | !
@ H 48 | asdfasdf | asdfasdf Presolicitation itSEESCttIDH 5 v Mar 31, 2008 5:00 pm | 2008 6:45
| ‘ | pm
t t 1 T
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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.

Tuesday, April 15, 2008 | §:30 pm| User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout
Federal i

* FEDB12zOPPS.cov fume...

[ Home MNew Modification for 2nd explicit access make sure not universal status for all - estatate

[E] Procurement Naotices
#] Documents/Links
+ {iil Agencies
# Organizations
& Buyers I
['1:; My Account

Modification Details *indicates & raquired fisld

Where do you want to start the medification process®:
C? Motice Detailz, add/edit description
O attachments, attach Fies

@ User Guide

(3) Help Desk [ 6o Back | [ Quit Brocess And Return | | Proceed
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I. If the user indicates that they would like to add/edit the description, the system will
prompt the user to specify whether the existing description should be modified or if the
user would like to append a new text field to the notice that would be highlighted as
newly added material (highlighted in a vendor’s review).

Tuesday, April 15, 2008 | 8:20 pm | Uzer: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout

Fedaral

* FEpB1zOrps.cov fams,...

E-Gov USA.gov_

[a] Home New Modification for 2nd explicit access make sure not universal status for all - estatate

Procurement Notices

Documents/Links . £ .

i~ Modification Details * indicates & required field

« it Agencies
il Crganizations
& Buyers
fﬁ My Account

Where do you want to start the modification process™
@;Nnt\oe Detailz, add/edit description
O Attachments, attach Files

s Do you want to change the existing
(2 Help Desk I description or simply add to 7=

----- © Edit Existing Description
OAnn To Description

| Go Back | | ‘Quit Process And Return | I Proceed I
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l. If editing the existing description, the user will be able to edit the existing

description and other notice detail fields.
Notice Details

*indicates a required field

1. 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®:

0 pasie texl INto thig TEK, CICK ThE

[
=
1

1. 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.
V. “Quit Process and Return” does not save the modification.
VI.

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

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

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).

Tuezday, April 15, 2008 | §:38 pm | Uzer: nancy agency - 5ample Agency in FBO Test Switch Account | Logout
Fedaral R
: Business (= S

* FEpDB1zOPrPs.cov me.. M “Ecov Usago
- d

[ Home New Modification for new admin inter - 777666327
Procurement Notices

Documents/Links
= it Agencies
#i} Oroganizations
& Buyers
f:lb My Account

Attachments * indicates & required field

oceed and

S i
(D) User Guide
() Help Desk
[coBack | [ save Draft | | Quit Process And Return | | Procead | 1

\
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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 user is adding a new package, the first step is to indicate whether the
attachment is a sensitive, but unclassified/secure package.
I1. If “no,” see below “Non-Sensitive Attachments”.

Tuesday, April 15, 2003 | 5:32 pm| User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account| Logou
Federal ———
Businass

* FEDB1zOPps.cov o,

[ad Home Base Notice: testnotice415 - newnoticed15

[B) Procurement Natices
Documents/Links
+ il Agencies
#i Organizations
& Buyers
fb My Account

Attachments * indicates & required field
Click Add New Package

review without attaching

documents to this nofice. You may proceed and

3 Package #1

@ User Guide

- Is thiz package senstive/secure?
(2) Help Desk | O Omo

[ G0 Back | [ save Draft | [ Quit Process And Return | | Proceed
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If attaching sensitive, but unclassified, the user is given the option to enter a new
package or to select an existing (enter the PR# and use the “find package” button.

Fedaral

Business

* FEpB1zOprps.cov ...

Base Notice: testnotice415 - newnoticed415

(a4 Home

Procurement Notices
&) Documents/Links
+ it Agencies
#l} Croanizations _,-‘.
& Buyers :
@ My Account

@ User Guide
(3) Help Desk

Attachments
Click Add Hew Package

v without attaching

@ Package #1

I= thiz package sensitive/zecure?™
@vyes Cno

Do you want to cr ew or attach/select existing?*:

[ 6o Back | [ save Draft | [ Quit Process And Return | [ Proceed

*indicates & required field

pload documents to this notice. Y'ou may proceed and

Copyright © 2008

www.fbo.gov
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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 field
Click Add New Package below to upload documents to this notice. You may proceed and
review without attaching documents

@ Package #1

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

Project #:

MSM f MWMAC:

Part Number #:

Nomenclature:

Iz thiz Export Controlled 7=

O yes O ne
Explicit Access*:

Oyes 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

Copyright © 2008 www.fbo.gov Page 52 of 128



Location Admin 1.6

l. After setting up the terms to name the package, the user will indicate the controls for
access, CD availability.

Il. Once the secure package has been added, use “add new package” to add another
package or “proceed” to go to the next step.

R LD LA L L L Ui 2
{::"_.TES O o

Explicit Acceza®
{::"_.TES O o

l= CO Available®:

{}}res O no
File / Link #1

File*:

For files over 10 Mb, pleaze use the Large Upload button. | requires Java
to be installed on your =y=stem, and your browser needs to allow popups
from thiz site.

| |[ Browse... || Large Upload

Ll Uploaded File iz compressed (.zip), check here to unzip after
uploading

Dezcription®:
Enter in a =hort description for thiz filelink

| Add Another File / Link To This Package

| Add New Package |

| Go Back | | Sawve Draft | | Quit Process And Return | | Proceed 1
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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. Note -
There are some practical limits on file size. Users may have problems with files
larger than ~100mb, due to problems with HTTP uploads.

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.

Tuesday, April 15, 2008 | §:24 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout
Fedaral —

* FEDB12zOPPS.COV S Gov USA.gov_

(a8 Home

Procurement Notices
{8 Documents/Links

v Iﬁ[Agencwes

#il Organizations

& Buyers

@5 My Account

Base Notice: draft print - testtittt

Attachments indicates & required field

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

QP Package #1

j) User Guide
(3) Help Desk

© solcitation
Mod/Amendment
O Other (Draft RFPs/RFiz, Responzes to Questions, etc..)

File | Link #4

C upioad O fink

[[Add Another File / Link To This Package

| Go Back | | Sawve Draft | | Quit Process And Return | | Proceed | X
<\ .

N
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l. At step five, the user is able to review materials, and if appropriate to “post” the
modification/amendment 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 notice for review by users.

Tuesday, April 15, 2008 | 6:40 pm | U=er: nancy agency - Sample Agency in FBO Test Switch Account | Logout
*

Federal
Busingss

* FEDB1zOPPs.cov toms,...

E-GOov USA.qov_

& Home New Modification for new admin inter - 777666327

Procurement Notices
#) Documents/Links

« [l Agencies J On this step:
) Crganizations Please review your notice information. If satisifed, click post to finalize your
notice. You may click save draft to =ave your work for a later time, or can

& Buyers click go back to modify the information. /

L% My Account V
[ o Back | | Save Draft | [ Quit Process And Return | \j

@ User Guide
(3) Help Desk Modification Details

Where do you want to start the modification process
Motice Detailz, add/edit description

Do you want to change the existing

description or simply add to i?:
Add To Dezcription

Notice Details

Solicitation # Procurement Type: Date
T77e66327 Modification/Amendment Posted
April 15,
2008
Title:

new admin inter

Description

sample solicitaiton
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4.3 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:
%]

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

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

page to

selectable.

* FEpB1zOrprs.cov

Fedaral
Business

Opportunities

Tuesday, April 15, 2008 | 8:28 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logoud

b e ——
GOV USA.gov

o] [clse |

4] Home Procurement Notices 4 Return
5l P t Mot =
rectremaie osEEs: fPrDI:urEIllEIlt Notices YDrafts YArchwEd Y Non-FBO Solicitations \
&l Documents/Links
> ﬁAgEI’\CIE‘.S. ) KE)"-‘-’OI':IE-SUL#:! : = Less
##§ Crganizations = %
ype: : esponse
& Buyers ¥ prosperaion Dlowpios  — Flowes | |[select | [ clear |10
&MyAccUunt VXD Dg : | ||5e'e':t||d'“'|
[ Modificationtamendment/Cancel [] Sale of Surplus Property NmiDSepeclﬂl
@ User Guide
—~ D Foreign Government Standard D Award Notice
(2) Help Desk e , - N
Ps;ed [ | Select | [ Clear | o F |[ select | [ Clear

Items 1-20 of 30 Jump[1 %] | Next =
Actions Title v 'Sol/Ref Numbery | Typev Agency v Location v Posted v Response Deadline v |Mudified
2nd explicit ‘ [ [
| Bccess make : Apr 15,
1 £ A | Combined o |test i
@ | £ure not nat [Seie Synopsis/Solicitation | section 2 v £005:9.20
| universal am
!status for all
N Posted: Apr 15, 2008
N Posted: Mar 29, 2008
N Posted: Mar 27, 2008
N Posted: Mar 25, 2008
Name: Modification 5~ Posted: Mar 25, 2008
Name: Modification £ Posted: Mar 25, 2008
Name: Modification 3 ~ Posted: Mar 25, 2008
Name: Wodification 2~ Posted: Mar 23, 2008
Name: Modification 1 Posted: Mar 23, 2008
| [
. | Mar 25
] £ & ‘ Combined - o |test . ’
@ | Another test ‘456987123 Synopsis/Solicitation | section 3 v Mar 31, 2008 2:15 pm ZUPB
| | 12:01 pm
\ | Mar 23
T S | i
QA | asdfacdf | asdfasdf Presclicitation itsi?tlon 5 v Mar 31, 2008 5:00 pm | 2008 6:45
| m
| | | | | ”
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l. In creating an award notice, the user is required to enter the contract award date,
contract award number, contract dollar amount, and awarded contractor name.
Il. Contract Line Item Number and Contractor Awarded Address are not required fields.

Tuesday, April 15, 2008 | 6:42 pm| User: nancy agency - Sample Agency in FBO Test Switch Account | Logout

Fedaral

* FEDB12zOPPS.cov i, M COY Ushgor

{8 Home New Award for new admin inter - 777666327
Procurement Notices

@ Documents/Links
w fiil Agencies
#b Organizations
& Buvers
& My Account

awan

Notice Details * indicates  required field

@ User Guide Solicitation #: Procurement Type: Date Posted
@ Help Desk 777666327 Award Notice April 15, 2008

|new admin inter

Classification Code

i 10 — Weapons .

S code to search for NAICS codes
331 3222 — Schiffli Machine Embroidery ‘}J'
Having Problems With This Field? Click Here. |

Contract Award Dollar Amount*:

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.

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

| Go Back | | Save Draft | | Quit Process And Return | | Procead
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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).

Tuesday, April 15, 2008 | 8:47 pm | User: nancy agency - Sample Agency in FBO Test Switch Account | Logout
Fedaral p—

* FEDB1ZzOPPS.coVv ...

al Home New Award for new admin inter - 777666327

Procurement Notices
#) Documents/Links

£ A Attachments * indicates a required field
-
= Click Add New Packag plo ocuments to thi ou may proceed and
il Crganizations review withot
& Buvers

fﬁl My Account

\3) User Guide
(3) Help Desk

[ Be Back | [ save Draft | | Quit Process And Return | [ Proceed
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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 user is adding a new package, the first step is to indicate whether the
attachment is a sensitive, but unclassified/secure package.
I1. If “no,” see below “Non-Sensitive Attachments”.

Tuesday, April 15, 2003 | 5:32 pm| User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account| Logou
Federal ———
Businass

* FEDB1zOPps.cov o,

[ad Home Base Notice: testnotice415 - newnoticed15

[B) Procurement Natices
Documents/Links
+ il Agencies
#i Organizations
& Buyers
fb My Account

Attachments * indicates & required field
Click Add New Package

review without attaching

documents to this nofice. You may proceed and

3 Package #1

@ User Guide

- Is thiz package senstive/secure?
(2) Help Desk | O Omo

[ G0 Back | [ save Draft | [ Quit Process And Return | | Proceed
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If attaching sensitive, but unclassified, the user is given the option to enter a new
package or to select an existing (enter the PR# and use the “find package” button.

Fedaral

Business

* FEpB1zOprps.cov ...

Base Notice: testnotice415 - newnoticed415

(a4 Home

Procurement Notices
&) Documents/Links
+ it Agencies
#l} Croanizations _,-‘.
& Buyers :
@ My Account

@ User Guide
(3) Help Desk

Attachments
Click Add Hew Package

v without attaching

@ Package #1

I= thiz package sensitive/zecure?™
@vyes Cno

Do you want to cr ew or attach/select existing?*:

[ 6o Back | [ save Draft | [ Quit Process And Return | [ Proceed

*indicates & required field

pload documents to this notice. Y'ou may proceed and

Copyright © 2008

www.fbo.gov
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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 field
Click Add New Package below to upload documents to this notice. You may proceed and
review without attaching documents

@ Package #1

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

Project #:

MSM f MWMAC:

Part Number #:

Nomenclature:

Iz thiz Export Controlled 7=

O yes O ne
Explicit Access*:

Oyes 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

Copyright © 2008 www.fbo.gov Page 61 of 128
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l. After setting up the terms to name the package, the user will indicate the controls for
access, CD availability.

