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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:

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

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

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

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

Engineers: This user group can post / update 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
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)

e 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

€ Acc=ssibility

Accessibility: ON
or Q iy

Description

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

Account

n/a

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

Add Office
Location

Allows admin to insert office location for Agency.

Active Notice

n/a

Notice that is open for vendor review/response.

Approve

Approve

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

Bids

n/a

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

Buyer

n/a

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

Cage Code

n/a

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

Copyright © 2008
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companies doing, or wishing to do business with the
Federal Government. The format of the code is the
first and fifth position must be numeric. The second,
third and fourth may be any mixture of
alpha/numeric excluding I and O. All positions are
non-significant. The code provides for a standardized
method of identifying a given facility at a specific
location.

Cancel Notice

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

Clear

Clear

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

CLIN

n/a

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

Create Award
Document

%]

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

Document

n/a

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

Doc Package

n/a

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

Draft

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

DUNS

n/a

DUNS (Data Universal Number System) Number -
According to the FAR 4.11, prospective vendors must
be registered in CCR (Central 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.

Electronic
Submissions

n/a

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

Engineer

n/a

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

Explicit
Access

n/a

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

Export
Controlled

n/a

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

Form

n/a

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

Copyright © 2008

www.fbo.gov Page 8 of 145




Location Admin 1.88

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

Slc\jﬁgi-tZtBign n/a “link” can be used in other systems, or documents,
and when clicked by a vendor will “link” the vendor
to the Non-FBO materials. The system controls
vendor access (e.g., explicit access, export control)
to the Non-FBO solicitation, in the same manner as it
does for a FBO solicitation. Non-FBO links were
previously managed through FedTeDS.

Package $ Collection of “"documents” that can be attached to a
“notice”.
Paste Text FEz|
Post Finalizes a Notice and posts the notice on the system
for vendor review.
The “Proceed” button saves the entered data on a
form and takes the user to the next step (first
Proceed Proceed prompting users to complete required fields on the
form).
Quicklink n/a A “quicklink” is a system navigational option that if

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

Quit Process

Cuit Process And Return |

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

and Return fields.
Register * Register How Request a user account on the system.
The “Reject” button is used to reject a vendor's
Reject Reject request for explicit access to sensitive, but
unclassified documents.
PR:CIE:Z?E | Release Package | Finalizes a Package and releases for use by a buyer.

Required Field

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

The “return” button returns the user to the

b 3
Q

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

can be run on an ad hoc or scheduled basis to
highlight newly filed opportunities which align with

Copyright © 2008
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the designated search criteria.
Vendors are required to logon to the system and to
Sensitive. but have a _vglid MPIN on file, to review sensitive, but
Unclassi%ied n/a uncla_sslfled documents. “Exp_ort Controlled” and
Document “explicit access” are more stringent access controls
that may also apply to sensitive, but unclassified
documents.
Spell Check =, Certain text entry fields offer spell check tool that is
indicated by this icon.
These are sections of a main navigation that a user
can move to while in that main navigation (e.g.,
Sub-tab n/a “my profile” is a main navigation, and “account”
and “contact information” are sub-tabs in that
main navigation).
Username n/a All users will have one “username”. The username is
used to log into the system.
Vendor n/a Provider of services.
Designation that vendor can set on a notice that
Watch List saves the notice on a sub-tab list of notices. The
watch list is easily accessed with a quick link and the
vendor

Copyright © 2008
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2 Logging onto the System

2.1 System URL

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

2.2 Navigation Bar on Logon Page — Unsecured features

The Navigation across the top of the login page allows users access to the following
features prior to being logged onto the system:
I. General Information

II. News

ITII. Opportunities (for all agency/all offices)
IV. Agencies

V. Privacy

* FEDB1zOPPs.cov o ..

General Info Opporiunities | Agencies

WUICH, SEAMRTH

Welcome to FBO.gov, the U.S Government's one-stop virtual | |- |
marketplace. Theough this single point-of-entry, commercial .
wendnrs and govermment bayers ane iniled 1o post, search
mionitor, and retrieve opporfunites solicited by the entire Federal USCR GUIDC S
contracting community.

= SYRCDRE SRRRR

- Ek]ir
; - I_l{::ll; L]
- ',;"ll;l".:':'r
- - cabon § doency Sl
_ Find Opportunities S
|_ 7 NO REGISTRATION REQUIRED B
S fikm i POF foerems
s Start researching now
ADBITIHAL RESOURCES
® [Dysingss Partner Netw ook
4 (BEN
Buyers / Engineers Vendors e
Post, manage, and award opportunities. Search, monitor, and retrieve epportunities. GGLH) .
= Qnin Cerl App n
Usernams rmame a {DRCA)
Usermams * View Opporiunities Username » Find Opportunities B A AR 5
Ko logn m required io No g s reguared o 7 "
vieew oppoiimilies view oppoiiondes = :_I‘LEEL"' 5
R, B 4 rogergl A3scty Sakes
Fassworg & Danistar Mo Fassworg & Daniziar laas T ——
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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

* FEDB1zOPPs.cov fume ...

= —a
General Info Mews Opportunities Agencies

LUK SEARTH
Welcome to FBO.gov, the LS Gowvernment's one-stop virtual |
marketplace. Through this single point-of-cntry, commercial
WIS AN QIVEMMENT uyers ARG invited 1o post, search
monitor, and retrieve opporunities solicited by the entire Federal USCR GUIDES

| Go |

el L™ a4 5{-?'5‘"

contracting community. = Huyer
= Wetwior
W bR
& Location [ Agancy Admin

e Adobe AXeOel Hesoer 1o vies

’_1) Find Opportunities

NO HEGISTHATION HEUUIRED

- files irs POF forrms
l/ Start researching now
ADDITHOHAL RC SOURCC S
L | in I nier I W
5 {(BON}
Buyers / Engineers Vendors B DR Coatin st ca e
Past. manage, and award opparfunities Search, manilar, and retneve opporunifiss LLCH)
= Unkng Heps & Corl Appacalion
T
Username k .'m ik Username ¥ Firvd Dipgeor bursities - ﬁﬁ-’xunw F—
Mo login ia reguined fo lo login is requared to [orecasty
ceriunitie: riunie
3 view opocriunities e view opportunies u Feders| Axsats Cxine
amswond B it F""' LN b Rimginter Moy m [ederal Grants
* ¢ Papawird Reminder = LSA ooy
1 m Winor LRI vkapmen
Login | Login Agane,
[ =}
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II. Step one - Personal Information is entered. Once required fields are entered,
select “proceed”.

Federal

* FEDB1zOPps.cov & . e

E'Gov USA.gor_

“ General Info | Opportunities Agencies

ﬂ Aresailalily

Buyer/Engineer Registration

Persomal Fed BIIDI}[!S [FBO_] REQISU&[IDH Form for Federal Users " indicates o required fickd
Information Before an individudl wser can reqister to use FBQ, RIS or ker Agency must be roglsterod with FBO. Pleaso
v contact the | LU Helpdesk har Agency [<egistralion
(?fl i Your Full Home™:
v Pleaar mnber yaur full names
o B Exampde: John F. Smith
) P
Your Suffic
Iapplicable, enles youan sl

Ine Titkc of Your PFoammion:

Cater the itk of the poadion you hold at your agency

Your Email Addrese”
Enter your cmad addreaa

ramna falnfllagancy gov

II
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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
o number
o special character (e.g. !, %,")

II. 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.

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

Buyer/Engineer Registration

.;a Personal Informetkan 4 Unthie etep: Please CROOES YoUr SgENcYSoMice I0Caton snd chOoEs an SCCoUNt passwond

e

-

A ooyt Infarmation A‘CCOUHT [nl‘urm a‘n.:,r" * inddicales & required (il
Agency':

? ., T 3 X

\‘SJ, Rievwioyw ko Choose your apency down to the lowest lovel
APPAL ACHLEN REGIONA]L COMMSSION w |

User Rele(s)'

a Myers: Creste Modtyldmend or Cancel Opportundy Bolices They manasgs docoment packeags confenk, snd
wendor accesshilly 1o package documeants, thal support opportunties. Buyers can ugioad non eanciive docs (and
attach axsling sanctve, BUl unciasEitisd $oce 10 NONCEE). Huyers Can also cresls non tho soictsban Inks

= Enginecra: Thiz uzer group con post / updote senstive, bul unclasaificd packeges for usc a2 atachments to
papron furiliey

= Buyer Englneer: & single user can be ghen hoth Buyer and Engineer user rights. Thiz sllowes & single user 1o
both poat secured, but unchassificd packages and to create sobciotions

= Office Location Admindstraters: Users that sutharize an office boation's staff as edher buyer Fengineer . Office
L vzalivm adminisiralies mree sl mble o posd opgerhundlies, sl seosilive, b oncdassiled peckages o e
loCation

L lBuyer || Frugower [ |00 Location St

Ihsen mamme":
Fiease choDEe yOUF DN LS ermEme Mt

M= el Posesgwannn ol 'z
bnter ha paesword wou wagh 10 LS 10 g&n accese 10 the £ystam
For scourty purpozes, the poasword must meet the folowing crtena
1 Ml B bedovers mnd 14 characers
2. Mgt contain all of the Tollowing
» 7 lower cage leflars
= | upper case lebers
1 | mumdiers
= 1 special chearaciers (8., !, %,

Repoat Desired Pasaword':
Repeat the passwond vou endared inthe previous field to verify | was enfered comecthy

III

| Go Hack || Cancel || Frocesd & Haview I
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I. Step three - Review/Submit - Registrant is asked to review registration
information.
II. Click “go back” to correct information on previous steps.
III. If everything is correct, click “"submit” at the bottom of the page.

J.I" Fa ratioe j O this step: Fiease review your registration information. If evenymhing is comect. ciick Submit Registrathon now. CThenvise. clicl

4 Go Back to cormect mformation on previous sieps

-
.z'i'\l o

=4 FedBizOpps (FBO) Registration Form for Federal Users

. Towir Full Nams-
@ Review' Eubmit p—
Your Euffin:

The Title of Your Pusition
-

Your Email Address:
iR aymeplicy . com
Account Information

Agancy:
ASENCY FOR INTERNATIONAL CEVELOPKMENT

Hote: ¥ou have seleobed the top lewvel of this agenoy hisrarhy.

Contrasting Offioe [Enter Manually):
sl

User Rude(s]
Enginaar

Ugarnama:
mmbang

Hepaat [lscined Passwnrd’

5o Back || Canees || Submit |
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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

* FEDB1ZzOPPs.cov pim ..

EGOV USh.gov_|

LGeneral Infn Nimws Dppartunitieg | Agencias Privacy

ﬂi FkEnif

Buyer Registration

(1) Persenal isfoematic Firal Step. Email Verificalion
e

e

= “ _,,-j IMPORTANT: You showld recaive ar email skorly, In ceder 1o complele e regisrabion prooess, you musl
-] droooer infuranan == -"lr- vilfify yOUr @mail BOSnEE B0 MiEnlity By balicwing thae amsil instrucians

et L L

v Yol may s reburn 8o ihe FRC homa pacs

iha FBO home caps
@ Hiwserel Eubma

II. 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.

ITII. 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”.

