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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:

Getting Started Training Materials
General Information
Opportunities

Agencies / Offices List

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
documents (and attach existing controlled, unclassified documents 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 controlled, 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 controlled, 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.
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Vendors, when logged in using their password protected account can do the following:

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 Numbering System) Number

e Commercial and Government Entity (CAGE) Code

e MPIN (Marketing Partner Identification Number) - Optional profile field
required to view controlled, unclassified materials.

e Vendor Opportunity Review Features: Vendors can search for opportunities based on
the following terms:
e Keyword or Solicitation Number
Opportunity/Procurement Type
Posted Date
Response Deadline
Last Modified Date
Contract Award Date
Place of Performance Zip Code
Place of Performance State
Set-Aside Code (set-aside solicitations allow only specified business concerns)
Classification Code
NAICS (North American Industry Classification System) Code
Agency/Office/Location(s)
Recovery and Reinvestment Act Action
e J&A Statutory Authority
Vendor can set up search agents based on detailed search elements which highlight
newly added opportunities aligning with their search criteria. Vendors can add
opportunities to a watched list (akin to a favorites list). Per the vendor’s profile
status, a vendor can review documents associated with the opportunity (Packages).

e Opportunity Actions: Vendors are able to add themselves to the Interested Vendors
List (IVL) 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 controlled, unclassified packages with explicit access designation. 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. Note: The Interested
Vendor list is only available to those with FBO accounts. Agency buyers / engineers
will need to go to the FBO homepage and login in order to view.
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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

€ Acosssibility

Accessibility: ON
or G iy

‘ Description

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

Account

n/a

From an account, a user is designated as a
representative for a particular agency or office.
Because some users 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 controlled, unclassified
documents.

Audit Trail

n/a

For controlled, 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 controlled, 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 access level requires that the
vendor's company be certified by the DLA Logistics
Information Service's Joint Certification Program
(JCP) to receive unclassified technical data disclosing
military critical technology with military or space
application. Those vendors that are certified to
receive export controlled materials are termed
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 Numbering System) Number -
According to the FAR 4.11, prospective vendors must
be registered in SAM (System for Award
Management) 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 SAM, a firm must have a Data Universal
Numbering System (DUNS) number. The DUNS
Number is assigned by Dun & Bradstreet, Inc. (D&B)
to identify unique business entities.

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

Explicit
Access

n/a

Vendor is given explicit access to review controlled,
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 access level requires that the
vendor's company be certified by the DLA Logistics
Information Service's Joint Certification Program
(JCP) 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., list of targets for potential
collaboration). Note: The Interested Vendor list is
only available to those with FBO accounts. Agency
buyers / engineers will need to go to the FBO
homepage and login in order to view.

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 access level requires that the vendor's
company be certified by the DLA Logistics
Information Service's Joint Certification Program
(JCP) 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.
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Non-FBO
Solicitation

n/a

Buyers can create links to controlled, 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 controlled,
unclassified, document packages. The Non-FBO link
can be used in other systems, or documents, and
when clicked by a vendor will link the vendor to the
Non-FBO materials. The system controls vendor
access (e.g., explicit access, export control) to the
Non-FBO solicitation in the same manner as it does
for a FBO solicitation. Non-FBO links were previously
managed through FedTeDS.

Package

Collection of documents that can be attached to a
notice.

Paste Plain
Text

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

Post

Finalizes a Notice and posts the notice on the system
for vendor review.

Proceed

Proceed

The Proceed button saves the entered data on a form
and takes the user to the next step (first prompting
users to complete required fields on the form).

Quicklink

n/a

A quicklink is a system navigational option that if
selected takes a user to a specific action on the site.

Quit Process

Cruit 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 controlled, unclassified
documents.
Release | Release Package | Finalizes a Package and releases for use by a buyer.
Package

Required Field

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

%k
=

Return The return button returns the user to the navigation.
Review or . . .
view Review opens an object for review.
The Save button saves the entered data on the form.
Save Save 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 can be run
Search Agent n/a

on an ad hoc or scheduled basis to highlight newly
filed opportunities which align with the designated
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search criteria.

Vendors are required to logon to the system and to
have a valid MPIN on file, to review controlled,

Control_le_d, unclassified documents. Export Controlled and
Unclassified n/a o X
explicit access are more stringent access controls
Document i
that may also apply to controlled, unclassified
documents.
Spell Check g, Certain text entry fields offer spell check tool that is
indicated by this icon.
These are sections of a main navigation that a user
can move to while in that main navigation (e.g., my
Sub-tab n/a o ) L
profile is a main navigation, and account and contact
information are sub-tabs in that main navigation).
Because some buyers are associated with multiple
. agencies/offices, they will have multiple accounts
Switch . s - .
i tied to their username. Users having multiple
Accounts - . .
associations can switch between accounts by using
the switch account tool
All users will have one username. The username is
Username n/a ,
used to log into the system.
Vendor n/a Provider of services.

Watched List

Watched

Designation that vendor can set on a notice that
saves the notice on a sub-tab list of notices. The
watched list is easily accessed with a quick .

Copyright © 2013
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2 Logging onto the System

2.1 System URL

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

2.2 Navigation Bar on Logon Page - Unsecured features

The Navigation across the top of the login page allows users access to the following
features prior to being logged onto the system:
I. Getting Started
II. General Information
ITI. Opportunities (for all agency office locations)
IV. Agencies
V. Privacy

Federal d l
% FEDB1z2OPPS.GOV tractmives S

—— DA

&M RECOVERY

Locate actions funded by the American
Recovery and Reinvestment Act,

: .\ Search more than 33,300* active federal opportunities.

SEARCH RECOVERY OPPORTUNITIES
SEARCH RECOVERY AWARDS

‘ Posted Date: | Last 90 Days [#] setAside Code: [Any [~]

Place of Performance: | Any State or Territory [

(3) FBO RECOVERY REPORTS

= Click here for Opportunities
‘ = Click here for Awards

Type: | Any E] Keyword/SoIicitation#:\

Agency: ‘}')

Additional criteria and multiple selections are available on the advanced search form.

Click here to learn more.

(=] SMALL BUSINESS EVENTS

Learn more about the Small
Business Central Event Listing or
search now for events.

) ATTENTION: Agency users are responsible for properly uploading controlled. unclassified materials
to FBO using the access control procedures for document packages and attachments detailed in
the FBO Buyers Guide. Do not upload ANY classified materials to FBO.

=5 m VENDOR COLLABORATION
Vendors / Citizens

Vendors and citizens may search, monitor.
and retrieve opportunities.

Buyers / Engineers

Government users may post. manage, and
award opportunities.

FBO now contains the Vendor
Collaboration Central Event
Listing. Learn more or search.

Username » View Opportunities Username » Find Opportunities

Ne login is required to No login is required to

view opportunities. view opportunities. USER GUIDES
Password Password

» Reqgister Now
» Password Reminder
» Recovery FAQs

» Register Now
» Password Reminder

» Recovery FAQs

= Buver
= Vendor

= Engineer

= | ocation /Agency Admin

Use Adobe Acrobat Reader to view
files in PDF format.

Copyright © 2013
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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 Federal Service Desk (www.fsd.gov) for
assistance with Agency Registration.

I. To get started, go to www.FBO.gov and click on the Register Now link located in
the Buyers / Engineers section. This will open up a series of screens where the user
enters registration data.

Federal
Business
Opportunities

* FEpB1zOpps.cov

&™ RECOVERY

Locate actions funded by the American
Recovery and Reinvestment Act,

: \ Search more than 33,300* active federal opportunities.

SEARCH RECOVERY OPPORTUNITIES'

Last 90 Days

[+] setside Code: [Any [=]

Any State or Territory  []

' Posted Date:

SEARCH RECOVERY AWARDS
Place of Performance:

s = FBO RECOVERY REPORTS
Type: | Any E] Keyword / Solicitation #: ‘ @

= Click here for Opportunities
Agency: ‘P | = Click here for Awards

Click here to learn more.

Additional criteria and multiple selections are available on the advanced search form.

|#9] SMALL BUSINESS EVENTS

Learn more about the Small
Business Central Event Listing or
search now for events.

) ATTENTION: Agency users are responsible for properly uploading controlled. unclassified materials
to FBO using the access control procedures for document packages and attachments detailed in
the FBO Buyers Guide. Do not upload ANY classified materials to FBO.

|#] VENDOR COLLABORATION

Vendors / Citizens

Buyers / Engineers

Government users may post. manage, and
award opportunities.

Username » View Opportunities
No login is required to
view opportunities.

Password

» Reaqister Now
» Password Reminder

» Recovery FAQs

Vendors and citizens may search, monitor.
and retrieve opportunities.

Username

Password

» Find Opportunities
No login is required to
view opportunities.

» Register Now
» Password Reminder

» Recovery FAQs

FBO now contains the Vendor
Collaboration Central Event
Listing. Learn more or search.

USER GUIDES

Buver

Vendor

Enagineer

Location / Agency Admin

Use Adobe Acrobat Reader to view
files in PDF format.

Copyright © 2013
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II. Step one - Personal Information is entered. Once required fields are completed,
select Proceed.

€3 Accessibility
Buyer/Engineer Registration
A RETURN TO HOME
Personal FedBizOpps (FBQ) Registration Form for Federal Users * indicates a required field
Information Before an individual user can register to use FBO, his or her Agency must be registered with FBO. Please
- contact the FBO Helpdesk for Agency Registration
@ Account Information
Your Full Name*:
v Please enter your full name.
@ Review/Submit Exampie: John F. Smith

Your Suffix:
If applicable, enter your suffi<.

The Title of Your Position:
Enter the title of the position you hold at your agency.

Your Email Address*:
Enter your email address.
Exampie: john@agency.gov

Phone*:
Enter your phone number

| Cancel || Proceed
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I. Step two - Account Information is entered - Agency / Office is set up, along with
password creation. When you enter a desired password, for security purposes,
the password must meet the following criteria:

e Must be between 8 and 14 characters
e Must contain 1 of each of the following:
o lower case letter
o upper case letter

o number
o special character (e.g. !, %,")
II. During account registration, buyers can register to be a buyer, engineer or both

buyer and engineer. Registering as both allows a single user to both create

controlled, unclassified documents and to manage opportunities.

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

Buyer/Engineer Registration

1:1:) Personal Information
@ Account Infermation

C%) REwvienn rzubmit

) On this step: Please choose your agencyioffice locstion and choose an account passvward

Account Information

Agency':
Choose yaur agency doven tothe lowest level

| APPALACHAN REGIONAL COMBISSION w

User Role(s)':

* indicates a required field

n Buyers: Create, Modifyiamend, or Cancel Opportunity Matices . They manage document package content, and
wendar accessibility 1o package documents, that support opportunities. Buyers can upload non-sensitive docs (and
attach existing sensitive, but unclassified docs to notices). Buyers can alzo create non-fho solicitation links.

Oppartunitiss.

both post secured, but unclassified packages and to creste solicitations.