Il. Once the secure package has been added, use “add new package” to add another
package or “proceed” to go to the next step.

R LD LA L L L Ui 2
{::"_.TES O o

Explicit Acceza®
{::"_.TES O o

l= CO Available®:

{}}res O no
File / Link #1

File*:

For files over 10 Mb, pleaze use the Large Upload button. | requires Java
to be installed on your =y=stem, and your browser needs to allow popups
from thiz site.

| |[ Browse... || Large Upload

Ll Uploaded File iz compressed (.zip), check here to unzip after
uploading

Dezcription®:
Enter in a =hort description for thiz filelink

| Add Another File / Link To This Package

| Add New Package |

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

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.

Tuesday, April 15, 2008 | §:24 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout
Fedaral —

* FEDB12zOPPS.COV S Gov USA.gov_

(a8 Home

Procurement Notices
{8 Documents/Links

v Iﬁ[Agencwes

#il Organizations

& Buyers

@5 My Account

Base Notice: draft print - testtittt

Attachments indicates & required field

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

QP Package #1

j) User Guide
(3) Help Desk

© solcitation
Mod/Amendment
O Other (Draft RFPs/RFiz, Responzes to Questions, etc..)

File | Link #4

C upioad O fink

[[Add Another File / Link To This Package

| Go Back | | Sawve Draft | | Quit Process And Return | | Proceed | < X
\ |

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

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

Il 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.

Tuesday, April 15, 2008 | 8:50 pm | User: nancy agency - Sample Agency in FBO Test Switch Account | Logout
Federal =

* FEDB1zOPPS.GOV fim.. i *

[aJ Home New Award for new admin inter - 777666327

Procurement Notices
2] Documents/Links

+ {iil Agencies J On this step:
@} Crganizations Pleaze review your notice information. If satizifed, click post to finalize your
. Buyers notice. You may click save draft to =ave your work for a later time, or can

click go back to modify the information.

L":éu My Account

() tiser Gusde : | o Back | | Save Draft | [ Quit Process And Return | < V

(3) Help Desk : Notice Details
Solicitation #: Procurement Type: Date Posted:
T77666327 Award Notice April 15, 2008

Title:
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4.4 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:
x]

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

I1l. If an award is being cancelled, the user is prompted to enter additional text that will
be highlighted to vendors reviewing the cancelled notice.

Tuesday, April 15, 2008 | 5:28 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logoul
+

Fedaral

* FEDB1zOPPs.cov sume...

E-GOV  USA.qov

2 Home Procurement Nofices 4 Return

ER t Noti = x
e fProcurement MNotices YDrarts YArchNEd YNanFEO Solicitations \
&l Documents/Links

~ fit Agencies KeywordesoL # | | =Less
il Organizations = 5
Type: . £3DONSE
& Buyers L | Bresoicitation [ combined [ sources Dat; | | Select | | Clear |{p
& My Aocritint SynopsisiSolicitation Sﬁlgnt . | || Salect || cl 'l
D Modification/Amendment/Cancel D Sale of Surplus Property Nnti:epeclal
@ User Guide
= |:| Foreign Gowvernment Standard |:| Award Notice
(2 Help Desk o / B = L
ate
s )| |[select | [ ciear] to] |[ select | [ clear
Items 1-20 of 30 Jump |1 V_J | Next =
Actions | Title v | Sol/Ref Number v 'Typev !Agem:yv Location v Posted v P Deadline v | dified
|2nd explicit ‘ [ i [ [
| access make . | Apr 15,
8B als = | Combined — |test . i
@ :M estatate Synopsis/Solicitation | section 5 o 2000998
|universal am
\status for all
Nam: i Posted: Apr 15, 2008
Nam i Posted: Mar 29, 2008
Nam Posted: Mar 27, 2008
Names i Posted: Mar 25, 2008
Name: Modification 5 Posted: Mar 25, 2008
Name: Modification 4 ~ Posted: Mar 25, 2008
Name: Modification 3 Posted: Mar 25, 2008
Name: Modification2 ~ Posted: Mar 23, 2008
Name: WModification 1 Posted: Mar 23, 2008
| | . | Mar 25
£ & | | Combined - - |test . i
Q-J | Another test 456987123 Synopsis/Solicitation | section ' Mar 31, 2008 2:15 pm | 2008
| | 12:01 pm
| | | .Mar 23
| v
] 8 41 & | asdfasdf %asdfasdf Presolicitation :t;scttinn 5 ‘ v Mar 31, 2008 5:00 pm | 2008 6:45
| pm
1 T T T T T T
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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.

Tuesday, &pril 15, 2008 | 6:54 pm| User: nancy agency - Sample Agency in FBO Test Switch Account | Logout
= [ %
B Gov USAgov,

Fedaral

* FEDB1zOPPs.cov 2.

[ Home Cancellation for new admin inter - 777666327

Procurement Notices
] Documents/Links

ancellation Detalls *indicates 2 required field
- ﬁ Agencies eaca .
Ples €acs o otice
## Oroanizations
Buyers
i - i Saolicitation # Procurement Type: Date Posted:
(E My Account 777666327 Cancellation April 15, 2008

;’) User Guide
(2) Help Desk

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.

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

| Go Back | | Save Draft | | Quit Process And Return | | Proceed |
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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 users.

Tuesday, April 15, 2008 | 6:57 pm | U=er: nancy agency - Sample Agency in FBO Test Switch Account | Logout
+s .
& |

Faderal
Businass

* FEDB1zOPPS.cov ...

] Home Cancellation for new admin inter - 777666327

@ Procurement Notices
Documents/Links =
+ fit Agencies J On this step:
izati Please review your notice information. If satisifed, click post to finalize your
#i} Organizations
& Buyers notice. You may click save draft to save your work for a later time, or can
¥ click go back to modify the information.
f:lb My Account

A
@) yser Guide [ G0 Back | [ Save Draft | [ Quit Process And Return | [ Print | < vV

(3) Help Desk Notice Details

Solicitation # Procurement Type: Date Posted:
777666327 Cancellation April 15, 2008

Title:

new admin inter
Cancellation Description:
cancelled per budget
Classification Code:

10 — Weapons

NAICS Code:

313222 — Schiffli Machine Embroidery

=

5
N
2
2
&
oa
g
S

El
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45 Deletion of Draft Notices

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

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

Tuesday, April 15, 2008 | 6:58 pm | User: nancy agency - WA SHINGTON METROPOLITAN AREA TRAMNSIT AUTHORITY Switch Account | Logout

Fedaral

* FEDB1zOPPS.cov & X

il Home Procurement Notices 4 Return -
Er it Not E
Drc:urem;l;l_. ;sl:es J/ Procurement Notices '(Draf‘ts YArchwed YNun-FBO Salicitations \
ocuments/Lin
i Agencies KeywordsiSoL # | | vLess
il Organizations _ . : .
& Buyers ype ] presoictation [ combined [ sources E::’“"tf Select | | Clear | tn
&l T Synopsis/Solicitation SEIQM . | Select | | Clear |
Modification/Amendment/Cancel Sale of Surplus Property :
- L NDtlc?:ecml
@ User Guide
D Foreign Government Standard D Award Notice
(3) Help Desk <0
Date
Posted | HS&ImH““'lt“‘ Hs‘“ |
Ttems 1-20 of 30 e 1_1_\7[ | Next =
K Actions |Titlev ‘Sol!ﬂe‘f Numberv Typerv !Agencyv Location v | Posted v | Response Deadline v | Modified
| Apr 15,
I I B draft print testittt Presclicitation !T;Zi:t\on 5 x = 2008 6:27
—l / | fom
| : Mar 30
o ‘ Combined test "
test ‘test33 & ponen/Salitation | Sodien I x Mar 31, 2008 5:00 pm iioa 3:57
Apr 09,
E] test replication |aabb Presolicitation foe 5 x 2 2008
section
10:39 am
Apr 15,
testnotice4iS | newnotice4iS Presolicitation t;:ctt\on L » Apr 30, 2008 2008 5:32
pm
2nd explicit
access make 2 Apr 15
BT B BT | e Combined test i .
qaa9g —EIU'IESEnrg;I iatate Synopsis/Solicitation | section 2 v 52108 2:28
status for all
Name: Modification 9 Posted: Apr 15, 2008
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I. Within the notice use the “proceed” option to move forward to the
“review/submit” step “

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

(& Home Base Notice: 1test replication - aabb
Procurement Notices

2] Documents/Links

= 1 | Notice Type
w fiit Agencies A Required Fields Missing:
il Organizations 2 ) Notice Details The following required fields have not been filled out on previous steps.
h - EASE Q0 DACK an il out all required Tields Dertore you can submit
& Buvers T Pl back and fill out all ired fields bef bt
3 | Attachments = NAICS Code is required

@;1 My Account

j) User Guide
) Help Desk

o Review/Submit

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

f/ Are you sure you want to delete this entry? This cannot be undone.

QK Cancel

—
V' 35 — Materials handling equipment
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4.6 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.

Tuesday, April 15, 2008 | 7:00 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logou
Federal g

* FEDB1zOPPrs.cov ...

[l Home Procurement Notices

Procurement Natices
] Documents/Links

- Il Agencies Keywords/SOL L wless

## Crganizations

/Frocurement Notices YDrEﬁ:E Yﬂr:hwed \/Nun—FBO Solicitations \

Type: i Response | Mselect | [ch
g D Ecschrnio SDrusD:;I;:ﬁchatiun SEIS;”"W Lt | l ==t o
(& My Account il Dg . | ||5'|e‘:t||de"|
D Modification/Amendment/Cancel D Sale of Surpluz Property Nnti:;amal
(2) User Guide
D Foreign Government Standard DAward Notice
(3) Help Desk —
Date 1 I 1
Posted | | |icteet || ens | w| ||l isetest] | Gheos]
Items 1-20 of 30 Stimn| 1 8] Mo
Actions Titlev Sol/Ref Numbery Typevy Agency v Locationy Posted 4 Response Deadline v  Modified

2nd explicit

I b 4] %] ) access make Combined test 5 P Apr 15,

sure not estatate Synopsis/Solicitation section & 2008 9:28

universal am
status for all

: Modification 8 Posted: Apr 15, 2008
Name: Modification 8 Posted: Mar 23, 2008
Hame: Modification 7 Posted: Mar 27, 2008
Name: Modification & Posted: Mar 25, 2008
Hame: Modification 5 = Posted: Mar 25, 2008
Name: Modification 4 Posted: Mar 25, 2008

: Modification 3 Posted: Mar 25, 2008
Name: WModification 2 Posted: Mar 23, 2008
Hame: WModification 1 Posted: Mar 23, 2008

Fedaral

* FEDB12zOPPS.COV o,

(2] Home Modification 9: 2nd explicit access make sure not universal status for all - estatate 4 Return | Return To List (Procurement
[El Procurement Notices

2] Documents/Links
+ il Agencies
# Organizations

_/Nntite Information {Packages YII‘\tErEEtEEl Vendors \

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

& Buyers
(& My Account [Return To List | [ Modifiy/Amend | [ Archive | [ Delete This Mod | Procurement Notice Info =]
@Userﬁuide ) ) Created: |April 15, 2008 3.28 am
(@ Help Desk Notice Information By:
- Modified: | 4pril 15, 2008 9:28 am
Solictation: By:
estatate
Notice History =
cy/Office
Bl Original Notice: estatate (Mar
test section 23, 2008)
Eatinn: Original Type: Combined
5 Synopsis/Solicitation
Modification 1 (Mar 23, 2008)
Title: Modification 2 (Mar 23, 2008)

2nd explicit access make sure not universal status for all Modification 3 (Mar 25, 2008}

Modification 4 (Mar 25, Z008)
Added: Mar 23, 2008 2:58 ¢ Modification 5 (Mar 25, 2008)
asdfasdf Modification & (Mar 25, 2008}
Modification 7 (Mar 27, 2008)

Description(s}:
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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

(Rt Ty T £ P P

T
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4.7 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.