* Loain Here
v Reqgister Mo

Federal
‘ F B O , Business
ED IZ PPS.GDT\" Opportunities
— —d
General Info Dpportunities Agencies
QUICK SEARCH
Welcome to FBO.gov, the U.S Government's one-stop virlual | |- |
markatplace, Through this single point-of-entry, commercial e .
: o 2 Sepecd
VNS and gIVEMment huyers Afe imited 10 post, search
mianitor, and retrieve apportunies solicited by the entire Federal UEER GUIDEE
w contracting community. " Hyyvar
e . m Wendor
m  Engnesr
e ._ m - Location [ Agency Adan
. Find Opportunities e
P WO REGISTRATION REQUIRED ey i,
v Ml i POF formad
| g Start researching now
ADDITHONHAL RCSOURCLS
" Busmass Pariner Nabwork
- TIEN]
Buyers / Engineers Vendors = oniral Contracior Recistration
Post manage. and asward oppofunimes Search, manitar, and relnave oppamuenitiss (CCH)
u Qning Beps & Can Appication
DRCA
Lhaernams II rpertunities USEMAme ¥ MNind Opporfunitics - 'IF_Lr;I:_‘ - oo
b regured o N lagin B requersd 1o T 5
eriunities ViEW apparundea = Fm':'lil:! - -
Prason ¥ Regisier Now . ¥ Regisier Mo ® Fodergl Grants
* Paesword Beminggr * Paasword Hemmder = L35 ouy
& | L_\l | ARG Lil L Lap. izl
il | . ‘:‘5!""""
| GUH - Nt (ubGoniracing
Qpporiunies )
m AR
Location / Agency Administrators

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

Tugsday, Aprd 1%, 2000 ) k09 pr

* FEnBizgles.cov

Addmin Login

|". Lurigim "|;'| orgot My Password 1||

I )

ESG Home page

== 4
A Home | Hels Oeak VI

\——

Copyright © 2008 www.fbo.gov Page 18 of 145



Location Admin 1.88

2.4.1 Captcha Security

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

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

Verification Code | II

XE Uo

o il i Visual Verification Code. Click to hear the code.
| 3] [ R SN ¥ S e
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2.4.2 FBO Terms and Conditions

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

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

FEO Terms and Conditions

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

. Usage Agreement =l

This is a Federal computer system and is the property of the United States Government [tis for
authorized use only. Users (authorzed or unauthorzed) have no explicit or Impliclt expectation of
privacy in anything viewed, created, downloaded, or stored on this system, including e-mail, Internet,
and Intranet use. Any or all uses ofthis system (including all peripheral devices and output media)
and all files nn this system may he infercepted, monitnred, read, caphured, recorded, disclased
copied, audited, and/or inspected by authorized Small Business Adminisiration (SBA) personnel, the
Office of Inspector General (O1G),and/or other law enforcement personnel, as well as authorized |
officials of other agencies. Access or use of this 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 autherized SBA personnel, law
enforcement personnel (including the CIG) andfor authorized officials other agendies. Unauthornized
uga of this system is prohibited and may constitute a violation of 18 U.S.C. 1030 or other Fedaral
laws and regulations and may result in criminal, civil, andfor administrative action. By continuing to
use this system, you Indicate your awareness of, and consent to, these terms and conditlons and
acknowledge that there is no reasonable expectation of privacy in the access or use of this computer
sysiem.

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

Digclosure (or providing) of information requestad in forme contained within this system or
provided via email contact is “voluntary.” By providing the information, the individual assumes all
respunsibility o ensare e inferrmation provided is conecl and valid and is so mdinlained.

¢ ‘endor Information: Vendor-provided information, including email addresses and company
information, will bc uscd to establich uscr accounts for submitting subcontraching reporis, |

[ Accept I [ 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,” “"Stats” and “My
Account”

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

&L

" pe = 3 - r
* FEDB1zOPPs. G < FCOV T
; atiil Haoamix
ﬂ Procurement Mctices m\
” Diocisments/Links \
.
= T Agencies e
. video De trati Statist
il Organizations ﬁ ' i‘:;w;;:?:::t‘;’:l _0":_ le i
& Buyers Arthie Prosaremant hintices
HManaqing Bapvare & Locstiong
Wl Flertronic Arcpunts On Dl e
Shat
‘ i ‘_ﬂ Panding Aclivns At Monel B0 Sokciptong

fj: My Accdunt

Laphcd Accesy Hequesls
133 Usor Guide ApBnCy t AsgiEiratgn 2 T
W14 Help Daxk
@ Quicklinks T

* rreste ol

] o s E Account Switcher

ﬂl.l;.;h.'.n-*:\.y_':.:.;.p sErname A hed b e than ofe account Ji B b EITRTEAE & LR AR

ﬂ Creple Awan] Suiteh MFIERIAREACY AEEOLIMT

E] ancal lichce DELAYVARL RWVLR BA SN CONMISSN L

3 Ipiaas Hsw Dacumantsl inkg

i 3 AnnaunceEments

Thers amg ng ennsuncements at the bime
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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”).

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

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

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

Tussday, May 20, 200K | 17447 pm | User naney ageney - DFLAWARE RIVER BASE commsson By | Leaod

Fodwial

* FEDB1zOrps.cov ti. IOV Tshcor

'i Hame Mo

ﬂ Procureément Mobices F
[ Mome |

H DiocumentsLinks
- ﬁ AgEncies

ﬁ video Demonstrations "EW L“J Statistics
il Drganizations Ly 4

= Agube Flagh pham B repaed

& Buyers Arthne Procuremant hotices
M Elnctronic Accounts () Managing Buvare & Locations
B stats
Il& My iccssiant III Pending Aclivns
0 gl Scoey HedusFis Arenied Non-EBO Solchenn
(2 Unar Culsle ! foen L r active Docwment Pactanes
(T Heli Dk ;
j:’ Quicklinks MG AR,
ﬂ Ciewie ligls I E Arrount Switcher
ﬂ Pt Hotieat ; . 1.. .- .:I -~ 1I:.__. .; "I:-I _.:,._,._.h::_... ump 1o & diftadent Arfcalngancy
el s y by chmnging e peleciion Lek
ﬂ Cresis Awam Switch officriagency necount
ﬂ Cangel tighos DELAVWARL RALE WA CONMIS SN o

Ter cick the Wy ion a2 e 10p 0f 1he page 0 wich Ascaunts At any
&P Unias tisw Oocumental inky

, Annauncemaents

There arg ng @nnouncements at ths time
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3.2.2 Multi-account Users

I. 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.

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

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

Fodwial

* FEpBizOpps.cov iios..

g Hame Hawmix

o P At Mohces —

a ToCurame f Home

&) Documents/Links T

« 1l Agencies .

1 A3 ; ﬁ video Demonstrations "EW [aal] Htatistics
# Organizations The dfbe Flgh gheen i reed
& Buyers Arthoe wemani Wnticey

) Managing Bivere & Locstions

Wl Electronis Arcmunts
B stats

L&H Aecount ;ﬁ Pending Aclivns
& My Accoun

@w 1 Apsn ratgn
(T Help sk

r active Docwment Pactanes
& AnAncy Lsery

j:’ Quicklinks

ﬂ Crenle holcs

£]) povamend notcs

) Creme swarg
) cote
&P Unias tisw Oocumental inky

E Arrount Switcher

LETATE B Ted B3 mare than s

acoam| nalaedy by
Switch officriagency necount

DELAVWARL RNVLER WA CONMES SN

Tir cick the iy, 1200 af tho top of the page fo a

, Annauncemaents

There arg ng @nnouncements at ths time

changing b selsclion below
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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:

Tetaday May 20, 2008 | 12787 pm | Usear nandy agency - [IELANWAHE RIVER IRASIN CORARIS SHIN ‘ | Logoit

Fadaii

* FEDB1zOPPS.cov hmen M cov USA.gor_

'-B Fiome Hoame
) Prasurerment Nobces v |IL
2 Cocuments/Links +
v J Aganc Video Demonstrations ™ Slalislics
il Orgenizations
The SAafgbes Fiagh plugin = 1equred
4 suyers 1 Acten rocurpment tohess
i el ; ) Managgng Buyers & Locations
Electronic Accounts b’ Archived B
Tale
I.EH'-' A ;_%'_l, Pending Aclions 0 Achve Hend U0 Soberticnd
D LEDMCE SCORES Fequeals | Arphises HseFEQ Sabentiony
% " &
":I"_"‘-‘LM ! Anency fontsa Regalr 9 Acive Dogumed Pachases
1T} tol Dosk
"'?‘ fuirklinks T
L K
'] R E Account Switcher
] Muditmeng Holice GUT USENAME & Bed 10 Mede Bl o1 8 diferent A
&) Mugiimmn I BECOUNt InEtantly by changiesy
ﬂ Creale dyomrd Swnteh niliceingrney anecame
,ﬂ Clncs Notics _EEL;IW-II.IE ANER BASH COMUISSION ¥
P Moked New Decumentadnks
Sample Agency n FA0 Tast
N | TENESSEE VALLEY AUTHORTY
WASHBRGTOMN METROPOLITAN AF.EA THANSIT AUTHORITY
Thete afe oo annguicesents al B e,

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

Tueadny, May 2, 2002 ] 12047 pm | User naney ageney - DELAVAHE FIVER HA SN CORARIS SN E |
. bomemieme

* FEDB1zOPrs.cov b ME Cov (s

Gl Home Home
() Pracurament Natiess / m

ﬂ Cacuments/Links

v AR
ﬂ p"u m Widen emaonstrabinns

W Srpamzations Afobs Fash plugn & reured
& Duyers | Acive Procuremsnt Hobices

HEW Ll Statisties

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

Jf) Are you sure you want to switch to a different account? You will be redirected to
FBO Admin Home. If you have any unsaved work, please click cancel and first
save your progress!

