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Changes/Revisions Record

This is a living document that is changed as required to reflect system, operational, or
organizational changes. Modifications made to this document are recorded in the
Changes/Revisions Record below. This record shall be maintained throughout the life of the

document.
Version Changes Made by
N Date Description of Change/Revision Name/Title/
umber i
Organization

V1.0 10/24/14 New FY 2015 Training Exercises

E.Cobbs/FSD CSB
—Training

V1.1 1/23/14 Updated the exercises with more information E.Cobbs/FSD CSB
—Training
V1.1.1 | 4/13/14 Updated due to changes made to the system E.Cobbs/FSD CSB

—Training
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C.Award for New Users Training Exercises

Exercise #1: Login to C.Award

Objectives: e Successfully Login to C.Award
e Access C.Award Home Page
e Understand the Navigation Terms

Instructions: Execute the following steps:

Step Action

1 | > Open Internet Explorer
» Go to the URL provided to you by the instructor

Note: NOAA’s Production’s URL is:
https://crequestnoaa.eas.commerce.qgov/noaa/serviet/Comprizon

2 | On the Login Screen
> Enter your username T —

» Enter temporary password

» Click radio button C.Award e
» Click on Submit

3 | The Home screen appears

Home

MAIN MENU

» CRI a
Purchase Request
Ne new decurments,

Vender Management
Decumant Saarch
Procurement Search

SOW Abstract Search
Standard Reports

Contract Coseout

=
C.Request

Note: Should you forget to click the C.Award radio button, you will be taken into C.Request if you
have access. To get to C.Award, just click that menu option at the bottom of the screen. If you do
not have access, you will still be at the Login screen.

FY 2015 — Version 1.1.1 1
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Navigation Terms

| Standard Menu Bar |

T User: HARVEY NORTH DAKOTA (HH)
Home ﬂ Screen Tltl e se\r/mmm 9.05P1 Screen lDE NYA

r |MAIN MENU User Profie successfully updated. } M essage /

| Purchase Request N Ote S 4

m

Menu
Options

| Vendor Management

ot Ry s, Morest | et s
/

Document Search No locuments.
Procurement Search

SOW Abstract Search v
Standard Reports .
View Tabs

]

g
‘ g|
Q

g

H

\ € Request Page Area
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Exercise #2: Navigate to My Profile and Change Information

Objectives: e Navigate to my profile
e Add your email address
e Change your password
e Change your signature PIN

Instructions: Execute the following steps:

You have just received access to C.Award. The first time you log into the system, you will have
to be careful you log into the correct system as the system defaults to C.Request. This means
you will have to change the radio button before pressing ENTER. You will then be able to verify
and update fields on your profile. My Profile is where you can change your password and
signature PINs as well as view your supervisors and see your account information.

Step Action

1 From the Home screen
» Click My Profile menu option on the Standard Menu Bar

2 The Verify User screen appears
» Enter your temporary password
> CIICk Contlnue % f:-l..ox logon password. Zl'ﬁ:ﬂzrecom-nwld o et your User Profile.

3 The My Profile screen appears. f— -
Under the Administration view tab
> Enter your email address S oo st A ot e
> Check the box for emails to be s L5
sent when items sent to inbox Mo e
» Check the box for sending )

emails for action items
» Click the Addresses view tab

FY 2015 — Version 1.1.1 3
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Training Exercises

Step

Action

Notes: In production, you would only be verifying the information was correct in the fields.
These fields are populated by the information provided by the users when signing up for access
to C.Suite

Under the preferences section, a Contracting Specialist would only check the box for action
items.

This would then have the system sending you emails when things need to be done or have been
done (i.e. whom it was sent to for approval, final approval, rejected or accepted by CFS, etc).

A Reviewing/Approving Official (i.e. Contracting Officer) would want to have the checkbox
checked when items are sent to their inbox. This would send emails when something is awaiting
their review/approval.

3a

Under the Addresses view tab
» Verify or add addresses
» Click the Authority view tab

TR PROFILE DETAIL MW

*u ocied Fuld

s e e e e Tre |
AU s A

[ESISTMOPTEI Ccoting o |
fram A

NIANEASTERM RECICNAL ACQURSTEMDN
20 GRANEY STREET
MORFEVATEN

= QUERSYSTENS.
[

Pudaseter: WIEH0 G
MOAACCTASMOADS S RANCE 575 AN BRANCH
A ENET L
REEPANIN N 2R

AWWOCTRSROADSFINANCE S5 AN BRANCH
X CENTURT BLVD)
GERRMWTOWN M 2ER

Dabwer Tec

Note: In production, the first time you access, these fields will be blank. You do have the
capability to add your addresses in these fields. However, they will not populate in the CR
automatically, the addresses on the PR come from the Requisition.

3b

Under the Authority view tab
» View the Systems and Roles -
you have access to e

USER PROFILE BETAIL MENY
NS e | v, | Mnui | g |
» Click on Supervisors link mo—

......

» When new window opens up, ¥
click Search

A Mg Ol &
Mt
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C.Award for New Users

Training Exercises

Step

Action

3c

The User Lookup window will then

appear with those individuals that

are listed in the system as your

supervisor.

» Close out this window when
finished.

» Click on the Warrants view
tab

/24 User LookUp - Windows Intemmet Exploter

& hitps:// crequesttrain.cas.commerce.gav/nosa,train/serviet/ UserlookUp lreadonly=Netscreen= UPAA&Iookup=ViewSupenisars

Office: Al

I Authority Type: Al

-

Filter Criteria:

Search  Close

KT

Code Supervisor Name Office

Title

Displaying 1 - 2

ADM TRAINING ADMIN
EKC ERIN K COBBS

NOAA - OCFO

NOAA - OCFQ PROGRAM ANALYST

0|

3d

Under the Warrants view tab

» View warrant information (if
any)

» Click the Logins/Passwords
view tab

MO e | e e e St |

- SYSTEMORTIONS
Lewd

=

e 4,9 0

* = Regend Pl

3e

Under the Logins/Passwords view

tab

» Check the box Change Logon
Password

» Check the box Change
Signature Password

» Enter & Confirm New
Password

» Enter & Confirm New
Signature PIN

» Click Save

T PRI TN A

I

Notes:

v’ The FPDS-NG field should be filled in with your login information (email).
O For training purposes this is left blank.

v’ Clicking Apply will save the information but keep you on the same screen.

v’ Clicking Save will save the information but leave the screen.

The Home screen appears

FY 2015 — Version 1.1.1
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C.Award for New Users Training Exercises

Exercise #3: Open Purchase Request (PR) - Return

Objectives: e Navigate through C.Award
e OpenPR
e Understand the pieces of PR to review
e Follow flow chart
e Understand how to return a PR

Instructions: Execute the following steps:

Notes: All PR’s must be reviewed in full, prior to taking ANY action on them. It is up
to the discretion of the Contracting Specialist working with the PR as to
whether or not to return it back to the requesting office. The policy is
however, to have the requesting office submit another PR to combine with
the initial one, once it is past a certain point in the system, like the PR has
already been sent out for a solicitation and the initial amount of the PR is not
enough. It would be easier to consolidate a new PR with the additional
amount rather than cancelling the solicitation and sending PR back to get
additional funding.

A Purchase Request has been assigned to you. You will find it in your Just In tab on the Home
screen. You will need to review all the pieces of it, prior to taking any action. Follow the areas
located on the flow chart.

FY 2015 — Version 1.1.1 7
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Purchase Request Flow \/

| Home | > Sum'l'maw |
| Administration |

/
| *Recently Accessed* | | Mm:nﬂng |
Worksheet | Lineltems |

v

| Receiving Tab |

—

| Forms H Notes H Support Docs |

— -_-.."l-'ﬂ'" . —
-_._.._....--—"'—.‘_.."" 1 ""h.‘__h-
L= = = L= = ,& - -3
Consolidate | | Return | | create Solicitation | | Create Award |
Step Action
1 From the Home screen Just In view tab
> Click PR#
User: HARVEY NORTH DAKOTA (HHN)
Home Version: 9.0 SP1 Screen ID: NYA
TSt | O RGOS OIS e LS B MES20005
Results Sorted By: Document Type, Document Name, Docurmnent Number
KN Displaying 1 - 1
Document Type Document Name Document Number Date Last Updated
Purehase Request 3 1AwITOR SVC 040814 NAAJ6100-14-00023 04/08/2014
aor] Displaying 1 - 1
Notes:
v' Remember first time something is assigned to you, it will appear in the Just In view tab.
v’ Ifit has already been opened, you will need to get it from your Recently Accessed or
Worksheet view tabs.

FY 2015 — Version 1.1.1 8
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Training Exercises

Step

Action

2

The Purchase Request Summary screen appears:

Purchase Reguest Summary

Administration

User: HARVEY NORTH DAKOTA (HHMN)
Version: 9.0 SP1 Screen ID: PRSM

Purchase For: NOAA/OCIO/ISMO/ADS/FINANCE SYS ADMIN BRANCH A1151200
Delivery Date: 05/01/2014

Point of Contact: ABBY ALABAMA

Purpose; TO PROCURE JANITORIAL SERVICES

Document Status: Open-Assign

Procurement Status: Open-Assign

Submitted By: DARREN BAK (DAB) 04/08/2014

Account Summary

Number of Codes Assigned to Line Items: 2 Mumber of Default Codes: 4]
Percent Allocated: 100.00% Total Default Percentage: 0%
Total Quantity Allocated: 24
Total Cost Allocated: $43,200.00
Base Cost Allocated: $0.00
Option Cost Allocated: $43,200.00
Commitment: Accepted/Approved by Finandal System, Posted: 04/08/2014 08:33:55, Amount: $0.00
Line Ttem
Numnber of Line Ttems: 2
Total Cost: $43,200.00 Base Amount: $0.00 Option Amount: $43,200,00
Notes
No Notes
Project

2a

From this screen you can tell at a high level the information about the request.
However, due to the nature of the system, you will need to go into each area and

review the data.

» Click on Administration menu option

FY 2015 — Version 1.1.1
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Training Exercises

Step

Action

3 The Purchase Request Administration screen appears:

Purchase Request Administration

* Purchase Request Number: NAAIE100-14-0
* Purchase Request Date:

* Delivery Date:

adminstraton_ ofundingisy Lhddresses oy

0023

4082014 )
- -]
05/01/2014

301-444-3401
E-Mail Address For Internal Routing: Enn Cobbsi@noa,
Erin Cobbsi@noa;

Fax Number:

E-Mail Address For Printing:

* UNSPSC Code:

’—
* FSC Code: 5299

* Purpose:

* Point of Contact: [AEBY ALABAMA
* Recommended COR: If not

required select NCR-No COR EKC 2
Reguired

Name: ERINKCOBBS
Phone Number: 301-444-3706

a.gov
a.gov

—
=

TO PROCURE JANTTORIAL SERVICES

User: H#
Vers

EY NORTH DAKOTA (HHN)

: 9.0 SP1 Screen ID: PRA

* = Required Field

* Purchase Request Name:
Form: BS008: Interagency Agreement
* Requesting Office: W
* POC Phone: [301-444-3400

POC Email: '—
Technical POC: [ » &

Name:

Phone Number:

Fax Number;

E-Mail Address For Internal Routing:
E-Mail Address For Printing:

* FAAPs #(#s only no special or
alpha char) smplfed = 00000 120000

You have characters remaining for your input.

3a You will need to review each field on each tab of this screen. This is to ensure that all of

Once finished reviewing:

» Click on Line Items menu option

the fields have been filled out properly. (i.e. FAAPs#, UNSPSC Code, etc)

Note: UNSPSC codes that end in zeros, more than likely will be deleted soon.

4 The Purchase Request Line Item Management screen appears:

Search Criteria

Fiter on: I -

Purchase Request Line [tem Management

Uger: HARVEY NORTH DAKOTA (HHN)
Varsion: 9.0 SP1 Screen ID: PRLIM

Search

» Click Search

Please enter search criteria and dlick on "Search’ to view results

FY 2015 — Version 1.1.1
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Training Exercises

Step Action
4a | The line items will appear:
Purchase Request Line Item Management b;:,,‘:,“f: QSRT:L?::?;? ;FLH‘i
Search Criteria
Fiter on: I - - |
Search
Mark All  Unmark All
B2 view Line Item Totals Displaying 1 - 2
Mark LI # Description Qty uI Cost Option Pricing Action Status
BASE-YEAR JANITORIAL SVCS 05/01/15-4/30/16 —
™ ooo1 12.00 MO 1,800.00 BASE N/A AF’
SERVICES NON-PERSONAL TO FURNL.. =sign
OPT YR 1 - JANITOR SVCS SPECS IN ATTACHED Open-
T 0002 ¢lononT DOG. . 12.00 MO 1,800.00 OPTYR1  N/A Aseign
D Displaying 1 - 2

» Click the first Line Item #

4b

Purchase Request Line Item Detail

Administration

* Line Ttem No:
* Quy:

Mo~

Header:

You have characters remaining for your input.

BASE-YEAR JANITORIAL SVCS 05/01/15-
4/30/16

.

* Description:

SERVICES NON-PERSONAL TO FURNISH ALL
You have characters remaining for your input,

Not to Exceed:

* UNSPSC Code: -
UNSPSC Title:
* FSC Code: 5299 =

FSC Description: OTHER HOUSEKEEPING SERVICES

FAAPs #(#s only no special or
alpha char) simplified = 00000

Maodification LI Action:

[ooooo

> Click on Address view tab

The Purchase Request Line Item Detail screen Administration tab appears:

User: HARVEY NORTH DAKOTA (HHN)
Version: 9.0 5P1 Screen ID: PRLID

* = Required Field

1800

* Cost;

Total Cost: $21,600.00

Not Separately Priced:
Stock Item:

Note: You must review all fields on all tabs of the line item.

FY 2015 — Version 1.1.1
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C.Award for New Users Training Exercises

Step

Action

4c

The Purchase Request Line Item Detail screen Address tab appears:

- U HARVEY NORTH DAKOTA (HHN)
Purchase Request Line Item Detail Version: 0.0 SP1 Screen ID: PRLID

* = Required Field

M' i i Address m' m’ i
* Delivery Date: |[(ELIFZIGE qﬁ
* Deliver To:  |AJ151200 =

NOAAOCIONSMOADSIFINANCE 5YS ADMIN BRANCH

20020 CENTURY BLVD
GERMANTOWN MD 20679
N/A
* Supplemental
Address
Information: -

You have characters remaining for your input.

el Destination ~

Save Apply Reset Cancel

» Click on Option view tab

4d

The Purchase Request Line Item Detail screen Option tab appears:

- g User: HARVEY NORTH DAKOTA (HHN)
Purchase Request Line Item Detail Version: 9.0 SP% Scraen D PRLID

* = Required Field

m' i i m Option m' i

Option: BASE &
Period Begin Date: 05012014 4 Period End Date: 0402015 | )

Save Apply Reset Cancel

» Click on Receiving view tab

Note: If this is for a contract, this should show an option and the dates associated with it.

FY 2015 - Version 1.1.1 12
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Step

Action

4e

The Purchase Request Line Item Detail screen Receiving tab appears:

N User: HARVEY NORTH DAKOTA (HHN)
Purchase Request Line Item Detail izt SplsrresRn s

- ) * = Required Field
RSt ESaddiEsses ERORIRNES,  receving

Receiving Information:

* Receiving Method: Dollar-based R
* RI Matching: 2-Way Matching ~
* Receiving Office: AJ151200

Save  Apply = Reset | Cancel

» Click Apply
» Click on Accounting menu option

Note: This tab must be clicked on, viewed and saved in order for the obligation to work.

Use Apply to save the data, in order to view the accounting information for the line.

af

The Account Code Management screen appears:

User: HARVEY NORTH DAKOTA {HHN)
Account Code Management wersion: 9.0 SP1 Screen ID: PRAC

Line Item No.: 0001, BASE-YEAR JANITORIAL SVCS 05/01/15-4/30/16

SERVICES NON-PERSONAL TO FURNISH ALL LABOR, MATERIALS AN...

Search Criteria

Search Criteria [ ~ -
Search
Line Item Total:  21600.00 Total Cost: $21,600.00 Total Percent:  100% Total Quantity: 12.00
Ll v Displaying 1 -1 /1
Mark Account Code Cost Quantity Percent BOC
[T 141418K3A02P050001010306000101300020000000025270000000000 $21,600.00 12.00 100
Wlalrim

» Click the ACCS you wish to view

FY 2015 - Version 1.1.1 13
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Step Action
4g | The Account Code Detail screen appears:
Account Code Detail o riNeareaeot ke
Line Item No.: 0001, BASE-YEAR JANITORIAL SVCS 05/01/15-4/30/16
SERVICES NON-PERSONAL TO FURNISH ALL LABOR, MATERIALS AN... # = Required Field
Bureau Code (2): 14 Import Entire Account Code
Fiscal Year (2): 14
Project (7): 18K3A02
Task (3): POS
Fund (4): 0001
Program (9): 010306000
Organization (16): 1013000200000000
Object Class (8): 25270000
User Defined (6): 000000
Allecation By: Percent
Percent: 100 Cost: 21600 Quantity: 12
4g1 | You should make sure the Fiscal Year (FY) is correct for the dates this will take place
along with the FY on the document. You should verify that the correct Object Class
code is used for what they are trying to purchase. You can go to
http://www.corporateservices.noaa.gov/finance/objectclasses.html to get a listing. It’s
also important to see how the ACCS was allocated. Especially if numbers have to
change on the Award. If it was set up by percent, you probably won’t have to change
anything, but if it’s by cost or quantity, you will probably have to.
When finished reviewing:
» Click on Line Items menu option
» Finish reviewing the other line(s) and accounting
When finished:
» Click on Summary menu option
5 You would also make sure to look at any notes, forms and support documents. All

accessible from the Purchase Request Summary screen. It is from the Support
Documents that you can download them in order to attach any of them to the award.

FY 2015 - Version 1.1.1 14
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Step Action
6 In your review of this particular PR, you notice a few things, which can be seen on the
Purchase Request Summary screen:
You notice that for whatever reason, the money is showing up on the option rather than
the base. This is not a modification to do the option; it is the PR to set up a new
contract.
Account Summary
Number of Codes Assigned to Line Items: 2 Number of Default Codes: (]
Percent Allocated: 100.00% Tatal Default Percentage: 0%
Total Quantity Allocated: 24
Total Cost Allocated: £43,200.00
Base Cost Allocated: £0.00
Option Cost Allocated: $43,200.00
Commitment: Accepted/Approved by Financial System, Posted: 04/08/2014 08:33:55, Amount: $0.00
The next thing you see is that the project on the summary screen (and you noticed this
on the Administration/Line Item Detail screen that the FAAPs number is showing the
zeroes. Since this is a contract for services, more than likely there is a FAAPs number
that should be in there. You also saw on the line that the UNSPSC Code was blank as
well.
Project
60000
Because of these things, you will need to return the PR back to the requester.
7 From the Purchase Request Summary screen:

» Click on Return Purchase Request menu option

FY 2015 - Version 1.1.1 15
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Step Action

8 The Return Purchase Request Comments screen appears:

User: HARVEY NORTH DAK
Return Purchase Request Comments 5::99,.; s SL.E;.“-

* = Required Field

Document Number: NAAJG100-14-00023 Docurment Name: JANITOR SVC 040814
Current Date: 04/08/2014
* Comments:

You have characters remaining for your input.

Save | Apply | Reset Cancel

Before you can send it back to the requisitioner, you must first add comments as to why
it’s being returned.

» Click in the Comments field
» Enter reason for returning

User: HARVEY NORTH DAKOTA (HHN)
83 Return Purchase Request Comments Vercion: 9.0 SP1 Screen ID: RTNPR

* = Required Field

Document Number: NAAJE100-14-00023 Document Name: JANITOR SVC 040814

Current Date: 04/08/2014

Accounting should not be on the Option
Year line. FAAPs# and UNSPSC Code must

* Comments: be filled out and Req must be approved
prior to sending it to AGO.

You have |355 characters remaining for your input.

Save | Apply | Reset | Cancel

> Click Save

FY 2015 - Version 1.1.1 16
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Step

Action

9

The Home screen will appear and have a message at the bottom of the screen stating
the PR has been successfully returned.

H User: HARVEY NORTH DAKOTA (HHN)
e Version: 9.0 SP1 Screen ID: NYA

Document was successfully returmed,

Just In m  Re

No new documents.

FY 2015 - Version 1.1.1 17
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C.Award for New Users Training Exercises

Exercise #4: Create a Basic Award (No solicitation needed)

Objectives: e Navigate through C.Award
e Create an Award from a Purchase Request
e Follow flow chart

Instructions: Execute the following steps:

Notes: You have received a Purchase Request. You will need to review the PR prior
to making the award. Once cleared, you will use the following steps in
creating the award.

Award Flow

| AwardPIIN |
v
| Administration | | Inbox |
| Sumtmarv | | ReviewAward |
¥ | Approve FPDS Report |
| Llineltems | Accounting | e |
| Clal:ll'ses | | IssueAward |
T I

¥ e
| Reporting - FPDS | Approve

v

| Manage Reviewers/Approvers |

Step Action

1 From the Home screen Just In view tab
> Click PR#
» Review the PR in its entirety

FY 2015 - Version 1.1.1 19
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Step

Action

1a

If the PR looks good, then you will need to:

» Click on Support Documents menu option

1al

The Support Document Management screen appears. If there are support documents
attached, they will show up when you come to this screen.

Support Document Management Version: 9.0 SP1. Serasn I0: SUPDOC

SUPPORT DOCUMENT MENU
Search Criteria

‘> ACTIONS

C'reate Group Names | ~ Document Names: Al -

Delete .

Set Final Filter on: - - ’7

Set Draft

Search

~TOOLS

~ SYSTEM OPTIONS ETERCICY Displaying 1 -4 / 4

Stmmary Mark Document Title Attached On Last Modified File Name/Location

_~ OTHER SYSTEMS
O UOTE 04/14/2014 04/14/2014 QUOTATION EX4.docx
7 SOLE SOURCE 04/14/2014 04/14/2014 Sole Source Ex4.docx
r sow 04/14/2014 04/14/2014 Es;deEMENT OF NEED FOR SUPPLY OR SERVICE

.doox
C SPECS 04/14/2014 04/14/2014 SPECS Ex4.pdf
7 KN I 7

To open up a document in order to save it, click on the link of the one you want to
open. For this example, Click on SOW.

1a2

The Support Document Detail screen appears. You may have to scroll to get to the
bottom of the screen.

RVEY NORTH DAKOTA (HHN)
ID: SUPDOCC

Support Document Detail

SUPPORT DOCUMENT DETAIL
MENU * = Required Field
Document Information

> SYSTEM OPTIONS
SUPPOrT DoCUMENt Management * Title: sowj

Summary

Group Name: -
OTHER Dy ipti ommer
You have characters remaining far your input.
Attached On: 04/14/2014
Last Modified: 04/14/2014
Attached For: REQUISITION

NAAIG100-14-00023/TRANSMITTERS 041414

I™ Current Version of the Statement of Work (SOW)

[ Include in procurement package to be delivered to Vendor
Related Dates

Created On:

Received On: [

=
1]

=
=

=R
1 ]

Effective On:

Document Location

© Enter Hardcopy Location
& Upload Existing File
© Create New File Using Template

* Path/Filename: Browse

File Uploaded: STATEMENT OF NEED FOR SUPPLY OR SERVICE EX4.docx

Save | Apply || Next || Reset || Cancel
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Step Action
1a21 | At the bottom of the screen is the file you will want to click on to open:
File Uploaded: STATEMENT OF NEED FOR SUPPLY OR SERVICE EX4.docx
1a3 | Once clicked, there will be a pop-up window that appears.
Windaows Internet Explorer M‘
What do you want to do with FileRetriever.docx?
Size: 151 KB
Type: Microsoft Word
From: crequestdtnoaa.eas.commerce.gov
2 Open
The file wen't be saved automatically.
# Save
= Save as
|
» Click on Save
1lad | At the bottom of the browser window this prompt should appear after finished
downloading.
- The FileRetriever.docx download has completed. Open = Open folder View downloads
» Click Open
1a5 | This particular document is a Word document, so by clicking open, Word will open with

the document, but you will need to click on the Enable Editing button.

woEd L S - [eR etriever (Protected View) = Nicrosort Word T
Home  Inset  Pagelayout  References  Mailings  Review  View  Developer  Acrobat

0 Protected View This file originated from an Internet location and might be unsafe. Click for more details. | Enable Editing

L] L

STATEMENT OF NEED FOR SUPPLY OR SERVICE < $150K

FY 2015 - Version 1.1.1 21




C.Award for New Users Training Exercises

Step

Action

1a6

The document then editable as well as able to be saved to the document location you
wish to save to.

AE TS = Filetriever ™ Wieroror o g —
Home | Inset  Pagelayout  References  Mailings  Review  View  Developer  Acrobat
e . AN .| B = 4
= Times NewRom ~ |14 - A" a” | Aa~ | %) E 801 9 | nagbcene | asebcede AaBbCi AaBbce AAAB 4apbee. acsbceoe Aasbeed aasbe
aste . [B7 U-ax x - A - iz THormal | TMNoSpaci.. Headingl — Heading 2 Title Subtitle  SubtieEm.. Emphasis  Intense
+ < Format Painter —_ =
Clipboard . Font “ “ Styles
@ O o T T T T SR T Y,
[ BTATEMENT OF NEED FOR SUPPLY OR SERVICE < $150K
PURPOSE
7 110 VHF transmitters are specifically designed and manufactured by Advanced
1 withstand
. they will be
& igned 1o withstand ors of attachment on these
seals and penguins, which have 2 tendency to bite, bend and brezk. Lastly, they are
designed to work with expensive VHF receiver/data logging systems already owned and
opstated by NOAA. The acquisition of these istruments is necessary to fulfil NOAA's
- USAMLR Program’s treaty commitments to CCAMLR (the Convention for Conservation of
Antarctic Marme L ce5) 1o provide scientific data used m formulatmg management
advice in regulating the use of marime resourcss, ecosystem monitoring, and preventing
- overfishing.

» Open up C.Award again

1a7

At the bottom of the screen, just click Cancel

Document Location

© Enter Hardcopy Location

@® Upload Existing File

" Create New File Using Template

* Path/Filename: Browse...

File Uploaded: STATEMENT OF NEED FOR SUPPLY OR SERVICE EX4.docx

Save | Apply || Next || Reset || Cancel

1a8

The Support Document Management screen appears again.

