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

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

Engineers: This user group can post / update 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 able to post opportunities for their agency and also have the
ability to enable or disable the Bid Module functionality for their users

Super User: Users with system oversight and administrative rights.

Vendors, when logged in using their password protected account can do the following:
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e 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:

e DUNS (Data Universal Number System) Number

¢ Commercial and Government Entity (CAGE) Code

¢ 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: Vendors are 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. Additionally, Vendors can
electronically respond to RFIs, RFQs, and RFPs directly through the web site for those notices
which have the Bid Module enabled by the buyer.
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1.1 Definition of key terms

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

Term

Accessibility

Icon

€ Acc=ssibility

Accessibility: ON
or Q iy

Description

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

Account

n/a

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

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 buyer, the Bid Module 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
companies doing, or wishing to do business with the
Federal Government. The format of the code is the
first and fifth position must be numeric. The second,
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third and fourth may be any mixture of
alpha/numeric excluding 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.

The “Clear” button appears when a user is using

Clear search filters. If selected, the system “clears” any
previously entered search filters.
Buyers may enable an online Item (CLIN) builder
which will serve as a template for the items that
CLIN n/a 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”

Doc Package

n/a

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

Document

n/a

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

Draft

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

DUNS

n/a

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

Edit

Open record for edits.

Electronic
Submissions

n/a

If the Bid Module is enabled by the 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
particular agency/office and usually location. Buyers
of the same office will see unattached technical
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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.

Interested
Vendor

n/a

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

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

potential collaboration).

Log-in

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

Logout

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

Modify/Amend

Edit or amend a notice.

MPIN

n/a

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

Non-FBO
Solicitation

n/a

Buyers can create links to sensitive, but unclassified,
documents posted in the FBO system, for viewing
outside the context of FBO notices. Non-FBO
solicitations, when released in the system, support a
“link” (URL) to the Non-FBO solicitation’s sensitive,
but unclassified, document packages. The Non-FBO
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“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.

Collection of “"documents” that can be attached to a

Package & “otice”.
Paste Plain . When entering “description” field for Solicitation,
Text 'LITj users can use this paste plain text tool to open pop-
up that allows for plain text insertion into the field.
Finalizes a Notice and posts the notice on the system
Post for vendor review.
The “Proceed” button saves the entered data on a
Proceed Proceed form aqd takes the user to the ne>_<t ste_p (first
prompting users to complete required fields on the
form).
Quicklink n/a A “quicklink” is a system navigational option that if

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

Quit Process

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 * Reqister 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:ZZ | 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

k
=

Return . .
navigation.
Review or “ .y . .
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
the designated search criteria.
. Vendors are required to logon to the system and to
Sensitive, but . . . "
A have a valid MPIN on file, to review sensitive, but
Unclassified n/a lassifi o lled”
Document unclassified documents. “Export Controlled” and

“explicit access” are more stringent access controls
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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.

Sub-tab

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

Switch
Accounts

Because some buyers are associated with multiple
agencies/offices, they will have multiple accounts
tied to their username. Users having multiple
associations can switch between accounts by using
the “switch account” tool

Username

n/a

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

Vendor

n/a

Provider of services.

Watch List

Add To Watchlist

Designation that vendor can set on a notice that
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

www.fbo.gov Page 10 of 113




Buyer User Guide 1.7

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:

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, buyers can register to be a “buyer”, “engineer” or

both “buyer” and “engineer.” Registering as both allows a single user to both
create sensitive, but unclassified documents and to manage opportunities.
III. Once required fields are entered, select “proceed and review”.

Buyer/Engineer Registration

-:T} Parsonal Infarmetian J Un e etep: Peace chOOEs Yyour Sgencysothcs 10Caton snd chooes an scoount pessword

T

=

&) Accoummtormation e count Intormation s e
5

Pl Agency':

(3 Reviow Submi Chooae your agency down o the lowest level

APPAL ACHLAN REGIONA] COMMESNN w |

User Releisi

» Duyers: Cresie Modity/dmend or Cancel Opportuniyy Bofices. They mansgs doconsnt packegs conteat, and
wendor accesebily to package documants, thel Suppont opponuntss. Buvars oan uplosd non sanctive docs (End
attech assting eansdive, DUl unciasEiled Goce 10 NONCEE]. HUYers can also creste non 1o Sodctsban nks

= Enginecra: Thiz uzer group con poat / updobe senstive, bul unclasaificd packeges for usc o2 adtachments to
Cpapo furiliey

= Buyer Englneer: & single user can be ghien hoth Buyer and Engineer usar rightz. Thiz alloves & single user o
bith poat securcd, but unchssified packages and to create sobciotions

= Office Location Admindstraters: Users that sutharize an office boation's staff as ether buyer Fengineer. Office
| vzalivem s i ralvess e slson mhiles Do pred opgerlunifies, sl seosilive, ) omclsssited peckages, for e

locaticn
[ By || Erugueer [ o0 Location Sdminisdedi

Ihsenmmme":
Fiegse choose yOUTF OGN WSernEme Rl

Di=siitn mall Passsowmannd 'z
bnter the peeswond wou wagh 10 LS 10 g&n accese 10 tha 2ystam
For scourky purpozces, the poaaword must meot the folowing crtena

Frand 14 charm-ders

1 hherd b bedbowrrn
2. Mgt contal all of the Tolloewing
u 1 lwer caza leflars
» | upper cose lebers
n | s

n 1 £ppactal characiers (9.0. 1, %7

Repecat Degired Masawerd”
Repeat the password vou entared inthe previous field to verify | was enfered comectly

III

G Hachk || Canesi | | Froceed & Haview |
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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.

".i\l Pares D j Omn this Step: Fiease meview your regisTation information. If &venyhing iS comect. cick Submit Registration now. Othenvise. Ciicl
4 Go Back to comact information on pevious sieps
=
T
\ =
(2)

FedBizOpps (FBO) Registration Form for Federal Lisers

Foar Full Hama-

Reviead Eubmit f—

©

Your Euffin:

The Tille ol Your Pusition
"

Your Email Address:

Bl
YRRy, oo

Account Information

Agancy:
AGENCY FOR INTERNATIONAL CEVELOFKENT

Hobe: ou have seleobed the top level of this agenoy hizrarohy.

Contrasting Office (Enter Manually):
fesl

User Rulels]
Engingar

Ugarnama:
leabeng

Desired Maarword:

Hepaat [lesired Passwnrd

| 50 Back | Caneel |i Subamin |

Copyright © 2008 www.fbo.gov Page 15 of 113



Buyer User Guide 1.7

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

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

I. Point your browser to https://www.fbo.gov and enter username and password.
II. Click log-in button.

Federal
Business

* FEDB1zOPPS.COV fuime s

— —d
General Info Dpportunities Agencies

GUICK SEARCH

Welcome to FBO.gov, the U.S Government's one-stop virlual | i. Go |
markstplace. Through ihis single point-of-eniry, commercial
wennrs and govemment hayers ane invited 1o post, search
monilar, and refrieve appoartunities salicited by the entire Federal USER GUIDER
contracting community. u Hyver

m Wendor

m  Engnesr
£ f ® - Location [ dgency Admn

E Find Opportunities

Aseproas Seasch

"y = Aol at 2 1 (55 =] fa B f 16 vl
/-' HO REGISTRATION REQUIRED I e
P ar u'F lormad

Start researching now

ADDIMOHAL RCSOURCCS
& Hugnass Farner Habw o
Buyers / Engineers Vendors e o

Fost manage, and Award apponunilas Seanch, manitar, And reneve appoamunitiss {CCR)
= Qnina Bage & Can Appication
DIRCA

Lhnssrnams b Wiew Opportunities UEEITame ¥ MNind Opporfunitics o et S UEInE
Ko logn i reguired o Nig login i requred 1o Torecasts

¥ilw Spperuniica VW apportuniica E -_re 3 ™
— * Register Now hrmmeana b ¥ Begisier Now Fodoral Grants

* Password Hemindgr * PapEv mingdEr U3 ooy

1Ay L il L L. [z}
.‘.ssl'.-"u

SUE - Het (Subcoptracing
Dpporundes|

" aE

Location / Agency Administrators

* Loain Here
v Reqgister Mo
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2.4.1 Captcha Security

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

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

Verification Code | IT

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 Buyer’s Secured Interface

3.1 “session time out”

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

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

3.2 Main Navigation

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

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

Federal

* FEDB1zOPPrs.cov o

My FBU . My Pralile Naolicas
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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.