0K Cancel
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3.2.3 Procurement Notices

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

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

III. 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.

I III My 3, 235 IV ™ | Uner nancy agency « WA SEHGT O MITROFOLITAN ASLA TRANSIT ARTHOSITY i_uu,iﬂ
¢ " |

* FEpB1zOrps.c

A Heme

i L4 iirernenl Molces s L' = "~
- Froturmment Nolioes {I:‘rﬁ: "q' Archives "L Fizn-TIG Seaaiabena -||'
B Documents/Lnks r

» g agercine A & 3 ’ (=

il Crgansatane

& Burgary Meme L-30 ol 3% umg | | Mg >
i Elecironiz Aceounts

Actinme Teile = Salf Ref Humbers Typew Agencyw Location» Pogted ﬂ.ﬂml{liﬂlﬂl“" Haddeed v
=
e | ] | . | | [ | .
by hecmunt {@ 2 4O 2| Tetachone: 123456788 Brmnletaon e L[5 o Mar 20, 3608 8:30 pm [Mar 25, 2008
B v Ginse mame: Ipf Wogtiopion  Poaset M
5 e Marne: [gh pdilegion  Poates 5
(929D o ane Fresabotatsn o PO " Agr 36, 008 5ic0 pm [ 3% 2038
|3 aa i o test R Mar 23, 2008
Ef-ﬂ L2 LA 4 T Lo Presubtatan ki [ o Apr D4, 2008 5:00 pm | TS0
laaa P e
i'ﬂ £ 1 = tiree ] Bregulotaton ';:'""" [ W Mar 31, J008 5:00 pm :.I:“-_.-_;}.'-._Ls
| 1o can.canch the
| * . . - o e gt 1 r. Har 23, 2008
| B 2] ) | RRSEERLUR [ cRETes Fresalotanan rredon 9 W Mar 31, T008 5200 pm [ A0 €
C

|
1 e Dlate disal Lail
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3.2.4 Document/ Links

I. 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.

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

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

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

Tismtay Uiy 30 2008 1353 pm| Uner, mancy sgency . WLSHING TON ETROPOLIT AN ARES TRAWST auThomTy By | Logs

* FEpBizOrrs.cov ..

(i Homn Dot rmbnbai ks 4 Hetun T2 Brocuresei
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T I1I rymrdn ¥ W Seann Fleids | Se
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& Suyea Ihers 120 af &1 himin 1% | g
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3: 2 = Label / PR # » Type~™ Sedicikation v Created on v Posted Om v
s FIAT re— Pp—— PP ——— —
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2 Home DocumeisLinks

Bl Precuramant Notices e C
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Documanits/Unks ]
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& Buyars 5 O Ce v Dbt || Clear |37 gk | | o
i Clacsromic Arcoumtr Tyme | Paaleed Ciyes Chna
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3.2.5 Agencies

I. There are three sub-tabs on the user’s "Agencies” navigation.
II. The “Organizations” sub-tab presents the list of organizations in the agency
III. The “Buyers” sub-tab presents a list of buyers for that agency.
IV. The “Electronic Accounts” list users in the agency that are only able to submit
notices via ftp/email accounts.
V. Search filters are available to help find agencies or buyers in the respective list.
Use “More/Less search fields links” to add additional search filters.
VI. Use “Go” to submit a search.

_ Tussday. May 3%, 20001 1255 pm| Uner: nancy agency - WA SHIRGTON MITROPOLITAN AREA TRARSIT AUTRORITY B (Lo
[TETTH e
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[[Eremim N Ay | Thems 1-4 ol 4 |
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3.2.6 Stats

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

wE
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I. Stats Report Categories: [4]] Statistics
e Users by user type

Active Postings by posting type
e Active packages by secure / non-

May 20,2008

secured 27 Buyers
Archived Posting by posting type 557 Enginesrs
e Archived packages by secure / non-
2258 Vendors {On Watchlist)
secured
II 2742 Total
II. Totals are presented for each report o _
category. Bctive Postings
474  Presol
578 Mods
TES Awsrds

43 Sources Souwght

0 Foreign Standard

0 Sale Surplus

47 Special Notice

121 Combined Synopsis/Solicitation

II 1832 Total

Bctive Packages
70 Mon-Securs Packsges
5 Secure Packages

II ETE  Total

Archived Postings
255 Presol (Archived)

3056 Meds (Archived)

720 Awards {Archived)

530 Sources Sowght (Archived)
0 Foreign Standard {Archived)
0 Sale Sunplus {Archived)

273 Special Notice (Archived)

3 Combined (Archived)

1I 253 Total

Archived Packages
BEZ  MNon-Secuwrs Packsges (Archived)
0 Secure Packages (Archived)

II 853 Tatal
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3.2.7 My Account

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

II. Agency, Office 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.

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

, ’ U3 g | Uiy wprrep ocation i - AGERCY BEPORT AGENCY usuit By (Lese
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I. Enter field changes as desired. Select “save” to save updates to the form.

21§98 pom | Gy locariion sckmin . AGIRCY ROPOAT AGENCY RAMT Wy | Ligsy

AT

3 Horee wymp ke mbeen admes ©ofac] ks i By

Contact inlormatios "I. L] IH_

- 2 Agences Save | | Dalwts  Baien * FRCET I TS BT :mw :l?_
il Orgaranons ]._;u' EEROET AGE
Agency
& Bavirs Agency Usar Information ! e
il rlectromas Acoounin rurn-[ r:: Lirew
::r.:. I I:t. sy ko
[4- Rl .
=" mpTE mowten e
B i Gl o
L i Dagk
L)
[t
R e
<
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From the “account” tab, users can change their username or password.
II1. Select “save” to save updates to the form.

| Uner rancy sgrrey . WA SHIRITON UFTBAPOLITAN ARFA TRANET AUTHOMTY Suich Accoeni | Losod

Tusaday_ bpl 15, 350 138 p=

* FEpB1zOpps.cov =,

EGOV [SAgov
4 Buten

2 Home namcy Bpency: ACcourl

L) Procurement Notices o r
d J' Contad farmaban .:r Arcmunt 1||.
—— o

* imficafes & required feld

B Desumenteilmks
w & Agennes |
W Crgaruration
& Duyere Account Information
$ My Arcnurd
2 Ungr Guicdy by e
o T
II .
~
[ |
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4 Manage FBO Notices

4.1 Create Notice

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

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

Tharaday. Aprl 17, 3000 | 1235

0| Ll nncy Sgency - TASHINGTON METHOPOUITAN ARLA TRANSIT AUTHURITY By | Looout
-1 -

* FEDB1zOPPS.cOV .. MY Cov (Suo

il Home Procurement Hobces i Bem
) rrocuremes. Mckices " Procurement Motices Y Dralts Y Arthvwesl Y Hon FB0 Schtatorn |
B Cecuments/Links T
= 6 Agences KevaaidasOL [ s lgrg | ©n || Clear
M Orgarizstiend T —
& Ruyers | Mems 1.2 at 2
.'.al My ascount | Acticns Title v Solfkel Number v Type v  Agency v | Location v Posied v Response Deadline v Hodified
| - ARE 1y
~ &) &) =) Lead (F, Eeminned 1] el nli g 4
1 uner Gasde da9a9 3olicitation | *ehassinum SynoosiESolceton | secton ol offics | . ..:.:.:1 &0
11 tiein Dexk ol
s Moo, 1 Postedt kor 36, 2008
- - Har 21,
| - Teleohonss 12342567 Presolsidalasn 3 s Har 25, T008 5:30 prmv | 2008 2:17
49449 e v
t B
Barme Dryf] Mogidiogion Proaime ¥
Mari: Deghl NOSHEHDs  Paled M
1
|| Add Bew | pimens 13 0f 2

Tr

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

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

Wiednesday, Aprd 16, 2008 7-05 pm|] User namey agency - Sample Ageney in FBO Test B | Legout

* FEnBrzOprs.con . | *

Fcov USAgov

2l Heme

Creala New Hotice

L Procurement Notices
ﬂ Cincuments/Links

- It Agencias 0 Netice Type MNotica Type ingilcedes & requined feld
) Crpamzations ol af e 1 Sl i el g & » R

& Buyers
|"_ﬁ.| My Accounl
\.5} Uner Gosde Sample Apevcy m FED Tesl b
2 ieip Deak

araracting Dffice Locaton®

Offes of BAFT . Admenaliatss |+

Présobcaton W

! Quit Process And Return | Proceed I

w
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4.1.2 Step 2 — NOTICE Details

I. 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*

b.
C.
d.
e.
f.
g.
h.
i
j.
k.
l.

Wednesday, Apid 18, 2008 | 7.08 pm | User nancy agency - Sample Agency in FBO Tesl ﬁ' Lyl

Frduial
Buainwni

* FEpB120PPs.cov

3 Home
B rr
M Ducuments/Links |

= G Agencies 1 MNatlce Detalls *irdicales & reguined fld
il Organizaticns ¥ i % i
& Ouyers | a Holice Dedads
B My Account |
| 3 il Foictalon & Frccurmmani Type
{ : andtad res pciiabun Agri 18, 2008
Usey Gusle diadl P lal hard 18, 200

Create New Molice

ArUrEmeEnt Mafires

'3) Help Desk '1

.

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

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

III.

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.

o
W
[

fication Code®
vice or supply code number. Each =ynopsis shall classify the contemplated contract action un

_,
0

which most clos ion. If the action iz for a multiplicity of

L P o N ¥ O |

& preparer should select the one category best describing the overall acquisition ba

10 — Weapons

11 — Nuclear ordnance

12 — Fire control equipment

13 — Ammunition & explosives

14 — Guided mizsiles

15 — Aircraft & airframe structural componentz

16 — Ajrcraft components & acces=ories

17 — Adrcraft launching, landing & ground handling eguipment
18 — Space vehiclez

19 — Ships, 2mall craft, pontoons & floating docks

20 — Ship and marine equipment

22 — Railway equipment

23 — Ground effectz vehiclez, motor vehiclez, trailers & cyclez
24 —Tractors

25 — Vehicular equipment components

26 — Tires and tubes

28 — Engines, turbines & components

20 — Engine acceszories

30 — Mechanical power transmiz=ion eguipment

[=]
")
31
[=1
=
T

f there iz no cl

Alternatively a user can type the code (e.g., "10" or "R") of the target value to
navigate to the target selection and hit enter.
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I. For the NAICS Code
field, place the cursor
on the field and start

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

to type the code / or tex £
the text for the code. 313112 — Yarn Texturizing, Throwing, and Twisting Millz
If you start to type 313312 — Textile and Fabric Finishing (sxcept Broadwoven
part of a word found in 314129 — Other Household Textie Product Mils -
Esaycs(’z:ren’ \(/av.iﬁ.’stat Stxté the 314811 — Textile Bag Mills ez, Leave empty if then
display terms with that 314555 — All Other Miscellaneous Teatile Product Mills
term in the code. 333252 — Textile Machinery Manufacturing
T T T T e [ | ni-|
II. If you start to type the NAICS Code™
numeric code, the system Type the NAICS code to search for NAICS codes
will present codes 111 2
containing that string of 44710 — Soybesn Earming g
values. 144120 — Oilseed (except Soybean) Farming =
111130 — Dry Pea and Bean Farming
111140 — Wheat Farming Eia
114150 — Corn Farming
111180 — Rice Farming
111181 — Dilzeed and Grain Combination Farming
111159 — All Other Grain Farming
111211 — Potato Farming
111218 — Other Vegetable (except Potato) and Melon Fa B | [—
[few Contact 5 v
III. 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 |
display a complete listing of
NAICS codes which can be
used for selection. Use the i .