Tuesday, Apri 15, 2008 | 7:04 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logot
- —"
B

Federal

| * FEDB1zOPPS.cov b,

*GOV USA.gov_

2 Home Procurement Notices 4 Return
[ Procurement Notices £ - —
A [Procurement Notices Y Drafts Y Archived Y Non-FBO Solicitations \
5 Documents/Lin|
. = Mt Agencies Keyworde/soL #: | v Less
#l} Organizations _ Vot B
vpe ) ate Poste: Selact | [ Clea
& Buyers [ Presolicitation SD Cumh:;eﬁl s Es;tmm | | i 1o
L%MyAccnunt PSS IE‘JQ | ||5‘9|‘!rt ‘ |C|E="|
" y Special
Modification/Amendment/Cancel | | Sale of Surplus Pro & e 1
3 User Guide 4 H : s Nobioe E;{zﬁnnak | HSE—‘ IL‘“IW
\_’) Help Desk O Foreign Government Standard [ award Notice . | | | Select ‘ | Clear |
el s
e | |[ setect || clear [to] |[ setect || clear |
On: ear | to| E
1-10f1 Showing |20 | ¥ |per page
Title » SollRef# v  Agency v Location v Type v Archived On v
WASHNGTON METROPOLITAN AREA TRANSIT
3 | added export after original explicit testing ot AUTHORTY 5 Avward Mar 23, 2008 6:45
added PEXROT | test section Notice pm
= ’/x :
1of1 Showing | 20 vaerpﬂge
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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.

Fodaral

* FEDB1zOPPs.cov ...

(21 Home
Procurement Notices
2] Documents/Links
+ it Agendies
) Organizations
& Buyers
L% My Account

Tuesday, April 15, 2008 | 7:07 pm| User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logou

Awrard: 5533hou | added export after original explicit added - testexpexport (Archived)
J/ Notice Information YPackage; \/ Interested Vendors \

4 Return | Return To List (Procurement

_gh Note:

This award notice {and related documents) are archived.

[ Return To List | | Unarchive |

Procurement Notice =

'\?) User Guide

(3) Help Desk

Notice Infor n

Solicitation
testexpexport

Agency/Office
test section

Location:
5

Title:

added export after original explict added

Confract Award Date:
March 31, 2008

Description(z

REVISED description - note this bid iz important opportunity for vender to demonstrate competency.

(Archived) Info

Created: | March 23, 2008 5:52 pm

By:|nancy both
Modified:| March 23, 2008 6:45 pm|

By:|nancy both

Notice History D

Original Notice: testexpexport
(Mar 23, 2008)

Original Type: Combined
Synopsis/Solicitation

Modification 1 (Mar 23, 2008)
Modification 2 (Mar 23, 2008)
Modification 3 (Mar 23, 2008)
Award (Mar 23, 2008)

General Information Q

Notice Type:

Avward Notice

2

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

oK Cancel
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4.8 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.

Tuesday, April 15, 21

008 7:14 pm| Uzer. nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account| Logou
Fedaral S

* FEDB12OPPS.GOV i I

A\.gov,

] Home Procurement Notices 4 Return
El P t Noti " ST
TOCHISIIE { Procurement Notices YDr—:IFts Yﬁ\rchlued YNun-FEICI Solicitations \
] Documents/Links =
= fiit Agencies Keywords/S0L # w|less
§ Organizations 3 :
1ype: i Clea
hos [l prosofictation SDnncu:i;Ig::citatiun 5‘|»n:||.|5|:|tl-lrces Seet e
&Mv Account o Dg ) |5e1e|:t||clear|
D Modification/Amendment/Cancel D Sale of Surplus Property NUﬁf;ECIEI
gD User Guide
2 D Foreign Government Standard DAward Notice
(2) Help Desk -
ate [
Pested | ||Sele|:t||clear|m| ||5ele|:t||clear|
[tems 1-20 of 29 J,_,mp.ﬁ v | | Mext =
Actions !Ti‘tlev Sol/Ref Number ¥ |Typev Agency ¥ ILocationv IPosted s Iﬂesponse Deadline v !Hodi'ﬁed
|
. o~ o |2dded export Apr 15,
Q_j € 45 ?af‘ter original |testexpexport Award Notice t;:;tinn 5 ¥ - 2008 7:13
| explicit added pm

e: Award Posted: Mar 23, 2008
€: Modification 3 ~ Posted: Mar 23, 2008
€: Modification 2 Posted: Mar 23, 2008
&: Modification 1 Posted: Mar 23, 2008

Federal

* FEDB1zOprps.cov b,

) Home Award: 5533hou | added export after original explicit added - testexpexport 4 Return | Return To List (Procurement)
[E Procurement Notices

) Documents/Links

= fiil Agencies _!) Note:
@) Organizations i This iz an Award Notice for solicitation testexpexport

fNotice Information YPaEkagES ‘(Interested Vendars \

& Buyers
(& My Account | Return To List | [ Archive | | Delete This Award | | print | Prb et o =
@ User Guide : : Created: March 23, 2008 5:52 pm
(@ Help Desk Notice Information By | nancy both
Modified: | April 15, 2008 7:13 pm
Solicitation: By:|nancy both
testexpexport
Notice History =
Agenc:

Original Notice: festexpexport

estserhon (Mar 23, 2008)

Location Original Type: Combined

c Synopsis/Solicitation
Modification 1 (Mar 23, 2008)

Title; Modification 2 (Mar 23, 2008)

added export after original explicit added Modification 3 (Mar 23, 2008}

Award (Mar 23, 2008)

Contract Award Date:
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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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49 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.
1. Go to the “interested vendors” sub-tab.

Fedaral

* FEpB1zOrps.cov e

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

Fedearal

* FEDB1zOPps.cov ...

tad Home Procurement Notices
BN t Noti : T ==
" X e { Procurement Notices YDrafts YAI’ChIVEd YNon-FBO Solicitations \
[ Documents/Links ¥
= G Agencies - | Keywords/soL # | | » more
#i§ Organizations - -
& Buyers Items 1-20 of 31 Jump 1 ¥ || Next =
My A t | i
& AR Actions Title v |SDI{REF Number v |Typev Agency v Location v Posted v Response Deadline v |I"|udiﬁed
i Apr 17
12 y 5 } i K
@ user Gude Q& 8 | s17buversal |78979a8sd7F g\?:étggi:jsmicitatinn e |2ndoffice | . 2008
(2) Help Desk |11:33 am
Y |
ONS [ AL
I e: Modification 1 Posted: Apr 17, 2008
Apr 16,
&) % |test Combined test : B
solicitation alphasainum Synopsis/Solicitation | section 2nd office | ¥ iooogpm
Hame: Modification 1 Posted: Apr 16, 2008
Apr 17
itest z . test L
£ etk aabb Presolicitation R 5 x = 305088 L
added export Apr 15
3 Fg & 7 igi . *
& £ +] %7 |after original testexpexport Award Notice e 5 v - 2008
explicit section 7:13 pm
added '
Hame: Award Posted: Mar 23, 2008
Name: Modification 3 Posted: Mar 23, 2008
Name: Modification 2 ~ Posted: Mar 23, 2008
Hame: Modification 1 Posted: Mar 23, 2008
i o [ | Mar 23,
@aa9 |asdfasdf asdfasdf | Presolicitation Saa 5 v Mar 31, 2008 5:00 pm |2003
section 5:45 pm
| | [ | | | lanr 10

Thurzday, April 17, 2008 | 12:28 pm | Uzer: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Q Logout

(2] Home 417buyersol - 78979a8sd7T
@ Procurement Notices

4 Return | Return To List (Procurement)

o s I,/Notice Information ‘(Packages— Ylnterested Vendors \
ocuments/Lin

« fiil Agencies ‘ K&}".‘.‘GI':IE.:. | EI A

@il Organizations 11
& Buyers Results: Ttems 1-1 of 1
& My Account ActionsiLast Mame ¥ First Name v  Email |Contractorv Phone Address
419 SAWYER
{2 i
gﬁ et Vendor Alan testl 0@svmplicity.com.nspettit@vahoo.com.btmnsp@amail.com I&%i% 2 Egé;&?aﬁ- E-EF\E'JVFORD s
027451013

| Add New Interested Vendor | Ttems 1-1 of 1
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5 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.

5.1 Create Non-FBO Secure Document Link

l. From procurement notices navigation, go to Non-FBO Solicitation sub-tab to see list of
Non-FBO Solicitations.

Il.  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.

I1l. Click “Add New Non-FBO Solicitation” to create a new Non-FBO solicitation link.

Tuesday, April 15, 2008 | 716 pm| User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout

Federal

* FEpB1zOPPS.cov &t M *r

(2] Home ; Non-FBO Solicitations 4 Return
;rccuram;:tNE:ceE J/ Procurement Motices \/Draﬁ:s YArchwEd YNon—FBU Solicitations ‘\
Vﬂf-\;::::: - ( Solicitations '( Archived '\
rr [ — R
fb M EREE Results: Ttems 1-4 of 4
.3 Haor Conile -;ct:t;ns- - !Suly‘ Ref # v ;Created onvy ‘Released v
@ ks Dok Q-: 32608 |Mar 26, 2008 2:29 pm x
Q | 58979 |Mar 25, 2008 6:08 pm | %
Ql |sa7dsfog7 !Mar 25, 2008 6:09 pm | Apr 11, 2008 9:30 am
Qﬂ idaleteion :Apr 15, 2008 9:27 am :Apr 15, 2008 9:27 am
[ Add New Non-FRO Salicitation | Ttems 1-4 of 4
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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 (not shown in image below) must be entered
before the “save draft” button can be used to save the Non-FBO Solicitation in draft

format.
I1l. “Cancel” returns the user to the list of Non-FBO Solicitations (at bottom of form, not

shown in screen shot).
IV. “Proceed” takes the user to the next step in the process (at bottom of form, not shown

in screen shot).

Thursday, April 17, 2008 | 12:53 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY % | Logo
o

Federal
Business

* FEDB1zOPrPs.cov 2.

E-Gov USA.gov.

[ Home [New Non-FBO Solicitaton]
Procurement Notices
D Links Z oo z 2
(2 Dcur’?anw 1 ° Details Solicitation Details * indicates & reguired field
vﬁAgencles o B =

# Organizations
& Buyers
& My Account

é) User Guide
(3) Help Desk

Solicitation

Enter th

Primary Point of Contact.®

point of contact

Select an Existing or New Contact:
i nancy agency (test-3@symplicty.com) |

Title:

admin

Full Hame:

|
|nancy agency

Email
Etest—3@symplic’rty com |

Phone:

|
Fax;

Secondary Point of Contact:
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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 (at bottom of form, not shown

in screen shot).
VI. Use the “save draft” button to save the Non-FBO Solicitation in draft format(at bottom

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

shown in screen shot).
VIII. “Proceed & Review” takes the user to the final step in the process (at bottom of form,

not shown in screen shot).

Thursday, April 17, 2003 12:55 pm | Uzer: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY a Logout
Fede hew- ot

A =l
Busi ~

* FEpB1zOpps.cov &t BPCOY Ush.oo

@ Home - [New Non-FBO Solicitaton]
Procurement Notices

) Documents/Links

: 1 | Details Attach Packa ges *indicates & required field
+ fiit Agencies
#il Organizations 0 Attach Packages
& Buyers @ Package #1
(& My Account [y Revie . Do you want to create new or attach/zelect existing?®

@ serGide ® Create New OAﬂacnisaleciExsting
PR#":

(2) Help Desk |

Project #:

|

NSN I MMAC

Part Humber #
i

Momenclature;

OYB Onu

Explict Access™

Iz CD Available™

OYBS Onu

Bl File#1
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l. The final step of creating a Non-FBO allows the user to review and submit materials.
Il. “Go Back” takes the user back one step in the process.
I1l1. 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.

Fedaral

* FEpB1zOPPs.cov ...

Thursday, April 17, 2008 | 12:58 pm| User. nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY E Logout

(ad Home

[Mew Non-FBO Solicitaton]

[8 Procurement Notices
Documents/Links
= fiii Agencies
#l Croanizations
& Buyers
(& My Account

1

2| Attach Package
o Review/Submit

G) User Guide
(3) Help Desk

Solicitation Details

Agency/Office:
WASHINGTON METROPOLITAN AREA TRANST AUTHORITY

Solictation #:
ewiour

Primary Peint of Contact.:
nancy engineer metro,
test
nep@E@oneagency.com

Archive Date:
April 24, 2008

Attach Packages

13 Package #1

PR# reaer

|= this Export Controlled?: yes
Explicit Access: yes

ls CO Available: yes

tiffany tet (74.46 Kb)
Description: asfdasdf

Go Back | | Save Draft | | Quit Pracess And Return | | Release Solicitation

V
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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.

Tuesday, April 15, 2008 7:21 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout

* FEpB1zOpps.

