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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
» Type in the URL provided to you by the instructor

2 | On the Login Screen:

» Enter your username

» Entre the temporary password

» Click the radio button for C.Award
» Click Submit

Welcome to ComprizonSuite Version 10.2

LOGON MENU

~w OPTIONS
Registration

NOAA C.SUITE PRODUCTION - VERSION 10.2 (as of 5 OCT 2020)

C.Suite Resources:
https://sites.google.com/a/noaa.gov/acquisition-grants/systems/c-suite

You are accessing a U.S. Government information system, which includes: 1) this computer, 2) this
computer network, 3) all Government-furnished computers connected to this network, and 4) all
Government-furnished devices and storage media attached to this network or to a computer on this

Log On
Enter your User ID and Password. * = Required Field
* User ID: | ]

* Password: | |

* Subsystem: Oc.Request O c.Award

Attention: DO NOT use the BACK button on your browser and DO NOT DOUBLE CLICK on any button or link while in the Comprizon™Suite application. Neither of these actions are supported
and will cause loss of data and unexpected results.

Submit

FY 2021-V 1.0 1
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Training Exercises

Step

Action

3 | The Home screen appears:

Home

MAIN MENU

Purchase Request

s el Ry Acessed | Viishesl | erstVesssgss

Results Sorted By: Document Type, Document Name, Document Number

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: NYA

v VENDORS
Vendor Management CIER 3L Mark All || Unmark All Remove from Just In Displaying 1 - 10 / 10
Mark Document Type $ Document Name & Document Number 4 Date Last Updated &

Document Search
Procurement Search D Purchase Request [ 20201105 EX 10-2 HNT NA-AJ2000-21-00053 11/05/2020
SOW Abstract Search O Purchase Request [ 20201105 EX 11-2 HNT NA-AJ2000-21-00057 11/05/2020
Moerlocll Hiepore: 0 Purchase Request 11 20201105 EX 12 HNT NA-AJ2000-21-00059 02020

O Purchase Request [ 20201105 EX 13 HNT NA-AJ2000-21-00061 11/05/2020
contracticioacout ] Purchase Request (3 20201105 EX 3 HNT NA-AJ2000-21-00031 11/05/2020
. OTHERSYSTEMS O Purchase Request [ 20201105 EX 4 HNT NA-AJ2000-21-00033 11/05/2020

O Purchase Request [ 20201105 EX 5 HNT NA-AJ2000-21-00035 11/05/2020

0 Purchase Request 11 20201105 EX 7-2 HNT NA-AJ2000-21-00041 11/05/2020

] Purchase Request | 20201105 EX 8-2 HNT NA-AJ2000-21-00045 11/05/2020

O Purchase Request [ 20201105 EX 9-2 HNT NA-AJ2000-21-00049 11/05/2020

X0 R0 D O

Displaying 1 - 10 / 10

Notes: 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 return to the Login screen.

Navigation Terms

| Standard Menu Bar |

—

r MAIN MENU

Purchase Requast
Vendor Management

ocument Search
Procurement Search
SOW Abstract Saarch
Standard Reports

‘Cantract Closeout

Menu
Options

Home

User Profile succassfully updated

Screen

[dustin | Metist | ResenlyAccessed | vorkshcel | lerts & Messages |

reh

ument Type: Document Status: v
Search By Document: d e " |
Search By Date: ~ Wom: To: for:

Search By Priority:

Document View: (Al v

View Tabs

User: HENRIETTA TENNESSEE (HNT)

Message/
Notes

lear all Search Fi

Procurement Status: v

20201105 EX 13 HNT
NA-AJ2000-21-00061
T

20201116 EX 13 HNT AWD
1305M221DNAAID003/ 1305M221FNARI0004

Search
Result Sorted By: Document Type, Document Name:
oo Displaying 1 - 16 / 16
Milestone Plan s PR/IA PR s Solicitation Award/IA Award ¢ Procurement o
3 20001109 ] 20201110 EX 10-1 AWD HNT Fully Awarded
NA-A)2000-2| GS36F0013E/1305M221FNCNI000S
K Page Area Ful Awarded
NA-AJ2000-2
. o . Fully Awarded
NA-AJ2000-21-00055 1305M221PNCNID012
. Fully Awarded
NA-AJ2000-21-00057
20201105 EX 12 HNT a Fully Awarded
NA-A)2000-21-00059 1305M221DNAAJO0G3
Fully Awarded

FY 2021-V 1.0
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Exercise #2: Navigate to My Profile and Change Information

Objectives: e Navigate to my profile
e Understand the features of your profile

e Know where you change your Password and 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 make sure to select the C.Award radio button as neither button will be selected. Once
logged in 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

Verify User

Enter your logon password. Click on the Continue link to edit your User Profile.

* Password:

Continue  Cancel

» Click Continue

FY 2021-V 1.0 3
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Step

Action

The My Profile screen appears. Under the Administration tab:

» Verify your email address

» Check the box for emails to be sent when items sent to inbox
» Check the box for sending emails for action items
>

Click the Addresses tab

‘ User: HENRIETTA TENNESSEE (HNT)

My Profile Version: 10.2 Screen ID: UPAA
USER PROFILE DETAIL
MENU * = Required Field

Administration | il Isauiioubi il MelsiiEainte

[* .
Account Codes £
User Information

[~ SYSTEMOPTIONS |~ Code: HNT
~ OTHER SYSTEMS * First Name: ENRIETTA * Last Name: TENNESSEE
Title: STUDENT CAWARD Phone Number: 301-444-3400
Fax Number: | Other Phone:
= Office: ERAD * E-Mail Address for internal

routing: [HENRIETTA TENNESSEE@TEST.NOA|
* E-Mail Address For Printing: ~ [HENRIETTA TENNESSEE@TEST.NOA]|

Preferences

Send E-Mail when items are
routed to Inbox:

Forward Items Routed to my
Inbox:

Send E-Mail for Action Alerts: a

] O

Forward E-Mail to:

Customization

oesian
Lavout
Color Default

Save | Apply Reset | Cancel

Notes:

v’ In production, you will only verify the information is correct in each of the fields. These
fields are populated by the information provided by users when signing up for access to
C.Suite

v’ Under the preferences section, a Contracting Specialist will only check the box for action
items.

v’ This will set the system to send you emails when an action needs to be taken or has been
taken (i.e. to whom it was sent to for approval, final approval, rejected or accepted by
CFS, etc.).

v’ A Reviewing or Approving Official (i.e. Contracting Officer) will want to have the
checkbox checked when items are sent to their inbox. This will send emails when a
document is awaiting review or approval.

FY 2021-V 1.0 4
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Step Action

3a Under the Addresses view tab:
» Verify or add addresses
» Click the Authority tab

My Profile

USER PROFILE DETAIL MENU

o Adminisuation | Addresses _ Auhority  Waman ,_Loging/Passwords

Account Codes

Contractin =]
[</SYSTEMOPTIONS [l Contracting [Wmigy | &
OTHER SYSTEMS FINANCIAL SYSTEMS DIVISION /OFA24
C.Request 200 PERRY PARKWAY
SUITE 10

GAITHERSBURG MD 20877

Purchase (5 151500 DB

For:
NOAA/OCIO/ISMO/ADS/FINANCE SYS ADMIN BRANCH
20020 CENTURY BLVD
GERMANTOWN MD 20879

Deliver To: AJ151200 g
NOAA/OCIO/NISMO/ADS/FINANGE SYS ADMIN BRANCH
20020 CENTURY BLVD

GERMANTOWN MD 20879

Ultimate =]
Destination:'AJ1512[]D =

NOAA/OCIO/NISMO/ADS/FINANCE SYS ADMIN BRANCH
20020 CENTURY BLVD
GERMANTOWN MD 20879

Notes:

v’ The first time you access C.Award in production, these fields will be blank.

v’ You have the ability to add your addresses in these fields.

v’ However, they will not populate the CR automatically; the addresses on the PR come
from the Requisition.

FY 2021-V 1.0 5
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Training Exercises

Step

Action

3b

Under the Authority tab:

» View the Systems and Roles to which you have access

» Click on the Supervisors link

» When the new window opens up, click Search

My Profile

Subsystems

C.Request:
C.Award:

Authority Types

Buyer:

Contract Specialist:
Contract Administrator:
COR:

Contractor:

\Waiver Expiration Date:

Supervisor

View Supervisors

<z

=z=<=

Contracting Officer:
Administrative CO:
Funds Certifying Officer:
Invoice Examiner:

oy | Marrant | Loginslpasswords

2z2=z2

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: UPAA

* = Required Field

P-Card Approving Official: N
P-Card Administrator: N

Apply Reset Cancel

3c

The User Lookup window appears with all individuals listed in the system as your

supervisor.

> Close this window when finished

%2 User LookUp - Google Chrome

Office: ‘AH

Autherity Type: | All

Filter Criteria:

v

Search | Close

@ https://crequesttrain.eas.commerce.gov/noaa_train/servlet/UserlLookUp?readonly=N&screen=UP...

Reset all Search Fields

1€ DT Displaying 1-4 / 4
Code Supervisor Name Office Title

BD2 Brian Davids ERAD

EKC ERIN K COBBS NOAA - OCFO PROGRAM ANALYST

LH1 LISA HARTMAN NOAA - OCFO TRAINER

SSD SARAH SCOTT SYSTEM ADMINISTRATORS Contractor

I KNICT Displaying 1- 4/ 4

> Click on the Warrants tab

FY 2021-V 1.0
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Training Exercises

Step

Action

3d

Under the Warrants tab:

» View the warrant information (if any)

» Click the Logins/Passwords tab

My Profile

2k N e el 7 R

Award Type

Basic Ordering Agreement/Priced:
Basic Ordering Agreement/Unpriced:
Blanket Purchasing Agreement:

BPA Call:

BOA Task Order:

Contract:

Delivery Order/Local:

Delivery Order/Other Agency:
Indefinite Delivery/Requirements:
Indefinite Delivery/Indefinite Quantity:
Indefinite Delivery/Definite Quantity:
Purchased Order/Priced:

Purchased Order/Unpriced:
Comments:

Level - Open Market/Established Source Date Assigned

9 -- $9,999,999,999.00 / $9,999,999,999.00 01/01/2019
9 -- $9,999,999,999.00 / $9,999,999,999.00 01/01/2019
9 -- $9,999,999,999.00 / $9,999,999,999.00 01/01/2019
9 -- $9,999,999,999.00 / $9,999,999,999.00 01/01/2019
9 -- $9,999,999,999.00 / $9,999,999,999.00 01/01/2019
9 -- $9,999,999,999.00 / $9,999,999,999.00 01/01/2019
9 -- $9,999,999,999.00 / $9,999,999,999.00 01/01/2019
9 -- $9,999,999,999.00 / $9,999,999,999.00 01/01/2019
9 -- $9,999,999,999.00 / $9,999,999,999.00 01/01/2019
9 -- $9,999,999,999.,00 / $9,999,999,999.00 01/01/2019
9 -- $9,999,999,999.00 / $9,999,999,999.00 01/01/2019
9 -- $9,999,999,999.00 / $9,999,999,999.00 01/01/2019
9 -- $9,999,999,999.00 / $9,999,999,999.00 01/01/2019

Save  Apply Reset Cancel

3e

Under the Logins/Passwords tab:

» Check the box Change Logon Password

YV V V V

Click Save

My Profile

USER PROFILE DETAIL
MENU

Check the box Change Signature Password
Enter & Confirm New Password

Enter & Confirm New Signature PIN

GREEREo it Ithiioni IiouRntay | ooins/Passwords

Account Codes FPDS-NG

[SISYSTEMOPTIONSIIUIIN  FPDS-NG Username:
[SIOTHERSYSTEMSIUI | Logon
= Logon Id:

Change Logon Password:

Signature

Change Signature Password:

NOAAHNT
]

Save | Apply | Reset | Cancel

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen 1D: UPAA

* = Required Field

FY 2021-V 1.0
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Step Action

Notes:
v The FPDS-NG field should be filled in with your login information (email).
o For training purposes this is left blank.
v’ Click Apply to save the information but keep you on the same screen.

v’ Click Save to save the information and return to the previous screen.

4 The Home screen appears.

FY 2021-V 1.0 8
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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 whether to return it to the
requesting office. The policy is to have the requesting office submit a second PR to
combine with the initial one once the initial PR has passed a certain point in the
process, for instance if the PR has already been sent out for a solicitation and the
initial amount of the PR is not enough. It is easier to consolidate a new PR with the
additional amount rather than cancelling the solicitation and sending the 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 need to review all the aspects of it prior to taking any action. Follow the process
indicated on the flow chart.

Purchase Request Flow

| Home l— AI Summary |
¥

Just In | Administration |
*Hot List* J’

| Accounting |
*Recently Accessed* J{
[ tineltems |

| Forms H Notes H Support Docs |

_________ =" ~>
Consolidate | | Create Award | | Create Solicitation | | Return |

FY 2021-V 1.0 9
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Step

Action

From the Home screen Just In tab.

> Click the PR#

User: HENRIETTA TENNESSEE (HNT)
Home Version: 10.2 Screen ID: NYA

MAIN MENU

Purchase Request
s Heqles Results Sorted By: Document Type, Document Name, Document Number

.~ VENDORS
Vendor Management 1N D3 ) Mark All Unmark All Remove from Just In Displaying 1 - 10 / 10
Mark Document Type + Document Name £ Document Number 4 Date Last Updated &

Document Search
Procurement Search O Purchase Request 13 20201105 EX10-2 HNT NA-AJ2000-21-00053 11/05/2020
SOW Abstract Search O Purchase Reguest 2 20201105 EX 11-2 HNT NA-AJ2000-21-00057 11/05/2020
Sandard REporE (m] Purchase Request [ 20201105 EX 12 HNT NA-AJ2000-21-00059 11/05/2020

[} Purchase Request [ 20201105 EX 13 HNT NA-AJ2000-21-00061 11/05/2020
Contract Clozeout ] Purchase Reguest 1) 20201105 Ex 3 HNT NA-AJ2000-21-00031 11/05/2020
. OTHERSYSTEMS O Purchase Request 3 20201105 Ex 4 HNT NA-AJ2000-21-00033 11/05/2020

O Purchase Request 1 20201105 EX 5 HNT NA-AJ2000-21-00035 11/05/2020

& Purchase Request ) 20201105 EX 7-2 HNT NA-AJ2000-21-00041 11/05/2020

[ ] Purchase Request |1 20201105 EX 8-2 HNT NA-AJ2000-21-00045 11/05/2020

[m] Purchase Request [ 20201105 EX 9-2 HNT NA-AJ2000-21-00049 11/05/2020

Displaying 1 - 10 / 10

Notes:

v' The first time something is assigned to you, it will appear in the Just In tab.

v’ If you have already opened the document, you will need to locate it in the Recently
Accessed or Worksheet view tabs.

FY 2021-V 1.0 10




C.Award for New Users

Training Exercises

Step

Action

The Purchase Request Summary screen appears:

PURCHASE REQUEST
SUMMARY MENU

Summary
Administration
Accounting
Line Ttems
Forms.

Hotes

Sharing

Document: NA-AJ2000-21-00031 | 20201105 EX 3 HNT

Purchase Request

Summary

Administration

User: HENRIETTA TENNE! (HNT
Version: 10.2 Screen ID: PRSM

Purchase For:
Delivery Date:

Point of Contact:
Purpose:

Document Status:
Procurement Status:
Submitted By:

NOAA/OCIO/ISMO/ADS/FINANCE SYS ADMIN BRANCH AJ151200

08/01/2021
ABBY ALABAMA

TO PROCURE JANITORIAL SERVICES

Open-Assign
Open-Assign

ERIN K COBBS (EKC) 11/05/2020

Account Summary

PALT
Period of Performance Defaults
Support Documents
Deliverables

History

f

Copy

Delete

Retumn Purchase Request
Consolidate

Deconsolidate

Add to Hotlist

Manage Reviewers/Approvers

Solicitation
Award

Number of Codes Assigned to Line Items:

Percent Allocated:

Total Quantity Allocated:
Total Cost Allocated:
Base Cost Allocated:
Option Cost Allocated:

Number of Default Cades: 0
Total Default Percentage: 0%

Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 13:14:21, for the Amount: $0.00 on Requisition NA-AJ2000-21-00031

Line Item
Number of Line Items: 2
Total Cost: $43,200.00 $0.00 Option Amount: $43,200.00
Notes
No Notes

2a

From this screen you can tell at a high level all information about the request. However,
to fully understand the detail, you will need to open each area and review the data.

» Click the Administration menu option

The Purchase Request Administration screen appears:

Purchase Request Administration

PURCHASE REQUEST SUMMARY
u

|

Sum
Administration
Accounting
Line ltems

Copy.

|

Retum Purchase Request
Consolidate

Deconcoldste

Add to Hotlist

Manage Reviewers/Approvers

|

Sohictation
Award

H
5

i, | Fundine | L Adireses

* Purchase Request Number:
* Purchase Fequest Date:

* Delivery Date:

* Paint of Contact:

* Recommended COR: If not
required select NCR-No COR

Required

Name

Phone Number:

Fax Number:

E-Hall Address For Intemal Routing:
€-Mall address For Printing:

* FCOT Number:

“ UNSPSC Code:

* FSC Code:

* Purpose:

Contract Number:

Sungested Vendor:
Vendor Name:

NA-AJ2000-21-00031

e

@ &
[FEBY ALAEAA

e
ERIN K COBBS
301-444-3706
3014443401

Erin Cobbs@noas gov
Erin Cobbs@noas gov

Janitorial Contract Services

[Fe110000 -]

Cleaning and janitorial services

5299
OTHER HOUSEKEEPING SERVICES

TO PROCURE JANITORIAL SERVICES

You have[ | characters remaining for your input

 —

= Purchase Request Name:
Form:

= Requesting Office:

= POC Phone:

POC Email:

Technical POC:

Name:

Phane Number:

Fax Number:

E-Mall Address For Intemal Routing:
E-Mail Address For Printing:

Delivery Order Number:

Reset || Cancel

SEE (HHT
1D: PRA

* = Required Field

20201105 EX I ANT
BS5008. Interagenc Agrzement ~
[NOAA - OCFO

5014223400
I

—pe

FY 2021-V 1.0
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C.Award for New Users

Training Exercises

Step

Action

3a

Review each field on each tab of this screen to ensure that all of the fields have been
filled out properly. (i.e. FCOT #, UNSPSC Code, etc.)

Once finished reviewing:

» Click the Line Items menu option

Notes: They are slowly removing the UNSPSC codes that end in zeros, so make sure where you
are seeing something other than 0000 at the end of the code.

The Purchase Request Line Item Management screen appears:

Purchase Request Line Item Management

LINE ITEM MENU

Search Criteria

.~ ACTIONS
Create CLIN Filt — 9 3 [ ]
Create SubcLIN
Cony
Cance
Deete
Search
eToOLs
Global Repiace Result Sorted By: Line Item No
Ren e
ST Mark All | Unmark All
s IMpORTS
From Any Document BRI view Line Ttem Totals Displaying 1-2 /2
Sercadshest Mark LI® ¢ Description . oy s our e Cost e option e  Pring  ®  Action @ Statse
BASE-YEAR JANITORIAL SVCS SERVICES NON-PERSONAL Open.
EeccRsEIN— U 291 5 FURNISH ALL LABOR, MATERIAL... ALORID L B .62 Assign
= OFT VA1 -JANITOR SUCS SPECS IN ATTACKED SUFPORT G e G osen
Lo ssign
—— D Displaying 1-2 /2

> Click the first Line Item #

4a

The Purchase Request Line Item Detail screen Administration tab appears:

Purchase Request Line Item Detai

LINE ITEM DETAIL MENU

— D - .
— o -
ACTIONS * Uine Item No: 0001
Create SubCLIN = Qty: T
|- SYSTEMOPTIONS
Line ttems
Summary
Header:
« OTHERSYSTEMS
You have| ] characters remaining for your input.
BASE-YEAR JANITORIAL SVCS
“ Description: SERVICES NON-PERSONAL TG FURNISH ALL LABOR,
MATERIALS AND EQUIPMENT NECESSARY TO PERFORM -

You have characters remaining for ¥our input.

Not to Exceed: | —

- unspsc code ]
MR Cleaning and janitorial services
= FSC Code: 5299

FSC Description: OTHER HOUSEKEEPING SERVICES

Modification LI Action

| |

Save  Apply

» Review all parts of the Administration tab
» Click the Address tab

Uss

= = Required Field

= Cost: 1800
Total Cost $21,600 00

Not Separately Priced:
Stock Ttem:

Resst  Cancel

FY 2021-V 1.0
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C.Award for New Users Training Exercises

Step Action
Notes: You must review all fields on all tabs of the line item.
4b | The Purchase Request Line Item Detail screen Address tab appears:
Purchase Request Line Item Detail e eI T SeeE prlrSD

;C(IWE i - . — : - * = Required Field
- AcTions. = Delivery Date )P

* Deliver To: 2
_ﬁ?n;sgﬂg [ONS ] g&gﬁs?g&?ﬁzﬂg[gf\?s‘r’HNANCE SYS ADMIN BRANCH
.~ OTHERSYSTEMS

N/A
e
FOB:
Save | Apply | Reset | Cancel
» Review Delivery Date and Address information
» Click the Option tab
4c | The Purchase Request Line Item Detail screen Option tab appears:

Purchase Request Line Item Detail T T e m‘TD
LINE ITEM DETAIL MENU
= = Required Field
PAToO S tiigictiaionss) iesiddsesciel Octon  [eResciine
Accunting
ACTIONS Option BASE <]

Create SubCLIN - o

Period Begin Date: P ] Period End Date: EFTrr R ]
+ SYSTEM OPTIONS
Line Items
Summary
. OTHER SYSTEMS Save | Apply || Reset | Cancel

» Review option period
» Click Apply (if you made any changes)

» Click the Accounting menu option

Notes:

v’ If this Purchase Request is for a contract that has a base and option periods, this tab
shows an option and the dates associated with it otherwise it will be blank.

v Review this information ONLY if there are option periods on the PR.

v’ Use Apply to save the data so that you may view the accounting information for the line.

FY 2021-V 1.0 13
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Training Exercises

Step

Action

4d

The Account Code Management screen appears:

Account Code Management

ACCOUNT CODE MENU
Line Item No.: 0001, BASE-YEAR JANITORIAL SVCS

User: HENRIETTA TENNESSEE (HNT)
Version: 10,2 Screen ID; PRAC

;T‘E SERVICES NON-PERSONAL TO FURNISH ALL LABOR, MATERIALS AND EQUIPMENT NECE...

Delete
Search Criteria Reset all Search Fields

‘»OPTIONS iter < ~

ey Search Criteria [ ) [ ] [

Line Ttems

OTHER SYSTEMS Search
Line Item Total: ~ 21600.00 Total Cost: $21,600.00 Total Percent:  100% ol 12.00
Quantity:
Result Sorted By: Account Code
Mark All Unmark All
TRV T Displaying 1-1 /1
Mark Account Code + Cost + Quantity + Percent + BOC +
O 1421281 EF29P( 11600130: $21,600.00 12.00 100
[CIRR DT Displaying 1-1/1
Account Code Detail
ACCOUNT CODE DETAIL MENU
Line Item No.: 0001, BASE-YEAR JANITORIAL SVCS

Accounting SERVICES TO FURNISH ALL LABOR, MATERIALS AND EQUIPMENT NECE... = = Required Field

Summary

Line Items Bureau Code {2): 14/ Import Entire Account Code

NOTHERISYSTEMSIIINN  Fiscal vear (2) 2
Project (7): 28LER2S
Task (3): ro0
Fund (4) o001
Program (9): 022116001
Organization (16): 3031000200000000
Object Class (8): 25272535
user Defined (5) 000000
Allocation By: Percent
Percent: 100 Cost: 21600 Quantity: 12

FY 2021-V 1.0
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C.Award for New Users Training Exercises

Step Action
4el | There are a few things that need to be reviewed on the ACCS Detail:

e Fiscal Year should reflect the year the expense is being purchased.

e Object Class code, especially the last 4 digits should be correct. That can be
verified at the following website:
http://www.corporateservices.noaa.gov/finance/objectclasses.html

e Be aware of the type of allocation: was it by percent or by cost/quantity? Down
the line if you need to change costs that may mean you will have to make
changes on the Accounting.