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

i
4

I Having Problems With This Field? Click Here. I

MNAICS Cude®

Type the NAICS code to s=arch for NAICS codes
1111110 — Soybcan Farming

i11112ﬂ—0iﬁ¢:ﬂ (except Soybean) Marming

111120 — Dy Pea and Dean Marming
[ 111140 — Vilieml Fasming

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

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

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

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

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

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

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

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

Image of Notice list, displaying “draft” notice:

Thissday, Aard 17, 2000 | 1200 gn

WBar RENCY agEncy - VIASHING TON MLTROPOLITAN ARLA TRANET Arinority By | Lessus

Frdwin

1 e n 1 ..
4T . YPY COY 1 v
* FEpB1zOrpps.cov | Eov USAgo
&8l Hama Procurement Hosces 4 Bstrn
gr M'L 'L':' i ff —arT— T e e A
ehumantiLinks —1
= B Agercias L & ¥ Mo s |
i Organizatasng
& Banera Ikems 1-20 of 31 Jump| 1] | Mgt =
My Az |
i Accaim |mctions  Tatle v SolfHef Humber v Type |Agercy @ Location Posted v Response Deadline v Modified |
c i A dpr LT
2 Unee Gise DD D ayrhyecrel | TosTaleds S rroearsolcitation |sudion  |Indoffice | 4f = i
3 Help Dpak 11:38 am|
Wairee: lpdileiles 1 Poatest Ap 10, 2008
[ Apr 18,
- inE = Combined best 5 g a "_.,
I":u gl o selictatgn alzhagalnum SyhopielSolenaton | eecinh 2nd offic 1l ":"_'"‘"
4300 B
Tt s gt 1 Posbeds Apt 14, 2048
| o HSH i |anbb Presabeation oaa TP | x 208
— G158 am
kiﬂ:: g Qe a .
& 8 g sherengnal et &ward Mot s 5 . 2tes
4 JJ . iraicInexpo reard fiotee SECEROn - :.} pm
adice
e &l Poubest: Mas 73, 7048
W fpategtes J  Poabed: M 23, 3004

ITI. “Quit Process and Return” if used when the notice was not previously saved as a draft,
means that the solicitation will not be saved (will not appear on the notice list). 1
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

II.

I1I.

V.

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.

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.

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.

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

iiednasday, Apel TG, 2000 | 700 om | User nancy sgency = WASHINGTON MLTROPOLITAN ARLA TRANSIT AUTHORITY “ Loggu

* FEpBrzOrrs.cov S, Y Cov (shoo
i Hame Hase Nobice: test - testdd
B Procurement Motices
E Cocurments/Links 1 " ' Attaclrments * incigales & revuired Deld
w» B} Anencies e ¥ y :
il Croanizatons 7 B -
& Duyers
L My Aceount o Artachments
i [ nadd Hew Package | IV
) Upsr Guigs Fl
) nelp Ueak
| o miack || Save Drafe | i uit Process And leaturmn |
| Procesd |
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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.

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

Beninmun

j"r'r Opperreastisy

Cov Usigor

i lesinabesd b - rwmdbicnd1h

Attachments incieadis & risqused Rald

P Paekaoe 51

Aadil Mew Pachage

Bo Bach || Save Drall | Quil Process Asid Relem | | Procesd
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I. 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.

iy leabnotced 15 - eamoticed 15

Attachments inghcates & regured fela

P Packags F
Eiyes Oima
BEhaSRCT e ™
133 Ereme tiew| () annchSeiect Sonting

.Mﬂqﬂhlu'q.

| Em mark || Save Draty || Quit Process And Retuen || Pracesd |
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I. 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.

II. 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

l= thiz package senzitive/zecure”™
@ yES 'D no

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

Project #:

MNSN I MMAC:

Part Number #;

Momenclature:

Iz thiz Export Controlled 7=
O yes O ne

Explicit Access®

O yes O ne

Iz CD Available®:

Cyes Ono

File / Link 21

File*;

For files 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 thizs site

| | Browse... || Large Upload

|:| If Uploaded File i= compressed (.zip}, check here to unzip after
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I. After setting up the terms to name the package, the user will indicate the
controls for access, CD availability.

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

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

with files larger than ~100mb, due to problems with HTTP uploads.
K U '_.'kl.:'.lll LR RRRNY | F]
'-':?',res ) no
Explicit Access®
'-':?',res ) no

Iz CD Awvailable®;

'-':?',res ) no
2l File 7 Link #1

File*:

For files ower

arge Upload button. | requires Java

o D& N2 your brovwser needs o allow popups

i || Browse.. || Large Upload

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

De=scription®;

de=cription for thiz filellink

Entar in =hno
Enter in a short d ip

| Add Another File / Link To This Package |

| Add New Package |

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

IT
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Non-Sensitive Attachments

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

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

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

V. If “upload” is chosen, the user is asked to specify the filename (note, user can

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

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

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

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

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

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

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

Tossday. Leel 15, 2008 1634 pm | User nancy sgemsy - WASHINGTON METROPOLITAN AREA TRAKSIT AUTHOMTY Swieh &oenged | Loagsid

* FEpBizOpps.cov : B FGov Ushgw
& Hame Fiang Honen: dradt prin .
B Frocuremart Notices
1) DocumentsLinks Ly - 5
R~k aAttachmeants irealey & e feld
i Organizatisng e
& Birydra
j My ACOoR
B Pechege 21
LB Uper Guide T
L1 Holo Deak ) yws| (5 e
) Geaseanen
Uzdlsmeniment
[ Cemer (Draf AFFRFS, Aesponses 17 Dueatons, oz

I‘:] Fille i Lk 21

D uziaad ) ek

Aadd Anulher File ;' Lisk Tu Thin Mavhayw

A R Package

o Rack || Save Drait | Juit Peacass And Return | Proraad

Ji)
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4.1.4 Step 4 — Review / Submit

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

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

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

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

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

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

VI. "Print" allows user to open the notice in a printer friendly format. See page for more
details. See page 76 for more details.

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

Weednesgay, &prd 85, 2000 | T4 om | Ve mency sgency - WASHINGTON METROPOLITAN ARCA TRANSIT AUTHORITY h LR

Ewsinans Ll

* FEpB1zOPps.cov i,

GOV USA.go

3 Home Base Holice: tesl - best33
B rraciermens Netices

& Docurmenlsflnks

1 g i

= & Agencies f On this step:

W Drgenizations % Fleade revew your notce miormabcn, T satisiled, ckk

& Eu po3t 1o finalize wour notice. vou may chck save draft

e fa aave your wark far s e tme e enn clek go
|.'_-|;|=-|'|.' ACooant T Al I narck ta maaify the nismanss

JJ Usgr Guice o Rt Submil | G mack | | Cave Orsfe ! I (Juit Process And atumn
I Hel Dok, | Detete || Primt || Past |

Cnanifealin |
iT — Akeraft launching, adieg 4 greund handing squipment

111130 — Diry Pea 524 Bann Farming

nx Date

War 31, 3003 500 pm
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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:
ﬂ
II. Additionally, a user can use the quicklink "Mod/Amend Notice” on their "My FBO” page
to modify / amend a notice.

Tusadwy, Aprl UL SI00 & 25 pori | Ussr nancy agancy - VW SHIRG TOH B TEOPTLITAN ARLA TRANSIT AUTHEHATY Dwilch Ascous] | Lomos

* FepB1zOrrs.cov 52 PEOV (5400

3 Heme Brocurmmsnt Rotices i Batyrn
E *':-:u-'er--tr-:-::,‘-:e; | Precurement Notices "|:' Trafty 'I.' Artbaawd 'fru::--l-n-:l [T I|I
DosmEnteLins T
= [ Agercies ! Ny LSO = Lags
W Crganaaticns O ol e o m i
& Buyers i Clpras - Gamtined |l Saurcas ey | fralact | | Claar | g
| Priacicaal e ooy L o
&Mv e Synspuaiioicdaten fl;u;ﬂl :’ 2 E.U"“
| [ MocitirmionismendmensCascel [_| Saie of Swpis Fropemy ;H::H"I
3 Uner Guride
= [l Feongn Goviemmant Sunsan ] Awand Hotes
3 st rea ™ e TR,
Pasind  Seluck || Chane |1 Labesct || Cluar |
Gu | Clear |
Items 1-26 of 30 Jemp ! Y| Rpae
Actions  Titke v | SoifRel Mumbery Type v (Agencyw Lecation v Posted v Response Deadiine v | Medified
2nd guplicg
Q A € § [ferae Cembined test Ape 1}
* E 3 i - |
s nat estalete e 5 ¥ 2008 9:28|
- Y Synopss/ Solataben | gectien i |
"'—“:ﬂ'i.l & o
| Voifealon]  Posted: S 15, 2008
eofication §  Posbed: dar 39 2008
| Upafication T  Posbed: Har IT. 2000
Wame: Bodficafion § - Poshed: Har 25, 2008
Hrrve: Madfemion 5 Posied: Mar 35 3508
Wit BSARCAROR 8 Poubed War 35 7000
Wame: WiaRepsond  Posbed: Wic 35 2008
Rame: Uasdiagian 1 Posbes: dar 23 30080
teame: Podfeainn Posied: lar 25 2008
da9499 Enpliser teg | <SASET1ZI Cuenbinad ot ] Ll War 31, 7008 3:15 pm :I:c-lzi
Synopsu/Sokomatem | gechen i Lol 12:88 pm |
- } Har 23,
@ 2 D | gearegr asdfasdl Prasohonation . |F + Mar 31, 2000 5100 prm | 2008 G245
pm
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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

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

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

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

* FEpB1zOpps.cov =

3”““ Few Bbodehication for 3nd explicil occess make sure not iniversal stoturs for all - eststale
& Frocureme Noboes
ﬂ ErscumentaLinks

~ B Agences
Wl Crgamisatinne
& Buyers I
(il Moy Acmount

Modification Detalls RS 4 nbrhd bl

Tl mcice Datiin adtedl ecipios

[T} AHacherents, sinsh Fies
‘B \msr Guide
3 woias k] [t o | et
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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).

Tueszay, dori 15

2008 | 830 pm | Lser mancy sgency - WA SHIBGTON MCTROPOLITAN ARLA TRANSIT AUTHOSITY Zedch &roogm | Logoe

* FepBizOprs.cov .

g"-ﬂ-‘nu Hawy odficaton for Jred Sxphcit S0CRES Make SUNE ROt Universal siates for o - eatniate
Y reoouremert Motioes
B pocumentalLaks
w» 1 AgentsE
Wl Drosnatons
& Duyers
(T sy feeouen
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I. If editing the existing description, the user will be able to edit the existing
description and other notice detail fields.
MNotice Details * indicates a required field

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

Add The Following To De=scription®:

To paste text into thiz field, click the icon with th

= i

[= s

d pop-up Wwindow that a

eld. Mote: you may ne

B I US===@[mO ¥-

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

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

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

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

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

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

Tusnddy, Agril & 2000|630 3| Masr nancy agency - Sample Agency in B0 Tast Smic Acciust | Lodoqt

* FEDB1zOPPS.cov 5ot *

FGov [SAam

@ Homa Wi Modifcation for new sdmin imer . 777666337
B Frocuramant Natioss e N
. gfﬁ:m i Attachments inicaien 3 reovired Beki
i Organiatn I Mhery Pacich
& Buyers
(B My Acroum z . ;
III Al W Pachags
1) liser duice
B Helo Beak
Go etk | | Save Oraft || Quit Brocess And Heters || Broceed 11
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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.