Support Document Management Version: 9.0 SP1_ Screen ID; SUPDOC

SUPPORT DOCUMENT MENU
Search Criteria

Crenia! Group Names: |~ Document Names: Al ©
Delete .
e Filter on: - -
Set Draft
Search

xT0OLS
‘= systemopTIons [ [y] Displaying 1- 4 / 4
Ly Mark Document Title Attached On Last Modified File Name/Location
|~ OTHER SYSTEMS

() UOTE 04/14/2014 04/14/2014 QUOTATION EX4.docx

[T SOLE SOURCE 04/14/2014 04/14/2014 Sole Source Ex4.docx

O sow PTG CAEIPRG STATEMENT OF NEED FOR SUPPLY OR SERVICE

— EX4.docx
C SPECS 04/14/2014 04/14/2014 SPECS Ex4.pdf
7 €0 DI O

Save any other necessary documents. When finished click on Summary menu option.

From the Purchase Request Summary screen:

» Click on Create Award menu option
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Step

Action

3

The Purchase Request Report pop-up window will appear. If anything doesn’t pass

validation, you will receive something like this:

| & Purchase Request Report - Windows Intemet Explorer N b T o

| & hetps./crequestirain.cas.commerce.gov/noss rain/servlet/ DocumentValidabens?from= crestefimenu= CAfidosype= 7 [

1 Cqu’r/imn'Suite

Purchase Request Report

Il Purchase Request Administration:
Administration section has passed all validations.

Purchase Request Line Items:
: Line Ttems section has passed al validations

Finandal Interface:
Financial section has passed all validations.

Security Classification:
' Security Classification section has passed all validations.

Mandatory Fields:

| The following fields have been flagged as mandatory for this Purchase Request and must be populated prior to
submission:

I

i Section Number Field Label

i * Ultimate

Administrati
Iministration Destination:

Alternate CORs:
| Atemate CORs section has passed al vaidations

If it passes, it might appear briefly looking like this:

(& Purchase Request Report - Windows interet Exporer 11 \ Y ol R

= crestefimenys CABGoE typesPR a

@ hitps./crequestirain.cas commerce.gov/naas frain/serlet/Documentalid

# COmpﬁzur:'Suite

Purchase Request Report

|| Purchase Request Administration:
Administration section has passed all validations.

Purchase Request Line Items:
Line Ttems section has passed all validations.

Finandal Interface:
Financial section has passed all validations.

Security Classification:
| Sccunity Classification section has passed all validations.

Mandatory Fields:
l Mandatory fields section has passed all validations.

Alternate CORs:
Altemate CORs section has passed all validations.

You’ll want to close it out to do so:
» Maximize the minimized window
» Click Close

FY 2015 — Version 1.1.1
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Step Action

4 The Award PIIN and Name screen appears:

e PIIN and Name

MENU
* = Required Frald

= award Typa:

Dacument Numbar DG v - W0 v . W - 5E v - [

= Document Name: [ee B issET

4a The Award Types are:

Basic Ordering Agreement/Priced (BOA)

Basic Ordering Agreement/UnPriced Blanket Purchasing Agreement (BPA)
BPA Call

BOA Task Order

Contract

Delivery Order/Other Agency

Delivery Order/Local

Indefinite Delivery Contract/Requirements
Indefinite Delivery Contract/Indefinite Quantity
Indefinite Delivery Contract/Definite Quantity
Purchase Order/Priced

Purchase Order/UnPriced

VVVVVVVVVVYVYYVYY

4b There are 5 fields for Document Number:

1st Field - AGO Office

2nd Field - Line Office

3rd Field - Fiscal Year

4th Field - Contract Type

5th Field - Sequential Number

YVVVYVYVY

Note: To view updated Offices and Contract Types, go:

https://sites.google.com/a/noaa.qgov/acquisition-services/home/c-suite/c-suite-quides

Click on Choosing the Award PIIN.
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C.Award for New Users

Training Exercises

Step

Action

5 » Select the Contract type (i.e. Purchase Order Priced)

» Click Save

» Select the Award Number (i.e. EA-133F-14-SU-????)
» Type in Award Name (i.e. Transmitters {date})

6 The Award Administration screen Administration tab appears:

Award Administration

Award crested successfully

Foreign Currency

* Currency:
® Currency Rate:

|

Administration Information

Purchage Requast Mumbar: NAFSDCSR-14-00040

Award Type: Purchase Order/Priced
|

award Humibes: EA-133F-14.50-0003

“Award Name:
|

=co: =

= COR: IF not required select NCR-No COR. [ o

Required =
 Name: ERINK COBSS

Phane Number: 301-444-3706

Fax Number: 2014443401

E-Mad Address For Internal Routing: Erin Cobba@noaa. gov
B e address For Printing: Esin Cobbs@noaa gov

COR Is assigned to an active Award.

Award Dates
[ —
RS - award pate: &az0n

= Signed on Date: iz

Issue Date:
BN = srar Date: 2
—

award vendor
|
*Vendor: |-DUUU4““-;§1 o X
|
ADVANCED TELEMETRY SYSTEMS. INC

[ PO BOX 398

ISANTI MN 550400358

Unddod States Dollar «

e

Save

Apply

Mational Inberest:

For More Informatson:

Phone Number:

E-Mail Address Faor Intermnal Routing:
E-Mail address For Printng:
Technical POC:

Name:

Phone Number:

Fax Number:

E-Mail Address For Internal Routng:
E-Mail address For Printing:

Notice to Proceed:
= Expwration Date:

= E&t. Ultimate Completion Date!

Duscount Terms:

= = Requwred Field

harvey norhdakolz@noaa gov
harvey nomhdakota@noaa gov
e

Drscount Days: =

et Due: @
Transactional Partner: ¥

* Business Size Indicator: -
VPP Reporting Required: Mo -

Reset | Cancel

FY 2015 — Version 1.

1.1
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C.Award for New Users

Training Exercises

Step Action

6a On the Administration tab fill out the following fields:
» Enter CO (i.e. EBC)
» Change Award Date (Defaults to current date)
» Enter Signed On Date
» Enter Start Date
» Enter Expiration Date
» Enter Est. Ultimate Completion Date
» Enter Vendor
» Enter Net Due
» Enter Business Size Indicator
» Click Apply
» Click the Properties view tab

6al Date Field Description
Award Date Defaults to the date the award document is created. Prior to obligation and

changed prior to obligation.

signature, this date should reflect the actual date of award and can be

Signed on Date

In most cases is generally be the same date as the award date.

Start Date

agreement with the Contractor.

May be different then the award date but should be consistent with your

Notice To Proceed Date

Is not required. Use of this date field depends on the type of award. If the
date of performance shall begin at a later date than the actual award date,
then the Notice to Proceed Date should be entered.

Expiration Date

It is critical for reporting purposes that the actual date the contract expires
as agreed with the Contractor be entered in this field.

Est. Ultimate Completion

Date should have been made.

This date field represents the date in which all deliveries and payments

FY 2015 — Version 1.1.1
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7

The Award Administration screen Properties tab appears:

Award Administration

P

Delivery Information

Deltvary Date: e ®
FO8 Desipnabon: Desanaton b
Ship Via:

Government Bill of Lading © |

Other Information

41100000
* UNSPSC Code: Laboratory and scimtific squipment
[6640
= FSC/PSC Code: LABORATORY EQUIPMENT AND SUPPLIES
= MAICS Code: ]

NAICS Sze Exception:

Referenta Your:
CPAS Rating:
Contrasctor 13 requered to sign and rebum the award T

Contractor must sign this document and submit | copies to the Issuing Office
tumber of Invoice Coples: |

Authority for Other than Full and Open Competition

Moo * mshorization Typa =

Apply Reset

* = Requred Freld

7a

VVVVVVVVYVYYVY

Change Delivery Date

Change FOB Designation (if needed)

Enter Ship Via:

Enter NAICS Code

Enter Reference Your (i.e. Quote)

Check Contractor required to sign checkbox
Enter # of copies to Issuing Office (i.e. 3)
Enter # of Invoice Copies (i.e. 3)

Click Apply

Click the Addresses view tab

FY 2015 — Version 1.1.1
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Step

Action

Notes:

Delivery Date automatically populates from the PR. You should change it to the date
when all line items to this award are to be fulfilled.

Freight on Board (FOB) — Destination is where the contractor is responsible for the
shipping until it gets to the destination. Origin is where we would be taking

responsibility of shipping the merchandise to us.

NAICS codes and exceptions can be found: https://www.census.gov/eos/www/naics/
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8

The Award Administration screen Addresses tab appears:

Award Administration

Addresses - Issuing Office Code is a mandatory field.
Addresses - Administration Office Code is a mandatory field,
Addresses - Payment Office Code is a mandatory field.
Funding - Payment Type is a mandatory field.

| Adminstraton_||_ Propertes | Adhesses | Fundng || Formifo.

* Issuing
Office:

®

=
=

Administration| =

Office:

* Deliver to:

* Payment
Office:

Invoicing
Address:

Place of
Inspection:

Place of
Acceptance:

Receiving
Office:

NFFR7000 0 &

NOAANMFS

SOUTHWEST FISHERIES SCIENCE CENTER
3333 N. TORREY PINES COURT

LA JOLLA CA 82037

=
P

Save Apply

Reset

Cancel

User: HARVEY NORTH DAKOTA (HHN)
Wergion: 9.0 SP1 Screen ID: AA

e

* = Required Field

FY 2015 — Version 1.1.1
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C.Award for New Users Training Exercises

Step Action

8a If not added or needs to be changed:
Enter Issuing Office code

Enter Administration Office code
Verify Deliver To code

Verify Payment Office code

Enter Invoicing Address code

Enter Place of Inspection (if necessary)
Enter Place of Acceptance (if necessary)
Enter Receiving Office (if necessary)
Click Apply

Click the Funding view tab

VVVVVVVVYVYY

9 The Award Administration screen Funding tab appears:

Funding - Fayment Type is a mandatory fiel

® = Regquired Field
bSO RO i AOM y|  Fundew MR
Payment Information
Number of Days for Constructive Accaptance: 1
Subject to the Prompt Payment Act

Subject to Fast Payment Procedures:

* Payment Type:  a—

Treasury Account Synibol
= Agancy o * Main e 2
rdentifier |12 Accoune 1450 Sub Accourt |

Irtiatree:

|

9a Enter # of days for Constructive Acceptance
Check Subject to Prompt Pay checkbox
Select Payment Type (i.e. EFT)

Treasury Account Symbol defaults from PR.
Click Apply

Click the Form Info view tab

VVVVYYVYYVY

Note: Failure to use anything but EFT for the payment type will result in errors when validating
using check.
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10

The Award Administration screen Form Info. tab appears:

Award Administration

Award succasshully updated

—_—
PR I i Rk e e
Schedule B Text
Enter oy special comments or NOLAtons that you wish to prnt before the fne gems.
|
| -

vou have |mou characters remaining for your mout.
File Attachment

The test file spocified in this section willl prnt before the ne fems. You may seloct an existing third party file, you may
B create a new file by using an exstmg template, or you may elect not to use any hle attachment.
= No Fiba attachment
 Upload Existing Fiéa
T Create New File Using Template

Form Information
Form: BS00N intsragency Agrasment T
No additional data elements,
[
—
[ |
—_—
Save  Apply | Reset| Cancel
I

= = Raquirad Fiekd

10a

Enter Schedule B text (if needed)
Attach a file (if needed)

Choose the form: (i.e. OF347)
Click Save

YV VYV

11

The Award Summary screen appears:

2dmetrat
Aceennting Administration
Line Items
Clausas
Fodfications Award Type: Purchase Order/Priced Award Subject to Avadabdiy of Funds: No
Tetsis National tnteress: WA Amard Amount: $17,000.50
Forms Vardor: ADVANCED TELIMETRY SYSTEMS, INC. (00004584 Oblgated Lenount $17.033.50
. co: EMILY BLAKEMORE (EEC)

: g COR: If oot recuured sebect -
S N COR BRIN K CONDS (E6C)
Acticn Alarts Document mm; On Draft Award 05/14/2014 14:28:42 tseusd By:

Drocursemmnt Status: Fully Avarded

T — .
PALT
Panod of Pariurmance Defssks Account Sunimary
Support Cocuments
s e Humber of Codes Ausigned to Line ltems: 1 Mumber of Default Coder: o
ety Percent Alocated: 100.00% Total Defauk Percentage 23

. g Tensl Guarnity Alocatad: 110

FROS-HG Report Total Cost Alocated: $17,033.50
Cymct: FELSHES Kispo: Commtmant: Accapted/approved by Fnanaal System, Posted: 05/14/2014 11:03:52, Amount: $17,033.50
Delste FPDS-NG Repart

- Lime Iteen Sunsmary
Aadagn PIIN
Dhak o, Line foems: 3 Total Amcunt: $17,033.50
s Basa Amount: $17,033.50
Comsbaate Option Amount: 40.00
Drcomscidate
add To ol
HMasage Rresmees/acpromer
RS e
Obésgace
Finanaial Claseout Clamses

few Stmtus

Documant Troa: Po Document Crasted

» Click on Line Items menu option

FY 2015 — Version 1.1.1
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12

The Award Line Item Management screen appears:

LINE ITEM MENU

Award Line Item Management

Search Criteria

f

Create CLIN
Create SubCLIN

Filter on: I - ©

f

Global Replace
Renumber Single
Renumber Rangs

Pariod of Performance

User: HARVEY NORTH DAKOTA

Search

Version: 9.0 SP1 Screen ID:

Please enter search criteria and click on "Search’ to view results.

f

From Any Document

Summary

> Click Search

12a

The Line Items associated to the Award will appear:

LINE ITEM MENU

Award Line Item Management

Search Criteria

User: HARVEY NORTH DAKOTA (HHN)
Version: 9.0 $P1 Screen ID: ALIM

= ACTIC) fiteron: I - 5
Create SubCLIN
Copy
Dsiste Search
Global Replace
Renumber Single Mark All | Unmark All
Renumber Range )
Period of Performance A% view Line Item Totals Displaying 1 - 3
Mark  LL# Description Qty ur Cost§ Option Pricing Status
From Any Document I opor  YENDORSHOULD Juiigyzlsaﬁﬁgncguﬂ"; for 30.00  EA 154.85 N/A N/A Fully Awarded
Model A2910; Chinstrap Penguin glue on VHF
0002 transmitter, 165.000-165.999 kHz, 12g.. 40.00 EA 154.85 N/A N/A Fully Awarded
Summary Model A2910; Adelie Penguin glue on VHF
[0 0003 nsmitter, 164.000-164.998 kilz, 129 40.00 EA 154.85 N/A NiA Fuly Avarded

> To review a line, click on the Line #

Displaying 1 - 3

FY 2015 — Version 1.1.1
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C.Award for New Users Training Exercises

Step Action
13 The Award Line Item Detail screen Administration view tab will appear:

» Enter any Cost changes (if necessary)
» Select the Contract Type
Notes: It is here where you would change the dollar value if it the negotiated price was different
than what the PR had. If it’s less than what was brought over, you would just change the
amount. If it’s more, then you would have to make sure another PR was sent to you for the
additional amount and consolidate to the award. Regardless, anytime you are changing the
cost, you need to look at the accounting.

13a Contract Types:

Firm-Fixed-Price

Fixed-Price Incentive (Firm Target)

Cost

Fixed-Price with Economic Price Adjustment
Fixed-Price with Prospective Price Redetermination
Fixed-Ceiling-Price with Retroactive Price Redetermination
Fixed-Price with Level of Effort
Cost-Plus-Award-Fee

Cost-Plus-Fixed-Fee

Labor-Hour

Cost-Sharing

Fixed-Price with Award Fee
Cost-Plus-Incentive-Fee

Fixed-Price Incentive (Successive Target)

Time and Material
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Step

Action

Notes:
v’ The Contract Type selection should be based on the decision made during the
procurement planning. FAR part 16 can be utilized as can contacting your Contracting

Officer.

v’ For training purposes, this will be left blank.

13al

> Click on the Address view tab

13b

The Award Line Item Detail screen Address view tab will appear:

LINE ITUM DETAIL MENU
® = Requined Fsld

Summary SOUTHWEST FISHERES SCENCE CENTER
XN TORFREY PINES COURT
i LA JOLLA CA 52037

» Click on the Receiving view tab

13b

The Award Line Item Detail screen Receiving view tab will appear:

LINE ITEM DETAIL MENU

» Click on Accounting menu option
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Step Action
14 The Award Line Item Management screen appears:
S et S
:E;ll;:mp::‘-: o e e m—— ity o Displayimg 1 -1/ 1
e :
The account codes associated to this line you’re reviewing appears.
Notes: It’s important to see how the accounting was put into the system, especially if you are
changing costs on the line item. If the PR had the accounting as a percentage, if you changed
costs, the new amount should automatically be updated here. If, it’s not, that means the PR had
it as cost and/or quantity. You will then need to edit the accounting to change it to the correct
amount.
14a | To view the pieces of the accounting, click on the Account Code:

Jetal
ACCOUNT CODL DUTATL MENU

Line Thom Mo.; (001, VENDOR SHOULD USE OUR UPS ACCOUNT FOR SHIPPING. ATTN; 1. RURY please contact M, SMITH for the LIPS ac... = = Raqured Fleld
= SYSTEMOPTIONS

Dureau Code (2] 10 P imgo Entio
Figcad Year (21 14
PR A——— . ‘Frojec. {7} 28LEF28
Task (3} [
Fursd {4} 0001
Program (9): 022116001
Crgangation (18] 3021000200000000
Object Class (8): 26150000
User Defined (8); 000000
Allocation By, Parcent
Percent: 100 Cost: 46455 Quantity: 0
Comemi Ameunt 5455 Commetad ameunt: 4,645,50

The screen will change to show you the individual pieces as well as how it was
allocated: percent, cost or quantity.

» When finished reviewing, Click on Line Items menu option
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Step Action

15 The Award Line Item Management screen will appear:

. User: HARVEY NORTH DAKOTA (HHN!
Award Line Item Management “ersion: 5.0 591 Scresn ID: Au.v]‘

LINE ITEM MENU
Search Criteria
1

- ACTIONS
Creats CUN Fiter on: I © [
Create SubCLIN
Copy
ekt Search
+ TOOL
Global Replace
Renumber Single Mark Al | Unmari All
Renumber Range :
period of performance ¥ view Line Item Totals Displaying 1 - 3
Mark  LL# Description aty uI Costs Option Pricing Status
From Any Document T oL O e aoy piea cocaetm, O 3000 EA 15485 NMA WA Fully Awarded
Model A2910; Chinstrap Penguin glue on VHE
ISISYSTEMOBHIONSI . T 9902 yonamitier, 165.000-165.995 kifz, 120.. 4000 EA 154.85 WA WA Fuly Awarded
Suminary] Model A2910; Adelie Penguin glue on VHF
) [0 0003\ nsmitter, 164.000-164.998 kHz, 129 40.00 EA 154.83 N/A L Fuly Awarded
a0 Displaying 1 - 3

» Review the rest of the line items and accounting for each
» When finished Click on Summary menu option

16 The Award Summary screen appears:

AWARD SUMMARY MINL

Summary .
dmecaratsn
ccerting Administration
Line liems
Hodfications Award Type: Purchase OrdenPrced Award Subjpect to Avadatdty of Funds: No
Totsls National Irberest: L Award Amount: $17,033.50
Forms. Verdor: ADVANCED TELEMETRY SYSTEMS, INC. (000045084) Obkgated Amount: $17.032.50
. co: EMILY BLAKEMORE (EEC)
+ PROPIRTIES. g = COR: If fot required select ’
e WOR-Mo COR R ed ERIN K CONNS (ExC)
Action Alerts Documant Status: On Draft Award 05/14/2014 14:28:42 1seuad By:
Procurement Status: Fuy Awaeded
— .
PaLT
Penod of Cerfprmance Defsuls Accownt Summary
Support Documents
s e Humber of Codes Ausigned to Line ltems: 1 Mumber of Default Coder: o
ety Percent Alocated: 100.00% Total Defauk Percentage a%
g Totsl Quartity Alccatad: 10
FPO5-NHG Report Total Cost Aocated:
Correct FFDS5-NG Report
Detete FPOS-NG Report
Aasagn PEIN
Dhak Mo, Lin fems: 3 Tetal Amount: $17,033.50
o - Ease Amount: $17.013.50
Comecbiate Opbican Amcant: 40.00
Gecvmasivdats
add To otes
Hanage Bremrs/dcprers
R e
Otigace
Finansial Closesut Clowses
few Stmtus

Documant Troa: Po Document Crasted

» Click on Clauses menu option
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Step Action
17 The Award Clause Management screen appears:
Award Clause Management
e ? . Fill-lra AIClsuses =
e gl
- " L
» Click on Set Document Type menu option
18 The Award Document Properties screen appears:
DOCUMENT PROPERTIES MENL * = Requred Field
o —
19 Select the Document Type from the drop-down listing:
* Document Type: -
Architecture and Engineering
Commercial
Construction
Save
» Click Save
19a | Document Type Description

Architecture and Engineering

This type utilizes a special solicitation for which provided and requests
from bidders information which is unique to these types of contracts.
The form and format is different significantly different than a
standard UCF type format for a general contract.

Commercial This type is not structured like the UCF is and is simpler in its style and
of course the types of clauses used.
Construction This type is structured to deal with the unique nature of construction

contracts.

SAP (Simplified Acq Procedure)

This type is used for purchases under simplified acquisition
procedures FAR Part 13. A RFQ is selected when doing these which is
an SF-18.

FY 2015 — Version 1.1.1
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Step Action
UCF (Uniform Contract Format) The use of a uniform contract format (UCF) facilitates preparation of
the solicitation and contract as well as reference to, and use of, those
documents by offerors, contractors, and contract administrators. The
UCF does not have to be used for:
e Construction and architect-engineering contracts
e Subsistence contracts
e  Supplies and service contracts requiring special contract
formats prescribed elsewhere in FAR 15 that are inconsistent
with the uniform format
e Letter requests for proposals
e Contracts exempted by the agency head or designee
19b | A pop up window will appear after saving.
i Message from webpage Iﬁ‘
@% Changing the document type of this document will cause
I'Q'I all existing clauses and text files to be deleted from this document.
~ Press 'Ok to save changes.
Press 'Cancel' to continue without saving changes.
oK l ’ Cancel
» Click OK
Note: Make sure you are aware of the document type you are going to select here. As the
prompt states, if you change it after adding clauses, all previous clauses will be deleted and you
will have to add them back again.
20 The Award Clause Management screen appears:

User: HAKVEY NUKIH UAKG 1A (HHN
Award Clause Management Version: 0.0 SP1 Screen ID: CM
CLAUSE MENU Document Properties successfully updated
Set Dogument Type 4
Create Clause
Create Text File
Copy Search Criteria
Delete
Items To Display: T -
From Local Matrix Matrix Name: No Matrices ~
From Any Award
Fil-Ins All Clauses =
(=T0OLS ’7
Reorder Clauses Filter on: e <

Search
Summary
Document Type:  SAP (Simpliied Acq Procedure)
= OTHER SYSTEMS
. ~ - Page
Section Clause Number/Text Fill-In Matrix Supplement
Mark Td File Name Indicator Clause / Text File Title Name Applicability Incorporated By Name lanri‘:::‘nr Source

No Clause or Text File records found that meet the search / filter criteria

» Click on Create Clause menu option
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Step Action
Notes: Since a solicitation was not done for this particular acquisition, no clauses were created
and moved over when creating the award. Because of this, you will need to create the clauses
that are meant for this award.
21 The Award Clause Detail screen appears:
Award Clause Detail
CLAUSE DETAIL MENU . . : . = Required Fiekd
N e -
J Document Type: SAP (Sampified Acq Procedure)
Import Local Meatrix * Clause Number: | =] * Incorporated Code: Ful Ted -
E:-:::Y * Supplement: » Page Break: r
= OTHER SYSTEMS
Title:
Headar:
You have .[__ characters remaining for your input.
Save  Apply  Reset  Cancel
» Click on the Lookup Icon © for the Clause Number
21b | The Clause LookUp pop up window will appear:

(& Clause Lookllp - Windows Intemet Explorer - ‘ e e |
S - -

:—E‘ hitps//crequestdinoas zas. commerce.gov! noaa! serviet/LookUp?readonhy=h&screan= SC0&lcokup= DocClause =1

supplement: [ -

Filter Criteria: - -

| Search | Close

Please enter search criteria and dick on "Search’ to view results.

Select the Supplement (if known) (i.e. leave blank)
Select Filter Criteria field #1 Clause Number

Select Filter Criteria field #2 Contains

Enter the Clause # in Filter Criteria field #3 (i.e. 52.212-4)
Click Search

YVVVVY
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Step Action
21c | The Clause LookUp pop up window will appear with results:
(& Clause LookUp - Windows IrrtarnetE:;orer Y T e v B s _ - *lﬂw
T p— —
|;|;-1\‘, https_-_-'-:rrqur-';rd'."pﬂs.ﬂ's.mmmcrcc,gwa'na:ﬂ"sul'\.'lﬂ,'. uukUp?L‘pds‘rr_-‘lrFreihS:'&r.-.rth ur_-fI.sl.l';r?.‘;Z[-P.'umberf{"n-:ru:"Ty:r_-I ontainsieSearch Text=52 21 2-45%can n
r' —
Supplement: [ ~
Filter Criteia:  Clause Number - Contains  ~  |522124
Search | Close
U] M) Displaying 1-2 / 2
Clause Number Clause Title Supplement Select
52912-4 gg{\l;:‘RACT TERMS AND CONDITIONS--COMMERCIAL ITEMS (SEPT FAR @
CONTRACT TERMS AND CONDITIONS--COMMERCIAL ITEMS (SEPT
52.212-41 2013)--ALTERNATE I (AUG 2012) FAR @
R
» Click the Select icon of the clause you wish to choose (i.e. 52.212-4)
21d | The Award Clause Detail screen appears filled in:

User: HARVEY NORTH DAKOTA (HHN)

Award Clause Detail Version: 9.0 SP1 Screer ID: ACLD

CLAUSE DETAIL MENU
* = Required Field

~ToOLS a | Instuction | Prescription |
=T ause | R
L Document Type: SAP (Simplified Acq Procedure)
= SYSTEMOPTIONS .
AT * Clause Number. 502124 =] * Incorporated Code FulText -~
Clauses * Supplement: AR Page Break: |
Summary
= OTHERSYSTEMS
Title: CONTRACT TERMS AND CONDITIONS-COMMERCIAL ITEMS (SEPT 2013)

Header:

You have characters remaining for your input.