When you are finished reviewing:

» Click the Line Items menu option

» Finish reviewing the other line(s) and accounting
When finished:

» Click the Summary menu option

Notes:

v For NOAALink the object classes should end in 0011

v For AGO Fee For Service (FFS) the object class should end in 2517 for Non-Simplified
Acquisitions

v For AGO FFS the object class should end in 2535 for Simplified Acquisitions

v’ For ProTech the object class should end in 2603

v’ Actual Accounting Codes (ACCS) can only be changed by the office that sent the PR

v’ Option Periods should not have an accounting line associated to them

5 Be sure to look at any notes, forms and support documents. All these options are
accessible from the Purchase Request Summary screen. You can download documents
from the Support Documents screen to attach them to the award.

6 From the Purchase Request Summary screen:

» Click the Return Purchase Request menu option
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C.Award for New Users

Training Exercises

Step Action
8 The Return Purchase Request Comments screen appears:
Return Purchase Request Comments il A
:}INR;HAGF REQUEST SUMMARY
= = Required Field
Current Date: 11/12/2020

Rerum To Just In Save Apply Reset Cancel
Before you can send it back to the requisitioner, you must first add comments indicating
why it’s being returned.
» Click in the Comments field
» Enter the reason for returning
» Click Save

9 The Home screen appears with a message at the top of the screen stating the document

has been successfully returned.

FY 2021-V 1.0
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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 |
| Sumttarw | |  ReviewAward |
v | Approve FPDS Report |
| Line Items ~>| Accounting | T

¥

BT
¥ ]
|_Reporting - FPDS_| Approve

¥

| |
| Clauses | | IssueAward |
| |

Review/Approval

| Manage Reviewers/Approvers |

Step Action

1 From the Home screen, click the Just In tab.

» Click PR#

FY 2021-V 1.0 17




C.Award for New Users Training Exercises

Step Action

» Review the PR in its entirety
» Review any Support Documents

» Click the Support Documents menu option

1a The Support Document Management screen appears. If there are support documents
attached, they will appear when you open this screen.

Search Criteria Reset all Search Fields
Group Names: [An ~] Document Names: [All v
Filter on: [ ~] ~ |
View Support Documents for:
Search

Results Sorted By: Document Title Ascending

Mark All | Unmark All

I DT Displaying1-4 /4

- . Attached , Last = 7 B = % T
Mark Document Title * on *  Modified * File Name/Location ¢ Source Doc# #+ SourceType 2 Modification #
0 guote 11/05/2020  11/05/2020  QUOTATIONEX4.docx 3‘36%2000'21' REQ
) SOLE SOURCE 11/05/2020  11/05/2020  SoleSourceEx4.docx 8436’;%2099'21' REQ
O seecs 11/05/2020  11/05/2020  SPECSEx4.pdf 3‘36‘;;2[’”“'21' REQ
[] STATEMENT OF NEED 11/05/2020  11/05/2020  STATEMENTOFNEEDEX4.docx 336%2000'21' REQ
TIRF AT Displaying1-4/ 4

To open a document in order to save it to your workstation, click the link of the one you
want to open. For this example, Click on SPECS.
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C.Award for New Users

Training Exercises

Step Action

1b The Support Document Detail screen appears. You may have to scroll to get to the

bottom of the screen.

Support Document Detail

Document Information

= Title: [SPECS. |
Group Name: [ v

User: HENRIETTA TENNESSEE (HNT)
Version: 10,2 Screen ID: SUPDOCC

= Required Field

‘COR File |

Contracting Professional File [

Description/Comments:

You have characters remaining for your input.

Attached On

11/05/2020
Last Modified: 11/05/2020
Attached For: REQUISITION

NA-AJ2000-21-00033/20201105 EX 4 HNT

O include in procurement package to be delivered to Vendor
Related Dates

Effective On:

Document Location

O Enter Hardcopy Location
@® upload Existing File

O Create New File Using Template

PathiFiIEname:‘

File Uploaded: | SPECSEx4.pdf

Choose File | No file chosen

1bl

File Uploaded: SPECS Ex4.pdf

At the bottom of the screen is the file you want. Click the name to open:

1c Once clicked, there may be a pop-up window that appears.
» Click Save

Or it may show up already downloading (depending upon the browser)

FY 2021-V 1.0
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C.Award for New Users Training Exercises

Step

Action

1d

At the bottom of the browser window this prompt should appear after finished
downloading or a new window will appear.

Do you want te open or save SPECS Exd.pdf (49.1 KB) from crequesttrain.eas.commerce.gov? Open Save |¥ Cancel
® crequesttrain.eas.commerce.gov/noaa_train/servlet/FileRetriever?filename=SPECSEx4.pdf
T SPECSExd.pdf ~ Showall X
» Click Open

» Or click on it to open
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C.Award for New Users Training Exercises

Step Action

le 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 All Features button.

; S
75 SPECS Bt~ Adobe Acrobat Pro ST T —— - WMECTEN|

IFlIe Edit View Window Help E3
- & & (& e
T2 Create ~ ‘ B aEe ‘ ) o @ & T Customize | lz‘
[1]r1]| O | =[] | H B | ® Tools | Fill &Sign = Comment
Protected View: This file originated from a potentially unsafe location, and most features have been disabled to avoid patential security risks, () Enable All Features

MARINE MAMMAL BACKMOUNT

Series MM100

ADVANCED TELEMETRY SYSTEMS

m

/

1f You can now edit the document as well as save it to your workstation.

» Open C.Award again

1g At the bottom of the screen, click Cancel
Document Location

O Enter Hardcopy Location
@Upload Existing File
O create New File Using Template

* Path/Filename: | Browse...

File Uploaded: SPECS Ex4.pdf

Save  Apply = Next Reset = Cancel
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C.Award for New Users Training Exercises

Step

Action

1h

The Support Document Management screen appears again.

Search Criteria Reset all Search Fields

Group Names: [an ~v] Document Names: [All -
Filter on: [ ~] ~ |
View Support Documents for:

Search

Results Sorted By: Document Title Ascending

Mark All | Unmark All

I DT Displaying1-4/4
- . Attached Last I - B Z = Z TS "
Mark Document Title # on *  Modified ¥ File Name/Location ¢ Source Doc# ¢ SourceType % Modification 4
O quote 11/05/2020  11/05/2020  QUOTATIONEX4.docx B‘g{;‘;?“”“'n' REQ
[0 SOLE SOURCE 11/05/2020  11/05/2020  SoleSourceEx4.docx 336%2000-21- REQ
O seECS 11/05/2020  11/05/2020  SPECSEx4.pdf 3‘36’;‘;2[’”“'21' REQ
[[] STATEMENT OF NEED 11/05/2020  11/05/2020  STATEMENTOFNEEDEX4.docx 3‘36%2000'21' REQ
CIRR AT Displaying1-4 /4

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

From the Purchase Request Summary screen:

» Click the Create Award menu option

FY 2021-V 1.0 22




C.Award for New Users

Training Exercises

Step

Action

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

validation, you will receive something like this:

==
a

| @ Purchase Request Report - Windaws Internet Explorer

| & hitps /crequestirain.cas.commerce.govi/nons

J Cqu’r/h:on'Suite

Purchase Request Report

Il 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:
' 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 RAUITATE
Destination:

Alternate CORs:
| Atemate CORs section has passed al vaidations

e 0

J Compﬁzun‘Suite

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:
| Sccunity Classification section has passed all validations.

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

Alternate CORs:
Altemate CORs section has passed all validations.

» Maximize the minimized window

> Click Close

FY 2021-V 1.0
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C.Award for New Users Training Exercises

Step Action
4 The Award PIIN and Name screen appears:
Award PIIN and Name it 0 e BLeA
= Required Field
= Award Type: (Furchass OrderPriced <) Ordering Source: Open Market
Document Number
* Document Name: [(305M2z 1PNAAAT 777 ]
Save  Reset | Cancel
Note: The Award Type defaults to the last one that was used.
da The Award Types are:
» Basic Ordering Agreement/Priced (BOA)
» Basic Ordering Agreement/UnPriced Blanket Purchasing Agreement (BPA)
» BPACall
» 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

Note: The FAR parts, 12, 13 and 16 have different contract types.
https://www.acquisition.gov/far
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C.Award for New Users Training Exercises

Step

Action

4b

There are 5 fields for Document Number:

>

Y V V V

1st Field - AGO Office (i.e. defaults to user’s office)

2nd Field - Fiscal Year (i.e defaults to the current FY)

3rd Field - Contract Type (i.e defaults to the letter used for contract type selected)
4th Field - Line Office (i.e. Must be selected based on the LO Requisition)

5th Field - Sequential Number

Y V V V

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

Select the Award Number (i.e.1305M2-FY-P-###-?77?7?)
Type the Award Name (i.e. {DATE} EX 4 {TRAINING ID} AWD)
Click Save

The Award Administration screen Administration tab appears:

Award Summary o T T )

AWARD SUMMARY MENU PR

- SECTIONS

Summary 4
Administration Administration

Accounting

t‘:‘ur‘:”"s Award Type: Purchase Order/Priced  Ordering Source: Open Market Award Subject to Availability of Funds: Mo
Modifications National Interest: N/A Award Amount: $17,033.50

Totals vendor: ADVANCED TELEMETRY SYSTEMS, INC. (00004584) Obligated Amount: $17,033.50

Forms co: EMILY BLAKEMORE (EBC)

Mokt * COR: If not required

select NCR-No COR ERIN K COBBS (EKC)

» PROPERTIES ired

Sharng, Require:

o AlaTs Document Status: On Draft Award 11/12/2020 12:43:40 Issued By:

Procurement Status: Fully Awarded

= PROCUREMENT

PALT

Period of Perfarmance Defaults o TN 1 e

Support Documents

Deliverables Number of Codes Assigned to Line Items: 1 Number of Default Codes:

Histary percent Allocated: 100.00% Total Default Percentage: 0%

PORTING Total Quantity Allocated: 110
Additional Reporting Total Cost Allocated: $17,033.50
E;S‘;T;‘:”“LRED"“‘”Q Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 13:24:15, for the Amount: $17,033.50 on Requisition NA-AJ2000-21-00033
-NG Repos

Correct FPDS-NG Report

Delete FPDS-NG Report Line Item Summary
‘L%!lﬁ ! No. Line Ttems: 3 Total Amount: $17,033.50

Check Base Amount: $17,033.50

Issue Option Amount: £0.00

Delete

Consolidate

Deconsolidate ey
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C.Award for New Users

Training Exercises

Step

Action

6a

On the Administration tab fill out the following fields:

YV V. V V V VYV VYV V V V

Enter the CO (i.e. EBC)

Change the Award Date (i.e. Defaults to current date)

Enter the Signed On Date (i.e. Same as award date)

Enter the Start Date (i.e. For training purposes same as award date)

Enter the Expiration Date (i.e. Delivery Date of PR)

Enter the Est. Ultimate Completion Date (i.e. Delivery Date of PR)

Enter the Vendor (i.e. should be filled out ADVANCED TELEMETRY SYSTEMS, INC.)
Enter the Business Size Indicator (i.e. Small)

Enter the Number of Offers per Award (i.e. 1)

Click the Properties tab

6al

Date Field

Description

Award Date

Defaults to the date the award document is created. Prior to obligation and
signature, this date should reflect the actual date of award and can be
changed prior to obligation.

Signed on Date

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

Start Date

This may be different from the award date but should be consistent with
your agreement with the Contractor.

Notice To Proceed Date

This field 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

This field represents the date in which all deliveries and payments should
have been made.

FY 2021-V 1.0
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C.Award for New Users Training Exercises

Step Action

7 The Award Administration screen Properties tab appears:

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: A&

AA

Award Administration

AWARD SUMMARY MENU

SISECTIONS S| riminisasiionss  rovertes  uiissscsi iadonil i

* = Required Field

summary
Administration . .
Frmr Delivery Information
Line Items 2 =
Clauses Rl (7570720 T .
Modifications s
Tetals
Forms e
Notes esignation:
| Ship Via:
Sharing
Action Alerts
Bill of
.+ PROCUREMENT Lading :
PALT
Periad of Performance Defaults Other Information
Support Documents
Deliverables .
History 52161523 &2
* UNSPSC = : :
Code: Radio frequency transmitters or receivers

-~ REPORTING
Additional Reporting
Sync Additional Reporting
FPDS-NG Report

7730
ComerL FPOS NG Report FSC/PSC pHONOGRAPH,RADIO & TV-HOME TYPE
Delete FPDS-NG Report Code:

.+ ACTIONS -
Assign PIIN “nacs [ |0 &

Check i
Issue

Delete i
Consalidate narcssize [ &
Reconclidate Exception:

7a Change the Delivery Date (if needed)

Change the FOB Designation (if needed)

Enter the Ship Via: address

Enter the NAICS Code (i.e. 334220)

Enter the Reference Your (i.e. Quote)

Check the Contractor required to sign checkbox
Enter the # of copies to Issuing Office (i.e. 1)
Enter the # of Invoice Copies (i.e. 3)

Click the Addresses tab

YV V. V V V VYV V V V

Notes:

v’ 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.

v’ Freight on Board (FOB) — Destination is where the contractor is responsible for the
shipping until it gets to the destination. Origin indicates who is responsible for shipping
the merchandise to us.

v NAICS codes and exceptions can be found at: https://www.census.gov/eos/www/naics/.
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Training Exercises

Step

Action

The Award Administration screen Addresses tab appears:

AWARD SUMMARY MENU

¥ SECTIONS
Summary

Administration

Accounting

Line Ttems

Clauses

Modifications

Totals

Sharing
Action Alerts

PALT

Period of Performance Defaults
Support Documents
Deliverables

History

User: HENRIETTA TENNESSEE (HNT)

Award Administration Version: 10.2 Screen ID: Ak

* = Required Field

O W01 =L e .1 LT P W 211
e '8
st J93007 =]
NOAAEASTERN REGIONAL ACQUISITION DIV
200 GRANBY STREET
NORFOLK VA 23510
.
Administration[AJ151200 '8
Office:
NOAA/OCIONISMO/ADSFINANCE SYS ADMIN BRANCH

20020 CENTURY BLVD
GERMANTOWN MD 20879

- v REPORTING
Additional Reporting
Sync Additional Reporting
FPDS-NG Report
Correct FPDS-NG Report
Delete FPDS-NG Report

Assign PIIN

Ched

Issue

Delete

Consolidate

Deconsclidate

Add To Hotlist

Manage Reviewers/Approvers

* Deliver to:  [AJ151200 L@
NOAAIOCIONISMO/ADS FINANCE SYS ADMIN BRANCH
20020 CENTURY BLVD
GERMANTOWN MD 20879

L '8

il AJ151200 2]

NOAA/OCIONISMO/ADS/FINANCE SYS ADMIN BRANCH
20020 CENTURY BLVD
‘GERMANTOWN MD 20879

8a

If not added or needs to be changed:

» Verify all addresses
» Click the Funding tab

The Award Administration screen Funding tab appears:

AWARD SUMMARY MENU

f

Summary
Administration
Accounting
Line Items
Clauses
Modifications

Action Alerts

F

PALT
Period of Performance Defaults
Support Documents
Deliverables

History

f

Additional Reporting
Sync Additional Reporting
FPDS-NG Report

Correct FPDS-NG Repart
Delete FPDS-NG Report

f

Assign PIIN
Check

Issue

Delete

Consolidate

Deconsolidate

Add To Hotlist

Manage Reviewers/ Approvers

e ditictaion e
* — Required Field
Funding

Payment Information

Number of Days for Constructive Acceptance:
Subject to the Prompt Payment Act:

Subject to Fast Payment Procedures:

= Payment Type:

Treasury Account Symbol
* Agency )
dontiir ]
Initiative: [ v]

= Main
Account

: e

Save | Apply Reset | Cancel
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C.Award for New Users Training Exercises

Step

Action

9a

Enter the # of days for Constructive Acceptance (i.e. 007)
Check the Subject to Prompt Pay checkbox

Select the Payment Type (i.e. EFT)

The Treasury Account Symbol defaults from the PR

YV V V V V

Click the Form Info tab

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

10

The Award Administration screen Form Info. tab appears:

& 2 i User: HENRIETTA TENNESSEE (HNT)
Award Administration Version: 10.2 Screen ID: AA

AWARD SUMMARY MENU
* = Required Field

ZSECHONS | ot 00 e b 0AE10 s 1005505 il Ty PO I
Summary
Administration
Accounting Schedule B Text
Line Ttems. & D o - -
Clauses Enter any special comments or notations that you wish to print before the line items.
Modifications
Totals ‘
Forms
Notes
T You have [2000__| characters remaining for your input.
Action Alerts
File Attachment
AT The text file specified in this saction will print before the line items. You may select an existing third party file, you may
Period of Performance Defaults create a new file by using an existing template, or you may elect not to use any file attachment.
Support Documents
Deliveral bles ® No File Attachment
History

O upload Existing File

O create New File Using Template
‘Additional Reporting
Sync Additional Reporting
FPDS-NG Report

Correct FPDS-NG Report
Delete FPDS-NG Report Form: BS008: Interagency Agreement v

Form Information

~ ACTIONS No additional data elements.
Assign PIIN
Check

10a

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

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

Y V V V
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Training Exercises

Step Action

11 The Award Summary screen appears:

Award Summary

AWARD SUMMARY MENU Award successfully updated.

f

Summary
Administration
Accounting

Administration

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: ASM

Line Ttems
Clauses
Modifications

Award Type:

National Interest:
Vendor:

co:

* COR: If not required
select NCR-Ne COR
Required

Document Status:
Procurement Status:

Purchase Order/Priced
N/A

ADVANCED TELEMETRY SYSTEMS, INC. (00004584)
EMILY BLAKEMORE (EBC)

Ordering Seurce: Open Market

ERIN K COBBS (EKC)

On Draft Award 11/12/2020 12:43:40
Fully Awarded

Period of Performance Defaults

Award Subject to Availability of Funds: No

Award Amount:
Obligated Amount:

Issued By:

Account Summary

$17,033.50
$17,033.50

Support Documents

Deliverables Number of Codes Assigned to Line Items: 1

Hisgory: percent Allocated: 100.00%

. REPORTING Total Quantity Allocated: 110
‘Additional Reporting Total Cost Allocated: $17,033.50

Sync Additional Reporting
FPDS-NG Report

Correct FPDS-NG Report
Delete FPDS-NG Report

Commitment: Accepted/Approved by Financial System Posted:

Number of Default Codes:
Total Default Percentage:

Line Item Summary

0%

11/05/2020 13:24:15, for the Amount: $17,033.50 on Requisition NA-AJ2000-21-00033

'“m_ks‘gn oI No. Line Ttems: 3 Total Amount: $17,033.50
Check Base Amount: $17,033.50
Issue Option Amount: $0.00
Delete
Consolidate
Deconsolidate Notes
7 User: HENRIETTA TENNESSEE (HNT)
Award Line Item Management H o See s A
LINE ITEM MENU e Reset all Search Fields
_» ACTIONS .
Create CLIN Filter on: ] - [
Create SubCLIN
Copy
Delete
ToO0LS Search
Global Replace
Renumber Single Result Sorted By: Line Item No.
Renumber Range
Period of Perfarmance
Mark All | Unmark All
~» IMPORTS
From Any Document B .
O I®  view Line ttem Totals Displaying 1-3 /3
Mark LL# ¢ + oty 4 uI Costs 4 Option & 4 Status ¢
| r SYSTEMOPTIONS Model A2910 VHF radio t itter for Antarctic fi
Summary O o001 s;; el dir;‘i"‘gio:as";’_'_‘_‘ eriionantarclich e 30,00 EA 154.85 N/A Fully Awarded
[LIOTHERSYSTEMSIm | [ 0002 ::ggE:“‘?ézrl‘yﬁghl']’é;tfg;:gg%f'“&;" YHE 4000 EA 154.85 N/A /A Fully Awarded
[ gggz  Model A2010; Adelie Penguin glue on VHF transmitter, man @ e NA . Fully Awarded

164.000-164.999 kHz, 12g...

> Toreview a line, click on the Line #

Displaying 1-3 /3
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Training Exercises

Step

Action

13

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

Award Line Item Detail

LINE TTEM DETAIL MENU

e inistration | Address | Option | _Pricing Arangements  Recelving
Accounting
. * Line Item No: 0001
e r— ur: = cost:
Total Cost:
Line Items [VENDOR SHOULD USE OUR UPS ACCOUNT FOR SHIPPING.
Summary [ATTN: J. RUBY p\ease contact M. SMITH for the UPS Is thi ) X
o S this a "green
Header: account number when ready to ship. iyl
.~ OTHER SYSTEMS

You have characters remaining for your input
"Green" Justification:

Model A2910 VHF radio transmitter for Antarctic fur seals

NOTE: Tx dimensions & mass should be no more than:
10x20x45mm, 129

You have characters remaining for your input.

* Description: "Green" Reason:

Contract Type: [ ~]

Not to Exceed: Not Separately Priced:
= UNSPSC Code: =] Stock Item:
ONSPSCiTioe: Radio frequency transmitters or receivers

= FSC/PSC: 7730

PHONOGRAPH,RADIO & TV-HOME TYPE

PR Number: NA-AJ2000-21-00033

PR LI No.: 0001

Fully Awarded: vigw Partially Awarded Amounts
Funding Goal: Fully Funded  ~

Save | Apply Reset | Cancel

Save  Apply Reset  Cancel

» Enter any Cost changes (only if lower if necessary)

» Select the Contract Type (i.e. Left blank for training)

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: ALID

* = Required Field

154.85

$4646.50

Youhave [ | characters remaining for your

input.

B

I

Notes:

v’ Cost can only be changed from the PR to Award if it’s lower than what’s been

committed.

v Any cost above what was committed will need another PR with the additional funds in

order to obligate the full costs.

v' Any changes to cost the accounting will need to be looked at and possibly adjusted.
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Training Exercises

Step

Action

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
CostPlus-Incentive-Fee

Fixed-Price Incentive (Successive Target)

Time and Material

Notes:

v’ The Contract Type selection is based on the decision made during procurement
planning. FAR part 16 can be used, as well as contacting your Contracting Officer.

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

13al

> Click the Address tab
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Step

Action

13b

Accounting

Create SubCLIN

Line Items
Summary

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

User: HENRIETTA TENNESSEE (HNT)

Award Line Item Detail Version: 10,2 Screen ID: ALID

LINE ITEM DETAIL MENU

[=TOOLS ] | Administration | Address

= Required Field
SR

AJ151200 ]

NOAA/OCIONSMOADS/FINANCE SYS ADMIN BRANCH

20020 CENTURY BLVD
GERMANTOWN MD 20879

~ Delivery Date:

* Deliver To:

.~ OTHER SYSTEMS

N/A
= Supplemental Address
Information(Name/Room|

2

You have characters remaining for your input.

Foe:

Save | Apply = Reset Cancel

» Verify the information change anything necessary
» Click Apply (if changes were made)

» Click the Accounting menu option

14

Create
Edit
Delet

The Award Line Item Management screen appears:

; User: HENRIETTA TENNESSEE (HNT)
Award Line Item Account Code Management Version: 10.2 Sareen ID: AAC

ACCOUNT CODE MENU
.y ACTIONS

Line Item No.: 0001, Model A2910 VHF radio transmitter for Antarctic fur seals

NOTE: Tx dimensions & mass should be no m...

Search Criteria Reset all Search Fields

Sumary Search Criteria [ <) | ~] [ |
Line Ttems
OTHER SYSTEMS. Search
Line Item Total: ~ 4645.50  Total Cost: $4,645.50 Total Percent:  100% Towl 30.00
Quantity:
Result Sorted By: Account Code
Mark All | Unmark All
[CIEN DR | Displaying 1-1/ 1
Mark Account Code + Cost ¢ Quantity ¢ Percent ¢ BOC s
[ 1421281 EF28B000001022116001302100020000000026192535000000 $4,645.50 30.00 100

LI

Displaying 1-1/ 1

The account codes associated with the line you’re reviewing appear.

v

v

Notes:

If the accounting was set to percentage, then if costs are changing on the line there
should be no changes necessary to the accounting as it will be automatically updated.

If the accounting was set up as cost or quantity, then the accounting line will have to be
changed to reflect the new cost.

Any changes to the actual accounting string (ACCS) cannot be changed in C.Award, they
must be sent back to the originating office to be changed.
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Step Action

14a | To view the sections of the accounting, click on the Account Code:

. User: HENRIETTA TENNESSEE (HNT)
Account Code Detail Version: 10.2  Screen ID: AACD

ACCOUNT CODE DETAIL MENU
Line Item No.: 0001, Model A2910 VHF radio transmitter for Antarctic fur seals

Accounting NOTE: Tx dimensions & mass should be no m... = = Required Field
Summary
Line Items Bureau Code (2): 14 Import Entire Account Code
~ OTHER SYSTEMS M| Fiscal Year (2): 21
Project (7): 28LEF28
Task (3): BOO
Fund (4): 0001
Program (9): 022116001
Organization (16): 3021000200000000
Object Class (8): 26192535
User Defined (6): 000000
Allocation By: Cost
Percent: 100 Cost: 4645.5 Quantity: 30
Commit Amount: (EE  JYommitted Amount: 4,645.50

The screen displays the individual sections as well as how it was allocated: percent, cost
or quantity.