Engineers: This user group can post fupdate zenstive, but unclassified packages for use as attachments to

Buyer Engineer: & single user can be given both Buyer and Enginesr user rights, This allows & single user to

» Office Location Administrators: Users that authorize an office location's staff as either buyer Jenginesr . Office
Location administrators are alzo able to post opportunities, and sensitive, but unclassified packages, for their

location.
[euyer | iEnginesr [] Office Locstion Administrator

Username":
Please choose your login USermame nowvy

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

Repeat Desired Password':

Repeat the pazsvword you entered in the previous field ta verity it vwas entered correctly.

| Go Back || Cancel || Proceed & Review |

Copyright © 2013
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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.
ITII. If everything is correct, click submit at the bottom of the page.

f'i“\ Ferzons| Information ‘) On this step: Pleass review your registration information. |f evenything is comect, click Submit Registration now. Otherwiss, click
l\_-) Go Back to comsct information on previows steps.
{i} Account Informat on
. FEdBiZOppS {FBO} Registration Form for Federal Users
o . Your Full Name:
@ Review/Submit nancy
Your Suffix:

n

The Title of Your Position:
n

Your Email Address:

iR symplicity. com

Account Information

Ageney:
AGENCY FOR INTERMATIOMAL DEVELOPMENT

Mote: You have sslected the top level of this agency hisrarchy.

Contracting Office (Enter Manually):

test

User Role(s):
Enginssr

Username:

testang

Diesired Password:

|GDEI-ach.|| Cancel || 5|.rh-mit|
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I. The next screen explains that registrants will receive an e-mail after submitting a
registration which allows them to confirm the validity of their identity/email. Users
should follow the directions in the e-mail

Federal
Busmess

% FEDBIZOPPS.GOV it s

€ Accessibility

Buyer Registration

4 RETURN TO HOME

@ Personal Information Final Step: Email Verification
(@ Aot kGt W IMPORTANT: You should receive an email shortly. In order to complete the registration
S e V) process, you must verify your email address and identity by following the email instructions.

You may now return to the FBO home page.

@ Review/Submit

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

the system.
ITII. Once approved, newly registered buyers will be sent a confirmation 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 Login button.

Federal
Business

* FEDB1ZzOPPS.cOV eme ..

\ -GC 'SA.gov_

\, Search more than 200* active federal opportunities. "Q%"RECOVERY

FBO now contains Recoveny and
Reinvestment Act actions.

Place of Performance:  Any State or Temtory ~  Type:  Any -

Keyword / Solicitation #: |:| @ FBO RECOVERY REPORTS

Posted Date:  Last 30 Days  ~  Set-Aside Code:  Any -

Click here for Opportunities
Agency: -
|p | m Click here for Awards
Additional criteria and multiple selections are available on the advanced search form. Click here to leam mors.

a USER GUIDES

@»._ Where can | find the U.S. Coast Guard's announcement seeking innovative ideas supporting - B
the Deepwater Horizon Response efforts for the oil spill in the Gulf of Mexico? ﬁ
= Wendor
m Engineer
i . = | ocation / Agency Admin
Buyers / Engineers Vendors / Citizens
. . Use Adobe Acobat Reader to view
Government users may post, manage, and Vendors and citizens may search, monitor, files in POF format.
award opportunities. and retrieve opportunities.
. o i ” [ DENON STRATION VIDED'S
Username » View Opportunities Username » Find Opportunities
Mo login is required to No login is required to Wat.ch demunstrftil:lm videos .
view opportunities. view opportunities. designed to familiarize you with the
Password » Register Now Paszsword » Register How features and functionality of the
new FBO.
» Password Reminder » Password Reminder
Login * Recovery FAQs Login * Recovery FAQs () Watch the Videos
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24.1 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

— X 3U~Q

Regenerateimage | |Vijsual Verification Code. Click to hear the code.
[_| I mmin v lmmimimal ion e i s v
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2.4.2

I1.

FBO Terms and Conditions

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.

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

FBO Terms and Conditions

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

CONTROLLED UNCLASSIFIED INFORMATION PROPERTY OF THE UNITED
STATES GOVERNMENT

DISCLOSURE, COPYING, DISSEMINATION, OR DISTRIBUTION OF CONTROLLED
UNCLASSIFIED INFORMATION TO UNAUTHORIZED USERS 15 PRORIBITED.

Please dispose of controlled unclassified information when no longer needed.

m

l. Usage Agreement

This is a Federal computer system and is the property of the United States
Government. It is for authorized use only. Users {(authorized or unauthorized) have no
explicit or implicit expectation of privacy in anything viewed, created, downloaded, or
stored on this system, including e-mail, Internet, and Intranet use. Any or all uses of
this system (including all peripheral devices and output media) and all files on this
system may be intercepted, monitored, read, captured, recorded, disclosed, copied,
audited, and/or inspected by authorized Federal Business Opportunities (FBO)
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 authorized FBO personnel. law

[ Accept ] [ Decline
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3 Buyer’s Secured Interface

3.1 session time out

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

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

3.2 Main Navigation

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

Business

* FEDB1ZOPPS.COV hanet e

AcessioliRy 6 User Guioe B .....

A, DM
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3.2.1 My FBO

The My FBO page allows for easy access to the following system features:

I. 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.

III. 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.

V. Video Demonstrations - Links to training tools regarding FBO functionality.

My FBO

ﬁ Video Demonstrations NEW [all Statistics

The Adobe Flash plugin is reguired. i .
115 Active Procurement Notices

O FBO Train-the-Trainer: Finding
Opportunities
() Managing FBO Hotices

(O Manaqing Non-FBO Notices # Account Switcher
“four username is tied to more than one account. Jump to a different officefagency

account instantty by changing the selection below.

60 Archived Procurement Hotices

O Receiving Notice Notifications:
Search Agents & Watch Lists

O Engineer Interface Switch office/agency account:
Office of Integrated Acquisition Environment Symplicity Test Location »

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

/\ Pending Actions

1 Explicit Access Requests )
/% Announcements

There are no announcements at this time.

@ Quicklinks
Edit Draft Notice
ﬂ Create Motice
+] Mod/amend Notice
*.) Create Award
ﬂ Cancel Motice

@ Upload Mew Documents/Links
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3.2.2 Multi-account Users

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.

* FepB1zOpps.cov

My FBO

& FPending Actions
0 BEiplicit Access Requests

@ Quicklinks
Edit Draft Matice

ﬂ Create Notice

+] Modiamend Matice

*ﬂ Create Award

J'E] Cancel Motice

@ Upload New DocumentsiLinks

Federal
Business
Opportunities

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

[all Statistics

0 Active Procurement Hotices

# Archived Procurement Hotices

Account Switcher MEWY

“our username is tied to more than one account. Jump to & different officefagency
accourt instartly by changing the selection below.

Swyitch officelagency account:
| DEL&WARE RIVER BASIN COMMISSION |
Tip: click the E icon at the top of the page to switch accounts at any time.

¥ Announcements

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

Home Page Option to switch account:

Federal

* FEDB1ZOPPS.GOV e s

My FBO My Profile Document Packages

Wielcome, nancy both - DELAWARE RIVER BASIN COMMISSION B @ Accessibility g User Guide  [EJ Logout

My FBO
A\ Pending Actions [al] statistics
I Explicit Access Requests I Active Procurement Hotices
& Archived Procurement Hotices
@ Quicklinks

Account Switcher MEW
“our username is tied to more than one account. Jump to & different officefagency
ﬂ Create Motice account instantly by changing the selection below.

Edit Draft Motice

ﬂ Maodismend Motice Swvitch officedsgency account:
| DEL&wWARE RIVER BASIN COMMISSION { »

*ﬂ Create Awvard
itch accourts &t any time.

ﬂ Cancel Motice

test section

13 Lipload Mew Documentsilinks {3" Announcements

There are no announcements at this time.

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

Federal
Busmess

% FEDBI1ZOPPS.GOV ot s

My FBO My Profile “ Document Packages

welcome, [ DELAWARE RIVER BASIN COMMISSION | v | By @) Accessibility @) User Guide [ Logout

. cancel
Notices |Switch I

4 RETURN TO HOME test section

Procurement Hotices Drafts Archived Non-FBO Solicitations

Vi naimvimioet we [ (NI PN o~
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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 My FEOQ Home
Page. If you have any unsaved work, please click cancel and first save your progress!

| QK | ’ Cancel

3.2.3 My Profile

I. There are two sub-tabs on the user’s 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/office location branch of the organization.

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

Federal
Business

* FEDBI ZOPPS . GOV Opportunities

My FBO My Profile Document Packages

Welcome, nancy both @Y Accessibility @) User Guide  [EJ Logout

nancy both: Contact Info

4 RETURN TO HOME

Contact Information I Account

AGENCY INFORMATION
WASHINGTON
AgencyMETROPOLITAN AREA
Agency User Information TRANSIT AUTHORITY

Office testsection
Role(s):Buyer, Engineer

Fullname: nancy both
Hrst Hame: nancy
Last Hame: hoth

Email: test-1@symplicty com test-13@symplicity .com

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

* FEDB12zOPPS.cOV

nancy both: Contact Info

4 RETURN

J Contact Information I Account

Business
Opportunities

‘ GOV .
My FBO My Profile Document Packages

Agency User Information
Edit your personal information

Title: \

Fullname?*: [nancy bath

First Hame:  |hancy

Middle Hame: |
|both

Last Hame:

Email*: itest-‘l @symplicity. com test-13@sym

Phone:

|
|
|
|
|
Suffix: ‘ l
|
|
|
|

\
Cell Phone: ‘
\

Fax:

Welcome, nancy both oAccessibility 0 User Guide m Logout
* indicates a required field AGENCY INFORMATION
WASHINGTON
AgencyMETROPOLITAN AREA

TRANSIT AUTHORITY
Office testsection
Role(s):Buyer, Engineer

Copyright © 2013
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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.

[ ot

Account Information

Enter New Password:

Verify Password:

* FEpB1zOrrs.cov

@ secuse  BJogee

Contact Information Account

Federal
Business
Opportunities

Weicome. Nancy Buysr Only - AMERICAN BATTLE MONUMENT S COMMISSION Swiich Acoount

Nancy Buyer Only: Account

Username*: Uszd to Jogin

nancybuyeronly

* indicates a requirad field

Copyright © 2013
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3.2.4 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.

ITII. The Archived sub-tab presents a list of archived notices no longer viewable on the
vendor interface.

IV. The Non-FBO Solicitations sub-tab lists links to documents posted in FBO for viewing
outside the context of FBO notices. Note: These sorts of links were previously
managed through FedTeDS.

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

Federal

% FEDBI1ZOPPS.GOV femes es

My FBO My Profile m Document Packages

Wieloome, Admin User @) Accessibility (@) User Guide B Locout

Notices
4 RETURN
Procurement Hotices l Drafts Archived Non-FBO Solicitations

Keywords/SOL # i i More!

tens 1-80f 8§

Actions Title ¥ SolRef Numhber ¥ Type ¥ Posted ¥ Response Deadline ¥ Modified ¥

22 -- Rail Geometry Jun 22,

Q # %] ¥1  Measuring Vehicle - EOIGEOMEASVEH  Special Notice v . 2006 12:00
Notices
A RETURN TO MY PROFILE

Procurement Hotices | Drafts Archived Non-FBO Solicitations

Keywords:
Type: |:| Presolicitation |:| Combined Synopsisi/Solicitation |:| Sources Sought
[ Medification/amendment/Cancel [ =ale of Surplus Property [ special Notice
|:| Foreign Government Standard DA'.‘.'ﬂrd Notice |:| Justification and Approval (J&A)

|:| Intent to Bundle Reguirements (DoD-Funded)
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3.2.5 Document Packages

I. There are three sub-tabs on the user’s Document Packages page. The packages sub-
tab presents the list of active document packages associated with their registered

agencyy/office.