Save Apply | Reset Cancel

> Click Save

Notes: There is a clause matrix that can be found in the FAR 52.301 which can be found here:
https.//www.acquisition.qov/far/current/htmi/52 301Matrix.html!
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C.Award for New Users Training Exercises

Step Action

21e | The Award Clause Management screen appears with the new clause listed:

User: HARVEY NORTH DAKOTA (HHN)
Award Clause Management “ersion: 5.0 5p1 Scren 1D: CM

CLAUSE MENU
Search Criteria

Set Document Type Items To Display: All
Create Clause . .
Craate Text File Matrix Name: No Malrices ~
[=
= Fill-Tns: AlClauses  ~
elete
Filter on: Clause Number ~  Equals - [522124

From Local Matrix

From Ay Award Search
- Tools Document Type: SAP (Simplfied Acq Procedure)
Mark All || Unmark All
Summary
D) Displaying 0 - 0
v OTHER SYSTEMS
3 - 5 Page
Section Clause Number/Text Fill-In Matrix d d
Mark d . b Clause / Text File Title e Inc By Name Bt.eak Source
Indicator
CONTRACT TERMS AND
[m] 52.212-4 N CONDITIONS--COMMERCIAL ITEMS F FAR N Award
(SEPT 2013)
T Displaying 0 - 0

» Using the process above enter the rest of the clauses:
v/ 1352.201-70 CAR
v’ 52.212-5 FAR

» Clear out the Filter On fields (i.e. making them blank)
» Click Search

21f | The Award Clause Management screen appears with the clauses that had been added:

e e Mai ent
CLAUSE MENU Soarch Criteria
e To Display: T -
Matric Name: Mo Mabiges ~
FllIns: AMlClauses =
Filter on: b i

Document Type:  5AP [SimpiSed Acq Procedure]

Mark A1 | Urimick Al
i Displaying 17
o Page
Mark  Saction 14 CHeuse Number/Text File _Fill-L Clause / Taxt File Title Matrix Namo By Mama  fireak Souren
e Tt tndicator
CONTRACT TERMS AND CONDITIONS -~ :
M COMMERCIAL ITEMS (SEPT 2013} . T - fotad
CONTRACT TERMS AND CONDITIONS
& = REQUIRED T IMPLEMENT STATUTES OR i
i ¥ DECUTIV ORDTRS--COMMEIRCIAL [TEMS f s L dorar
[ 2013
w GONTRACTING OFFICER's AUTHORITY (178 & o P o

If the clauses are not in the order you entered them, you can reorder them. You do this
by clicking on Reorder Clauses menu option.

FY 2015 - Version 1.1.1 41




C.Award for New Users

Training Exercises

Step

Action

22 The Reorder Clause screen appears:

Reord u
REORDER CLAUSES MEWLI
Search Criteria
- —— i-
Summaey
[ OTHERSYSTEMS 0 e Cotens
[T

Document Type:  SAP (Sempdfied Acq Procedure)

Search

Pladse enter sasrch crtenia and dick on 'Sedrch’ to view resuits

> Click Search

22a

Resddir Clause
REORDER CLAUSES MENU 5 Criteria
~ = .:“: :
IS s I
Summary
= OTHERSYSTEMS. . e Crtens
 Request

The Reorder Clause screen appears with the clauses listed:

Search  Sar Apply | Reset . Auto Sort | Cancel
Document Type: SAP (Smplfied Acq Procedure]
Mark AN unmark Al
Displaying 1 - 3
Sort Grdur Elausa Number Clausa Titl Section

fo— 32214 COMTRACT TORMS AND CONDITIONS—COMMERCIAL ITEMS (SUPT 2013)
'}73- =r’ % CONTRACT TERMS AND CONDITIONS REQUIRED TO IMPLEMENT STATUTES OR EXECUTIVE ORDERS--
L T COMMERCIAL ITIMS (145 2014)
X 133220170 CONTRACTING OFFICER ' AUTHORITY (APR 2010)

Displaying 1 - 3

this order:

v’ 52.212-4
v’ 1352.201-70
v’ 52.212-5

Using the multiples of 10 — change the order so that the following clauses are listed in

22b Reordes Clause
—
RIDEDIR CLALSTS MENU R
= SYSTEMOPTIONS
Clsuses e
[ OTHER SYSTEMS o Fiter Criena
Cheguest
Sesrch | Save | Apply | Reset | Auto Sort | Cancsl
Document Trpe: SAP (Simgfied Acq Procadee]
Mark AN | Unmarie Al
Displaying 1- %
Sort Order Clause Nusmber Clause Title Section
e 124 CONTRACT TERMS AND COMDTIONS—-COMMERCIAL [TEMS (SEPT 2013}
R CONTRACT TIRMS AND COMDMTIONS FEQUISDD T0 IMPLEMENT STATUTIS OR EXECUTIVE ORDERS—
b COMMERCIAL ITEMS (18N 2014)
= CONTRACTING OFFICER ' s AUTHORITY {46R 2010)
isplaying 1 - %

» When finished changing them around, click Save.
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Step

Action

22c

The Award Clause Management screen appears with your clauses now in the order you
wanted:

CLAUSE MEN
ST ACTHONS.
et Document Type
Create Clause
Create Test File
Ceey Search Critaria
Delate
Ttems To Display: CO— -
e lwpodrs
From Local Matroc Matro Name: HNoMances -
PrpmL Ay Syl Ftns: AlCies ~
B L
Awardar Causes Filter on: - -
Search
T —
Documant Tyoe: 548 (Sempbfied hca Procedure)
C.Request
Mark Al unmack Al
LFE) Displaying 1
Clause Number/Text File  Fill-in Lis
Mark  Section 14 — et Clause [ Tuxt Fila Titke Name  fireak Sowrce
C CONTRACT TERMS AND CONDITIONS-
M CommpRCiaL TEMS (SEPT 2011) F FaR L Award

§| SRS PR M (o g i o s

CONTRACT TERMS AND CONDITIONS
o REGUIRED TO IMPLIMENT STATUTES OR
e ¥ EXECUTIVE CRDERS--COMMERCIAL ITEMS 5 FAR M Award
(4N F014)

o Displaving 1 - 5

» Click on Summary menu option

23

The Award Summary screen appears:

Award Summary

AWARD SUMMARY MENU Administration
peses Award Typa: Purchase OrderPriced Award Subject o Avalabiity of Funds: Mo
Admisstration ational intarest: nfa Award amount: 217,033,580
Acsontis Vendsr: ADVANCID TELUMITEY SYSTEMS, INC. (00004584) Gblgatad Amourt: $17,002.50
:;::L . oo EMILY BLAKEMORE {EBC}
= Cof: B ot required palect
::rm e ok e ERIN K COBIS (K
Forms Dotument Sutus: On Draft Awad 03/14/2014 14:28:42 Hidued By:
Nt Procurement Status: Fully Awarded
= PROPERTHS
ey Aceomnt Summsary
actn Ao
tumber of Codes Assigned to Line ftems: 1 Number of Default Codes: o
;1'*““ Parcart Allocated: 100,00% Total Dafault Parcartage: o
o R —— Total Quantity Allocated: 10
‘Sirqier Borunanis Teral Coat Allocatad: $17,003.50
[ Comemtment: Accepted/Approved by Financial System, Posted: 03/14/2014 11:03:52, Amount: $17,033.50
[
xR Ling Teen Summary
FPOSNG Repert
Corredt FPOS-NG Repert 14, L e 3 Total amourt: $17,603.50
Dudacs FROS40 Anptet Base Amount: $17,033.50
Option Amount: $0.00
Aasgn PIIN
Thacks Notes
Delete
Canpnlstate Mo Hoter
Decerasidate
L To Hessst i
Masage Reviewers dpeenvees
E Document Type: SaP (Simplfied At Frocedure)
Obhgate
Finaccel Closesut Review and Approval
e S

‘Status! Mo route created

» Click on Totals menu option
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Step

Action

24

The Award Totals Management screen appears:

Line Ttom Total $EE
S

Type of Driccunt -

Ciscount Percent: 3
Discourt Amount #0 H
VAT Rate: foon
VAT Amount {000
Shipping Charges: {000

Award Total & Obligation

Award Totak 350 (Irchades Optacnal Changes/Drscounts)
Cakudate obbgated amount Based on ward total ncduding cptional charget/dicounts
entered cbgated amount caloulated based on effective rate of: 1
Obligated Amount: §f 7
* Contracting Officer: [EBC ' ey BLUEMORE

Maimum Potential dward
value

™ User Entersd Maximum Potential Award Valus
FPOS Reporting

= = Reporting Requred

» Validate the Award Totals

» Uncheck the FPDS Reporting (for training purposes)
» Click Save

» Click on Check menu option

Notes:

v' FPDS Reporting Required checkbox in production is a mandatory field and won’t be able
to be unselected.

v/ Users are not to ever utilize the optional charges/discounts area of the Award Totals
Management screen. Entering any information in this area, will cause issues on close
out process when dealing with the Core Financial System (CFS).
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25

A pop-up window will appear:

Award Messages

Award Administration
Warning: The following date field(s) are currently blank: Notice to Proceed Date. This is an informational
message only and will not stop you from issuing this award.

Award Obligation
Obligation Information has passed all validations.

Award Line Item
Award Line Items have passed all validations.

FPDS-NG Reporting
FPDS Reporting is required for this award. An FPDS report must be completed and approved in FPDS-NG prior
to issuing this award.

Additional Reporting Elements
Additional Reporting Elements have passed all validations.

Close

» Look to see if there are any errors, if not, then continue
» Click Close

Notes:
v This will not show CFS obligation errors, just C.Suite.

v’ This process is good to perform prior to doing FPDS reporting. This is to help minimize
the need to delete the FPDS report to fix errors.

v The screenshot is just to show you an example of something that would need to be
fixed before continuing the process.

26

The next step is to set up your routing list. To do that, click on Manage
Reviewers/Approvers menu option
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Step Action
27 The Award Review & Approval Management screen appears. It is here where you will
set up the routing your document will go through.
Award Review & Approval Management o Ao S oy
REVIEW & APPROVAL MENU . L
;dd‘u‘::?o"s " Route Order: I -
fo e Reviewer Type:
i Filter on: M
REEEVHWV Search
SvamVSI'EMDPTIONS | - »
L OTHERSYSTENS Mark  poute Address To ¥;‘J’i:'“" ’;‘lggm‘:: ‘gm Since At Status Comments
No records found that meet the search / filter criteria
» Click on Add User menu option
27a

Reviewer Detail
REVIEWER DETAIL MENU

~ SYSTEM OPTIONS

Review and Approval * Raviewer : [ &
Summary
< OTHER SYSTEMS || Reviewer Name:
Title:
* Receiving order: 10
Priarity: O
Approval Required: - Carbon Copy:
View Only: r
Save | Apply | Reset | Cancel

Leave the Receiving Order the number it is
Make sure Approval Required radio button is selected

The Reviewer Detail screen appears. It is here where you will be entering your
information pertaining on how your requisition will route through the system.

User: HARVEY NORTH DAKOTA (HHN)
Version: 9.0 SP1 Screen ID; RD

* = Required Field

Enter the Reviewer Code (i.e. choose your Training ID Code — EBC)

Notes:
v

correct person entered in the field.

Usually the approver is the Contracting Officer

If entering the code, make sure to click the Refresh Icon to make sure you have the

The system automatically creates each “receiving order” number in increments of 10.
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Step Action

Reviewer Detail
27b

REVIEWER DETAIL MENU
* = Required Field

|~ SYSTEMOPTIONS
Review and Approval * Reviewer : EBC =
mmary
OTHER SYSTEMS Reviewer Name: EMILY BLAKEMORE|
Title: CONTRACTING OFFICER
* Receiving order: 10
Priority: O
Approval Required: & Carbon Copy: c
View Only: r

Save Apply Reset Cancel

> Click Save

27c | The Requisition Review & Approval Management screen appears with your approver
showing.

Award Review & Approval Management

REVIEW & APPROVAL MENU | geviewer is successfully saved.

-+ ACTIONS
Add User 4
Add Team
Edit
D‘EIE‘E Search Criteria
orward
Release Route Order: L________ K
Recall
Reviewer Type: =
-~ SYSTEM OPTIONS
Summary] Filter on: - -
~ OTHER SYSTEMS Search
(1 ,E Import Route List Model Displaying0-0 /1
Route Reviewer Approval View 5
Mark o ier Address To Type Required  Only Since At Status Comments
(| 10 EMILY BI AKFMORE Individual A N 04/17/2014 14:40:10
Qo Displaying 0-0 / 1

» Click on Release menu option

Notes:

v’ Code under Approval Requested:
A = Approval Required
C = Carbon Copy

v Codes under View Only:
Y = Yes, Read Only Access
N = No, Full Read/Write Access

v’ In order for the requisition to be sent to the people listed, Release must be clicked.
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Step

Action

27d | The Requisition Review & Approval Management screen will then show the date/time

and status of the review.

Award Review & Approval Management

REVIEW & APPROVAL MENU

Search Criteria
~ ACTIONS

Add User | Route Order; I -
4dd Team
Edit Reviewer Type:
Delets
Forreard Filter on: -
Release
Recall Search
-
Summary U2 import Route List Model Displaying 1-1 /1
OTHER SYSTEMS Mark Route Address To lidsols e iy i Since At Status Comments
= OTHERSYSTEMS Order Type Required Only
r 10 EMILY BLAKEMORE Individual A N 04/18/2014 07:44:44

Review Pending by EMILY BLAKEMORE

Displaying 1-1/1

At this point, following the flow chart, your approver must complete the process.

» Click Home from the Standard Menu Bar

DEMONSTRATION OF APPROVAL PROCESS BY CONTRACTING OFFICER

D1 The approver, if profile had it enabled, would be emailed letting them know they had a

screen do the following:

> Click Search

User Inbox Management

USER INBOX MENU

Search Criteria
~ ACTIONS

» Click Inbox from the Standard Menu Bar

document to approve. Otherwise, they would log into the system and from the Home

User: EMILY BLAKEMORE (EBC
Version: 9.0 SP1 Screen ID: U

Review and Approve Review List: T -

= OTHER SYSTEMS (e !

C.Request
Route Type: had
Filter Criteria [ EN

=

Search

Please enter search criteria and click on 'Search’ to view results
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Step

Action

D2

The User Inbox Management screen appears with all documents awaiting approval:

User Inbox Management varsion: 5 681 Sevaen 1or b
USER INBOX MENLI Cucumment suceesshully disapproved.
Review and Approve -
SAgUAFE Search Criteria

Revinrw List: I -

From:

Route Type: =

Fiter Criteria | = =

Search
kel Displaying 1-1/1
Hiwinveer approval  View
Mark Document Name Agent Mame Type Date Time Priority Required  only MW Description Comments
Ef-133F-14-50-0003 HARVEY NORTH . T
O kot fvriciy Indwidual  D6/11/2014 08:16:43 N a N ¥ Award

L Displaying 1 - 1/ 1

> Click on the Document Name

Notes: It’s important for the approver to go into the document, in order to review it and approve
the FPDS report, as well as obligate and issue it prior to approving it. Once the document is
approved they will no longer have access to it.

D3

The Award Summary screen appears.

award Summary Verdnn: 3.0 801 Sereen 10} ASH

AWARD SUMMARY MENI =] Administration
.= SECTIONS

STy foward Typie: Pureiiase OrdenPrcnd Award Subjeet bo Avasability of Funds: No
Adiministration National Interest: Hfe, Award Amount: $17,002.50

Acuriling wendor ADVANCED TELEMETRY SYSTEMS, INC. (00004504) obligated Amaunt: $17,003.50

IFI:IE Iterms o EMILY BLAKEMORE (EBC)

“lauses .

E * COR: If not reguired

Podfontions select NCR-Ho COR ERIN K COBBS (EKC)

T°“ -] Required

orms

HOThE Document Status: On Drafi dward 05/L4/2014 14:20:42 Issued By:

Procurement Status: Fully A arded

= PROPERITIES

Sharing

Action Alarts Account Summary
B IREMENTSS ] Mumber of Codes Assigned to Line Itams: 1 Mumber of Default Codes: a
raLt Percant Allocated: 100.00% Total Defaukt Percantage: [

Periad of Performance Defaults

SuDpor Documents Tatal Quartity Allncatad 110
Deliverables Total Cost Allocated: £17,033.50
Higtory Commitment: Acuptedfapproved by Finanoal System, Posted: 05/14/2014 11:03:52, Amount: $17,032.50
FPDE-NG Repert Line Tem Summary.
Correct IPDGS-NG Report
Lielete FPOS-NG Report Mo, Lirwir Thiveres: 3 Teital Ameunt: $17,033.50

Base Amount: $17,033.50
= AL B
Assign PN Option Amount: $0.00
Check

The approver should be looking at the administration, line items, accounting, clauses,
and support documents prior to doing anything. If they have a paper copy, they should
verify it has the same information. Once they have decided everything looks alright,
they should:

» Click on FPDS-NG Report menu option
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D4

The FPDS-NG Summary screen appears.

W

FPDS-NG Summary

Award Summary Menu

Summary
Administration
Accounting

Notes
Alternate CORs
Altemate TPOCs

D
Shaning
Action Alerts

PALT

Feried of Performance Defaults

Support Documents
Deliverables
History

FPDS-NG Report
Correct FPOS-NG Report
Delete FPDS-NG Report

Assign FIIN
Chack
Tssue

Agency ID:

Award Type:
Award Name;
Award PIIN:
status:

Award Date:
Obligated Amount:

1330

Purchase Order/Pricad
TRANSMITTERS 010713
EA-133F-13-5U-0016
on Draft Award
01/07/2013
$17,032.50

Contract Action Information

FPDS-NG Information

Report Status:
Agency 1D:
Award Type:

Derived Award PIID:

» Create/Edit

Draft, Correct
1330
Purchase Order

DOCEA-133F-13-8U-0016

» Approve

Advancad Search

= View = Cancel

The approver should be looking at the status where it says Draft, Correct. If they don’t
see that, they should disapprove the document back to the Contracting Specialist. Or
they may choose to edit the report themselves. They should probably take a look by
viewing it prior to approving it, to make sure all details of the report are correct.

» Once that is done, click on Approve
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Step Action

D5 The screen will refresh with the Report Status showing Approved/Final.

~ User: KELLEY TOWA (KK
FPDS-NG Summary Version: 8.12 SP1 Screen ID: FPDSNGS

Contract Action Information

Agency 1D: 1330
Award Type: Purchase Order/Priced
Award Name: TRANSMITTERS 010713
Award PIIN: EA-133F-13-5U-0016
Status: On Draft Award
Award Date: 01/07/2013
Obligated Amount: $17,033.50
FPDS-NG Information
Report Status: Approved/Final
Agency ID: 1330
Award Type: Purchase Order -
Derived Award PIID: DOCEA-133F-13-5U-0016 Advanced Search
» View » Cancel

The FPDS steps for training purposes are not done.

» Click on Obligate menu options

D6 | The Financial Interface Validation screen appears. If there are no C.Suite issues, you
should get the message “The document has passed all validations.”

Financial Intertace Valdations

AWARD SUMMARY MENIL =] Attention: DO NOT DOUBLE CLICK on the “Save snd Post’ link below. This sction will cause duplicsts financial transactions to be posted.

= SECTIONS Transactlon Information

Summary

Adeinistration
Accounting
Ling ltems Document Number: Ef-133F-14-5U-0003
Clauses Documernt Mamee: EA-133F- 14800003
Modifications Trpe: Obligation

Totals Amaunt: $£17,0233.50

Farms
MHubes Validation Messanges

= PROPERTIES
Sharing The D [ d &l validat
e & Dogument has passed ol validations.

| = PROCUREMENT |
PALT

Penwd of Performance Delaults
Support Documents

Dwliverables

Histary

| = REPORTING TR v e
FPDE-NG Repurt Save and Post | Cance
Correct FPDS-NG Report
Delete FPDS-NG Report

agsign P1LN
Check =

> Click on Save and Post
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D7

The Award Summary screen appears with the obligation showing “Sent to Interface”

AWARD SUMMARY MEND &l Administration
Cw SECHIONS
SUmmary Zoweard Typie: Purchase OreerPrced Award Subyject bo Availabslity of Funids: No
Adminestration National Interest: Nt fward Amount: $17,033.50
Accounting vendor: ADVANCED TELEMETRY SYSTEMS, INC. (00004584) Obligated Amount $17,033.50
Line fomz co: EMILY BLAKEMORE (ERC)
Clauses i
Modifcalic COR: If not: required

o select NCR-No COR, ERIN K COBDBS [EKC)
L Resquirite

crms
Hoths Diocument Status: on Draft dward 05/14/2014 14:20:42 Issued By:

Procurament Status; Fully fwardad

= PROPERTIES
sharing =
e Account Summary
=IPROCUREMENTIE | Humber of Codes ssigned to Line [tems: 1 Number of Default Codes: o
PaLT Percent Allacated: 100.00% Total Default Percentage: [

Ferind of Parformance Defaults

. Total Quantity llocatied: 110

Support Documents

Deliverables Total Cost Alocated: $17.02250

Hustary Commitment: Acceptediieproved by Financial System, Postad: 05/14/2014 11:03:52, Amount: $17,030.50
bl sant to 7 fowaiting Resy , Postad: U6/17/2014 00:49:32, Amount: §17,033.50

FPOS- NG Report
Correct FPDS-NG Report Line Them Summary
Delete IPO5-NG Repart

No. Line Ikems: 3 Takal Amount: $17,033.50
Aszign PLIN Base Amount: $17,033.50
Check = Opbion Amount: 0,00

Notes:

v To “refresh” the screen to see if it comes back as Approved or Rejected, click the
Summary menu option OR View Status.

v’ If rejected, click on View Status then Message to find out the error.

D8

When it’s approved, you will see that message under the View Status screen or on the
Summary.

Account Summary

Number of Codes Assigned to Line Items: 1 Number of Default Codes: [u]
Percent Allocated: 100.00% Total Default Percentage: 0%
Total Quantity Allocated: 110

Tatal Cost Allocated: $17,033.50

Commitment: Accepted/Approved by Financial System, Posted: 05/14/2014 11:03:52, Amount: $17,033.50
Obligation: Accepted/approved by Financial System, Posted: 06/12/2014 09:49:32, Amount: $17,032.50

D9

Once CFS has accepted the obligation, the next step is to issue the award.

» Click on Issue menu options
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D10

A pop-up window will appear showing you if it has passed all validations:

=loix
£ hitps:icrequestirain.eas.commerce.govinoaa_trainfsp/ReportPade. jsp % |§|

-

Award Messages

Award Administration
Warning: The following date field{s) are currently blank: Motice to Proceed Date, This is an informational
message only and will not stop you from issuing this award.,

Award Obligation
Obligation Information has passed all validations.

Award Line Item
Aweard Line Items have passed all walidations.

Additional Reporting Elements
Additional Reporting Elements have passed all validations.

Cloze
YT Useri EMILY BLAKEMORE (2B

Issue Award version: 9.0 SP1 Screen 1D: AS

AWARD SUMMARY MENU &
= * = Reguired Frold

(= SECTIONS
Zurnmary award Information
Administration
AEOUNENg award PIIN Numbar: EA-133F-14-50-0003
L[ ward Narme: EA-133F-14-5U.0003
:22:1"“"""‘ Purchase Reguest Number: NAFSDCSE-14-00040
LT.T.": wendor: ADVANCED TELEMETRY SYSTEMS, [NC. (00004504)

Comtrasting Offiesr: EMILY BLAKEMORE {EBC]
Sharing Tssuing Infurmation
Action Alerts

NI * Issuo Date: enzenia

PALT
Perind of Perfarmancs Defaults
Suppart Dacurnents
Deliverables
Misgtory
Save | Reset | Cancel

FROS-NG Repart

Here is where you will either take the current system date, or change it to a future date.
You cannot back date it. Once you’ve decided which date to use:

> Click Save

D12

The Award Summary screen will appear with the following message:

Award successfully issued,
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Step Action

D13 | The next step is to do the final approval. From the Award Summary screen:

» Click on Review and Approve menu option

D14 | The Review and Approve Document screen appears:

Feview and Approve Document oL

REVIEW DOCUMENT MENLI
* = Heguired Fisld

= OTHER SYSTEMS
CRequest

Document Number: EA-133F-14-50-0003

Dacument Narmie: EA-133F-14-80-0003

Approva: s

Disapprove C

Forward Responsibiicy: o

Tor Riswiier | =

Sagrature Password:

H
Comments:

‘fou have characters remaining for your mput.

Check the Approve radio button
Enter your Signature Password
Enter any Comments

Click Save

YV VYV

Notes:

v If as an approving official, you were to disapprove the document, make sure to enter
comments as to why it’s being disapproved.

v If as an approving official, you needed someone else to review/approve, you would click
the radio button Forward Responsibility and enter the code of the person in the To
Review field.

v To view the whole routing list, click on View Reviewer List link on the screen.
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Step Action

D15 | The User Inbox Management screen appears:

User Inbox Managerment

USER INBOX MENU Docurment suceessfully approved.

Review and Approve

= OTHERSYSTEMS
€ Rmcqunst

search Criterla
Fram: ]
Routs Type: |
Filtar Criteria | =] | = |
Search
Mark Document Name Agent Name R'#i'lfl‘:‘__"-‘r Date Approval  View

Time Priority Required  Only VW Description Comments

No records found that meet the search / filker criteria

From here, you would either Logout of C.Suite, or click the next one to approve.
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Exercise #5: Create an Award (with a solicitation)

Objectives: e Navigate through C.Award
e Create a solicitation prior to creating the award
e Understand solicitations
e Follow flow chart

Instructions:  Execute the following steps:

Notes:

Solicitation PIIN

&
Administration

Line Items

¢

Clauses

| |
| |
| Summary \
| |
| |

| Forms  H Support Docs |
¥ v

| Issue |

]
| Award \

You have received a purchase request that will need a solicitation prior to creating an award.

Step Action

1 From the Home screen Just In view tab

» Click PR#

» Review the PR in its entirety

» If the PR looks good, then you will need to save the Support Documents if any.