Federal
Dusingss

* FEDB1ZzOPPS.GOV Simess s

My Prafila | Matices Dacument Packages

Weleame, nancy hoth (g Accesaninty (g user smae Y Lagan

My FBO
/\ Pending Actions o Lall Statistics
2 Enplicit Access Requdets 26 Aglive Procurament Hotices v
1 Archived Procurement Hotices
P Chuicklinks I
|_]’ Edit Diratt Motic j Anruuncermerils
..] Croale Molics There are o announcemcnts of this time,
+) Modimend Notice I

*) Create sward
%) cancel Motice

&P Upload Mew LocumantsiLinks

posted on MedDizOpps complies with Section S00 of the Rehabilitation Act, 28 U.5.C, G784
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3.2.2 Multi-account Users

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

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 at the top of the page.

Federal

EL'L-II“‘."E-I:

* FEDBI ZO PPS . G’O‘T Oppartunities

E Edit Drafl Motice ACcount Swatener NEW
‘a Mudidmend Nolice Swich office/agency accourt:
*) Create Award

ﬂ Cancel Nolice

@ Unpload Now Documentslinks ¥ Announcements

My FEO My Prafile Hotices
s lcoiie, fstay Ball « AFLAWARE RIVER B&SIMN COMMISSION E
My FBO
._i'jl Pending Actions [all Statistics
0 Explisit Accens Raquenis & Active Procursman lioticeas
& chive] Proscun errsenld Nolices
i:" Ciucklinks

III

| DELAMAARE AVER BASIN COMMISSION | 5
Tige chck the B icon ot the top of the page to switch accolts of any time

There ara R antouncements of this tme.

Document Packages

uibility g L Guide B Laguul

' oo iwsermesme i85 tisd i mones than one accoant Jump bo s ditferent officedagency
ﬂ Créate Mobice acCcount instantly By chisnging The: 3eleclion Beldw

I
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I. If the “switch account” icon .E is clicked, the user will have the option to select
another account.

Home Page Option to switch account:

Federal

% FEDBIZOPPS.GOV et s

My Profile
il - OFLAWARE RIVER RaSIN commizsinn By @) accenibilty G Ve Sulte  EJLogaut

My FBO
Lh Pending Actions ﬁ| Slatistics
& Explich Accone Requesis 0 Active Progursment lotices
i Architeead Procom el lolices
’j'} Quicklinks
B Edil Draft Molici Account Switcher NEW
YWowr unername i ied o moes than ons account Jomp 1o & differsnt of fioriagency
£ Creats Noies ACCOUNt MAtnally Ly CHANGNG IE S5echon Dokw
ﬂ Modiarmend Molice Swibch officeiagency sccount:
[DELAWARE AVER PATIN COMMIGEITH | +
*d Creale Awand R R e TR T e,
I Caneed ch accolnts af any time

ﬂ Cancel Molice
a Upload Mew Documentsilinks _3 Announcements
Thera are no annoUNCEMEnts of this tme

bet section

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

Federal

% FEDB1zOPPs.cov L ..

My FED Ny Profile Natices
Welcome. {DELAWAHE HIVEH BASIN COMMISSION | v g I | @usercuide EJlogout
E\] Elt rI E'E:Fu e et i ISW itc%untt
J Procurament Hotieca Lratts Mrchmed Man FHL Sodchations
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I. When a user is about to change accounts, the system will present the following
warning. If a user switches accounts without saving work, they will lose those edits.

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

0K Cancel
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My Profile

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

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

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

EINBEE

* FE TJBIZOPPS . GD-“ partunities

£-GOV  USA.gov

“ My Profile Notloes Document Packapes

livaleame, mancy hoth ﬂ anpasihility ﬂ Lssr Grulds ml g

II
I-'|I'1=IJI'M|'ITI
HWaSHING TN
AgercyMCTROMOLITAN ARCA
Agency User Informabon TRANSIT &UTHARITY

Oflice fest seclion

Fulbimmie: iy bolh
Role|spBuyer, Enginasr

HIrET Rama:  nsncy
Last Hame: both

Emailz test 1Tieymplichly com dast 1 3 Eymplcy com
| [Exdit | Reriurm
Ly Guide  Help Desk  Socessibilly
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I. Enter field changes as desired. Select “save” to save updates to the form.

nancy both: Contact Info

§ RETURH

Contact Information | Ao

* FrnBrzOrrs.cov

My Profile

B

wielogme, naney betn gl nocesmbiiy gl Usersuide [ Loaout

[save | [ Return |

[ lser Information
ir persnnal infnmmatinn

Thila

Fullname": nancy both

Firet Name: iy

Middle: Hame: |
Lost Home:  |both
Carffine:

Phone:

Call Phone:

Faa:

e [

Ernrail: bat 1 zpmplicity. com bost 13 a0m

*indvales a revuined fekd

AIFEHLY |NFUHMATIUN
WATHENG TON

dgenoyMETROFOLITAN ARES
TRANSIT AUTHORITY

Uthioe  test saction

Frila{=s FBuyer, Enginee
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I. From the “account” tab, users can change their username or password.
II. Select “save” to save updates to the form.

Federal

* FEpB1zOrrs.cov Lene

fepeme, Nangy Buysr Onky - AMERILAN BATTLE RONUMEITE COMMILEON St aseort I vesemiy g ioercuie B nogeat

Nancy Buyer Only: Account

1 Informstsan | Aemml |

ndliaEsE @ reyoinag el

Account Infermation

'Jlﬂl'llmﬂ': uUsed o ogin
eyt yeerinky

Crder Mew Musvwerd:

Werity Passwnrd:

Save || Heturn
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3.2.3 Procurement Notices

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

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

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.

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

Fadaral

* FEDBI1ZOPPS.GOV o ies

My FBO Wy Profile Notices

Wilelsome. Admin User g.--"«.w:-.:-ts.sil:ilnh.I g User Cuide m Lagout
I‘-It:-tir:eJ ! o @
4l RETURIH

| frocurcment Hotices | Crafiz Archvet on FBO Sodchations

KeywordsISoL 8 i% porel m Clear

tens 1 8018

Arfions Title ¥ Solfef Mumber ¥ Type ¥ Posted ¥ Responze Deadine ™ Modfled ¥
22 - Rail Genmetry n 77,

@ 8 8 ¥ peasuring vehicle ECISECMEASYEH  Spacial Nollca o 2008 12100

Document Pack

Weleume. Adinin Lee ﬂ.&-::.n.-::il.uh:; a Usen Guide m Lugueul

Motices

4 RETUAK

| Procurement Notlces [irail= i diw PR Sadicilalinn e

HeywordsSoL 2, | Flaa

Agrncy | Waehington Metrogoltan Area Transit AAhorty b

Office Location: | 1%

Type [ Frezctctation [ omisined Synopsisisotictation [7] Sources Sought
|_! Mnckfiratinnt A nencment i anesd |_] Sale of Sarplus Propedy u"-.'-'-r sl hltic.e

[Croraion ovarnment Stargarg [ Awvard Motse
Diate Postact [ || vetest || crene |10 T aeiect | lear
Fevponrine Dol Gelect- || Clear =I Tl it Claar
e
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3.2.4 Document Packages

I. There are two sub-tabs on the user’s "Document Packages” page. The “packages”

sub-tab presents the list of active document packages associated with their
agency/office notice.