II. The archived tab presents list of archived document packages associated with their
registered agencyy/office.

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

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

title. More Search Fields opens up additional search filters (‘less closes the added

search filters).

Welcome, Micki BuyerEngineer - Office of Integrated Acguisition Envircnment {Symplicity Test Location) E aAocsssibility G User Guide

Document Packages/Links

4 RETURN TO DOCUMENT PACKAGESLINKS

Packages Archived Authorized Parties

m Logout

Keywords: 4| More Search Fields

ltems 1-20 of 38

Label /PR# ¥ Type ¥
&P 072710 Solicitation
Ql 383 test
@ Amendment 1 Mod/Amendment

Document Packages/Links

Showing 20 + perpage Jump 1 « |MNext>

Solicitation - Created on ¥ Posted On ¥
072710 Jul 27, 2010 11:25am Jul 27, 2010
MM-FBO-058 WMar 17, 2009 718 pm  Mar 17, 2008

A RETURN TO DOCUMENT PACKAGESLINKS
Packages Archived Authorized Parties
Keywords:
Secure: T yes @ no
Type: -
Posted: T yes @ no

tems 1-20 of 38

Showing 20 ~ perpage Jump 1 - |Next>
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3.3 Manage FBO Notices

3.3.1 Create Notice

I. From any page on the system, a user can go to upper navigation Notices button. This
takes the user to the notices list.
II. From the list, use the Create New Notice/Opportunity button, located at the bottom

of the page, to initiate a new notice. To create a notice, the buyer will walk through a
stepwise process.

Federal
Business

* FEDB1ZOPPS.GOV iiomest s

My FBO My Profile “ Document Packages

Welcome, Admin User eAccesibility 0 User Guide m Logout

Notices
4 RETURN
Procurement Hotices ! Drafts Archived Non-FBO Solicitations
Keywords/S0L ¥ 1r| b More
ttemz 1-1 of 1
Actions Title ¥ SoliRef Number ¥ Type ¥ Posted ¥ Response Deadline ¥ Modified ¥
c_a 84 9 22 -- Rail Geometry Measuring EOIGEOMEASVEH Special ¥ } Jun 22, 2006
12:00 am

Vehicle - Expression of Interest Motice

l Create New Hotice/Opportunity | lems 1-1 of 1

User Guide Help Desk Accessibility

ITII. 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.

Federal
Business

* FEDBIZOPPS GOV Opportunities

My FBO My Profile “ Document Packages

Nelcome. Nancy Buyer Ondy - tast section Switch Account 0 Acczsshaliny O User Guce n Logout

Create New Notice

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

Agencleﬁice
fizla t be changed

WASHIN\.TON METROPCOLITAN AREA TRANSIT AUTHORITY /test section

Con!rach ng Office Location™:

are not registerad at the office location level Please selzct the related office locaton

5] ' '

Type™:
‘Ccmbined Synopsis/Selicitation @

Solicitation Number=®:

Quit Process And Return || Proceed | msymplicity eProcurement
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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* - Service or supply code humber.

NAICS Code*

Is this a Recovery and Reinvestment Act Action*

Response Date* (note - if time is not selected, it 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*

My FBO My Profile m Document Packages

Welcome, Midki BuyerEngineer - Office of Integrated Acquisition Environment {Symplicity Test Location) E, eAc::Essibility aUss'Euids

JTATTTere 0o

m Lagout
Create New Notice
4 RETURNTOMNOTICES RETURN TOLIST (NOTICES
{i} Motice Type Notice Details *indicates a required field

Enter notice information below. Click proceed to revie
Save your progress so you can finish and post later.

w your information once complete or save draft to

@ Notice Details

Solicitation #: Procurement Type: Date Posted:
— Test-000001 Presolicitation Date on which the synopsis is posted to the Web.
-\?J Attachments July 30, 2010
Title*:
{ } Bids Brief title description of services, supplies, or project required by the posting agency. Note: 258 character limit.
.- Test Notice]|
(5) reviewssubmit Classification Code*:

Service or supply code number. Each synopsis shall classify the contemplated contract action under the one classified
code which most closely describes the acguisition. If the action is for a multiplicity of goods andfor services, the
preparer should select the one category best describing the overall acquisition based upon value.

22 — Railway eguipment -
HAIC 5 Code*:
Type the NAICS code to search for NAICS codes
454112 - Hlectronic Auctions J—)|

Having Problems With This Field? Click Here. |

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).

In addition, 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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I. 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.

II.  For the Classification Code field, use the arrow key field to open a complete listing.
Highlight the target code and hit enter.

Clazzification Code®:

Service or zupply code number. Each synopsis =hall clazsify the contemplated contract action under the one
clazsified code which most closely describes the acquizition. If the action iz for a multiplicity of goods andior
services, the preparer ghould 2elect the one category best dezcribing the overall acquisition bazed upon
value.

F
— ~
10 — Weaponz —
11 — Nuclear ordnance
12 — Fire control equipment
13 — Ammunition & explosives
14 — Guided mizzilez
15 — Aircraft & airframe structural componentz
16 — Aircraft componentz & accez=ories
17 — Aircraft launching, landing & ground handling eguipment
18 — Space vehiclez TN
19 — Ships, 2mall craft, pontoons & floating docks
20 — Ship and marine equipment
22 — Railway egquipment
23 — Ground effectz vehiclez, motor vehiclez, trailers & cycles
24 — Tractors
25 —Vehicular equipment componentz
26 — Tires and tubes
28 — Engines, turbines & components
20 — Engine acceszories
30 — Mechanical power tranzsmizzion eguipment

f there iz no close date.

ITI. 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
to type the code / or
the text for the code.
If you start to type
part of a word found in
a code, e.g., tex, the
system will start to
display terms with that
term in the code.

If you start to type the

numeric code, the system

will present codes
containing that string of
values.

Click the having problems

with this field, click here

button to have the system

MAICS Code®:
Type the NAICS code to 2earch for NAICS codes

313112 — Yarn Texturizing, Throwing, and Twisting Mill=

313312 — Textile and Fabric Finizshing (except Broadwowven f
314125 — Other Household Textie Product Mills

314511 — Textile Bag Millz

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

k=, Leave empty if then

= fi ~fi | [ | =

display a complete listing of

NAICS codes which can be

used for selection. Use the -
arrow key field to open a complete listing. Highlight the target code and hit enter.

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

MAICS Code®:
Type the NAICS code to 2earch for NAICS codes

111
111110 — Sovbean Farming
111120 — Oilzesd (except Soybean) Farming
111130 — Dry Pea and Bean Farming
111140 — Wheat Farming
111150 — Corn Farming
111180 — Rice Farming
111181 — Oilze=d and Grain Combination Farming
111159 — All Other Grain Farming
111211 — Potato Farming

111219 — Other Wegetable (except Potato) and Melon Fa 3

o

w
LY

[Tiew Contact w |
MAICS Code®:
Type the NAICS code to 2earch for NAICS codes

L]

I Having Problems With This Field? Click Here. I

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

Addarn

N S

<]

]
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I. When creating a notice, if you are having trouble cutting and pasting text to the ..
description text box, click the icon with the letter T on the icon, or press the i
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.

Dezcription®:

Bden - Paste as Plain Text - Windo... : E|g\
: & https: //fbo-test.symplicity.com ftinymce/plugins/past ¥ | &

|3

PEIStE as Plain TEKt I? KEEp‘ Iinebreaks
Use CTRL+V on your keyboard to paste the text into the windaow.

Fath: [ (g € Internet H100% - 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. Contact
you Agency Administrator for FBO if you have questions on these settings. Note: The
Interested Vendor list is only available to those with FBO accounts. Agency
buyers/engineers will need to go to the FBO homepage and login in order to view.

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

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

III. 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 ¥ SolRef Mumber ¥ Type ¥ Responze Deadine ¥ Modified ¥
SPM7LSOGRONES Presalictation - Apr b2, 2008
10:10 5m

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™:

&rchiving policy. Synopsis and aszociated documents may be =cheduled for archiving fifteen days after the rezponze
date, or upon a uger-specified date =ubzequent to the posting date, or left ungcheduled and manually archived later.
The latest archiving date chosen for a svnopsis or any ag=ociated document will become the effective archiving date
for the entire document set.

@' Automatic, 15 days after rezponse date
":J' Automatic, on zpecified date

'O' Manual Archive

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

® yes Ono

Allow Vendors To View Interested Vendors List™
Choo=e "yes” if you want vendors to be able to view the interested vendors list

® yes Ono

|Gu Back || Sawve Draft || it Proecess 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.

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

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

Federal
Business

* FEDBI ZOPPS . GOV Opportunities

2 4280 U 4
My FBO My Profile “ Document Packages

Velcome. Nancy Buyer Only - tast ssction Swich Accout 6 Accessiliny 9 User Guios n Logout

Create New Notice

@ PRI Attachments * indicates 3 requirsd fizld
Click Add New Package below to uplosd documents to this notice. You may proosed and review without sttaching
v documents
s QN
@) Notee»
" Add New Package
@ Attachments
'a> = . Go Back I SaveDraftHQuitProeessAnd ReturnHonoeed‘ msymplicity eProcurement
@

)
)
)
i
1
)
)
)
|
1
]
=
m
I
t
)
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Controlled, Unclassified Attachments

NOTE: If export control or explicit access is required on any of the solicitation’s controlled,
unclassified packages, then all controlled, unclassified packages attached to that solicitation
will take on those requirements. So for instance if attachment A is export controlled and
attachment B is explicit access, the solicitation as a whole will require that both explicit
access and export control requirements are satisfied by the vendor before either package
can be reviewed.

L.

II.
I1I.

V.

VI.

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

If no, see below Non-Sensitive/Secure Attachments.

If yes, this means the buyer wishes to attach a document that has been uploaded
by an engineer (unless they are themselves an engineer as well). If the buyer
indicates yes, then the buyer is prompted to select the PR# from a list of available
packages. If the buyer also has Engineer rights, they are able to create a new
package at this time; otherwise, they can only select existing packages.

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

The buyer must also indicate the package type (available package type options will
align with the notice type).

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

Attachments “indicates a required field

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

@ Package #1 Remove Package

Is this package sensitive/secure?™
@ yes () no

Do you want to create new or attach/select existing 7*:

.....

Package Type*:
This iz a pre=zolicitation notice, solicitation documentz cannot be uploaded at this time.
Mod/Amendment cannot be selected for base notices.

Solicitation
Modiamendment

() Other (Draft RFP=/RFIz, Responses to Questions, etc..)

Enter PR# To Search Existing™:
U=ze “find package” to find that pr on the system if it already exists.

Find Package

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

@ Package #1 Remove Package

Iz this package sensitive/secure?™
@ yes ) no

Do you want to create new or attach/select existing 7*:

{@: Create Mew () Attach/Select Existing

Package Type™:
Thiz iz a pre=zolicitation notice, solicitation documentz cannot be uploaded at this time.
Mod/Amendment cannot be selected for base notices.

Solicitation
Mod/Amendment
() Other (Draft RFP=/RFls, Responses to Questions, etc..)

PR #*:

Project #:

HEH ! MMAC:

Part Number #:

Nomenclature:
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Iz this Export Controlled?*:

Mote: To download documents that are designated as "export controlled,” vendors must be certified as a U.S. or
Canadian contractor by the Joint Certification Program (JCP) administered by the Defense Logistic Information
Service (DLIS). To apply for this certification, VWendorsmust submit form DD2345.