Home Non-FBO Solicitaton: deleteion 4 Return | Return To List (Nonfho
Procurement Notices
Documents/Links

GOV USA.gov_

/ Procurement Notices YDraFts- YArchivEd Y Non-FBO Solicitations \

= fit Agencies [ Details '(Authnrized Parties '\
#§ Organizations | Unrelease Solicitation | | Return | | Archive | Non-FBO Solicitation Info [=]
2 & Buyers Created:| April 15, 2008 8:27 am
Lt My Account P . :
4 Solicitation Details By:
@ user Guid ) ) Modified: | April 15, 2008 8:27 am
i sesrbuide AgencylDTICE’ WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY ftest section By

3
2) Help Desk itati
. itation % deleteion

Primary Point of Contact.:

Archive Date: april 22, 2008

| Wendor Link: htps:y/fbo-test. symplicity.com/

Attach Packages

P Package #1

FR # deletion

Is this Export Controlled?: no
Explicit 23] YES

ls CD Available: no

testing.doc (24.50 Kb)
Description: test

Unrelease Solicitation | | Return | [ Archive
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5.2 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.

Tuesday, April 15,

Federal

* FEDB1zOPPs.cov ...

2002 7:16 pm| User: nancy agency - WASHINGTOHN METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout

E.Gov USA.gov_

Lo _ Non-FEO Solicitations S rihin
;T;U;ZT;E‘:;:CEE I,” Procurement Notices YDraFts YArchlved YNon—FBU Solicitations “I
s |/ Soncitations \GEEEER |
'2 g:il:\:atlons Keywords: !7! b More El < L
l% MY ACCOUER Results: Items 1-4 of 4
@ toer G Actions Ts'.?l} Ref#v |created onv Released v
@ Help Desk = |32508 [Var 25, 2002 2:23 pm ®
=] 58979 |Mar 25, 2008 6:08 pm %
Q |8azdsfoay iMar 25, 2008 6:09 pm |Apr 11, 2008 9:30 am
gl idaleteion %Apr 15, 2008 9:27 am | Apr 15, 2008 9:27 am
J

“aw Non-FBO Salicitation | Ttems 1 4 of 4
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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

Tussday, April 15, 2008 | 7:21 pm| User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account| Logout

Federal

* FEpB1zOrrs.cov it MR CoY Tson

(2] Home Non FBO Solicitaton: deleteion 4 Beturn | Betum To List (Nonfbo)
[l Procurement Notices
Documents/Links
+ it Agencies
il Organizations | Unrelease Solicitation | | Return | | Archive | Non-FBO Solicitation Info  [=]
& Buyers
& My Account

{Prucurement Notices YDrafts YArchwEd YNnn—FBD Solicitations \

4‘( Details Yaluthclrlzed Parties \

Created: | April 15, 2008 9:27 am
Details By:
Modified: | April 15, 2008 9:27 am

By:

@ User Guide
(3) Help Desk

Agency/0Tfice: WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY itest section

Solicitation # deleteion

Primary Point of Contact.:
Archive Date April 22, 2008

Vendor Link: ptips:jifbo-test svmplicity.com/

Attach Packages

) Package #1

PR # deletion

Iz this Export Controlied?: no
Explict Access: yes

Is CO Availabls: no

testing.doc (24.50 Kb}
Description: test

Unrelease Solicitation | | Return | | Archive
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5.3 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.

Lﬁ Home

Procurement Notices

Federal

* FEDB1zOPPSs.cov b,

Hon-FBO Solicitations

J/ Procurement Notices YDraFts ‘(Archwed YNon—FB{} Solicitations ‘\
& Documents/Links
A Solicitations Y Archived |
#il Organizations _—
& Buyers I I .‘-'urna:l | b More El v
fb M EREE kuls: Ttems 1-4 of 4
= ‘\Afﬁms Sol/Ref # v Created onv Released v
'\) User Guide
@ ks Dok @ 32608 Mar 26, 2008 2:29 pm x
@ 58979 Mar 25, 2008 6:08 pm x
Ql |857d;f097 Mar 25, 2008 6:09 pm Apr 11, 2008 9:30 am
=] | deleteion Apr 15, 2008 9:27 am

Apr 15, 2008 8:27 am

[ Add New Non-FRO Salicitation | Ttems 1-4 of 4
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l. Within the Non-FBO notice use the “proceed” option to move forward to the
“review/submit” step “

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

(31 Home
Procurement Notices
%l Documents/Links
w {iit Agencies
i} Organizations
& Buyers
l% My Account

Thursday, April 17, 2008 | 12:59 pm| User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY & Logol

F-GOV USA.gov.

@ User Guide
(2 Help Desk

_gx Note:

Thiz solicitation and attached Secure Packages have not yet been released and
are saved as draft. You may make modifications and submit when ready

Solicitation Details

Agency/Office
WASHINGTON METROPOLITAN AREA TRANSIT AUTHORMY

Solicitation #:
ewiour

Primary Point of Contact.
nancy engineer metro,
test

nspifloneagency.com

Archive Date
April 24, 2008

Attach Packages

a-" Package #1

PR #: reaer

xport Controlled?: yes
icit Access: yes

Iz CD Available: yes

fiffany bt (74.46 Kb)
Description: asfdasdf

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

(outside context of FBO Notice Creation)

6.1 Add New Document Package to Existing Notice

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

Il. Use the “add new” button.
I11. 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.

Thursday, April 17, 2008 [ 2:21 am | User: nancy agency - WASHINGTOH METROPOLITAN AREA TRANSIT AUTHORITY & |

Fedaral
Business = Locout
*x FEDB1zOPPS.GOV it T e
. Opportunitios | IAE T-GOV Lb.!:go\l’
l Home Documents/Links 4 Return
Er t Moti 5 2
FREIANEN e [ Packages YAuthorlzed Farties \
] Documents/Links £ Bl
= fiit Agenc Keywords: | ¥ Mare
il org = | =
& Buy Items 1-3 of 3
& My Acc Label / PR #v |Typev :Solicitation v :Created onvy :Posted Oonvy
33669989 iOther (Draft RFPs/RFIs, Responses to Questions, etc..) ;22334455 | mar 25, 2008 10:22 am |Mar 25, 2008
(3) User Guide ik d EE
Download/View: hore docs.
'\':') Help Desk = = . . i i
8883lkias | Other (Draft RFPs/RFIs, Responses to Questions, etc..) |alphasolnum | Apr 16, 2008 3:58 prn | Apr 16, 2008
I load View: image file
| Other (Draft RFPs/RFIs, Responses to Questions, etc..) | 1258964 :Mar 26, 2008 4:06 prn | Mar 26, 2008

nload/View: secure doc

Items 1-3 of 3 _'
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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.

Thursday, &pril 17, 2008 | 8:22 am | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY 8 |
Locjout

EGov USA.gov_

Fedaral

* FEDB1zOPps.cov L.

[ad Home - [New DocumentsLinks]
Procurement Notices |
Documnents/Links ; ;
o : / ! o Details Package Details * indicates a required field
= il Agencies e Fleaze enter the details for this document package
@ Crganizations | 2 ) Upload File
Buyers
& i - - AgencyiOffice®:
L’_-‘?-’l My Account | 3 | Review/'Submit ou may choose an agency from your level and below
EWASHINGTON METROPOLITAM ARES TRAMSIT ALTHORITY b
'@ User Guide
.@ Help Desk Contracting Cffice Location®
You are not registered at the office location level. Please select the related office locaton

|z this & secure/zensitive package?™:
Oiyes ()no

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

A “description” is required.

I. Bottom of page, “Go back” allows the user to go back in the stepwise process.

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

“Cancel” returns the user to the previous navigation.

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

Thurseay, April 17, 2008 | :29 am | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY
Logolr

Fedaral

Busingss 12 i ’
* FEpBizOrrs.cov i PGV Ush.ao,
[ Home [New Documents/Links]
Procurement Notices
B Documents/Links 1 | Details Files / Attachments * indicates a required field
= 1l Agencies

il Organizations o Upload Files
: I
3

My Account Review Subimit I
& IFile"'
For files over 10 Mb, please uze the Large Upload button. it reguires

|
Havato ke installed on your system, and yvour broveser needs o

@ User Guide
mllowy popups from this site.

@ Help Desk
: |[ Browse... ]| Large Upload
O Uploaded File is compressed ( zZip), check here to unzip after
plosding
Description®;

Erter in & short description for this filedink

Remove This File

| Add Another File To This Package

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

Proceed & Review |

VI
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At step three, “review/submit,” the user is able to review materials, and if
appropriate to use “post documents.”

““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.

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

(2] Home
Procurement Motices
#1 Documents/Links

* FEDB1zOPPs.cov ...

= il dgencies _!) MNote:
b COroanizations 2 load . This package is not tied to a solictation. Please
g Lok click [release] now to make it availakle for
L zolictation attachments.
(B My ficcount o Review Submit

Fedaral

[New Documents/Links]

1 | Details

'.i.') User Guide

(D Help Desk

Package Details

AgencyiOffice:

WASHMNGTON METROPOLITAN AREA TRANSIT AUTHORITY

Contracting Office Location:
cortracts office

|z this a securefzensitive package?:
yes

|z the related solicitation on FBC:
o

Lahel:
test unassociated

PR #
testadf

|z this Export Cortrolled?;
yes

Explict Access:
YES

|z CO Available:
o

Files / Attachments

l2g0.JPG (11,28 Kk
Dezcription: test

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

Release Package

Copyright © 2008 www.fbo.gov Page 89 of 128



Location Admin 1.6

6.2 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.

IlI. 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.

Thursday, April 17, 2008 | §:12 pm| User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY ﬂ Il

Fedaral

* FEDB1zOPrrs.cov tame....

(& Home DocumentsiLinks 4 Return To Hor

Procurement Notices
@ Documents/Links

+ il Agencies ‘ Ke_\-wcraa.‘: | » Wore

#l§ Organizations

J/Packages ‘(ﬂuthurlzed Parties \

& Buyers Ttems 1-20 of 61 Jump[1 v || ext.

& My Account Label / PR # ¥ ‘Typev Solicitation v icrmted onv |Pnsted On
T T

'@M 123456 {gizirti(nagaf;tzwg’sfﬂﬂs, Responses to 123456456 !I:;r 25, 2008 10:02 |Mar 25, 20
| r - | |

(2) Help Desk

Download/View: More stuff

| other (Draft RFPs/RFIs, Respanses to |

|Mar 29, 2008 1:19 |
12333 | Questions, etc..) [Unassigned] et | Apr 14, 20C
D N viewstss O\
11 | Other (Draft RFPS/RFLs, Responsesto | o | | [mar 25, 2008 4:02 Vs
| Questions, etc..) |pm

oad/View: testing

Thursday, April 17, 2008 | 8:14 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY ﬂ
e

* FEpB1zOPPs.cov i 8 "Ecov Usa

Federal

Eﬁ Home testd14 4 Beturn | Return To List (Document Par
Pi t Moti 5
[El Procuremen Hisdes petails (AL Tral
Documents/Links o
w {iil Agencies _') Hisea:
i} Organizations - This i= a 2ensttive, but unclassified document package.
& Buyers

@ User Guide
\3) Help Desk

/OFfice. \WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY fest section

Contra e Location: 5

Iz this a securg packags?: yes

I the related=memation on FBO: g
Solicitation: _

Label yesta1s

PR 12328

Copyright © 2008 www.fbo.gov Page 90 of 128



Location Admin 1.6

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|

\__‘_;) 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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6.3 Delete Document Package

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.

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.

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

Thursday, April 17, 2008 | €:12 pm| User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY a ILc
o - -

Fedaral
Busingss
Opportunitias

* FEpBizOrrs.cov GOV USA.q

Lﬁ Home
Procurement Notices
@ Documents/Links

+ il Agencies

Documents/Links 4 Return To Hor

J/Packages Yﬂuthurlzed Parties \

‘ Keywords: ‘

o | b More
#l§ Crganizations
& Buyers Items 1-20 of 61 Jump |1 ¥ | Next
(‘E‘:l M Fccalie Label /f PR ¥ ‘Typev Solicitation v él:reated onv |F'usted On
T T
3 User Guide 133456 {Other_fDraﬂ: RFPs/RFIs, Responses to 123456456 !Mar 25, 2008 10:02 |Mar 25, 20¢
e TR | Questions, etc..) TR |am |
(2) Help Desk pe—
Download/View: More stuff
T T ; T
17323 \Other_(Draﬂ: RFPs/RFlIs, Responses to [Unassigned] iMar 29, 2008 1:19 | Apr 14, 20c
| Questions, etc..) |pm |
‘:/\;a-wew: fes A
[ [ :
1l |Other (Draft RFPS/RFI3, Responses to o | [Mar 25, 2008 4:02 |y, 25, 20
| Questions, etc..) |pm
oad/View: testing
~ P RN —— - I8 [

Fedaral
Businass
Opportunities

* FEpB1zOprPs.cov

Eﬁ Home

[E] Procurement Notices

testd14 4 Return | Return To List (Document Pag

Documents/Links
- fiil Agencies
@i} Organizations
& Buyers
&:j My Account

(3 User Guide

(3 Help Desk

- [ Details { Audit Trail \
_!) Note:

This i= a =enstive, but unclassified document packags.