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

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

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

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

Business

* FEDBI1ZOPPS.GOV i

My FEO My Profile Notices Documen! Packages

=rE ay B Duiy - bl owclom Seio Sooor ﬂ Aoma i G [ e m Lok
Document Paj  |es/Links

III

s ]

s 12081 1 @ Showing | 20 vJ;-_ln-:a-. dump| 1 "u'.|l-'1rl1‘
Label /FHET Iype ¥ balodabe ¥ Created o ¥ Fosied Un ¥

) st Cithus (Pralt RFPSRFls. Respuurses b Cubions, sba 123455 My 75 2008 101 27 am [T L

@

=

oo, Maney Bupr Dely tast peetisn Svlay Asgoud ﬂ-\.:-:r.'.:l: L ﬂ weerGuge [ Logeat

Nacument Parkages/| Inks

Packages Fames IV
. T |

By JEEE

Qe O
ol =
Furated Dute Select || Clear |1 Select || Clear
Hpsies i R
=

= Shivaring _'.2:- :] par pags  _bump | 1 _vJ Wt »
lal=l IFR &Y Typ=T Sclicalatum W Crmsted un T Fosbesi On T
ﬂ 123458 Cther [Ceaft RFP2/AFls, Responses b Questions, lo..) 123452468 Wear 26, 2008 10:02 am kkar 2E, 2008
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3.3 Manage FBO Notices

I1.

3.3.1 Create Notice

From any page on the system, a user can go to upper navigation “Notices” button.

This takes the user to the “notices” list.

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

stepwise process.

S

Fedaral

% FEDB1zOPps.cov b ..

Mif FBIO My Profile “ HNatEes

Welcome. Admin Liser

Dacimant Packages

€ Aocessibility g User Guide B Logout

Notices
4 RETURN
I"rocurement Hoticos Crame Archived IMon FEC Solctshons
— .
R 11 of 4
Actione Thia ¥ SolfReT Mumber ¥ Typa ¥ Postad ¥ Razpones Deading ¥ Modlfiad ¥
Q2 =) &) 22 .. Rail Geuvripetny Measuning EOICEOMEASVEH Special ¥, 3:-'3'2;:&:!3

Wahicla Expreseion of Intaraet MNatice

Creafe Brew Bofice Oppoctbondy: | Hemes 121 aff 1

Laer Gude  |elg II Arrcrisiniby

III. Alternatively, a user can use the quicklink “Create Notice” on their home page to

initiate a new notice.
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Step 1 - NOTICE TYPE

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

Fedaral
Busingss

* FE]]BI ZO PPS - Gt:ﬂar Opportunities

“ My Prafila HNoticas Documeant Packages

‘veigore Mane Boyr Dah deck ssction Svie Asoogrt ﬂ-l.:-x;;n': ﬂ Usercoe 5] Leomt

Craate New Motice

@-‘Jr-‘-iuTrp-! Cempiats all requined halds and olick procosd 1o continua b2 1ha nexd sieg T indegies 3 reyuned tieid

Auermy/ Oilice.

'WASHINGTON MCTROPOLITAMN ARLCA TRAKGIT AUTHORITY Best secton

Contrecting Office Location®

Ou Bre Aof negiened Al 1he ofFice Doabon B Manse seiact the meladed office oaton
B4 |
|5 {mnl

Type:
Combined ‘Iyn:p:m"ﬁ:l&:t:tnn_ :l

Aoiliiiaimm Mo

i_- g -

it Prossos. &no fstunn || Frocesd maymplicity #Prouremenl
& Acca Halp D 411 Frea)  Fbo uppedifass pov

Copyright © 2008 www.fbo.gov Page 31 of 113



Buyer User Guide 1.7

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* (note - if not selected, time will default to 11:59:59 PM ET)

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*

Hiae r Aogs B* I gl

i e (e B N I e i e o

Create New Motice

bl Moot MNotice Details * rdcaies 8 requend fwid
b P P T pp—— I & - 5 Mas S o o sawve draf t 5
t& otice Dekaily
- Salsgdatomn # Frogurement Typs Ut Posted
e T combned Symops i Eolimitation Margh 39, SUE
3
Tl
L]
Classifipation Code”
-

HAICS Code"

Hesponse Date

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

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

VI.

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:re\{ \?v'”gl .’statr(-atxté the 314911 — Textile Bag Mils .+
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-|
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
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 NAIKCS code to 22arch for NAICS codes

1111110 — Soybcan Farming
i11112ﬂ—0iﬁ¢:ﬂ (except Soybean) Marming

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

> <]

if then
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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. Performing either action 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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For the IVL (Interested Vendor List) fields, agency administrators can force agency
solicitations to be configured a certain way on the two fields that pertain to IVL. If the IVL
fields are not editable, the system is applying agency forced values for this setting.

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

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

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

Image of Notice list, displaying “draft” notice:

Title ¥ SolRet Mumbor ™ Type ¥ Responac Deadine ¥ Modficd ™
II Apr 02, 2003
2| SPWIPLE0BR0033 Prosciciolion - ;
10 10 =

IV. ™“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).
V. “Proceed” - takes the user to step three in the process.

Archiving Policy™:

Archiving policy. Synopsiz and associated documents may be scheduled for archiving fifteen days after the response
date, or upon a user-specified date subsequent to the posting date, or left unscheduled and manually archived later.
The latest archiving date chosen for a synopsis or any associated document will become the effective archiving date
for the entire document =et

(*) Automatic, 15 dayz after rezponse date

) Automatic, on specified date

) Manual Archive

Allow Vendors To Add/Remove From Interested Vendors™:

hoose "yes" if you want vendors to be able to addiremove themselve

® yes Ono

(7]

Allow Vendors To View Interested Vendors List™

Choose "yez" if you want vendors to be able to view the interested vendors list

® yes Ono

| Go Back || Sawve Draft || Guit Process And Return || Proceed |
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Step 3 - Attachments

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

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

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

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

Fedaral

* FEDB12OPPS.GOV e e

My FBI My Profila Doeument Packagos

Nicome. Nancy Daper Only - teek secBon Iaish Account E Aocembnt B Liper e m koget

Create New Notice

I.-i.-.: o Ty Allachments * mdcales B required fieid
b Clicy Agd Hew Package below 1o uploes Sooumenis 19 191 nasoe. You mEy procesd and revies without sfieching

* | rfnpum En1s
I

. | Adid Hew Pashage | IV
€? Altsctimenly
; =, |G-uBtH ” EIHD'HH”QI.I-HFFMIMGMM! Fracesd muymplicity @Procurement
|

Copyright © 2008 www.fbo.gov Page 37 of 113



Buyer User Guide 1.7

Sensitive, but Unclassified, Attachments

NOTE: If export control or explicit access is 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 buyer 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”.
III. If yes, this means the buyer wishes to attach a document that has been uploaded

by an engineer (unless they are themselves an engineer). If the buyer indicates
“yes”, then the buyer is prompted to select the “"PR#” from a list of available

packages.

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

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

the next step.