@ yes () no
Explicit Access*:

Mote: Wendors must be on the Authorized Parties List for attached solicitation to download documents designated
as explicit access.

T yes ) no
Iz CD Available*:

:: VES :: no

File / Link #1

File*:
For files over 10 Mb, please use the Large Upload button. |t requires Java to be installed on your system,
and yvour browser needs to allow popups from this site.

Browse_ | Large Upload (Java) || Large Upload (Flash)
|:| If Uploaded File is compressed (_zip), check here to unzip after uploading

Description*:
Enter in a short description for this file/link

| Remove This File | Link

| Add Another File / Link To This Package

| Remove Package
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.
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| Add New Package |

| GoBack || Save Draft || Quit Process And Return || Proceed
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Non-Sensitive/Secure Attachments

II.

ITI.

Iv.

VI.

VIIL.

VIII.
IX.

If the user is attaching a document that is not sensitive/secure, 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 Remove Package

Iz this package sensitive/secure?*

Package Type*:
Thizs iz a presolicitation notice, solicitation documents cannot be uploaded at this time.
Mod/Amendment cannot be selected for base notices.

Solicitation

ModiAmendment

(") Other (Draft RFPs/RFIs, Responses to Questions, etc..)

2] File / Link #1

Type*:

Choose "upload” to select a file from your computer or choose "link™ to enter in website URL
() uplead ) link

File*:

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

Browse_ | Large Upload (Java) || Large Upload (Flash)

|:| If Uploaded File i= comprezsed (.zip), check here to unzip after uploading

Description®:
Enter in a short description for this file/link

| Remove This File J Link

| Add Another File / Link To This 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.

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

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

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

VI. Print allows user to open the notice in a printer friendly format. See page 68 for more
details.

VII. Post moves the notice for review by users.

My FBO My Profile “ Document Packages

Melcome. Nane) Buyer Ony - test section Swhon Acoou ) Accessioney (g usercuce [ ogewe
Create New Notice
,"_ﬂ\, Natice Type n} O this step: Pleass review your notice information. |f satisifed, click post to finslize your notice. You may click save draft to
ey save your work for a later time, or can click go back to modify the information.
{2} MNotice De
___ | Go Back || Save Draft || Guit Process And Return || Fost |

|'(5\| Attachments - .
= Notice Details

Solicitation # Procurement Type: Date Posted:
@ Reviewl Submit test3d Combined Synopsis/Solicitation March 30, 2008

Title:

test

Classification Code:
AT — Airalt kawshing, kawding & growed aedling syuipne=nl

MAIC 5 Code:
111130 — Dry Pea and Bzan Farming

Response Date:
Mar 31, 2008 5:00 pm

Primary Point of Contact.:
Mancy Buyer Onby

repettitEneshoo. oo m

Deseription:

test

Archiving Pulivy.
Automatic, 15 days sfter responss date
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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.

Federal
Business

X FEDBIZOPPS.COV S s

Welcome. Nancy Buper OnYy - tsst section Swion Accourt (@9 Accsssiiy () Usercuise [ togone

Notices

BETUSN

Procurement Notices Archived Nor-
Keywords/SOL & Mors E]

[Show more search fields. Additional fields will appear below. |

f23 Showing !36_1"] per page  Jump DE | Next >

T
2]
]
w

Items 1-20 o

Actions Tite ¥V SolRef Number ¥ Typ= ¥ Posted ¥ Reszponse Deadline ¥ Modified ¥
EZ SRS | ~nazATES oo RN E Mar 21, 2008
] Telephones 122456789 Presolicitation v Mar 26, 2008 5:30 pm 2:47 pm
2:17 pm
- tar 22 K
Ql €] & ] explicitone 323explicitone ;:::;‘:: — v Mar3i 2008500 pm ;:“;;‘:r'“‘m
3 %3 dar 23, 2008
Q_; "3 ] il one ons Frezolicitation / Apr 28, 2008 5:00 pm "ar,‘ - 200
6:09 pm
. 27 o
Q_a ] 41 x] two two Presoficitation v Apr 04, 2008 5:00 pm M, 23,2008
6:08 pm
i A 23 X
Q H 4] %] three three Presolicitation v Mar 31, 2008 5:00 pm o ‘;’_""”5
s
3 ] 1R You can reach the FedBizOpps Help 783728 = Scitation Mar 21 2008 500 r 23, 2008
Fa4a49 Desk by clicking on the Help desk link =~ - e v LD |
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L. During the modification type step in the modify/amend process, the user indicates
which step they would like to start with as they move forward:
a. Add to or edit the description
b. Attach files to the notice
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.

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

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

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

Federal
Business

* FEDBIZOPPS GOV Opportunities

My FBO My Profile m Document Packages

come. Nency Buyer Ont - test ssction Swhcn Acooure (@) Acossiiy (g usercuice B Logont

New Modification For Telephones - 1..'-_’3456789

/;) Notice Type Modification Details " indicates 3 requirad fisld
Where do you want to start the modification process™:

@ Modification Type O Notice Details, add/edit description
-

O Attschments, attach Files

- [GoBack”QuitProoessAnd Return” Prooeedl msymplicity eProcurement
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I. If the user indicates that they would like to add/edit the description, the system will
prompt the user to specify whether the existing description should be modified or if the
user would like to append a new text field to the notice that would be highlighted as
newly added material (highlighted in a vendor’s review).

Federal
Busmess

% FEDB1ZOPPS.COV it s
""'“J

My FBO My Profile “ Document Packages

Neicome Nancy Buyer Only - tast section Switon Acocount 0 Acczasioly 0 User Guice u Logoct

New Modification For Telephones - 123456789

(@ Notice Typs Modification Details " indicatas 3 required figld
- Where do you want to start the modification process™
@ Modification Type @ otice Details, add/edit description

- (O Attachments, sttach Files

@ MOGEEIER Do you want to change the existing
description or simply add to it>:

O Edit Existing Description

O A3d To Description

| Go Back H Quit Process And Return “ Procesd | msymplicity eProcurement
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I. If editing the existing description, the user will be able to edit (1) Notice Tyoe
the existing description and other notice detail fields. o T
II. v
Notice Details . _ "indicates @ required field {i:} Modificaton Type
ou may e T E ole that many Tields are I0CKed and cannot e changed mrom the .
cas N ¥our changes, you can click = P
Modification/Amendment for later. Otherwise, click proceed to review you
@ Notice Details
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:} Attachmente
asterisk). -
e ot e e e oress CTRLSV. That wil open (&) reviewisuom

Iv.

VI.
VII.

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

Save Draft saves the modification in draft notice.

Quit Process and Return does not save the modification.

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.

I1. 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
Business

Y FEDBIZOPPS.GOV forect es

My FBO My Profile Document Packages

Welcoms. Nancy Buyer Onl - test section Swicn Acoount 0 Azcessiiiny 9 User Guioe B Logout

New Modification For Telephones - 123456789

| UsA.gov. |

@ Notice Type Attachments * indicates = requirsd fiskd
Click Add New Package below to upload documents to this notice. You msy procesed and review without sttaching

v documents

:
@ Notice Details
@ TLICLITI | Go Back || Save Dratt || Quit Process And Return || Proceed | msymplicity eProcurement

-
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Controlled, Unclassified Attachments

NOTE: If export control or explicit access is required on any of the solicitation’s
controlled, unclassified packages, then all controlled, 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/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.

Iv. The buyer must also determine the package type (the options will align with the
notice type).

@ Package # | Remove Package

Iz this package sensitive/secure?™

i@ yes () no

Do you want to create new or attach/zelect existing 7*:
(7 Create New (@ Attach/Select Existing

Package Type*:
() Solicitation
) Modtamendment

() Other (Draft RFP=/RFls, Responses to Questions, etc..)
Select PR # From Your Office:
-

If not found above, Enter PR # To Search Existing*:
Use "find package” to find that pr on the system if it already exists.

Find Package

| Remove Package |

| Add Hew Package |

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

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

Copyright © 2013 www.FBO.gov Page 48 of 107



FBO Buyer User Guide 1.9

I. If attaching controlled, unclassified packages, the user is given the option to create a
new package (if user has Engineer User rights) or to select an existing (enter the
PR# and use the find package button.

Altachmentis * ndicstes 5 requin

Click Add New Package below to upload docum

S notice Cu may proceed

gocouments

@ Package #1

Is this is package sensitive/secure™
@ O

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

P \ e i
(%) Creste New "-::-' Attach/Select Existing

PR &

Label*

Project &:

NSN [ 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.

P Package #1 Remove Package

Is this package sensitive/secure?™
@ yes () no

Do you want to create new or attach/select existing 7*:

i@ Create New () Attach/Select Existing

.....

Package Type*:
This iz a pre=zolicitation notice, solicitation documentz cannot be uploaded at this time.
Mod/Amendment cannot be selected for base notices.

Solicitation
Mod/Amendment
() Other (Draft RFP=/RFlz, Responses to Questions, etc..)

PR #*:

Project #:

HEH ! MMAC:

Part Number #:

Nomenclature:
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Is this Export Controlled ?=:

Note: To download documents that are designated as "export controlled,” vendors must be certified as a U.S. or
Canadian contractor by the Joint Certification Program (JCP) administered by the Defense Logistic Information
Service (DLIS). To apply for this certification, Vendorsmust submit form DD2345.

i©) yes ) no
Explicit Access®

Note: Vendors must be on the Authorized Parties List for attached =olictation to download documents designated
as explict access.

) yes ) no
Iz CD Available*:

T yes ) no
File / Link #1

File*:
For files over 10 Mb, please use the Large Uplead button. it reguires Java to be installed on your system,
and your browser needs to allow popups from this site.

Browse_ || Large Upload (Java) || Large Upload (Flash)
|:| If Upleaded File is compressed (.zip), check here to unzip after uploading

Description®:
Enter in a ghort description for this file/link

| Remove This File i Link

| Add Another File / Link To This Package

‘ Remove Package
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.

| Add New Package |

| GoBack || Save Draft || Quit Process And Return || Proceed
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Non-Sensitive/Secure Attachments

I. If the user is attaching a document that is not sensitive/secure, 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).
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I. At step five, the user is able to review materials, and if appropriate to post the
modification/amendment for vendor review.

I1. Go back allows the user to go back in the stepwise process.

ITI. The save draft button saves the modifications in draft format.

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

V. Post moves the notice for review by users.

Federal
Business

Y FEDBI1ZOPPS.GOV o es

My FBO My Profile m Document Packages

Welcoms. Nancy Buysr Only - tast section Switch Account 0 Accessioliy 9 User Guice m Logox

New Modification For Telephones - 123456789

@ Notice Type ) On this step: Please review your notice information. If satisifed, click post to finalze your notice. You may click save draft to
save your work for a later time, or can click go back to modify the information.

‘ Go Back “ Save Draft “ Quit Process And Return H Post I

@
v
@ T Modification Details
Where do you want to start the modification process:
@ Attachments Notice Details, add/edit description
4 Do you want to change the existing
descriplion ur siimply add Lo it?.
@ Review/Submit Edit Existing Description

Notice Details

Solicitation #: Procurement Type: Date Posted:
123458789 Modification/&mendment March 30, 2008
Title:

Telephones

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.