Agency/Office: wWASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY itest section

ing Office Location: g
zensiive package?
solicitation on FBO:

Solicitation: _

Label: testd14

PR 122aa
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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

Copyright © 2008

www.fbo.gov
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6.4 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.

I1.  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.

Thursday, April 17, 2008 €:17 pm| Uzer: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY E

Federal
Businass

* FEDB12zOPPS.GOV S M "t cov Ush

4 Return To Document Pz

tﬂ Home Home

Procurement Notices J/—\
Home

#] Documents/Links

- Agencies
ﬂ.; o S & Pending Actions m Statistics
rganizations
& Buyers 2 Explicit Access Requests 30 Active Procurement Notices

(B My Account 3 Archived Procurement Notices

() User Guide 9 Active Non-FBO Soliciations

(2 Help Desk 2 Archived Non-FBO Soliciations

58 Active Document Packages

23 Aogency Users

ﬂ Create Award

X:l Cancel Notice r. Account Switcher NEW
i Your username is tied to more than one account. Jump to a different office/agency account instantly by
I Unload New Documentsilinks changing the selection below

Switch officeiagency account:

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

_’ Announcements

There are no announcements at this time.
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l. The “authorized parties” list is divided into three sub-tabs: “pending requests,”
“authorized,” and “rejected requests”.
1.

To review a pending requests, click on the review icon for the request record.

Federal

* FEpB1zOrps.cov b

Opportunities

o | L %
[l Home test414

Thursday, April 17, 20028 | 5:18 pm | User: nancy agency - WASHINGTOH METROPOLITAN AREA TRANSIT AUTHORITY a 1L

Procurement Notices

[ Packages :l Authorized Parties \
8] Documents/Links =
+ it Agencies
#ll Organizations
& Buyers

4 Return To Ho

J Pending Requests YAuthuriZed Y Rejected Requests \

Keywords: | | EI

(Eo My Account Ttems 1-2 of 2
@ User Guide Actions Sol/Ref #+v | Last Namev First Namey Email Contractor v DUNS v ‘ Cage #°
QA 12344888k Pettit Mancy nancvexport@symplicity.com OPTOMETRICS CORPORATION 001002138 | 1X8KS
(2) Help Desk SR |
/‘a\ | deleteion Pettit Mancy nancyexport@symplicity.com OPTOMETRICS CORPORATION 001002138 1 LX8KS
I = 1-2 of 2
Copyright © 2008 www.fbo.gov
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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”

* FEDB12zOPPs.cov ...

Approved vendors receive email notification that they have been

granted explicit access to the document. If approved is selected, user will be asked to
confirm action.

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.

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

Federal
= Lo

Businass -

a3 Home ApprovelReject Request 4 Return | Return To List (Author
(& Procurement Notices
i .' Packages y Authorized Parties \
#) Documents/Links
= {iit Agencies b
#li Organizations I I lou may approve or reject this vendor's request for explicit access to sensitive documents.
& Buyers te: Approving this vendor will add them to the Authorized Party List for this solictation.
(‘};u My Account S
(D User Guide | Approve | | Rejact | | Quit Process And Return | Authonzed Vendors o
J) Help Desk Created: [April 10, 2008 12:02
Pen icit Access Request By: |Nancy Selina Petti
Modified: | April 10, 2008 12:02
Siatls: pending By: |Nancy Selina Pettit
he Notice on FBO: yes
Solicitation #: 12344888k
Vendor: [
Contractor:
[DUNS #
001002138
Name:
|OPTOMETRICS CORPORATION
|cage #
{1xexs
Fullname:
Mancy Selina Pettit
First Name:
Nancy
Middle Name
Selina
Last Name:
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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.

Thursday, April 17, 2008 | 820 pm | User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHOH

Federal
Business

* FEpB1zOprs.cov foms...

4 Return | Returmn To L

(a1 Home  Reject Request

[l Procurement Notices
: f Packages :f Authorized Parties \

# Documents/Links x

= {il Agencies _!} Note:
i} Organizations : Please add a reason for rejection
& Buyers ——
(& My Account | Quit Process And Return | [ Save And Send Rejection | * indicates & required field | Authorized Vien

Created: | April 10,

@ User Guide

@ Help Desk Reject Authorized Part est By:|Nancy 5
3 Pleaze provide an explanation for thiz rejecti to the vendor Modified: | April 10,
By:|Nancy 5

Status: e g

Iz the Notice on FBO: ¥Y&%
Solicitation # 12344888k
wendor: Nancy Selina Pettit (Wendor Associates: 147852883)

Please provide a reason for this rejection

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

. 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.

1.

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

L April 15, 20028 | 8:07 pm| User: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logout
Fedaral e
Businass
*x FEDB1zOPrs.cov

' 4 &
Oppartunitias ;

E-GOV USA.gov_

@ Home

2nd explicit access make Stwfiot universal status for all - estatate: Authorized Parties
Procurement Naotices

; [ Notice Information [ Packages Ylnterested Vendors \

{#] Documents/Links
< il Agencies [ Packages :' Authorized Parties \
i Organizations { Pending Requests } Authorized YREjEEted Requests \

& Buyers
Keywords: | |

L% My Account

4 Return | Return To List (Procurement}

@ User Guide Results: Items 1-3 of 3

@ Help Desk Actions Last Name v | First Name v | Email Contractorv DUNS v Cage £v
@ export nancy Eestsfl;g‘?;tn'l?clgﬁv.com test-1@symplicity.com,test- 2;;§:{t5 import 000002222 | 300Ky
[=}) Pettit MNancy nancyexport@svmplicitv.com SSL%I\SEFA&II%?\J 001002138 |1X8KS
1] |Vendor |A|an itestlﬂ@svmulicitv.com nspettit@yahoo.com,btmnsp@gmail.com |LOEB, H CORP DDIODIGGBEEXAWE
Items 1-3 of 3
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6.6 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.
IlI.  Go to main navigation “Document / Links.” For the document package you would like

to review, click on the package link (not the actually document file link(s).

Tuesday, April 15, 2008 | 6:06 pm | U=er: nancy agency - WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY Switch Account | Logow

Fedaral

* FreB1zOrrs.cov mme..

E-GOV USA.gov

T DocumentsiLinks 4 Return
ER ti i =
i _’/Packages YAuthanzed Parties \
= 1t Agencies Keywords: | w less
#i} Organizations = G
Secure: ted Date
& Buyers e Oyes Ono s : | ||5'Ele':t||d"a'|m| ||5"Je':t||‘:'“'|
(B My Account Type: | v Posted e Ono
(3) User Guide | EI
(3) Help Desk |
Ttems 1-20 of 42 Jurmp | 1 (%] | Next >
Label / PR #v Typevy Solicitation v Created onv Posted On v
123456 Other (Draft RFPs/RFls, Responses to Questions, etc..) 123456456 Mar 25, 2008 10:02 am Mar 25, 2008
Download/View: More stuff
123aa iOther (Draft RFPs/RFls, Responses to Questions, etc..) ![Unassigned] |Mar 29, 2008 1:19 pm iApr 14, 2008
Download/View: tes
14785 | Other (Draft RFPs/RFIs, Responses to Questions, etc..) | 58973 | Mar 25, 2008 4:02 pm |Mar 25, 2008
Download/View: testing
170381 EOther (Draft RFPs/RFls, Responses to Questions, etc..) !123456 Mar 25, 2008 4:04 pm iMar 27, 2008
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l. When the Document package record is opened, it defaults to the “details” sub-tab for
the record. Click on the “audit” sub-tab, to review the listing of vendor review.
I1.  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.

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

* FEDB1zOPPS.cov i 2

E-Gov USA.goy_

() Home éAudilTraiJ-PR#123456:123456456 4 Beturn | Return To List (Document Package)
Procurement Notices j = .
Datails ' Audit Trail

Diocuments/Links

+ 1l Agencies I I I  ords | |

@}l Organizations

& Buyers << : Ttems 1-1 of 1
L’b My Account }Kn: | Last Name | First Name .l:ontractor | DUNS j Filename :Created on
= 3 Q4 wetzler |tony Dagostin Incorporated | 123456789 fbo buyer guidel.pdf Mar 25, 2008 10:11 am
\D) User Guids Items 1-1 of 1

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

4 Return | Return To List {l og}

a3 Home AUt Trail - PRINSA56;
R t Noti .
O Details Audit Trail

B Documents/Links

© v fiit Agencies Secure Document Log Info  [=]
#ll Organizations Created: |March 25, 2008 10:11 am
& Buyers Secure Package Log By: |tony wetzler
& My Account Modified: [March 25, 2008 10:11 am
FR#: 123456 By: |tonv wetzler
() User Guide SolRef#. 123456456
(3 p
- ‘) e Filename: fho buyer guide!.pdf
WVendor:
ekt Contractor.
DUNS #:
1123456789
hame:

Dagostin Incorporated
Doing Business As (DBA)
Doing

[Cage #

112312323

Fullname

tony wetzler

Emall:
twetzler@symplicity. com
Phone:

55555565555

ACHON: gownload
Action Dccured ON: \ar 25, 2008 10:11 am

IP Address: 192 1681188
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7 Manage Agencies

l. As previously indicated, the user can review their agency, and any subordinate sub-
agencies, by going to the “Agencies” main navigation and going to the “organizations”
sub-navigation.

Thursday, Spril 24, 2008 | 5:28 pim | User: nancy agency - DELAWARE RIVER BASIH COMMISSION ﬂ | Lot

Federal
Businass

* FE [)BJ. Z OPPS . GO‘T Opportunitias

@ Horns Organizations 4 Return To Home
& Procure
-/ Agency List |
Docurie
= [l Agencies Keywords: | | i=Less Search Fields:
#id Organizations L i
My Agency: es (Tyno  Status: |
& Buyers Oyes C |—v_|
# Electronic Accounts
{‘} My Account
J Results: Items 1-2 of 2
\2J) User Guide
O Actions Name Location{s) Options
2) Help Desk
et b DELAWARE RIVER BASIN COMMISSION 2 8 %
gl & Lz sub 1 %
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Edit Agency Record

l. From the Agency List, use the “edit this item” icon to edit the agency record.

Il. Doing so opens the record for edits. The “Core” agency data can then be updated.

I, “Submit” enters the data for the record and submits the users changes (returns user
to the previous list).

IV. “Save” enters the data for the record and keeps the user in the record.

V. “Return”, takes the user back to the prior screen without making any changes since
the record was last saved.

Thursday, April 24, 2003 | 5:28 pm | User: nancy agency - DELAWARE RIVER BASIN COMMISSION ﬂ | Loggout
Feder: -

* FepB1zOrps.cov

s

SA.gov_

4 Beturn To Home:

(23 Home Organizations

Procurement Motices =
;[ Agency List l\

Documents/Links

= fil 4genries Keywords: | | i= Less Search Fields:
i Organizations —
Mty Agency: es ()na Status: |
P b Agency: (Dyyes O | v |

@l Electronic Accounts

l‘b My Account I
oy
Afems 1-2 of 2
3 User Guide . = -
O Actions Name Location{s) DOptions
2) Help Desk
A e DELAWARE RIVER BASIN COMMISEION 2 & &
=t & L 2: sub 4. 1|

1V |ETROPOLITAN AREA TRANSIT AUTHORITY 4 Return | Return To List (Agency}

Office Locations

| Submit | | Save | | Return | *indicates & reguirsd fisld | Agency Info =]

Created: | December 31, 1969 7.00 pm
Agency Information Modified: | December 31, 1368 7:00 pm

Hame* | WASHINGTON METROPOLITAN ARE|

Shortname: | |

4609 |

Category:

Agency Address: | Street:

Code™

City:
|

State:

Zip:

[ ]

Country:
| United States v
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7.1 Adding New Agency to Agency Hierarchy

l. From the Agency List, the “Add Child Agency” = icon allows admin to add an agency
as a sub-agency in the Agency’s hierarchy.
Il. Using the “create new agency” button also allows the user to add to the agency’s
structure.