» When you are finished reviewing, click the Line Items menu option

15 The Award Line Item Management screen appears:

. User: HENRIETTA TENNESSEE (HNT)
Award Line Item Management Version: 10.2 Screen ID: ALTM

LINE ITEM MENU e Reset all Search Fields

[ ACTIONS "

Create cLin Filter on: 2 [

Create SubCLIN

Copy

Delete

Search

Global Replace :

Renumber Single Result Sorted By: Line Item No.
Renumber Range
Period of Performance

Mark All || Unmark All

+ IMPORTS.
Fi Any D 13
S B ™ view tine ttem Totals Displaying 1-3 /3
Mark LI# & Description = Qty ER T B Cost & = Option & Pricing % Status &

Model A2910 VHF radio transmitter for Antarctic fur
seals NOTE: Tx dimensions &...
M Model A2910; Chinstrap Penguin glue on VHF
~+ OTHER SYSTEMS O 0002 transmitter, 165.000-165.999 kHz, 12g... 40.00 EA 154.85 N/A N/A Fully Awarded
O o003 Model A2010; Adelie Penguin glue on VHF transmitter,
e 164.000-164.999 kHz, 12g...

Summary O o001 30.00 EA 154.85 N/A N/A Fully Awarded

40.00 EA 154.85 N/A N/A Fully Awarded

[IRI | Displaying 1-3 /3

» Review the rest of the line items and accounting for each

» When you are finished, click the Summary menu option
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16

The Award Summary screen appears:

AWARD SUMMARY MENU

Summary
Administration
Accounting
Line Items
Clauses
Modifications

Period of Performance Defaults
Support Documents
Deliverables

History

Additional Reporting
Sync Additional Reporting
FPDS-NG Report

Correct FPDS-NG Report
Delete FPDS-NG Report

f

Assign PIIN
Check

Issue

Delete
Consolidate
Deconsalidate

f

Award Summary

Award successfully updated.

User: HENRIETTA TENNESSEE (HNT;
Version: 10.2 Screen ID: ASM

Administration

Award Type: Purchase Order/Priced Ordering Source: Open Market Award Subject to Availability of Funds: No
National Interest: N/A Award Amount: $17,033.50
Vendor: ADVANCED TELEMETRY SYSTEMS, INC. (00004584) Obligated Amount: $17,033.50
co: EMILY BLAKEMORE (EBC)
* COR: If not required
select NCR-No COR ERIN K COBBS (EKC)
Required
Document Status: On Draft Award 11/12/2020 12:43:40 Issued By:
Procurement Status: Fully Awarded
Account Summary
Number of Codes Assigned to Line Items: 1 Number of Default Codes: 0
Percent Allocated: 100.00% Total Default Percentage: 0%
Total Quantity Allocated: 110
Total Cost Allocated: $17,033.50

Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 12:24:15, for the Amount: $17,032.50 on Requisition NA-AJ2000-21-00033

Line Item Summary

No. Line Items:

» Click the Clauses menu option

Total Amount: $17,033.50
Base Amount: $17,033.50
Option Amount: £0.00

Notes

17

The Award Clause Management screen appears:

CLAUSE MENU

f

Set Document Type
Select Clauses
Create Text File

From Local Matrix
From Any Award

f

Reorder Clauses
Update Incorporated Code

F

Summary

Award Clause Management

Search Cri

ia
Ttems To Display:
Section:

Matrix Name:
Fill-Ins:

Origin:

Filter on:

Document Type:

Section

Mark d T

Number/Text %
File Name

All Clauses v

User: HENRIETTA TENNESSEE (HNT)
rsion: 10.2 Screen ID: CM

Reset all Search Fields

<

Clause

Indicator ©

Search

Page
Clause / Text File Title ¢ Origin # ty ¢ Tncorporated , supplement . proak ¢ Source ¢
= Indicator

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

» Click the Set Document Type menu option

18

The Award Document Properties screen appears:

DOCUMENT PROPERTIES
MENU

Clauses.
Summary

F

Award Document Properties

= Document Type:

User: HENRIETTA TENNE:
Version: 10.2 Screen I

= Required Field

Save | Apply  Reset | Cancel
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Step Action
19 Select the Document Type from the drop-down listing (i.e. SAP):
* Document Type: v
Architecture and Engineering
Commercial
S Aol Construction
ENE PPY | sAP (Simplified Acq Procedure)
UCF (Uniform Contract Format)
» Click Save
19a | Document Type Description

Architecture and Engineering

This type uses a special solicitation for requests from bidders and
information unique to these types of contracts. The form and format
are significantly different from a standard UCF 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. An SF-18 is selected when processing these.
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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 appears after saving.
|
crequesttrain.eas.commerce.gov says
Changing the document type of this document will cause 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.
‘ Cancel
> Click OK
Notes:
v' Document types must be set up prior to adding clauses.
v’ Ifone is selected and clauses added and then the document type changes all clauses will
be lost and have to be added again.
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20 The Award Clause Management screen appears:

CLAUSE MENU

Set Document Type
Select Clauses
Create Text File
Copy

Delete

From Local Matrix
From Any Award

Reorder Clauses
Update Incorporated Code

Summary

.~ OTHER SYSTEMS

Award Clause Management

Document Properties successfully updated.

Search Criteria

Items To Display:
Matrix Name:
Fill-Tns: Al Clauses v
Origin:
Filter on: \ <INl o ]
Search
Document Type:  SAP (Simplified Acq Procedure)
; Clause ;
Mark SeSUON 4 Number/Text ¢ (FIFIN o Clayce / TextFile Title ¢ Origin ¢ Applicability s MCorPorated .
d A Indicator By

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen 1D: CM

P
Reset 5ll Search Fields
Page
Supplement . gk s Source 4
ame :
Indicator

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

Click the Select Clauses menu option

Notes:

v When creating an award without a solicitation it will not have any clauses
v' When creating an award from a solicitation, only those clauses that are also deemed to
be on the award as well will show. Others will still need to be added.

21 The Select Clauses screen appears:

SELECT CLAUSES MENU

Add/Select

Clause Management
Summary

VV VYV

|~ OTHER SYSTEMS

Select Clauses

Search Criteria

Supplement:

Filteron: [ ~| ~] [

Search

Document Type: SAP (Simplified Acq Procedure)

User: HENRIETTA TENNESSEE (HNT)
Version: 10,2 Screen ID: SLCL

Reset all Search Fields

Clause Details: (Please select the default information that will be applied to each of the clauses being added)

* Incorporated Code: Full Text ~
Page Break: O
Mark Clause Number 4 Clause Title + Supplement %

No records found that meet the searchffilter criteria.

Select the Supplement (i.e. FAR)

Select Filter Criteria field #1 Clause Number

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

Action

21a

The Select Clauses screen will appear with results:

User: HENRIETTA TENNESSEE (HNT)
Select Clauses Version: 10.2 Screen ID: SLCL

SELECT CLAUSES MENU Search Criteria Reset all Search Fields

Supplement:

Filter on: [ Clause Number v | [Contains v | [52.212-4 |

Add/Select

Search
Clause Management
Slimmary Document Type: SAP (Simplified Acq Procedure)
'~ OTHER SYSTEMS . .
Clause Details: (Please select the default information that will be applied to each of the clauses being added)
= Incorporated Code: Full Text v
Page Break: 0
Mark All | Unmark All
ey Displaying 1-2/ 2
Mark Clause Number s Clause Title & Supplement ¢
L] 52.212-4 CONTRACT TERMS AND CONDITIONS--COMMERCIAL ITEMS (OCT 2018) FAR
0 5221241 CONTRACT TERMS AND CONDITIONS--COMMERCIAL ITEMS (OCT 2018)--ALTERNATE I (JAN 2017) FAR
EIENEIC] Displaying 1-2/ 2

» Check the box of the clause you wish to choose (i.e. 52.212-4)
» Click the Add/Select menu option.

21b

The following message will appear at the top of the screen:

1 of the 1 clauses selected were added to the document.

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

» When you are finished, click Clause Management

Notes:

v The clause matrix from the FAR 52.301 can be found here:
https://www.acquisition.qov/far/current/html/52 301Matrix.html
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Step

Action

21c

Award Clause

CLAUSE MENU o
Search Criteria

Items To Display:
Set Document Type

Select Clauses Matrix Name:
Create Text File : §
Copy Fill-Ins:
Delets Origin:
Filter on:
From Local Matrix
From Any Award
Document Type:

Reorder Clauses
Update Incorporated Code

Management

All
—

<

The Award Clause Management screen appears with the clauses added:

User: HENRIETTA TENNESSEE (HNT)

Version: 10,2 Sereen ID: CM

Reset all Search Fields

[ 3 |

~1

SAP (Simplified Acq Procedure)

Search

Results Sorted By: Section, Incorporated By Descending - Supplement Name, Clause Number/Text File Name Ascending

Mark All | Unmark All
Summary
10 2 I Displaying 1-3 /3
v OTHER SYSTEMS i Clause e Page
Mark SeCHOn .y mber/Text ¢  FIFID o e/ TextFile Title ¢ Origin & Applicability ¢ IMcorporated . Supplement . oo, . ohuce o
1d wr Indicator By Name 5
File Name Indicator
CONTRACT TERMS AND
(] 52.212-4 N CONDITIONS--COMMERCIAL Manual = FAR N Award
ITEMS (OCT 2018)
CONTRACT TERMS AND
CONDITIONS REQUIRED TO
IMPLEMENT STATUTES OR
O 52.212-5 Y EXECUTIVE ORDERS-.- Manual F FAR N Award
COMMERCIAL ITEMS (OCT
2020)
CONTRACTING OFFICER ‘s
L] 1352.201-70 N AUTHORITY (APR. 2010} Manual F CAR N Award
(W« > 1) Displaying1-3 /3

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.

22

REORDER CLAUSES MENU o
Search Criteria

(> SYSTEM OPTIONS " section

Clauses
Summary

Filter Criteria

.~ OTHER SYSTEMS

Dacument Type:

Reorder Clause

The Reorder Clause screen appears with the clauses listed:

User: HENRIETTA TENN
Version: 10.2  Scre

[ ~

Search

SAp (simplified Acq Procedure)

Result Sortad By: Section, Sort Order

Save = Apply Reset = Auto Sort | Cancel

(B K C2 0
Sort Order

Clause Number

Displaying 1-3/ 3
* Section

Clause Title *

52.212-4

52.212-5

1352.201-70

CONTRACT TERMS AND CONDITIONS--COMMERCIAL ITEMS (OCT 2018)

CONTRACT TERMS AND CONDITIONS REQUIRED TO IMPLEMENT STATUTES OR EXECUTIVE
ORDERS--COMMERCIAL ITEMS {OCT 2020)

'CONTRACTING OFFICER "s AUTHORITY (APR 2010}

this order:
v’ 52.212-4
v’ 1352.201-70
v’ 52.212-5

Displaying 1-3/ 3

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

REORDER CLAUSES MENU

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: ROCL

Search Criteria

Section
Clauses
Summary
Filter Criteria v | v
. v OTHER SYSTEMS

Search =~ Save | Apply Reset = Auto Sort | Cancel

Document Type: SAP (Simplified Acg Procedure)
Result Sorted By: Section, Sort Order

IR O} Displaying1-3/ 3
Sort Order * Clause Number * Clause Title & Section &
52.212-4 CONTRACT TERMS AND CONDITIONS--COMMERCIAL ITEMS (OCT 2018)
1352.201-70 CONTRACTING OFFICER 's AUTHORITY (APR 2010)
52.012-5 CONTRACT TERMS AND CONDITIONS REQUIRED TO IMPLEMENT STATUTES OR EXECUTIVE

ORDERS--COMMERCIAL ITEMS (OCT 2020)

Displaying1-3/3

» When you are finished reordering, click Save

22b The Award Clause Management screen appears with your clauses in the order you

entered:

User: HENRIETTA TENNESSEE (HNT)

Award Clause Management Version: 10.2 Screen ID: CM

CLAUSE MENU Items successfully reordered

f

Set Document Type
Select Clauses
Create Text File

Search Criteria

copy Items To Display:
Delete
Matrix Name:
L= AMPORTS | Filne:
From Local Matrix Fill-Ins: AllClauses v
From Any Award @
|5 TOOLS I | Filter on: [ ~ 5 ~ (8

Reorder Clauses
Update Incorporated Code

Document Type:

SAP (simplified Acg Procedure)

-
Reset all Search Fields

-+ SYSTEM OPTIONS £
SUTATT Results Sorted By: Section, Incorporated By Descending - Supplement Name, Clause Number/Text File Name Ascending
[~ OTHER SYSTEMS ] Mark Al Unmark All
D Displaying1-3 /3
= = Page
Section . FillIn s Incorporated , Supplement = 0
Mark ~C04%" ¢ # Indicator * Clause / Text File Title By + ame ¢ Break ¢  Source ¢
Indicator
CONTRACT TERMS AND
O N CONDITIONS--COMMERCIAL FAR N Award
ITEMS (OCT 2018)
CONTRACTING OFFICER s
u N AUTHORITY (APR 2010) il # et
CONTRACT TERMS AND
CONDITIONS REQUIRED TO
IMPLEMENT STATUTES OR
u Y EXECUTIVE ORDERS— FAR N Auward
COMMERCIAL ITEMS (OCT
2020)
e ey Displaying 1-2/ 3

Y

Click the Summary menu option
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23

The Award Summary screen appears:

User: HENRIETTA TENNESSEE (HNT)

Award Summary Version: 10.2 Screen ID: ASM

AWARD SUMMARY MENU Award successfully updated.
v SECTIONS
Summary #
Administration Administration
Accounting
t":::ms award Type: Purchase Order/Priced  Ordering Source: Open Market Award Subject to Availability of Funds: No
Modifications National Interest: N/A Award Amount: $17,033.50
Totals vendor: ADVANCED TELEMETRY SYSTEMS, INC. (00004584) Obligated Amount: $17,033.50
Forms co: EMILY BLAKEMORE (EBC)
Hobes * COR: If not required
select NCR-No COR ERIN K COBBS (EKC)
(= PROPERTIES il Required
Sharing
Action Alerts Document Status: On Draft Award 11/12/2020 12:43:40 Issued By:
Procurement Status: Fully Awarded
.~ PROCUREMENT
PALT
Period of Performance Defaults Account Summary
Support Documents
Deliverables Number of Codes Assigned to Line Items: 1 Number of Default Codes 0
History, Percent Allocated 100.00% Total Default Percentage 0%
. REPORTING Total Quantity Allocated: 110
Additional Reporting Total Cost Allocated: $17,033.50
Syne pekdiional Reporting Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 13:24:15, for the Amount: $17,023.50 on Requisition NA-AJ2000-21-00033

FPDS5-NG Report
Correct FPDS-NG Report

Delete FPDS-NG Report Line Item Summary

A PIIN No. Line Items: 3 Total Amount $17,033.50
Check Base Amount: $17,033.50
Issue Option Amount: 50.00
Delete

Consolidate

Deconsolidate Notes

» Click the Totals menu option

24

The Award Totals Management screen appears:

User: HENRIETTA TENNESSEE (HNT)

Award Totals Management epet e

AWARD SUMMARY MENU

Line Item Total: 117033 S
Summary
Administration Optional Charges/Discounts
Accounting
Line Items Type of Discount: v
Clauses ; i
Modifications Discount Percent: 0
Totals Discount Amount: $|0
Forms
AT e O
PROPERTIES VAT Amourt: spon |
Sharing
Action Alerts Shipping Charges: $
> PROCUREMENT _ Award Total & Obligation
PALT
Period of Performance Defaults Award Total: $1703350 (Includes Optional Charges/Discounts)
Support D t: : o i 5 3
D:ﬁszram::"men > @® Calculate cbligated amount based on award total including optienal charges/discounts
History () User entered obligated amount calculated based on effective rate of: 1
Obligated Amount: $[17033 50
[ REPORTING ] = i : 7]
Ao REporteg qutra:t.:gt Oftf.ic‘e;. ] FIEMILY BLAKEMORE
it a aximum Potential Award
Sync Additional Reporting Value: $|17033.50 [Cluser Entered Maximum Potential Award Value
FPDS-NG Repart &
Correct FPDS-NG Repart .
Delete FPDS-NG Report FPDS Reporting
ACTIONS “Reporting Required
Assign PIIN
Check
Issue Save = Apply = Reset Cancel
Delete

Y

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

YV V V

Click the Check menu option
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Step

Action

Notes:

FPDS Reporting is mandatory in production and you will not see this field.

Users are not to ever use 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).

25

A pop-up window appears:

@ crequesttrain.eas.commerce.gov/noaa_train/jsp/ReportPage.jsp

—AI

Award Messages

Award Administration
Administration Information has passed all validations.

Award Obligation
Obligation Information has passed all validations.

Award Line Item
Award Line Items have passed all validations.

Review & Approval
Review & Approval Information has passed all validations.

Additional Reporting Elements
Warning: Additional Reporting Elements are incomplete.

Government Property
Government Property has passed all validations.

> Look for errors. If there are none, continue

> Click Close

Notes:

This screen will not show CFS obligation errors, only C.Suite errors.

This process is good to perform prior to doing FPDS reporting. It helps to minimize the
need to delete the FPDS report to fix errors.

This screenshot only provides an example of something that might need to be fixed
before continuing the process.

We are skipping FPDS for training purposes.

26

The next step is to set up the routing list. To do that, click the Manage
Reviewers/Approvers menu option
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Step Action
27 The Award Review & Approval Management screen appears. It is here you will set the
routing to process your document.
Award Review & Approval Management e
REVIEW & APPROVAL MENU . Reset all Search Fields
=) ACTIONS I Route orer: 1
Add Team Reviewer Type:
Filter on: [ ~] v [ ]
! = Search
_w SYSTEM OPTIONS
Summary Import Route List Model
=EORHERSYSTEMS S Mark g‘::"éf: Address To + R“;_';:":“': :le';‘i’:;: B ‘t’)i:I‘: B Re[‘;:{‘:d + u;::: i Status + Comments %
Mo records found that meet the search / filter criteria
» Click the Add User menu option
27a | The Reviewer Detail screen appears. It is here you will enter the information pertaining

REVIEWER DETAIL MENU

> SYSTEMOPTIONS

to the routing for this award.

Reviewer Detail

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: RD

* = Required Field

AN

Must be in Capitals if typing

:.ewew and Approval = Reviewer : —/r e
s .l:ie(:‘ewer Name:
= Receiving order:
Priority: =
Approval Required: @ Carbon Copy:
View Only: (m]
Save | Apply = Reset | Cancel
» Enter the Reviewer Code (i.e. EBC)
» Leave the Receiving Order the number it is
» Make sure the Approval Required radio button is selected
» Click Save
Notes:
v

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

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

Usually the approver is the Contracting Officer.
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27b

The Requisition Review & Approval Management screen appears with the approver

showing.

Award Review & Approval Management

REVIEW & APPROVAL MENU | Reviewer is successfully saved.

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: RAM

y

Add User
Add Te
= cam Search Criteria Reset all Search Fields
Release Reviewer Type:
Recall
Filter en: [ ~ ~| |
SYSTEM OPTIONS Search
Summary
Result Sorted By: Route Order, Reviewer Type
-~ OTHER SYSTEMS
Import Route List Model
] ER ) Displaying 1-1/ 1
Route , . Reviewer , Approval , View , Received , Last . . "
Mark order * Address To + Type ° Required ° only * Date ° Updated Status ¢ Comments ¢
v s 11/12/2020
0O 1w EMILY BLAKEMORE Individual A N 13:43:35
D Displaying1-1/1

» Click the 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 displays the date/time and
status of the review.

N User: HENRIETTA TENNESSEE (HNT)
Award Review & Approval Management Vermions 105 o den D AAM

REVIEW & APPROVAL MENU

e Reset all Search Fields
= - v
. Route Order: [ | ]
Add Team Reviewer Type:
Edit
Delete Filter on: [ v ~] ]
Forward
Release Search
Recall
Result Sorted By: Route Order, Reviewer Type
Summary
Import Route List Model
.+ OTHERSYSTEMS
[ETRE I O Displaying 1-1/ 1
Route . Reviewer , Approval , View , Received , Last " " "
Mark Order ¥ Address To 3 Type ° Required ° only ¥ Date s updated & Status ¢ Comments 3
0 10 EMILY BLAKEMORE Individual A | AR Hieee Review Pending by EMILY BLAKEMORE
14:04:21  14:04:21
X103 O

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, is emailed letting them know they have a
document to approve. Otherwise, they will need to log into the system and from the
Home screen do the following:

» Click Inbox from the Standard Menu Bar

C.Award  Home | Inbox | MyProfile | Help | Business Rules/Custom Help | Links | LogOff ...

User: EMILY BLAKEMORE (EBC)
User Inbox Management Version: 10.2 Screen ID: UI
USER INBOX MENU Reset all Search Fields

~ ACTIONS Search Criteria
Review and Approve
Review List:
[S/OTHER SYSTEMS .l From: )
Route Type: v
Filter Criteria v M|

Search
Result Sorted By: Last Update Date.
[ZIRI D] Displaying 1-2/ 2
. . Reviewer , s T prigity o Approval . View , . PR
Mark Document Name ¢ AgentName ¢ “SIECETe pate ¢ Time ¢ Priority ¢ pBRETS, ¢ (T ¢ New ¢ Description ¢ Comments
EX_5 HNT AWD HENRIETTA . .
IEECREnER E Individual  11/13/202008:28:16 N A N Y  Award
—  EX420201112 HNT AWD HENRIETTA i (04
O SoEmz21PNARACOLS TENNEssee  Individual  11/12/202014:04:21 N A N Y Award
XKD T

Displaying 1-2/ 2

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

> Click the Document Name
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Notes:

v Review and Approve should not be used without reviewing the document first.
v All areas of the document should be reviewed before obligated and approving.
v Once the document is approved it will no longer be accessible.

D2 The Award Summary screen appears.

User: EMILY BLAKEMORE (EBC)

Award Summary Version: 10.2 Screen ID: ASM

AWARD SUMMARY MENU Administration

% Award Type: Purchase Order/Priced  Ordering Source: Open Market Award Subject to Availability of Funds: No
Adminietiation National Interest: N/A Award Amount: $17,033.50

Accounting Vendor: ADVANCED TELEMETRY SYSTEMS, INC. (00004584) Obligated Amount: $17,033.50

Line Items co: EMILY BLAKEMORE (EBC)

Clauses * COR: If not required

Modifications select NCR-No COR ERIN K COBBS (EKC)

Iz‘r:i Required

Notes Document Status: On Draft Award 11/12/2020 13:33:01 Issued By:

Procurement Status: Fully Awarded
-~ PROPERTIES
i;‘;g:%ens Account Summary
PROCUREMENT Number of Codes Assigned to Line Items: 1 Number of Default Codes: ]

PALT Percent Allocated: 100.00% Total Default Percentage: 0%
Period of Performance Defaults Total Quantity Allocated: 110

Support Bocuments Total Cost Allocated: $17,033.50

History Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 13:24:15, for the Amount: $17,033.50 on Requisition NA-AJ2000-21-00033
Additional Reporting LG oo iy

Sync Additional Reporting

FPDS-NG Report No. Line Items: 3 Total Amount: $17,033.50

Correct FPDS-NG Report Base Amount: $17,033.50

Delete FPDS-NG Report Option Amount: $0.00
'~ ACTIONS

Assign PIIN Notes

Check

Issue No Notes

The approver should review the administration, line items, accounting, clauses, and
support documents prior to doing anything. If there is a paper copy, they should verify
it has the same information. Once they have decided everything looks all right, they
should:

» Click the FPDS-NG Report menu option
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Step

Action

D3 The FPDS-NG Summary screen appears.

W

FPDS-NG Summary

Award Summary Menu

Summary
Administration
Accounting
Line Ttems
Clauses
Modifications
Totals

Farms

Motes

Alternate CORs
Alternate TPOCs

Properties
Sharing
Action Alers

Procurement
PALT

Support Decuments
Deliverables
Histary

FPDS-NG Raport
Correct FPDE-NG Repart
Celete FPDS-NG Report

|_Actions |
Assign PIIN
Check
Tssue

correct.