Federal
Busmess

* FEDBI1ZOPPS.GOV o s

My FBO My Profile “ Document Packages

Weicome. Nancy Buysr Only - tsst saction Swich Acoourt 0 acczzssiiiny () UserGuie B oz

Notices

a AN

Procurement Notices Archived Non-FBO Solicitations

Items 1-20 of 23 Showing ’ 20 \v per page Jump [T“';' | Next >

Actions Tt ¥ Sol/Ref Number ¥V Typ= ¥ Fost=d ¥ Response Deadine ¥V Modified ¥
= Lor 91 N
Ql #] <1 %] Telephones 122455789 Presolicitation v Mar28, 2008 5:30 pm M3 21, 2008

2:17 pm

Related Modifications / Awards:

Draft Modification 3¢
Q_a ] %] %3 explicit one 32%explicitone g;::::? e v Mar 31, 2008 5:00 pm ::55;2:&2038
QADAD  one i Prasolicitation v e oomsopm L7200
QD20 we - Presolicitation v hos2e500pm 22008
QDDA three ihree Prasolicitation v Mardi, 2008 5:00pm  1r 2% 2008

8:12 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, Contractor Awarded Address and DUNS Number are

not required fields.

Federal
Business

* FEDBI1ZOPPS.GOV fomes es

-GOV 17§ng

- W oy

My FBO My Profile “ Document Packages

Neloome. Nancy Buper Only - tsst ssction Suton Accot (@) Accessiiiny (@) usercuse B togoue

New Award For Another test - 456987123

* indicates 3 requirsd fisld
hat many fields are lode:
can click save draftt

d cannot be ch

this Award for late

~r Solicitation #: Procurement Type: Date Posted:
456987122 Awsard Notice March 20, 2008

Title:

SRS Brief title description of services, supplies, or project required by the posting sgency. Note: 258 character limit
(9 o Another test

Classification Code:

30 — Mechanics! power transmission equipment

NAICS Code:

Type the naics code to search for naics codes

1111€D - Rice Farming

Contract Award Date™:

The datz the contract w

Contranct Award Nimhar®

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

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

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

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

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

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

Federal
Busmess

* FEDB1ZOPPS.GOV i s

_—u
My FBO My Profile m Document Packages

Weloome. Nancy Buger Only - test section Suscn Acoowt (@) Accessmiiey (g usercuce B ogont

New Award For Another test - 456987123

Q) Notice Typs Attachments * indicates a required field
Click Add New Package below to upload documents to this notioe, You may proosed and review without sttaching
- documents
L) Notine Dee
@~
= Add New Package
@ Attachments
<
O e s IGoBackHSaveDraft”QuitProoessAndReturnHProeeed| msymplicity eProcurement
User Guide Accessibiity Help De 7-472-3779 (Toll Free) fbo.support Racz.aov
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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.
Iv. Quit Process And Return returns the user to the previous navigation
V. Post moves the award notice for review by users.

Federal

Buslness

w FEDB1ZOPPS.COV tmess e

My FBO My Profile “ Document Packages

Weicome, Nancy Buyer Only - tast saction Swiich Account 9 Accessivily 0 User Guice u Logout

New Award For Another test - 456987123

@ Notice Type ] On this step: Plzase raview your notice information. | satisifed, click post to finalzs your notice. You may click save draft to
save your work for 3 later time, or can click go back to modify the information.

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

@ T Notice Details
Solicitation #: Procurement Type: Date Posted:
@ Review/Submit 458387123 Awiard Notice March 30, 2008
Title:

Another test

Classification Code:
30 — Mechanical powsr transmission equipment

NAICS Code:
111180 - Rice Farming

Contract Award Date:
March 31, 2008

Contract Award Number:
8877
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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
Business

* FEDBI ZOPPS . GOV Opportunities

My FBO My Profile “ Document Packag

Weicome. Nancy Buysr Onf - tast ssction Swacn Accornt. (@) Accessiiny (@) Usercuice B Logon

Notices

BETLEN

Procurement Notices Archived Non-FBO Solicitations

Items 1-20 of 23 Showing (ZD [\a per page Jump r1 M | Next>
Actions Titke ¥ Sol/Ref Number V. TypzV Posted ¥ Response Deadiine ¥ Modified ¥
Q@ £ &1 %] Telephones 123456789 Presolicitation v Mar26, 2008 5:30 pm  Mar 21, 2008

2:17 pm

Related Modifications / Awards:

Draft Modification 3
Qi 43 "_7_1 ’D explicit one 323=xplicitons g;:il.:::Solicnmion / Mar 31, 2008 5:00 pm ;,'2;2;'“2038
@ 'a 3 ’:] one one Presolicitation ( Apr 26, 2008 5:00 pm ;‘3;2:"“2)35
Ql #H £1 %] two two Presoficitation v Apr 04, 2008 5:00 pm ;':;'32:&2038
@ a ] “:J three thres Presolicitation v Mar 31, 2008 5:00 pm '2‘522:"2338

Copyright © 2013 www.FBO.gov Page 58 of 107



FBO Buyer User Guide 1.9

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

% FEDB1ZOPPS.GOV iiomess e

My FBO My Profile “ Document Packages

risiamie. Nsncy Buysn Only - lesl secliun Swiic Aveust 6 Amssiuiing 9 vem cune [ rogue

Cancellation For Telephones - 123456789

@ Notice Typs Cancellation Details * indicates 3 required fizkd
Pleass provide 2 cancellstion notics
=
@ Notice Details Solicitation #: Procurement Type: Date Posted:
123456789 Caneellation March 30, 2008

[0

3
goe
S
3

i

=
N
(o=}
I
i
]
]
@
¢

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

ITI. 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-uEh-r:l-: || Sawve Draft || it Process And Return || F"m-r:n-nd|
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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

* FEDB1ZOPPS.GOV iiomess s

2-GOV s A.gov

S~ A (VN

My FBO My Profile Document Packages

Weicome, Nancy Buysr Only - tast section Swhch Account 6 Azoeszioiiny 0 User Guioe B Logout

Cancellation For Telephones - 123456789

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

[GoBaek || Save Draft “ Quit Process And Return || Pos!'

v
Review/Submit 5 >
@ Notice Details
Solicitation #: Procurement Type: Date Posted:
123455789 Canezllation March 30, 2008
Title:
Telephones

Cancellation Description:
budget changes.

Classification Code:
74 — Office machines, text processing systems & visible record equipment

NAICS Code:
422450 — Medicsl, Dental, and Hospital Equipment and Supplies Merchant Wholesalers

Response Date:
Mar 26, 2008 5:20 pm
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3.3.5 Deletion of Draft Notices

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

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

Federal
Busmess

* FEDB1ZOPPS.GOV iomes es

"‘J

My FBO My Profile “ Document Packages

Welcome, Admin User Qﬁlccesibilit\; 0 User Guide m Logout

Notices

4 RETURN

Procurement Notices Drafts Archived Non-FBO Solicitations
¢ [ov [

Keywords/S0L # ]

tems 1-20 of 76 Showing qu, ¥ |per page Jump ‘ 1 v l | Hext >

Title ¥ SoliRef Number ¥ Type ¥ Response Deadline ¥ Modified ¥

2 SPM7LS08RO033 Presolicitation - ARe012; 2008
10:10 am

21 WARSE36210 Presolicitation - Gprb2, 2000
11:05 am

2 SPM4A7-08-R-1073 Presolicitation - aprlie; 2008
12:47 pm
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I. Within the notice use the proceed option to move forward to the review/submit
step

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

Welcome, nance buyer - African Development Foundation [African Dewvelopment Foundation, Washington, DC) Switch Account aﬁ.messit-ilily'

GHEI: HL:-;:ut
Base Notice: new example solicitation - combined123

{i} Notice Type J’ On this step: Please review your notice information. If zatizifed, click post to finalize your netice. “r'ou may click
- save draft to =ave your work for a later time, or can click go back to medify the information.

{2} Notice Details
- | Go Back || Save Draft || Quit Process And Return || Delete || Post |

£
3 Attachments . .
& Aeenmen Notice Details

Revi Submit Solicitation #: Procurement Type: Date Posted:
@ sviewisubmi combined123 Combined Synopsis/Solicitation March 19, 2008
Title:

new sxample solicitation

Mlaccifiratinm Cadas
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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.

I1. When the notice information tab is open, select the archive button to archive the
notice.

* FEDB1zOPPS.cov Sume...

Weleome, nancy both - test section E ﬂhccessibilihr GUSEIGUidE mLogout

Notices

4 RETURN TO HOME

Procurement Hotices | Drafts Archived Mon-FBO Salicitations

ftermns 1-20 of 30 Showing pel page Jump | Hext =

Actions Title ¥ SolRef Mumber ¥ Type ¥ Posted ¥ Response Deadline ¥ Modified ¥
Q_.i ] &7 & 1test replication aahb Preszolictation s - Apr 13, 2008
1:18 pm
] #] &) = . Combined Lar 17, 2008
A1 Thury: 1 7897 9ag=dTe ) A o
Q_J e s SynopsisfEolicitation J 11:33 am

Related Modifications / Awards:
Modification 1 Apr 17, 2008

ol #1 1 %l added export after tactavnavin o+ fuasar o Pletima v Apr 15, 2008

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

Base Notice: 1test replication - aabb

4 RETURN 4 RETURN TO LIST (PROCUREMENT,

Notice Information Packages Interested Vendors

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

‘ Return To List “ Modifiy/Amend ” Archive H Print I PROCUREMENT NOTICE INFO
Created: April 2, 2008 10:29 am
By: nancy both
Notice Information Modified: April 18, 2008 1:19 pm
By: nancy both
Solicitation: Agency/Office:
aabb test section

NOTICE HISTORY
S SOl .
Location: Original Notice: aabb (Apr 18,
5 2008)
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I. User will be asked to confirm the archive.

Windows Internet Explorer

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

oK Cancel
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3.3.7 Unarchive Notices

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

archived.

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

notice.

Federal
Business

Y FEDBI1ZOPPS.GOV et es

Notices

4 RETURN

Procurement Notices Drafts Archived MNon-FBO Solictations

Welcome, Admin User

GOV USA.gov_ |

My FBO My Profile “ Document Packages

eAcces:sibility 0 User Guide BLogout

Keywords/SOL #: | b More

1-200f 459

Title ¥ SolRef® ¥
99 -- International Broadcast Rights

@ for T Programming from MarVista 316480606456
Entertainment

@ 70 -- Complete Apple Computer

HQO02573479002
Ce Q00267347900

Modification 4  Mar 04, 2003

1121314181617 18|91

Type ¥

Special Naotice

Special Notice
(Modified)

Last Posted Date

Mar 10, 2008

Mar 04, 2008

10 | 11 » [23]

Archived On 4

Mar 29, 2008
12:00 am

Mar 21, 2008
12:00 am
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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.

Welcome, Micki BuyerEnginesr g9 Accessibility (@) User Guide £ Logout

Changed Jun 12, 2009 2 23 pm: Spa Salon - FSD1030 (Archived)

A RETURN TO NOTICES 4 RETURN TO LIST (NOTICE:

Notice Information Packages Interested Vendors E Print IB Link

_!} Note: This netice (and related documents) are archived.