L‘E Home
Procurement Notices
Documents/Links
= il Agencies
i Organizations
& Buyers
@ Electronic Accounts

Thursday, April 24, 2003 | 5:28 pm | User: nancy agency - DELAWARE RIVER BASIN COMMISSION ﬂ | Loggout

E'GOV USA.gov_

Organizations

;[ Agency List l\

4 Beturn To Home:

Keywards: |

| i= Less Search Fields:

My Agency: (Dyyes (yno Status: |

3|

l‘b My Account I
Results: Items 1-2 of 2 ~ —
\) User Guide
3 Actions Location{s) DM
2) Help Desk
QA E s DELAWARE RIVER BASIN COMMISSION 2 &
Qe 1 L
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If selected the user is prompted to complete the form to create a new agency in
the system. Required fields are indicated by red asterisks.

“Submit” enters the data for the record and submits the users entries (returns
user to the previous list).

“Save” enters the data for the record and keeps the user in the record.

V. “Return”, takes the user back to the prior screen without making any changes
since the record was last saved.

V. The “Vendor View IVL (Interested Vendor List) List Default” and the “Vendor Add
Themselves to IVL Default” fields allow the agency admin to establish agency
defaults for their agency. Is set to force, buyers will not be able to deviate from
the force value when they are entering a solicitation. If set to default, the setting
will display with that selection when the buyer starts to enter the solicitation.
They are able to change the value though as they enter the solicitation.

VI. The “logo” field is where the admin can upload a logo image for the agency
record in the system. Many graphic image formats are accepted, but EPS file
types offer robust image quality in the system.

[new record] 4 Return | Return To List (agency)
[ core \
| Submit || Save || Return | *indicates a required field

Logo

VI

ncy Information

State:
b
Tip:
Countey:
United States b
\V/ endar Wiew VL List Defautt, () Forced On () Forced Off (7) Default On () Defautt Off

erdor Add Themaelves To WL List () Forced On (7) Forced Off (7 Defautt On () Defautt Off

“ou may upload a logo for this agencyfoffice

Parent &gency: | DELAWARE RIVER BASIN COMMISSION N
Mame*:
Shortname:
Code*
Category: R

Agency Address | Street:

City:

Defauilt:
Status: w

Lowa: | Upload:
File:

Browse...
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7.2 Adding New Office Location to Agency

l. From the Agency List, the “Add Office Location” X icon allows admin to add Office
Location to an Agency as a sub-agency in that Agency’s hierarchy.

Thursday, April 24, 2008 | 5:25 pm | User: nancy agency - DELAWARE RIVER BASIN COMMISSION ﬂ | Logout

Federal

* FEDB1zOPPs.cov G i

2 Home Organizations 4 Return To Home.
Procurement Motices "
" 3 : [ Agency List |
Documents/Links
v 1 Agencies Keywards: | | i¥ Less Search Fields:
il Organizations i T
by Agency: ez (Tyno  Status W |
& Buyers Oyes C I—_!
W Elzctronic Accounts
L% My Account
; Results: Items 1-2 of 2 I
'\3 User Guide R = =
Actions Name Location{s}) Optios_ -
(3) Help Desk -
]l & DELAWARE RIVER BASIN COMMISSION z & 6
=t ) L2 sub 1 [
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If selected the user is prompted to complete the form to create a new office location in

the system. Required fields are indicated by red asterisks.
1. “Submit” enters the data for the record and submits the users changes

(returns user to the previous list).
I1l. “Save” enters the data for the record and keeps the user in the record.
IV. “Return”, takes the user back to the prior screen without making any changes since

the record was last saved.

Thursday, April 24, 2008 | 5:33 pm | User: nancy agency - DELAWARE RIVER BASIN COMMISSION ﬁ | Logout
&

Fedaral

* FEDB1zOPrps.cov L.

EGov USA.gov_

4 Beturn | Return To List {offices)

[a] Home [New Office] for DELAWARE RIVER BASIN COMMISSION

Procurernent Motices . 7 -

. / Core ‘ Contacts { Offices | office Locations
Docurnents/Links \/ Y \
= {iit Agencies _‘( Location Profile { Contacts \

# Croganizations m V W
& Buyers |

Elects S it: | - I I I N .
Wi Office jon Information
L‘b My Account |

* indicates a vequived field

Code*; | |

3 idde:
\D User Guid Mame* | |
2) Help Desk

Address® | Street

Couritey:
[ Uniten states v

‘endar View IvL List Defaut: () Foresd On () Forced Off () Defaut On - (7 Defautt Off

“endor Add Themselves To [vL List () Foreed On (7) Forced Off () Default On (7 Default Off
Diefault:

Active: Orves Ono

Copyright © 2008 www.fbo.gov Page 108 of 128



Location Admin 1.6

8 Manage Agency User Accounts

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

Thurschay, April 24, 2008 | 5:56 pm | Uzer: nancy agency - DELAWARE RIVER BASIH COMMISSIOH

H &y | Logout

Fede
Busi

* FEDB1zOPPs.cov &t M Cov Tshoon

& Homs . Home
Procurement Motices
B Docurments/Links -
= fiil Agencies |

) Organizations

& Buyers

il Electronic Accounts
@ My Account

ng Actions m Statistics

coess Reguests 1 Active Procursment hotices
1 Agency Contact Registrations 0 Archived Procurement hotices

1 Active Non-FBO Soliciations

(‘D' Quicklinks
@ User Guide 0 &rchived Mon-FBG Soliciations

a Creste hlotice
@ Help Desk

1 Active Document Packages

&) Moditmend Notice

6 Agency Users
*a Create Award

%) Cancel htice & Account Switcher NEW
YWour username is tied to more than one account. Jump to a different office/agency sccount instartly by
i,j Upload Mew DocumentsLinks changing the selection belaw.

Switch office/agency account:

| DELAWARE RIVER BASIN COMMISSION |

Tipe: click the ﬁ izon st the top of the page to switch accounts st any time.

(¥ Announcements

There are no announcements at this time.
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8.1 Approving Email Verified New Registrations

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

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

Federal

* FEDB1zOprprs.cov b,

(28 Home
Procurement Motices
Dacuments/Links
= fiil Agencies

@i Organizations

& Buyers

il Elzctronic Accounts

L\b My Account

(2) User Guide

Buyers

Thurzday, April 24, 2008 | 5:57 pm | User: nancy agency - DELAWARE RIVER BASIH COMMISSION Q | Logout

E-Gov USA.gov_

| Keywaords:

[ Buyers List | New Registrations \

4 Return To Home

| # More Search Fields

Results: Items 1-1 of 1

Actions fLast Name v fFirst Name v :Email

|Agency v |User Level

iRu‘I‘e(_s- :Ueri‘f‘ie;‘i v

Q_a | engineer |test

:test-SE@symplicity.cDm :sub

| contracting office (office location) | Buyer, Engineer ‘\(

Items 1-1 of 1

@ Help Desk

Copyright © 2008

www.fbo.gov
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l. When the registration record is opened, the user can “approve registration,” which

allows the registrant to begin to use the system per their registration (e.g, as a buyer
for that agency as shown on the form).

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

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

Windows Internet Explorer

\_‘2“’) Are you sure you want to reject this registration? The registration will be deleted
and this cannot be undone!

oK Cancel

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

1 |
(3) User Guide

® e | Approve Registration | | Reject | | Return To List | Agency Registration Info l;‘
elp Des
: Created: | April 15, 2008 4:20 pm
Buyer User Registration Form Modified: | April 15, 2008 4:24 pm
By:| Admin Test
Fullname: nancy engineer metro

Title: teat

Email Address: nsp@oneagency. com

Account Info:

Agency:

WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY
User Level:

agency

User Roles:

Buyer

Username: testnancy

Approve Registration | | Reject | | Return To List
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l. If edit is selected, the registrant’s record is opened and a user can make edits to the
record.
Il. Use “save changes” to save any edits to the registrant’s record.

() user Guide

| [ save changes | cancel Edits | [ cancel | “indicates s required field | Agency Registration Info =]
| Created: | April 15, 2008 4:20 pm
Buyer User Registration Form [ Modified: | apri 15, 2008 4:24 pm
| By:|Admin Test

Fulname®: | nancy engineer metro

Suffec |
Tir.le:ite;t
Email Ad | nsp@; com

Account info! | Agency*:
[WASHINGTON METROPOLITAN AREA TRANSIT AUTHORITY v
User Level™:
® agency O contracting office
|0uu=r Contracting Office™: |
User Roles™

[l Agency Administrator [¥] Buyer [ Engineer (] Office
Location Administrator

Username™: Itednuu:y I
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8.2 Approving Email Un-verified New Registrations

' (D user Guide
(2) Help Desk Keywords: | | ¥liess

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

To review the list of “unverified” email registrations, use the “more” filter to show a list

filter that will allow you to see “verified” “no”.
Unverified email accounts are indicated by the red x in the verified column on the list.

Registration Verified O yes ® no
[Ga] [Gane] =
1

Results: Items 1-4 of 4

Actions|Last Name v | First Name v | Email .Agency L [user Level :Role(s |Verified v
WASHINGTON .

Q} agency nancy nspettit2@symplicity.com | METROPOLITAN AREA :?fr-‘"ac:m? Euyer, il
TRANSIT AUTHORITY |Office (test) BiRock
| wasHINGTON :

A bob billy billy@symplicity.com METROPOLITAN AREA cor_\trac.tlng Buyer x
TRANSIT AUTHORITY |Office (test)
WASHINGTON :

93 cinco nancy test-S@symplicity.com METROPOLITAN AREA Z%Té:[c;')ng Buyer x
TRANSIT AUTHORITY
WASHINGTON contracting Buver

Q] Wetzler Tony twetzler@symplicity.com |METROPOLITAN AREA |office (test i

Engineer

TRANSIT AUTHORITY |section)

Items 1-4 of 4

Users can still move forward with approving the “unverified” registration, but should
ensure that the email is correct. System communication (including the notification of
the approved account), will be sent to the email indicated on the registration form.
Follow steps as described above for reviewing a “verified” registrant.
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8.3 Create a Buyer Account

l. To create a new user account, go to main navigation “Agencies”, sub-navigation
“Buyers”.

1. Use the “Create New Agency User” button to create a new agency user.

I. See “Electronic Accounts” for information on creating email/ftp accounts in the
system.

V. Select “next” to move forward in the record creation process.

Thursday, &pril 24, 2008 | 6:04 pm | User: nansy agency - DELAWARE RIVER BASIH COMMISSIOH a | Logout

Fadaral

+

* FEnB1zOrps.cov ... W YEcov Ushgor

@ Homs sub 4 Return | Return To List fagency

B Procuemenlaties /Cnr’a Yl:untal:ts Y Office Locations \

] Documents/Links
= fiil Agencies Keywords: | | b More Search Fields
i Oroanizations
& Buyers Batch Options v | Results: Items 1-2 of 2
# Electronic Accounts T T I
. | . n . . . _|Las
& My Account EFHE] ActlonsiLast Name v First Name v |Office !Locatlon(s) Email v !Phune Username v ILoglns-IDgin Role(s)
T | e CH W BE TR I - -
B . | office .
(3) User Guide E |Q_J | agenc bill BASIN | . |billl@agency.qov bills 0 - Buyer
“_D er Guide | |]] | commission/sub | °etion | | |
2) Help Desk T T T T T T
O ehs | P | DELAWARE RIVER J e o
[l ]l | registrant new BASIN il " |test44@us.qov testdq55 o - E il
| COMMISSION/sub {laeadan | naineer
Create New Agency User | IteEms 1-2 of 2
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l. The “New Agency User” form is opened and the user can enter the “core” details
for the new record.
1. Because this new account was entered from Buyer’s list, the account is set to be

“no” for “Electronic Submission Account.” Electron submission accounts can only
use electronic submission (FTP/email) methods to submit materials to the
system.

1. Select “next” to move forward in the record creation process.

Thursday, &pril 24, 2008 | 600 pm | User: nancy agency - DELAWARE RIVER BASIN COMMISSION fg | Locout

Federal

* FEDB1zOPPS.coV e,

=i

£'GOV USA.gov_

[ad Home [Mew Agency User] 4 Return To Agency | Return To List (agency contact)
Procurerment Motices

B Documents/Links -
= fiil Agencies I I I ates
#ll Organizations ase enter inthe contact information and click [next] to procesd to the next step
N /-

& Buyers

# Electronic Accounts * indlicates a required fieid

& My Account

73 e Agency User Information

\_‘D Help Desk Title: |

Full hame* |

First Mame |

Micdle: Mame: |

Suffix: |

Email*: |

Phone: |

el Phane: |

|
|
|
|
Last Matne: | ‘
|
|
|
|
|

Fax |

Electronic Submission Accourt: =&t thiz to “yes" if this account iz only used for electronic submis=ions (fip of email). Mote, setting 1o "yes" will make this uzer anly show
up in the Electronic Accourts section
no
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The next step, the user established the “Account” for the new user.
“Cancel” can be used to quit the process without saving the new record.
Select “next” to move forward in the record creation process.