2 From the Purchase Request Summary screen:

» Click on Create Solicitation menu option
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Step Action

3 The Purchase Request Report pop-up window will appear.

(= Purchase Request Report - Windows Internet Explorer =Aren X
|:§} https://crequesttrain.eas.commerce.gov/noaa_train/serviet/DocumentValidations¥from=create8menu=C58dec_type=PR ﬂ|
A -
|| Comprizon Suite

Purchase Request Report

Purchase Request Administration:
Administration section has passed all validations.

Purchase Request Line Items:
Line Items section has passed all validations.

Financial Interface:
Financial section has passed all validations.

| Security Classification:
Security Classification section has passed all validations.

[ Mandatory Fields:
Mandatory fields section has passed all validations.

Alternate CORs:
Alternate CORs section has passed all validations.

Close

» Click Close

4 The Solicitation PIIN and Name screen appears

solicitation PIIN and Na

PURCHAST REGUEST SUMMAIRY MENU
= = Rigured Feld

v SECTIONS
Eriter Exmting Sebctation PIIN
Document Number [ e - o Ra - e
* Documert Mami [ e e RaTrr

= PROPIRTILS

= PROCUREMENT

43 There are 5 fields for Document Number:

1st Field - AGO Office

2nd Field - Line Office

3rd Field — Solicitation Type
4th Field - Fiscal Year

5th Field - Sequential Number

YVVVYVY
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Step

Action

4al

The first two fields are the same as they were in the previous exercise and should

automatically default based on your profile.

The Fiscal Year will automatically default to the current one. The Sequential Number

will generate a system generated number after saving this information.

432

The Solicitation Types are:

e RB-—Sealed Bids

e Rl -Request for Information

e RP - Request for Proposals

e RQ-Request for Quotes

e RS- Combined Synopsis - Solicitation

4b

» Select the Solicitation Type (i.e. RQ) in the PIIN Number
» Click Save

The Solicitation Administration screen Administration tab appears:

Agmtraon  EEOUSSTNGRropoenl s s Rreaiets oo lofi gy
Solication Information

ASI0073
NOAAEASTERN REGAOMAL ACOUISITION DNV COLESITION D8
200 GRANEY STREET
NORFOLK VA 23510

» Enter the Issuing Office (i.e. same as Contracting Office)
» Click Apply

= = Required Fisid
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Step

Action

5a

The Solicitation Administration screen Quote/Bid/Proposal tab appears:

SOLICTTATION SUMMARY MENL

O Quote/SProposy  Rrnpmren ] e Rosmilolosy
Quote / Kid/ Proposal Information

® Offers Dus Date: B ]
= Due Time: [
= mrisar of Copias:

* Submit Offars To: [R0n
NOANEAS TERN REGIINAL ACQUISITION DRV
200 GRANBY ET
NORFOLK VA 23510

= Deposiney Location:

You have characters remaining for your input.

Enter the Offers Due Date (i.e. current date)

Enter the Offers Due Time (i.e. 12:00 PM Eastern)

Enter the Number of Copies (i.e. 1)

Enter the Submit Offers to (i.e. AJ900024)

Enter the Depository Location (i.e. Please submit your quotes electronically by
email or fax to the following: email — yourname@test.noaa.gov Fax —301-444-
3401)

» Click Apply

YVVVYVY
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Step Action

5b The Solicitation Administration screen Properties tab appears:

Salicitation Administration
SOLICITATION SUMMARY HENL Prarartias - MAIES Code o & mandetry fald
it —
Summary
admeiatroci
Line Items
L e I . H—— = = Regured Field
e o Admnigtraben | QuoteBdPropesal | Fropsmes  Fomifo.
bt Delivery Information
et

= Delvery [ —
Fiens [

Shating FoB
| Damignation:
= Deliver To: [AJ151200 =]
ROAAOCIOSMOADS FINANCE SYS ADMIN BRANCH
20020 CENTURY BLVD
GERMANTOWN MD 20873

Desingion =

Set-Aside Information
Tyoe: L

Setaside [~
Paroant:

award size T
Standard
L FEDBLIZOPPS
—_— ather tnformation
Roaturn To bt PTT e—
- )  code: 72151200
v OTHERSYSTEMS Haating and cocling and air conditioning HVAC
= CONSHLLEON Services
= O

MAINTINANCE OF MISCELLANEOUS BUILDINGS

» Enter the NAICS Code (i.e. 333415)
» Click Apply
» Click on the Form Info. view tab

5c The Solicitation Administration screen Form Info. tab appears:

® = Ragured Fuld

You have | characters remsining for vour input.
Wil At hemont

B The test fila spacisd in tis saction wil peint balors tha Ina £ems. You may salct 3n @xisting third pary fle, vou mav
reate a new Bl by using an existing template, of you may ebect not to use any fle Atachment.

% ta File Artachment
T Uphoad Existing File
" Create Hew File Using Template

Tarm tnfornsstion

Sl SFI417 Pre Salbctation Nosios [Constracton Conracl)

e b ol data alemants.

Save Apply Resst  Cancel

» Select the Solicitation Form (i.e. SF1449)
» Click Save
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6

The Solicitation Summary screen appears:

Solicitation Summar

SOLICTTATION SUMMARY MENU

Administration
Document Status: On Draft Sobotation
Procurament Status: On Sobeitation
Issue Date:
Offers Dus Date O8/1I014 12:00 BH ET
Sat Aside Type :
F5C Code: 112 (MAINTEMANCE OF MISCELLANEOUS BUILDINGS)
Midders  Source Lisg
Moumber of Didders 0
Number of Responses 0
Line Hems
seumbar of Ling [ems: 1
Maitess
Clauses

N— Documant Type: Mo Dscument Created

Ruvbow and Approval

» Click on Line Items menu option

» Search on the Line Items and validate the information for each line

» Click on Summary menu option

The Solicitation Summary screen appears:
» Click on the Clauses menu option

The Solicitation Clause Management screen appears:

Solicitation Clause Mansgement

SOLICITATION CLAUSE MENU

Search Criteris
ITCTIGHE TR | ems To Display: I -
Crente T Fle Bty =
.::f,‘:, Matr Name:! NoMabces ~
_ Pl AlClauses =
#remm Local Matra Flter aa:

Frem Ay Sehicastan
=TOOLS. Search
Spoer Clauses

Decumant Type:

Dlaase enter ty enkurin and chek on Tearehi bo view rasults

» Click on Set Document Type menu option
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Step Action

Note: Three types of solicitations require the clauses and text files to be created and
designated to appear in specific sections of the solicitation document. These are:
Architecture and Engineering (UCF), UCF, and Construction. UCF will actually ask you to
enter the section it’s supposed to be in.

part The Schedile o Tetlnsin | _presiiion

A Solicitation/Contract Form
B Supplies or Services & Prices or Costs Document Type: UCF (Solicitation)
C  Specification/SOW/SO0/ORD * Clause Number: =]
D Packaging & Marking * Sypplement; v
E Inspection & Acceptance * Segtion: F‘
F Deliveries or Performance
G Contract Administrafion Data ?
H  Special Contract Requirements Title: D

Partll Contract Clauses Header: E
I Contract Clauses G

H

Partill List of Documents, Exhibits, & Other Attachments I
J  Listof Atachments #(

Partiv Representations & Instructions L
K Representations, Cenifications, & Other Statements -M
L Instructions, Conditions, & Motices to Offerors or Quoters
M Evaluation Factors for Award

—I

9a The Award Document Properties screen appears.

» Select the Document Type from the drop-down listing (e.g. UCF)
» Click Save

» Click on Create Clause menu option
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Step Action

10 The Solicitation Clause Detail screen appears:

Solicitation Clause Detail

Clause Detail Menu
* = Required Field
@ECCTIN - Text Canstruction U Prescription)
Fill-Ins
System Options * Clause Number: Pl ~ Incorporated Code: Full Tent =
Impert Lacal Matrix = Supplement: » Page Break:
Clauses
Summary * Section: B =
.Request Tithe:
Header:
You have characters remaining for your input.
»Save = Apply  » Reset = Cancel

Fields here can be entered manually or you can use the Lookup icon ~ for the Clause
Number field. We're going to click the icon.
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Step Action

9b The Clause Lookup pop-up appears:

| @ | https://crequestdtnoan.cas.commerce.gov/noaa/serviet/LocklUp?readonly=NBtscreen=S5CD&kookup=DocClause |
supplement: [ |~ '
|
Filter Criteria: i -

= Search » Close

Flzase enter search critena and click on "Search’ to view results.

[one & Internet | Protected Made: On g = H100% -

Using the drop-down arrows select:

Supplement (i.e. FAR)

Filter Criteria #1 (i.e. Clause Number)
Filter Criteria #2 (i.e. Contains)

Enter Filter Criteria #3 field (i.e. 52.212-1)
Click Search

VVVVY
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Step

Action

9c

criteria:

- -
ﬁ Clause Looklp - Windows Internet Explorer

| @] https:// crequestdinona.eas.commerce.goy/ nosa/serviet/LookUp fUpdate=Refresh&SearchFor= Clause NumberBSearchType= 5

The Clause LookUp pop-up window will now have all results listed that match the

Supplement: -

I
Filter Criteria: Clause Mumber = Containg - B2

&P Intemet | Protected Mode On

» Click the Select icon [ of the number you want

» Search » Close
m Displaying 1-1 /1
 Clause Number Clause Title | Supplement | Select
522171 INSTRUCTIONS TO OFFERORS--COMMERCIAL ITEMS (FEB 2012) FAR |

5 v B0k -
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Action

9d

The Solicitation Clause Detail screen appears with the fields filled out:

Solicitation Clause Detail

= = Regured Freld

* Incorporated Code: Full Ted =
Page Break:

e - S R
Document Type: UCF (Solictation)
—_— = Clause Number: 52.212-1
= Supplement:
= Sedtion: B -
[ ‘E;-
Title: D AUCTIONS TO OFFERORS-COMMERCIAL ITEMS (APR 2014)
E
Header: r
G
H
!
J
K
L
M

You have characters remaining for your input.

Save  Apply  Reset

» Select the Section (i.e. L)
» Click Save

Cancel

Note: The system will put the clause in the correct section based upon the document type.

9e

The Solicitation Clause Management screen appears with the new clause added:

Solicitation Clause Mapnagement

Search Criteria
fvems To Gisoiay: I -
P Matrux vame: No Matces =
Fill-fres; AlCiases ~
L Fiver om: Clauss Mamber ~  Equals = [S22121
: Search
Doument Type:  SAP (Simphfied Acg Procedure)
—
Mark All Unmark Al
(80 7] Dlsplaylng 0 -
o Page
Mork  Section1d Slovse Number/Tex File  Fill-in Clause / Text File Titke Matrix Name By Name  Break Source
Name Indicator o
e INSTRICTIONS TO OFFERGRS— B
.20 N COMMERCIAL ITEMS (APR 2014) . i x i
] Displaying 0 -«
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Step

Action

9el

Using the above steps on adding a new clause, add the following as well:

FAR 52.212-4 (K)
FAR 52.212-5 (K)
CAR 1352.246-70 (E)
CAR 1352.201-70 (K)
CAR 1352.237-71 (K)

DN NI NI N NN

FAR 52.232-33 (L)

of

When finished adding all clauses, the screen will appear with them listed:

Solicitation Clause Management

Search Criteria

Items To Deeplay: .
Section: Al

Matrix Name: Mo Malnces ~
Fill-Ing: AllClauses =
Filtes an:

» Click on Summary menu option

Search
Document Type:  UCF (Solictation)
Mark Al unmark Al
Displaying 1- 7
: = Page
Mark  Section 1d C1USe Number/Text File ,n’d.".'“';;' Clause / Text File Title Matrix Name Name  Break Source
Indicator
r E Y PLACE OF ACCEPTANCE (APR 2010) CaR N Sobcitation
= ) CONTRACT TERMS AND CONDITIONS - i
K N COMMERCIAL ITEMS (MAY 2014) FA " =obatap
CONTRACT TERMS AND CONDITIONS
- o REQUIRED TO IMPLEMENT STATUTES OK a
% A ¥ EXECUTIVE ORDERS—-COMMERCIAL ITEMS FAR " i
{OCT 2014)
- K N ;5]{“0‘]”[ TING OFFICER "5 AUTHORITY (APR CAR N Solictation
-l SECURITY PROCESSING REQUIREMENTS - ; s
K N Low RISK CONTRACTS (AR 2010) CAR N Solitation
- INSTRUCTIONS TO DFFERORS. & -
ot N COMMERCIAL ITEMS (APR 2014) FAR N Solicitation
PAYMENT BY ELECTRONIC FUNDS
C L Z: N TRANSFER--SYSTEM FOR AWARD FAR N Solicitation
MANAGEMENT (UL 2013)
¥ Displaying 1 - 7

Note: If the clauses are not in the order you need them to be, you can use the Reorder Clauses
menu option.
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Step Action

10 The Solicitation Summary screen appears:

Solicitation Summary har

SOLICTTATION SUMMARY MENU Admimistration

Dotument SEatus: On Draft Schckation

Profuremaent Status: On Sokctaton

Issue Date:

Offers Due Date: 06/13/7014 12:00 FM ET

Sat Aside Type and Percent:

FSC Code: 112 (MAINTONANCE OF MISCELLANEOUS DURLDINGS)

Bidders | Source List
Mumber of Bedders o
Number of Responses o
Line Thems

Number of Line Ttems: 1
L Haotes
—
Cancei
iy Mo hstes
Caiete
e i
Tecansordace
Add To Hatist . 3
Bansg Reviewers Ascrovers Deanant Trpa: Sap (Smpbfnd Acq Procadune)
e CREATE Review Approval
Amard s
RN ORPS— T Mo route el
- SYSTEMOPTIONS Ao
Capauest ™3

Associsted Docwments

» Click on Forms menu option

11 The Solicitation Form Setup screen appears:

Solicitation Form Setup e
1
S e o = = Requirid Fueld
[ e [SF18 Requestfor Quotations -
Print for Bidder
Line Item Print Options
r Ddreery Address
; = Delivery Date
r FO@ Designation
r Purchase Request Number
b ' Stock Number
Dacument Options
r Clauses
2 e Defiverablas
i Government Property
Farm Status Setun
Date Last Updated:
Tamae Last Updated:
Agent Last Updated:
—
Save  Apply  View Form | Reset | Cancel
I

Click the checkboxes for those items you wish to show on the solicitation
Click Apply
Click View Form

YV V V
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11a | A window prompt will appear:

Message from webpage

r e ——

L)

. This will open the form in PDF format in a new browser window.
; If'-. Te return to the original form, please close the new window.

QK

» Click OK

11b | A new window will open, which you may need to maximize that will contain your

save or print your solicitation form.

Solicitation Form. Review the forum in its completion prior to using the Adobe icons to

BeZE|: @[ = NE|o® -] B0

Sign | Comme

REQUEST FOR QUOTATION
(THIS IS NOT AN ORDER)

B R

THISRFQ [ ] 18

IS NOT & SMALL BUSINESS SET-ASIDE

PAGE OF PAGES
1 16

1. REQUEST NO. 2. DATE ISSUED
DG-1330-14-RQ-0002

3. REQUISITION/PURCHASE REQUEST NO.
MNAAJE100-14-00042

MAA AN A A ANAAY

4. CERT. FOR NAT. DEF. RATING
UNDER BDSA REG. 2
AND/OR DMS REG. 1

Sa. ISSUED BY

NOAAEASTERN REGIONAL ACQUISITION DIV
200 GRANBY STREET
NORFOLK VA 23510

6. DELIVER BY (Date)
See Schedule

7. DELIVERY
[%] FoB DESTINATION

OTHER
l: {See Schedule)

5b. FOR INFORMATION CALL (NO COLLECT CALLS)

9, DESTINATION

NAME TELEPHONE NUMBER
HARVEY NORTH DAKOTA AREA CODE | MUMBER a. NAME OF CONSIGNEE
RV
harvey Qoy 301 444-3400
8. TO: DUNS
a. NAME b. COMPANY b. STREET ADDRESS
See Schedule
¢. STREET ADDRESS ¢ CITY
d.CITY @ STATE 1. ZF CODE d. STATE e. ZIF CODE

» Close out the new window using the red “X” icon in the upper right corner.
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Step Action
11c The Solicitation Form Setup page will show with our applied changes:
Solicitation Form Setup
= = Required Fresd
Form: 5718 Reguest for Quotatans.
Print for Bidder
$harng - : Line Ttem Prist Options.
ﬁ._m_ :- Delrvery Address
‘::;: "_::::;::“— Defaults ' ;;\-‘;;:::’m
i £ Purchade Request Number
|..:“,:‘:'m. Document Optlons:
i — —
PN o o pied 0L
Agert Last Updated: HHN
» Click on Issue menu option
12 The Issue Solicitation screen appears:
Issue Solicitation B

* = Required Field

= Issue Date: 07/01/2014

Proposal Information

Offers Due Date: ~ 07/01/2014
Offers Due Time: ~ 12:00 PM Eastern Time (ET)
Number of Copies: 1

Submit Offers To: AJ930073

—
NOAA/EASTERN REGIONAL ACQUISITION DIV
200 GRANBY STREET
] NORFOLK VA 23510
Depository Location: harvey.northdakota@test.noaa.gov Fax - 301-444-3401
|

Save Reset | Cancel

Either Accept the Issue Date or change it to a different one.

>
> Click Save

Note: The Issue Date field will automatically populate with the current system date. This field
can be changed. However, it should not be after the Offers Due Date.
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Step Action
13 The Solicitation Summary screen appears with the Document Status now stating
Solicitation Issued:
Administration
Document Status: Solicitation Issued
Procuremant Status: On Sohctation
Issue Date: 07/01/2014
Offers Due Date: 07/01/2014 12:00 PM ET
B 5ot Aside Type and Parcant:
FSC Code: 2112 (MAINTENANCE OF MISCELLANEOUS BUILDINGS)
—_— Bidders [ Source List
Number of Budders o
Mumber of Responses o
_— Line Items
Humber of Ling Items: 1
— Clauses
Document Type: SAP (Simplified Acq Procedure)
[ ] Rewiew and Approval
T Statu No routs ted
Amendments
Here you would click on Home in the Standard Menu Bar to work on another document
as you would be issuing the solicitation and waiting for the bids to come in and
selection of the vendor.
14 For purposes of TRAINING ONLY, we are going to assume we have received the bids
and have selected a vendor. So from here, we are able to Create an Award.
~ CREATE
Award
15 The Award PIIN and Name screen appears:

Select the Contract type (i.e. Purchase Order Priced)
Select the Award Number (i.e. EA-133F-1#-SE-??7?7?)
Type in Award Name (i.e. HVAC {date})

Click Save

YV VYV
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Step Action

16 The Award Administration screen Administration tab appears for you to fill out the
following fields:

Enter CO (i.e. EBC)

Change Award Date (Defaults to current date)

Enter Signed On Date (i.e. 2 days from current date)
Enter Start Date (i.e. 2 days from current date)

Enter Expiration Date (i.e. 30 days from current date)
Enter Est. Ultimate Completion Date (i.e. 30 days from current date)
Enter Vendor (i.e. 00011805)

Enter Net Due (i.e. 30)

Enter Business Size Indicator (i.e. Small)

Click Apply

Click the Properties view tab

VVVVVVVVVYYVYYVY

16a | The Award Administration screen Properties tab appears for you to fill out the
following fields:

Change Delivery Date (i.e. 4 days from current date)
Change FOB Designation (if needed)

Enter Ship Via:

Enter NAICS Code (i.e. 333145)

Enter Reference Your (i.e. Quote)

Check Contractor required to sign checkbox

Enter # of copies to Issuing Office (i.e. 3)

Enter # of Invoice Copies (i.e. 3)

Click Apply

Click the Addresses view tab

VVVVVVVYYY
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Step Action
16b | The Award Administration screen Addresses tab appears for you to fill out the
following fields:
» Enter Issuing Office code
» Enter Administration Office code
» Verify Deliver To code
» Verify Payment Office code
» Enter Invoicing Address code
» Enter Place of Inspection (if necessary)
» Enter Place of Acceptance (if necessary)
» Enter Receiving Office (if necessary)
» Click Apply
» Click the Funding view tab
16¢c | The Award Administration screen Funding tab appears:
» Enter # of days for Constructive Acceptance (i.e. 007)
» Check Subject to Prompt Pay checkbox
» Select Payment Type (i.e. EFT)
» Treasury Account Symbol defaults from PR.
» Click Apply
» Click the Form Info view tab
16d | The Award Administration screen Form Info tab appears:

>
>

Choose Form (i.e. OF347 Order for Supplies/Services)
Click Save
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17

The Award Summary screen appears:

AWARD SUMMARY MENL

Avard Type: Purchase DrderPriced Scwvurd Subijact to Avadabiity of Funds: No
Natonal Interest N Award Amount; $130,000.00
Wendor: a5 INC. (00006041} Oblgated Amount: $150,000.00
oo EMILY BLAXEMORE (ERC)

RIN K COUES (NC)

Document Status: ©On Draft Award 07/01/2014 09:23:48 Issued By
Brocuresmant Status: Fully dewirdad

Account Summary

Numbeer of Codes Assianad to Ling Toams: 1 Mumber of Defauk Codes: 0
Percent Alocated 100.00% Total Default Percentage: %
1

$150,600.00

by Financial System, Posted: 08/13/2014 06:13:36, Amourt: $150,000.00

Line: Tbem Summary

Ho. Line Ttems 1 Tokal Amount: $150,000.00
Base Amount: $130,000.00
Opion Amocnt: $0.00

§ Mo Notes

Documant Troe: SAP [Simphied Aea Procedure)

» Click Line Items menu option

18

The Award Line Item Management screen appears:

» Click Search

19

The Line Items associated to the Award will appear:

> To review a line, click on the Line #

19a

The Award Line Item Detail screen Administration view tab will appear:

» Enter any Cost changes (if necessary)
» Select the Contract Type (i.e. Firm-Fixed Price)

Notes: It is here where you would change the dollar value if it the solicitation price was different
than what the PR had. If it’s less than what was brought over, you would just change the
amount. If it’s more, then you would have to make sure another PR was sent to you for the
additional amount and consolidate to the award. Regardless, anytime you are changing the
cost, you need to look at the accounting.

19b

The Award Line Item Detail screen Address view tab will appear:

» Review the information on the screen, make any necessary changes
» Click on the Receiving view tab
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19c

The Award Line Item Detail screen Receiving view tab will appear:

» Review the information on the screen, make any necessary changes
» Click Apply
» Click on Accounting menu option

20

The Award Line Item Management screen appears:

» The account codes associated to this line you’re reviewing appears.

Notes: It’s important to see how the accounting was put into the system, especially if you are
changing costs on the line item. If the PR had the accounting as a percentage, if you changed
costs, the new amount should automatically be updated here. If, it’s not, that means the PR had
it as cost and/or quantity. You will then need to edit the accounting to change it to the correct
amount.

20a

To view the pieces of the accounting, click on the Account Code

Line Ihem No.: D001, MAIN HVAC REPLACEMENT WITH GROUND SOURCE HEAT PUMP AT OFFICE TN GERMANTOWN,MD = = Required Field

© Dureau Cade (2): 14 ' Import Entice Account Cod

28LEF2B

BOO

Fund (4):

Program (5),
Organization (16):
Cbject Class (&)

User Defined (5):

Allocation By:

0001

022116001

3021000200000000

28270000

000000

Percent

Percent: 100 Cost: 150000 Quantity: 1

Commit Amount: 150000 Committed Amount: 150,000.00

The screen will change to show you the individual pieces as well as how it was
allocated: percent, cost or quantity.

» When finished reviewing, Click on Line Items menu option

20b

The Award Line Item Management screen will appear:

» Review the rest of the line items and accounting for each
» When finished Click on Summary menu option
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Step

Action

21

The Award Summary screen appears:

Award Summary

AWARD SUMMARY MENL

faed tucemsfilly updsted
Summary
Admanatration
i ] Admisistration
[y
Cluusen
Mdhctions Awded Typa: Purchase Order/Priced Amard Subject to Avalabiity of Funds: No
Totuls Natonal Interest HiA Award Amount: $150,000.00
o wendor: STARLES, INC. (00006041} Obbgated Amount: $130,000.00
L co EMILY BLAKEHORS (FRC)
= Cof: 1f not ! 2
. PRO NCR-Ho COR Requred RN K COBES (EXC)
Action dsarts Document Status: On Draft Award 07/01/2014 09:23:45 Tasued By:
Procuremaent Status: Fully Amardad
o+ PROCURLMENT
sasT
Paricd of Parfarmancs Defsuks ACCOUNE Summany
‘Fupport ocumants
Defrvenies Number of Codes Assigned to Line [ems: 1 Mumber of Dafauk Codes! o
. Percent ABocated: 100.00% Total Default Percentage: %
S RBORTINGI s Total Quantty Alecated: !
FPOG-NG Report Total Cost Alocated: $150,000.00
Cormect FPOS-NG Regort Commiemant: Accaptediipproved by Fnandal o, Poated: 56, Amourt:
Dalece P51 Rapart Spcyiiepreveany i
Line Them Summary
wsige E1iN
EhC No. Line Ttems: 1 Total Amount: $150,000.00
Ot Base Amount: $150,000.00
Conschdate Option $0.00
Saconschdate
i To ot ot
Managa Raviraer/doprouans
S —
Cekgaen
nansal Cosenut Chauses

Documant Type: AP [Smplied Aoq Procedure)

» Click on Clauses menu option

22

The Award Clause Management screen appears:

Click Search

Add additional clauses if needed
When finished click Save

YV VYV

Verify the Clauses came over from the solicitation

23

The Award Summary screen appears:

Award Summary

AWARD SUMMARY MENL Amped

award Subject to Avadabity of Funds: No

Award Amount; $150.000.00
wendor: STARLES, INC. (00006041} Obbgated Amount: $130,000.00
co EMILY BLAKEHORS (FRC)
= Cof: 1f not ! 2
NCR-Ho COR Reaured PO K CORCE (L)

Document Status: On Draft Award 07/01/2014 09:23:45 Tasued By:
Procuremaent Status: Fully Amardad
Account Susmany
Number of Codes Assigned to Ling ems: 1 Humber of Defauk Codes: ]
Percent ABocated: 100.00% Total Default Fercentage: %
Total Quantity Alceated: 1
FPOG-NG Report Total Cost Alocated: $150,000.00
Correct FROS-NG Report - a inancial System, Posted: . :
Correct 05- N2 e Commimars: dcceptadiappraved by F Srstem, Post 36, Amous
Line Them Summary
s FIIN
i No. Ling Ttems: 1 Total Ameount; $150,000.00
Ooatet Base Amount: $150,000.00
Conscidsts Opbon Amount: $0.00
Saconschdate
i To ot ot
Mansgs forvirmarsldcorovens
S —
Ceigate
Fancal Cosesut Clouses
Vit Status

Documant Tyoe: AP [Smplied Aoq Procedure)

» Click on Totals menu option
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Step Action
24 | The Award Totals Management screen appears:
Award Totals Management
B uine fem Total: E1500000
‘Optional Charges Discounls
Type of Discount: -
(Discounk Percent: ,0—
DHSCOUNE Amaunt: s]n_
VAT Rate: [
B amount: s{z_z
| Shiewing Charges: shoe
Award Total & Obligation
award Total: $15000000 (Inchudes Optional Charges/Discownts)
E C.flu!ﬁuﬂolllllududm:vlum::’::;:dl on ::u'dﬁ,utm?\:’:z:: fr;druus}dlmmb
[ L ‘snu;a.;;i i oblig, d 3 alodated based +ff - f:
= Cantracting Officer: [EBE 0 fEemuy BLaxEmORE
[r— :;:::"‘"“‘""““““‘-"d sfisoooo0 T User Entered Maximum Potential Award Vakse
FPDS Reparting
¥ Reporting Regured
Save  Apply | Resst  Cancel
» Validate the Award Totals
» Uncheck the FPDS Reporting (for training purposes)
» Click Save
25 The Award Summary screen appears:
» Click on the menu option Check
26 A pop-up window will appear:

.
‘=) Report Screen - Windows Internet Explorer

| & htips;//crequesttrain.eas.commerce.gov/noaa_train/jsp/RepertPage.jsp [~

Award Messages

Award Administration
warning: The following date field(s) are currently blank: Notice to Proceed Date. This is an informational
message only and will not stop you from issuing this award.