PROCUREMENT NOTICE
[ARCHIVED]) INFO
Created: June 12, 2008 2:23 pm

| Return To List || Unarchive |

Notice Information Modified: June 26, 2010 4:35 sm
The page at https://fbo-test.symplicity.com says: ﬁ ENERAL INFORMATION
ice Type:
| Are you sure you want to unarchive this notice? This will unarchive all related notices, documents, ification/Amendment/Cancel
# links and controlled unclassified documents, riginal Posted Date:

oK | ’ Cancel TR ALY

sted Date:

e 17 PNNG
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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.

Business

* FEDB1ZzOPPS.GOV Sires ...

My FBO My Profile Document Packages

eleome, nancy both - test section ﬂ aAccessibilihr GUserGuide mLogout

Notices

4 RETURN T HOME

Procurement Hotices | Draftz Archived Mon-FBEC Solicitstions

ftermns 1-20 of 30 Showing pel page Jump | Hext =

Actions Title ¥ SolRef Mumber ¥ Type ¥ Posted ¥ Responze Deadline ¥ Iodified ¥
Q_.i £ 1test replication k=l Presalictation v Apr 13, 2008
1:18 pm
1 #8 & = sn i 7897958547 Bel =k ; 7 5y 2
yerso s ) A
Q_J SynopsisiEolictation v 11:33 am

Related Modifications / Awards:
Modification 1 Apr 17, 2008

Federal
Busnness

% FEDBI1ZOPPS.GOV jiomest e

My FBO My Profile “ Document Packages

me. nancy both - DELAWARE RIVER BASIN commission B @) Acosssivility @) User Guide [ Logout

Base Notice: teset 777423sol

4 RETURN ¢ RETURN TOUST (PROCUREME

Notice Information Packages Interested Vendors Ei print [0 Link

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

| Return To List ” Modifiy/Amend H Archive H Printl SUEELIE, E S E
Created: April 24, 2008 9:05 am
By: nancy both
Notice Information Modified: April 24, 2008 9:05 am
By: nancy both
Solicitation: Agency/Office:
777423s0l DELAWARE RIVER BASIN COMMISSION

NOTICF HISTORY
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I. In the print window, print sends the notice to the printer.
II. Use Close to close the print window.

Press Print or select File » Print from the browser menu to open the print dialog.

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

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

Posted Date: Original Response Date:
March 23, 2003 Mar 31, 2008 5:00 pm

Response Date:
Archiving Policy:
Automatic, 15 days after response date

Original Archive Date:

Archive Date:

Classification Code:
A — Research & Development

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

II. 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. Note: The Interested Vendor list is only
available to those with FBO accounts. Agency buyers / engineers will need to go to the
FBO homepage and login in order to view.

% FEpB1zOprs.c

e leome, nancy both - test section E 0 Aoeessibility 0 Uszer Guide m Logout

Notices

4 RETURHTO HOME

Procurement Hotices | Drafts Archived Mon-FBC Solicitations

tems 1-20 of 30 Showing per page Jump | Hext =
Actions Title ¥ SolRef Mumber ¥ Type ¥ Posted ¥ Response Deadline ¥ Modified ¥
Q_j 1 3 x] 1test replication aabh Preszolictation -/ Apr 18, 2008
1:19 pm
18 & & dibuyersol 76979atsd71 =t ; ASIIZC0E
@ e 5% SynopsiziSolictation "( 11:33 am

Related Modifications / Awards:
Modificetion 1 Apr 17, 2008

II. Go to the interested vendors sub-tab.

Federal
Busmess

* FEDBI1ZOPPS.GOV et e

My FBO My Profile “ Document Packages

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

417buyersol - 78979a8sd7f

4 SETURN  { RETURN TOLIST (PROCUREMEN

Notice Information Packages Interested Vendors
Keywords [

tems 1-1 of 1
LastNameY  FirstName¥Y  Email Contractor ¥ Phone Address
419 SAWYER ST
- \;
Vendor Alan :Egi?; H 52;874— :i\N BEDFORD
027461013
tems 1-1 of 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.

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

Create New Notice
| l. | Motice Type Bids
Electronic Submission/ Responses:
! 2 | Motice Details Select the type of electronic submission that you would prefer
- ¥| CLIN [J] Doc Package
B Go Back || S5awe Draft || Guit Process And Return || Proceed
ﬁ_:il Bids
@ Type
() Clin Template
i) Revie
| 5 | Review/Submit

II. By selecting CLIN, the buyer enables an online Item (CLIN) builder which will serve
as a template for the items that vendors will be requested to quote on.

III. If Doc Package is selected, vendors will be able to submit document responses (file
uploads) electronically.

Iv. 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;

Cc. 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 field

CLIN:

Bl Esit CLIN information

Line ltem Description®:

Provide a brief desoription about the Line Item

Line ltem #1

Cruantity®:
Enter the guantity of line item

100D
Children:
Add a child line item
B Edit CLIN information

Line ltem Description®:

Provide a brief desoription about the Line ltem

Child Line Item #1

Cruantity*:
Enter the quantity of line item

00

Children:

Add a child line item

| Add New Chid ltem | | Delete Chid Line ltam

| Add New Child ltem || 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 | | Deletad (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.

VI. After clicking Proceed, the buyer can review the type(s) of electronic submission
selected and if applicable, the CLIN template created.
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Create New Notice

| i. | Motice Type Bids * indicates a required field

Electronic Submission’ Responses:

i i \ Motice Detail Select the type of electronic submission that you would prefer
- CLIN, Doc Padiage
— CLIN:
) Attachments
Line Item Description Cruantity
€ sics Line ltem #1 1000
© Type Child Line ltem #1 500
) Clin Template .
Line Item #2 THD
@ Review
lp3y) Review/Submit | Go Back || Save Draft || Guit Process And Return || Proceed |

VII. The Buyer has four options at the bottom of this page:
a. Go Back returns to the previous step in the process where changes can be made;
b. Save Draft saves data entered up to this point for later edits/review;
c. Quit Process And Return means that the solicitation will not be saved if selected
when the notice was not previously saved as a draft;
d. Proceed takes the user to the next step in the process, Review/Submit. See
section 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)

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

Motice Type Modification Details

TN
LA

Where do you want to start the modification process®:

@ Modification Type i) Motice Details, add/edit desoiption
() Attachments, attach Files

— G Bids {CLIM / Doc Padkages)

Py o Go Back || Guit Process And Return || Proceed
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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.

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

I:;__z"' Notice Type Bids * indicates & requir
Electronic Submission/ Responses:
I_._.‘I _= o Select the type of elechonic submission that you would prefer
A= T W|CLIN || DocPackage
P -
(3] Motice Details
ey Go Back || Sawve Draft || Guit Process And Return || Ho Change, Continue To Rewview Step || Proceed
o
A ] 1=
Ay
E—‘; Bids
@ Type
© CLIN Template

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;
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:
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:

Q
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The page at https://fbo-test.symplicity.com says: &I

0 If you are not making any changes to this clin template, please click 'cancel’ and then click 'no
change, continue to review step’. If changes were actually made to this template frem previous
wersions, click 'yes' to continue. Please note that proceeding will send an email alert to all vendors
that previously submitted an electronic CLIM response for this notice.

| 0K |\ Cancel J

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

1. 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.

Base Notice: B_i_dl _r_\ﬂ::_:d Test 39 - MM-FBO-039

4 RETURN 4 RETURNTC

Notice Information Packages Bids/Responses nterested Vendors gF'i-—: |_|

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

PROCUREMENT NOTICE INFC

| Return To List || Modifiy/Amend || Archive || Print | Created: February 18, 2008 ¢

By: Micki Buyer

Motice Information Modified: Februsry 18, 2009 ¢
By: Micki Buyer

Solicitation: AgencyiOffice:

MKW-FBO-039 Office of Integrated Acquisition Environment ELECTRONIC SUBMISSIONS
Doc Package

Location: CLIN

II. If there are no vendor electronic submissions, the tab will indicate no items found:
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Bid Mod Test 39 - MM-FBO-039

4 RETURN 4 RETURN TO LIST (NOTICES

Motice Information Fackages | Bids/Responses | Interested Wendors

Keywords:

_ﬂ Maitems 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 name;

DUNS if available;

Type(s) of electronic submission;

Total Bid amount;

Date the response was submitted.

Notice Information Fackages Bids/Responses Interested Vendors

NN = N e Mo

eywords:

Iltems 1-2 of 2

= Last Hame ¥ First Name ¥ Contractor ¥ DUNS ¥ Type Total Bid ¥ Submitted On ¥
I:‘ Q-j Vendor ik FBO Test Vendor CLIM, Doc Padkage 2.500.00 Feb 21, 2009 10:12 pm
I:‘ Q—j Vendord2 Micki Test Vendor 2 CLIM, Doc Package 1,500.00 Feb 21, 2009 11:25 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:
i. Additional contact information for the vendor, including full name,
company name, email address, and telephone number;
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Natice Information Packages EI-idsJRe-spnnsle5| Interested Vendors
Enre| Mates

| Return || Create Award Notice

Response

Contractor:

Name:
FBO Test Vendor

Dieing Business As [DBA):
FBO Test Vendor

Fullname:
Micki Vendor
First Name:
Micki
Last Name:
Vendor
Email:
Phone:
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 Item Description Guantity Unit Price Total
Line [tem =1 100D 250 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;
Documents:

Q_J Sample vendor bid re

Tesf Response File

sponse.doc {5,668 Kb)

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 10012 pm

By: kx| iendar
Modified:  Febnary 21, 2008 10035 pm
By: kx| Viendor

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 Information Packages Bids/Responses | Interested Vendors

aore Notes

Keywords: IEI

_f} Mo tems found

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

Motice Information Fackages Bids/Responses Interested Vendors
Care Motes

| submit || save || Retwrn |

Mote Information

Body*:

| submit || Save || Return |
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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

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

Notice Information Packages Bids/Responses Interested Vendors
Corz Hotes
It=
Body ¥ Modified ¥
Q_a test note Feb 22, 2005, 10:25 pm
st test note 2 Feb 22, 2008, 10:42 pm
Add New Mote | Items 1-2 of 2

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.

Matice Information Packages Bids/Responses Intzrested Vendors

are Notes

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;
HE

c. Next, click on the down arrow next to Batch Options and select the Download
Zip option;
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Motice |nformation Packages Bids/Responses Inter

PEy o

Batch Options | Items 1-2 of 2

Downioad Zip

il ast Mame ¥ First Mame ¥ Contractor ¥
Qﬂ Wendor Micki FBO Test Vendor
Qfl Vendor(2 Micki 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 Inten
Heywords:

Batch Options ﬂ ltems 1-2 of 2

Cownicad Zio

. st Mame ¥ First Mams ¥ Contractor ¥ DUNS ¥
Qﬂ Vemndor Micki FEO Test Vendor
Qﬂ WendorliZ Micki Test Vendor 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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Naotice Information Packages Bids/Responses Interested Vendors
Response List Mail Wizard

STEF 1: Review/Edit Message
Flease review/set the parameters of the message you wish to send. Make any changes in the form below, select whether and how
wou wish to save these changes, and then sslect the “next’ button.

HTML Format:

Do you wish to format this message wsing HTML?

.:.1,@5 .:.r.:.

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)

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. he user can attach more files using the Add Additional
Attachments button;

Attachment(s):
File:

Browse.