P Package #1

Select PR # From Your Office:

II

v

If not found above, Enter PR #*:

Uze "find package” to find that pr on the sy=tem if it alreagly exiztz, otherwize thiz PR # will be az=zigned to this

| Find Package

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

Attachments " indicates a required figkd
Click Add Mew Package below to upload documents to this notice. You may proceed and review without stteching
@ Package #1

his is package sensitivelsecure™

bres '-'::' o

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

Creste Mew () Attsch/Ssiect Existing

PR #*:

Label®:

Project #

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

Attachments * indicates 2 required field
Click Add New Package below to upload documents to this notice. You may proceed and
review without attaching documents

@ Package #1

Iz thiz package sensitivelsecure™
® yez Ono

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

Project #:

HSN / MMAC:

Part Number #;

MNomenclature:

Iz this Export Controfled 7*:
O YEES Ono

Explicit Access®™

O YEES Ono

Iz CD Available®

Oyes Ono

File / Link 21

File™:

For filez over 10 Mb, please u=e the Large Upload button, It requires Java
io be installed on your sy=stem, and your browser needs to allow popups
from thiz site

| | Browse... || Large Upload

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

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

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

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

1 LS LA L LU LSy
C?yes O no

Explicit Access®
C?yes O no

l= CO Available™;

C?yes O no
2] File | Link #1

File®:

E o T P = nwu - - o - - - 1 1 1 - =
For files over 10 Mb, pleaze use the Large Upload button. k requires lava
oUr Syv=

to be installed on v owser needs to allow popups

from thiz site

i |[ Browse ... ] Large Upload

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

Dezcription®;

Enter in a short description for this file/link

| Add Another File / Link To This Package |

| Add New Package |

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

III
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Non-Sensitive Attachments

L.
II.
III.

V.

VIIL.

VIIIL.
IX.

&

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

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

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

If “upload” is chosen, the user is asked to specify the filename (note, user can
use “browse” option to find the file) and to specify if the file is compressed (in
.zip format). If “link” is chosen, the user is asked to specify the URL.

Users are required to enter a description of the package.

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

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

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

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

P Package #1

Iz this is packa velsecure?

...........

Package Type™

Modiamendment cannot be selected for base notices
() Solicitation
Modiamendment

(O other (Draft RFP=/RFl=, Responzes to Questions, etc..)

Type*:

Choose "upload™ to =elect a file from your computer or choose "link™ to enter in website URL

O upload O link

Description®:
Enter in a short description for this fielink

| Add Another File ! Link To This Package

| Add Hew Package |
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Step 4 - Review / Submit (Note - If the Bid Module is enabled, ‘Review / Submit’
becomes Step 5 in the process. See section 3.4 for more details. )

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

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

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

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

V. T“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 73 for
more details.

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

* Manzy Mg Tedy + desl sscim Saleh koo ul'-\..r-\.'\.' “ e e E gt
Create New Notice

|'1 '\ Mesboe [ype J‘ D Hlwin shep Pleass ey yon olics nformaton. 1] sstsfed, ook pos] o fesfies yo motics Wi ey cick e drall o

o save yons work for @ later lime, or e ek g back o medly S nformaton

| o Hach || Sarve Lraf !l it Frocess And Hedsrn Fost

iy A Motiee Details
Acilieilalinem & Made Farslecl
@ et Submit tewl s Masch 30 M0R
Titls:

=T

Classification Code:
T = Alaals leandieyg, lesisg & el S iy e

HAICR Cinls

3 = Doy Fema sl Asan Fanniyg

T——
Mar 31 2008 5 80 pm

Primary Frdng nd Cnataet
Hancy Ruye Cirdy

w1ty at n

Usseriphon:
lesl

Aashiiviing Puliuy.
Aubormatic, 15 danys afier response dale
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3.3.2 Modify/Amend Notice

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

ﬂ

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

g Business
I -
* FEDB1ZOPPS.GOV tnetiuaiies o .
My FBO My Profile Notices Document Packages
RCOTEL PRERCT RO ORI - TR BRTDON TERCE AS000T ﬂ AZIREREIIE ﬂ' R o H-Jh;&.!
MNotlces
| Procurement Mobices Archived Han HFHU Sedodatons
. L= i |iGe
R [shoser mere cearch fislds, Additional fields wil appear balow, | =3 A
il i Bhening | 20 vl:-un pape S | v] Heal o=
Pl Tike ¥ Sol/Rel Humbe T TreeT Posled T Fesporse Desline T Muxlified ™
A OE ] %] resghons Lo Fresstcaaton " Mar 2%, 2078 430 pm ;’t‘_',:'; Sy
&] i = Combned R Mear 23, 2008
_.i EJ eaplieit one 323euphoitane S ymepshSeeation - Mar 31, 2008 E200 pm P
A0 o ane Praschicaation AU e
oman s n . Msr23, 7000
[ra :.] J ﬂ [I5F) ] Prescifastatn "" A O PO0R 5 00 B0 o
= S S 7 T rrwe Hragobotation v Mar 31, 2008 400 pm i":',ﬂ' e
oL B
i Y Fou can re#ch the FedBiz0pps Help . Bresaling T Mar 23, 3008
B Dok by clicking o e Help desk ik =~ © o i v Mar 21 K08 KOO | ot oo
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I1.

I1I.
Iv.

During the “"modification type” step in the modify/amend process, the user indicates
which step they would like to start with as they move forward:
a. Add to or edit the description

b. Attach files to the notice
C. Note, if the Bid Module is enabled, there will be an additional option presented

called “Bids (CLIN/Doc Packages).” See section 3.3.10 for more details.
The system will then present the appropriate steps to allow the user to make the

requested modifications/amendments.
If making edits to notice details, they will be taken to “notice details” step.
If only attaching files, the user is taken directly to attachments.

Federal

* FEDB12OPPS.GOV toms

woore. Kangy Duws Only - ek sechon Swiss Atoourt ﬂ ACIeRTIE ﬂ Laver Guice m Logod

New Modification For Telephones - 123456789

@) e Tyme Modification Detalls "idcites & g ik
|

- Vihere do you want to start the modification procesa™
E‘“ Wdifieatimn T I '::' Hoboe Letads, add‘ead desohphan

: () amachments, 3ok Fiss
(@) teeee

= G Blaek !GuilPrmt-s:lnd-Fllhjm”Frmfdl meymplicity ePFrocurement
S
) -

S
(53 F

N 4T3 T e L SR T
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I. If the user indicates that they would like to add/edit the description, the system will
prompt the user to specify whether the existing description should be modified or if the
user would like to append a new text field to the notice that would be highlighted as
newly added material (highlighted in a vendor’s review).

Federal

* FEDBI1ZOPPS.COV i s

My FBO My Profile Document Packages

TEDTE. MIND] B LR - 1850 SRCT0N SN ASTOOT E’l‘::“LC:'. 9 T Lo n g

Mew Modification For Telephones - 123456789

(27) revse type Madihcation Detais T
- Whwem el oo mmand lo skl P soclification s umess®
@ Moditization Type {-:‘Hw:r¢ Detals. sdd'edit descrption
= ) attasnments, attach Fres
I-\_?_,-' = Do you want to change the existing
= descripbion or simply add fo it
. ".:I 8t bostng Liesonplsen
! 1] I
- () i To Dmscription
5y ™ ~ :
| o Haek ” Gust Brocess And Halum || Frocest | msymplicity eProcuremant
o e Access elp Des AT2-3TTD (Ted Fresl rert B ge
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I. If editing the existing description, the user will be able to edit (1) Notice Type
the existing description and other notice detail fields. &

II1. -

NOUCRDRIRIIS e eS| @ wstnon T

ok aave droft lo save

andmant for later. Otherwize, cick proceed fo review your informatis

I1I. If adding new text field to the notice, a new text box “add the
foIIovx_nng to description” appears and is a required field (red {i} Attachments
asterisk). ~

Add The Folliowing To F:eacripticn': i . . ) {é} Review/Submit

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

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

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

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

| Go Back || Sawe Draft || Guit Process And Return || Proceed |
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I. The fourth step allows the user to attach documents or packages to the notice. A
Package is simply a collection of Documents bundled together for review.
II1. 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).