Award Obligation
Obligation Information has passed all validations.

Award Line Item
Award Line Items have passed all validations.

Additional Reporting Elements
Additional Reporting Elements have passed all validations.

m

Look to see if there are any errors, if not, then continue
Click Close

YV V s
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Training Exercises

Step Action

Notes:

v This will not show CFS obligation errors, just C.Suite.

the need to delete the FPDS report to fix errors.

v Warnings will still allow you to proceed.

v’ This process is good to perform prior to doing FPDS reporting. This is to help minimize

27 The next step is to set up your routing list. To do that, Click on Manage

Reviewers/Approvers menu option

28
set up the routing your document will go through.

Award Review & Approval Management e

REVIEW & APPROVAL MENU
Search Criteria

~ ACTIONS

Add User

Add Team

| Route Order I -

Reviewer Type:

Filter on:

-

Recall Search

~ SYSTEM OPTIONS |-

Summary Import Route List Model
Route Reviewer

Approval View
Type

Required Only

+ OTHER SYSTEMS Mark o8 Address To Since At Status

No records found that meet the search / filter criteria

The Award Review & Approval Management screen appears. It is here where you will

Comments

» Click on Add User menu option

28a
information pertaining on how your document will route through the system.

Reviewer Detail

REVIEWER DETAIL MENU

The Reviewer Detail screen appears. It is here where you will be entering your

User: HARVEY NORTH DAKCTA (HHN)
Version: 9.0 SP1 Screen

: RD

~ SYSTEM OPTIONS
Review and Approval
Summary

~ OTHER SYSTEMS

* = Required Field

* Reviewer :

Reviewer Name:

Title:

* Receiving order:
Prigrity: |
Approval Required: Carbon Copy:

View Only: r

Save Apply Reset Cancel

Enter the Reviewer Code (i.e. choose your Training ID Code — EBC)
Leave the Receiving Order the number it is
Make sure Approval Required radio button is selected

Y V V
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Training Exercises

Step

Action

Notes:

v’ Usually the approver is the Contracting Officer

v’ If entering the code, make sure to click the Refresh Icon to make sure you have the
correct person entered in the field.

v’ The system automatically creates each “receiving order” number in increments of 10.

Reviewer Detail

28b

REVIEWER DETAIL MENU

Review and Approval
Summary

* Reviewer : EBC

OTHER SYSTEMS Reviewer Name:

» Click Save

EMILY BLAKEMORE]|

Title: CONTRACTING OFFICER
* Receiving order: flo

Priority: r

Approval Required: @

View Only: r

Carbon Copy:

Save Apply Reset Cancel

I HARVET MU H AR LA (HHR,
Version: 9.0 SP1 Screen ID: RD

* = Required Field

28c¢
showing.

REVIEW & APPROVAL MENU Reviewer is successfully saved.

Award Review & Approval Management

The Award Review & Approval Management screen appears with your approver

» Click on Release menu options

Add User
Add Team
Edit
"f[m Search Criteria
orward

Release Route Order: I -
Recall

Reviewer Type: -
Summary Filter on: ©
~ OTHER SYSTEMS Search

& E Import Route List Mode] Displaying 0-0 / 1

Route Reviewer Approval View -
Mark o Address To Type Required Only Since At Status Comments
r 10 EMILY BLAKEMORE Individual A N 04/17/2014 14:40:10
= Displaying 0-0 7 1
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Step Action
Notes:
v Code under Approval Requested:
A = Approval Required
C = Carbon Copy
v’ Codes under View Only:
Y = Yes, Read Only Access
N = No, Full Read/Write Access
v'In order for the document to be sent to the people listed, Release must be clicked.
28d | The Award Review & Approval Management screen will then show the date/time and
status of the review.
Award Review & Approval Management G o Ty
REVIEW & APPROVAL MENU . —
i o oS | Route Order: I - [
?:w‘: feem Reviewer Type: .
o Fiter on: . s
2:‘:”9 Search
ﬁ%&ﬂ.&ﬂlﬂn&— L2 mmport Route List Model Displaying 1-1/1
~ OTHER SYSTEMS Mark Ru‘:-‘i‘:? Address To T“f;i:we‘ gsm}:} ‘gﬁ;’; Since At Status Comments
r 10 EMILY BLAKEMORE Individual A N 04/18/2014 07:44:44 Review Pending by EMILY BLAKEMORE
Displaying 1-1 /1
At this point, following the flow chart, your approver must complete the process.
» Click Home from the Standard Menu Bar
29 The Approver would then go through the steps of Reviewing the Award,

Reviewing/Approving the FPDS Report, Obligate the Award, Issue the Award and
Approve it.
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Exercise #6: Create an Amendment on a Solicitation

Objectives: e Navigate through C.Award
e Create an amendment on a solicitation
e Follow flow chart

Instructions: Execute the following steps:

Amendments can happen for various reasons: Adding clauses required by law after issuing
solicitation, extending the time to respond, correcting/amending statement of work, technical
specifications, or you can amend to cancel the solicitation.

For this example, the date for the original solicitation is coming up and a few of the people
bidding needed an additional day. You’re going to follow the flow chart to amend the
solicitation to update the return date of the bids.

Amendment Solicitation Flow \./

| Solicitation Summary ‘

| Amendment Management ‘

| Amendment PIIN and Name ‘

| Amendment Administration ‘

¥

! Amendment Summary

Forms H Support Docs H Clauses ‘
Review/Approval

{

| Validate Amendment ‘
v

| Award ‘
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Step Action
1 From the Hotlist or the Worksheet, find your solicitation that needs to be amended and
click to open it.
2 The Solicitation Summary screen appears.
TR .t Statin Solctition [isued
o s i s s N
Bidders / Sowrce List
;nmm— Mumber of Bdders [}
-;‘;-‘ " Number of Responsss o
Clauses
. Review and Approval
» Click on Amendments menu option
3 The Amendment Management screen appears.
M —
Displaying 0 -0 7 0
- Amendment Nanse Amendment Number [Hoctive Dale [xtonded Due Dale Amendment Statws
I"i'i'l"‘ — : :
» Click on Create menu option
4 The Amendment PIIN and Name screen appears.

AMENDMENT MENU

= = Requined Field
» ACTIONS.
Creats
= Document Humber
o+ SYSTEMOPTIONS * Doaument Name:
Diddars
Ameandmanes
o= OTHER SYSTEMS
C.Request

» Enter the Document Number (i.e. AO0O01 —Amendment 1, AO002 — Amendment 2)
» Enter the Document Name (if you want it to be different from the Number)
» Click Save
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Step

Action

Note: The Document Name will automatically populate with the Document Number.

The Amendment Administration screen appears on the Administration view tab.

st sion | Addmsses | Desmoben. .

Scitation PLIN: DG-1330-14-R0-0004 Selitation Name: SHIP CRANE 070914

Scibctation Issued Date 07092014 Furchase Request humber NAFSDCS0-14-00110

ADOD1 Amgndment Effectree Date: e ®

Extanded Ofrs D Date:

Pumbser of Copies;

Enter the Type of Amendment (i.e. Offers Due Extended)

Check whether contractor is required to sign and return the amendment
Enter the number of Copies (i.e. 1)

Enter the Extended Offers Due Date (i.e. the next day)

Click on Addresses view tab

YVVYYVYY

The Amendment Administration screen appears on the Addresses view tab.

® = Reguered Fiald

Tssuing Office: [P R
NOAAEASTERN REGONAL ACCUISITION DIV
200 GRANEY STREET
NORFOLKVA 2364

» Add/Change any Office Codes. (i.e. copy issuing address and add it to Administering
Office.)
» Click on Description view tab
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Step Action

7 The Amendment Administration screen appears on the Description view tab.

t Administration

= = Racuarad Fisld

The Cescrpbion will 320 of , N Spaces retums, in Block 14 of

Supeort Dotuments the SF30. If 320 characters, then the remaining text will desplay in its entirety on the
Cortinuaticn Page(s).

Perind of Performance Defaults s

emCTIONS |

asaegn PN

o Sebeotaticn

[ ———

Vakdate Amendment

Haage Ravaners PP vou have B0 chracters ramaining for vour rent.

g il

The bt b speched i thes pection wil pret bafors th ke Remy. You mary seleet an existng terd party e, you may
OSSN T34 & new fil By Using an existing Lemplate, of you may et ot to ule anry file attachment.

& No File Attachmant
" Upload Existing Fle
" Create New File Using Template

Save | Apply | Reset | Cancel

» Enter the description if needed
» Click Save

8 The Amendment Summary screen appears.

Amendment Summary

AMENDIMENT SUMMARY MENL Amerdmert succassfully updated
o
| Bckctation Admnstration
Line: e A
Clauses
Forrms
Hotes Amendment Status: Draft Amendment
. Amendment Cffective Date: 07/08/2014
R Tyoe:
i Offers Dus Extended: 07/11/2014
‘Support Documents Offers Dua Date: 07/10/2014
Teriod of Performance Defaults
- Bidders / Source List
Asggn BN
Caneal Solisitation s oF e -
Numiber of Respanses [
Line Ttems
Amancansnce Numiber of Line ftems: o
- OTHER SYSTEMS. .
. Regunst Motes
Mo Notes
Clauses
Document Typa: SAP (Simplfied Acq Procedura)
Review and Approval
Status: No route created

» Click on Validate menu option
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Step Action

9 The Validate Amendment screen appears.

Valldate Amendment

= = Required Fisld

Validote Amendment Information

Solickation PIIN Number: DG-1330-14-RO-0004
Amandment Number: ADG01 Amendment Name: ADOOYL
Validating Agent 1d: HHY Validating Agant Nama: HARVEY NORTH DAKOTA

= Amendment Effactiva Date;

» Verify the information is correct on screen
» Change the Amendment Effective Date if needed (i.e. it will default to current date)
» Click Save

10 The Amendment Summary screen appears.

User: HARVEY NORTH
Amendment Summary Version: 9.0 SP1 Sc

Amendment is validated successfully.

Administration

Amendment Status: Validated
Amendment Effective Date: 07/09/2014
L amendment Type:
Offers Due Extended: 07/11/2014
Offers Due Date: 07/11/2014
Bidders / Source List
Number of Bidders 0
Number of Responses 0
Line Items
Number of Line Items: 0
Notes
No Notes
Clauses
Document Type: SAP (Simplified Acq Procedure)
Review and Approval
Status: No route created

11 » Click on Forms menu option

» Follow the procedures for printing out the amendment and send to the bidding
companies.

» When bidding is complete, come back to this solicitation and follow the process for
creating an award.
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Exercise #7: Consolidate PRs before Awarding

Objectives: e Navigate through C.Award
e Understand how to consolidate a PR for additional funds on an award

Instructions: Execute the following steps:

A solicitation has been sent out and come back with the lowest bid of being approximately
$500 more than what the original PR had. You speak to the office requesting the product and
they are fine paying the extra money. So you ask that they send you a new purchase request
for the additional funds.

Step Action

1 You receive the PR for the additional funds. Do the following:

» Create the Award from the Solicitation
» Fill out all part of the Administration screen

2 On the Award Summary screen: v ACTIONS
Assign PIIN
. . . Check
» Click on Consolidate menu option Issue
Delete

Consolidate

Ceconsolidate

Add To Hotlist

Manage Reviewers/Approvers

FY 2015 - Version 1.1.1 89




C.Award for New Users

Training Exercises

Step

Action

3

The Consolidate Purchase Request screen appears:

CONSOLIDATE PR MENLU
Lead PR Info:

e ————mm S O HAPSOCS0-14-00115
Purchase Request Name: SHIP MOTOR 071614

C=ISYSTEMORTIONS ] Puechinss Heguadt Date 07/16/2014

o Dalvary Date: OB/14/2004

- OTHER SYSTEMS. § Contract Rumber:

 Recuest Dabvary Ordr Numbiar:
F5C Code: 2805
Suggested vendor:

Firer on: I

PR Date Delbvery Date Lt Total

OT/16/2014 DR/14/2014

All Open PRs will show on this screen. Once you find the one you want do the
following:

» Check the checkbox in front of the PR you want to consolidate
» Click on Add/Select menu options

The following message will show:
PR ADD FUNDS SHIP 071614 successfully consolidated.

» Click on Summary menu options

Displaying 1 -2 £ 3
Status

Cpen-Assign

The Award Summary screen appears.

» Click on Line Items menu options

The Award Line Item Management screen appears.

> Click on Search

The Original and consolidated lines appear:

Drescrigtion oy i cens Optien Pricing
ONE 150HP OUTBOARD ENGINE. SPECS DESCRIBED IN THE /s 5
ATTACHED SUPPORT DOCUMENT.. ine: EX LA e il
ADDITIONAL FUNDS FOR DG-=1330-14-5E-0007 ONE § S0HP

OUTBOARD ENGINE. SPECS DESCKL 100 EA 28694 NA (Y

Displaying 1 - 3
Status
Fully Awarded

Fully Awarded

Displaying 1 - 2
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Training Exercises

Step Action
Note: The system will automatically re-number the new lines being consolidated onto the lead
PR.
7 » Check the Checkbox for the “new” CLIN (i.e. 0002)
» Click on Delete menu options
A pop up window will appear:
Message from webpage - * M
i - "-.I Are you sure you want to Delete the selected items?
' Press 'Ok to delete.
Press 'Cancel to continue without deleting the items.
oK l I Cancel
» Click OK
8 The Delete Options screen will appear:

Delete Line Ttem

Options

— % pelete / Open Assign

” Dedete / Cancel

Save Cand

» Select Delete/Cancel
> Click Save

= = Requined Feeld
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Step Action

9 The Award Line Management screen will appear and the original line will now be
showing.

|Em— [
earct
Unmari AR
Displaying 1 - 1
Darseriglion oty Cost Optica Pricing Status
ONE 15015 CUTHOL6D ENGINE. SPECS DESCRIBED IN The o m nasie  wa Py Amcid
Displaying 1 - 1
» Click on the Line Number to edit (i.e. 0001)
. .
10 The Award Line Detail screen appears.
Award Line Item Detal
— = S - — “ = Required Field
. = LN Item Mo 0001 .
L ey 1] -ut EA = Cost: [frdan
Tatal Cest: $11.49100

Header:

You have characters remaining for your mput.

ONE 150HP OUTBOARD ENGINE, SPECS -

DESCRIGED IN THE ATTACHED SUPPORT
= Description: DOCUMENT

You have charactars remaining for your nput.
Contract Type: L
Mat to Excead: - Mot Separataly Briced: r
= UNSPSC Code: 26101500 = Stock Item:
UNSPSE Title: Engines
~ FSC/PSC: 12805 =]

GAS RECIPROCATING ENG - EXCEPT AIR
Project ID: foooon
PR Number: MAFSDCSE-14-00115
PRLING.: 0001
Fully Awarded: F yiaw
Fundeng Goal: Fully Fundh

Save | Apply | Reset | Cancel

Click Apply
Click on Accounting menu options

YV V V

Edit the Cost to match the original and consolidated line costs (i.e. 11,957.94)
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Step Action
11 The Award Line Item Account Code Management screen appears.
Award Line Ttem Account Code Management
Line Item No.: 0001, ONE 150HP QUTBOARD ENGINE. SPECS DESCRIBED IN THE ATTACHED SUPPORT DOCUMENT
Search Criteria
search Criteria [N ~
Search
Line Item Tatal: 11957.94 Tolal Cost: $11,957.94 Total Percent:  100% Total Quantity: 1.00
K“ || j! Displaying 1 -1/ 1
Mark Account Code Cost Quantity Percent BOC
r 14142 $11,957.94 1.00 100
ni4 ]b]u'
» Verify the accounting costs have changed
» Click on Summary menu options
12 You would then finish the awarding process:

Clauses (if needed)

Totals

Check

FPDS Reporting

Manage Reviewers & Approvers

Release it to the CO to finish the process.

VVVVYVYYVY

Consolidations should be done at the PR level or the Award level. If doing a modification to an

award, then you should consolidate at the PR level PRIOR to doing the modification.
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Exercise #8: Create an Award Modification — De-obligation

Objectives: e Navigate through C.Award
e Understand how to do an award modification to de-obligate remaining
funds

e Follow the flow chart

Instructions: Execute the following steps:

Award Modification Flow

|Revlew Modification PRl
v
| Award Summary |

— ‘ Inbox ‘
\ Create Modification | v

‘ Review Madification ‘
v

| Modification Management |

| Approve FrDS Report ‘
v .
‘ Modification PIIN and Name ‘ ‘ Obligate ‘
¥ " e
‘ Modification Administration ‘ ‘ Validate Modification ‘
| Modificati;n Summary | J Acco‘iming | | Review/Approval _|
| Totals | Approve
‘ Line Items } ¥
| FPDS Reporting |
¥

‘ Manage Reviewers/Approvers ‘

You receive a zero dollar PR. It appears that this is de-obligation. Follow the below steps to
create a modification to an award to de-obligate the remaining funds.
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Step

Action

Log into C.Award. You should see on the Home screen, Just In tab, the new PR for De-

obligating.

Home
Justin | Recanity Accessed || Worksheet || Merty BMessages |

— |t

Results Sorted By: Document Type, Document Name, Document Number
b Displaying 1 -

Document Type Document Name: Document Humber Date Last Updated

I

Purchase Regquest 2 DECE DG-1330-14-56-0010 MAFSDCSE-14-00118 o7/18/2014

[EE L] Displaying 1 -

> Click on the Document Name

The Purchase Request Summary screen appears:

Purchase Request Summary

PURCHASL REQUEST SUMMARY MLNL Administration
ey HOAL/GCICITSHO/ADSFINANCE 5YS ADMIN BRANCH AJ1 51200
Admiristration Detlevary Date: 08302014

Peirg of Contact: AN ALAUAMA
uina Ttams Purpose: DEOBLIGATION OF DG-1330-14-56-0010
ok Bocument Statiss Open-Assign

Procurement Seatus: Open-Assign

DARAEM BAK (DAR) 07/18/2014
Shanng
Accownt Summary

PALT
Pl of Parforminct Dufielts Numbser of Codes Aspgned (o Line [ems: 1 Mumber of Default Codes: o
st Percent Allocated: o Total Detauk Percentage: o
Tastory Total Quantity Allocated: 1

Total Cost Alocatad: $0.00
[SEACTIONS I Base Cost Alocated: 40.00
b i Cption Cost Alocated: $0.00
Raturn Purchase Aagwest Commamant: Accepted/Approved by Financal System, Posted: 07/LA/2014 08:20:25, Amount: $0.00
Conschidate
Deconscikdate Line Ttem
A2 1o bt
Hasage Revemeraifeerivers

Pumber of Liné [em: 1
I FIMANCIAL L T Cent $0.00 Base Amourt: $0.00 Option Amcunt: $0.00
= CREATE
Sobtation Mates.
dmard

o Notes
. FEDBIZOWPS
= SYSTEM i
Raturn Te Just In

00000
CRequest _—

» Click on Administration menu option
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Step

Action

3 The Purchase Request Administration screen appears.

PURCHASE REQUEST SUMMARY MENU

= Puschase Requast Numbar:
= Purchase Request Date:

= Daleoery Date:

= Paant of Contact:

- COR: I et reguired
select NCR-No COR Required

Hame:

Phone Number:

Fax tusar:

D80 Addeass For Inkarnal Reuting:
E-Mail Address For Printing:

= UNSPSC Code:

= PSC Cods:

Contsa Mumbor:

Suggested Vendor:
Vandor Mama:

» Click Save

= Purchase fequest Nama:
Form:

* Requastng Office:

* POC Phana:

POC B

(T Tachrscal POC:

Hame:

Phone Number:

Fax thmbier;

T-tad Addrass For Inkurnal Reating:
E-#4ai &ddress Far Printng

= FAAP5 #{25 only no special or alpha
ehae) sampliid = DOCOD

ERN K COBES
301-444-3708
3014443401
Enn Cobbei@naas gov
Enin Cobbe@noaa gov

[z
Flectranic computars or data pROCHINING aqupmant -
manufactuns services -

Dalivary Order Number:

BSU08 luragency Agrasmant .
Fomowo

» Review the information on this screen and every tab. Make changes where you
need to (i.e. UNSPSC Code).

4 From the Purchase Request Summary screen:

» Click Line Items menu option
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Step

Action

5

The Purchase Request Line Item Management screen appears.

Purchase Request Line Item Management
LINE ITEM MENU
Search Criterks
LeAtTIONS
Create CLIN Fiter an: - =
Creste SubCLIN
Coery
Caneel r it
e Search
e TOOLS
Glebal Replace
Rabisilsae Sy Plaane enter search atena and dick o0 ‘Search’ to vitw rests.
Renumber Range
Penod of erformance
—
From Any oermant
Seroedboet
- EXPORTS
Summary
C.heguest
Purchase R Line Item M i
Search Criteria
FE piter on: ——- 3,
Search
—
Mark Al | Uinmark Al
B view Ling e Totals Displaying 1 - 1
Mark  LI# Description ay ut Cost option Pricing Status
DEGE DG-1330-14-5E-0010
|
0 PAID AMT = 1156.69 Open-
BD0L pecw AMT = 205,28 100 EA 0.00 Ni& Nia i
[ |
| MSFL Displaying 1 - 1

» Line items appear
» Click on the Line Item
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Step

Action

6

The Purchase Request Line Item Detail screen appears.

Purchase Request Line Item Detall

= = Required Feld

= Line Itam Ne: ool
gty 1] ol 1 1 EA = Cost: o

Total Cost: 5000

Vou have charactars remaning for your mput.

DEOE 06- 1330-14-SE-0010
E

PAID AMT = 1156.49

DEOB AMT = -209.28

¥ou have charactars remaining for your input.
Mot to Exceed: » Rot Separately Priced:
* UNSPSC Code: =) Stodk Tem:
UNSPSC Title:
" FSC Code: | R
ADP INPUT/OUTPUT & STORAGE DEVICES

FEC Description;

FAARE & only no spadal or alpha char)
semplified = 00000 e

Maodification LI Acian:

» Review the information on this screen and every tab. Make changes where you
need to (i.e. Modification LI Action).

» Make note of the de-obligation amount and the paid amount.

» Open the Receiving Tab

» Click Save

The Purchase Request Line Item Management screen appears with a message that the
line has been successfully updated.

» Review any other line items
» Click Summary menu option

The Purchase Request Summary screen appears.

» Save any support documents
» Make note of the PR #
» Click Home

Open up the award that needs to be de-obligated. This can be done from the following
view tabs:

» Hotlist
» Recently Accessed
» Worksheet
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Step

Action

10

The Award Summary screen appears:

Award Summary

AWARD SUMMARY MINU Administration
e K Tyow: Puschase OrdesPriced Avward Subpect to Avaiablty of Funds: Ne
Adminustraton Natsonal Interest m Award Amount: $1,366.17
astntiog vendor: STAPLES, INC, (00006041} Oblsgated Amount; $1,386.17
Hhd i o EMILY BLAKEMER (B0C)
Clmstes = Gkt
Hodficatians NOTrto Con e S prin K COBES (BC)
— Docurmért Satus: Awaed lssued 07/17/2014 08:47:54 Issued By: HARVEY NORTH DAKOTA (HH
otes Procurement Status: Fully awarded
= PROPERTIES
Snarng Accoust Summary
Actian Alscts
Number of Codes Assigned to Live Items: 1 siumber of Dtault Codes: o
I=IPROCHREMENTISEE porcent aocated: 100.00% Tetal Defaut Percentage: 0%

[ Total Quantiy Alcated:

1

— s et v o St as e et NPT
POG-NG Ragort. Line Item Summary.
vy [re——— ; m—— e
Base Amourt: $1,366.17
:‘,.i PN Opbon Amount: $0.00
L — P
B e—
» Verify you have the correct award
» Click on Modifications menu option
11 The Modification Management screen appears:
e Rt
- nc i —
Dalacs Modhcation Type:
W Filter on:
Modficatens Search
T Raguest [l Displaying 0 -0/ 0
Hark Modification Name Modification Humber Tywe POC Effective Date  Modification Amount Hodificstion Statws.

» Click on Create menu option
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Training Exercises

Step

Action

12

The Modification PIIN and Name screen appears:

- ACTIONS L
= award PIIN; G- 1330-14-56-0010
= Purchase Reguest Number I -

Last HNumber.