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

Testidiy, Aani 15, 3000
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Base Notice: testnotioed 15 - neamoticed 15

sraraid PR

Attachments IRCANS 8 FequeET S

(@ My Arvount

3 Uner Guide ¥ Cinge
) i Dose I Oryea Do

G k|| Save Orefl || Quit Process And Retuen | | Prosemd
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If attaching sensitive, but unclassified documents, the user is given the option to enter
a new package or to select an existing one (enter the PR# and use the “find package”

button).

L.

Ttadiy, Aand 19, 2000 | §52 pn | Uker rancy sgency - WASHIRGTON MLTAOPOLITAM ARLA TRANET AUTHORITY wiet Accoen | Lige

* FEpBrzOrps.co

jm"‘# Barsn Wolice: lesinoiced 15 - eremoticed 18
u Broaairnrmeil Noloed
1 ff::::::“""“‘“ Attachments "ingieatns & regured fels
& i v Fachmge b d
i Orgarezations 3 t _I Fald
& Buyare
.'EI""F Arrnunt
| P Package g1
LI b Guide 1 ik S T
(1) Helo Deak = ypea Choa
I Dt v W AR 1D SIREIE AR OF EEICRAERET Eamirg
) Cremip haw | (=) 2npen/Teine Exgime
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Copyright © 2008 www.fbo.gov Page 53 of 145



Location Admin 1.88

I. 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.

II. 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

l= thiz package senzitive/zecure”™
@ yES 'D no

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

Project #:

MNSN I MMAC:

Part Number #;

Momenclature:

Iz thiz Export Controlled 7=
O yes O ne

Explicit Access®

O yes O ne

Iz CD Available®:

Cyes Ono

File / Link 21

File*;

For files 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 thizs site

| | Browse... || Large Upload

|:| If Uploaded File i= compressed (.zip}, check here to unzip after
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I. After setting up the terms to name the package, the user will indicate the controls for
access, CD availability.

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

B LRy LA L AL T
'-’:‘-"_.res o

Explicit Access®
'-’:‘-"_.res o

lz CO Available®;

'-':-"_.res ) no
File / Link #1

File*:

For files

r
to allow popups

from thiz =ite
| /[ Browss... || Large Upload

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

De=scription®;

Enter in a =hort description for thiz file/link

| Add Another File / Link To This Package

| Add New Package |

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

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

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

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

V. If “upload” is chosen, the user is asked to specify the filename (note, user can

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

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

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

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

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

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

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

Tossday. Leel 15, 2008 1634 pm | User nancy sgemsy - WASHINGTON METROPOLITAN AREA TRAKSIT AUTHOMTY Swieh &oenged | Loagsid

* FEpBizOpps.cov : B FGov Ushgw
& Hame Fiang Honen: dradt prin .
B Frocuremart Notices
1) DocumentsLinks Ly - 5
R~k aAttachmeants irealey & e feld
i Organizatisng e
& Birydra
j My ACOoR
B Pechege 21
LB Uper Guide T
L1 Holo Deak ) yws| (5 e
) Geaseanen
Uzdlsmeniment
[ Cemer (Draf AFFRFS, Aesponses 17 Dueatons, oz

I‘:] Fille i Lk 21

D uziaad ) ek

Aadd Anulher File ;' Lisk Tu Thin Mavhayw

A R Package

o Rack || Save Drait | Juit Peacass And Return | Proraad X
: ———

N
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I. At step five, the user is able to review materials, and if appropriate to “post” the
modification/amendment for vendor review.

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

ITI. 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.

Tuescay, Aarl 18 2008 )& 4 pm | User. nancy agency - Sample Agency in FOC Test Ssvich Accpyrt) Legeus
T ———

e

* FEpB1zOrps.cov 52k, Foov LUsigor

& Home vy MboadBCation 105 Niw Somin nter . FT7R8830T
1D Frocirmmeant otices
ﬂ DeumantefLinks
= 3% Agances f o this step:
B Organigatans Meane revew piur fotes misrmation [ asinses, cick ot i feakse you
& Birpms Pl Vo Ry ShOl v GEN B Bdl yEOT wark Tar i le e, o GBS
¥ ChCK o Dack 3 mody the infemaihon
(B My Bccemm | v
B ak i G0 Back | [ Suve Draft| | Quit Process And Return | [ Print ] [Post]
(D) eip ek Modification Deatails

T — il st Ihe
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i Ta Deacraban

MNotice Detailis

Ty Mudilication Amanament 7
apri 18
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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:
%]

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

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

SI00 & 2T peni | Umsr nancy sgubncy o VA SHIRG T O BB TEOPOILITAN ARIA TRANSIT AUTHONHTY Dwilch doosus] | Logoes

Tusaduy, Apnl 1L

* FepB1zOrrs.cov 52 FGov LSt

3 Heme Brocurmmsnt Rotices i Batyrn
E Frocuremant lotices | Precurement Notices '|:' Trafty 'I.' Artbaawd 'fru::--l-n-:- [T I|I
Donsmente/Links ¥
w f ApamniEy Ny as oL » LBgg
i Organizaticns O ol e
& Buyers i ) Prsdoiohaing Gameinad [ seurces S
) Dure
;}Mv e Synspuaiioicdaten fl;u;ﬂl
[ | Mpartestoniamendnenstascel [ | S of Surpis Sropermy A Eptcal
Yt
3 Uner Guride
= [l Feongn Goviemmant Sunsan ] Awand Hotes
1) lslp Deak i Hliatel D P
B k] | Shene | 1s Ligabeck | Chont,|
(=) : Clear |
Items 1-26 of 30 Jemp ! Y| Rpae
Actions  Titlew | Sol/Hel Mumbere Type® Agency e Lecation s Posted » Response Deadiine v | Medified
2nd gxplic
Q A € § [ferae Cembined test Ape 1}
* E 3 i - |
s b estalste e 5 L 2008 9:28
\niyergsl SynopsisFolataben | eechen .m |
! it b &
|
Ponted: Age 15, 2008
T
Poabed: Wi 37, 2000
- § - Posbed: dwr 25 2008
Hame- Madficalion & Posbed: lar 35 3508
Wairoe edfeaiani 4 MPouked Wid 35 2008
Wame: WiaRepsond  Posbed: Wic 35 2008
Nare: Uadfaghan 3 Pogbes: Mar 23 2008
tame: Podfeainn | Posied: lar 25 2008
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B g
- L M 23,
Q340 8 gearasar nsdfasdf Fressbotaben st PR | o Har 31, Z000 5100 pr | 2008 G4
]
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I. In creating an award notice, the user is required to enter the contract award date,
contract award number, contract dollar amount, and awarded contractor name.
II. Contract Line Item Number and Contractor Awarded Address are not required fields.

Tussaay. Asrl 15, 2000 | £47 o | Medr Rancy agency - Sample Agency in FIO Test Swles Atcouet| Losow
- — —

-

* FEnBizOpps.cov PEov TS0

(3 Hams ligws! Ewiand Tor naws admin inder . FTTE6EIT
3 Procuramant Motites = — — = |
= calind E
£ e L Notica Datails iHee 4 reavioed el
= Bl ~gencees
N Organizations
& Bupen
(& my sseount
(T Ugsr Casse piogten = . i Peied
B Mok Dosk TTISBENT wevard Nooce Aol 1€, 2008
fEw adTE D
10 = VWRagsA "
N AT = Scnitfi Usching Embroidery -

Maving Problams Wit This Fiald? Click Hara.

| Batwst Datia | | Claar

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

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

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

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

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

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

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

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

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

Tuesday, Aarl
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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.

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

Testidiy, Aani 15, 3000
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If attaching sensitive, but unclassified documents, the user is given the option to enter
a new package or to select an existing one (enter the PR# and use the “find package”

button).

L.
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I. 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.

II. 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

l= thiz package senzitive/zecure”™
@ yES 'D no

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

Project #:

MNSN I MMAC:

Part Number #;

Momenclature:

Iz thiz Export Controlled 7=
O yes O ne

Explicit Access®

O yes O ne

Iz CD Available®:

Cyes Ono

File / Link 21

File*;

For files 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 thizs site

| | Browse... || Large Upload

|:| If Uploaded File i= compressed (.zip}, check here to unzip after
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I. After setting up the terms to name the package, the user will indicate the controls for
access, CD availability.

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

K L3 LA L U I LS
D'_.res o

Explicit Access®
D'_.res o

Iz CD Awvailable®;

D'_.res ) no
File / Link #1

File*:
For files over 10 Mb, pleaze use the

arge Upload button. | requires Java

L u
to be n=taled on your system, and your browser nesds o allow popups

wm o
I
=

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

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

De=scription®;

Enter in a ghort description for thiz file/link

| Add Another File / Link To This Package

| Add New Package |

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

Copyright © 2008 www.fbo.gov Page 64 of 145



Location Admin 1.88

Non-Sensitive Attachments

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

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

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

V. If “upload” is chosen, the user is asked to specify the filename (note, user can

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

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

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

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

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

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

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

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

III. 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.

Tuessay, Azani 15, 20021550 pm | User: nancy sgency - Sample Agency in FBO Tewl Sivich S | Logee

* FEpBizOrrs.cov o

i Home Moy Bwsaardl Ton fharss SOTFEn inber - FTTEBEI2T
@ Precurament Nebors — — =
B coammenta/Links
» B AgEncias ‘J 0 this stop:
i Urgarzationg Pisaid: révwdn pler NoSce niarmaticn N aafmded ok poal 13 Wadds s

You may r f o ClY
-L Berpars notice. Yo may Chck e draft b mave yoor wort for e lime, o O

i ohzi g ek B moohy e n ol A
P My Account
B Laas Guids e Bath | [ Save Doah ] [ Gt Pracass And aturs | [mret | [mest[( V/
1) Helo Deak Notice Detaills
_-'E{:ET dpgard Hotoe g a.:-"i i® .E.l:-.:i

Copyright © 2008 www.fbo.gov Page 66 of 145



Location Admin 1.88

4.4 Cancel Notice

I. 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]

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

ITII. If an award is being cancelled, the user is prompted to enter additional text that will
be highlighted to vendors reviewing the cancelled notice.
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I. If an award is being cancelled, the user is prompted to enter additional text that will
be highlighted to vendors reviewing the cancelled notice.
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II. At the bottom of the form, the “"Go Back” button takes the user back to step two in the

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

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

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

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

ITI. 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.
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4.5 Deletion of Draft Notices

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

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

(a3 Home

ﬂ Procurerment Nolices
Drocuments/Links

» I Agencies
i Organizations
& Buyers
& My arenunt

) user Guige I
1 heln Deek

Base Nobice: 1test rephcabon - aabb

‘ Required Fields Missing:
Thee Toliowing regured feids have nol been Mled ol on previoss sheps
Please po bach and Ml o all reguired fedds belore yoo can subml

u KAKLS Coce & reqguired

1
&
o Rvioaw Susbmit
j 0n this step:
Piraas revilte your olics nfamation If aatamed Choi POl 1S fnakre

YOLIr NORCE. YOU mAY CRCE s drafl in save your work 5o Rier ime,
o CAN chek go back In maddy Be intarmahian

Windows Internet Explorer

\:i:_) Are you sure you want to delete this entry? This cannot be undone.