Federal
Ausinass -

* FEDBJ.ZU J."]."S.GO\"I Oppartunitios 'GOV- ll:':ﬁ-r_iggu-_‘

My FBO My Profile m Document Packapes

Witscome . Fiangy Dupe Snd) - Bel eecbion Jeier Aoy 'ﬂ AIABRTIE a T Tt m-\:\ﬁ.‘\'
Mew Modification For Telephones - 1234567889

(G4=) Natios Ty Affachments + inefiouries 5 recysivnd) gl
Nt Click Add leww Packape balow 1o uplosd dacsmants 1o this nctioe. Y ou may srocsed and mview without stteching
I;\.E',I

L

III el i

@ Miashments e Bt |rlevnrDieslt ! Crutt Process drud Return ” Froces) I msymplicity ePFrocurament
.L_s,:|

B8 Guoe Scoempipiry B D
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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 buyer is adding a new package, the first step is to indicate whether the
attachment is a sensitive, but unclassified/secure package.

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

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

&P Package #1

Is this is package sensitive/secure?™

L E:'yes O no

Select PR # From Your Office: I

W

If not found above, Enter PR #*:

Use “find package” to find that pr on the system if it already exists, otherwize this PR # will be assigned to this
package
. Find Package
| [EE III
Iv. Once the secure package has been added, use “add new package” to add another

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

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

OoCUmMEents

§ Package #1
'

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

Create Maw () AttschiSsizct Existing I

PR #*=:

Label*®:

Project #

N5 J MMAC:
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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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I1.

I1I.

Note - There are some practical limits on file size. Users may have problems
with files larger than ~100mb, due to problems with HTTP uploads.
After setting up the terms to name the package, the user will indicate the

controls for access, CD availability.

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

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

K L3 LA L U I LS
'-':?',res ) no

Explicit Access®
'-':?',res ) no

lz CO Available®;

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

File*:

For files over

to be in=

i || 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 I1I

arge Upload button. | requires Java

ODWSET needs 1o allow popups
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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”

Iv. 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. 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.

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

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

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

process.

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

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

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

'.3 Package #1

Ia thia iz packogc acnaitive/acocurc?

) Soliciation
ModfAmendment

'f:? Other (Draft RFP=/RFlz, Responses to Questions, etc..)

2] Type*
Chooze "upload” to select a file from your computer or choose "link™ to enter in website URL
Chupload O Ik
Deecription®:
Enter in a short description for this filefink

| Add Another File / Link To This Package

VII

| Add New Package |

Copyright © 2008 www.fbo.gov Page 53 of 113



Buyer User Guide 1.7

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

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

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

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

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

Federal

% FEDB1zOPrrs.cov e .

TGOV TEH.-E:M__J

“ My Profile Document Packages

themn Naney Bepsr Gl 1sef ssafian Exfpm Asgaed B.’\.:—muu:h a ST Gl E;:\]M
New Modification For Telephones - 123456789

i b1 .;' Bin thin sbep: Plaase reyiew your notice nlormaton. If sabailed. chck poat i finakos yeer noboe. You may ek save dralf b
e Bave your work for & laber ime. of can click po back to medify the nfermaticn
-
(@)
| Go Dack || Gave Drah || Guit Process And Return || Poat | VI
- e
(31) hiete Ceia .. -
= Modificalion Details
. WWhere do you wand bo skart the modificstion process:
() Amaznmanm Nobioe Detads. sdd'edt descciction
N
- Oha posi memill by ehuange Ehe sxinting
- alwwu it i abmgdy wdsl e 00T
Q R Submei Cdil Ciciabng Desciption

Motice Details

Soliedabon Frogurement 1ype Lals Posied
TSAMTER Hadifhsation/Aesendment Mamgh 30, J959
Tille

Telwutores

Description.
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3.3.3 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:
%]

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.

Fedéral
Business

% FEDB1ZOPPS.GOV e e

Nenore Haney Bupe Ol Beel contion Balion Aovoant ﬂ.‘.:.x;:tl': ﬂ Lepr Cosige Eu:.gn.':

MNotlces

Frocursmant Notices A -

= L
Shoming | 20 || per page  Jomp| ] [ | Heat »

Aot Titie ¥ TolTef Number ¥ Tyee ¥ Posied ¥ Responae Dapdine W Modified ¥
g R
‘rﬂ "] ] ﬂ Telepluires 1734TATRS Frescdetalar - May 3 2008 5 30 pre Er_‘:?‘;;"}'
Related Wodifications J Awards
Dratl Moafiearom
Coenitined Mar 33, 008
explian one Lienpladphe Mar 15, 2008 b:0g L
sl = Syoopsnd Sobalaton .‘f g 2.90 pm
Mar 33 FO0R
ons e Fragototalon " Apr 28, EE B pem s
ial | 9.05 e
his 73 008
{50 Lo Prsoiodahon 4, 3008 500 pm
twg v Agr ¥ B
. hiss 33 FOOR
m E 3 ﬂ bhres threa Hmapotodghom |.|Ir Mar 1%, 2008 500 pes a T_ :
e 312 pm
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I. At step two of the award notice, the user is required to enter the contract award
date, contract award number, contract dollar amount, and awarded contractor
name.

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

Federal

K FEDB12zOPPS.GOV e

Mew Award For Another test - 4568987123

L’.l.\:.l pehoe [ype ”Dtil:l:_" DE[EI'S = mudicales @ recpurssd Pl
o Flesse anterin ed detaily below, Nods thet many fields sre loded snd cannol be changed fom the base
b notioz. ‘When o A your changes, you aan clide sawve draft (o wave this Award for laler. Ctheraise, did

proceed fo raview your informatio

@ Motioe Details
w Sarlicilalinm & Frimeimment Tyjae [ TR
s 4206587123 Amard MHutive March 30.

e
- Titier
- Ariaf T nRSRNT LANERE IPRISE A [UTHECE e B POE 3maney AR arasrs

I':l'l " Armilhe bl

Classifieatinn Coe

30 — Mechamcal power imnsmisson equpment

HAICE Code
Type the nasca code 1o seanch for nacs codes

111850 — Rice Faming

Cuonbrecd Asard Disle®.
The date the contrect was sward

| Bebeot cu:.:rI

Pl Bevasel Bl

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 | | 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 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).

Fedaral

* FEDB12OPPrs.Gov homes

My FED My Profile Document Packages

sooE ey Dups G - el seciion Salch Scooery ﬂ.ﬁ.x::-‘.l- 'D L Gole m'_':.l.u
Mew Award For Another test - 456987123
{ I\i o8 Typs Altachmenis * imdicates a reguired fiekd
I""'I Click Add Hlew Fackage oelow 1o uplosd docemants 1o IMis nabkoe. ¥ou may prodsed and resvsew without atlsohing
(@) reree
- IT1 Anin Hee Fackasne
E_j Ettachmants
(ay L Go Deck | Save Draft il Guit Mrocess And Return ” Procesd II msymplicity eProcurement
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Sensitive, but Unclassified, Attachments

NOTE: If export control and/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 buyer is adding a new package, the first step is to indicate whether the
attachment is a sensitive, but unclassified/secure package.

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

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

P Package #1

I= this is package sensitivel/secure?

I P

Select PR # From Your Office: 11

W

If not found above, Enter PR #*:

Use "find package” to find that pr on the system if it already exi

| Find Package . 111

L)

tz, otherwize this PR # will be assigned to this

w

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

Attachments * indicates 3 required fiek

Clidk Add New Package below to upload documents to this notice. You may procesd and review witho

t sttaching

aoCuments

@ Package #

Is this is package sensitive/secure™

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

(3} Creste Mew () AttschiSslect Existing I

PR #=:

Label*:

Project #

N5MN J MMAC:
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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. Note - There are some practical limits on file size. Users may have problems
with files larger than ~100mb, due to problems with HTTP uploads.