* Dotumart Mumbae

Dosmart Nama

Using the drop-down listing, choose the PR#
Enter the Document Number (i.e. M0001)
Change the Document Name if needed
Click Save

VV VYV

13

The Modification Administration screen appears:

MODIFICATION SUMMARY MENLU

Procurement Infarmation

NAFSDCSE-14-00118
OG-1330- 14-5E-0010
PRINTER 0717 14
031772004

oizEend A

Enter the FAAPs# (i.e. 00000)
Enter the Date Signed (i.e. current date)
Enter Specify Authority

Enter Nbr of Copies
Enter Novation
Click the Address view tab

YVVVVVYVYY

Contractor 00006041 Hame:

Cantractod is requined to sign and retum the -
Carnfes teumbar of Cogs

* = Requred Field

EMILY BLAKENGRE

STAPLES, INC

Enter Contractor is required to sign and return the modification
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Training Exercises

Step

Action

13a

The Address view tab appears:

ISGURRESENoNN,  ddresses  RREESERENS

Addresses

* Administering Office: [N =)
NOAA/OCIOISMOJADS/FINANCE SYS ADMIN BRANCH
20020 CENTURY BLVD
GERMANTOWN MD 20879

Issuing Office: AJ930073 =]
NOAA/EASTERN REGIONAL ACQUISITION DIV
200 GRANBY STREET
NORFOLK VA 23510

Government POC:

Name:

]

Save  Apply Reset

» Enter Government POC
» Click the refresh icon
» Click the Description view tab

* = Required Field

Cancel

13b

The Description view tab appears:

Modification Description - Limit 240 Characters
The Descripbion will display the first 320 of 4000 characters, indudng spaces and camage/hard returns, in Block 14 of

the SF30. If the Description axceeds 320 characters, then the remaining text will display in its entwety on the
Continuation Page(s).

You have B000  dharacters remaining for your nput.
File Attachment

Tha taxt fle specifiad in this section will print bafore the lin item. You may salact an existing third party e, you may
create a new file by using an exsting template, or you may elect not to use any fle attachment.

Mo File Attachment
" Upload Exstang Fie
Craate New File Using Template

Save | Apply Resst | Cancel

* = Required Field

» Enter a description (i.e. M00O01 IS HEREBY ISSUED TO DE-OBLIGATE REMAINING

FUNDS ON THE AWARD)
> Click Save
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Training Exercises

Step Action
14 | The Modification Summary screen appears with a message that the modification was
successfully updated.
o= SECTIONS
;r.:'.;: Tyoe Change Order Aowgerd Subpect 1o Avadabiity of Funds: No
’::"n cox :::",.:;.:_::I mec) m::mla M)t.\bﬂ\;:nlgru\- Mo
e :‘n:‘: oras014 Mod Oblgated Amoune: $0.00
omomams e el B
B Rt Semmary
ﬂ-_l"gﬁil m:;::;:um«mme Items: :wm mmx;::': :*
o Rt i
— Financia Systes, Posted: 07/18/2004 08:20:25, Amount: $0.00
;::-:‘:l.h Line Item Summary
— =1 . ot o <=
i _—
Document Type: No Bocument Created
Review and Approval
» Click on Line Items menu option
15 The Modification Line Item Management screen appears:
Modification Line Item Management
Search Criteria
W e o T - > I
Search
—_—
Please enter search critena and dick on ‘Seanch’ to view results,
||
» Click Search
Maodification Line Ttem Management
Search Criteria
B e on: — 7 I
Search
| Mark Al Unmark All
CEE view e fem Totals Displaying 1- 1
Mark s Descriplion Oty ur Cost $ Diption Pricing Action
= Cggopll MECOUCNLEARFRTCSGISN PRIMIEKFRD Qi LONITACT. 65 100 EA 1,366.17 A /A Change
d ASF-4663G...
(L 2] Displaying 1 - 1
» Click the Line Item
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Step

Action

16

The Modification Line Item Detail appears with the original award line item displayed.

Modification Line Item Deta

= = Required Faeld

" Line Item No: 0001
- qty: 1] -t EA = Cost: 136617
Total Cost: $1.36617
[

Header:

You have characters remaming for your input.

HP COLOR LSAER JET CP4025N PRINTER FED gsa =~

CONTRACT GS-35F-4663G
Description:

vou have | charatters remaining for your input.
Contract Type: o]

ot Separately Priced: =

* UNSPSC Cade: TSI =) Stock lkem:
O Tide Electronic computirs of data processing equpment =

manufacture services -
= F5C Code: Tozs ]

F5C Descrption: ADP INPUT/OUTPUT & STORACE DEVICES

Faars a(8s only no special or alpha char) I—DOODO
smmphfed = 060000

Award Purchase Request Number: NAFSDCSE-14-00117
Award Purchase Reguest Line Ttem o0at
Number:

mModification Purchase Request Number:  NAFSDCSE- 14001138
Modification Purchase Request Line fem o0
Number;

» Change the Cost to the amount paid (i.e. 1156.89)
» Click Apply
» Click on Accounting menu option

17

The Modification Account Code Management screen appears:

Modification Account Code Management

Line Ttem No.: 0001, HP COLOR LSAER JET CP4025N PRINTER FED gsa CONTRACT GS-35F 46636

Search Criteria

Search Crteria [N ~ -
Search
Line Item Total: 1156.89 Total Cost: $1,156.89 Total Percent:  100% Totel 100
- . o/ X " 2 2 Quantity: x
Displaying 1 -1/ 3
Cost Quantity Parcant ROC
$1,156.89 1.00 100

» Verify the Total Cost changed
» If the Total Cost didn’t change, edit the accounting to reflect the new cost and save
» Click on Summary menu option

Note: If the Total Cost did not change to the new Line Item Cost then more than likely the
accounting was set up with something other than percent.

18

The Modification Summary screen appears:

» Click on Totals menu option
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Step Action
) .
19 The Modification Totals screen appears:
Modification Totals

Y Current Award Totals

T Line ttem Total: S[ETEE
Shipping/Tiscount/VAT: 3000
Award Amount: $1.366.17
Award Oblgated Amount: $136617
Optional Charges / Discounts
Modification Line Item Total: $20928

= Discount Type : Amourt =

B piscount Percent: o
Drscount Amourit: soop

S VAT Rate: oo
VAT Amount: $000
Shipping Charges: o0
Hodification Totals & Obligation
Madification Amaunk: £:20928 (Includes Opticnal Charges/Discounts)

= Calodate cbligated ameunt based on award tetal including optional charges/discounts
T user entered obligated amount caloulated based on effedive rate of: 1
Madification Obgatied Amount: ¢[-20a28

Maximum Potential Modification Value:  $-20928 I I User Enterad Mamum Potential Modification Valua

Now Award Totals

Line ftem Total: $1156.89

Award Amount: $1156.59

Obligated Amount: $1156.09

=Cco EBC F2EMILY BLAKEMORE
FPDS Reporting

" * Reporting Reguired

» Verify the Modification Line Item Total equals the de-obligation amount (i.e.

209.28)
» Click on Manage Reviewers/Approvers menu option

Note: For training purposes the FPDS Reporting checkbox is unchecked. The next step would be
to update the FPDS report, but because training does not have an FPDS instance, we’re going to

skip that part.

20

The Modification Review & Approval Management screen appears:

if Review & App
REVIEW & APPROVAL MENU
Sasech Criteria
Add User o | Cem—
el
ki Fviawer Tyne -
Fiter an:
Hocan Searc
P — Appraval
L i View Ouly since M Status

» Click on Add User menu option

Comments
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Step Action

21 The Reviewer Detail screen appears:

Reviewer Detail

= = Required Field
(S}
= Riidwr © | o)

Rievitwer Namie;
Tite:

—_—

= Recening order: o

Priority:
Approval Reguired: d Cartson Copy:

View Only:

Save | Apply | Reser  Cancel

» Enter the Reviewer (i.e. EBC)
» Click Save

22 The Modification Review & Approval Management screen appears with the approver
listed:

3l Ma
REVIEW B APRROVAL MENU
e ACTIONS
2254 User
23 Team
ot
Snlete Search Criteria
teiease Foute Drder: I -
s - Trpe: -
emmary - e on:
- OTHERSYSTEMS
CRequen

S gt Bous Lk s Displayieg 0- 0/ 1

Route Reviewer Approws!
wark R Aubdress To L Aoorevsl Viaw Only since, e Statas Comments
1w EMILY ELAKEMORE Indnidual . N 0729014 09:23:20
e Oisplayisg 0- 0 / 1

» Click on Release menu options

Modification Review & Approval Management

Search Criteria

L moute ovder: [ K
Reviewer Type: i}
Filter on: - -
Search
“ BB oo goute List Mode Displaylng 0 - 0 /
Houte Reviewer Approval .
Hark crder Address Ta b Required YW Only Since at Status Conments
row EMILY BLAKEMORE Individual A N OnI92018 09:28:22 Review Pending by EMILY BLAKEMORE
7] Displaying 0 -0 / 2

The status should now say Review Pending
» Click Home

Note: At this point as a CS, the job is done. The CO will then review the modification and either
disapprove or approve it.
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Exercise #9: Create an Award Modification — Adding Money & Changing ACCS

Objectives: e Navigate through C.Award
e Create an Award Modification
e Understand what the PR needs to contain
e Learn how to modify accounting
e Follow flow chart

Instructions: Execute the following steps:

An Award that has already been obligated and issued needs a modification. This modification is
changing the ACCS associated to the original lines and adds an additional line that will add
money to the award.

Step Action

1 From your Just In view tab

> Click the PR#

2 The Purchase Request Summary screen appears:

Addmisibstration

{ISMOADSFINANCE Y5 ADMIN BRANCH AJ151200

Rarvinw and Approval

» Click on Accounting menu option

FY 2015 - Version 1.1.1 107



C.Award for New Users

Training Exercises

Step Action

3 The Account Code Summary Management screen appears:

Account Cade Summary Management

Search Criteria
TR searh For: [Account Detauin R4
FRer on: - -
|| Search
R Tatal Percent: 100,00%
[ Dsplaylng 1 -1/ 1
Mark  BOC Account Code Default I e L Cost Base Amt Option Amt
r la)azm K 211 A00 303 1 000 200000000 3 T AR000000 0000 ¥ 100 o £0.00 £0.00 S0.00
[CFEN I
» Take note of the accounting used
» Click on Summary menu option
4 The Purchase Request Summary screen appears:
urchase Request Summary .
PURCHAST RIGQUN ST SUMMARY HENU Admsinistration
MOALOCIOTSMO/ADSFINANCE 5Y5 ADMIN ERANCH AJ151200
Dalreary Date: o0/ 3014
Poank of Contact: ABBY ALABAMA
Pumpose: MODIFICATEON TO AWARD TO CHANGE ACCOUNTING FOR LINES 1-7 AND ADD NEW LINE 3
e e
Proourement Status: Open-Assign
Submitted By: AROY ALATAMA (AVA) OR/OLI014
ACCount Summany
Number of Codes Assgned to Ling Items: 1 Numbeer of Default Codes: 1
abios Percent Alocated 100.00% Total Defauk Porcentage: 100%
Himory Total Quantity Aliccated: 3
Total Cost Alocated: $1.258.00
SSACTIONS e Base Cost ARocated: $1.258.00
Comy Otion Cost Alocated:
R b Commement: Accepted/Approved by Financal System, Pasted: 08/01/2014 13:02:51, Amount: $1,258.00
S —
L ——
HNumber of Line Ttems: 3
S FENANCIAL L Tt Com $1,258.00 Daie Amcurt $1,258.00 Optace Aencunt: $0.00
=
Sobcaston Holes
. FEDBIZOPPS
" Project
- 0000
— -
Satus: o route created

» Click on Line Items menu option

5 The Purchase Request Line Item Management screen appears:

» Click Search
» Click on Line Item

FY 2015 — Version 1.1.1

108




C.Award for New Users Training Exercises

Step Action

6 The Purchase Request Line Item Detail screen appears:

Review the Administration Tab

Verify the Modification LI Action field (i.e. Change Award Line Item)
Make any necessary changes

Click Apply

Click on Accounting menu option

YV VVYVYVY

7 The Account Code Management screen appears:

» Take note of the accounting (should be the new accounting)
» Click on Line Items menu option

8 The Purchase Request Line Item Management screen appears:

» Review the rest of the line items
» Click on Summary menu option

9 The Purchase Request Summary screen appears:

PURCHMAST RIGUEST SUMMARY HINU Admisistration

NOAKDCIO/TSMOADS FINANCE SY5 ADMIN BRANCH A1151200
an,

Accoust Summary

tumber of Default Codes: 1
Tokal Defauk Percentage: 100%

ystem, Posted: 0B/01/2014 13:02:51, Amount: $1,258.00

Line e

i Torsl Cost $1,258.00 [Ty $1,750.00 Opticn denount: 50.00

00000

Rarvinw and Approval

> Click on Home

10 From the Home screen open up the award using one of the following view tabs:

» Hotlist
» Recently Accessed
» Worksheet
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Step Action
11 From the Award Summary screen:
» Click on Modifications menu option
12 The Modification Management screen appears:
» Click on Create menu option
13 The Modification PIIN and Name screen appears:

» Using the drop-down listing choose the PR #
> Enter the Document Number (i.e M0001 — 1** modification)
>
Number)
» Click Save

= = Ragured Feld

Enter the Document Name (should automatically populate to the Document
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Step

Action

14

The Modification Administration screen Administration view tab appears:

Administration

on cresced sucoesuly

Frocurement Information

Purthase Rigquest Number:
Award PIDN:

Award Nama:

= Award

FFO5-WG Report
Coiect FPO05-NG Report

Contract 1D Code:

= Faaps #{#s only no special or alpha char) smpified
= 00000 L

Mlestone Mlan Name:

= Hodfication Fumber;
* Modfication Effective Date:
= Modification Mame:
Type of Moddication:
Sosaly duthonty:

* Contractng Dffcer:
* Date Sigred:
Contrate

Contracton i recuired to sign and retum the
maddication:

» Enter FAAPS# (i.e. 00000)

» Enter the Date Signed (i.e current date)

> Click Addresses view tab

HAFEDCEH-14-00141
GSISFO1153/DG-1170-14-HC-0005
- 2

PHONE SV 08011
0R/01/7014

Number of Copies:

= = Required Fieid

EMILY BLAKEMORE

SERINT COMMUNICATIONS COMPANY LP.

15

The Address view tab appears:

= PROCUSERENT =,
Funcd of Pariormance Defauks

Valdata Moddication
Mansge Raviawer Approvens

Oblgats

i StatuL

p—— =
Mebicatang

C.Renuest

Issulng Office: [amoaom

NOANEASTERN REGIONAL ACCURSITION DIV
200 GRANEY STREET

NORFOLK VA 23610

Govemnment FOCT
Hama:

NOMOCIOESMOIADSFIMANGE 575 ADMM BRANCH
20020 CENTURY BLVD
GERMANTOWN MD 20573

Save  Apply | Reset  Cancel

= = Required Field

» Enter the Government POC (i.e. your Training User ID in capital letters)
» Click Description view tab
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Step

Action

16

The Description view tab appears:

Modification Administration

MODIFICATION SUMMARY MENU Modiiaben trested suiceniluly

prasiine) SEL——
oy
Gonaes L Maton | Addrwses|  Desroten

Modification Description - Limit 240 Characters

Thoe O vl dspiay the Bt 330 of pac n fleck 14.¢f
the S0, 3 - ds 3 antrty an e

Cornect FROS-HG Repert Vo have 4000 charachers remaring for vour input.
File Attachavent

The Ect Fie apacified in thin pection will prnt bafoes the ke E8ma. Tou miry Seet an exitag third pacty fie, you may
ot & o il by g an it Demalate, of you Sy St ROk 19 ik arry fike AtLachmers,

vabsate Musfatien S Mo Fide Attachment
Hanage BevawarsApprovens  Upload Existing Fie

CeEmMANCAL RPN I Pl Ul Tl
Czdgate
View Status

Save | Apply|  Reset | Cancel

» Enter the Description of the modification (i.e. Lines 1-2 ACCS being changed, adding
a new Line 3)
» Click Save

17

The Modification Summary screen appears:

Modification Summary

MODIFICATION SUMMARY MENU Mirtiston sutcenuby undated
E; 4
Mockfication Admassstration
maed Aderurstratien, T
Aseousting
Lre ems
Clovaes Trpe Change Order Award Subject to Avalabidiy of Funds: No
Totsis <o EMILY DLAKEMORE (B0C) Modheatsse Subject ta Avadsblty of Funds: o
Forms Status: Draft Moddication Modfication Amournt: $338.00
o Effective: 08/04(2014 Mod Obkgated Amourt: $330.00
- PROPERTIES M s Arvcik: SLDaon

Mt Award Obbgated Amount:  $1.238.00

=
#encd of Ferfomance Defauts
- RIPOR Humbar of Codes Assigned to Ling [ems: 2 Mumber of Default Coces: o
D o Percent Alocated: 100.00% Total Defaul Percentage: %
Tolatn FEOS-G Rapoct Total Quantsty Allocated: 3
Total Cost Afocated: 41,258.00
e Financial Systeem, Posted: 08/01/2014 12:02:51, Ameunt: $1,250.00
Cangsidae
Eaconsohdate Lime Itom Swmmary
Valclatn Mexsizstaon
Henion LeAememiingrousn. Ba. Ling Itams: 3 Line item Amaunt: $336.00
om FINANCIAL. Base amcunt: $320.00
Ghlgate Option Amount 10.00
Vit Status
Hotes
—
- Mo Notes
o OTMIRSYSTIMSE
— Clauses
Dotument Type: o Document Created
PR p—

» Click Add to Hotlist menu option
» Click Line Items menu option
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Step Action

18 The Modification Line Item Management screen appears:

Modification Line Item Management

LINE TTEM MENT
Soarch Crituria

et it oo I -

Search

Ghebel Heplace Please enter search oritena and dhck on “Seardy’ to vew fesulls.

Search

Gistal Ragiace
B view i tals Displaying 1 - 2

ur
1.00 EA T30.00 WA A Change
INRORTSI— ¢ o OVERAGE COSTS... 100 EA 20000 A A Change
(S iy Borskrat o opoos CELL PHONE. . 100 EA 338.00 L L Add

[2r=""1

» Click on the Line Item Number (i.e. 0001)

19 The Modification Line Item Number screen appears:

Modification Line Item Detail

LINE ITEM DETAIL MENU =
i i * = Required Fieid
2.100 | hdmastraton | AdMess. | Optien| Prong AmAngements . Wecsidnd.
by
— _ L e No: L i
Cruste SubCLIN = av (] =y [ = Cost: 720
Totsl Cont: 372000
e SYSTIMOPTIONS
Summary
L e
\r OTHERSYSTEMS
Cleguent Header:
Yiou have characters remarsng for your nput.
CELL PHONE SERVICE $60/M0 FOR YEAR o
STARTING ON 6/1
Descriphon:
Wiou have characters remarens for your mput.
Cortract Type:
Mot Separately Priced:
* UNSPSC Code: |B3121 703 2 Shock Itam:
UNSESE Tithe: Entarrat related services
* FSC Code: CUTRIE

—— AL SVCS/TELECOMM & TRANSMISSION

Fisss #(25 only no specal or aipha chae) ooy
wamgikfied = 0000

Award Purchass Raguest Numbsse: NAFSDCSE-14-00140
kward Purchate Raguest Lin ltem -
Mumbes:

Modication Purthase Request Numbes:  MAFSDCSE-1400141
Modification Purchase Reguest Ling flem oy

» Click on Accounting menu option
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Step Action
20 The Modification Account Code Management screen appears:
iy —
Line ttem Total: 720.00 Total Cost: $720.00 Total Percemt:  100% mh\" 100
mj e i - — i ulwl:u;rrl 1
IR"I!IN
» Click on Create menu option
Note: Because you’re pulling the line from the original award, you will see the accounting that
was on it originally. You will need to add the new one associated to the change PR and delete
the original if it’s to replace it.
21 The Modification Account Code Detail screen appears:

MOD ACCOUNT CODF DETATL MENU

Lime Ibem Ho.: D1, CELL PHONE SERVICE S60/MO FOR YEAR STARTING ON /1 = = Required Field

Bureau Code (2} |

» Add the new accounting code

» Change the Allocation By field to Percent
» Put percent at 100

» Click Save

Note: You should always add the new accounting the way it was presented on the modification
PR.
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Step

Action

22

The Modification Account Code Management screen appears with two accounting
strings now showing:

ACCOUNT CODE HERU
s AETIONS
Crmate
Edi
Dt

Line ltem No.: 0001, CELL PHONE SERVICE $60/M0 FOR YEAR STARTING ON 9/1

e rems
e Search Criteria
TR, sy cewns I -
carch
Uine lem Total: 72000 Total Cost:  $1,3000 Total Percenl: 200% 1o 200
: 1 E . 1 et .
[Ty O Displayisg 1-2 /3
Mark Code Cost Quantity Percent BOC
$720.00 1.00 100
$720.00 1.00 100

» Check the checkbox of the original accounting string
» Click on Edit menu option

23

The Modification Account Code Detail screen appears:

Modification Account Code Detall

MOD ACCOUNT CODE DETAIL MENU

Lime Items No.: D001, CELL PHONE SERVICE $60/M0 FOR YEAR STARTING ON 9/1 * = Regured Fiekd
Aomwareng Bureau Code (2); B imos Frtiee scceunt Cog
i Fiscal Yaar (2} T
 Rnguast Project (7): T
Task [3): o0
Fund (4); oo
Frogram (3} [eeztieont
{26
Gbject Class (8} Ease00m
User Definad (5} 100000
#ocation By: Percent
Percent: 00 Cost [ Quartity
Commit Amount [} Committed Amvount 0,60
S pely || B Cancel

» Put percentat0
» Click Save
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24

The Modification Account Code Management screen appears with two accounting
strings now showing one being at zero:

Line Tbem Mo 0001, CELL PIIONE SERVICE $60/M0 FOR YEAR STARTING 0N 9,1

Search Critaria
Search Creeria [N ~ - [
Search
Line Mem Total: 72000 Totsl Costs 472000 TotalPorcent:  100% (AL 100
[T R eV ] Displayieg 12 / 2
Mark Account Code cost Quantity Porcent BOC
20.00 0.00 ]
$720,00 1.00 100
» Click on Line Items menu option
25 The Modification Line Item Management screen appears:
Modification Line Ttem Management
Search Criteria
T Fiter on: I -
Search
B Mark Al | Unmark All
L Displaying 1 - =
Qty ur Cost $ Option Pricing Action
CELL PHONE SERVICE $60/MO FOR YEAR STARTING ON 9/1... 100 EA 720,00 LY A Change
L o002 OVERAGE COSTS... 100 Ea 200.00 LY A Change
- CELL PHONE... 100 EA 33e.00 L A add
T Displaying 1- =

» Repeat the accounting code change process for the other line
» Click Summary menu option
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Action

26

The Modification Summary screen appears:

Modification Summary

MODIFICATION SUMMARY MENU Administration
Surmary Type Change Order Award Subject to Availabiity of Funds: No
Modheaton Adminatration co: EMELY DLAKIMORS (BOC) Modiication Subject to avadabiity of Funds: No
Aard scdmsistration Status: Draft Modfication. Modéication Amaunt: $338.00
acsourarg [ffectrve: aniB4/2004 Mod Oblgated amount: $138.00
i New Award &mount: $1,258.00
Teesis New Award Cbbgated Amount:  §1,250.00
Forma
hatas Account Summary
Humber of Codes Assigned to Line Items: 2 Number of Default Codes: L]
L PROCUREMEMT. . percert Atorated. 100.00% Total Delault Percentage: %
N L Total Quantity Allocated: 3
i Total Cont Allocated: $1.290.00
c Financial System, Posted: D8/[4/2014 11:40:00, Amount: $1,255.00
FPDS-HG Resen
Corret FPDS.ME Rean
Dot FPEE NG Bepart Ling Jtom Summary
RTINS to, Lina Prema: 3 Linia Pram Amount: $338.00
Chack , :
he Batk Anounk: sx8.00
Deconasidass Oocltiofs Aicasnt: 0.
Valduce Moddication
Masags Beviewsra/pprovers Notes
L= FIMAMCIAL
tagatn to Notes
view St
Clanses
b
Documert Type: No Document Created
o+ OTMERSYSTIMS
CoRagect Review and Approval
Status: No route created
Modification Totals bt
MOBIFICATION SUMMAIY MENU
Current Award Totals
e SICNOME
s N ST
Modbcation Admieiration Shppna/Discount/v:
s — e 10
oy A A 3000
Live hewa Hward Obbgated Amaunt: sam00
Clauses
Tetals Optionsl Charges fis ousts
Fome
ot Modéation Line ltem Total: s1m0
v PROPERTEES ;
Biscount Type : Amout =
[=IPROCUREMENT il piscount Percent: [asa
Pencd of Periomance Defauts AR
Supsort Cocumants Disceant Amount: sfooo
L RIPORTING "
R VAT Rate: o0
Correct #9083 Rapsrt VAT temount: sa00
Delete PHOS-HG fesan )
O Ted Charges: sfox
Coeck
Conscidate Modification Totals & Obiligation
Gecanschdnie
Valdate Moshicasion Mo tion Aot s1m00 (nchudes Optional ChargeDiscounts]
Manage Riviewera/apseinara ¥ Cakuiate cbiigated amnt based on awird total inchding optional charges/ discounts
- " User erterad otibgated amount caloulated based on effective rate of: 1
rigatn t: [0
T Masimum Potentisl Modfication Valse:  ${33800 I~ User
e O@TIONS.
TS Mew Award Totals
. OTHERSYSTEMS
forperres Linw fem Total: $125800
A Amount] $1265500
Otigated decunt: $125800
ol -1 EBC FEEMLY BLAKEMORE
FPOS Reparting

I * Reparting Requead

» Review the information on this screen (i.e. modification amount should be the new
additional line amount)
» Click on Check menu option
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28

A pop-up screen will appear:

(=) Report Screen - Windows Internet Explorer ‘ ‘ Elm

| & https://crequesttrain.cas.commerce.gov/noaa_train/jsp/ReportPage jsp?from_mod=Y

f Modification Messages

Award Administration
Administration Information has passed all validations.

Modification Administration
| Modification Administration Information has passed all validations.

Modification Obligation
Maodification Totals and Obligation Information has passed all validations.

Modification Line Item Numbers
Modification Line Items have passed all validations.

Additional Reporting Elements
Additional Reporting Elements have passed all validations.