ﬂ[ OK H Cancel

V' 38—~ Maderisls handing squipment
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4.6 Archive Notices

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

II1. When the notice information tab is open, select the “archive” button to archive

the notice.
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I. User will be asked to confirm the “archive”.

Windows Internet Explorer

\:!r) Are you sure you want to archive this notice? This will archive all related notices,
documents, links and sensitive, but unclassified documents.

QK Cancel
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4.7 Unarchive Notices

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

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

notice.
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I. Select “unarchive” to return the notice and associated documents to active status.
II. The system will prompt the user to confirm this operation.
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4.8 Print Notices

I. Users can print both released and draft notices.
II For a non-draft notice, go to the notice list and select the review icon.

III.

displays the notice in a printer friendly format.

When the notice is in review format, use the "Print" button to open a window that
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I. In the print window, "print" sends the notice to the printer.
II. Use "Close" to close the print window.

Preas Print or select File » Print from the browser menu to open the pnnt dialog

o] i

d: 5533hou / added export after original explicit added - testexpexport

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

Pusted Date: Original Response Dale:
March 23, 2008 Mar 31, 2000 5:00 pm

Response Date:

Archiving Policy:
Automatic, 15 days after response date

Original Archive Date:

Archive Date:

lassitication ode:
A - Hesearch & Uevelopment

NAICS Code:
111 — Crop Productionf111130 — Dry Pea and Bean Farming

II1. For draft notices, the print option is available at the "review/submit" step of the
notice

Copyright © 2008 www.fbo.gov Page 77 of 145



Location Admin 1.88

4.9 Review Interested Vendors List

I. To review the “interested vendors list” for a solicitation, use the review icon to open
the solicitation from the procurement notices list.
II. Go to the “interested vendors” sub-tab.
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5 Bid Module

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

5.1 Enable / Disable Bid Module

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

Lﬁ Home

Procurement Motices
@ Documents/Links
E‘J Manage Locaticn I
& Contacts

il Electronic Accounts
a Stats

& My Account

II. Click on the “Edit” button.

|'( Edft Location l'|.'_'l'|13-:-nl:.an:l:s ‘\
II }

V
Office Location Information

= 5YMP
Nams: Symplicity Test Location

Address: Wilson Blvd
Addington, Yirginia 22202
United States

t: Default On
t Default On

Allow
Allow

yes

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

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

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

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

ii. “Allow Doc Package:”

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

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

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

_I((EditL::ucaticun YCE‘I’IEE‘:EE \

Office Location Information

Mame™ |5yrr'|:-'clr5.rTE-51 Locauon |

[Wilzon Bhed

ih:l.ln-;t:-r: |

iz =

|22202
e

| iLIn"I-_-z Cimtes -

andnr View (V1 List Nefaul  7) Forced On @) Forced OFf (@) Default On (7 Default OFf

™) Foered 0 (7)) Foersd OFF (@) Nefanlt On () Nefalt O

) Allow (@) Mot Alow (7 Ignore

@) Alicw [T Mot Alow (7) Ignore

@ ye= (@) na

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

5.2 Create Notice

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

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

and Doc Package) independently from one another.

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

Create New Notice

| i.l = Type E|d5
Electronic Submission/ Responses:
f i | Motice Details Select the type of electronic submission thgt you would prefer
o [¥]CLIN [f] Doc Package
! 3 | ALlS me
% | Go Back || Sawe Draft || Gruit Process And Return || Proceed
if..ﬂ Bids
@ Type
=) Clin Template
| é | Review'S
II. By selecting “"CLIN,” the buyer enables an online Item (CLIN) Builder which will serve

as a template for the items that vendors will be requested to quote on.

I1I.

If “Doc Package” is selected, vendors will be able to submit document responses (file

uploads) electronically.

V.

d.

The CLIN template includes the following fields:
a.
b.
C.

Line Item Description*: Buyer provides a brief description about the Line Item;
Quantity*: Buyer enters the quantity of the Line Item;

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

“Add New Child Item:” Buyer can add unlimited child line items under each
parent line item; the child line items will be indented when displayed.
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Bids " indicates a required figld
CLIN.
Bl Edit CLN information

Linz liom Desaoription®:

Provide a brief desoiption sbout the Line lem

Lina Hanm 21

Gluantity*
Emnter the guantity of line item b
1000
Children:
Add = child line iksm
ﬂ Edit LN infommation

Line ltem Description®:

Frowide 8 oner gesaption aout the Line [t2m

Child Line Item #1

Cruantloy:

Enter the gquaontity of line item

SO0

Children:

Add a child line item

d  VewChidiem | | Dalets Chid Line hem

| Add New Chiid item | | Delete | e

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

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

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

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

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

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

Create New Notice

i | Mol Type Hids * indicoles o reguired field
Electronic Submission’ Responses

CLIM, Doo Package

CLIN:

3
Ling ltem Deseoripbion Cruantity
ES Bids Line ltem &1 10030
Child Line Heam &1 E0D
Lina Ham #32 TEO
@ Reoview
By Re Sub-mit Go Dack | Save Draft || Guit Process And Return || Proceed |

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

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

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

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

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

5.3 Modify/Amend Notice

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

(1) notize Tyea Modific ation Details

Vihere do you want to start the modification process®:

@ i aadion Tyge Motice Detsils, add/edit desoription
" Attschments, sttsch Hiles

III

? Bids (CLIM / Doo Podagcos)

I_(.l-.u-fl {
B

| G Bach |' Gruil Provess Armd Relumm | Pruoceed

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

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

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

l.-'i:l Wulize Type Bids * indicates a requis
Ebactronie Submission’ Hesponses

-~ Salaet the type of slertmnin sibimisEnn 1Ret yois wald preter IV

[z Wiodificetion Typa

S of |CLIN | oo PRrkage

Co Dack i Sarve Draft Quit Mrocess And Retom ” Mo Change, Contimuee To Review Hep || Mrocesd

E-j Hids
@ Ty

A

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

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

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

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

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

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

The page at https:/fTbo-test.symphaty.com says ﬁ

0 Il you are nol making any changes Lo this cin temiplale, please dick "'cancel’ and Lhen cick "o
change, continue to review ctep’. It changes were actually made to this template trom previous
versons, chick "yes' o conbinue. Please nole Lhel proceeding wall send an email alert Lo all vendiors
that previously submitted an electronic CLIM responce tor this notice,

L ok || Canea I

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

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

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

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

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

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

5.4 Manage Vendor Electronic Responses

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

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

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

d. Note, on this page, the user can also review the available type(s) of electronic
submission, as well as the CLIN template created, if applicable.
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Base Motice: Bid Mod Te - MM-FBO-039
4 nETLAN A AETUMN TOLET (MOTEES

Finpies nbnrmmation Fatage BB mwonree rermled Vendon ﬁ'- B

U met: Tha notice hes been posied, Any hanges Mudl Be GONE 10 1BE 18R & fw Medinicalisn/amenament noboe

T | [P T | R | I PROCURCMCNT NOTICE NP
| Famm To Lint | un-um\nnumm_"___”_m _ ______ | [P | e bt '!. e
Ry flick Blergs
- - Fabrusny 1, 3008
Notice Information opnsin Tt
By Uiz Buyar
Solicitation: AgencyiOffice:
UL FBO-03 Office of nlegraled Soguistion Environment ELECTRONIC EUBWISEIONE
d Bics Packacs
L ocation: =R

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

Bid Mod Test 39 MM-FBO-039

§ ROTURN d RCTURN TO LT c3

| |
Motice [nformation Packages Bids/Responses || Inisresied Vendos

_ﬂ Mo items found

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

Vendor’s first and last name;

Vendor’s company hame;

DUNS if available;

Type(s) of electronic submission;

Total Bid amount;

Date the response was submitted.

"D Qa0 oo

dail il L Jo b Lk o] Led 3 Te sponeE s Irinresied Vianaon

e TRE A

[2]=] Last Hame ¥ First Mams ¥ Cehiraoior ¥ DUNS ¥ Fypa Tobal Heg ¥ Hwbmilied LOn ¥

m W amdige L] ) FED Tadl Vendo! LN, oo Haouge < B0 00 Fab 21, 2009 10172 pm

‘:{] Vindoll2 -5 Tt Vendor 2 CLIN, Dot Padage 1.500.00 Fak 21. 2009 1125 pm

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

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

—[‘ Notice Information Packagss Bids/Responses Interested Vendors

| Return || Create Award Notice |

Response

i Contractor:

Name:

FBO Test Vendor

Dioing Business As [DBA):
FBO Test Vendor
Fullname:

Micki Vendor

First Name:

Micki

Last Name:

Vendor

Email:

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

Line ltem Description Cruantity Unit Price Totzl

l e lbmm &1 .50 2.500.00

Grand Total: 2,500.00

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

iii Documents:

iv. A right side bar displaying the date the response was created, the date it
was modified, and the vendor’s full name.
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REFPONEE INFO

Created: Feinuan 21, 2008 1112 pm iv
By: hkck] endar

Modifisd:  Febnary 21, 2009 1038 pm

By: Mikck] iendar

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

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

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

Motice Informaticn =AE:‘5‘5;EE Bids/Responses | Interested Vendors

L
Corz || Notes b
Keywords: IEI

_ﬂ Mo tems found

ii Add New Note

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

Moboe Informaton Fackages Bids/Responses

Lo Holes

| Submit || Save || Return |

Hote Information

Ry

| Bubmit || Save || Rsturn |
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1. “Submit” saves the text entered and returns the user to the main
“Notes” sub-tab listing all saved entries;

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

3. “Return” does not save the text entered and returns the user to
the main “Notes” sub-tab listing all saved entries.

iv. A user can view and/or edit a note entry at any time by opening the

iv

\'%

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

Hiou Heapgnnues
Yisdea

E

Hody ¥ VT W
Ly | il soiy Fa 23, 000, W13 pe
‘riJ honl wie Pt 11, 200, 4] =

it Fawws Minke

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

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

Packages Bids/Responses Inter=

Mote Information

Body: test note

V. A user can download all or a select number of vendor responses into a Zip file by
following these steps:
a. Within the “Bids/Responses” tab of a particular notice, select the responses to
be downloaded using the checkboxes next to each response;
b. Note, to select (or deselect) all responses, the user can simply click on the plus
(or minus) sign at the top of the checkbox column;

b HE

c. Next, click on the down arrow next to “Batch Options” and select the "Download
Zip"” option;
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Matice Information Packages Bids/Responses Intere=sted Vendors
Heywords

Batch Options V) C of 2
Dorriioad Zip \ ’_
b gst Name ¥ First Name ¥ Contractor ¥

:I'I @ Vemdor Micki FBO Test Vendor

i7_| Q—J Vendon2 Miicki Test Vendor 2

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

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

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

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

Notice Information Packages Bids/Responses Inben

First Nama ¥ Contractor ¥ DUNS T
Micki FBO Test Vendor
'_ul_'. QJ Vendor)2 Miicki Test Viendor 2

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

i. Enter the Subject of the email message;

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

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

iv. Use the yes/no radio buttons to indicate if the message should be
formatted using HTML;
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[ 1 " e . ARSI LT S fa

abce Informaho FECRagEs Bids/Responses

Response List Mazil Wizard d

ETEP 1: Review/Edit Message
Pizaze review/set the parameters of the message you wish to send. Maks any changss in the form below, seiect whether and how
you wish to save these changes, and then select the “nesdt’ button.