II1. After setting up the terms to name the package, the user will indicate the
controls for access, CD availability.

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

package or “proceed” to go to the next step.
5 1 S LA PLIL L AL L LD
'-':?',res ) no
Explicit Access®
'-':?',res ) no

Iz CD Awvailable®;

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

File*:

For files over 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®;

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
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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”

Iv. If “upload” is chosen, the user is asked to specify the filename (note, user can
use “browse” option to find the file) and to specify if the file is compressed (in
.zip format). If “link” is chosen, the user is asked to specify the URL.

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

to problems with HTTP uploads.

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

VIII. “Save Draft” (bottom of form, not shown) saves the materials to the draft notice.

IX. “Quit Process and Return” (bottom of form, not shown) does not attach the
materials.

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

creation process.

L.,'ﬂ Package #1

Ia thiz ia packoge acnaitive/accurc?

-:::' yes

Package Type*:

Mod!Amendment cannot b
) soliciation
Mod/Amendment

() Other (Draft RFPs/RFls, Rezponzes to Questions, etc..)

& Type*:
Chooze "upload” to 2elect a file from your computer or choose "link™ to enter in website UR
O upload O mk
Deecription®:
Enter in a short de=scription for this file/fink
| Add Another File / Link To This Package
| Add New Package I VI
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I. At step four 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.

Federal

% FEpB1zOpps.cov b,

WIS AT B DR - BSL] (TN R WoSoUm ﬂ ArNELETT g L o u By

MNew Award For Ancther test - 456987123

i i-l Peakod Type j O ihin siep Fesse eves o nodce Sformatios [ sateded cich posl o fealee youd folice Vo may ook wwe deall 1o
e EEVE your wor inr 3 i tema, or can cheic go back 1o masity the infaemaron
=
) .
L A
ﬁnﬂluil !lrﬂDrn”GullFruﬂl.MdFlmHl‘ul \V
Kl ks Nolice Details
w

Eolkziticn & Procursmant Typs: Dhate Powsed:
9 [ SR T s hvard tobee Maren 33, 2008

Tite

Aocther beat

Glssiheaton Gode
3 = Mechancl power tanETE D0 SoUDmEn

MAULCE Code
111430 — Rea Fasming

Contract ward Dobe:
bargh 11, NG

Contract kwaend Mumbar:
mATY
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3.3.4 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:
]

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

Federal
Dusiness

* FE :[j B I Z{:] Ij ].—, S - G{:ﬂr'r Qppartunities

My FBO My Profile | Notlces

wizoest asay Buyes Ondy kel section Bedge Sioee ﬂ-‘-::lll:ll*. ﬂ'.w':.-.\ [ = [

Moticas

mimy

Procursmant Hotices hictuim HanFRG Rcheats

w13 RN I ; ar I Jh-’"l: '|-|l'| Mgt =
g|20 __] par pag RN
Brnon Tirm ¥ SovRef Mumbe ¥ Tyoa T Fesma ¥ Respocss Caocies ¥ Uodified T
] a8 EATAE aa Mar 11, 2008
'j} ﬂ | ’:.] Telgphonsy BTG Presshctation o Mar 28, 2008 5:30 am 217 g t
Related Modifications / Asards
C " K
Combmed Mar 23, 2008
'E] ﬂ -EJ wpdieif g A2 3acphsTons Mpr 38, 200E 5200 pm i
m P Syrcosi Dolicitabes ( e -F ]
Mpr 33, 2008
Pragslesstion 282000 5 |
ang resloaptien - Apr 25 2000 5:00 pm el
ey mman
rus Frassninsanen 4 dpr O4_ 7008 500 pm ::‘ .
o0 prn
s — Mwr 33, 2008
1R R T tete Prassiotatian v Mar 3t 208 B0 om0
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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.

Federal

* FEDB IZOPI}S : E; lj-v- Dusingss

Opportunities

ol Bupen St el weliom Boiets froased () Aeeneiity ) o st B Logan

Cancellation For Telephones - 123456789

(1) Pl Type Cancellation Deldils * ndioaies 2 nequeed Fiesd
=4 Flasss jmrvmles = coaigs=llati finw
@ Hilice Dedails Solicimbion # Procurement Type: Ciate Movied:

123488788 Caneellation Larch 30, 2002

v
I"-.a.-f’l v irw: Sl IIM
riaf tifie descnpton of service coie ol requied by the 3 BOED i rECiE
Teaphonas

Cancellabion Descripficn®:

B I UE

|
il
[
-
9

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

ITII. “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.

|G-uE=r_=l-: || Sawve Draft || Duit Process And Return || F"mr_'ﬂ-n-dll
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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 vendors.

Federal
Buginess

* FEDB1zOPPs.cov (i

mizoma, Wanoy Bups! Only - teit Escbon Swich Loooo ﬂ LrmeaRii ﬂ vrercoss B Legest

Cancellation For Telephones - 123456789

,-"i"'l Hotioe Tyze j O s s5ap: Flaase mves pour nobok ivtoermation, 11 sabisifed, cick post i Feales your notica. You ray cick save dratft 12
e B eour works for @ lner Sme. of can ook go back m modify the informasion.
-
P 2
(il Mot ©
3 | Go Bask | Save Draft || Quit Prosess Ard Retumn || Post | \Y
- |
@ Hevies/Submit Nofice Details
Snlicitatinn & PFrocursment Type: Mt Posred
TIRNATARS Caticsiaficny hlarci 83 2008
Tiehe:
Teisphanes

Canceliaticn Deceription:
huciger changes

Clasaificabion Code:
TH - Offese mashines, tent peopessing sysbens £ visitle resord cyspment

HACE Code:
A234EZ  Medoal, Cestal, 30d Hoopial Eguipmne=t and Swppbies Memhasd Wholesaless

Response Dade:
War 29, JUGH 8:30 pem
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II

3.3.5 Deletion of Draft Notices

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

the draft notice.

My FBO

Notices

i HFIRIHN

Frinnremne I

lsyreranrdalDOL &
Eems 1-20 of TG

Tille: ¥

[ §

E

Drafte

Federal

% FEDBIZOPPS.CGOV foeet s

My Profile

Archiend

Notices

Waleoma, &dmin Usar

e 1=FRC Sl alior e

SoliRel Kumber ¥

SPMITLS0SR0033

WARS0IG20

SPW4AT DER-10TS

Showing | 2U v;p:rpaun Jump | 1 % || Hext =

Type= T

Prazolichation

FresclicRation

Preyuolicilation

Document Packs

€3 cccemmibiiity g Usarsuids B Logeous

Respureee Demdlne ¥

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

Iekecdified ¥

Apr 02, 2000
1010 am

Bpr 02, 7008
1105 om

Apr U2, 200
1747 pm
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I. Within the notice use the “proceed” option to move forward to the
“review/submit” step *

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

Welosme. nance birper - African Developmend Moundalicn |African Development MNoundabon, Washingien, D€} Seatch Accour ﬂ Acoessibility
g Haln E | ngris
Base Notice: new example solicitation - combined123

§ Mokice Tvoe J On thiz step: Pleaze review your notice information. If satieifed, cick poet o finalze your notice. ¥ou may cick

save draft to aave your vwork for o later me, or can cick go back to medity the informatan.
-
i z, Y
. e 11
, |rmn.uu|i Sawa Draft | | Guit Presss nup-| Post |
:.-3'--.;_ - -
S Notice Details
v
Solicitation £ Procurement Type: Dotc Postod:
3 , I
_# PN rmmbinmll 23 Commslinesd Synopisis Sedicitation Karch 18, 2008

litie:
new exampke solicEabion

I lassfunabioum Fniae
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3.3.6 Archive Notices