If everything passes all validation finish the process:

» FPDS Reporting (not necessary for training purposes)
» Manage Reviewers/Approvers
» Release to Approver

m

29

The Approver would follow the following steps for the modification:

| Inbox |
¥

Review Modification
| Approve F;'DS Report |
Dbli*gate
| Validate M;dification |
Reuiewf;pprwal
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Exercise #10: Create Award Modification — Option Periods

Objectives: e Navigate through C.Award

e Create an Award Modification
e How to modify an award for an option period
e Follow flow chart

Instructions: Execute the following steps:

You've received a PR to modify an award that is going to exercise an option period.

Step Action
1 From your Just In view tab
» Click the PR#
2 The Purchase Request Summary screen appears:
Purchase Request Summary
¥ MENL Administration
= I"u‘tnase For: ROAAOCIONSMO/ADS/FINANCE SYS ADMIN BRANCH AJ151200
Delivery Date: 0B/01/2014
i:""“-":;‘-“'“*‘ ;:!;n;?::;ionc-mc FOR ACTING DIRECTOR FOR A PERICD OF 3 MONTHS WITH CPTION OF 2 MORE MONTHS.
Dooument Status: Open-Assign
—omtiedny b ALABAA (AVA) OB/13/3014
— Account Summary
Number of Codes Assigned to Line Items: 1 Number of Default Codes: o
Percent Alocated: 100.00% Total Default Percentage: 0%
Tetal Quantity Allocated: 2
Totad Cost Allocated: $7,181.40
BN Base Cost allocated: §7,181.40
Opbon Cost Aocated: $0.00
Commitment: Accepted/Approved by Financal System, Fosted: O8/11/37014 09:50032, Amount: §7,181.40
Line Item
Number of Line ltems: 1
B Total Cost: $7.181.40 Base Amount: $7.181.40 Option Amount: $0.00
— Notes
» Review the PR (e.g. Receiving Tab, LI Modification Action, accounting, etc)
» Once finished, close out the PR
Note: For option years, you would want to make sure on the original award that the option
years have no accounting associated to them. For the modification to exercise an option year,
you will want to make sure the current accounting is on it.
3 From the Home screen open up the award using one of the following view tabs:

» Hotlist
» Recently Accessed
» Worksheet
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Step Action
4 From the Award Summary screen:
» Click on Modifications menu option
5 The Modification Management screen appears:
i!j:_;lﬂl(m Modilkcation Nanee Hodificatson Member ™ POC Al it mylnnl:i:i
» Click on Create menu option
6 The Modification PIIN and Name screen appears:
= Dosument Number: |
= Document Name: [
» Using the drop-down listing choose the PR #
> Enter the Document Number (i.e M0001 — 1* modification)
» Enter the Document Name (should automatically populate to the Document
Number)
» Click Save
7 The Modification Administration screen Administration view tab appears:
» Enter FAAPS# (i.e. 00000)
» Enter the Date Signed (i.e current date)
» Click Addresses view tab
8 The Address view tab appears:

» Enter the Government POC (i.e. your Training User ID in capital letters)
» Click Description view tab
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Step Action

9 The Description view tab appears:

» Enter the Description of the modification (i.e. Exercising Option Period — Line 2)
» Click Save

10 The Modification Summary screen appears:

Modification Summary

1] Mahifeabin surzmtelully updated.
|
Administration
Type Change Order Award Subject to Availabilty of Funds: No
[=+5 EMILY BLAKEMORE (EBLC) Modification Subject to Availability of Funds: No
Status: Draft Modification Modification Amount: $0.00
Effective: 08/11/2014 Mod Oblgated Amount: $0.00
New Award Amount: $10,772.10
toew award Obligated Amount:  $10,772.10
|
Account Summary
BESS Number of Codes Assigned to Line Items: o Humbaer of Default Codes: o
Parcent Allocated: 0.00% Total Default Parcentage: 0%
Tokal Quantity Allocated: 0

Total Cost Allocated: X
B commitment: Accepted/Approved by Financal System, Posted: 08/11/2014 09:50:32, Amount: $7,181.40

Line Ttem Summary
Mo, Line Items: 1 Lirvg Ttem Amount: £0.00
Hase Amount: 5000
Option Amourt: $0.00
Notes
|
No Notes
|
Clauses
Document Type: Ho Document Created

» Click Line Items menu option
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Step Action

11 The Modification Line Item Management screen appears:

Modification Line 1 anagement

LINE TTEM MENT

Swarch Criteria
Creste CLIN Fiter on: I - =
Create SUBCLIN
Select Award Line Ttem
Copy Search
Cancal
Dusletn
:':f:__;':‘;: Plaase erter search oiteria and chok on "Seardt’ o view results.
Hermmbe: Range
Ferad of Perfurmance
Sumemary
[
» Click Search
Modification Line Item Management
Search Criteria
FEEE e on: ______ K ¥ [
Search
|| Mark Al Unmark All
HA*  yiew Line jtem Totals Displaying 1 - &
Mark - Description qty ur cost § Option Pricing Action
B e 200 w0 359070 Oosenpered  NA Chance
[
L Displaying 1 -
» Click on the Line Item Number (i.e. 0002)
o ge . .
12 The Modification Line Item Number screen appears:
Modification Line Item Detail s
: L = = Required Field
" Line Ttem No: 0002
" Gty 5 -ul MO * Cost: [28807
Total Cost: £7.181.40
|
|
Heades;
ou have characters remaining for your input.
ONE BEDROOM APT W/KITCHENETTE AND .
PARKING $119.63/NIGHT FOR 30 DAYS - OPTION
Description: PERIOD 2 MONTHS STARTING 9/1

You have characters remaining far your input.
Contract Type:

Not Separately Prced:

= UNSPSC Code: 50111803 =] Stock [tem:
UINSPSC Tithe: Suite E
= FSC Cade: w231 [
FSC Description: LODGING - HOTEL/MOTEL 3
% only no & ol or alpha char) ,7
sanplied = 00 caca

Award Purchase Regquest Number: NAFSDCSE-14-00145
Award Purchase Reguest Line Item 000z
Number:
Modification Purchase Request Number:  NAFSDCSE-14-00147
Madification Purchase Request Line Item o0

or

Madification Action:
Funding Goal:

Change
Fuly Fundod

Click on Option view tab
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Step

Action

13

The Modification Line Item Detail screen Option view tab appears:

* = Requred Field
: SR e oo IS |
Period Begin Date: T Period End Date: T

Frercise:

ave | Apply | Reset Can

» Check the Exercise checkbox
» Click Apply
» Click on Accounting menu option

14

The Modification Account Code Management screen appears:

Modification Account Code Management

Line Item No.: 0002, ONE BEDROOM APT W/KITCHENETTE AND PARKING $119.69/NIGHT FOR 30 DAYS - OPTION PERIOD 2 MONTHS STARTIN...

Search Criteria
Search Criteria [N -

search

Total

Lime Item Tolal: 718140  Total Cost: $0.00 Total Percent: 0% Cuantity:

0.00

lﬂll‘blbll Displaying 0 - 0 / @

Mark Account Code Cost Cusantity Percent BOC

No Accour it Code records found that meet the hiter critena

1 EN Y )

» Click on Create menu option

Note: Because you’re pulling the line from the original award, you will see the accounting that
was on it originally, in this case no accounting because it was the option line. You will need to

add the new one associated to the change PR.

15

The Modification Account Code Detail screen appears:

Add the new accounting code

Change the Allocation By field to Percent
Put percent at 100

Click Save

YV VYV

Note: You should always add the new accounting the way it was presented on the modification

PR.
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16

The Modification Account Code Management screen appears with the accounting

strings now showing:

Medification Account Code Management

Line Item No.: 0002, ONE BEDROOM APT W/KITCHENETTE AND PARKING $119.69/NIGHT FOR 30 DAYS - OPTION PERION 2 MONTHS STARTIN...

Search Criterla

y Search Crtena [N - -
|

search
|
Line item Total:  7181.40  Tatal Cost: $7.181.40 Total Percent:  100% Total 2.00
It : - t 181 srcent: Quantity: .
[ETEY I T} Displaying 1-1/ 1
Mark Account Code Cost Quantily Percent B
r 141428 EF 11600130 0121 430000000000 $7,181.40 .00 100
o
17 The Modification Summary screen appears:
Modification Summary
u Administration
e Change Order Award Subject to Availabity of Funds: No
L= EMILY BLAKEMORE (EBC)H Madification Subject to Availability of Funds: No
Status: Draft Modéfication Madification Amount: $7.181.40
Effective: 081172014 Mad Obligated Amount: $7,181.40
New Award Amount: $17,053.50
New Award Obligated Amount:  $17,653.50
Account Summary
Number of Codes Assigned to Line Items: 1 Humber of Default Cades: [']
B percant ABacatad: 100.00% Tatal Default Fercentage: %
Total Quantity Allecated: 2
Total Cost Allocated: $7,181.40

N Commiment: Accepted/Approved by Finandal System, Posted: 08/11/2014 09:50:32, Amount: $7,181.40

Line Tlem Summary
B no. Line Meme: 1 Ling Item Amount: $0.00
Hase Amount: $7,181.40
Option Amount: $-7,181.40
Notes
FEE o nates
Clauses
[
Document Type: Ho Cocument Created
[
Review and Approval

Status: No route crested

» Click on Totals menu option
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Action

18

The Modification Totals screen appears:

Madification Totals

i
Current Award Totals
| -
Line Mtem Total: E 30 7720
Shuppng/Descount/VAT: $0.00
Award Amaunt: 3R
Award Oblgated Amaunt: $10720
Optional Charges/Discounts
Modifcatson Lne Tbem Total: $N8140
L Discount Type © Amoued
B piscount Percent: 000
Discount Amount: so0a
B var Rate: [oma
VAT Amawrt: $0.00
Shipping Chargas: ;{nm
|
Modification Totals & Obligation
Medification Amcunt: 8140 (Inchedes Cptienal Charges/Tuscounts)
®  Caloulate cbligated amount based an award total induding cotional charges/discounts
T user entered chligated amount caloulated based an effactive rate of: 1
| o
Modificatson Obhgated Amount: 5]?\31 0
MaEmum Potential Modification Value: s[718140 T User Entered Maxmum Potential Modificaion Valse
|
Mew Award Totals
Line Ttem Total: $179350
Award Amourit: $1795350
Obagated Amount: $17R3IN
= co: [[:SL: FIEMLY BLAKEMORE
FPDS Reporting

I ™ Repostmg Requred

Save  Apply | Reset | Cancel

Verify the Current, Modification and New Award Totals
Click Cancel
Click on Check menu option

YV V V
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Step

Action

19

A pop-up screen will appear:

(=) Report Screen - Windows Internet Explorer ‘ ‘ Elm

| & https://crequesttrain.cas.commerce.gov/noaa_train/jsp/ReportPage jsp?from_mod=Y

f Modification Messages

Award Administration
Administration Information has passed all validations.

Modification Administration
| Modification Administration Information has passed all validations.

Modification Obligation
Maodification Totals and Obligation Information has passed all validations.

Modification Line Item Numbers
Modification Line Items have passed all validations.

Additional Reporting Elements
Additional Reporting Elements have passed all validations.

If everything passes all validation finish the process:

» FPDS Reporting (not necessary for training purposes)
» Manage Reviewers/Approvers
» Release to Approver

m

20

The Approver would follow the following steps for the modification:

| Inbox |
¥

Review Modification
| Approve F;'DS Report |
Dbli*gate
| Validate M;dification |
Reuiewf;pprwal
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Exercise #11: Create Award Modification — Cancelling a Line Item on an Award

Objectives: e Navigate through C.Award
e Create an Award Modification
e How to modify an award to cancel a line item (cancel/cancel)
e How to modify an award to cancel a line item to reuse (cancel/open)
e Follow flow chart

Instructions: Execute the following steps:

You've received a PR to modify an award to cancel out one of the line items not to be used
again. One Line to be used on a different award.

Step Action

1 From your Just In view tab

» Click the PR#

2 The Purchase Request Summary screen appears:

Purchase Reguest Summany Sl ngad b Ll

MENU Administration

" Purchase For: NOAAOCIOISMIYADSFINANCE S¥S ADMIN BRANCH A1151200
Dedvery Data: 09152018
Faint of Contact: ARAY ALABAMA
Purpose: UPDATING AWARD TO CANCEL LINES 5 & 6. LINE 5 TO USE AGAIN ON ANOTHER AWARD. LINE & TOTALLY CANCELLING NOT USING AGAIN
Document Status: Cpen-Assign
Procurement Status: Open-Azsign

| Submitted By: ABBY ALABAMA (AVA) DB/14/2014

Account Summary

Number of Codes Assigned te Line ltems: 1 bumber of Default Codes: L]

Pearcent Allocated: 100.00% Total Default Percentage: %
Total Quantity Allocated: 2
Total Cost Allocated: $6,278.00
NN Base Cost Allocated: $6,278.00
Cpbon Cost Allocated: £0.00

Commitment: Accepted/Approved by Fimancial System, Posted: 08/14/2014 08:42:10, Ameunt: §6,278,00

Line Ttem
Number of Line Items: 2
B | Total Cost: $6.276.00 Base Amaunt: $6,278.00 Optian Amaunt $0.00
— Hotes
No Notes
Project

00000

Review and Approval

» Review the PR (e.g. Receiving Tab, LI Modification Action, accounting, etc)
» Once finished, close out the PR

Note: For this training example, you will want to make sure CLIN 0005 has Modification LI
Action of Cancel/Open and CLIN 0006 has Modification LI Action of Cancel/Cancel
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Action

3

From the Home screen open up the award using one of the following view tabs:

» Hotlist
» Recently Accessed
» Worksheet

From the Award Summary screen:

» Click on Modifications menu option

The Modification Management screen appears:

Displaying 0 - 0
Hodification Huember Type PoC Ansount Statu

» Click on Create menu option

The Modification PIIN and Name screen appears:

= = Raquired Field
Award PIIN: DG-1330-14-56-0013

» Using the drop-down listing choose the PR #

> Enter the Document Number (i.e M0001 — 1** modification)

» Enter the Document Name (should automatically populate to the Document
Number)

» Click Save

The Modification Administration screen Administration view tab appears:

> Enter FAAPS# (i.e. 00000)
» Enter the Date Signed (i.e current date)
> Click Addresses view tab
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Step

Action

8

The Address view tab ap

pears:

» Enter the Government POC (i.e. your Training User ID in capital letters)
» Click Description view tab

The Description view tab

appears:

» Enter the Description of the modification (i.e. Cancel/Open Line 5, Cancel/Cancel

Line 6)
» Click Save

10

The Modification Summary screen appears:

MOGIFICATION SUMMARY MENU

Tyoe

Status:
Effective

Percent ABccated:

Total Quantity Aliccated
Total Cost Mocated:
Commiment

Humbar of Codes Asaigned to Ling Bt

Admimiviration

Change Order

EMILY DLAKEMORE (E0C)
Draft Modification
01472014

Award Subject to Avadabilty of Funds: Mo
Modification Subipect to Avadabity of Funds: ho
Moddication Amqunt; 55,
Mod Gbbgated Amount §-6.270,
Poarw Award Amaont: $13.010.00
Pew Award Obfigated Amount:  $13,010.00

Acrount Summary

1
0.00%
]

$0.00

Mo, Ling Ttams:

No Notes

Document Typa:

d by Financial System, Posted: 06/14/2014 08:42:10, Amount: $6,274.00

teumbar of Default Codes
Total Defauk Percertage

Line Tbem Semmary

Lirss Ttams Asmount: 5627800
Base Amount :5,278.00
Option Amount: $0.00
Hotes
Clauses

Mo Bocumant Craated

» Click Line Items menu option
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Action

11

The Modification Line Item Management screen appears:

Modification Line Item Management

LINE TTEM MENT
e ACTIOMS

Search Critoria

Ciuian C10 W can: I
Create SusCLIN
Select Award Line em

Please enter search oritena and dhck on “Seardy’ to vew fesulls.

> Click Search

Modification Line 1tem Management

Search Criterla

T Fieram: I - =
Search

— Mark Al Unmark All

SUE viuw Line Rem Totatks Displaying 1 - &

Mark e Description Oty ur Cost $ Diption Pricing Action
r CONFIRMRECERTIFY SBE EQUIP PER QUOTE... 1.00 ] 5,485.00 wfa Nfa Cancal/Opan

&ggal&g?[&&m(w 11/11PLUS; PERFORM MINOR REPAIRS 00 % 253.00 A e CanceliCancel

Displaylng 1 - 3

» Make sure the Action shows Cancel/Open and Cancel/Cancel and that the costs are
correct.
» Click on Summary menu option

Note: If you were to open the lines, you wouldn’t be able to edit them because of the cancel
status. Cancel status can only be used on lines where the full amount is still obligated and have
no invoices against them. If they did, you’d have to do a de-obligation of the remaining funds
rather than a cancel.
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12

The Modification Summary screen appears:

Modification Summary

u Administration

Change Order
EMILY BLAKEMORE (EBC)

Award Subject to Availabity of Funds: No
Madification Subject to Availability of Funds: No

Draft Modéfication Madification Ameunt: $7,181.40
0af11/2014 Mad Oblgated Amaunt: $7,181.40
New Award Amount: $17, 0
New Award Obligated Amount:  $17,653.50
Account Summary

[

Number of Codes Assigned to Line Items: 1 rumber of Default Cades: [']
B percant ABacatad: 100.00% Tatal Default Fercentage: %

Total Quantity Allccated: 2

Total Cost Allocated: $7,181.40
N Commiment: Accepred/Approved by Finandial System, Posted: 08/11/2014 09:50:22, Ameurt: $7,181.40

Line: Item Summary
I no. Line Meme: 1 Ling Item Amount: $0.00
Hase Amount: $7,181.40
Option Amount: $-7,181.40
Noles
S o miotes
Clauses

[

Document Type: Ho Cocument Created
[

Review and Approval

Status: No route crested

» Click on Totals menu option
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Action

13

The Modification Totals screen appears:

Current Award Totals

Ling Jtem Tatal:
Shipping/Discount/VaT:
Award Amounk:

Award Obligated Amount:

Optional Charges/Discounts
Maddication Line Ibem Total

Discount Type ¢
Duscount Percent:

DiscoUnt Amount:

VAT Rate:
VAT Amounk:

Shipping Charges:
Hodification Totals & Obligation

Moddicabion Amount:

Madification Obligated Amount:

Mazimum Potential Modification Value:

New Award Totals

Line Item Total:
Aveard Amount:
Obbgated Amount:
= co:

FPDS Reporting

S[EEIT
$000

$15.28800
$15.28800

$ 627800
Amount *
]

sooo

i)
$000

sjpoo

$-6278.00

{Includes Opbional Charges/Discounts)

% Caklate obigated amount based on award total inchuding optional charges,discounts
"~ User entered obigated amount cakulated based on effectve rate of: 1

/627800
G

$130000
$13010.00
$1301000

IEBC F2EMLY BLAKEMORE

= Reporting Required

" User Entered Maximum Potential Madification value

Save  Apply  Reset| Cancel

You should see the current total up at the top. The modification total is toward the
middle and you should see it as a negative number. The bottom total is where the new
award total will be after the cancellation of these lines.

» Click Save

» Click on Check menu option
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Action

14

A pop-up screen will appear:

(=) Report Screen - Windows Internet Explorer ‘ ‘ Elm

| & https://crequesttrain.cas.commerce.gov/noaa_train/jsp/ReportPage jsp?from_mod=Y

f Modification Messages

Award Administration
Administration Information has passed all validations.

Modification Administration
| Modification Administration Information has passed all validations.

Modification Obligation
Maodification Totals and Obligation Information has passed all validations.

Modification Line Item Numbers
Modification Line Items have passed all validations.

Additional Reporting Elements
Additional Reporting Elements have passed all validations.

If everything passes all validation finish the process:

» FPDS Reporting (not necessary for training purposes)
» Manage Reviewers/Approvers
» Release to Approver

m

15

The Approver would follow the following steps for the modification:

| Inbox |
¥

Review Modification
| Approve F;'DS Report |
Dbli*gate
| Validate M;dification |
Reuiewf;pprwal
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Exercise #12: Create a Blanket Award

Objectives: e Navigate through C.Award
e Create an Award from a Purchase Request
e Follow flow chart

Instructions: Execute the following steps:

Notes: You need to set up a blanket award for establish a multi-year contract to
provide shoreline mapping services. A blanket award should be for SO. You
will set it up with the minimum award total that task/delivery order along
with the minimum and maximum quantity.

Award Flow

| AwardPIN |
v

| Administration | | Inbox |

| Sumtmarv | | ReviewAward |
¥ | Approve FPD5 Report |

| Line 'I:ems = Accounting | e |

| Clal‘.ll'ses | | IssueAward |

| Totals | Review/Approval |
v

Reporing 7705

| Manage Reviewers/Approvers |

NOTE: For this training example, we will be skipping the solicitation & clauses.

Step Action

1 From the Home screen Just In view tab
> Click PR#
» Review the PR in its entirety
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Step

Action

1a

If the PR looks good, then you will need to:

» Click on Create Award menu option

The Purchase Request Report pop-up window will appear. If anything doesn’t pass

validation, you will receive something like this:

| & Purchase Request Report - Windows Internet Explorer [
@ hitps//crequestirsin.cas.commerce.gow/noss.train/servict/DocumentValidations From = creste Bemenu= CABtdos type=FPF &
J 4 .
ComprizonSuite

Purchase Request Report

il Purchase Request Administration:
Administration section has passed all validations.

Purchase Request Line Items:
: Line Items section has passed all validations

Finandal Interface:
Financial section has passed all validations.

Security Classification:
I Security Classification section has passed all validations.

Mandatory Fields:

|  The following fields have been flagged as mandatory for this Purchase Request and must be populated prior to
submission:
i
i Section Number Field Label
l Administration Ultimate
Destination:

Aternate CORs:
| Atemate CORs section has passed al vaidations

If it passes, it might appear briefly looking like this:

& Purchase Request Report - Windaws Internet Explorer e

| & ntps/crequestroin <as commerce.gow/noas tain/serier Decumentald resteSimeny= CABdoc type=PR al

J Compﬁzun‘Suite

Purchase Request Report

Purchase Request Administration:
Administration section has passed all validations.

Purchase Request Line Items:
Line Items section has passed all validations,

Finandial Interface:
Financial section has passed all validations.

Security Classification:
|  Security Classfication section has passed all validations

Mandatory Fields:
l Mandatory fields section has passed all validations.

Alternate CORs:
Altemate CORs section has passed all validations.

You’ll want to close it out to do so:
» Maximize the minimized window
» Click Close
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Step Action

3 The Award PIIN and Name screen appears:

Award PHN and Name

MENU
" = Required Field
= Award Type: -
Dacument Numbar DG v - 10 v - M - 5E v -
= Document Name: OG- 1330 14 SE-7777
|

Select the Contract type (i.e. Indefinite Delivery/Indefinite Quantity)
Select the Award Number (i.e. SG-1330-14-CQ-???7?)

Type in Award Name (i.e. IDIQ BASE SURVEY MAP{date})

Click Save

YV VYV

4 The Award Administration screen Administration tab appears:

Award Administration

Award created successhully

* = Requred Freld
Audmeets e o BIPAS AORES s | ROCIO0 e, BN NI OO

Administration Information

Purchase Request Number: NAFSDCSB-14-00158
Award Type: Indefirste Delvery/Indefiute Quantity
Award Number 0G-1330-14-0G-0003 National Interest; I
“Award Name: [ID0 BASE SURVEY MAF 062014 For More Information: |Hﬁ5{\ﬂ:Y NORTHDAKOTA
| Phana Number: 3071-444-400
E-Mail Address For Internal Routing: [harvey nedhdakotw@nosa gov
=00t & E-#ail Address For Printng: harvey nohdaketa@naan gav
b CC:;PE motb reguired select NCR-No COR [=0— [ Technical POC: ,_
Name: ERINKCOBBS Name:
Fhone Number: 4443705 Phone Number:
Fax Number: 314443401 Fax Numbar:
E-Mail Address For Internal Routing: Enn Cobbai@nosa gov E-Mail Address For Internal Routing:
B E-Mad Address For Printing: Enn Cobba@noaa gov E-Mal Address For Printang:
COH is assigned o an active Award.
Award Dates
B = award Date: 8202014 ol
= A:
= Signad on Date: o) MNotice to Proceed: #
Irsus Date: = Expiration Date: £

Enter CO (i.e. EBC)

Change Award Date (Defaults to current date)
Enter Signed On Date

Enter Start Date

Enter Expiration Date

Enter Est. Ultimate Completion Date

Enter Vendor

Enter Business Size Indicator

Click Apply

VVVVVVYYY
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Step Action

5 The Award Administration screen Properties tab appears:

= = Requeed Feld

Delivery Information

Delivery Date: [oa15720 e
FOB Dessgration: Desbiabon =
B Ship viac

Government Bill of Lading

Other Information

(BEEEN
= UNSPSC Code: Geophysical surveys
FE g
= FSC/PSC Coda: ENGINEERING AND TECHNICAL SERVICES
= MAICE Code: =
NAICS Size Exception: =

|

Reference Your: [
DPAS Ratig: [

Contractor i reguired to sign and return the award

1

;| Contractor must sign this document and submit | copias to the Issuing Office
Number of Invaice Capies: |

Change Delivery Date (If needed)

Change FOB Designation (if needed)

Enter Ship Via: (if needed)

Enter NAICS Code (i.e. Geographical Surveying)
Enter Reference Your (i.e. Quote)

Check Contractor required to sign checkbox
Enter # of copies to Issuing Office (i.e. 3)

Enter # of Invoice Copies (i.e. 3)

Click Apply

Click the Addresses view tab

YVVVVVVVVYVYYVY
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Step

Action

6

The Award Administration screen Addresses tab appears:

ard Administration

Funding - Fayment Type is & mandatary field

= = Requrred Field

* tssuing Office: [ a500 7 JEEIE
NOAAEASTERN REGIONAL ACQUISITION DIV
200 GRANBY STREET
NORFOLKVA 23510

* Administration Office: [AJ151200
NOAAOCIONSMOADS/FINANCE SYS ADMIN BRANCH
20020 CENTURY BLVD
- GERMANTOWNMD 20873

* peliver wo: |An51200
NOANOCIONSMOJADSFINANCE SYS ADMIN BRANCH
20020 CENTURY BLVD
GERMANTOWN MD 20879

* Payment Office: |AN151200
NOAAOCIONSMOADSFINANCE SYS ADMIN BRANCH
20020 CENTURY BLVD

— GERMANTOWN MD 20873

If not added or needs to be changed:
Enter Issuing Office code

Enter Administration Office code
Verify Deliver To code

Verify Payment Office code

Enter Invoicing Address code

Enter Place of Inspection (if necessary)
Enter Place of Acceptance (if necessary)
Enter Receiving Office (if necessary)
Click Apply

Click the Funding view tab

VVVVVVVYYY
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Step Action

7 The Award Administration screen Funding tab appears:

) = = Required Field
| Admivstraton | Properbes . Addresses . Fundng | FoomlInfo. | Indefoibe Contract |

Payment Information

Number of Days for Constructive Acceptance: I

Subject te the Promot Payment Act:

Subject to Fast Payment Procedures:

= Payment Type:

Treasury Account Symbaol

- dgency [ = Main e 3 -
s 7] e [14E0 Sub Accaunt
Initiative:

a Apph i ancel

» Enter # of days for Constructive Acceptance
» Check Subject to Prompt Pay checkbox

» Select Payment Type (i.e. EFT)

» Treasury Account Symbol defaults from PR.
» Click Apply

» Click the Form Info view tab
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Step Action

8 The Award Administration screen Form Info. tab appears:

Award Administration

Award successhully updated

[S—
.
e = = = = = = = = — * = Required Field
A TONRG0n s isRio0eTies o heohiAsPt e (s RUHIOAGy  Fovm Inio. MO OO
Schedule & Text
Enter any special comments or notations that you wish to print before the line items,
ou have | characters remaining far your input.
File Attachment
The test file specified in this saction will print before the line items, You may select an axisting third party fe, you may
§  create 2 new file by usng an ensting template, of you may edect not to use any e tachment.
* Ne Filz Attachmenk
* Upload Existing File
T Create New File Using Template
Form Information
Farm: BS00%: Intzragency Agraament &
Mo additional data elements.