Send Method:

_) inchede in email (@) send as link

| Delete Attachment

| Add Additional Attachments

o

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

Packages Bids/Responses Interested Vendors
Recponse List Mail Wizard

STEF I: Review Recipients
Flease review the list of recipients below, and make any desired changes.

| m s ¥ .com |

[ remaove selected recipients ]

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

[ cancel ][ < prey ][ Send Meszages ]

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:

) (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 nterested Viendors

Core Notes

| Return || Create Award Motice |

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.

Popow

-

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.
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3.5.1 Create Non-FBO Secure Document Link

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.

4 RETURN

DIZUPPS.GOV

Non-FBO Solicitations

Procurement Motices Drafts Archived l Hon-FBO Solicitations ‘

Opportunities

eﬂ.ccessibility OUserGuide nLogout

Welcome, Admin User

Keywords: 1793
tems 1-6 of 6

Actions

2 2 82 2 8

A

Solicitations Archived

Document Pack

SolRef # ¥

GS02POBPWCO018

GS05078VC0022

GS0BPOBGYCO00S

GS06POSGYCO004

GHUBPUEGLCUUILS

GS06POSGZCO0DS

I Add Hew Hon-FBO Solicitation

ftems 1-6 of 6

C—

Createdon ¥
Apr 07,2008 4:18 pm

Apr 10, 2008 5:02 pm

Apr 10, 2008 5:02 pm

Feh 06, 2008 2:00 am

Apr U1, 2005 4:52 pm

Apr 01, 2008 4:52 pm

Released ¥

Jul 06, 2007 5:09 am

Jan 25, 2008 3:44 am

Feb 06, 2008 2:00 am

Feh 24 2008 100U am

Feh 25, 2008 11:30 am
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L. The first step of creating a Non-FBO Secure Document Link is essentially a simplified
version of the notice form. This form only captures three key elements:

the archive date
point of contact(s)
solicitation #.

II. 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.

I1I.

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

IV. Proceed takes the user to the next step in the process.

Non-FBO Solicitaton: nonfbo123

@ Detalls

{E.:j AR3CN Packages

(5] FeiewSuDmi

_f_‘l Morbe: Trits soliciztion and 2ached Secuns Packages Nave not yel besn released and are saved 28 drat You
may mizke modMications and sutmi when ready

| Save Draft ” Canes || [Prosesed |

Solicitation Details

Flease enter the details fo

Solicitation £

Primary Point of Contacts:

Zacondary Podnt of Contact:

archive Dates:

Zalact an E=.|51:|I1§ or New Contact:
[ tica Ermr=pEgmaicam) |

Titha:
I |

Fulll Nams:

|:1 A |

Emeall:

|_—.—1:,:=;—: cam |

Phons:

Oplionally, select 3 secondary polnt of contact

3adact an Existing or New Contact:
| Himw Cominct LT |

Titke:
I |

Fulll Nams:

e date Fils solicRation and packages W

s oo |

Eave Drat ||c.|u-| ||Pm-|-|-|-l |

D2 anch

hed

“ Indicaies a reguined Neld
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I. The next step of creating a Non-FBO form allows the user to add the secured
package(s).

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

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

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

V. Go Back takes the user back one step in the process.

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

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

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

Business

* FEDBIZOPPS GOV Opportunities

My FBO My Profile “ Document Packages

sicome. Nancy Buysr Only - tsst section Switcn Account 6 Accessioliny O User Guide n Logox

[New Non-FBO Solicitaton]

‘/1\ Detziis Attach Packages * indicates 3 requirsd fizld
@)
@ Attach MPackages Lj

Package #1

M Select PR # From Your Office:

(=) Review/Submit
@y Foviowstnt [ o

PR #

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

Find Package

I Attach Additional Secure Package I

l Go Back H Save Draft H Quit Process And Return H Proceed & Review
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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.

III. 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

confirm release.

Release Solicitation makes the Non-FBO solicitation link valid. Users will be asked to

Federal
Business

* FEDB1zOPPs.cov Lome ..

[New Non-FBO Solicitaton]

Solicitation Details

- Solicitation =
@ Aftach Packages asdiastaasaf
- Primary Point of Contact.:

riancy both,
Supervizor BUyer

test-1i@symplicty com test-1 3@syvmplicty com
Phone: 512 555 66677

Archive Date:
April 30, 2008

Attach Fackages

P Package #1

PR = nevwpar Jiou
Is this Export Controlled ?: ves
Explicit Access: no

Qa tiffarry t=t (74 .46 Kh)
Description: tzet

b Lan—— iln-l-u.J

m Logout

Weleome, nancy both - test section E Gﬁccessibility 0 User Guide

| Go Back || Sawe Draft || Guit Process And Return || Release Solicitation

*
©
P s WY
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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.

Federal
Business

* FEDB1zOPPSs.cov L

GOV USA.gov_

il
My FBO My Profile “ Document Packages

el come, nancy both - test section E ahccessibilinr 9 Uzer Guide m Logout

Non-FBO Solicitaton: 32608

4 RETUEN 4 RETURHN TO LET (HONFED)

Procurement Motices Draftz Archived | Hon-FBO Solicitations

Details Authorized Parties

| Unrelease Solicitation || Return || Archive |

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

By naney both
Solicitation Details Modified: April 16, 2008 5:45 pm
Solicitation % 32608 By nancy both
Primary Point of Contact.: nancy cykil
Cyhil f.qow

Secondary Point of Contact:  nancy office five
test-4i@svimplicity Coimn

Archive Date: Aupril 25, 2005
Vendor Link: bttt itk -test syvmplicity cotnifedteds 32605

Aftach FPaclkages

@ Package #1

PR = 2356587

Is this Export Controlled ?: no
Explicit Access: yes

Is CD Available: no
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3.5.2

II.

ITI.

Un-release Non-FBO Secure Document Link

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

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.
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.

w FEDBIZUPPS.GOV

Non-FBO Solicitations

4 RETURN

UuUdINGaa

Opportunities

oﬂ.ccessibility GUserGuide nLogout

Welcome, Admin User

Solicitations Archived

Procurement Notices Drafts Archived ‘ Hon-FBO Solicitations ’

E-Gov USA.gov

Document Packages

mttanta? |

Keywords: :gs

tems 1-6 of 6

Actions SolRef # ¥

et GS02POSPWCO01S
et GS05075VC0022
QA GSOEPOSGYCO005
A GS0BPOSGYCO004
QU GS0EPOSGZCO004
et GS0BPOSGZCO009

| Add New Hon-FBO Solicitation

Vi b More

tems 1-6 of 6

Createdon ¥

Apr 07, 2008 4:18 pm

Apr 10, 2008 5:02 pm

Apr 10, 2008 5:02 pm

Feh 06, 2008 2:00 am

Apr 01, 2008 4:52 pm

Apr 01, 2008 4:52 pm

Released ¥

x

Jul 06, 2007 5:09 am

Jan 25, 2008 3:44 am

Feb 06, 2008 2:00 am

Feh 27,2008 10:00 am

Feh 28, 2008 11:30 am
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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.

ITI. Return returns the user to the list of Non-FBO Solicitations

Federal
Business

* FEDBIZOPPS GOV Opportunities

My FBO My Profile “ Document Packages

Weicome. Nancy Buger Only - test section Swacn Acoowt (@) Acsessiiey (g Usercuie B Logont

Non FBO Sohcxtaton 58979

STLUSN | RETLEN

Procurement Notices Archivad Non-FBO Solicitations

NOASED

NON-FEO SOLICITATION INFO

| Unrelease Solicitation || Archive || Return | Craatsd: March 25,2008 6:08 pm

By nancy botn
Solicitation Details Bomned: {Akac 25 2000 00 pat
By: nancy both

Solicitation #: 58979
Primary Point of Contact.: nancy both

Archive Date: March 31, 2008
Vendor Link: https://fbo-test. symplicity. com/fedtads/58573

Attach Packages

Y Package #1
P g

PR #: 14785
Is this Export Controlled? no
Explicit Access: yes

if (4,587.53 Kb)

Descnptuon testing

] Archi H Retuml
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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.

X FEDBIZUPPS.GOV

Non-FBO Solicitations

UudINGaa

Opportunities

Welcome, Admin User

Fmart ke |
My FBO My Profile m Document Packages

chcessibilih; OUselGuide nLogout

2.GOV USA.gov

I Add New Hon-FBO Solicitation ftems 1-60f 6

Createdon ¥

Apr 07,2008 4:18 pm

Spr 10, 2008 5:02 pm

Apr 10, 2008 5:02 pm

Feh 06, 2008 2:00 am

Apr 01, 2008 4:52 pm

4 RETURN
Procurement Natices Drafts Archived ‘ Hon-FBO Solicitations ’

Solicitations Archived

Keyywords: E&——i b More

tems 1-6 of 6

Actions SolRef# ¥

Q GSO2POBPWCO0E

Q_a GS05075VC0022

@ GSO06P0BGYCO005

Qi GS06POBGYCOD04

Q GSOBPOBGZCO004

Q'.i GS06POSGZCO009

Apr 01, 2008 4:52 pm

Released ¥

x

Jul 06, 2007 5:09 am

Jan 25, 2008 3:44 am

Feb 06, 2008 2:00 am

Feh 27,2008 10:00 am

Feh 28, 2008 11:30 am
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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.

My FBO

Non-FBO Solicitaton: 32608

My Profile Notices Document Packages

Welcome. Nancy Buyer Only - test section Swich Account 0#«::&5,::31!5, 0 Uszer Guioe m Logout

Ty Note: Th =t been relessed and are savad 3= draft. You may maks

modif

Solicitation Details

Solicitation #:
32608

Primary Point of Contact.:
nancy both

test-1@symplicity.com

Archive Date:
March 31, 2008

Attach Packages

@ Package #1
PR #: 235887
Is this Export Controlled? no
Explicit Access: yes

Q-i fbo vendor guide MDI (2,057.88 Kb)
Description: ghik

| Go Back H Save Draft H Quit Process And Return H Delete H Release Solicitation
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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 assign new
documents to released solicitations.

II. Use the add new button.

ITI. 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.

Federal
Business

% FEDBI1ZOPPS.GOV e es

~
My FBO My Profile Document Packages

Velcome. Nancy Buyer Ondy - tast section Swiich Acoount Acozssioliny User Guice Logos
} Buy /] SWHSH ACCOUR 3

Document Packages/Links

Packages Authorized Parties

]

Label /PREY Type ¥ Solicitation ¥ Craatedon V¥ Post=d On ¥V
b

9 explicitons Other (Draft RFFs/RFIs, Responses to Questions, stc..) 323=xplicitone Mar 23, 2008 2:58 pm Mar 23, 2008
http://\www.y3hoo.com
Add New Package Items 1-1 of 1
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I. At step one, Details, the user indicates whether the document is sensitive/secure and
if tied to a FBO solicitation, and then 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.

Federal
Business

* FEDBI1ZOPPS.GOV it es

My FBO My Profile Document Packages

7 JE-N x [

Weicome, Nancy Buyer Only - tast saction Switch Acoount 0 Accessiiiny

[New Documents/Links]

@ Details Package Details * indicates a required fizkd
Please enter the details for this document padkage
-
(i) Uploa Contractlng Office Locauon
= t registered at the office location level. Mease select the relsted office locaton
’/5\ Review/Submit
U Sol/Ref #*:
|
| v
Type*:
O Solicitation

(O Mod/amendment

O Other (Draft RFPs/RF|s, Responsas to Questions, st

| Save Dratt | Quit Process And Return || Proceed |
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I1.
I1I.
Iv.