Tuesday, April 15, 2008 | 9:53 pm | User: nancy agency - Sample Agency in FBO Test Switch Account | Logout
“ :

Fedaral
Businass

* FEDB12zOPPs.cov ...

4 Return | Beturn To List (Account)

(4] Home [New User Account For nan murray]

Procurement Notices -
Core Accounts Username/Password Login As
@ Documents/Links u Y Y \

- i
~ fit genme,s. ; m Note:
#i} Organizations Please choose the agency, office location and user role(s) for this account and click [next].

& Buvers =1
* indicates & required fisld

QD User Guide
@ Help Desk Agency® |SampleAgency in FBO Te=st

b

ency administrators or for users that will manage data across offices/locations fror

Contracting Office Location®
User Roles™: [] Agency Administrator O Buyer | Engineer [ office Location Administrator

IV. The next step, the user established the “Username/Password” for the new user.

V. Select “save” to save the new user in the system.
VI. “Return” quits the process without saving the new record.

Fedaral
* FEDB1ZOPPS.GOV ot
4 Return | Return To List (Agency Contact)

[a] Home nan murray: Account

[l Procurement Notices :
— MUsername;’Password YLUQII‘I As \

@ Documents/Links

. ;
v it genc:les. , V Notas
i} Organizations =1l se choose a username and password for this account and click [save] to complete the new user record
& Buyers \'}
(& My Account *indicates & required field | Buyers Info =]
@ User Guide . Created: | April 15, 2008 9:53 pm
t|nancy agency
(@ Heln Desk Account Information By:|nancy agen
Modified: [ April 15, 2008 5:53 pm
Digable Account: O yes @ no By: |nancy agency

Username®:

Enter New Password

Verify Password: | |

Page 116 of 128
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8.4 Electronic Accounts

l. Users that are set up for “Electronic Accounts” will only be able to submit
materials to the FBO system via “email” or “FTP” (electronic methods).
1. To add a new user with this sort of functionality, go to the main navigation,

“Agencies” and the sub-tab “Electronic Accounts”. Use the “Create New
Electronic Account” button to enter a new user.

I. Doing so opens a new agency form, with the setting for “electronic account” set
to “yes”.
V. Enter required fields and select “next.”

Thursday, April 24, 2008 | 617 pm | User: nancy agency - DELAWARE RIVER BASIH COMMISSIOH ﬁ | Logout
Fedaral —

* FEDB1zOPPS.cOV fnviinie W %

E-GOV USA.gov_

(2l Home Electronic Accounts ialling: |
Procurerment Notices . o
f Electronic Submission Accounts \
] Documents/Links
= fil Agencies Keywords: | | P dore Search Fields

i Organizations L

& Buyers Batch Options + | Results: Items 1-1 of 1

# Electronic Accounts

fb [E] | Actions |Last Name v |First Name v | Agency/fO0ffice Location{s) Email v Phone Username v
My Account 3
B Q; B electronic nanc: DELAWARE RIVER BASIN COMMISSION |office test-55@symplicity.com testelectro

(2) User Guide Create New Elecronic Account | T8 I

Q:) Help Desk

Thursday, April 24, 2005 | 6:19 pm | User: nancy agency - DELAWARE RIVER BASIN COMMISSION ﬂ | Logout
Federal =

* FEDB1zOPPs.cov G i
@ Home

E-GOV USA.gov_

[New Agency User] { Return | Return To List electronic)
[E] Procurement Motices  — :
Daocumnents/Links g ( Core IE
= il Agencies ‘_l) Note:
il Organizations e s [next] to proceed to the next step
& Buyers
@ Electronic Accounts IE' * indicates a required fiefd
L% My Account
.. it Agency User Information
@ Help Desk Title: | |
Full bame* | |
First bMame: | |
Miclcile Mame: | |
Last Mame: | |
Suftix | |
Email* | |
Phone: | |
Cell Phone: | |
Fax: | |
IV Electronic Submission sAccount: Set this tof les" if this accourt is only used for electronic submissions (ftp or email). Mote, sefting to "yes" will make this user only showe
upinthe rts section
yes 11
—

ent | [Retum | \
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l. Users should then complete the account agency / office / user rights for the new
user per presented forms.

-Thursday‘ April 24, 2005 | 6:22 pm | User: nancy agency - DELAWARE RIVER BASIH COMMISSION ﬁ | Logant

Federal
Businass b

* FEDB1zOPPs.cov i

GOV USA.gov_

@l Home [New User Account For test] 4 Beturn | Return Ta List (account
Procurement Motices

Zore Account ¥ Username/Password Login As
# Documents/Links ,'/ rir Y \
- {iil Agencies -I) Note:
# Organizations Please choose the agency, office location and user role(s) for this account and click [nesxt].
& Buyers

W Electronic Accounts * nclicates a required field

[% My #ccount

= 5 Boency® i DELAVYARE RIVER BASIN COMMISSION v
(2) User Guide

3 User Level: Choose "agency” for agency administrators or for uzers that will manage data across officesdocations from their agency and below:
@ L contracting office

Cantracting Office Location®: Electroric Accounts must e &t the Contracting Office Location Level

|

User Relest. [] Agency Administrator Buyer O Engineer [l otice Lacstion sdministratar

. Once the username is entered, and saved, the account will then appear on the
electronic accounts list.

Thursdsy, April 24, 2005 | 6:23 pm | User: nancy agency - DELAWARE RIVER BASIH COMBMISSION % | Logout
Fedaral —
Businass

* FEDB12zOPPS.cov imme...

viE.

E GOV USA.gov_

(] Home test: Account 4 Return | Return To List (electronic)
Procurement Motices
Zore Acocount ¥ UsernamefPassword Lagin &s
&l Documents/Links - Y \
w fif Agencies -!‘) figEas
#ll Organizations Please choose & username and password for this account snd click [save] to complete the new user record
& Buyers

¥l Electronic Acoounts * indicates a required fiefd | Buyers Info [=]

(ea My Account
@ Created: | April 24, 2008 622 pm
(3 e e Account Information By |nancy agency
- Modified: | April 24, 2008 6:22 pm
@ Help Desk Disable Accourt: ()yes (@no By: [nancy agency
Username*: ‘ |

Erter Mew Password: ‘ ]

Yerify Password: ‘

1. Note: Users cannot “register” to request this type of account in the system. The
“electronic account” option is not presented to buyers/engineers during the
registration process.
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8.5 Batch Email Users

l. From the Buyers / Electronic Accounts list of accounts, the user can send an email via
the system to all or select members of the list.

I1.  Open the buyers list, and use the "+" selection tool to select all buyers for inclusion in
the distribution list of the email being sent. "-" will unselect all in the list.

I1l. If not intended for all, use the checkmark to select specific recipients.

IV. Once selections have been made, select the "batch options" tool, and the "mail", and
"new message" options.

V. Note, even after you are done with this batch action, batch selections will remain
selected for possible use again during the user session. Use the "-" tool to unselect all
if you wish to do another batch operation that targets a different list of users.

Tuesday, April 15, 2008 | 9:55 pm | User: nancy agency - Sample Agency in FBO Test Switch Account | Logout |
Fedaral 1

* FEDB1zOPPs.cov e, W

GOV USA.gov_

Lﬁ Home Buyers
Procurement Notices

# bocuments/Links

fBuvers List \:New Registrations \

* Il Agencies 5-.‘:craa.! ! b More EI
il Organizations 1l - E
& Buyers Options % | Results: Items 1-6 of 6 (6 items s=lected)
& My Account = - - - . . - . i
o | |A|:tions| Last Name ¥ |First MName v |Agency | Title Email v Phone;Username Logins
j) User Guide = = T T T T
select all items on this pageh Sample
() Help Desk T T Tuser Agency in user@fatp.gov agency 0
| | | FBO Test |
- Sample
Q_j 2§ | agency | nancy Agency in test-3@symplicity.com nancyagency | 23
FBO Test |
R Sample
Qa | Buyer | Billy. Agency in Billy@=aft.qov billybuyer (1]
FBO Test
S Sample
Qi Engineer | Buzie Agency in Suzie@SAFT.gov suzie o
| | FBO Test
—_— Sample
Ql murray nan Agency in nan@gov.agency.com 0
FBO Test
Q-J | Warehouser |Dudley i;:ﬁgmateitachnocrat%Dudlev@saf't.warehouse.uov% dudley o
| Create New Agency User | Ttems 1-6 of 6

Tueszday, April 15, 2008 | 9:55 pm | User: nancy agency - Sample Agency in FBO Test Switch Account | Logout |

Fedaral

* FEDB12OPPS.COV St Gov USA.gor

|

Home Buyers
Procurement Notices

Documents/Links

J" Buyers List \/New Registrations \

- .
=l Agencies Keywords: | b More

i} Organizations V

& Buvers i v z S .

& H |B s Eg's| ults: Items 1-6 of 6 (6 items selectedy | L )
My Account = ) I — Mai |>| [new messaw | I ) T
EHE | Actions | Laj Save As Excel 3 TTIIE TEM@ny |Phone | Username | Logins
(3) User Guide - - Save As Text File 'S 1 i - | 1 1
= o = Edit :
() Help Desk = adrm e oo oy in | user@fatp.gov |agency |0
|FBO Test | |
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l. Once "new message" is selected, a "mail wizard" opens which allows the user to
compose a message.

Il. Use message options to save the message for future use.

I1l. Available mail merge fields are shown in the list of "available fields"

IV. At the bottom of the page (not pictured), attachments can be added to the message.

V. Hit "next" to go to the next step in the process.

VI. "Cancel" cancels the operation. Note, batch selections are not cleared with cancel.

Tuezday, April 15, 2008 | :57 pm| U=er: nancy agency - Sample Agency in FBO Test Switch Account | Logout

Fedaral
Business b o}

* FEDBIZOPPS.GOV Opportunities

(2l Home -
Procurement Notices 3
@ Documents/Links V

I Ers List ‘(New Registrations YMail Wizard \

+ ffit Agencies : Review/Edit Message o
‘:\ﬂﬂﬁlewa’seﬂhe parameters of the message you wish to send. Make any changes in the form below, select Optio:E (2 Do Not Save

i Organizations whtether and how you wish to save these changes, and then zelect the ‘next’ button. O save as New

| R

f:r’_ﬂ My Account

AVAILABLE FIELDS

Message identifier:

C!) User Guide

Ititlel
(3) Help Desk l |

[fullname]
Subjects; Enter the su ofth all message emaill

| | phon€l

[fax]

d in the from fizld cell phong]
[modified]
[created]
opied USEname!
[password]

From®: Please enter the

itest—S@symplic'rty.cnm |

=
=
(0

ab]
zvstem url

m

Send Copy To: A00re

| Please note: Use of the
[pazsword] field will result in

HTML Format: Do you wish to for 1 £ using the login pazsword being

O‘,res Q i reset and a new password

generated for all contacts
receiving this email.

Mezzage Body™
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l. Next the user will be given a chance to review the list of recipients for the message.
Il.  "Prev" returns the user to the message composition step of the process.

I11. "Cancel” cancels the operation. Note, batch selections are not cleared with cancel.
IV. "Send Message" sends the message to the users.

Tuesday, April 15, 2008 | 9:58 pm| User: nancy agency - Sample Agency in FBO Test Switch Account | Logout

Fedaral

* FEpB1zOprs.cov ium=...

E-Gov USA.gov_

@ Home 4 Return
Procurement Motices
) Documents/Links

- ﬁ Agencies

#l} Organizations

/ElLIVErS List YNew Registrations }/ Mail Wizard \

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

& Buyers Dudley@=aft. warehouse.gov
L% My Account test-3@symplicity.com
Bilyi@=aft.gov
3 - nani@goyv.agency.com
\:) User Guide Suzie@SAFT.gov
@) Help Desk user@fatp.gov
[ remove selected recipients ]

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

[ cancel ] [< prev ] [ Send Mezsages
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8.6 Batch "Save to Excel"

l. From the Buyers or Electronic Accounts list of accounts, the user can save a list of all,
or select members, of the list to excel format.

Il.  Open the buyers list, and use the "+" selection tool to select all buyers for inclusion in
the excel list. "-" will unselect all in the list.

I1l. If not wanting to include all in the file, use the checkmark to select specific recipients.

IV. Once selections have been made, select the "batch options" tool, and the "save as
excel”, and either "this page" or "selected records" options.

V. Note, even after you are done with this batch action, batch selections will remain
selected for possible use again during the user session. Use the "-" tool to unselect all
if you wish to do another batch operation that targets a different list of users.