Period of Performance Cefaults

Agency ID:

Award Type:
Award Name:
award PTIN:
Status:

Award Date:
Obligated Amount:

Contract Action Information

1330

Purchase Order/Priced
TRANSMITTERS 010713
EA-133F-13-5U-0016
©On Draft Award
01/07/2013
$17,033.50

FPDS-NG Information

Repart Status:
Agency 1D:
Award Type:

Derived Award PIID:

» Create/Edit

Draft, Carrect
1330
Purchase Order -

DOCEA-133F-13-5U-0016 Advanced Search

» Approve » View

» Once that is done, click Approve

= Cancel

The approver should review the report status (Draft, Correct). If anything other than
Draft, Correct appears, they should disapprove the document and send it back to the
Contracting Specialist. They may also choose to edit the report themselves. They
should probably view the report prior to approving it, to make sure all details are
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Step

Action

D4

The screen refreshes with the Report Status showing Approved/Final:

FPDS-NG Summary

User: KELLEY IOWA (KK
Version: 8.12 SP1 Screen ID: FPDSNGS

Contract Action Infermation
Agency ID: 1330
Award Type: Purchase Order/Priced
Award Name: TRANSMITTERS 0107132
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

We do not do the FPDS steps for training purposes.
» Click the Obligate menu option

D5a

The following pop-up will appear:

| Award Messages

@ Report Screen - Google Chrome 5@

& crequesttrain.eas.commerce.gov/noaa_train/jsp/ReportPage.jsp?from_mod=N

Award Administration
Administration Information has passed all validations.

Award Obligation
Obligation Information has passed all validations.

Award Line Item
Award Line Items have passed all validations.

Review & Approval
Review & Approval Information has passed all validations.

Additional Reporting Elements
Warning: Additional Reporting Elements are incomplete.

Government Property
Government Property has passed all validations.

> Click the Close
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Step Action
D5b | 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 Interface Validations Jopser: EMILY DLAKEMORE (Eoc)
AWARD SUMMARY MENU Transaction Information
~ SECTIONS
iz:":gﬂﬁm Document Number: 1305M221PNAAA0013
Accounting Document Name: EX 4 20201112 HNT AWD
Line Items Type: Obligation
Clauses Amount: $17,033.50
Modifications
:;zl:i Validation Messages
PROPERTIES
Sharing
Action Alerts
PROCUREMENT
g:ir)d of Performance Defaults
Support Documents
aﬂ;ﬁ;ab‘es Save and Post ~ Cancel
» Click Save and Post
D6 | The Award Summary screen appears with the obligation showing “Sent to Interface”.
Obligation: Sent to Interface; Awaiting Response
Notes:
v' To “refresh” the screen to see if it comes back as Approved or Rejected, click the
Summary OR View Status menu option.
v’ If rejected, click on the View Status menu option and then Message
D8 Once it’s approved, you will see the message under the View Status screen or on the
Summary.
Commitment: Accepted/Approved by Financial Syste
Obligation: Accepted/Approved by Financial System
D9 Once CFS has accepted the obligation, the next step is to issue the award.

» Click the Issue menu options
A pop-up window will appear showing you if it has passed all validations

» Click Close
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User: EMILY BLAKEMORE (EBC)
Issue Award Version: 10.2 Screen ID: AT
AWARD SUMMARY MENU
* = Required Field
Summary Award Information
Administration
Accounting Award PIIN Number: 1305M221PNAAA0013
Line Items
Clauses Award Name: EX 4 20201112 HNT AWD
Modifications
Totals Purchase Request Number: NA-AJ2000-21-00033
Forms
Notes Vendor: ADVANCED TELEMETRY SYSTEMS, INC. (00004584)
Contracting Officer: EMILY BLAKEMORE (EBC)
Sharing
Action Alerts Issuing Information
~ PROCUREMENT ;| * Issue Date: [11/23/2020 &

PALT

Period of Performance Defaults
Support Documents
Deliverables

History
Save = Reset | Cancel

In this screen, you can either accept 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

D11

The Award Summary screen appears with the following message:

Award successfully issued,

D12

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

» Click the Review and Approve menu option
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Step Action

D13 | The Review and Approve Document screen appears:

Review and Approve Document \’Jﬂ EMILY BLAKEMORE (EBC)

REVIEW DOCUMENT MENU
* = Required Field

~ OTHER SYSTEMS
est

C.Requ Document Number: 1305M221PNAAACOL3

Document Name: EX 4 20201112 HNT AWD
Approve:
Disapprove:

Forward Responsibility:

Signature Password [

Comments:

Youhave[ | characters remaining for your input.

View Reviewer List

Save Reset Cancel

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

Click Save

vV V V V

Notes:

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

v If as an approving official, you need someone else to review/approve, 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 the View Reviewer List link on the screen.

D14 | The User Inbox Management screen appears.

You can either Log out of C.Suite, or click the next PR 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 Flow

Solicitation PIIN
&

Administration

| |
| |

)
| Summary \
| |
| |

]

Line Items
¥

Clauses

| Forms | Support Docs |
¥ ¥

| Issue |

]
| Award \

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

Step

Action

From the Home screen click the Just In 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
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Step Action

2 From the Purchase Request Summary screen:

» Click the Create Solicitation menu option

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

-
2 Salicitation Report - Intemnet Explor

2 nttps:// 35.commMerce.gov/noaa_train/serviet/Document! 7 S&doc_type=PR a

V)
Comg/rizon‘Suite

Solicitation Report

Solicitation Administration:
Administration section has passed all validations.

Solicitation 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 secticn has passed all validations.

Government Property:
Government Property section has passed all validations.

> Click Close

4 The Solicitation PIIN and Name screen appears

Solicitation PIIN and Name

Enter Existing Solicitation PIIN: [
Document Number: 1305M2 19~ Br NAAA v 977

= Document Name: 1305M219BNAAAY2?7?

Save Reset  Cancel
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Step Action

4a There are 5 fields for Document Number:

» 1st Field - AGO Office (i.e. defaults to user’s office)

2nd Field - Fiscal Year (i.e defaults to the current FY)

3rd Field — Solicitation Type (i.e defaults to the letter B)

4th Field - Line Office (i.e. Must be selected based on the LO Requisition)

YV V V V

5th Field - Sequential Number

4al | The Solicitation Types are:
e B —Invitation for Bids
e R -—Request for Proposals

e Q- Request for Quotations (U if Q ends up full)

4b » Enter the Document Number fields (i.e1305M2-FY-Q-####-?7?7?7?)
» Enter the Document Name (i.e. {date} EX 5 {Training Initials} SOL)
» Click Save
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Step

Action

The Solicitation Administration screen Administration tab appears:

SOLICITATION SUMMARY
MENU

v SECTIONS
Summary

Administration

Line Items

Clauses

Bidders

Amendments

Pratests

Forms

Hotes

Sharing

'« PROCUREMENT
PALT
Period of Performance Defaults
Support Documents
Deliverables
History

.~ ACTIONS

Issue

Cancel

Copy.

Delete

Consalidate

Deconsolidate

Add To Hotlist

Manage Reviewers/Approvers

Award

Retum To Just In

Solicitation Administration User: HENRIETTA TENNESSEE (HNT)

Version: 10.2 Screen ID: SA

Selicitation created successfully,

* = Required Field
Administration

Solicitation Information

Type:
Solicitation Number:
= Solicitation Name:
Issue Date:

2 221QNAAIOOL0
[20201112 EX'5 HNT SOL |

For More Information: HENRIETTA TENNESSEE
Phone Number: 301-444-3400
E-Mail Address For Internal Routing: [HENRIETTA. TENNESSEE@TESTNOA

E-Mail Address For Printing: HENRIETTA TENNESSEE@TESTNOA/

~ Issuing offce: ]
NOAA/EASTERN REGIONAL ACQUISITION DIV

200 GRANBY STREET

NORFOLK VA 23510

= Contracting Office: =]
NOAA/EASTERN REGIONAL ACQUISITION DIV

200 GRANBY STREET

NORFOLK VA 23510

Save | Apply Reset || Cancel

» Be sure the Typeis RFQ

» Verify all the fields make any changes as necessary

» Click on the Quote/Bid/Proposal tab
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Step

Action

5a

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

PP . P . L A SSEE (|
Solicitation Administration et e A L]

SOLICITATION SUMMARY Solicitation created successfully.

MENU

.y SECTIONS Pl

Summary .

Administration * = Required Field

IGimpiSEoney  Quote/bid/Propose)  RmRcicEe i

Quote/Bid/Proposal Information

= Offers i

* Due

ol — v
[ PROPERTIES 0 = b,

PALT

Cance!
Copy
Delete

* Submit -

offers  [AJ930073 =]

To:
NOAA/EASTERN REGIONAL ACQUISITION DIV
200 GRANBY STREET
NORFOLK VA 23510

Censolidate

Deconsalidate Depos| \tory‘
Add To Hotlist Location:

Manage Reviewers/Approvers You have [ characters remaining for your input.

Save | Apply || Reset | Cancel

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){if not already filled in}

Enter the Depository Location (i.e. n/a) {this information doesn’t seem to appear
anywhere on the form}

Click on the Properties tab

FY 2021-V 1.0 57




C.Award for New Users

Training Exercises

Step

Action

5b

The Solicitation Administration screen Properties tab appears

SOLICITATION SUMMARY
MENU

> SECTIONS
Summary

Administration

Line Ttems

Clauses

Bidders

Amendments

Protests

solicitation Administration

Solicitation crested successfully.

| dminiaton | quotejeid/proposal | Propeies | Fominfo, |

Delivery Information
* Deli

e O 5307202 1 i
FOB  stion: [Destination v

* Deliver To: [AJ151200 B

Period of Performance Defaults
Support Documents
Deliverables

History

Consalidate

Deconsolidate

Add To Hotlist

Manage Reviewers/ Approvers

f

Award

Return To Just In

F

> Enter the

NOAA/OCIONSMO/ADS/FINANCE SYS ADMIN BRANCH
20020 CENTURY BLVD
GERMANTOWN MD 20879

Set-Aside Information

Type: [ ~
Set-Aside

parcents. ]

= 1

Standard:

‘Other Information

T UNSPSC  [72151200 ' &

Code:
Heating and cooling and air conditioning HVAC construction
services

* FSC Code: Z1JZ
MAINTENANCE OF MISCELLANEQUS BUILDINGS

NAICS Code (i.e. 333415)

» Click on the Form Info. tab

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: SA

* = Required Field
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Step

Action

5c

The Solicitation Administration screen Form Info. tab appears:

Solicitation Administration

SOLICITATION SUMMARY Solicitation created successfully.
MENU

Summary
Administration

Schedule B Text

Enter any special comments or notations that you wish to print before the line items.

You have [2000__| characters remaining for your input

Period of Performance Defaults

Suppert Documents File Attachment

Deliverables

Tidtory The text file specified in this section will print before the line items. You may select an existing third party file, you may
create a new file by using an existing template, or you may elect not to use any file attachment.

.~ ACTIONS

Issue ® No File Attachment

Caricel O upload Existing File

Copy ; :

s O Create New File Using Template

Consolidate

Deconsolidate
Add To Hotlist
Manage Reviewers/Approvers

Form Information

Solicitation Form: ‘SFMW P licitation Notice (Ci ion Contract)

Avizrd Block 1. Project Number
Block 2. Date of Notice

rr— Block 2. Date Sclicitation Documents Available

Block 5. Time for Completion {Calendar Days)

Block 7. Project Title

Block 7. Project Location

Block 8A. Charge for Solicitation Documents |

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

User: HENRIETTA TENNESSEE (HNT)
Versio

10.2 Screen ID: SA

* = Required Field

The Solicitation Summary screen appears:

Solicitation Summary
SOLICITATION SUMMARY Solicitation successfully updated.
MENU
¥ SECTIONS

Summary Administration
Administration

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: SSM

On Draft Solicitation
On Solicitation

Document Status:
Bidders Procurement Status:
Amendments Issue Date:

Brofets Offers Due Date:
Set Aside Type and Percent:

FSC Code: Z1JZ (MAINTENANCE OF MISCELLANEOUS BUILDINGS)

11/12/2020 12:00 PM ET

Bidders / Source List

PALT Number of Bidders 0

Period of Performance Defaults Number of Responses 0

Support Documents

Deliverables

Histary Line Ttems

Number of Line Items: : |

Copy Notes

Consalidate

Deconsolidate
Add To Hotlist
Manage Reviewers/Approvers Clauses

No Notes

Document Type: No Document Created

— Review and Approval

Return To Just In
Status: No route created

» Click the Line Items menu option
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Step Action

7 > Search the Line Items and validate the information for each line.

» Click the Summary menu option

8 The Solicitation Summary screen appears:

» Click the Clauses menu option

9 The Solicitation Clause Management screen appears:

P User: HENRIETTA TENNESSEE (HNT)
Solicitation Clause Management Vermons 100 Soromi 1D M

SOLICITATION CLAUSE MENU

e Reset all Search Flelds
v ACTIONS Items To Display: All v
Set Document Type
Select Clauses Section:
Create Text File :
copy Matrix Name:
Delete Fill-Ins: All Clauses v
|+ IMPORTS origin:
From Local Matrix .
From Any Solicitation Filter on: [ vl [ v [ |
.~ TOOLS Search
Reorder Clauses
Updste Incorporated Code Document Type:

= Clause i Page

Mark Se';:;o" ¢  Number/Text # I:‘;:L::'Dr ¢ Clause / Text File Title ¢ Origin ¢ Applicability ¢ I"corgz'al“d N S“”;‘:‘:"'Ze"t + Break ¢ Source ¢

[ SYSTEMIORTIONS File Name Indicator

|+ OTHER SYSTEMS No Clause or Text File records found that meet the search / filter criteria

» Click the Set Document Type menu option

Notes: Three types of solicitations require that clauses and text files 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. The information on the Uniform contract format can be found at

FAR 15.204-1.

9a The Solicitation Document Properties screen appears:

P N " User: HENRIETTA TENNESSEE (HNT)

Solicitation Document Properties Version: 10.2 Sereen ID: SCLDP
DOCUMENT PROPERTIES
MENU * = Required Field

* Document Type:

x SYSTEMOPTIONS
Clauses
Summary

Save  Apply Reset Cancel
OTHER SYSTEMS

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

Action

Notes:

v’ You need to set up the Document Type prior to adding clauses

v Make sure you select the right type prior to adding clauses.

v’ If you enter clauses on a document type and have to change the type you will lose all
clauses and have to start over.

9

The Solicitation Clause Management screen appears with a note on top:

o User: HENRIETTA TENNESSEE (HNT)
Solicitation Clause Management Versions 1013 Screa 1D: OM

SOLICITATION CLAUSE MENU | pocument Properties successfully updated.

(v ACTIONS
Set Document Type 4
Select Clauses

Reset all Search Fields
Create Text File

Search Criteria

Copy Items To Display:
Delete

Section:
> TMPORTS Matrix Name: No Matrices v
From Any Solicitation Fill-Ins: All Clauses v
Reorder Clauses _ o o
Update Incorporated Cade Filter on: [ | |

Search
_y SYSTEM OPTIONS
Summary Document Type: UCF (Solicitation)
z Clause = Page
[<IOTHER'SYSTEMS U grk S°HOM o Number/Text ¢ (FIFIM o Clayse / Text File Title ¢ Origin ¢ Applicability ¢ 'Neorporated o Supplement o p oy o gource ¢
d f Indicator By ame :
File Name Indicator
No Clause or Text File records found that meet the search / filter criteria
User: HENRIETTA TENNESSEE (HNT)

SE‘ECt c‘auses Version: 10.2 Screen ID: SLCL
SELECTCEAUSESIMENI g Reset all Search Flelds
T b | it v
gt e

Flteron: | ol <[ ]

Search

Clause Management
Summery Document Type: UCF (Salicitation}

Clause Details: (Please select the default information that will be applisd to each of the clauses being added)

= Section:

* Incorporated Code: FulText v

Page Break: O

Mark Clause Number + Clause Title ¢+  Supplement

No records found that meet the search/filter criteria.

Using the drop-down arrows select:

» Enter the Supplement (i.e. FAR)

» Enter the Filter Criteria #1 (i.e. Clause Number)
» Enter the Filter Criteria #3 field (i.e. 52.212-1)
» Click Search
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Step

Action

10a

The Select Clauses screen appears with the value you looked up:

User: HENRIETTA TENNESSEE (HNT)
Select Clauses Version: 10.2 Screen ID: SLCL

SELECT CLAUSES MENU e Crierin Reset all Search Fields

Supplement:

Add/select

Filter on: [ Clause Number « | [ Contains v [52.212-1 |
Search
cl Management
Summary Dacument Type: UCF (Solicitation)
Clause Details: (Please select the default information that will be applied to each of the clauses being added)
* Section:
= Incorporated Code: Full Text v
Page Break: J

Mark All | Unmark All

IRy Displaying 1-1/ 1
Mark Clause Number i Clause Title i Supplement *
a 52.212-1 INSTRUCTIONS TO OFFERORS--COMMERCIAL ITEMS (JUN 2020) FAR
IR Displaying1-1/1

» Select the Section (i.e. L)
» Check the box in front of the clause
> Click Add/Select

10b

The following message should appear at the top:

1 of the 1 clauses selected were added to the document.

Using the above steps on adding a new clause, add the following as well:
v' FAR 52.212-4 (K)
v FAR52.212-5 (K)
v' CAR 1352.246-70 (E)
v' CAR 1352.201-70 (K)
v' CAR 1352.237-71 (K)
v' FAR 52.232-33 (L)
When finished:

» Click the Clause Management menu option
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Step

Action

10c

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

= User: HENRIETTA TENNESSEE (HNT)
Solicitation Clause Management esites 10 S der DL

SOLICITATION CLAUSE MENU | _ Reset all Search Fields

Items To Display:
Set Document Type. il

Select Clauses Section:
Create Text File :
st tame:
et Fill-Ins All Clauses v
origin:
From Local Matrix §
From Any Selictation Filter on: [ ] ~ il

Search
Reorder Clauses
Update Incorporated Code Document Type: UCF (Slicitation)

Results Sorted By: Section, Incorporated By Descending - Supplement Name, Clause Number/Text File Name Ascending

Summary Mark Al Unmark All
[ OTHERSYSTEMS U (Wi Displaying 1-7/ 7
. Clause - page
Mark SESHON & Number/Text ¢ (FIFIN o Clause / Text File Title ¢ Origin ¢ Applicability ¢ I"COTRorated o Supplement oy o source ¢
d ] Indicator By Name 5
File Name Indicator
(=] = 1352.246.70 v SEAU%E ORFACCECTANCECARRY VA, F CAR N Solicitation
CONTRACT TERMS AND
o K 52.212:4 N CONDITIONS--COMMERCIAL  Manual F FAR N Solicitation

ITEMS (OCT 2018)
CONTRACT TERMS AND
CONDITIONS REQUIRED TO
(m] K 522125 N IMACHERT St e SR | fmanual 3 FAR N Solicitation
COMMERCIAL ITEMS (OCT
2020)
CONTRACTING OFFICER s

O K 1352.201-70 N AUTHORITY (APR 2016) Manual F CAR N Solicitation
SECURITY PROCESSING

O K 1352.237.71 N REQUIREMENTS - LOW RISK  Manual F CAR N Solicitation
CONTRACTS (APR 2010)
INSTRUCTIONS TO

(] L 52.212:1 N OFFERGRS--COMMERCIAL Manual F FAR N Solicitation
ITEMS (JUN 2020)
PAYMENT BY ELECTRONIC

(=] L 52232-33 e e || Manual 3 FAR N Solicitation
(ocT 2018)

[TIRT )| Displaying 1-7 / 7

» Click the Summary menu option

Notes: If the clauses are not in the order you would like, use the Reorder Clauses menu option.
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Step

Action

11 The Solicitation Summary

Solicitation Summary
SOLICITATION SUMMARY

screen appears:

Administration

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: SSM

MENU
SECTIONS Document Status: ©On Draft Solicitation

Summary Procurement Status: On Solicitation

Administration Issue Date:

t“"e e Offers Due Date! 11/12/2020 12:00 PM ET

auses

e Set Aside Type and Percent:

Amendments FSC Code: Z1JZ (MAINTENANCE OF MISCELLANEOUS BUILDINGS)
Protests

Forms . .
Notes Bidders / Source List

a Number of Bidders 0

Sharing Number of Responses 0

PALT Line Items
Periad of Performance Defaults

Svppoct Douinons Number of Line Items: 1

Deliverables

History

Notes

» ACTIONS

Issue

= No Notes

Copy

Delete Clauses
Consolidate

Deconsolidate
Add To Hotlist
Manage Reviewers/Approvers

Document Type:

UCF (Selicitation)

Review and Approval

Aviord
Status:

View Requisition Routing_List

Return To Just In

No route created

Amendments

No Amendments

» Click the Forms menu option

12

Solicitation Form Setup

SOLICITATION SUMMARY
MENU

The Solicitation Form Setup screen appears:

User: HENRIETTA TENN (HNT)
Version: 10.2 Screen 1D: SFS

- Required Field

Deconsolidate
Add To Hotlist
Manage Reviewers/Approvers

l

Award

» Click Apply
» Click View Form

Form: SF1449: Solicitation/Contract/Order for Commercial ltems ~

¥ SECTIONS

Summary Print for Bidder

Administration

Line Items

Clauses

Bidders Line Item Print Options
Amendments

Erotey [0 Delivery Address
Forms "

o [ Delivery Date

E} FOB Designation
O Purchase Request Number

Sharing [J  Stock Number

T Document Options

period of Performance Defaults 0 «

Suppert Documents auses.

Deliverables O Deliverables

Histary [J  Government Property

Form Status Setup

Issue

Cancel Date Last Updated:

Copy Time Last Updated:

Delete Agent Last Updated:

Consolidate

Save | Apply

View Form

Reset | Cancel

» Click the checkboxes for those items you wish to show on the solicitation
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Step

Action

12a

A window prompt will appear:

crequesttrain.eas.commerce.gov says

This will open the form in PDF format in a new browser window.

To return to the original form, please close the new window.

» Click OK

[ ]

12b

A new browser window or tab in the browser opens. You may need to maximize it to
view the Solicitation Form. Review the form in its completion prior to using the Adobe

icons to save or print your solicitation form.
SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS 'ﬁi{ﬂgg;a‘f’;"fgoass PACES1OF
OFFERORTO COMPLETE BLOCKS 12, 17, 23, 24, & 30
2.CONTRACT NO. 3. AWARD/EFFECTIVE 4. ORDER NUMBER 5. SOLICITATION NUMBER 6. SOLICITATION 155UE
ol 1305M221QNAAJ0010 P
a NAME b. TELEPHONE NUMBER iNo collect 8. OFFER DUE DATE/
7. FOR SOLICITATION HENRIETTA TENNESSEE calls) LOCAL TIME
INFORMATION CAEL: HENRIETTA. TENNESSEE@TEST.NOAA.GOV 301-444-3400 TS;’; gﬁg%ﬂ
9. BSUED BY cope  [AJS30073 10. THIS ACQUISITION IS [X]UNRESTRICTED OR [ |SET ASIDE: % FOR:
MNOAAEASTERN REGIONAL ACQUISITION DIV D SMALL BUSINESS D WOMEN-OWNED SMALL BUSINESS
200 GRANBY STREET (WOSE) ELIGIBLE UNDER THE WOMEN-OWNED
MORFOLK VA 23810 [[] HuBZONE SmMALL SMALL BUSINESS PROGRAM  NAICS:
PLIEINE 55 EDWOSB 333415
SERVICE-DISABLED
O VETERAN-OWNED SEE STANDARD:

SMALL BUSINESS  [_a(A)

11. DELIVERY FOR FOB DESTINA- 12.DISCOUNT TERMS
TION UNLESS BLOCK IS
MARKED

D SEE SCHEDULE

:‘ 13a. THIS CONTRACT IS A 13b. RATING
RATED ORDER UNDER
DPAS (15 CFR 700}

14. METHOD OF SOLICITATION

] rra [ w8 RFP

15. DELIVER TO CODE
See Schedule

16. ADMINISTERED BY

CODE

17a CONTRACTOR/ CODE FACILITY
OFFEROR. CODE

18a PAYMENT WILL BE MADE BY

TELEPHONE NO.