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

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

o Dusiness
C 1 r g
* FE I] B I Z C) P P h L {_}1\"' Opportunities
My FEO My Prafile
Walcome, nancy both -tast secton B g Accemibity @ usercuds B Legout
MNotices
A FEIUFN i Hoiae
| Pooscon enniend Bolices Drafts Archived Hon-FO0 Scliciations
ayworder=UL ¥, | PMore  Go|
tems 1-200f 30 Showing | 20 (w0 | per page  Jump 1 ¥ || lest >
actions Thie ¥ SolRel Mumber T Type ¥ Posted ¥ Response Deadine ¥ odinied ¥
@ £ 2% qestrepiication sahb Frasolichsion o - ':':L“FE"'IMDB
I £ £ 21 Hiwversel TEATSAREUT Cankitad 3 Apri7. 2000
SyvepdsRoli:latimn o 11 33 am
Related Modifications | Awarda:
Modibication 1 Apr 14, 200
1 +31 &% &A aalideed export aftes Bl el Hisinmd Klabina 4 Apr 135, 2005

Opportunities

Vielcome, nancy both - teal »echion E G Accessibiliby G User Cuide m Logaut

Base Notice: 1test replication - aabb

o METUMN o] ASTLUAN TO LST (PROCUAE

NHotice Information | ackogos Infercated YVendors

_ll Hotc: This notice hoa bocn poated. Any changoa muat be done n the form o Rcw modrhcotvamendment nobice

| Torisi | KAnetEny | Bk || e | PROCIFRFEMENT ROTICE INFO
Craated- Al 3 2003 10,35 an
Hy: nAncy buih
Molice Infonmalion Modified: April 18 7008 113 pm
By Lancy soin
solicitation: Agency/Uthce:
asbb test eschon

MOTHCF HISTOR'Y
(wriginal Matiee: aahh (Apr 18
Location: ¥ o
; 2008)
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I. User will be asked to confirm the “archive”.

Windows Internet Explorer

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

QK Cancel
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3.3.7 Unarchive Notices

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.

Feadaral

% FEDB1zOPPs.cov sime..

My FEO
Welcame, Admin User ﬂ Auosesibeility a User Guide m Logout

Motices

{ HEIUEN

Procuremend Molicey Craily Arehivad It 1-FEO Soficilalivnrs
KeyawondaR0L & I o e [r+] Cloar |

1 - 2001459 11212145187 (819(10 |1 « (23
loa ¥ =olRely ¥ lypa ¥ Lagt Fogted Lste  Archived On &
A9 -- it live il A Jizrel Righl»
e slion el Aroedcaed Righl= Mer 25, 2000
iﬂ Tor TV Programening from iaryists F1E180E06156 ESpacial Molica Mar 10, 2008
2 12,00 am
Criertainment
TN - Comgrdede Apgle Compuder Ao ¥ Syl Moliere _ Mar 21, 2008
AU 34U Mor Ug, Jug ]
Systam [ Miodiriad) 1200 am

Mekfication d  Mar 04, 2000
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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.

* FEL}BI EOPEH GOV

My FEQ My Profile Holices

DNocument Packages

100" FElAEY D GER TR MR TR AT ﬂ.«,;;ﬂ“.-r ﬂ“w"m m'-ﬂ"-"
Amendment 1: new export test - 322newexport (Archived)
AT | AT T LT SRR T

| Noziew Imdormution | | Fackages Irtimente Ve

_E Mo Tha "-C':{ I !I T SCTUMETTE | ITR IR
PRLUCUNERENT WO TICE | ANSERRDY
| Fotuem 7 List || Unaremive | Crimd gm0 Mg
o e
Hotice e — o e TR -
Windows Internel Explorer ﬁ
Fadinnanion

L TS

gy ITHT
TEL BeCnoe
Eooe 1 [ cecet ]
L ocatines
- Violew Trew

s Wl bl

Dessripban|t] e 225008
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3.3.8 Print Notices

I. Users can print both released and draft notices.

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

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

* FEpB1zOPpps.cov 2ume ..

My FEO My Profile Notices

Waleoma, narcy both -tast sechion B @ Accemibity @ UsarGuide B Logout

Notices

4 FETUFNI T HEHE

| Procirement lolices Dirafts Archived ManFTID Solicitations
Heywordsr=UL F | B Mors Go |
temz 1 20 0f 30 Showing | 20 [ | par page  Jump 1 [ | et
Mclions Thia ¥ S0UFal Mumbsr ¥ Typa ¥ Posted T Responze Daadine ¥ Mociinied ¥
g a4a9 itest replicailon sabb Prasciichstion ¥ 'r":;j;lmm
I  aaa Combined Epr 1T, 2000

H Tilunge 1 788 EakedT 5 _ 3

Sl SyropsiviEoliciation v 11.53 am

telated Modifications | Awards:
Modificotion 1 Ape 17, 2003

Federal

% FEDBI1ZOPPS.COV iomst s

My FRO My Prafila Notieea Daseiment Pack
Winlcowma, mamoy both - DELAWARE RIVER BASIN CORMBMESSION * ﬂ-ak:m”--:ll-'., i]'_w::-u:o ﬂl.c\;c.l.
Base Notice: teset - 777423s0l
4 METURN o METUAN TOLET FROCUREMENT
i Hatien Inlarmatian | PRCkages Lt Fendors e B
= II
A\ Hote: This notice has been posied -'-*.Wn e gona in the: form @ new modifcation/amendmant notice

PROCURFEMENT NOTICE IFD

1 I I
|mmtm!:mwm||mnm!|m| e

Dy fangy poin
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Solkcihaton: AgencyiOffice:
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NOTH F HISTmEY

Copyright © 2008 www.fbo.gov Page 73 of 113



Buyer User Guide 1.7

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
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3.3.9 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.

* FEDB1zOPPS.COV Gintinun _—

f-cov "USAgor

My FEO My Profile Naotices Document Packages

Walcome, nancy both -tast secton By g Accemibity @ usarcuids [ Legout

Notices

4 PETUFN T3 HHE

| Procuremment lotices Diradts Archived Mon-FTI0 Sl atinns
ayerorder=OL 8 | FMore  |Go|
teemz 120 0f 30 Showing | 20 [ | par page J||m|tf1 » || et >
Mcllons Thila ™ SolRal Mumbsr ¥ Typa ¥ Pozhed T Response Daading ¥ Iodlined ¥
0% peetrepication sabb Frazoiiciation 4 ﬁ:&lmm
I
Fr %] Combined Bpr T, 2000
£ 4 HTbuysres! TaaTFaBzdT! Sprorais SR v R

rorated Modifications | Awards:
Modificotion 1 Ape 17, 2003

Faderal

* FEpB1zOpps.cov & ..

Wlcemras, ey bl - larall il i B Aottty g U it B L

417buyersol - ?BBTEaﬂsde

o ArTLAN o FUETL T LT RO A
Hotice iniformation Paciages | Iinterested Vandore |

Keywurds - ﬁ

Brms 11 af 1

LastMarme ™  FislHame¥  Email Combracior ¥ Plwune Ladress
215 5AWYER ST

LOFA H F01-RT4- HFY RFNFORMD
endar Alan 13t Dy mphcity, Com naper @hoG, com, Hmna il coim
Ry mpAcity Doy G o coRe TEE4 WA

027461013

Hrema -1 af 1
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3.4 Manage FBO Notices with Bid Module Enabled

3.4.1 Create Notice

The Bid Module functionality allows buyers to receive and electronically evaluate vendor
responses to notices. If this feature is enabled by the Location Administrator, there will be

an

additional step included in the “"Create Notice” process outlined in section 3.3.1 called

“Bids.” Note, Location Administrators can choose to enable or disable the two response
types (CLIN and Doc Package) independently from one another.