58

HTML Format
iv Do you wish to format this message using HTHWL
'_ yes no

v. Enter the message body, including any “"merge fields” which are
identified in the right side bar; the user can either type the identifier
(including the brackets) directly into the text body, or click on the blue
text in the side bar to insert the information wherever needed.

IAVAILABLE MERGE FIELDS
sol number]

agency]

of fice]

location]

wvendor fullname]

wvendor fname]

wvendor Iname]

wendor contractor name]

wvendor contractor duns)

date]
tab]
system wrl)

vi. The user is able to select one or more files from their computer to be
included as part of the message.

1. Click on the “"Browse” button to select a file;

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

3. The user can delete attachments at any time using the “Delete
Attachment” button (note, this action takes place immediately,
independent of submitting the form);
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4. The user can attach more files using the “Add Additional
Attachments” button;

Attachment(s):
File:

|B-mw5-.=-_| 1

Send Method:

) inchede in email (@) send as link

| Delete Attachment | 3
: —

| Add Additional Attachments | 4

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

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

~¥330& Dida/Mesponses || intsrestod Vandses

Mezpense Lzt Mall YWizard

Plaasa raview the kst of recipants balow, and make ary desred changes

[m &3 y.com
TEMCVE SESCIET efDEnE i
WARNING: When you click “Jend Messages', the mailihg will begin. This is your last chance fo change yowr mind or make any comecticns
cRnoal £ pemy ! | Send Massages

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

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

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

5.5 Create Award

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

’ﬂ (see section 4.3.)

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

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

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

:‘l_
| Return || Create Award Motice | v

Response

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

Title;

Classification Code and NAICS Code;

Contract Award Date;

Contractor Awarded Name and Address;

Primary and Secondary Point of Contact Information;

. Existing Description.

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

mDoo0oTo

-

5.6 Cancel Notice
See section 4.4.

5.7 Deletion of Draft Notices
See section 4.5.

5.8 Archive Notices
See section 4.6.

5.9 Unarchive Notices
See section 4.7.

5.10Print Notices

See section 4.8.

5.11Review Interested Vendors List
See section 4.9.

6 Non-FBO Secure Document Link

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

6.1 Create Non-FBO Secure Document Link

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

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

Teeadny, Apei 15, 20021 714 g | User; nancy sgency - WASHINGTON METROPOLITAMN AREA TRANSIT AUTHORITY Swigh Secrgm | Laans
—

* FepBizOprs.cov ROV TiiA.co

il Home thon-FERCh Soicitations 1 Stz
g Frocunsman. il fﬂ-u;u-zﬁz-d Muboze TD:-;IE: I|:"-‘.--_I--1-ml 'r'.mm-rm Solicitations 1'.
B oecumanteiiinke  He— ey e s
o i AoaRco [ Salicitalions (IS
i Trpanizatees = I
EEpwinis (3 | cal|
il Uurpsng. ¥ by Mo |S=|
(b My scount Resullts; ltems 1-4 of 4
Actinns salfiel @ v Created an s Hebnased v
Ungr Copsn I
b =] 2608 Mar 26, 2008 3:3% pm "
X Hein Desk |
[+ 5897 Mar 25, 2008 103 pm X
|
|G Batdalne? Mur 35, 2008 &:0% pm Ape 17, TO0H 9:30 &M
|
W deletzion Apr LS, 3004 837 am g 15, 2000 5317 am
|: Pkl P i -1 B47 Seweitation | Thems 14 ol 4

I1I
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I. The first step of creating a Non-FBO Secure Document Link is essentially a simplified
version of the notice form. This form only captures three key elements:
i. the archive date
ii. point of contact(s)
iii. solicitation #.

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

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

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

in screen shot).

Thissay, Spl 17, 2008 | 1253 gm | User. nancy sgency - VI TRNGTOM B TROPOLITAN AREA TRAnsT autnomTy By | Lics

* FEpBi1zOrps.cov TR

o Hama [Mews HonFBO Sellcitsion]

-_'I:l irermart Motsed
DecumantalLinks I Y i
EM it o Datnds Sollcitation Detalls iogicales & regolend Retd
- rrns
il Orgamirannng
& Buvers

(B My Aeenyes 1

WASHNGTOH BETROPOLITAN AREA TRANST AUTHORTY e
L Beer Lands
T T

nancy ageecy (el Maypicey cam) | W
]

SADSY MRSy

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

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

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

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

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

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

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

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

Thuraday, &prd 17 2208] 13 55 pm | User: nancy agency - WA SICTON METROPOLITAN AREA TRARYT AUTHOSETY B | Locss
sy

* FEpB1zOrps.co . b

_3 ik [y Mon-FEO Sohcilston]
£ #rucurmmmeen megice = — = L
Coouments!Links . s 4
E e 1 Attach Packages nnzaleD B ROATED b
- il v
W Crganizations
& Ouysns @ Fackmge #H
(B My fecount
D ner Guidy () Erente Hew () Alach®einct Fantng
1) Hielo Deak
yeu | "]
Jyen (laa
Jyes Ciag
B rcn
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I. The final step of creating a Non-FBO allows the user to review and submit materials.
II. “Go Back” takes the user back one step in the process.

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

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

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

Tharsday, &gnl 17, 2008 | 1255 pm | User nancy sgency - WASHINGTON METROPOLITAN AREA TRANSIT AuTswoamy By | Laasus

e T wd d . -
* FEpBi1zOrpps GOV LSA.qo
& Home [Hew Hon 0 Soficitarion]
u Procuismenl Kol
B becuments/Unis ot H e
- 1 Solicitation Detalls
il UrparsZaticnd ] Pk N o
& Buyere VWAGHINGTON VETACHOLIANR ARLA TRAIST ALTHORTY
(B My sccount e Rtsvizw Bt
. | #
) Staer Gugie = it
() el Desh I Pty Pl 41 Contbi
Gy SgREs melrg
teal
[0 (M QY 07

Spei 24, 2008

Attach Packages

@ Pachage 8l

O reas
b i
Expict Accs. yel
Avmiabies yisd

BRI (7485 M)
Descripion: safdsad!

[Sesac] [Swve orats | [ Qe Process And Retern | [ Astanss secration

Vv
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I. The link for the Non-FBO solicitation is presented in the notice when it is released.

II. 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.

Tusaday Al 15, 2008 T 21 pa | User. nancy agency - WA SHINGTON METROPOLITAN AREA TRANSIT AUTHDEETY Sodch Scoourd | Licaws

* FenBiz() "GOV [SAgo

?"‘“’“' Hon-FBD Solcitalon: delelson  Btarn © Aetuin To Lnd haniis)
Ii-.'l};tmm'a;::.;l:" ..-/ Precuremen Nobses '{Drm Y-‘.'.ﬂh'\rﬂd Fnuﬂ-rnu sabicitalions .lll
» i Apencies { Dmtails {Athonced Paries | 1
) Ceganizancen | Usraleara Sclictation | | Maturn | [Archive | Won-FB Solicitation Infe ]
&:T:”"""’ i : | Creasect | Aped 15, 2008 527 aref
| i Solicitation Details | Byl |
Usdfied [25r1 13, 2008 377 an
ﬁw Lpereyifes WASHIGTON METROPOLTAN AREA TRARST AUTHORIYSest sechon o | =
i Deak B e
iy Peant 81 Conas
mnive DO fem 73 S004
I (L] m ¥ pEpe Ofbg-begt pymgbcty oomyedledeidsigon
Attach Packages
P Pechsge mi
" N
samnadis (24,50 Ky
racrpine e
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6.2 Un-release Non-FBO Secure Document Link

I. Users can un-release Non-FBO solicitations. Doing so renders the Non-FBO Solicitation
link nonfunctional. 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

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

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

item.

718 £m | User, nany Baeney - WA SHINGTON METROSOLITAN AREA TRANSIT AFTRORITY Sustzh Seamern| Lanaus

Tessany, Sae 15, 2008

* FepBrzOprs.cov 5. GOV USt.go

3l Rums thon FACH Solicitations 4 Belas
IJ i bt - il O —— TR '{.E' ilky I[.l thregd Ir Mom-Foo Solicitations I'.
B pecumasteLinke — ——
v B hgancass " Solicitalmons __r:'_il'll II | |
M Organizaty r
s i [eo ~_-
(M oot iﬂuulh.:ll*-rml.--i of 4
D e casne 'L'J"“’ ol b 1C Ralonsed v
12600 Mar 36, 2000 3139 n
3 Helo Desk [ ; e i
'ﬂ 58975 Mar 35, 2008 5:02 pm X
@ Hatdefony MaF 35, 2008 8§08 pin fige 11, TO0H 8:30 am
duleigian Agr 13, 3009 227 am fgr 15, 2000 F5dY am

@
S e sebcmaton | steane 14 o 4
111
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I. From the Details tab, use the “unreleased solicitation” button to unreleased the Non-
FBO solicitation. When prompted, the user will need to confirm intended operation.

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

ITII. “Return” returns the user to the list of Non-FBO Solicitations
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6.3 Delete Draft Non-FBO Secure Document Link

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

II. To delete a draft item, the user can click on the review icon for the list item to open
the draft notice.
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I. Within the Non-FBO notice use the “proceed” option to move forward to the
“review/submit” step "

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

* FepBiz(

3 Hame Heon FRICH S -
B Frocuremant Hotices
B PecumentalLmks

1
- 1l Agencies Ay wote:
il Orgarszaticns 3 A Tha pcbcdation and afach4d Fecert FRchbjed have N30 ol bees relannsd a2d
. Buvers e saved as draft ou may mabe modifoaiioes ang sl when ready
D My Acenunt o Revviewi Subimit = :
Solicitation Details
L er Gapde
1) pmip D

WiASHMGTON MLTROPOLITAN ASLA TRAMSTT AUTHORITY
W

NENCY SRJrsel MerD,
et

npgfionggnency om

o Date
gl 34 2000

Attach Packages

W@ Pachage 81

L tmar

A Atceun yee
AvmitE el

DELidry e (M4 40 KB

Dl i

| Gu Bask | | Save Drafl || Quil Prevess And Ralurn || Daleie |

Copyright © 2008 www.fbo.gov Page 102 of 145



Location Admin 1.88

7 Manage Document Packages

(outside context of FBO Notice Creation)

7.1 Add New Document Package to Existing Notice

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

II. Use the “add new” button.

ITII. 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 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.