CODE

|j 17h. CHECK IF REMITTANCE 15 DIFFERENT AND PUT SUCH ADDRESS IN
OFFER

18b. SUBMIT INVOICES TO ADDRESS SHOWM IN BLOCK 18a UNLESS BLOCK

BELOW IS CHECKED u SEE ADDENDUM

L2 200
MEMNO. SCHEDULE OF SUPPLIES/SERVICES

21. 25 3.
QUANTITY LNIT UNIT PRICE

24.
AMOUNT

Please |see continuation page for line item details.

iLise Reverse and/or Attach Additional Shests as Necessary)

» Close the window or the tab when finished

FY 2021-V 1.0

65




C.Award for New Users Training Exercises

Step

Action

12c

The Solicitation Form Setup page will show with our applied changes:

i : - User: HENRIETTA TENNESSEE (HNT)
Solicitation Form Setup Version: 10.2 Screen ID: SFS

SOLICITATION SUMMARY

MENU * = Required Field

Form:  [SF1449 Solicitation/Contract/Order for Commercial Items v

. x SECTIONS

Summary Print for Bidder

‘Administration

Line Ttems [

Eidders Line Item Print Options

Amendments

Protests Delivery Address

Forms. ¥

Mokes Delivery Date

(] FOB Designation
[ Purchase Request Number

St [ Stock Number
~ PROCUREMENT B

PAIT Document Options

Period of Performance Defaults

Support Documents Clauses

Deliverables [ Deliverables

History a Government Property

= ACTIONS | Form Status Setup

Issue

Cancel Date Last Updated:
Copy Time Last Updated:
Delete Agent Last Updated:
Consolidate

Deconsolidate
Add To Hotlist

Manage Reviewers/Approvers Save | Apply : Reset | Cancel

Award

» Click the Issue menu option

13

The Issue Solicitation screen appears:

-z . User: HENRIETTA TENNESSEE (HNT)
Issue Solicitation Version: 10.2 Screen ID: SI

SOLICITATION SUMMARY
MENU = Required Field

[SISECTIONSIl | ~ ssue pate: (&

Summary

Administration _

Line Items Proposal Information

Clauses

Bidders Offers Due Date: 11/12/2020

Amendments 2

Protests Offers Due Time: 12:00 PM Eastern Time (ET)
Forms

Hotes Number of .

Copies:
Sharing Submit Offers To: AJ930073
NOAA/EASTERN REGIONAL ACQUISITION DIV

|~ PROCUREMENT 200 HANBY STRELS

PALT NORFOLK VA 23510

Period of Performance Defaults

Support Documents

Deliverables Depasitory

History Location: L
> ACTIONS

Issue

Publish

Cancel

Copy.

Delete

Consolidate

Save || Reset | Cancel

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

» Click Save

Notes:

v’ The Issue Date field automatically populates with the current system date.
v’ The Issue Date field can be changed.
v’ The Issue Date field should not be after the Offers Due Date.
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Step Action

14 The Solicitation Summary screen appears with the Document Status now stating

Solicitation Issued:
Solicitation Summary User: EE\::]ETC-ZTE;‘.“\E—S;EETIST

;SNLIIJCITATIDN SUMMARY Solicitation successfully updated.
v SECTIONS #
§::m|z?y;[on Administration
E":s‘:r“ Document Status: Solicitation Issued
e Procurement Status: ©On Solicitation
Amendments. Issue Date: 11/12/2020
i;::z's Offers‘Due Date: 11/12/2020 12:00 PM ET
T Set Aside Type and Percent: i
E—— FSC Code Z1JZ (MAINTENANCE OF MISCELLANEOUS BUILDINGS)
sharing Bidders / Source List
T " Number of Bidders 0
Period of Performance Defaults Number of Responses 0
;:DS:;E:;MEHG Line Ttems
,gSJAECHONS Number of Line Items: 1
s o
s remmel Ao T
R— Document Trpe: UCF (Solicitation)
Click Home in the Standard Menu Bar to work on another document since you have
issued the solicitation and are waiting for the bids to come in to select a vendor.

15 For purposes of TRAINING ONLY, we are going to assume we have received the bids
and have selected a vendor. So now we are able to Create an Award.

+ CREATE
Award
Notes:
v In production, the solicitation might be hot listed for easy access when the solicitation
has finished.
v'In production, you would be done with this solicitation until you have selected the
vendor
16 The Award PIIN and Name screen appears:

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

» Select the Award Number (i.e. 1305M2-FY-P-##t##-??77?)

» Type the Award Name (i.e. {date} EX 5 {Training Initials} AWD)
» Click Save
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Step

Action

17

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

» Enter the CO (i.e. EBC)
Change the Award Date (Defaults to current date)
Enter the Signed On Date (i.e. 2 days from current date)

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

>
>
>
» Enter the Expiration Date (i.e. date from the requisition)
» Enter the Est. Ultimate Completion Date (i.e. date from the requisition)
» Enter the Vendor (i.e. 00000037) Sun Micro Systems

» Enter the Business Size Indicator (i.e. Small)

>

Click the Properties tab

17a

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

» Change the Delivery Date (i.e. PR delivery date — should fill in)
Change the FOB Designation (if needed)

Enter the Ship Via: address (if needed)

Enter the NAICS Code (i.e. 333145 — should fill in from Solicitation)
Check the Contractor required to sign checkbox

Enter the # of copies to Issuing Office (i.e. 1)

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

Click the Addresses tab

YV V. V V V V V

17b

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

» Verify addresses have been filled out, enter any that have not.

» Click the Funding tab
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Step

Action

17c

The Award Administration screen Funding tab appears:

» Enter the # of days for Constructive Acceptance (i.e. 007)

Check the Subject to Prompt Pay checkbox
Select the Payment Type (i.e. EFT)
The Treasury Account Symbol defaults from the PR

YV V V V

Click the Form Info tab

17d

The Award Administration screen Form Info tab appears:

» Choose the Form (i.e. OF347 Order for Supplies/Services)

> Click Save

18

The Award Summary screen appears:

Award Summary

AWARD SUMMARY MENU

Award successfully updated.

Administration

User:

HENRIETTA TENNESSEE (HNT]
Version: 10.2

Sereen ID: ASM

Account Summary

Award Type: purchase Order/Priced  Ordering Source: Open Market Award Subject to Availability of Funds: No
National Interest: N/A Award Amount: $150,000.00
Vendor: SUN MICROSYSTEMS FEDERAL, INC (00000037) Obligated Amount: $150,000.00
co: EMILY BLAKEMORE (EBC)

* COR: If not required

select NCR-No COR ERIN K COBBS (EKC)

Required

Document Status: On Draft Award 11/13/2020 08:06:44 Issued By

Procurement Status: Fully Awarded

Number of Codes Assigned to Line Items: 1 Number of Default Codes: 0
Percent Allocated: 100.00% Total Default Percentage: 0%
. RERORTING Total Quantity Allocated: 4
‘dditional Reporting Total Cost Allocated: $150,000.00
i;g‘s“':’g“‘”a‘:e"""'”g Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 13:36:05, for the Amount: $150,000.00 on Requisition NA-AJ2000-21-00035
- o
Correct FPDS-NG Report
Delete FPDS-NG Report Line Item Summary
No. Line Items: 1 Total Amount: $150,000.00
Base Amount $150,000.00
Option Amount: 30.00

Notes

t
Manage Reviewers/Approvers No Notes

» Click the Line Items menu option

19

The Award Line Item Management screen appears:

> Click Search
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Step

Action

20

The Line Items associated to the Award will appear:

» To review a line, click on the Line #

20a

The Award Line Item Detail screen Administration view tab appears:

» Enter any Cost changes (if necessary)

Notes:

v’ The cost can be changed only if it was less than the original committed amount.

v’ If the cost ends up being more than the original committed amount an additional PR
must be sent for the additional amount and be consolidated to the original award.

v Anytime changes are made to cost from the original commitment the accounting has to
be reviewed and possibly adjust.

20b

The Award Line Item Detail screen Address view tab appears:
» Review the information on the screen, making any necessary changes
» Click Apply

» Click the Accounting menu option

21

The Award Line Item Management screen appears:

» The account codes associated with this line appear

Notes:

v’ Verifying the accounting is important especially if you made costs changes on the line.

v’ Verify how the accounting was allocated (percent, cost, or quantity).

v’ If the accounting was allocated by percent, when the cost changes it should
automatically update the cost associated to the accounting.

v’ If the accounting was allocated by cost/quantity, the cost will not update automatically
and it will need to be changed to the correct amount.
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Step Action

21a | To view the sections of the ACCS, click the Account Code.

Account Code Detail A Y
ACCOUNT CODE DETAIL MENU
Line Item No.: 0001, MAIN HVAC REPLACEMENT WITH GROUND SOURCE HEAT PUMP AT OFFICE IN GERMANTOWN, MD * = Required Field
~ SYSTEM OPTIONS
Accounting Bureau Code (2): 14 ’Import Entire Account Code
Summary
Line Items Fiscal ‘Year (2): 21
[SIOTHERSYSTEMSIIN | project (7): 28LEF28
Task (3): 800
Fund {4): 0001
Program (9): 022116001
Organization (16): 3021000200000000
Object Class (8): 25272535
User Defined (6): 000000
Allocation By: Cost
Percent: 100 Cost: 150000 Quantity: 1
Commit Amount: @EIIL Jommitted Amount: 150,000.00

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

» When you are finished reviewing, click the Line Items menu option

Notes:

v To edit the accounting you will need to check the checkbox and select Edit menu option
v’ Clicking on the accounting string will only let you view the information not edit.

21b | The Award Line Item Management screen will appear:
» Review the rest of the line items and accounting for each.

» When you are finished, click the Summary menu option
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Action

22

The Award Summary screen appears:

AWARD SUMMARY MENU

w SECTIONS
Summary

Administration

Accounting

Line Ttems

Clauses

Madifications

Totals

Forms

Notes

Sharing
Action Alerts

.~ PROCUREMENT
PALT

Period of Performance Defaults
Support Documents

Deliverables

History

Additional Reparting
Sync Additional Reporting
FPDS-NG Report

Correct FPDS-NG Report
Delete FPDS-NG Report

Assign PIIN
Checl

Issue

Delete
Consolidate
Deconsolidate
Add To Hotlist
Manage

Award Summary

Administration

User: HENRIETTA TENNESSEE (HNT]
Version: 10.2 Screen ID: ASM

Award Type: Purchase Order/Priced Ordering Source: Open Market Award Subject to Availability of Funds: No
National Interest: N/A Award Amount: $150,000.00
Vendor: SUN MICROSYSTEMS FEDERAL, INC (00000037) Obligated Amount: $150,000.00
co: EMILY BLAKEMORE (EBC)
* COR: If not required
select NCR-No COR ERIN K COBBS (EKC)
Required
Decument Status: On Draft Award 11/13/2020 08:06:44 Issued By:
Procurement Status: Fully Awarded
Account Summary
Number of Codes Assigned to Line Ttems: 1 Number of Default Codes: 0
Percent Allocated: 100.00% Total Default Percentage: 0%
Total Quantity Allocated: 1
Total Cost Allocated: $150,000.00

Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 13:36:05, for the Amount: $150,000.00 on Requisition NA-AJ2000-21-00035

Line Item Summary

No. Line Items: 1

Total Amount:
Base Amount:
Option Amount:

Notes

$150,000.00
$150,000.00
$0.00

No Notes

Clauses

(+ VENDOR

Document Type: UCF (Uniform Contract Format)

» Click the Clauses menu option

23

The Award Clause Management screen appears:
» Click Search

Verify the Clauses are populated based on the solicitation

>
> Add additional clauses if needed
>

When you are finished, click Save
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Action

23

The Award Summary screen appears:

User: HENRIETTA TENNESSEE (HNT)
Award Summary Version: 10.2 Screen ID: ASM
AWARD SUMMARY MENU Administration
'SWWW Award Type: Purchase Order/Priced Ordering Source: Open Market Award Subject to Availability of Funds: No
Administration National Interest: N/A Award Amount: $150,000.00
Accounting Vendor: SUN MICROSYSTEMS FEDERAL, INC (00000037) Obligated Amount: $150,000.00
E““E frems co: EMILY BLAKEMORE (EBC)
auses
Medifieations * COR: If not required
o select NCR-No COR ERIN K COBBS (EKC)
Forie Required
Notes Decument Status: On Draft Award 11/13/2020 08:06:44 Tssued By:
Procurement Status: Fully Awarded
v PROPERTIES
Sharing
Action Alerts Account Summary
.mgmﬂm_. Number of Codes Assigned to Line Ttems: 1 Number of Default Codes: (]
AT S percent Allocated: 100.00% Total Default Percentage: 0%
Support Documents. Total Quantity Allocated: 1
Deliverables Total Cost Allocated: $150,000.00
History, Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 13:36:05, for the Ameunt: $150,000.00 eon Requisition NA-A)2000-21-00035
v REPORTING
Additional Reporting Line Item Summary

Sync Additional Reporting

FPDS-NG Report . .
e LG R No. Line Ttems: 1 Total Amount: $150,000.00

Delete FPDS-NG Report Base Amount: $150,000.00
Option Amount: $0.00

Assign PITN

f

Notes

Deléta No Notes
Consolidate

Deconsolidate
Add To Hetlist Clauses
Manage

Document Type: UCF (Uniform Contract Format)

f

» Click the Totals menu option.

24

The Award Totals Management screen appears:

Award Totals Management

AWARD SUMMARY MENU

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Sar D: ATM

E

Line Item Total: 150000
Summary
Administration Optional Charges/Discounts
Accounting
Line Ttems Type of Discount: v
Clauses ” B
e Discount Percent: 0
Totals iscount Amount: $|0
Forms
VAT Rate: R

PROPERTIES VAT Amount: sfo00 ]
Sharing
Action Alerts Shipping Charges: spon ]
I PROCUREMENT | Award Total & Obligation
PALT
Period of Performance Defaults Award Total: $ 15000000 (Includes Optional Charges/Discounts)
S rt De t:
e ® Calculate obligated amount based on award total including optional charges/discounts
History © _user entered obligated amount calculated based on effective rate of: 1

Cbligated Amount: $[150000.00
AT onal REportng Mca_ntra:t:vgt Of:.i:‘e;: 5 2 EMILY BLAKEMORE
Sync Additional Reporting o TRLEREL AR ¢[¥5b000 08 [Juser Entered Maximum Potential Award Value
FPDS-NG Report -
Correct FPDS-NG Report .
Delete FPDS-NG Report FPDS Reporting
=Reporting Required

Assign PIIN
Check
Issue Save = Apply = Reset | Cancel
Delete
Consolidate

Deconsolidate

» Validate the Award Totals
» Uncheck the FPDS Reporting box (for training purposes ONLY)
» Click Save
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Step Action

Notes:

v’ In production FPDS cannot be unchecked and this step is not necessary

25 The Award Summary screen appears:

» Click the Check menu option

26 A pop-up window appears:

N =

@ crequesttrain.eas.commerce.gov/noaa_train/jsp/ReportPage jsp

@ Report Screen - Google Chrome

Award Messages

Award Administration
Administration Information has passed all validations.

Award Obligation
Obligation Information has passed all validations.

Award Line Item |
Award Line Items have passed all validations.

Review & Approval
Review & Approval Information has passed all validations.

Additional Reporting Elements
Warning: Additional Reporting Elements are incomplete.

|

Government Property
| Government Property has passed all validations. |
I

| iovescriptciosewing -1

» Check for errors. If there are none, then continue

» Click Close

Notes:
v’ This option does not display CFS obligation errors, only those from C.Suite.

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

v' Warnings will still allow you to proceed.

v For Training Purposes, we are not doing FPDS.

27 The next step is to set up the routing list. To do this, click the Manage
Reviewers/Approvers menu option.

FY 2021-V 1.0 74




C.Award for New Users

Training Exercises

Step

Action

28 The Award Review & Approval Management screen appears. This is where you will set

REVIEW & APPROVAL MENU .
Search Criteria

up the routing for your document.

Award Review & Approval Management

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen 1D: RAM

Reset all Search Fields

_» ACTIONS || Route Order: ( ]
Add User
Reviewer Type:
Filter on: [ ~| [ |
Search
~ SYSTEM OPTIONS
Summary Import Route List Model
-~ OTHER SYSTEMS Route _ . Reviewer _ Approval , View , Received _ Last = = =
Mark SU" e Address To # Rotuired ® |only * | Date. ®  updated * Status + Comments &

No records found that meet the search / filter criteria

» Click the Add User menu option

28a | The Reviewer Detail screen appears. It is here where you will be entering your

Reviewer Detail
REVIEWER DETAIL MENU

. SYSTEM OPTIONS

information pertaining on how your award will route through the system.

User: HENRIETTA TENNESSEE (HNT.
Version: 10.2 Screen ID: RD

* = Required Field

:a’wé*}v:r’m Approval = Reviewer : —
[SOTHERSYSTEMSII | Fovieerheme:

= Receiving order:

Priority: (m]

Approval Reguired: ® Carbon Copy:

View Only: O

Save | Apply Reset = Cancel

» Enter the Reviewer Code (i.e. EBC)
» Leave the Receiving Order the number as it is
» Make sure the Approval Required radio button is selected
» Click Save
Notes:

v’ If you are entering the code, be 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.

v’ Usually the approver is the Contracting Officer.
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28b

The Award Review & Approval Management screen appears with your approver

showing.

Award Review & Approval Management
REVIEW & APPROVAL MENU

Reviewer is successfully saved.

Add User

User: HENRIETTA TENNESSEE (HNT)

vers:

on: 10.2 Screen ID: RAM

#

Add Team .
157 Search Criteria Reset all Search Fields
Route Order: —
orvar
Release Reviewer Type:
Recal .
Filter on: [ vl vl [ ]
|+ SYSTEMOPTIONS Search
mmmmmmm
Result Sorted By: Route Order, Reviewer Type
|+ OTHERSYSTEMS

Import Route List Model

RN Displaying 1-1/ 1
Route _ . Reviewer , Approval , View _ Received _ Last = = =
Mark order ¥ Address To £ Type ° Required ° only * Date * updated  * Status 4 Comments &
» N 11/13/2020
O 10 EMILY BLAKEMORE Individual A N 08:27:16
I RR LD Displaying 1-1/ 1

» Click the Release menu options

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, you must click Release.
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Step Action

28c | The Award Review & Approval Management screen will then show the date/time and
status of the review.

3 " User: HENRIETTA TENNESSEE (HNT)
Award Review & Approval Management Version: 10.2 Screen 1D; RAT
REVIEW & APPROVAL MENU || ol Criteria Reset all Search Fields
v | 3 ]
Route Order C——— [
Add Team Reviewer Type:
Edit
Delete Filter on [ ~ | ~ [ ]
Forward
Release Search
Recal
Result Sorted By: Route Order, Reviewer Type
v SYSTEM OPTIONS
Summary
Import Route List Model
v OTHERSYSTEMS
[EIRT 3 00} Displaying 1-1/ 1
Route , . Reviewer , Approval _ View ., Received , Last i =
Mark S20% e Address To O T Y Rt ) b Date el L Didnted S Status + Comments &
O y M ivi 11/13/2020  11/13/2020 N .
0O 10 EMILY BLAKEMORE Individual A I e e Review Pending by EMILY BLAKEMORE
C7R7 03 0

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 At this point, the Approver goes 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 happen for various reasons: Adding clauses required by law after issuing a
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. Follow the flow chart to amend the solicitation to update
the return date of the bids.

Amendment Solicitation Flow \./

| Solicitation Summary ‘
v

| Amendment Management ‘

| Amendment PIIN and Name ‘

v

| Amendment Administration ‘

| Amendment Summary ‘

— v

Forms H Support Docs H Clauses ‘

Review/Approval

i

| Validate Amendment ‘

v
| Award ‘
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Step

Action

From the Hotlist or the Worksheet, find the solicitation that needs to be amended and
click to open it.

The Solicitation Summary screen appears.

SOLICITATION SUMMARY
MENU

Solicitation Summary

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: S5M

Administration

Document Status:

Solicitation Issued

Deconsolidate
Add To Hotlist
Manage Reviewers/Approvers

v SECTIONS
Summary Procurement Status: On Solicitation
Administration Issue Date: 11/10/2020
é“" fteqe Offers Due Date: 11/27/2020 12:00 PM ET

auses
e Set aside Type and Percent:
Amendments FSC Code: 1910 (TRANSPORT VESSELS-PASSENGER & TROOP)
Protests.
Forms " .
e Bidders / Source List

Number of Bidders Q
Shaking Number of Responses 0
PALT Line Items
Period of Performance Defaults
SUppoet Dodlents Number of Line Items: 1
Deliverables
History
Notes

Issue
= No Notes
Copy
Delete Clauses
Consolidate

Document Type:

SAP (Simplified Acq Procedure)

Review and Approval

Award
Status:
_ SYSTEM OPTIO View Routing List
Return To Recently Accessed
v OTHER SYSTEMS

No route created

Amendments

No Amendments

» Click the Amendments menu option

AMENDMENT MENU
(» ACTIONS

Create
Delete

Bidders
Amendments

- OTHERSYSTEMS

Amendment Management

Search Criteria

The Amendment Management screen appears.

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: AM

Reset 3ll Search Fields

Amendment Status:
Filter Criteria: | v ~ ]
Search
[T Displaying 0- 0 / 0
Mark Amendment Name = Amendment Number  + Effective Date = Extended Due Date = “'“Set";;":"t B
No Amendment records found that meet the search / filter criteria
iy Displaying0-0 / 0

» Click the Create menu option
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Step

Action

The Amendment PIIN and Name screen appears.

Amendment PIIN and Name

AMENDMENT MENU

~ ACTIONS
Create Solicitation PIIN: 1305M221QNCNLO00S
Delete
Last Amendment Number:
~ SYSTEMOPTIONS Enter Existing Amendment
Bidders Number:
Amendments
* Document Number:
~ OTHERSYSTEMS

* Document Name: 7?2

Save  Reset

» Click Save

Cancel

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: CAM

* = Required Field

Notes:

v’ Under the new PIID structure, amendments are system generated.

The Amendment Administration screen appears on the Administration view tab.

Amendment Administration

AMENDMENT SUMMARY MENU | amendment created successfully.
Amendment Administration

Solicitation Administration
Line Trems

Clauees Administration | SSSEEISSSES ISRESEURRCNN
Forms.

Hotes Solicitation Information
[=IPROPERTIESINIININN | solicitation PIIN: 1305M221QNCNLDO0S
E=UPROCUREMENTISS | sojicitation Issued Date: 11/10/2020

Support Documents
Period of Performance Defaults

Assign PIIN

Cancel Solicitation
Cancel Amendment
validate Amendment
Manage Number: 0001

Amendment Administration

= Amendment Name: [oo01

Amendments

Sionmry Tye of Amendment;
= OTHER SYSTEMS """l | Contractor is required to sign and

return the amendment: =

Save Apply

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

YV V V V V

Click the Addresses tab

Solicitation Name:

Purchase Request Number:

Amendment Effective Date:

Extended Offers Due Date:

Number of Copies:

Reset | Cancel

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

User: HENRIETTA TENNESSEE (HNT)
Version: 10,2 Screen ID: EAMSF30

* = Required Field

20201110 EX 6 SOL HNT

NA-A12000-21-00037

[11/1372020] El

—
—/

Check whether the contractor is required to sign and return the amendment

Enter the Extended Offers Due Date (i.e. one more day from original solicitation)
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Step

Action

The Amendment Administration screen appears on the Addresses view tab.

Amendment Administration et s
AMENDMENT SUMMARY MENU | amendment created successfully
Amendment Administration 4
Solicitation Administratien 5
Line Items = = Required Field
Forme
hotes Addresses
- PROPERTIES

Administering——————0 @
Office:

Support Dosuments
Period of Performance Defaults

esign FIIN
Cancel Solicitation
Cancel Amendment
Validate Amendment Issuing =]
Manage Reviewers/Approvers office: [AJ930073 ~
NOAA/EASTERN REGIONAL ACQUISITION DIV
" 200 GRANBY STREET
N ——.. NORFOLK VA 23510
Summary

Save | Apply | Reset | Cancel

» Add/Change any Office Codes. (i.e. copy issuing address and add it to Administering

Office.)
» Click the Description tab

The Amendment Administration screen appears on the Description view tab.

P " User: HENRIETTA TENNESSEE (HNT)
Amendment Administration Version: 10,2 Screen ID: EAMSF30

AMENDMENT SUMMARY MENU | smendment created successfully.

‘Amendment Administration 4
Solicitation Administration

Treitams = = Required Field

Forms

otec Amendment Description

I~ BRORERTIES Uil | The Description wil display the first 320 of 4000 characters, including spaces and carriage/hard
returns, in Block 14 of the SF30. If the Description exceeds 320 characters, then the remaining text

Suppert Documents will display in its entirety on the Continuation Page(s).

Period of Performance Defaults

Assign PIIN
Cancel Solicitation
Cancel Amendment You have [4000 characters remaining for your input.