VI.

At step two, the user uploads files.

A description is required.

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

Cancel returns the user to the previous navigation.

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

Federal
Business

* FepB1zOpps.cov

Opportunities

Welcome. Nancy Buysr Only - tast section Switch Account

€9 Acczssiiy

[New Documents/Links]

Files / Attachments

File / Link #1

Type*
Choose "upload” to se

O upload O link.

Description®:

ect 3 file fro

Enter in a short description for this f

Add Another Document

I Go Back H Save Draft ” Quit Process And Return H Procesd & Review

© vsercuee

GOV USA gov

Document Packages

B g0

|

" indicates 3 requirsd field
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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.

{i} Details _f), Note: This package iz not tied to a solicitation. Please click [releaze] now to make it available for solicitation
. attachments.

2y u pad Files
&) fpbetrt Package Details

@ Review/Submit Is this a secure/sensitive package?:
yes

Is the related solicitation on FBO:
no

Label:
ModidAmendment (Draft)

PR #:
12345678912

Is this Export Controlled?:
no

Explicit Access:
no

Is CD Available:
no

Files [ Attachments

@ Motice to Offerors.doc (23.50 Kb)
Description: test

| Go Back || Save Draft || Quit Process And Return || Release Package
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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.

Federal & I

* FEDB1ZOPPS.GOV fimes .

GOV 'fﬁ.-\ gov

(= e

My FBO My Profile Document Packages

Welcome, nancy both - test section E Qﬂmibilit}' 0 User Guide m Logout

Document Packages/Links

+ RETURN TO PROCUREMENT

Packages Authorized Parties
O — Y
ftems 1-20 of 57 Showingper page .Jump-ulﬂex't:-

Label /PR#Y Type ¥ Solicitaton ™  Created on ¥ Posted On ¥
R Qther (Draft RFP=/RFI= S Mar 25, 2008
AL " NACCoACE 4 ! 3
S 123456 Responses to Questions, ete.) 122436456 10:02 am Mar 25, 2008
‘Fﬂ More stuff
S Ao Qther (Draft RFP=/RFI=z . Mar 25, 2008 1:1%
3 1 1
'ﬂ e Responses to Questions, ete..) [Unassigned] pm Apr 14, 2008
‘Za tes
& Other (Draft RFPs/RFI= Mar 25, 2008 4.02
4785 ' g ' X g
'ﬁ 1ere2 Responses to Questions, stc..) 8ere pm Mar 25, 2008
O toctinn

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

testd414

4 RETURN 4 RETURN TO LIST (DOCUMENT_PACKAGE

Details Audit Trail

_}\j Mote: Thiz is a zenzitive, but unclazsified document package.

| Return || Delebe” Eﬂi1|

Contracting Office Location: 5

I= this a secure/sensitive packaoe?: wves
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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

\_‘{) Are you sure you want to edit this package? It has already been released but you
may make modifications because it is not yet attached to a solicitation

OK

‘ Cancel ‘

X

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.

Copyright © 2013 www.FBO.gov
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3.6.3 Delete Document Package

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

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

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

Federal I

* FEDB1zOPPS.coV Simes |

PPE-Gov UsA.gor |

Welcome, nancy both - test section n aAmessibiliry 9 Usar Guide m Logout

Document Packages/Links

4 RETURN TO PROCUREMENT

Packages Authorized Parties
Keyworss ] »tore [eo]

ftems 1-20 of 57 Sho\'.ringper page Jumpll‘Jex‘t)
Label /PR#Y Type ™ Solictaton ™  Createdon ¥ Posted On ¥
B Anman Other (Draft RFPs/RFlz S Mar 25, 2003
4, " NACoACE " ! 3
P 122456 Responses to Questions, etc.) 1234364% 10:02 am Mar 25, 2008
@ More stuff
e Qther (Draft RFPs/RFlz . Mar 29, 2008 1:19
- . ,
':a e Responses to Questions, stc..) [Unassigned] pm Apr 14, 2008
@ tes

Mod/Amendment (Draft)

4 RETURN TO DOCUMENT PACKAGESLINKS 4 RETURN TO LIST (DOCUMENT PACKAGESLINKS)

Detailzs Audit Trail

_f} Note: This is a controlled unclassified document package.

| Return || Delete || Edit |

Is this a secure/sensitive package?: yes

Is the related solicitation on FBO: no
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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

\_g) Are you sure you want to delete this released secure document?!

OK

Cancel

Copyright © 2013
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3.6.4 Manage Explicit Access Requests

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.

—

Federal
Business

* FEDBIZOPPS.GOV Opportunities 2 , OV /L‘b\.gov

2l

Welcome, nancy both oﬂ«ccessibility 0 User Guide m Logout

My FBO
A\ Pending Actions [all Statistics
2 Explicit Access Requests 26 Active Procurement Hotices
1 Archived Procurement Hotices
@ Quicklinks
Edit Draft Notice J Arnuunicernernls

ﬂ Create Notice There are no announcements at this time.

4] ModiAmend Notice
*a Create Award
%) Cancel Notice

@ Unload New DocumentsiLinks

Notice of Section 508 Compliance: Buyers utilizing the Federal Business Opportunities (FedBizOpps) website are required to ensure that all data
posted on FedBizOpps complies with Section 508 of the Rehabilitation Act, 29 U.S.C. §7944.
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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.

* FEpB1zOprps.cov

Document Packages/Links

BETSNT
Authorized Parties

Federal
Business
Opportunities

Welcome. Nancy Buger Only - tast section Swhon Account

'/¢

V ISA.g QV

Document Packages

9 Accessioliny 9 User Guioe m Logot

Pending Requests Authorzed

Actions. Sol/Ref# ¥ Last Name ¥ First Name ¥
@ estatate export nancy

Items 1-1 of 1

User Guide Acce ty Help De

Email

nancyexport@symplicity.com

Contractor ¥ DUNSY Cage=sY

OFTOMETRICS CORPORATION 001002138 1X8KE

877-472-3779 (Toll Fres

Copyright © 2013
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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 2)  Areyousure? This will alert the vendor via email and add them to the Authorized

Party List for this solicitation.
have been granted

explicit access to the
document. If approved
is selected, user will be
asked to confirm action.
To reject the request, select reject (see below for details on rejection).

If the user is not ready to do either action, use quit process and return to retain
pending status on the record.

My FBO My Profile Document Packages

Welcome. Naney Buyer Only - test ssction Swnen Acoourn ) Acczssiony (g usercuce B togow

OK H Cancel l

Approve/Reject Request

RETLRA | RETURN =OSEED

Authorized Parties

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

Pending Explicit Access Request

Statue: panding
Is the Notice on FBO: yes
Solicitation #: estatsts
Vendor:
Contractor:
DUNE #:
001002128

Name:
OPTOMETRICS CORPORATION

Cage #
1XEKSE

Fullname:

nancy yes export
First Mame:
nancy

Middle Name:
yes

Last Mame:
Export

Email:
nancyexportifsymplicity. com

Phnone:
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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.

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

Federal
Business

% FEDB1z2OPPS.GOV tracnives PO s o

2900, |
My FBO My Profile Document Packages

Weioome. Nancy Buyer Onj - tsst saction Sutch Accout (@) Acoessiiy (@) Usercuce B Logoue

Reject Request.

Authorized Parties

!s Note: Pleass add 3 reason for rejsction

AUTHORIZED VENDOR S INFO
Created: March 29, 2003 7.:04 pm
By NSy ¥es export

Reject Authorized Party Request MOTNCC (ML IO PR

By: n3ncy ves expont

| Quit Process And Return | Save And Send Rejection " indicates 3 required fisd

Please provide an explanstion for this rejection which will e emasiled to the vendor

Status: rejected

Is the Notice yes
on FBO:

Solicitation #  estatate

Vendor: nancy yes export (Vendor Associstes: 147852563)
Rejection Flzase provide 3 raason for this rejection

Note*:

Quit Process And Return ” Save And Send Rejection
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3.6.5 Review Authorized / Rejected Explicit Access

Requests
I. To review the previously authorized / rejected explicit access requests, go 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.

Federal
Busmess

* FEDB1ZOPPS.GOV o e

My FBO My Profile “ Document Packages

Welcome, nancy both - test section ﬁ eAwessibilit-/ 0 User Guide m Logout

417buyersol - 78979a83d7f Authorized Parties

4 RETURN ¢ RETURN TOLST (PROCURENENT,

Notice Information Packages Interested Vendors
Packages Authorized Parties

keywores:[ ]

ftems 1-1 of 1
Actions Last Name ¥ First Name ¥ Email Contractor ¥ DUNS Y Cage#V
@ Kern Doug agocity@symplicity.com nancy's import export 000002222 HXXXY

Add Authorized Party tems 1-1 ef 1
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3.6.6 Document Audit Trail

I. For controlled, 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 actual document file link(s).

Federal
Business

* FEDB1ZOPPS.GOV Sume s

Weleome, nancy both - test section n oﬁccessibility OUselGuide mLogout

Document Packages/Links

4 RETURN

Packages Authorized Parties

tems 1-3of 3

Label '/PRZT Type ¥ Solicitation ¥ Created on ¥ Posted On ¥

5? 3. 23explict Cther (Draft RFPs/RFls, Responses to Questions, stc.) testexpexpart Mar 23, 20058 1252 pm Mar 23, 2005
Q_ﬂ a=df

.ﬁi Fisriara Cther (Draft RFP=RFls, Responses to Questions, etc.) abdsf7Eafddy har 25, 20058 5:35 pm har 25, 2008
Q_ﬂ t=

Sﬂ G7g95eT Cther (Draft RFP=/RFls, Responses to Guestions, etc ) abdsf7Gafddy har 25, 20058 5:35 pm War 25, 2008
& old kitchen

Add Hew Package tems1-3 of 3
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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.)

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

Federal
Business

w FEDBI1ZOPPS.GOV o s

My FBO My Profile Document Packages

Weicome. Nancy Buysr Only - test saction Swicn Account 0 Acczssioliny 0 Uzer Guice m Logoat

Audit Trail - PR # explicitone: 323explicitone

etails Audit Trail

[ee]

Last Name First Name Contractor DUNS Filzname Created on

Vendor Alzn LOEB, H CORP 0010016588 package.zip Mar 23, 2008 3:35 pm
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I.  The audit trail record details the specifics of the controlled, unclassified document
review.
II. Return closes the record.

My FBO My Profile Document Packages

Nelcome, Naney BUper OnY - test section Swhen scoount ) Accsssionyy (g Usercue [ wogowt

Audit Trail - PR # explicitone: 323explicitone

RETURN | RETURN

Details Audit Trail
SECURE DOCUMENT LOG INFO
Created: March 23, 2008 335 pm
By Alan Viendor
Modified: hiarch 23, 2003 3335 pm
Secure Package Log = PR —
FR #: explicitons
Sol/Ref # IZ3=xplicitons
Filename: package.zip
Vendor:
Contractor:
DUNS #:
001001688
Name:

LOEE, H CORP

Dioing Business As (DBA):
LOEE

Cage #:
TG
Title:
Mr

Fullname:
Alzn Vendor

Email:
test 10§ symplicity. com

Phone:
Z01-8T4-TEE4

Action: downlboad
Action Cccured On:  Mar 23, 2008 3:25 pm
IF Address: 66.108.204.235
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