Trursday, April 17, 3006 | &2 om | User: nancy agency - WASHEIGTON METROPGLITAN AREA TRAISIT AUTHOMTY ‘
Ligas

FGov US\gov

* FEpBi1zOpps.cov &

h Home Mocumenis Links 4 BElLETy
L Procuremant Notices - —y
- f Packages l'l'L Auhorsed Partses
B nocumentoLink
= fl Agenci Ky b Mo | Ge || Chee |
W o =
& Buy [Ttems 1-30f 2 |
{1 my Age |Lahel f PR &® Typerw Solicitatian s Created on v Posted Oy |
IA65F280 Orkier (Draft RAPS/RF] s, Rasponses to Questians, ste. ) | 22334455 Mar 25, 2008 10:22 am | Mar I5, 2008
3 gy Gun s IR
ivenbsarl Wiew e Gocs.
1 el Dask 1 |
{ BB a3k s Chigr (Draft RPPsRFTS, Responses to Questons, etc.) | alohasoinem dpr 16, 2008 3:%08 pm Apr 16, 2004
o] oo e (i
Caher (Draft RIPs/RFlE, Responses to Questions, 4t} | LS00 Mar 26, Z000 406 pry | Mar 26, 2008
Tl W vl PRI OOC
| Items 1-3 of 3 al
! 1

Copyright © 2008 www.fbo.gov Page 103 of 145



Location Admin 1.88

I. 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).

II. At the bottom of the form, “"Save Draft” saves the materials to the draft notice, “Quit

Process and Return” returns the user to the list of document packages and “Proceed”
moves the user forward in the stepwise process.
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I. At step two, the user uploads files.

II. A “description” is required.

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

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

VI. “Proceed & Review” moves the user forward in the stepwise process.
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I. At step three, “review/submit,” the user is able to review materials, and if
appropriate to use “post documents.”

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

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

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

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

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

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

- ) Are you sure you want to adit this package? It has already been released but you
may make modifications because it is not yet attached to a solicitation

| ok || cancel |

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

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

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

III. When "details" are open, select the "delete" button.
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I. 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 E‘

C-i) Are you sure you want to delete this released secure document?!

OK ‘ Cancel l
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7.4 Manage Explicit Access Requests

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

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

ITII. Alternatively, a user can navigate to the “authorized parties” list from the "Document
Packages” main navigation, and selecting the “authorized Parties” sub-tab.
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I. The “authorized parties” list is divided into three sub-tabs: “pending requests,”

“authorized,” and “rejected requests”.
II. To review a pending request, click on the review icon for the request record.
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I1I.
Iv.

When the review icon is clicked, the pending explicit access request record is opened.
If the user is comfortable “approving” the request for access to the document, they
select “approve” Approved vendors receive email notification that they have been
granted explicit access to the document. If approved 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.
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I. If “reject” was selected, the user will be prompted to provide text explaining the
rejection. This information will be included in the rejection email received by the
vendor.

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

ITII. “Save and Send Rejection” will change the request status to rejected and send vendor
notification about rejection.
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7.5 Review Authorized / Rejected Explicit Access Requests

I. 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.

II1. Authorized vendors will be listed on the “authorized” sub-tab.

III. Previously rejected requests will be listed on the “rejected requests” sub-tab.
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7.6 Document Audit Trail

I. 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.

II. 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).
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I. When the Document package record is opened, it defaults to the “details” sub-tab for
the record. Click on the “audit” sub-tab, to review the listing of vendor review.

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

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

Tumsdey, apri 15 5308 S05 pm| User nancy agency « WASHRGTON METROFOLITAN AREA TEANST AUTHORITY Swich dcooust | Logous

* FEpBi1zOrrs.cov T 8 e
i Home Maxchil Tradl - PR # 123458: 123458458 4 Egture § Bgfurn Tp Lne (Queymen) Pycipne]
g?ﬂu'!rfl‘lﬂl mm PR Akl Trasl lIII

» I Agencies
il Crgamzanans

il Duryers

,;}M,- Ascaunk

IIT | oo [ga

R Iems 1-1 af 1
= Lasl Mamc Fir#l Name Conlratctor OFHE Filenams Crealed on
mabslar ey Dmphietan Incorpoiratid 1309 P Barpar guada . pdf Mar Ik, 3000 10080 am

S nat Guids
I Heip Deak

Copyright © 2008 www.fbo.gov Page 117 of 145



Location Admin 1.88

I. The “audit trail” record details the specifics of the secured, but unclassified, document

review,
II. “Return” closes the record.
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8 Manage Agencies

I. 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.
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Edit Agency Record

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

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

III. “Submit” enters the data for the record and submits the user’s changes (returns user
to the previous list).

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

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

I. From the Agency List, the "Add Child Agency” = icon allows admin to add an agency

as a sub-agency in the Agency’s hierarchy.
II. Using the “create new agency” button also allows the user to add to the agency’s

structure.
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I. 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.

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

III. “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.

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.
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8.2 Adding New Office Location to Agency

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.

L.
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I. 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.

II. 1L “Submit” enters the data for the record and submits the user’s changes
(returns user to the previous list).

III. “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.
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9 Manage Agency User Accounts

L Pending agency account requests that a location admin account is managing, will show
on the “pending actions” section of the Home page for that account.
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9.1 Approving Email Verified New Registrations

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

II. When the “new registrations” list is opened, users will see a listing of pending
registrations where the email has been verified.
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I1.

I1I.

Iv.

WD) uaer Gusie
\_:.'I Fledp De sk

When the registration record is opened, the user can “approve registration,” which
allows the registrant to begin to use the system per their registration (e.g., as a buyer
for that agency as shown on the form).
“approved” registrants receive email notification when their account has been
approved.
If “reject” is selected, the user is asked to confirm that entry. The registration record
is deleted when rejected. “"Reject” cannot be undone. Users are asked to confirm this
selection.
Windows Internet Explorer
2 Are you sure you want to reject this registration? The registration will be deleted
and this cannot be undone!
OK '] ‘ Cancel
If "Return to List” is selected, the registration remains pending in the “new
registrations” list and can be reviewed later. Leaves registration Pending.
:Mmmn”ﬂﬂm-E Return To List Agency Registration info ||
Creabedr | Aprd 15, 2008 4240 pm
Buyer User Registration Form Uodified: [#prd 15, 2008 424 pm
=l By | dutirrin Tegd
IRAME nancy snginssr metrn

s iy
WASHMNOTON METROPOLITAN AREA TRANST AUTHOAMY
\bseer Loyt

agency

|Faesr inkes

Baryer

UsEmame. pamaney

| Approve Registration | | Reject | | Edit | Return To List
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1. If edit is selected, the registrant’s record is opened and a user can make edits to the
record.
II. Use “save changes” to save any edits to the registrant’s record.
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9.2 Approving Email Un-verified New Registrations

I. 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).

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

ITII. Unverified email accounts are indicated by the red x in the verified column on the list.
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IV. Users can still move forward with approving the “unverified” registration, but should
ensure that the email is correct. System communication (including the notification of
the approved account), will be sent to the email indicated on the registration form.

V. Follow steps as described above for reviewing a “verified” registrant.
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9.3 Create a Buyer Account

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

II1. Use the “Create New Agency User” button to create a new agency user.

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

V. Select “next” to move forward in the record creation process.
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I. The "New Agency User” form is opened and the user can enter the “core” details
for the new record.
II. Because this new account was entered from Buyer’s list, the account is set to be

“no” for “Electronic Submission Account.” Electron submission accounts can only

use electronic submission (FTP/email) methods to submit materials to the
system.

III. Select “next” to move forward in the record creation process.
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I. The next step, the user established the “Account” for the new user.
II.
III.

[ Home
O Procurement Nolces
Dneuments/Links
w [l Agencies
il Crganizations
& Duyers

l'EI My Account

.-ﬂm-_ﬁuu
i3 ks Dl

“Cancel” can be used to quit the process without saving the new record.
Select “next” to move forward in the record creation process.
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IV. The next step, the user established the “Username/Password” for the new user.
Select “save” to save the new user in the system.
“Return” quits the process without saving the new record.
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9.4 Electronic Accounts

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

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

III. Doing so opens a new agency form, with the setting for “electronic account” set
to “yes”.

V. Enter required fields and select “next.”
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I. Users should then complete the account agency / office / user rights for the new
user per presented forms.

* FepBrzOrps.cov mee...

Ty, Aprl 34, 3005 | 632 prn | Uor. eyt aghomcy - DELAWARE FIVER BASIN COMMIZHON

& e
g

ECov TSAnm

 teome M atn Acconmt For Bel] o Exfuen | Euen To Lint (acour)
2;::::"""* poboes | (Earn Y wecowns \(Uneerammaiorert Y Coan a1 \
= & Agensies 1y Note:
Wl Organizabions Fieas chouse ho agerey, ulfics kealir md user noky's) for Bes accourd ared cick Jrecd |
& Buyers
W Elecirune Acmunks [t | [[cncat | * il sl i Wit
;b My Accodra
ey | DELAWARE FIVES BASN COMMESSI0R -
B ey Gapds i
B Bain Desk ’ e Gl e
= HAW\-., Astriratrigsr %] e |_'|.-9m.n [Cliesres Lasaton Advaastate
==
II. Once the username is entered, and saved, the account will then appear on the

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

I. 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.

II. 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.

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

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

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

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

ITII. 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.
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I. Next the user will be given a chance to review the list of recipients for the message.
II. "Prev" returns the user to the message composition step of the process.

III. "Cancel" cancels the operation. Note, batch selections are not cleared with cancel.
IV. "Send Message" sends the message to the users.
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9.6 Batch "Save to Excel"

I. 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.

II. 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.

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

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

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

I. 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.

II. 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.

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

IV. Once selections have been made, select the "batch options" tool, and the "save as test
file", and either "this page" or "selected records" 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.
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VI. Follow your browser prompts to open or save the text file.
VII. System will create text file with select fields for the buyer accounts selected.

Copyright © 2008 www.fbo.gov Page 141 of 145



Location Admin 1.88

9.8 Batch Edit "Roles"

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

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

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

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

V. Note, even after you are done with this batch action, batch selections will remain
selected for possible use again during the user session. Use the "-" tool to unselect all
if you wish to do another batch operation that targets a different list of users.
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I. This opens a pop-up window, where the manager can make set the roles for the users.

II. 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).

ITII. "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").
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9.9 Disabling an Account

I. 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.

II. If edit is selected, the registrant’s record is opened and a user can make edits to the
record.
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III. 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.
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9.10Delete an Account

I. Click on the edit icon to delete an account.

II. If edit is selected, the registrant’s record is opened and a user can make edits to the
record.
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VII. “Return” quits the process without saving any changes to the record.
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