Validate Amendment

Manage Reviewers/Approvers File Attachment

The text file specified in this section will print before the line items. You may select an existing third

.~ SYSTEMOPTIONS & i
Amendments party file, you may create a new file by using an existing template, or you may elect not to use any
Summary file attachment.

. OTHERSYSTEMS ® o File Attachment
) Upload Existing File
(O Create New File Using Template

Save Apply Reset  Cancel

» Enter the description if needed
» Click Save
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Step

Action

The Amendment Summary screen appears:

Amendment Summary

AMENDMENT SUMMARY MENU | Amendment successfully updated.

User: HENRIETTA TENNESSEE (HNT)

Version: 10.2 Screen 1D: AMSM

. w SECTIONS
Amendment Administration
Solicitation Administration Administration
Line Items
Cases Amendment Status: Draft Amendment
fotes Amendment Effective Date: 11/13/2020
Amendment Type:

= PROPERTIES | rers Due Extended: 11/17/2020

PROCUREMENT Offers Due Date: 11/27/2020

Support Documents

Period of Performance Defaults Bidders / Source List

|- ACTIONS
Assign PIIN Number of Bidders 0
Cancel Solicitation Number of Responses 0

Cancel Amendment
Validate Amendment

Manage Reviewers/Approvers Line Items
. Number of Line Ttems: 0
.~ SYSTEM OPTIONS
Amendments
Notes
~ OTHER SYSTEMS
No Notes
Clauses
Decument Type: SAP (Simplified Acg Procedure)

Review and Approval

Status: No route created

View Requisition Routing List

Associated Documents

Related Documents

» Click the Validate menu option

The Validate Amendment screen appears.

Validate Amendment
AMENDMENT SUMMARY MENU

User: HENRIETTA TENNESSEE (HNT
Version: 10.2 Screen ID: AMV

Required Field

(> SECTIONS
Amendment Administration
Solicitation Administration Validate Amendment Information
Line Items
Clauses Solicitation PIIN Number: 1305M221QNCNLO00S
Farms
Notes Amendment Number: 0001 Amendment Name: 0001
PROPERTIES § Validating Agent Id: HNT validating Agent Name: HENRIETTA TENNESSEE
['= PROCUREMENT "' ~*amendment Effective Date: [11/13/2020 I

Support Documents
Period of Performance Defaults

f

Assign PIIN Save Reset Cancel

Cancel Selicitation

Cancel Amendment

Validate Amendment

Manage Reviewers/Approvers

Amendments
Summary

» Verify the information is correct on screen

Y

> Click Save

Change the Amendment Effective Date if needed (i.e. it will default to current date)
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Step

Action

10

The Amendment Summary screen appears:

AMENDMENT SUMMARY MENU | amendment is validated successfully

(> SECTIONS

Amendment Administration 4
Administration

Amendment Status: Validated

Amendment Effective Date: 11/13/2020

Amendment Type:

Offers Due Extended: 11/17/2020

Offers Due Date: 11/17/2020
Support Documents
Period of Performance Defaults Bidders / Source List
Assign PIIN Number of Bidders 0
Cancel Solicitation Number of Responses 0
Cancel Amendment
validate Amendment ?
Manage Reviewers/Approvers Line Items

SYSTEM OPTIONS Number of Line Items: 0
Amendments
Notes

-~ OTHER SYSTEMS

No Notes

Clauses
Document Type: SAP (Simplified Acq Procedure)
Review and Approval
Status: No route created

view Requisition Routing_List

Associated Documents

Related Documents

11

» Click the Forms menu option

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

» When bidding is complete, return 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 returned with the lowest bid totaling around $500 more
than the original PR. You speak to the office requesting the product and they agree to the extra
money. To award this PR, 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:

» Review the original PR making note of the delivery date, amount, etc.
» Review the new PR, making note of the Accounting, PR #, amount, etc.
» Create the Award from the Solicitation
>

Fill out all sections of the Administration screen

2 On the Award Summary screen: + ACTIONS
. . . fssign PIIM
» Click the Consolidate menu option SS10n
Check
Issue
Delete

Cansalidate

Deconsaolidate

Add To Hotlist

Manage Reviewers/Approvers
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Step Action

3 The Consolidate Purchase Request screen appears:

Document: 1305M221PNAAADDLS | 1305M221PNAAADOLS
User: HENRIETTA -
Consolidate Purchase Request JSEQ,;;!EEEETE;Q’,‘;;,”{ESCQ;‘PTR

CONSOLIDATE PR MENU Lead PR Info:

purchase Request Number: NA-AJ2000-21-00039
Add/Select

purchase Request Name: 20201105 EX 7-1 HNT

Purchase Request Date: 11/05/2020
EESYSIENORINONSESSNNES | Delivery Date: 09/30/2021

Summary
Contract Number:

= OTHER SYSTEMS " Delivery Order Number:
FSC Code: 2815
Suggested Vendor:

Fitter on: [ < [ < Reset all Search Fields
Search
Result Sorted By: Purchase Request No. Ascending
Mark All | Unmark All
RIRRI ) Displaying 1-8 /8
Mark  Purchase Request Name  # Purchase Request No. % PR Date + Delivery Date % LI Total ¢ status ¢
[J 20201105 EX 3 HNT NA-AJ2000-21-00031 11/05/2020 08/01/2021 2 Line(s) Open-Assign
[0 20201105 EX 7-2 HNT NA-AJ2000-21-00041 11/05/2020 09/30/2021 1 Line(s) Open-Assign
[J 20201105 EX 8-2 HNT NA-AJ2000-21-00045 11/05/2020 09/30/2021 1 Line(s) Open-Assign
[J 20201105 EX 9-2 HNT NA-AJ2000-21-00049 11/05/2020 09/30/2021 3 Line(s) Open-Assign
[J 20201105 EX 10-2 HNT NA-AJ2000-21-00053 11/05/2020 12/01/2021 1 Line(s) Open-Assign
[J 20201105 EX 11-2 HNT NA-AJ2000-21-00057 11/05/2020 09/30/2021 2 Line(s) Open-Assign
[0 20201105 EX 12 HNT NA-AJ2000-21-00059 11/05/2020 09/30/2021 1 Line(s) Open-Assign
[0 20201105 EX 13 HNT NA-AJ2000-21-00051 11/05/2020 09/30/2021 1 Line(s) Open-Assign
X7 K0 O Displaying 1-8 / 8

All Open PRs will show on this screen. Search to locate the PR.

] 20201105 EX 7-2 HNT

Once you find the PR, do the following:
» Check the box in front of the PR you want to consolidate
» Click the Add/Select menu options

The following message will appear
PR 20201105 EX 7-2 HNT successfully consolidated.

» Click the Summary menu option

4 The Award Summary screen appears.

» Click the Line Items menu option
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Step

Action

5 The Award Line Item Management screen appears.

Award Line Item Management

LINE ITEM MENU o
Search Criteria

-~ ACTIONS -

Create CLIN Filter on: 2
Create SubCLIN

Copy

Delete

'+ ToOoLs
Global Replace
Renumber Single Result Sorted By: Line Item No.

Renumber Range

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2  Screen ID: ALIM

Reset all Search Fields

¥ ]

Search

Period of Perfc
s Mark All | Unmark All

~ IMPORTS
From Any Document i e i Displaying1-2 /2
Mark LI# & Description = Qty o | e e Cost s = option & Pricing  # Status %
T — R e e 10 e et WA wa
ISIOTHERSYSTEMSIMMNNNN | O 0002 GlTo0iis cilGive Specs DESCRIBED I8 THE . 290 {5 sps MRy M Filly pnaried
[CIRF T Displaying 1-2 /2
Notes:

v’ The system automatically re-numbers the new lines being consolidated into the lead PR.

6 » Check the Checkbox for the “new” CLIN (i.e. 0002)

» Click the Delete menu option

A pop up window appears:

crequesttrain.eas.commerce.gov says

Press 'Ok’ to delete.

» Click OK

Are you sure you want to Delete the selected items?

Press ‘Cancel’ to continue without deleting the items.
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Step

Action

The Delete Options screen will appear:

Options

O Delete { Consolidate
O Delete { Open Assian
(U Delete / On Solicitation
@ Delete / Cancel

Save Cancel

» Select Delete/Cancel
> Click Save

Notes:

v The option of Delete/Consolidate should not be used for NOAA’s purposes

The Award Line Management screen appears and the original line appears.

Award Line Item Management

LINETTEMMENY Line Item 0002 deleted successfully.
Create cun

Create SubCLIN = N

Copy Search Criteria

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: ALIM

4
Reset all Search Fields

Delete 3
Fier on v

Global Replace
Renumber Single
Renumber Range

Period of Perf Search
Y Result Sorted By: Line Item No.

From Any Document
Mark All | Unmark All

v SYSTEMOPTIONS

Summary i 5

GO yiew Line rtem Totals Displaying1-1/1

|- OTHERSYSTEMS | Mark LI# ¢ Description + aty + UL ¢ Cost'$ ¢+ option & Pricing ¢  Status ¢

(12 oot ONE: LS0HDIOUTEOARDIENGINE SSPECS DESCRIBED) .00 EA 11,491.00 N/A N/A Fully Awarded

IN THE ATTACHED SUPPORT DOCUMENT...

[ KR DI

» Click the Line Number to edit (i.e. 0001)

Displaying1-1/ 1
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Step

Action

10

The Award Line Detail screen appears.

Award Line Item Detail

LINE ITEM DETAIL MENU

You have characters remaining for your input.

ONE 150HP OUTBOARD ENGINE. SPECS DESCRIBED IN
THE ATTACHED SUPPORT DOCUMENT
* Description

You have characters remaining for your input.

Contract Type: [ v
Not to Exceed:

* UNSPSC Code: 26101504 =]

i Ra Diesel engines

= FSC/PSC 2815

DIESEL ENGINES AND COMPONENTS

PR Number: NA-AJ2000-21-00039

PR LI No.: 0001

Fully Awarded view Partially Awarded Amounts
Funding Geal: Fully Funded v

[TOOLS L acministation | Address || option | pricing arrangementa | Receving_|
Accounting
ACTIONS * Line Item No 0001
Create SubCLIN = Qty: =L = Cost:
Total Cost:
Line Ttems
Summary Is this a “green”
Header: acquisition?
| » OTHER SYSTEMS

"Green" Justification

“Green" Reason:

Not Separately Priced:

Stock Item:

Save || Apply | Reset = Cancel

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: ALID

Required Field

11491

$11.491.00

You have [ characters remaining for your
input.

]

I

» Edit the Cost to match the original and consolidated line costs (i.e. 11,957.94)

» Click Apply

» Click the Accounting menu options

11

The Award Line Item Account Code Management screen appears.

Award Line Item Account Code Management

ACCOUNT CODE MENU

Line Item No.: 0001, ONE 150HP OUTBOARD ENGINE. SPECS DESCRIBED IN THE ATTACHED SUPPORT DOCUMENT

User: HENRIETTA TENNESSEE (HNT)

Version: 10,2 Screen ID: AAC

Create
Edit T i
epy Search Criteria Reset all Search Fields
Search Criteria [ ~) | ~
> SYSTEMOPTIONS
Summary
Line Ttems Search
.~ OTHERSYSTEMS
Line Item Total:  11957.94 Total Cost: $11,491.00 Total Percent: 96% Aotal 4 1.00
Quantity:
Result Sorted By: Account Code
Mark All | Unmark All
DT Displaying1-1 /1
Mark Account Code ¢ Cost ¢ Quantity ¢ Percent ¢ BOC ¢
[ 142128LEF 1022116001302100020000000026132535000000 $11,491.00 1.00 96.1
IR T

Displaying 1 -1/ 1

» Verify whether the Line Item Total and Total Cost are equal, if not do the following:

» Check the box in front of the line

» Click the Accounting menu options
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Step Action

11a | The Account Code Detail screen appears:

Account Code Detail

ACCOUNT CODE DETAIL MENU

Project (7):

Task (3):

Fund (4):

Pragram (9):

Organization (16):

Object Class (8):

User Defined (6):

Allocation By:

Percent: 96.10 Cost:

Commit Amount: 11491 Committed Amount: 11,491.00

Save | Apply Reset

Go to the bottom of the screen:

Allocation By: Cost v
Percent: IQB 10 Cost: 11481
Commit Amount: 11491 Committed Amount: 11,491.00

11491

Save  Apply Reset

User: HENRIETTA TENNESSEE (HNT,
Version: 10.2 Screen ID: AACD

Line Item No.: 0001, ONE 150HP OUTBOARD ENGINE. SPECS DESCRIBED IN THE ATTACHED SUPPORT DOCUMENT * = Required Field
Accounting Bureau Code (2): Import Entire Account Code
Summary
Claiiou Fiscal vear (2):
v OTHER SYSTEMS

Quantity: 1

Cancel

11b | » Change the Cost to the Line Item Amount (i.e. 11957.94)

> Click Save
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Step

Action

11c

The Award Line Item Account Code Management screen appears with the updated
information:

Award Line Item Account Code Management H N e net (AT

n1D: AAC
ACCOUNT CODE MENU Account Code successfully updated
Create 4
Edit
Belcte Line Item No.: 0001, ONE 150HP OUTBOARD ENGINE. SPECS DESCRIBED IN THE ATTACHED SUPPORT DOCUMENT
SISy Search Criteria Reset all Search Fields
Line eme Search Criteria ~] | ~ |
v OTHERSYSTEMS
Search
= o 3 x Total
Line Item Total:  11957.94 Total Cost: $11,957.94 Total Percent:  100% 2 1.00
Quantity:
Result Sorted By: Account Code
Mark All | Unmark All
ey Displaying 1-1/1
Mark Account Code ¢ Cost ¢ Quantity ¢ Percent ¢ BOC ¢
(J  142128LEF28B0000010221160013021000 1 000000 $11,957.94 1.00 100
[CIRR A N Displaying 1-1/ 1

» Verify the accounting costs have changed

» Click the Summary menu option

12

Finish processing the award:
Clauses (if needed)
Totals

Check

FPDS Reporting

Manage Reviewers & Approvers

YV V. V VYV V V

Release it to the CO to finish the process

Consolidations should be done at the PR level or the Award level. If you are doing a
modification to an award, then you should consolidate at the PR level PRIOR to doing the
modification.

FY 2021-V 1.0 91




C.Award for New Users Training Exercises

This page was intentionally left blank

FY 2021-V 1.0 92



C.Award for New Users Training Exercises

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:

|Review Modification PR | Inbox |
| Award ;ummary | | Review N:;odification |
[Create Mt}dfﬁmtioﬂ | Approve ans Report |
‘Modification Management‘ ‘ Oblifate ‘
| Validate M:rdification |
‘ Modification :IIN and Name‘ ‘ Review/Approval ‘
|Modification Administration|
| Modificatiotl Summary | " — |
| Line Items } | o L deck |

| FPDS Reporting |
¥

‘ Manage Reviewers/Approvers ‘

(o]
o

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

Action

1 You receive the PR: Do the following:

» Review the new PR, making note of the Accounting, PR #, amount, Modification LI
Action, etc.

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

» Hotlist
» Recently Accessed
» Worksheet

The Award Summary screen appears:

User: HENRIETTA TENNESSEE (HNT)
Award Summary eToR Lt ST TOEASH

AWARD SUMMARY MENU Administration

Summary Award Type: Purchase Order/Priced Ordering Source: Open Market Award Subject to Availability of Funds: No
Administration National Interest: N/A Award Amount: $1,366.70
Accounting Vendor: DELL MARKETING L.P. (00000487) Obligated Amount: $1,366.70

Line Items

€o:

= COR: If not required

select NCR-No COR

Required

Document Status:
Procurement Status:

EMILY BLAKEMORE (EBC)
ERIN K COBBS (EKC)

Award Issued 11/10/2020 15:01:00
Fully Awarded

Issued By: HENRIETTA TENNESSEE (HNT)

Sharing

Action Alerts Account Summary

Pi:\LT Number of Codes Assigned to Line Items: 1 Number of Default Codes: il
[ ey p e percent Allocated: 100.00% Total Default Percentage: 0%
Support Documents Total Quantity Allocated: 1

Deliverables Total Cost Allocated: $1,366.70

History

Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 14:55:20, for the Amount: $1,366.70 on Requisition NA-A12000-21-00043
Obligation: Accepted/Approved by Financial System Posted: 11/10/2020 14:55:20, for the Amount: $1,366.70 on Award 1305M221PNCNLO011

Additional Reperting
Sync Additional Reporting
FPDS-NG Report

Correct FPDS-NG Report
Delete FPDS-NG Report

Line Ttem Summary

Total Amount:
Base Amount:
Option Amount:

No. Line Items: 1 $1,366.70
$1,366.70
$0.00
Assign PIIN

Check

Issue

Delete

Consolidate

Deconsolidate

‘Add To Hotlist

Manage Reviewers/Approvers

Notes

No Notes

Clauses

.~ VENDOR
- FINANCIAL
Obligate

Financial Closeout
View Status

Document Type: Ne Document Created

Review and Approval

CLOSEOUT Status: Mo route created

 CREATE

View Routing List

» Verify you have the correct award

» Click the Modifications menu option
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Step

Action

4 The Modification Management screen appears:

MODIFICATION MENU

Modification Management

Search Criteria

User: HENRIETTA TENNESSEE (HNT)
Version: 10,2 Screen [D: MM

Reset all Search Fields

Modification Status:
Create
e Modification Type:
Filter on: [ ~] v [
Award Summary Search
Modifications
|- otHERsYsTEMs [P [M] Displaying 0-0 / 0
Mark Modification Name B Modification Number s+ Type poc || ERdie )| Bediicatin, | Bmditcition

Date & Amount Status

No Modification records found that meet the search / filter criteria

(2]

» Click the Create menu option

Displaying 0-0 / 0

5 The Modification PIIN and Name screen appears:

MODIFICATION MENU

v ACTIONS
Create
Delete

Award Summary
Modifications

|~ OTHER SYSTEMS

> Click Save

Modification PIIN and Name

Award PIIN:

= Purchase Request Number:

Last Modification Number:

1305M221PNCNLO011

Enter Existing Modification o
Number:

= Document Number:

* Document Name: [P20272 |

Marking this checkbox creates an Administrative Modifi

Change PIID:
signed, and Modification Effective Date.

Save Reset

» Use the drop-down list to choose the PR#

Cancel

User: HENRIETTA TENNESSEE (HNT!
Version: 10.2 Screen ID: MC

= Regquired Field

ion to update the PIIN to the new format. The following Modification
[) administration screen fields are editable (all other modification screens and fields are read-only): Treasury Account fields, Initiative, Date

Manually Number

Notes:

V' In the new PIID structure you will leave the Document Number and Name as
system generated.
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Step

Action

The Modification Administration screen appears:

MODIFICATION SUMMARY
MENU

v SECTIONS
Summary

Modification Administration

Award Administration

Accounting

Modification Administration

Modification created successfully.

Administration _ ddiEsces Resiaionayl

L Thermey Procurement Information
Clauses
WF'ME'S Purchase Request Number: NA-AJ2000-21-00045
N”’tmg Award PIIN: 1305M221PNCNLO011

otes Award Name: 20201110 EX 8-1 AWD HNT

= Award Issued Date: 11/10/2020

v PROPERTIES
. PROCUREMENT Contract ID Code: ( )
PALT
Period of Performance Defaults Milestone Plan Name: [ ]
Support Documents
~» REPORTING
Additional Reporting
Sync Additional Reporting = Modification Number: P20001
FPDS-NG Report A ¥ . 3
SR TR T Medification Effective Date: 11/13/2020 2
Delete FPDS-NG Repart = Modification Name: P20001 ]

.- ACTIONS
Check

Consolidate

Deconsolidate

Validate Modification

Manage Reviewers/Approvers

Obligate
View Status

Modifications

- OTHER SYSTEMS

Type of Modification: Change Order v |
Specify Authority: |

The current Expiration Date for this Award is: 09/30/2021

The latest Period of Performance End Date for a CLIN on this modification is:

If the Revised Expiration Date needs to change, enter the new date below; otherwise, re-enter the
current expiration date as listed above.

= Est. Ultimate Completion Date:

09/30/2021

Signatures

= Contracting Officer: Name:
= Date Signed:

Contractor: 00000487 Name:

Contractor is required te sign and return the @i

modification: Number of Copies

Novation: B

» Enter the Date Signed (i.e. current date)
> Click the Address tab

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: EMSF30

* = Required Field

EMILY BLAKEMORE

DELL MARKETING L.P.

Notes:

v’ The contractor only has to sign a modification if it affects their contract, like
additional requirements.
v’ Things like de-obligations mean the award is finished and so the contractor
doesn’t have to sign a copy.
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Step Action

6a The Address view tab appears:

Modification Administration Usfe’rsiﬁ”?usg";fgl‘”EfsEE(2;';
MODIFICATION SUMMARY | jiqdfication created successfuly.
MENU
v SECTIONS Pl
Summary N
Modification Administration = = Required Field
et i L pministsion | dresses | Desption,
Accounting
Line Items Addresses
Clauses
Totals
Forms L
hotes Administering(REEIIE -
office:
o= PROPERTIES NOAA/EASTERN REGIONAL ACQUISITION DIV
PROCUREMENT 200 GRANBY STREET
PALT NORFOLK VA 23510
Period of Performance Defaults
Support Documents
[= REPORTING I 1ssuing ]
‘Additional Reporting office: AJ930073 e
Syne Additional Reporting NOAA/EASTERN REGIONAL ACQUISITION DIV
ERIXS NG Report 200 GRANBY STREET
Correct FPDS-NG Report NORFOLK VA 23510

Delete FPDS-NG Report

Check
Consolidate

B
Deconsolidate Government POC: 1 &
Validate Modification Name:
Manage Reviewers/Approvers

Obligate
View Status

f

Save Apply Reset Cancel

i

Modifications

» Enter Government POC (i.e. training ID)
» Click the refresh icon
» Click the Description tab
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Step

Action

6b

MODIFICATION SUMMARY
MENU

> SECTIONS
Summary

Modification Administration

Award Administration

Accounting

Line Ttems

Clauses

Totals

Forms

Hotes

- PROPERTIES

|~ PROCUREMENT
PALT
Period of Performance Defaults
Support Documents

The Description view tab appears:

Medification Administration

Modification created successfully,

| asminisision, | Addresses | Descrpsien
Modification Description - Limit 240 Characters
The Description will display the first 320 of 4000 characters, including spaces and carriage/hard

returns, in Block 14 of the SF30. If the Description exceeds 320 characters, then the remaining text
will display in its entirety on the Continuation Page(s).

You have [4000 characters remaining for your input.

- = REPORTING
Additional Reporting
Sync Additional Reporting
FPDS-NG Repart
Correct FPDS-NG Report
Delete FRDS-NG Report

.y ACTIONS
Check

Consalidate

Deconsolidate

Validate Modification

Manage Reviewers/Approvers

Obligate
View Status

Modifications

File Att;

The text file specified in this section will print before the line items. You may select an existing third
party file, you may create a new file by using an existing template, or you may elect not to use any
file attachment.

@ No File Attachment
O Upload Existing File
O Create New File Using Template

Save  Apply Reset

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: EMSF30

= = Required Field

Cancel

» Enter a description (i.e. THIS MODIFICATION IS ISSUED TO DE-OBLIGATE
REMAINING FUNDS ON AN AWARD READY TO BE CLOSED OUT)

> Click Save
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Step

Action

The Modification Summary screen appears with a message that the modification was

successfully u

MODIFICATION SUMMARY
MENU

v SECTIONS

pdated.

Modification Summary

Modification successfully updated.

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: MSH

4|
Summary Administration
Modification
ﬁ:‘;’:ﬁ:";g‘““‘““”" Type Change Order Award Subject to Availability of Funds: No
P co: EMILY BLAKEMORE (EBC) Modification Subject to Availability of Funds: No
Clauses Status: Draft Modification Modification Amount: $0.00
Totals Effective: 11/13/2020 Mod Obligated Amount:  $0.00
poms New Award Amount: £1,266.70
otes d Obli d
New Award Obligate: simeeso
PROPERTIES Amount:
_» PROCUREMENT
=P Account Summary

Period of Performance Defaults
Support Documents

f

Additional Reporting
Sync Additional Reporting
FPDS-NG Report

Correct FPDS-NG Report
Delete FPDS-NG Report

Percent Allocated:
Total Quantity Allocated:

Number of Codes Assigned to Line Items: 1 Number of Default Codes:
100.00% Total Default Percentage:
i
$1,366.70

Total Cost Allocated:

Commitment: Accepted/Approved by Financial System Posted:

Line Ttem Summary

0%

11/05/2020 14:56:11, for the Amount: $0.00 on Requisition NA-AJ2000-21-00045

Check

Consolidate

Degonsolidate

Validate Modification

Manage Reviewers/Approvers

No. Line Items:

1 Line Ttem Amount: $0.00
Base Amount: 30.00
Option Amount: $0.00

Notes

Cbligate
View Status

Mo Notes

Clauses

Madifications

Document Type:

No Document Created

Review and Approval

Status:

No route created

View Requisition Routing_List

» Click on Line Items menu option

The Modification Line Item Management screen appears:

LINE ITEM MENU

Modification Line Item Management

Search Criteria

Create CLIN
Create SubCLIN
Select Award Line Ttem

Global Replace
Renumber Single
Renumber Range
Period of Performance

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen 1Dz MLIM

Reset all Search Fields

Filter on ~ - [

Search

Result Sorted By: Line Item No.