Enter Schedule B text (if needed)
Attach a file (if needed)

Choose the form: (i.e. SF1449)
Click Apply

Click Indefinite Contract view tab

YVVVYVY

9 The Award Administration screen Indefinite Contract tab appears:

User: HARVT

Award Administration

= = Required Field

C cAdminieraton . Propertier. | | Addresses. || Funding..| . Fomunio;|  Indetinge Contiact
Minimum Award Total per Delivery Order:$ i

50.00

Save  Apply = Reset | Cancal

» Enter Minimum Award Total per Delivery Order (i.e. 100)
» Click Save
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Step

Action

10

The Award Summary screen appears:

fward Summary

AWARD SUMMARY MENU

Summary Award Type: Indefirste Delvery/Indefinite Quantity Award Subpect to Avadabdty of Funds: No
Adeereatr oten Natonal Interast- Ly Awatd dmount: $0.00
Acttnatog. Vendor: FUGRO EARTHDATA, INC. (00010832} Tbigated Amount: $0.00
;EI“:&':'"- co: EMELY BLAKEMORE (EBC)
Usdcasone N Con Raaares Seiet gt i COBS (IKC)
o Document Status: On Draft Award 0B/20/2014 11:54:30 1asued By:
Nets Procurement Status: Fully Awarded
= PROPERTIES
Eharnd Aocount Semmarny
tion Alerts
Numbaer of Codes Assigned to Line [tems: o Mumber of Defauk Codes: 1
P Parcert Allocatid: 0% Total Default Percentage: 100%
Total Quantity Alocated: o
wm" PANLER foult:mru:dl-d: Y
Celveratles Commetment: AcceptediApproved by Financal System, Posted: 08/20/2014 10025:04, Amount: $0.00
Hatery
- Line Hem Summary
FPO5-HG Raport
Corract FPOS-NG Report Ho. Line [tems: 1 Total Amount: 40,00
Delots FROS-NG Report Rase Amoune: $0.00
- ACTIONS SN oL iy A
‘sz PLIN
Cha po—
Toen
Daieta
Coneclste No Notes
Clauses
o Documert Craated
Roview and Agproval
» Click on Line Items menu option
.
11 The Award Line Item Management screen appears:
Award Line Ttem Management e

Search Criteria
I

Filter on: I - v

Search

[ |

Please enter search criteria and dick on ‘Search’ ta view resuits.
» Click on Search

CARAIMEIN, LA A AR | AL L UL e Uit
Award Line Item Management o

Search Criteria

- S l
Search
_—
Mark Al Unmark All
AR view Line [tem Totalks Displaying 1 - 1
Mark L= Description Gy ur Cost § Option Pricing Status
— G riteed award for iplt task orders to provide
O doni  SUMSNORd NN Sl for tel L 000 EA 0.00 NfA iR Fully Awarded

L %P 7 Displaying 1- 1

» Click on Line Number (i.e. 0001)
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Step Action

12 The Award Line Item Detail screen appears:

Award Line Item Detall s

® = Required Field

= Line [tem No: 0001 o B
L - M ty: =un: [En = Cost: o
= Mammum Gty: [
f— Tatal Cost: 5000
_—
Header:
—
Vou have | characters remamnmng for your mput.
Guarentead minimum award for mulbple task
arders te provide survey and mapping services
—— and compde shoraling for coastal mapping.
You have | characters remaining far your input.
Contract Type: ».
mot to Exceed: L Nat Separately Priced: C
= UNSPSC Code: 81151901 ] Stock Itam:
UNSPSC Title: Geophysical surveys 3

= FSC/PSC: R425 ]

ENCINEERING AND TECHNICAL SERVICES

Project 1D: 15151
PR Number: NAFSDCSE-14-00159
PR LT No.: o

» Enter Minimum Qty (i.e. 0)
» Enter Maximum Qty (i.e. 100)
» Click Save

13 The Award Line Item Management screen appears:

LENE ITEM MENU

Create CLIN
Craste SuboLIN

Parad of Perirmance Search

Displaying 1 - 1
Bescription oy ur Cost§ Optien Pricing Slatus
il g Guarenteed minimum award for multiple task orders to provide
CRequest o) vy A mapping -.. 10000  EA .00 [ WA Fully Awarded
Disglayimg 1 - 1

» Click on Summary menu option
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Step

Action

14 | The Award Summary screen appears:

Award Summary

AWARD SUMMARY MENLU

iy fward Type: Irdefirite Delrvery/Indefinite Quantity A aed Subject to Avaiatiity of Funds: No
admesratien National Interest: Wil Award Amount; $0.00
Aceguring vindor: FUGRO EARTHOATA, INC. (00010882) Oblbgated Amount: $0.00
L oo EMILY BLAKEMORE (EBC)
Sauses S
COR: B ot reauined selet
Hodcations A o EREN b COBDS (TKE)
[ Documan Status: On Drat award O/20/2014 13:54:30 inssed By:
hotes Procurement Status: Fully Awarded
(- Accoust Summary
Acnon Ae
Number of Codes Assigned to Ling Mems: o Number of Defauk Codes: 1
». 0 Partert Aloeatad: o Total Delauk Percentage: 100%
e e ISR A Total Quantty Alocated: o
Koprs Pl Total Cost Aocatad: X
Dielrvarables. Commitment: Accepted/Approved by Finandal System, Posted: DB/30/2014 10:25:04, Amourt: $0.00
Hstory
- Line Item Swmmary
[ —
Conrect FRCS-NG Report N, Line [tams: 1 Total Amount: 20,00
Delete FROS-NG Repent Bana Amount: $0.00
-ACTIONS Dainn M m
Asmgn FIIN
Eheck Kot
terun
Datatn
Corasidate No Notes
[rrsem——.
Add Te Hetigt T
Hamage Benemes dpsimtrs
- O No Document Crasted
. Weview and Approval

No route created

» Click on Totals menu option

15 The Award Totals Management screen appears:

Award Totals Management

B Lina Ttem Tatal: $1
Optional Charges/ Discounts

Type of Ciscount: -
Cescount Percent:
Drscount amount:

VAT Bate: 10.00
Bt amount: 000
y STRing Charges: #noe

Award Total & Ohligation

{Inchudes Optional Chargas/Discounts)

= Contracting Cfficar:
Maximum Potential Award
Wk

FPDS Reporting

awaed Total: $000
5 Cakulate cbligated amount based on award total inchading opbonal charges/discounts
— T uger entered cbiigated smount caloulated based on effective rate of: 1
Obligated Ameunt: oo

EBC FEEMILY BLAKEMORE
sjo00 I™ Usar Entarad Maximum Potential Award Valse

Click Save

YV VVY

F Reporting Required

Save  Apply Reset Cancel

Validate the Award Totals
Uncheck the FPDS Reporting (for training purposes)

Click on Check menu option
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Step Action
16 A pop-up screen appears:
Ld
(=¥ Report Screen - Windows Internet Explorer A\ lEl&lg
| & https://crequestirain.eas.commerce.gov/noaa_train/jsp/ReportPage.jsp E|
- .=
| Award Messages
i Award Administration
Administration Information has passed all validations.
| Award Obligation
i Obligation Information has passed all validations.
il Award Line Item
Award Line Items have passed all validations.
| FPDS-NG Reporting
'l FPDS Reporting is required for this award. An FPDS report must be completed and approved in FPDS-NG prior
to issuing this award. =
Additional Reporting Elements
Additional Reporting Elements have passed all validations.
|
I
» Look to see if there are any errors, if not, then continue
» Click Close
17 For training purposes, we’re not routing to someone to obligate and issue the award,

we will be doing that ourselves.

» Click on Obligate menu option

Detumant: 0G-1
Financial Int

idations

Attentinn: D0 NOT DOUSLE CLICK on the ‘Save and Post’ ink below, This astion wil cause suplizate finansul transactions 1o be posted

| Transaction Information
Document Nursbier: DG-1330-14-C-0007
Dacument Nama: DI RASE SURVEY MAP 03014
Typa: Oibligation
Amount: $0.00

Validation Messages

The Document has passed all vakdations.

_-_— Save and Post | Cancel

> Click Save and Post if no errors
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Award Summary
Administration
L ward Type: Indefinite Delivery/Indefinite Quartity award Subject to Availabilty of Funds: No
National Interest: N/ Award Amount: $0.00
Vendor: FUGRO EARTHDATA, INC. (00010882) Obligated Amount: $0.00
(=3 EMILY BLAKEMORE (ESC)
= COR: If not required select = (EKE)
NCR N COR Bequired ERIN K COBBS (EKC)
Document Status: On Draft award 08/20/2014 11:54:38 Issued By:
Procurement Status: Fully awarded
Ll Account Summary
Numb-er of Codes Assigned to Line ltems: o Number of Defauk Codes: 1
. percent Allocated: 0% Tatal Default Parcentage: 100%
Tetal Quantity Allocatad: a
Total Cost Allocatad: $0.00

Commitment: Accepted/Approved by Financial System, Posted: 06/20/2014 10:25:04, Amount: $0.00
Chbligation: Sent te Interface; Awaiting Respense, Pested: 06/21/2014 13:00:50, Amount: $0.00

Line Ttem Summary

You’re going to wait until the obligation changes from Sent to Interface to
Accepted/Approved.

Obligation: Accepted/Approved by Financial System, Posted: 08/21/2014 13:00:50, Amount: $0.00

» Click on Issue menu option

19

A pop-up screen comes up, just click close. The Issue Award screen appears:

Issue Award

= = Required Fisld

fward Infermation

Award PIIN Number: DG-1330-14-C0-0003

Award Nama: 101G BASE SURVEY MAP 082014
Purchase Request Numbar: NAFSOCSR-14-00150

Vendor: FUGRO EARTHDATA, INC. (00010862)
Contracting Officer: EMILY BLAKEMORE (EBC)

1ssuing Information

“ l2sue Date: R

Save  Reset  Cancel

» Change the Issue date (if needed)
» Click Save

20

The Award Summary screen appears with the following message:

Award Summary

Award suceesstully issued

Make note of your Award Number for any Task/Delivery Orders.
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Exercise #13: Create a Task Order

Objectives: e Navigate through C.Award
e Create a Task Order from a Purchase Request
e Follow flow chart

Instructions: Execute the following steps:

Notes: You need to set up a task order against a base award to provide shoreline
mapping services. The Task Order will have both a quantity and Award
Amount that meets the minimum and maximum amounts set out on the base
award.

Award Flow

| AwardPIN |
v

| Administration | | Inbox |

| Sumtmarv | | ReviewAward |
¥ | Approve FPD5 Report |

| Line 'I:ems = Accounting | e |

| Clal‘.ll'ses | | IssueAward |

| Totals | Review/Approval |
v

Reporing 7705

| Manage Reviewers/Approvers |

NOTE: For this training example, we will be skipping the solicitation & clauses.

Step Action

1 From the Home screen Just In view tab
> Click PR#
» Review the PR in its entirety
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Step

Action

1a

If the PR looks good, then you will need to:

» Click on Create Award menu option

The Purchase Request Report pop-up window will appear. If anything doesn’t pass

validation, you will receive something like this:

| & Purchase Request Report - Windows Internet Explorer [
@ hitps//crequestirsin.cas.commerce.gow/noss.train/servict/DocumentValidations From = creste Bemenu= CABtdos type=FPF &
J 4 .
ComprizonSuite

Purchase Request Report

il Purchase Request Administration:
Administration section has passed all validations.

Purchase Request Line Items:
: Line Items section has passed all validations

Finandal Interface:
Financial section has passed all validations.

Security Classification:
I Security Classification section has passed all validations.

Mandatory Fields:

|  The following fields have been flagged as mandatory for this Purchase Request and must be populated prior to
submission:
i
i Section Number Field Label
l Administration Ultimate
Destination:

Aternate CORs:
| Atemate CORs section has passed al vaidations

If it passes, it might appear briefly looking like this:

& Purchase Request Report - Windaws Internet Explorer e

| & ntps/crequestroin <as commerce.gow/noas tain/serier Decumentald resteSimeny= CABdoc type=PR al

J Compﬁzun‘Suite

Purchase Request Report

Purchase Request Administration:
Administration section has passed all validations.

Purchase Request Line Items:
Line Items section has passed all validations,

Finandial Interface:
Financial section has passed all validations.

Security Classification:
|  Security Classfication section has passed all validations

Mandatory Fields:
l Mandatory fields section has passed all validations.

Alternate CORs:
Altemate CORs section has passed all validations.

You’ll want to close it out to do so:
» Maximize the minimized window
» Click Close
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Step

Action

3

The Award PIIN and Name screen appears:

YVVVYVY

¥ MENU

Select the Contract type (i.e. Delivery Order/Local)

Select the Base Contract Number (i.e. should automatically fill in — if not search)
Type in Delivery Order (i.e. TO001 — Task 00001, if it was a Delivery.. then DO001)
The Document Name should fill in with the same Delivery Order number

Click Save

= = Required Feld
= Award Type. Delvery Orded/Local

Base Contract Number: [pG-1330 vco-000a iz - Last Number Used:

Delivery Order [

= Docurmen L Mame:
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Step Action

4 The Award Administration screen Administration tab appears:

Award Administration

: ) : " = Recured Freld
At i i =
Administration Information

Purchase Reguest Number: NAFSDCEE-14-00180

Award Type: Delivery Order/Local
Award Humber: DG-1330-14-CQ-0003TO001 Hational Interest: |
“award Name: ﬁﬂml For More Information: [HARVEY NORTH DAKOTA
— Fhone Number: [01444-3300
E-Mad Address Far Internal Routing: hancey nodhdakota@noaa gav
= Co: | -] E-Mad Addrass Far Printng: |harvey norhdakea@noss gav
= COR: IF not required select NCR-No COR [F = . .
Required [EKC - Technical POC: n
Mame: ERNKCOBES Hame:
Phone Number! 3014443706 Phone Number:
Fax Number: 3014443401 Fax Numbor:
E-Mail Address For Intemal Routing: Erin Cabbs@noaa gov E-Mad Address For Internal Routing:
B E-Mail Address For Printing: Erin Cobbs@noas gov F-Mad address For Printing:
COR is assigned to an active Award.
Award Dates
[ ] e
—
NS = award Date: |ogiz0ne M)
= Signed on Date: [ i Natice ta Procead: oy
Issue Date: = Expiration Data: i
[o— T I ‘e ae —mn

Enter CO (i.e. EBC)

Change Award Date (Defaults to current date)
Enter Signed On Date

Enter Start Date

Enter Expiration Date

Enter Est. Ultimate Completion Date

Enter Vendor

Enter Business Size Indicator

Click Apply

YVVVYVYVVVVYVYYVY
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Step Action

5 The Award Administration screen Properties tab appears:

= = Requred Field
AN, Propemer AN b SN o il COVELI S

Delivery Information

Delivery Date: [EnEzns
FOR Designaticn: Destinaten =
B Sho Vi

Govarnment Qill of Lading : |

Other Information

[EEE T

" UNSPSC Code: Geophysical surveys

CIT

= FSC/PSC Code: ENGINEERING AND TECHNICAL SERVICES
" RAICS Code:
NAICS Size Exception: =
RS Reference vour: [
DPAS Rating: [

S Cantractor is requited £a sign and retum the award [

Change Delivery Date (If needed)

Change FOB Designation (if needed)

Enter Ship Via: (if needed)

Enter NAICS Code (i.e 541370)

Enter Reference Your (i.e. Quote)

Check Contractor required to sign checkbox

Enter # of copies to Issuing Office (i.e. 3)

Enter # of Invoice Copies (i.e. 3)

Click Apply

Click the Addresses view tab (if it doesn’t go to it automatically)

VVVVVVVVYVYY
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Step Action

6 The Award Administration screen Addresses tab appears:

* = Required Field

* administration Office: =]

* Deliver to: AJ1E1200 -]
NOAADCIONSMO/ADSFINANCE SYS ADMN BRANCH
20020 CENTURY BLVD
GERMANTOWN MD 20873

* Payment Office:

If not added or needs to be changed:
Enter Issuing Office code

Enter Administration Office code
Verify Deliver To code

Verify Payment Office code

Enter Invoicing Address code

Enter Place of Inspection (if necessary)
Enter Place of Acceptance (if necessary)
Enter Receiving Office (if necessary)
Click Apply

Click the Funding view tab

VVVVYVYVVVVYVYY
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Step Action

7 The Award Administration screen Funding tab appears:

Award Administratior

= = Requirsd Fisld
L AGMNiSI00. . PrODOGES. | AGUGSS6S . Fundmg . Foominf.

Payment Information

Nurmber of Days far Constructive Acceptance: [

Subject o the Prompt Payment Act:

Subject to Fast Payment Procedures:

= Payment Type: I -

Treasury Account Symbol
= Agency 3 = Main e o -
Wdenttier 112 fecount 11450 Sub Accaunt

Initiative: -

l

Enter # of days for Constructive Acceptance
Check Subject to Prompt Pay checkbox
Select Payment Type (i.e. EFT)

Treasury Account Symbol defaults from PR.
Click Apply

Click the Form Info view tab

YVVVYVYYVYY

8 The Award Administration screen Form Info. tab appears:

Award Administration

Zward suscesstully updated

= = Hequired Field
L Aninistraton . Propates | Adssses || Fundng . borm inf.
Schedube B Text
Enter any special comments or natations that you wish to print before the ine items,

S—
¥ou have [#000  characters remaining for your input.
Fll attachment

Tha text fila specified in this section will print before the line items. You may select an existing third party fle, you may
ereate a new file by ussig an exsting template, or you may elect not bo use any He attachment.

& No File Attachment
Upload Existing File
" Create New File Using Template

Form Information
Form: B5008 Interagency Ageemant e

No additional daty elements,

Enter Schedule B text (if needed)
Attach a file (if needed)

Choose the form: (i.e. OF347)
Click Save

YV VYV
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Step

Action

9

The Award Summary screen appears:

Award Summary

Award successfully updated,

|
Administration
Award Type: Delivery Ordar/Local Award Subject to Availablity of Funds: No
National Interest: MNiA Award Amaunt: $200,456.75
Vendor: FUGRO EARTHDATA, INC. (00010862) Obhgated Amount: $200,458.75
co: EMILY BLAKEMORE (EBC)
g = COR: If not required select
B ioRoNo COR Regured ERIN K COB85 (EKC)
Document Status: On Draft Award 08/22/2014 11:38:55 Issued By:
_ Procurement Status: Fully awarded
|
Account Summary
Humber of Codes Assigned to Line Items: 1 Number of Default Codes: 1
Parcent Allocated: 100.00% Total Default Parcentage: 100%
I Total Quantity ABacated: 1
Total Cost Allocated: $200,458.75

Comemitment: Acceptediipproved by Financal System, Posted: 08/21/2014 14:36:14, Amount: $200,458.75

[ ] Line Item Summary
No. Line Tbems: 1 Total Amount: £200,458.75
Base Amount: $200,458.75
Option Amount: $0.00
Notes
B réo Notes
Clauses

» Click on Add to Hotlist menu option
» Click on Line Items menu option

10

The Award Line Item Management screen appears:

Award Line Item Management g

Search Criteria

Fiter on: I - -
Search
Please enter search critena and dick on “Search’ to wew results.
Award Line Item Management !
Search Criteria
gl = - - |
Search
|
Mark AR Unmiark Al
S yiew Line ltem Totals Displaying 1 - =
Mark e Dascription oty u Cost § Option Pricing Status
- - 0001 :IIL:“;IN{IJ\.‘;K ORDER SURVEY MAPPING ORDER FOR SECTIONS U & 1.00 EA 200,458.75 [ 'y Fully Awarded
(L1 LS Displaying 1 - 2

» Click on Line Item Number (i.e. 0001)
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Step

Action

11

The Award Line Item Detail screen appears:

Award Line Ttem Detall

= = Required Freld

“ Ling Item No: o001 ety N——
= Qy: ] Ul EA = Cost! (20045275
Total Cost: SH00458 75

Header;

You have | characters remamning for your mput.

FIRST TASK ORDER SURVEY MAPPING ORDER FOR =

SECTIONS U & V IN NY
* Descnpbion:

ou have characters remamning for your ngut.
Contract Typa: -
ot to Excead: - ot Separately Pricad: r
= UNSFSC Code: [B1151901 ] Stodk Itam:
P BN Geophysical surveys
» rsc/pac: (T - |

ENGINEERING AND TECHNICAL SERVICES
Project I10: GE]
PR Number: NAFSDCEE-14-00160
PRLI NG 0001

jecl &

Fully Awarded: View P

» Verify the amount, make changes if necessary. (just remember that total award
amount needs to be more than what was set as the minimum on the base and that
the line quantities fall between the minimum and maximum on the base.

» Click Apply

» Click on Accounting menu option

12

The Award Line Item Account Management screen appears:

Award Line Item Account Code Management

_ Line ltem No.: 0001, FIRST TASK ORDER SURVEY MAPPING ORDER FOR SECTIONS U & V IN NY

Search Criteria

search Criteris [N ~ =
Search
Line Ttem Total: 20045675 Total Cost: $200,458.75 Total Percent: 100% Total Quantity: 100
llli“ ’ » i!‘ Displaying 1-1/ 1
Mark Account Code Caost Quantity Percent BOC
1414201 0000001022 1 160013021 000200000002 537 00000000 $200,450.75 1.00 100
L LY L)

» Verify the accounting (especially if you made changes to the line amount)
» Click on Summary menu option
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Step Action

13 The Award Summary screen appears:

Award Summary

Adminkstration

L award Tvpe: Dufroery OrderiLocal Award Subsject 1o Avalabdity of Funds: No

Nabonal Interest: WA Award Amount: $200,458.75

Vendor: FUGRD FARTHOATA, INC. (0010883) Obligated Amoun: $200,456.75

(= EMILY BLAKEMORE (EBC)

= COR: If not required select .

CR 8o COR RodL ERIN K COBBS (EKC)

Document Status: On Oraft award 08/22/2014 11:38:35 Isgued By:

Procurement Status: Fully Awarded
— Account Summary

_ | Mumibser of Codes Assigned to Line ftems: 1 Mumiber of Default Codes: 1

NS Percent Allocated: 100.00% Total Default Percentage: 100%

Total Quantity Allecatad: 1

Tatal Cost Allocated: $200,458.75

Commitment: Accepted/approved by Fnancial System, Posted: 08/21/2014 14:36:14, Amount: $200,458.75

1 Line Item Summary
Ha. Ling ftems: 1 Tatal Amaunt: $200,458.75
Base Amournt: $200,458.75
. Opbon Amoumnt: $0.00
Notes
N Notes
Clauses
B ocument Type: Mo Document Created
—
Review and Approval

» Click on Totals menu option

14 | The Award Totals Management screen appears:

Award Totals Management User

BN tine [tem Total: $TENE

Optional Charges/Discounts

Type of Discount: *

Discount Percent: ]
—_

DHSCOUnt Amount: S0

VAT Rate:

VAT Amaunt:

g Shippang Charges:

Award Total & Obligation

Award Total: S200458.75 {Includes Optional Charges/Discounts)
& Caskulate cbligated amount based on award total induding optional charges/discounts

" Uger entered obiigated amount caloulated based on affective rate of: 1

Cbligated amount: $200458 T8

* Contracting Officer: lesc FEEMILY BLAKEMORE

Madmum Potential Award  ofao5uEs 7% I User Entered Marimum Patential Award Vahie

FPDS Reporting

¥ Reporting Requered

Save  Apply  Reset | Cancel

Validate the Award Totals

Uncheck the FPDS Reporting (for training purposes)
Click Save

Click on Check menu option

YV VVY

FY 2015 — Version 1.1.1 156




C.Award for New Users Training Exercises

Step Action
15 A pop-up screen appears:
Ld
(=¥ Report Screen - Windows Internet Explorer lEl&lﬁ—-J
| & https://crequestirain.eas.commerce.gov/noaa_train/jsp/ReportPage.jsp E|
- .=
| Award Messages
| Award Administration
Administration Information has passed all validations.
| Award Obligation
i Obligation Information has passed all validations.
Il Award Line Item
Award Line Items have passed all validations.
| FPDS-NG Reporting
'l FPDS Reporting is required for this award. An FPDS report must be completed and approved in FPDS-NG prior |
to issuing this award. =
Additional Reporting Elements
Additional Reporting Elements have passed all validations.
- Close:
I
» Look to see if there are any errors, if not, then continue
» Click Close
16 » Set up your reviewer(s)/approver(s)
» Release the document to them
» At this point, following the flow chart, your approver must complete the process.
» Click Home from the Standard Menu Bar
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