L.

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

[ l. | Motice Type Bids
Electronic Submission/ Responses:

f i | Motice Details Select the type of electronic submission that you would prefer

N ..r CLIN E Doc Padkage I
(-3.) Attschme

5 | Go Back || Sawe Draft || Gruit Process And Return || Proceed
K9 Bids

@ Type

-5l Review/Submit

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.

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

uploads) electronically.

The CLIN template includes the following fields:

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

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

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

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

CLIN.

Bl Edit cLIN information
Linz liom Desaoription®:
Provide a brief desoiption sbout the Line lem

Lina Hanm 21

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

| Add Mew Chid liem | | Dalete Chid Line liem

| Add New Chiid item | | Delete |

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

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

| Add New Chid ltem | | Dalatad [Undalete). |

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

[l Motice Type B|d5 * indicates & required field

Flactrnnie Submiscinn/ Responses

@) votics e R e
@ CLIH
. Line ltem Description Guantity
!L# Bids Line ltem #1 1000
Child Line item &1 BOU
i Line Item &2 TRO
@ Rowvicw
! '5 | Revisas ¢ | Go Back |l Lave Draf Cwit Process And Roetum I| 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 3.3.1 “Create New Notice” for more information on the next step.

3.4.2 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:
]
II. Additionally, a user can use the quicklink *"Mod/Amend Notice” on their *“My FBO"”
page to modify / amend a notice. (See section 3.3.2, page 43 for a screen shot.)
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 3.3.2)
b. attach files to the notice (see section 3.3.2)
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 3.3.2 page 53 for more
information on this final step in the modification process.

3.4.3 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.

3.4.4 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:

A (see section 3.3.3 page 54 for screen shot).

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
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“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.)

Packages Bids/Responses Interested Vendors
Core Notes

— 4
| 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 3.3.3 for detailed information on the steps required to continue
processing an award.

mao0 T

-

3.4.5 Cancel Notice

See section 3.3.4.

3.4.6 Deletion of Draft Notices
See section 3.3.5.

3.4.7 Archive Notices

See section 3.3.6.

3.4.8 Unarchive Notices
See section 3.3.7.

3.4.9 Print Notices

See section 3.3.8.

3.4.10 Review Interested Vendors List
See section 3.3.9.

3.5 Non-FBO Secure Document Link

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

3.5.1 Create Non-FBO Secure Document Link
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I. From notices tab, go to Non-FBO Solicitation sub-tab to see list of Non-FBO
Solicitations.
II. Red x in the released column indicates the Non-FBO solicitation is in draft format

(not released yet). A date in this column means the Non-FBO solicitation was
released on this date.
III. Click “Add New Non-FBO Solicitation” to create a new Non-FBO solicitation link.

ED i IZ ' PPS. (:;'I:}‘i"IT l]l}]mri:ll‘lltll!-‘i

“ My Profile Notices Document Packages

wiglenme_admin Linsr ﬂnnnp«lhll-ﬁr Glnmﬁmdi nlngmrr

Non-FBO Solicitations
4 mETURN
Procuremont Motice=a Lirafts Archivad Hon-IDO Solicitations |
Solicitationa Nrchived A
I
3 |
ayvwords: ige b More Go || © !
Rems ¥ Bot b
Actiona SciRci# ™ Croated on ¥ Relcascd ¥
G.i LS e Apr UF U0 4078 pm N
] FE0S0TSVC0022 Apr10, 2005 502 pm Jul 0B, 2007 5,09 am
@ GENGENNGY 0N A AN N 5007 e Jdmny 75 00 T 44 am
I'._Za LR U Y LU Foky Uk, 2R 200 am Feb UB, 2U0E 20U am
| [ TERNTERCE T T Bpr LA AR S5 pn Feby 2 AANRETLELI s
"--u AU LY Apr U 2O 315 fBim Fek 28, AU 1150 o

| Add Hew Hon FEBO Sohertation | tsms ] Bolk
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I1.

I1I.
Iv.

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 #.
Note, solicitation # and archive date must be entered before the “save draft” button
can be used to save the Non-FBO Solicitation in draft format.
“Cancel” returns the user to the list of Non-FBO Solicitations.
“Proceed” takes the user to the next step in the process.

Mon-FBO Solicitaton: nonfbo123

u Datzhc _';'. Note: Tris solicistion and Stached Seoue Paciages have not yet een neleased and are s3ued 25 ol Yiow
i ey mEke MOGCSHon: and submit When fEady

(R} Ammc Faoag |m.1:m ”Bl.ml | | - InpiCaEs = rRguined fiel

[Primasy Polnt of Contast: SEletd e priman poind of contact
szt an Exicting or Now Contaet

| i Temnsn@omaicom) |

Thie:

Fall REmsa:

[

Fmab

Emmrep@omal com

FROnaC

Fex:
|

Sacondary Podst of Comtast: Optiorally. satect 2 Gacondany point of contect

Esdzet an Exdcfing or How Conbsst
|1G|-I'I"‘.-rm-| g |

This:

|

Full Nams:
|

Emal

|
PHONS:
[

FiEx:

Amhivs Dok Tre doir: e coflaliion and pookoges will be aroilve

S008 03 3t Zmlmnt |||":th |

uwnm”cauﬁ |PIn|-||||

Copyright © 2008 www.fbo.gov Page 90 of 113



Buyer User Guide 1.7

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.

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

VII. “Cancel” returns the user to the list of Non-FBO Solicitations.

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

BIJEI-IIE“-}

% FEDBI1ZOPPS.GOV [ e

My FDO My Prafile “ Decument Packages

~imef michon Sels Acoogs ﬂﬂ-?‘ll:" G.-:e\:t m S

L_::w t SA. g0v,. |

[Mew Non-FBO Solicitaton]

(3} Denats Aftach Parkages * indicates & mequined fisld

tj Amsch Ceckages ‘3 i

_ Szleat PR # From Your Office
(3) m= ¥/
e —
FH #*

tond paciags 1o Ted 23S pron Ihe EiRtam 1T 1 2R3l sosls

Find Pagkage |

| Atleuh Mbdithonal Jecure Pevhage

I I
| o Haek || Save Uraf || Uit Frocess And Heturn || Frocsed £ Hersaw
L
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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. Users will be asked to
confirm release.

Faderal
Business

* FEDBI1ZOPPS.GOV temi s

My FBO My Profile “ Document Packages

WWelesme, maroy both - lest sedion E. ﬂ.l'-uoexlblllty 'ﬂ' Uzer Guide nLugoM
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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.
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3.5.2 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.
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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.

III. “Return” returns the user to the list of Non-FBO Solicitations
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3.5.3 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.
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3.6 Manage Document Packages
(outside context of FBO Notice Creation)

3.6.1 Add New Document Package to Existing Notice

I. From the “"Document / Links” main navigation, users can create, and assignh 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 a new document using this resource, and save the materials as
drafts, the resources will remain as drafts in the system until they are posted or
deleted.

V. Buyers that are buyer only - versus both “buyer and engineer” = will only be able to
create non-secured packages through this process.
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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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3.6.2 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.

III. When "details" are open, select the "edit" button.
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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 rk|

J,)' Are you sure you want to edit this package? It has alr=ady 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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3.6.3 Delete Document Package

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

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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3.6.4 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 Windows Internet Explorer
receive email
notification that they
have been granted

explicit access to the
document. If approved ( oK | Cancel |

,_‘;-:; Are you sure? This will alert the vendor via email and add them to the Authorized
Farty List for this solicitation.

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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3.6.5 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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3.6.6 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 Packages.”

III. 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 trail” sub-tab, to review the listing of vendor document
reviews.

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