Mark All || Unmark All

P view Line 1tem Totals

From Any Document

Mark LI# ¢

] oop1  HP COLORLASER JET CP4025N PRINTER FED GSA
ooz CONTRACT GS-35F-0103N...

Description + Qty + UI ¢ Cost s ¢ Option
1.00 EA 1,366.70 N/A

Displaying1-1/1
+ Pricing + Action +
N/A Change

Summary

by

» Click the Line Item

Displaying1-1/1
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Step Action

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

3 > User: HENRIETTA TENNESSEE (HNT)
Modification Line Item Detail i EiDD e D

LINE ITEM DETAIL MENU
= = Required Field

e — inistration iSSP O IR ATTRNASTIEOES i SECEIVILF
Accounting
= Line Item No: 0001
T E— “ur - cast EEX]
Total Cost: $1,366.70
v SYSTEM OPTIONS
Summary
Line Items - Is this a "green” TEST2
E acquisition?;
v OTHER SYSTEMS
You have characters remaining for your input.
“Green"” TEST2 o
Justification:
HP COLOR LASER JET CP4025N PRINTER FED GSA
CONTRACT GS-35F-0103N
Description: “Green" TEST2 Reason:
= " You have [ | characters remaining for your
You have characters remaining for your input.
[ oL i,
Contract Type: | v
Not to Exceed: Not Separately Priced: [m]
= UNSPSC Code: 44101714 2 Stock Item: [
UNSPSC Title: Facsimile units for office machines
= FSC Code: 7490

FSC Description: MISCELLANEOUS OFFICE MACHINES

Award Purchase ReqUESt a7 15000-21-00043
Number:

Award Purchase Request o1 ¢

Line Item Number:
Medification Purchase
Request Number:
Modification Purchase

NA-AJ2000-21-00045

Request Line Item 0001

Number:

Medification Action: Change

Funding Goal: Fully Funded v

Save Apply Reset Cancel

» Change the Cost to the amount paid (i.e. 1156.89)
» Click Apply

» Click the Accounting menu option
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Step Action

11 The Award Line Item Account Code Management screen appears.

e . User: HENRIETTA TENNESSEE (HNT)
Modification Account Code Management Version: 10.2 Screen ID: MAC

ACCOUNT CODE MENU
Line Item No.: 0001, HP COLOR LASER JET CP4025N PRINTER FED GSA CONTRACT GS-35F-0103N

Create

Edit po— )

Delete Search Criteria Reset all Search Fields
Search Criteria [ ~] | ~ [ |

Line Ttems
Summary Search

v OTHER SYSTEMS
Total

Line Item Total:  1156.89  Total Cost: $1,366.70 Total Percent:  118% .
Quantity:

Result Sorted By: Account Code
Mark All | Unmark All

X7 €3 3 O Displaying 1-1/ 1

Mark Account Code * Cost * Quantity * Percent + BOC *

O 1421281 EF28B000001022116001302100020000000026282535000000 $1,366.70 1.00 118.14

X1 K0 D 7 Displaying 1-1/ 1

» Verify whether the Line Item Total and Total Cost are equal, if not do the following:
» Check the box in front of the line
» Click the Edit menu option

11a | The Account Code Detail screen appears:

Modification Account Code Detail USED;'SEL‘”S[EE; r;cn:zfs[s; WL‘“:TD
MOD ACCOUNT CODE DETAIL
MENU Line Item No.: 0001, HP COLOR LASER JET CP4025N PRINTER FED GSA CONTRACT GS-35F-0103N = Required Field
ISTOPTIONS I pursau cods (2): Import Entire Account Code
E”n:ﬁzzs Fiscal vear (2):
OTHER SYSTEMS Project (7):
Task (3):
Fund (4):
Program (9):
Organization (16):
Object Class (8): )
User Defined (6): 4
Allocation By:
percent: 11814 Cost: Quantity:

=

Commit Amount: Committed Amount: 0.00

Save Apply Reset Cancel

11b | Go to the bottom of the screen:
» Change the Cost to the Line Iltem Amount (i.e. 1156.89)
> Click Save
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Step Action

1lc The Award Line Item Account Code Management screen appears with the updated

information:

Modification Account Code Management Ve NI e SET )
ACCOUNT CODE MENU S
|- AcTIONS
Create 4
Edit
Delete Line Item No.: 0001, HP COLOR LASER JET CP4025N PRINTER FED GSA CONTRACT GS-35F-0103N
Tie e Search Criteria Reset all Search Fields
Sumiary Search Criteria ~| | ~| [ |
|+ OTHERSYSTEMS
Search
Line Item Total:  1156.89 Total Cost: $1,156.89 Total Percent: 100% Total e 1.00
Quantity:
Result Sorted By: Account Code
Mark All | Unmark All
[0 K0 DI Displaying 1-1 /1
Mark Account Code + Cost * Quantity * Percent * BOC *
a 142128LEF; 10221160013021000: )0026: 000000 $1,156.89 1.00 100
X7 KR D3 Displaying1-1/ 1
» Verify the accounting costs have changed
» Click the Summary menu option
Notes:
v' Reminder the total cost will not change on the accounting if it was set up by cost or
quantity so the amount will need to be updated.
12 L _
The Modification Summary screen appears:
Medification Summary e R T e )
MODIFICATION SUMMARY Administration
MENU
Type Change Order Award Subject to Availability of Funds: No
Summary co: EMILY BLAKEMORE (EBC) Modification Subject to Availability of Funds: No
Modification Administration Status: Draft Medification Modification Amount: $-209.81
Award Administration Effective: 11/13/2020 Mod Obligated Amount:  $-209.81
Accounting
e Trers New Award Amount: $1,156.89
e New Award Obligated 4, oo oo
Totals Amount: s =
Forms.
Notes Account Summary
v PROPERTIES
Number of Codes Assigned to Line Items: 1 Number of Default Codes: 0
mm— Percent Allocated: 100.00% Total Default Percentage: 0%
Period of Perfarmance Defaults Total:Quantity Allacated: H
Support Documents Total Cost Allocated: $1,156.89

Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 14:56:11, for the Amount: £0.00 eon Requisition NA-AJ2000-21-00045
Additional Reporting

» Verify the paid amounts and de-obligation amounts match what was sent over

» Click the Manage Reviewers/Approvers menu option
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Step Action
Notes:
v For training purposes the FPDS Reporting checkbox in Totals is unchecked
v’ In production the next step would be to update the FPDS Report
14 The Modification Review & Approval Management screen appears:
» Click the Add User menu option
15 . . )
The Reviewer Detail screen appears:
» Enter the Reviewer (i.e. EBC)
» Click Save
16 The Modification Review & Approval Management screen appears with the approver

listed:
» Click the Release menu option
The status should now be Review Pending.

» Click Home

Notes:

v’ The Contracting Officer will review the modification and either approve or disapprove.
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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
to change the ACCS associated with the original lines and adds an additional line that will add
money to the award.

Step Action

1 From the Just In tab.
> Click the PR#

2 The Purchase Request Summary screen appears:

" User: HENRIETTA TENNESSEE (HNT]
Purchase Request Summary Version: 10.2 ' Screen 1D: PRSM

PURCHASE REQUEST Administration
SUMMARY MENU

SECTIONS Purchase For: NOAA/OCIO/ISMO/ADS/FINANCE SYS ADMIN BRANCH AJ151200
Summary Delivery Date: 09/30/2021
Administration Point of Contact: ABBY ALABAMA
:“;:‘[‘:‘:ﬂ:‘g Purpose: MODIFICATION TO AWARD TO CHANGE ACCOUNTING FOR LINES 1-2 AND ADD NEW LINE 3
S Document Status: Open-Assign
Notes Procurement Status: Open-Assign

Submitted By: ERIN K COBBS (EKC) 11/05/2020

Sharing

Account Summary

PALT

Number of Codes Assigned to Line Items: 1 Number of Default Codes: 1
Period of Performance Defaults

Support Documents Percent Allocated: 100.00% Total Default Percentage: 100%
Deliverables Total Quantity Allocated: 3
History Total Cost Allocated: $1,258.00
Base Cost Allocated: $1,258.00
[STACTIONS T
oy Option Cost Allocated: $0.00
Delete Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 14:57:40, for the Amount: $1,258.00 on Requisition NA-AJ2000-21-00049
Return Purchase Request
Consolidate €
Deconsclidate Line Ttem
Add to Hotlist
Manage Reviewers/Approvers L B
FINANCIAL Total Cost: $1,258.00 Base Amount: $1,258.00 Option Amount: $0.00
Solicitation Notes
No Notes
.~ SYSTEM OPTIONS =
Return To Just In Project
.~ OTHER SYSTEMS

Review and Approval

Status: No route created

» Click the Accounting menu option
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Step

Action

ACCOUNT SUMMARY MENU

Create
Edit
Delete

v ToOLs

Summary

|~ OTHERSYSTEMS

> Take note

ACCOUNT SUMMARY MENU
.» ACTIONS
Create
Edit
Delete

»ToOLS

Summary

v OTHER SYSTEMS

The Account Code Summary Management screen appears:

Account Code Summary Management

Search Criteria

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2  Screen ID: PRACS

Reset all Search Fields

Search For: Account Defaults ~
Filter on: [ ~] v ]
Search
Total Percent: ~ 100.00%
Result Sorted By: Account Code
Mark All | Unmark All
e by Displaying1-1 /1
Number z
Mark BOC % Account Code ¢ Default + DU, Tofline + Cost ¢ BaseAmts OPUOM
Pct Amt
Items
O 1421281 FF28R0000010221160013021000: 535000000 Y 100 0 £0.00 £0.00 £0.00
0 K0 22 00 Displaying1-1 /1

of the accounting used for both Default and Summary

Account Code Summary Management

Search Criteria

User: HENRIETTA TENNESSEE (HNT!

Version: 10.2 Screen ID: PRACS

Reset all Search Fields

Search For: Account Summary Information v
Filter on: [ ] [ ~ |
Search
Total Cost: $1,258.00 Base Amount:  $1,258.00 option Amount: $0.00
Result Sorted By: Account Code
Mark All | Unmark All
by Displaying 1-1 /1
Number 2
Mark BOC ¢ Account Code ¢ Default # De;z:'t ¢ ofLine ¢ Cost ¢ BaseAmt# O::"':" .
Items
O 1421281 EF20P0000010221160012031000; 000000 N 3 $1,258.00  $1,258.00  $0.00
ey Displaying 1-1 /1

» Click the Summary menu option

Notes:

award
v

v’ Reviewing the default accounting will show what the original line(s) had on the

Reviewing the Account Summary accounting will show what the line(s) that are
changing
Reviewing and keeping this information is important because when doing
modifications the accounting will pull from the original award and it will need to
be changed to what the office wants to change it to now
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Step

Action

The Purchase Request Summary screen appears:

PURCHASE REQUEST
SUMMARY MENU

f

Summary
Administration
Accounting
Line Items
Forms

Motes

f

Sharing

Purchase Request Summary

Administration

User: HENRIETTA TENNESSEE (HNT]

Version: 10,2 Screen ID: PRSM

Purchase For:
Delivery Date:

Point of Contact:
Purpose:

Document Status:
Procurement Status:
Submitted By:

NOAA/QCIO/ISMO/ADS/FINANCE SYS ADMIN BRANCH AJ151200

09/30/2021

ABBY ALABAMA

MODIFICATION TO AWARD TO CHANGE ACCOUNTING FOR LINES 1-2 AND ADD NEW LINE 3
Open-Assign

Open-Assign

ERIN K COBBS (EKC) 11/05/2020

Account Summary

-
B
g

Period of Performance Defaults
Support Documents
Deliverables

History

f

Copy

Delete

Return Purchase Request
Consolidate

Deconsolidate

Add to Hotlist

Manage Reviewers/Approvers

Solicttation

=
z
B
a

Return To Just In

|

MNumber of Codes Assigned to Line Items: 1

Percent Allocated:

Total Quantity Allocated:
Total Cost Allocated:
Base Cost Allocated:
Option Cost Allocated:

Number of Default Codes:
100.00% Total Default Percentage:
3
$1,258.00
$1,258.00
$0.00

Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 14:57:40, for the Amount: $1,258.00 on Requisition NA-AJ2000-21-00049

1
100%

Line Item

Number of Line Items: 3
Total Cost: $1,258.00 Base Amount: $1,258.00 Option Amount: $0.00

Notes
No Notes

Project

Review and Approval

Status: No route created

» Click the Line Items menu option

The Purchase Request Line Item Management screen appears:

LINE ITEM MENU

Purchase Request Line Item Management

Search Criteria

Create CLIN
Create SubCLIN

Global Replace
Renumber Single
Renumber Range
Period of Performance

From Any Document
Spreadsheet

ExPORTSI|

Summary

Filter on:

v v

User: HENRIETTA TENNESSEE (HNT)

Version: 10.2 Screen ID: PRLIM

Reset 3ll Search Fields

Search
Result Sorted By: Line Item No.
Mark All |~ Unmark All
B view tine Ttem Totals Displaying 1-3/3
Mark LI# # Description + oty ¢ ur # Cost 4 option ¢ Pricing %  Action ¢ Status ¢
CELL PHONE SERVICE $60/MO FOR YEAR Open-
0001 cTARTING ON DATES LISTED IN SOW... B2 P [ LI Eiame Assign
[J 0002 OVERAGE COSTS... 1.00  EA 200.00 N/A /A Change g;jl;‘%
Open-
(] 0003  CELLPHONE... 1.00 EA 338.00 N/A N/A Al

> View the status under Action column

» Click Line Item

Displaying 1-3 /3
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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 for lines 1 & 2,
blank for 3)

» Make any necessary changes
» Click Apply

» Click the Accounting menu option

7 The Account Code Management screen appears:
» Take note of the accounting (should be the new accounting)

» Click the Line Items menu option

8 The Purchase Request Line Item Management screen appears:
» Review the rest of the line items

» Click the Summary menu option
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Step

Action

The Purchase Request Summary screen appears:

User: HENRIETTA TENNESSEE (HNT]

Purchase Request Summary Version: 10.2 Screen ID: PRSM

PURCHASE REQUEST Administration
SUMMARY MENU
|+ SECTIONS Purchase For: NOAA/CCIO/ISMO/ADS/FINANCE SYS ADMIN BRANCH AJ151200
Summary Delivery Date: 09/30/2021
Administration Point of Contact: ABBY ALABAMA
Arounting Purpose: MODIFICATION TO AWARD TO CHANGE ACCOUNTING FOR LINES 1-2 AND ADD NEW LINE 3
ine Ttems

i Document Status: Open-Assign
Notes Procurement Status: Open-Assign

Submitted By: ERIN K COBBS (EKC) 11/05/2020
Sharing

Account Summary

'+ PROCUREMENT
';AUd o o Mumber of Codes Assigned to Line [tems: 1 Number of Default Codes: i
e Percent Allocated: 100.00% Total Default Percentage: 100%
Deliverables Total Quantity Allocated: 3
History Total Cost Allocated: $1,258.00

Base Cost Allocated: $1,258.00
v ACTIONS
ey Option Cost Allocated: 50.00
Delete Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 14:57:40, for the Amount: $1,258.00 on Requisition NA-AJ2000-21-00049
Return Purchase Request
Consolidate .
Deconsolidate Line Item
Add to Hotlist
Manage Reviewers/Approvers Number of Line Items: 3

FINANCIA Total Cost: $1,258.00 Base Amount: $1,258.00 Option Amount: $0.00

Solicitation NOTES)
Award

No Notes
-+ SYSTEM OPTIONS <
Return To Just In Project
- OTHER SYSTEMS

Review and Approval

Status: No route created

> Take note of the PR #
» Click Home

10

From the Home screen open the award using one of the following view tabs:
» Hotlist
» Recently Accessed

> Worksheet

11

From the Award Summary screen:

» Click the Modifications menu option
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Step

Action

12

The Modification Management screen appears:

713 User: HENRIETTA TENNESSEE (HNT)
Modification Management e SID0T S D

MODIFICATION MENU Search Criteria Reset all Search Fields

> ac Modification Status:
e Hodification Type:
Filter on: [ ~] ~| [ ]
|+ SYSTEMOPTIONS
Award Summary Search
Modifications.
[SioTHERSYSTEMS I (L] Displaying 0-0 / 0
Mark Modification Name . Modification Number s Type s poC EffeCen )| Hodincaiantr] ModicationTs
No Modification records found that meet the search / filter criteria
oy Displaying 0-0/ 0
» Click the Create menu option
13 The Modification PIIN and Name screen appears:
Modification PIIN and Name Mo A S (T

MODIFICATION MENU

= Required Field

v ACTIONS
Create award PIIN: GS35F0115X/1305M221FNCNIO006

Delete
= Purchase Request Number:(_____—————+)

‘Aviard Summary Last Modification Number:

Modifications

_ OTHER SYSTEMS

Enter Existing Modification o
Number:

* Document Number: [Pv]

* Document Name: [P20727 |

Marking this checkbox creates an Administrative Modification to update the PIIN to the new format. The following Modification
Change PIID: [ Administration screen fields are editable (all other modification screens and fields are read-only): Treasury Account fields, Initiative, Date
signed, and Maodification Effective Date.

Save Reset | Cancel Manually Number

» Using the drop-down listing choose the incoming PR #
» Click Save
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Step

Action

14

MODIFICATION SUMMARY
MENU

> SECTIONS
Summary

Modification Administration

Award Administration

The Modification Administration screen Administration view tab appears:

User: HENRIETTA TENNESSEE (HNT)

Modification Administration Version: 10.2 Screen ID: EMSF30

Modification created successfully.

* = Required Field
Administration

.y ACTIONS
Check

Consolidate

Deconsclidate

Validate Modification

Manage Reviewers/Approvers

Obligate
View Status

Modifications

|~ OTHER SYSTEMS

Accounting

Line Iteme Procurement Information

Clauses

lafa's Purchase Request Number: NA-AJ2000-21-00049

N‘"tms Award PIIN: GS35F0115%/1305M221FNCNI0006

otes Award Name: 20201110 EX 9-1 AWD HNT
= Award Issued Date: 11/10/2020
~ PROPERTIES
PROCUREMENT || Contract ID Code: [ )

PALT

Period of Performance Defaults Milestone Plan Name: [ |
Suppert Documents

Additional Reporting

Sync Additional Reporting = Modification Number: P20001

FPDS-NG Report - i .

e Modification Effective Date: 117132020 ]

Delete FPDS-NG Report = Modification Name: P20001 ]

Type of Modification: Change Order
Specify Authority: |

|

The current Expiration Date for this Award is: 09/30/2021

The latest Period of Performance End Date for a CLIN on this modification is:

If the Revised Expirstion Date needs to change, enter the new date below; otherwise, re-enter the
current expiration date as listed above.

= Est. Ultimate Completion Date: 09/30/2021

Signatures

= Contracting Officer: =] Name: EMILY BLAKEMORE

Contractor: 00000932 Name: SPRINT COMMUNICATIONS COMPANY L.P.

Contractor is required to sign and return the

modification: Number of Coples:

O

Novation:

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

Check the box Contractor is required to sign and return the modification
Enter the Nbr of Copies (i.e. 1)

Click the Address tab

Y V V V
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Step

Action

15

The Address tab appears:

MODIFICATION SUMMARY
MENU

> SECTIONS
Summary

Modification Administration

Award Administration

Accounting

Line Items

Clauses

Totals

Farms

Notes

'~ PROPERTIES

PALT
Period of Performance Defaults
Support Documents

Additional Reporting
Sync Additional Reporting
FPDS-NG Report

Correct FPDS-NG Report
Delete FPDS-NG Report

Check

Consolidate

Deconsolidate

Validate Modification

Manage Reviewers/Approvers

i

Obligate
View Status

f

Madifications

F

vV V V V

Modification Administration

Modification created successfully.

At |  adresses

Addresses

L
Administering MEIIE )" @

NOAA/EASTERN REGIONAL ACQUISITION DIV

office:

200 GRANBY STREET
NORFOLK VA 23510

Py &
o [AJ530073 ]

NOAA/EASTERN REGIONAL ACQUISITION DIV

200 GRANBY STREET
NORFOLK VA 23510

Government POC:
Name:

Click the refresh icon

Click the Description tab

Save  Apply Reset

Review addresses change if necessary

Enter the Government POC (i.e. training ID)

User: HENRIETTA TENNESSEE (HNT,
Version: 10.2 Screen ID: EMSF30

= = Required Field

Cancel
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Step

Action

16

The Description view tab appears:

MODIFICATION SUMMARY
MENU

v SECTIONS
Summary

Modification Administration

Award Administration

Accounting

Line Ttems

Clauses

Totals

Forms

Notes

+ PROPERTIES
'~ PROCUREMENT
PALT

Period of Performance Defaults
Support Documents

Modification Administration

Modification created successfully.

| dminitration | Adaressss | Dssaiton
Modification Description - Limit 240 Characters
The Description will display the first 320 of 4000 characters, including spaces and carriage/hard

returns, in Block 14 of the SF30. If the Description exceeds 320 characters, then the remaining text
will display in its entirety on the Continuation Page(s)

You have [4000 | characters remaining for your input.

Additional Reporting
Sync Additional Reporting
FPDS-NG Report

Correct FPDS-NG Report
Delete FPDS-NG Report

v ACTIONS
Check

Consolidate

Deconsolidate

Validate Modification

Manage Reviewers/Approvers

.» FINANCIAL
Obligate
View Status

Modifications

.~ OTHERSYSTEMS

File Att:

The text file specified in this section will print before the line items. You may select an existing third
party file, you may create a new file by using an existing template, or you may elect not to use any
file attachment.

@ no File Attachment

O upload Existing File
(O Create New File Using Template

Save | Apply Reset

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: EMSF30

= = Required Field

Cancel

» Enter a description (i.e. THIS MODIFICATION IS TO CHANGE ACCOUNTING ON LINES
1 &2 AND THEN ADD A NEW THIRD LINE)

> Click Save
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Step

Action

17

MODIFICATION SUMMARY
MENU

The Modification Summary screen appears:

Modification Summary

Modification successfully updated.

User: HENRIETTA TENNESSEE (HNT)
Version: 10,2 Screen 1D: MSM

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

. x SECTIONS 4!
Summary Administration
Modification
::’;’:"‘l‘l‘:;‘“'sm“”” Type Change Order Award Subject to Availability of Funds: No
s co: EMILY BLAKEMORE (EBC) Modification Subject to Availability of Funds: No
Clauses Status: Draft Modification Modification Amount: $338.00
Totals Effactive: 11/13/2020 Mod Obligatad Amount:  $338.00
pomme New Award Amount: $1,258.00
New Award Obligated $1,258.00

PROPERTIES Amount:
Wm— Account Summary
Period of Performance Defaults
Support Documents Number of Cedes Assigned to Line Items: 2 Number of Default Codes: (i

Percent Allocated: 100.00% Total Default Percentage: 0%

~» REPORTING i B
] Rt Total Quantity Allocated: 3
Ve FanGi Total Cost Allocated: $1,258.00

Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 14:57:40, for the Amount: $1,258.00 on Requisition NA-AJ2000-21-00049

Line Item Summary

Check

Consolidate

Deconsolidate

Validate Modification

Manage Reviewers/Approvers

No. Line Items: 3
Base Amount:
Option Amount:

Notes

Line Item Amount:

$338.00
$338.00
$0.00

Obligate
View Status

Modifications

F

No Notes

Clauses

Document Type: No Document Created

» Click the Line Items menu option

18

LINE ITEM MENU

The Modification Line Item Management screen appears:

Modification Line Iltem Management

Search Criteria

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: MLIM

Reset all Search Fields

Create CLIN
Create SubCLIN
Select Award Line Ttem

Delste

Global Replace
Renumber Single
Renumber Range
Period of Performance

From Any Document

Summary

Filter on: ~ ~
Search
Result Sorted By: Line Item No.
Mark All | Unmark All
BB view Line rtem Totals Displaying1-3/3
Mark LI# 3 Description + Qty s UL & Cost § s ¢ Pricng  # Action &
CELL PHONE SERVICE $60/MO FOR YEAR STARTING
o0 e e 1.00 EA 720.00 N/A n/A Change
[J 0002  OVERAGE COSTS.. 1.00 EA 200.00 N/A N/A Change
(J 0003  CELLPHONE... 1.00 EA 338.00 N/A N/A Add

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

Displaying 1-3 /3
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Step

Action

19 The Modification Line Item Number screen appears:

s

LINE ITEM DETAIL MENU

Modification Line Item Detail

Accounting

Create SubCLIN

Summary
Line Items

. SYSTEMOPTIONS

| OTHERSYSTEMS

* Line Item No: 0001

T Qv UL -EA * Cost:
Total Cost:

Header: Is this a "green"” TEST2

Description:

Contract Type:

Not to Exceed:
= UNSPSC Code:

UNSPSC Title:
* FSC Code:
FSC Description:

Award Purchase Request
Number:

Award Purchase Request
Line Item Number:
Modification Purchase
Request Number:
Modification Purchase
Request Line Item

acquisition?:

You have characters remaining for your input.