Tuesday, April 15, 2008 | 9:55 pm | User: nancy agency - Sample Agency in FBO Test Switch Account | Logout |

Federal

* FEDB1zOPPs.cov e, d

"GOV USA.gov_
|

{2 Home Buyers

Procurement Notices

Documents/Links
1l Agencies | Keywords| | »More IEI

il Organizations

fBuvers List \:New Registrations \

& Buyers Batch Options % | Results: Items 1-6 of 6 (6 items selected)
£ My Accaunk = - . - .
o | |A|:tions| Last Name ¥ |First MName v |Agency | Title Email v Phone;Username Logins
(2) User Guide - - |
select all iterms on this pageh Sample
'\':') Help Desk T T Tuser Agency In user@fatp.gov agency o
o | | FBO Test |
I I Sample
B | agency | nancy Agency in test-3@symplicity.com nancyagency | 23
| | FBO Test |
L= Sample
Qa | Buver | Billy Agency in Billy@=aft.qov billybuyer o
FBO Test
S Sample
et Enagineer | Suzie Agency in Suzie@SAFT.qov suzie 0
| | FBO Test
—_— Sample
Ql | murray | nan Agency in nan@gov.agency.com 0
| | FBO Test
Q-J | Warehouser |Dudley i;:ﬁg‘nateitachnocrat%Dudlev@saf't.warehouse.uov dudley o
| Create New Agency User | Ttems 1-6 of 6

Tuesday, April 15, 2008 | 9:59 pm | User: nancy agency - Sample Agency in FBO Test Switch Account | Logout |
Federal el

*x FEDB1zOPPS.GOV & 1 *F.co

(ad Home
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2 i ent Notices
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(& My Account T =1 Mail '-'i T T T T T T
& | |EE) | Actions 1i Save As Excel ! This Page Phone Username Logins
(3) User Guide S:VE As Text File " Selected Records I
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Copyright © 2008 www.fbo.gov Page 122 of 128



Location Admin 1.6

V. Follow your browser prompts to open or save as excel file.
V. System will create excel file with select fields for the buyer accounts selected.

A £ https: //fbo-test.symplicity.com/foutgoinglist_Secaddbfad 1f2afbage21c v | & | 42| X
W W |33+ W (48 unread) Yah... |@Federal Business ... | € htips: /ffbo-tes... -8
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5 |Engineer Suzie Sample £ Suzied sUZie T Engineer
6 |murray nan Sample £ naniEor i Buyer
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8.7 Batch "Save to Text File"

l. From the Buyers or Electronic Accounts list of accounts, the user can save a list of all,
or select members of the list, to text file format.

Il.  Open the buyers list, and use the "+" selection tool to select all buyers for inclusion in
the text file list. "-" will unselect all in the list.

I1l. If not wanting to include all in the file, use the checkmark to select specific recipients.

IV. Once selections have been made, select the "batch options" tool, and the "save as test
file", and either "this page" or "selected records" options.

V. Note, even after you are done with this batch action, batch selections will remain
selected for possible use again during the user session. Use the "-" tool to unselect all
if you wish to do another batch operation that targets a different list of users.

Faderal

* FEDB1zOpps.cov 2. o

Tuesday, April 15, 2008 | 9:55 pm | User: nancy agency - Sample Agency in FBO Test Switch Account| Logout |

GOV USA.gov_

i

Home Buyers
Procurement Notices
) Documents/Links

fBuvers List \‘!New Registrations \

- it AQE”C“-’-S. : Keywords: !7! b More EI
i) Crganizations

& Buyers Batch Options % | R Its: Items 1-6 of 6 (6 items selected)

@;1 My Account

i#[-] | Actions | Last Name v | First Name v | Agency | Title Email v Phone;U_r-ername

Logins

'.;_!) User Guide T T T T T
Sample
3 Help Desk Agency in user@fatp.gov agency ]
FBO Test |
- Sample
9_3 & | agen | nancy Agency in test-3@symplicity.com nancyagency 23
FBO Test |
i Sample
Q-j | Buyer | Billy Agency in Billy@=aft.qov billybuyer (1]
FBO Test
S Sample
Qa Engineer | Buzie Agency in Suzie@SAFT.qov suzie i}
FBO Test
Ml B P Sample: ________________ - | |

Tuesday, April 15,
Fedaral

* FEDB1zOPps.cov ...

L;:g Home Buyers
Procurement Notices

ig o el inke J"’ Buyers List \(New Registrations \
ocumen In 2 St

V1. Follow your browser prompts to open or save the text file.
VII. System will create text file with select fields for the buyer accounts selected.
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8.8 Batch Edit "Roles"

l. From the Buyers or Electronic List of accounts, the user can edit user "roles".

Il.  Open the buyers list, and use the "+" selection tool to select all buyers for inclusion in
the role edit. "-" will unselect all in the list.

I1l. If not all are to be edited, use the checkmark to select specific users.

IV. Once selections have been made, select the "batch options" tool, and the "edit" option.

V. Note, even after you are done with this batch action, batch selections will remain
selected for possible use again during the user session. Use the "-" tool to unselect all
if you wish to do another batch operation that targets a different list of users.

Tuesday, April 15, 2008 | 9:55 pm | User: nancy agency - Sample Agency in FBO Test Switch Account | Logout |
Federal 1

* FEDB1zOPPs.cov i, W

GOV USA.gov_

|

Lﬁ Home Buyers

Ee t Noti
|! e ] o fBuvers List YNew Registrations \
{#] Documents/Links = 3

« fiil Agencies Keywords: !7! P More EI

il Croanizations

& Buyers Batch Options % | Results: Items 1-6 of 6 (& items selected)
& My Account — - : . - ~ . ~ i
i#[-] | Actions | Last Name v |First Name v | Agency | Title Email v Phone;Username Logins
'.j) User Guide = = T T T T T T
select all iterns on this pageh Sample
@) Help Desk T Tuser Agency In user@fatp.gov agency o
FBO Test |
= Sample
I & | agency | nancy Agency in test-3@svmplicitv.com nancyagency | 23
1 FBO Test |
i Sample
Q-j | Buyer | Billy Agency in Billy@saft.gov billybuyer o
FBO Test
S Sample
Qa Engineer | Suzie Agency in Suzie@SAFT.gov suzje o
FBO Test
mic B - il | |

Fedaral

* FEDB1zOPPs.cov fumee...

@ Home Buyers
BN t Noti
= 3 o / Buyers List YNEW Registrations \
B Documents/Links - S
v fill Agencies Keywords | b More
i} Organizations 1 .
& Buyers
L} e =] | Acti .L SHse b » .T'tl :E il IPh :U IL ins|
> ! Bans (h b cy itle | Email v one Username | Logins|
(3 User Guide T T o T
[V Edit e | |
@ Help Desk @ | admin | Agency in | user@fatp.gov |agency 0
v FBO Test |
! o Sample
=t | agency n | Agency in | test-3@svmplicity.com | nancyagency | 23
| | | FBO Test | |
[ | | Sample | | |
Q_J | Buver | Billy | Agency in | Billy@saft.gov | billybuyer 0
| | | FBO Test | |
e | Sample | |
Q_J | Engineer | Suzie | Agency in | Suzie@SAFT.gov | suzie 0
| | | | FBO Test | |
! s Sample |
@ | murray |nan | Agency in | nan@gov.agency.com 0
| FEO Test I
iQ_.] | Warehouser |Dudley 'i;:sg‘nategtechnucrat;Dudlev@saﬂ.warehouse.quv :dudley o
| Create New Agency User | Ttems 1-6 of 6
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l. This opens a pop-up window, where the manager can make set the roles for the users.

Il. If adding only one role to the selected accounts, if the user previously had other roles,
these roles will be removed and only the values being assigned at this time will
remain. So You will want to use the tool with care (as indicated by warning message).

I1l. "Cancel” cancels the operation. Note, batch selections are not cleared with cancel.

IV. "Edit X Records" updates the number of users that were selected (so if ten users
accounts were selected, the button would read "edit 10 Records").

lussday, April 15, ZUUE | Y54 pm | User: nancy agency - Sample Agency in FHU |est Switch

Federal
* FEpBrz0
ED IZ PPS-G’O‘ Opportunitias
[ Hom -
Brog) Bateh Edit (x|
@ Docyl L
w il Agen
il o I\ HOTE: Be very careful using this feature - All current values will be overwritten with the new values. If editing a field that accepts R
as multiple values, all exizting values wil be replaced. 1
Eamy A - : -
| Edit 6 Records | [ Cancel | * indicates & required field L
'j) User Gu I
(3) Help De User Rokes: [ Agency Administrator y
.................................. O Bikyer
|:| Enginesr
D Office Location Administrator g
D Super User
Editﬁﬂmrd5||€am:el| H
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8.9 Disabling an Account

l. Click on the edit icon to disable an account. Disabled accounts are not deleted from
the system, but users cannot access the system if they are disabled.

Il. If edit is selected, the registrant’s record is opened and a user can make edits to the
record.

Tuesday, April 15,

, 2008 | 5:58 pm| User: nancy agency - Sample Agency in FBO Test Switch Account | Logout |
= |
® i1

E-Gov USAgoy_|

Fedaral

* FEpB1zOprps.cov ...

@ Home Buyers
E e t Noti 7 -
|! o X Rt fBuvers List \(NEW Registrations \
@ Documents/Links
b ﬁAgenme.s. | Kfy'.'.'ordz:! _i b More
#il Organizations
& Buyers Batch Options v | Results: Items 1-6 of 6 (0 items selected)
(?;l My Account
: [ | Actions | Last Name v | First Name v | Agency Title Email v Phone Username Logins
@ User Guide
£ Sample
(2) Help Desk ik admin user Agency in user@fatp.gov agency 0
/\ FBO Test
p ~
I I Sample
O agency nancy Agency in test-3@symplicity.com nancyagency | 23
FBEO Test
Sample
|} Q_.; £ Buyer Billy | Agency in Billv@=aft.gov billybuyer o
|FBO Test
S Sample
F Q_j Engineer Suzie Agency in Suzie@SAFT.gov suzie o
FBO Test
2 Sample
il el murray nan Agency in nan@gov.agency.com 0
FBO Test
il el Warehouser |Dudley }S\;Eﬁgﬂlnate technocrat | Dudlev@saft.warehouse.gov dudley o
| Create New Agency User | Items 1-6 of 6

I1l. Go to the Username / Password tab and change the field “disabled account” from “no”
to “yes” to disable the account.

IV. Select “save” to save the disabled status for the user in the system.

V. “Return” quits the process without saving changes to the record.

1US20aY, APFI TS, ZUUS | 1UIU7 M| USEF NANcY agency - Sample AQENCcY IN FBU | 85T SWICH ACCOUNT | LOGOUT

Fedaral

* FEDB1zOPPS.GOV Goities M Cov Tish oo

@ Home user agency admin: Account 4 Return | Return To List (Agency Contact)

[l Procurement Notices -
[ Care 3 Accounts | Username/Password ‘(LDQII‘I As \

] Documents/Links

= fiit Agencies “indicates & requirsd field | Buyers Info =]

#l} Organizations Created: | April 15, 2008 12:42 pm
& Buyers > nt Information By:|nancy agency
@;1 My Account IV Modified: | April 15, 2008 12:42 pm
5 Disable Account: O yes @ no By:|nancy agency

@ User Guide
(3) Help Desk

Username*: iagency

Enter New Password [
Werify Password
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8.10Delete an Accou

l. Click on the edit icon
1.

* FepBi1zOrps.cov

Fedaral
Business
Opportunitias

nt

to delete an account.

If edit is selected, the registrant’s record is opened and a user can make edits to the
record.

Tuesday, April 15, 2008 | 9:59 pm | U=er: nancy agency - Sample Agency in FBO Test Switch Account | Logout |
= |

(40 Home

Buyers

Procurement Motices
@ Documents/Links

fBuvers List YNEW Registrations '\

1l Agencies Key'.'.'ordz:l _i b More
#i} Organizations -
& Buyers Results: Items 1-6 of 6 (0 items selected)
& My Account
: [i-} | Actions Last Name v | First Name v  Agency Title Email v Phone Username Logins
@UserGuide
) Sample
@Helgl)esk | Q_j admin user Agency in user@fatp.gov agency 0
FBO Test
=
Sample
.| % I agency nancy Agency in test-3@symplicity.com nancyagency | 23
FBO Test
. M Windows Internet Explorer
VI. Select “delete P
to delete user 2) . )
; g Are you sure you want to delete this entry? This cannot be undone.
in the system. Y Y ry
Because the
action is
- . OK Cancel
immediate and
permanent, the
user is prompted to confirm the selection.
VII.  “Return” quits the process without saving any changes to the record.
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Fedaral
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& My Account Modified: | April 15, 2008 12:42 pm
Title: | By:|nancy agency

Full Name*® !useragency admin

First Name: |u5er

Middle Name iagency
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Phone |

|
|
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|
Last Name: iadmin |
|
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Cell Phone: |
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