"Green" TEST2
Justification:

DATES LISTED IN SOW

CELL PHONE SERVICE $60/MO FOR YEAR STARTING ON

"Green" TEST2 Reason:

You have characters remaining for your input.

~]

82101903 B

Internet placement

R701
ADVERTISING SERVICES

NA-AJ2000-21-00047
0001

NA-AJ2000-21-00049

0001

» Click the Accounting menu option

Not Separately Priced:
Stock Item:

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: MLID

= Required Field

I
$720.00

You have [ | characters remaining for your
input.

[m]

— 1

20 The Modification Account Code Management screen appears:

ACCOUNT CODE MENU

Modification Account Code Management

Line Item No.: 0001, CELL PHONE SERVICE $60/MO FOR YEAR STARTING ON DATES LISTED IN SOW

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: MAC

Delete

Line Ttems
Summary

Search Criteria

Reset all Search Fields

v OTHER SYSTEMS

Search Criteria [ ~] | ~
Search
Line Item Total:  720.00  Total Cost: $720.00 100% i O 1.00
Quantity:

Result Sorted By: Account Code

Mark All | Unmark All
7 K7 DI Displaying 1-1 /1

Mark Account Code 4 Cost ¢+ Quantity ¢ Percent % BOC +

[J 1421281 EF28B0000010221160012021000. $720.00 1.00 100

IR AT

» Click the Create menu option

Displaying 1-1/1

Notes:

v Accounting on the line(s) on a modification will be what was on the original award
v Add the new accounting that was on the change PR prior to doing anything to the old
one if it was meant to replace it
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Step Action

21 The Modification Account Code Detail screen appears:

iEicati ; User: HENRIETTA TENNESSEE (HNT)
Modification Account Code Detail Version: 10.2  Screen ID: MACD

MOD ACCOUNT CODE DETAIL

MENU Lina Item No.: 0001, CELL PHONE SERVICE $60/MO FOR YEAR STARTING ON DATES LISTED IN SOW == Required Field

_ ~ OPTIONS Bureau Code (2): ()" 1mport entire Account code

A ting

Fiscal Year (2): —

J Project (7): 1
Task (3): |
Fund (4): ]
Program (9): ||
Organization (16): 1
Object Class (8): 1

—

User Defined (5):

Allocation By:
Percent: 0.00 Cost: 0 Quantity: 0
Commit Amount: 0 Committed Amount: 0.00

Save | Apply Reset = Cancel

» Add the new accounting code (i.e.
14.21.28LEF29.P00.0001.022116001.3031000200000000.23382535.000000)

» Change the Allocation By field to value on the PR (i.e. cost)
» Enter the values based on the allocation from the PR (i.e. 720 cost /1 quantity)
» Click Save

Notes:

v’ You should always add the new accounting the way it was presented on the
modification PR
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22

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

Modification Account Code Management User‘u,‘:ifnlE:?.zTEggiiExE:-(wgc:
ACCOUNT CODE MENU Account Code successfully added.
Create i
Edit
Delete

Line Item No.: 0001, CELL PHONE SERVICE $60/MO FOR YEAR STARTING ON DATES LISTED IN SOW

Line TETS " Search Criteria Reset all Search Fields
Summary Search Criteria [ > | v [ |
- OTHER SYSTEMS
Search
. y . . Total
Line Item Total: 720.00 Total Cost: §1,440.00 Total Percent: 200% & 2.00
Quantity:

Result Sorted By: Account Code

Mark All | Unmark All

T KN O Displaying 1-2 / 2
Mark Account Code = Cost ¢+ Quantity #  Percent % BOC =
[ 142128LEF 10221160013021000; 000000 $720.00 1.00 100
[ 142128LEF29P000001022116001203100020000000023382535000000 $720.00 1.00 100
vy Displaying 1-2 / 2

» Check the box of the original accounting string

» Click the Edit menu option

23

The Modification Account Code Detail screen appears:

e : i User: HENRIETTA TENNESSEE (HNT)
Modification Account Code Detail DS e 0% MACY
MOD ACCOUNT CODE DETAIL
MENU Line Item No.: 0001, CELL PHONE SERVICE $60/MO FOR YEAR STARTING ON DATES LISTED IN SOW == Required Field
[ISHOPTIONSIMMNNN  Bureau Code (2): @) moort Entire Account code
Accounting
Summary ) ]
Fsca oo 23
OTHER SYSTEMS J| Project (7): |28LEF28
Task (3): B
Fund (4): 0
Program (9): 022116001
Organization (16): 3021
Object Class (8): 23382535

User Defined (6): 000000 d

Allocation By
percent: 000 Cost: Quantiy:
Commit Amount: o Committed Amount: 0.00

Save Apply Reset Cancel

» Change the valuesto 0
» Click Save
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Step Action

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

oy User: HENRIETTA TENNESSEE (HNT)
Modification Account Code Management Version: 10.2 Screen 1D: MAC
ACCOUNT CODE MENU Accourt Code successfully updated.
~~ ACTIONS
Create &
Edit
Delete Line Item No.: 0001, CELL PHONE SERVICE $60/MO FOR YEAR STARTING ON DATES LISTED IN SOW
Line Items Search Criteria Reset all Search Fields
Summary Search Criteria [ V) | ~] [ |
v OTHERSYSTEMS
Search
" - . 2 Total
Line Item Total:  720.00  Total Cost: $720.00  Total Percent:  100% : 1.00
Quantity:

Result Sorted By: Account Code

Mark All | Unmark All

T KR DI O Displaying 1-2 / 2
Mark Account Code 3 Cost 4+ Quantity $  Percent # BOC 3
O 1421281 FF28A0000010221160013021000: 000000 $0.00 0.00 [
[]  1421281EF20P000001022116001303100020000000023382535000000 $720.00 1.00 100
D Displaying1-2/2

» Click the Line Items menu option

25 The Modification Line Item Management screen appears:

. User: HENRIETTA TENNESSEE (HNT)
Purchase Request Line Item Management Version: 10.2 Screen ID: PRLIM

LINE ITEM MENU e Reset all Search Fields

v ACTIONS
Create CLIN Filter on: [ | ~
Creste SubCLIN
Copy
Cancel
Delete
Search
'y TOOLS
Global Replace Result Sorted By: Line Item No.
Renumber Single
Renumber Range
Period of Performance Mark All | Unmark All
From Any Document B view Line ttem Totals Displaying 1-3 /3
Spreadsheet Mark LI# ¢ Description B Qy s ur ¢ Cost ¢ option ¢ Ppricing ¢  Action ¢ Status ¢
CELL PHONE SERVICE $60/MO FOR YEAR Open-
econsIEEE |~ 9% ShRTING ON DATES LISTED IN SOW... Looggrs s L5 LA EiEnR Assign
[J 0002 OVERAGE COSTS... 1.00 EA 200.00 N/A N/A Change gs”s?;‘r"
Summary [J 0003 CELL PHONE... 1.00 EA 338.00 N/A N/A g:;;r"

Displaying 1-3 / 3

» Repeat the accounting code change process for line 2
» Verify Line 3 accounting

» Click the Summary menu option
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Action

26

MODIFICATION SUMMARY
MENU

Summary

Madification Administration
Award Administration
Accounting

PALT
Period of Performance Defaults
Support Documents

Additional Reporting
Sync additional Reporting
FPDS-NG Report

Correct FPDS-NG Report.
Delete FPDS-NG Report

Check

Consolidate

Decansolidate

Validate Medification

Manage Reviewers/Approvers

Obligate
View Status

Modifications
Retumn To Recently Accessed

The Modification Summary screen appears:

Modification Summary

User: HENRIETTA TENNESSEE (HNT)

Version: 10.2 Screen ID: MSM
Administration

Type Change Order Award Subject to Availability of Funds: No
co: EMILY BLAKEMORE {EBC) Modification Subject to Availability of Funds: No
Status: Draft Modification Modification Amount: $338.00
Effective: 11/13/2020 Mod Obligated Amount:  $338.00

New Award Amount: $1,258.00

New Award Obligated $1,258.00

Amount:

Account Summary

Number of Codes Assigned to Line Items: 2 Number of Default Codes: 0
Percent Allocated: 100.00% Total Default Percentage: 0%
Total Quantity Allocated: 3
Total Cost Allocated: $1,256.00

Commitment: Accepted/Approved by Financial System Posted:

Line Item Summary

11/05/2020 14:57:40, for the Amount: $1,258.00 on Requisition NA-AJ2000-21-00049

No. Line Ttems: 3 Line Item Amount: $338.00
Base Amount: $338.00
Option Amount: $0.00
Notes
No Notes
Clauses

Decument Type: No Document Created

Review and Approval

Status: Mo route created

View Requisition Routing_List

» Click the Check menu option

» See at the top of the Summary screen the new updated amounts
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Step

Action

27

A pop-up screen appears:

[

Report Screen -

@ crequesttrain.eas.commerce.gov/noaa train/jsp/ReportPage jsp?from_mod=Y

Modification Messages

Award Administration
Administration Information has passed all validations.

Modification Administration
Modification Administration Information has passed all validations.

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

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

Review & Approval
Review & Approval Information has passed all validations.

Additional Reporting Elements
Warning: Additional Reporting Elements are incomplete.

Government Property
Government Property has passed all validations.

 Close |

If everything passes all validation finish the process:
» FPDS Reporting (not necessary for training purposes)
» Manage Reviewers/Approvers

» Release to Approver
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Step

Action

28

The Approver follows the following steps for the modification:

‘ Inbox ‘
v

Review Modification
¥

Approve FPDS Report |
T

Obligate
+
‘ Validate Modification ‘
¥
Review/Approval
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C.Award for New Users

Training Exercises

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 to exercise an option period.

Step

Action

1 From the Just In tab.
> Click the PR#

2 The Purchase Request Summary screen appears:

Purchase Request Summary

PURCHASE REQUEST SUMMARY

Administration

User: HENRIETTA TEI
Version: 10.2 Screen

NNESSEE (HNT)

ID: PRSM

MENU
Purchase For:
Delivery Date:

Point of Contact:
Purpose

Document Status:
Procurement Status:
Submitted By

~ SECTIONS
Sum

Notes

PROPERTIES
Sharing

NOAA/OCIO/ISMO/ADS/FINANCE SYS ADMIN BRANCH AJ151200
12/01/2021

ABBY ALABAMA

TO EXERCISE OPTION PERIOD OF 2 MOS

Open-Assign

Open-Assign

ERIN K COBBS (EKC) 11/25/2020

Account Summary

PROCUREMENT
PALT

Percent Allocated

Total Quantity Allocated:
Total Cost Allocated:
Base Cost Allocated:
Option Cost Allocated:

Number of Codes Assigned to Line Items:

1 Number of Default Codes:
100.00% Total Default Percentage:
2

$7,180.40

$7,180.40

50.00

Commitment: Accepted/Approved by Financial System Posted: 11/25/2020 10:57:02, for the Amount: $7,180.40 on Requisition NA-AJ2000-21-00081

» Review the entire change PR
» Write down the change PR number
» Once finished, close the PR

Line Item
Number of Line Items: 1
Manage Reviewers/Approvers Total Cost: $7,180.40 Base Amount: $7,180.40 Option Amount: $0.00
FINANCIAL
Notes
+ CREATE
Solictation No Notes
Award
Project
SYSTEM OPTIONS
Return To Recently Accessex d
o= Review and Approval
Status: No route created

FY 2021-V 1.0
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Training Exercises

Step

Action

Notes:

When a change PR comes in to exercise an option period, verify on the original award

that no accounting was associated when it was originally awarded

Option periods must have accounting with the current fiscal year accounting
For options periods, be sure on the original award that there is no accounting
associated. When exercising an option period, you will need to use current Fiscal Year

Accounting.

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 the Modifications menu option

The Modification Management screen appears:

Modification Management

MODIFICATION MENU

Search Criteria

= ACTIONS il Modification Status:
Create
Delete Modification Type: v
Filter on: v v |

Award Summary

Modifications

Search

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: MM

Reset all Search Fields

OTHER SYSTEMS IR DI

Displaying0-0/0

Mark Modification Name 3 Modification Number 4 Type ¢ poc ® Dau;

Amount ~  Status

No Modification records found that meet the search / filter criteria

Ly

» Click the Create menu option

Displaying0-0/0
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Step

Action

The Modification PIIN and Name screen appears:

e " User: HENRIETTA TENNESSEE (HNT]
Modification PIIN and Name Version: 10.2 Screen ID: MC
MODIFICATION MENU
= = Required Field
¥ ACTIONS

Create B Award PIIN: GS36F0013E/1305M221FNCNI0008
Delete
* purchase Request Number:(____——— )
e SYSTEMOPTIONS Last Modification Number:

Award Summary

Modifications Enter Existing Modification 0

|+ OTHERSYSTEMS S
* Document Number:
* Document Name: [P20727 ]

_ Marking this checkbox creates an Administrative Modification to update the PIIN to the new format. The following Modification
Change PIID: [] Administration screen fields are editable [all other modification screens and fields are read-only): Treasury Account fields, Initiative, Date
signed, and Modification Effective Date.

Save Reset Cancel Manually Number

» Use the drop-down list to select the change PR #.
» Click Save

The Modification Administration screen Administration view tab appears:

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

» Check the box Contractor is required to sign and return the modification
» Enter the Number of Copies (i.e. 1)

» Click the Address tab

The Address tab opens:

» Enter the Government POC (i.e. training ID)
» Click the refresh icon

» Click the Description tab

The Description tab opens:
» Enter a description (i.e. MODIFICATION IS FOR EXERCISING OPTION PERIOD LINE 2)
» Click Save
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Step Action

10 The Modification Summary screen appears:

e User: HENRIETTA TENNESSEE (HNT)
Modification Summary Version: 10.2  Screen ID: MSM

MODIFICATION SUMMARY  Modification successfully updated.

MENU
v SECTIONS 4
Summary Administration
Modification Administration
ngnﬁf‘m'"‘smt‘o" Type Change Order Award Subject to Availability of Funds: No
Line !lemg co: EMILY BLAKEMORE (EBC) Modification Subject to Availability of Funds: No
Clauses Status: Draft Modification Modification Amount: $0.00
Totals Effective: 11/25/2020 Mod Obligated Amount:  $0.00
;O’tms New Award Amount: $7,180.40
otes .
New Award Obligated $7,180.40
Amount:
v PROPERTIES
v PROCUREMENT Account Summary
PALT

Period of Performance Defaults

Support Documents Number of Codes Assigned to Line Items: ] Number of Default Codes: 0
Percent Allocated: 0.00% Total Default Percentage: 0%

< REPORTING | Total Quantity Allocated: o

Additional Reporting Total Cost Allocated: $0.00

E;B;ﬁfg'z::z‘:ep"m”g Commitment: Accepted/Approved by Financial System Posted: 11/25/2020 10:57:02, for the Amount: $7,180.40 on Requisition NA-AJ2000-21-00081

Correct FPDS-NG Report

Delete FPDS-NG Report Line Item Summary

‘v ACTIONS i .
Check No. Line Items: 1 Line Item Amount: $0.00
Consolidate Base Amount: $0.00

Deconsolidate
Validate Modification
Manage Reviewers/Approvers

Option Amount: $0.00

Notes

» Click the Line Items menu option

11 The Modification Line Item Management screen appears:

e " . User: HENRIETTA TENNESSEE (HNT)
Modification Line Item Management Version: 10.2 Sereen ID: MLIM
LINE ITEM MENU . Reset all Search Fields

-~ ACTIONS :

Create CLIN Filter on: v v |
Create SUBCLIN

Select Award Line Ttem
Copy

Cancel

Delete Search

Result Sorted By: Line ltem No.
Global Replace
Renumber Single

Renumber Range Mark All | Unmark All
period of Performance
IMPORTS. B view tine rtem Totals Displaying1-1/1
From Any Document Mark LI# ¢ Description + Qty s uI % Cost § ¢ Option 4  Pricing 4  Action &
8 e [ EEE 200 wo 3,590.20 Option Period /A change
Summany < ] Dpisplaying1-1/ 1
~ OTHER SYSTEMS

» Click the Line Item Number (i.e. 0002)
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Step

Action

12

The Modification Line Item Number screen appears:

= " . B User: HENRIETTA TENNESSEE (HNT]
Modification Line Item Detail Version: 10.2 Screen 1D: MLID

LINE TTEM DETAIL MENU
* = Required Field

Accounting e Open_, i
* Line Item No: 0002
Create subcLIn o o — ) i ‘  costi T
Total Cost: §7.1
Summary
Line Items g Is this a "green” TEST2
eader: acquisition?:
'+ OTHER SYSTEMS

You have characters remaining for your input.
"Green" TEST2
Justification:

ONE BEDROOM APT W/KITCHENETTE AND PARKING
$119.69/NIGHT FOR 30 DAYS - OPTION PERIOD 2

Description: MONTHS “Green" TEST2 Reason:
You have characters remaining for your input. You :ave [ eharacters remaining for your
input.
Contract Type: [ v
Not to Exceed: Mot Separately Priced: a
= UNSPSC Code: 90111803 ' B Stock Item: 1
UNSPSC Title: St
= FSC Code: V231

FSC Description: LODGING - HOTEL/MOTEL

Award Purchase Request a2 12000.91-00051
Number:

Award Purchase Request

Line Item Number: 2902
Modification Purchaze
Request Number:
Modification Purchase

NA-AJ2000-21-00053

Request Line Item 0002

Number:

Modification Action: Changs

Funding Goal: Fully Funded  ~

Save | Apply Reset | Cancel

» Click the Option tab

13

The Modification Line Item Detail screen Option view tab opens:

e . N " User: HENRIETTA TENNESSEE (HNT)
Modification Line Item Detail S 105 e DD
LINE ITEM DETAIL MENU

= Required Field

“' n o ““ Option “ e| i “
Accounting
ACTIONS Option: Option Period v
Create SubCLIN
Period Begin Date: 1210172021 @ Period End Date: 01/31/2022 %ﬁ
> SYSTEMOPTIONS
Summary Exercise: (]
Line Ttems
v OTHERSYSTEMS

Save | Apply Reset || Cancel

» Check the Exercise checkbox
» Click Apply

» Click the Accounting menu option
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Step Action
14 The Modification Account Code Management screen appears:
Modification Account Code Management S NI EESSEE ()
ACCOUNT CODE MENU
Line Item No.: 0002, ONE BEDROOM APT W/KITCHENETTE AND PARKING $119.69/NIGHT FOR 30 DAYS - OPTION PERIOD 2 MONTHS
Create
i Search Criteria Reset all Search Flelds
Search Criteria ) | ~Jil ]
v SYSTEM OPTIONS
;‘S:\,::xs Search
v OTHER SYSTEMS
Line Item Total: 7180.40 Total Cost: $0.00 Total Percent: 0% g:::’l'ﬁty: 0.00
Result Sorted By: Account Code
Mark Al Unmark All
L vy Displaying 0-0/ 0
Mark Account Code * Cost * Quantity % Percent * BOC L4
No Account Code records found that meet the filter criteria
E1EI D00 Displaying0-0/ 0
» Click the Create menu option
Notes:
v' Remember the line information on modifications come from the original award
v Option periods on original awards should not have any accounting associated to it
v Copying the accounting from the change PR is needed in order to create the accounting
to the exercises option period
15 The Modification Account Code Detail screen appears:

» Add the new accounting code (i.e.
14.21.28LEF28.800.0001.022116001.3021000200000000.25272535.000000)

» Change the Allocation By field to Cost
» Enter the Cost (i.e. 7180.40)

» Enter the Quantity (i.e. 2)

» Click Save

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

16

The Modification Account Code Management screen appears with the accounting

strings now showing:

Modification Account Code Management

ACCOUNT CODE MENU Account Code successfully added.

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen 1D: MAC

Create 4
Edit
Delets Line Item No.: 0002, ONE BEDROOM APT W/KITCHENETTE AND PARKING $119.69/NIGHT FOR 30 DAYS - OPTION PERIOD 2 MONTHS
TInE Tteme Search Criteria Reset all Search Fields
Uy, Search Criteria | ~| | ~ [ |
- OTHER SYSTEMS
Search
Line Item Total:  7180.40 Total Cost: $7,180.40 Total Percent:  100% Total - 2.00
Quantity:
Result Sorted By: Account Code
Mark All || Unmark All
[CIRD 2 ) Displaying1-1/1
Mark Account Code A4 Cost % Quantity 4 Percent i BOC *
[0  1421281EF28B0000010221160013021000: 35000000 $7,180.40 2.00 100

X1 K0 AT}

» Click the Summary menu option

Displaying1-1/ 1

17

The Modification Summary screen appears:

Modification Summary

MODIFICATION SUMMARY
MENU

Administration

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: MSM

Additional Reporting
Ssync Additional Reporting
FPDS-NG Report

Correct FPDS-NG Report
Delete FPDS-NG Report

Check

Consolidate

Deconsolidate

Validate Modification

Manage Reviewers/Approvers

Cligate
View Status

Modifications

Type Change Order award Subject to Availability of Funds: No
m_gmmw co: EMILY BLAKEMORE (EBC) Madification Subject to Availability of Funds: No
Modification Administration Status: Draft Modification Modification Amount: $7,180.40
:W“d ‘I‘dr“‘“‘“”“”” Effective: 11/16/2020 Mod Obligated Amount:  $7,180.40
ccountiny
s New Award Amount: $14,360.80
Clauses New Award Obligated 4147360:80
Totals Amount:
Forms
Mots
G Account Summary
v PROPERTIES
Number of Codes Assigned to Line Items: 1 Number of Default Codes: 0
ﬁ% Percent Allocated: 100.00% Total Default Percentage: 0%
Period of Performance Defauits TotakQuantity. Allocated: 2
Support Documents Total Cost Allocated: $7,180.40

Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 15:16:24, for the Amount: $7,180.40 on Requisition NA-AJ2000-21-00053

Line Item Summary

No. Line [tems: 1 Line Item Amount: $0.00
Base Amount: $7,180.40
‘Option Amoul $-7,180.40
Notes
Mo Notes
Clauses

Document Type:

No Document Created

Review and Approval

Status:

View Requisition Routing List

» Click the Check menu option

No route created
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Step Action

18 A pop-up screen appears:

& crequesttrain.eas.commerce.gov/noaa train/jsp/ReportPage jsp?from _mod=Y

Modification Messages

Award Administration
Administration Information has passed all validations.

Modification Administration
Modification Administration Information has passed all validations.

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

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

Review & Approval
Review & Approval Information has passed all validations.

Additional Reporting Elements
Warning: Additional Reporting Elements are incomplete.

Government Property
Government Property has passed all validations.

 Close |

Javascript:closeWin() -

If everything passes all validation finish the process:
» FPDS Reporting (not necessary for training purposes)
» Manage Reviewers/Approvers

» Release to Approver
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Step

Action

19

The Approver would follow the following steps for the modification:

| Inbox |
¥

| Review Modification |
]

| Approve FPDS Report |
¥

Obligate
[ obge |
| Validate Modification |
¥
Review/Approval
| |

Approve
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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 one of the line items not to be used again.
One Line will be used on a different award.

Step Action

1 From the Just In tab.
> Click the PR#

2 The Purchase Request Summary screen opens:

3 User: HENRIETTA TENNESSEE (HNT)
Purchase Request Summary Version: 10.2  Screen ID: PRSM
PURCHASE REQUEST Administration
SUMMARY MENU
Purchase For: NOAA/OCIO/ISMO/ADS/FINANCE SYS ADMIN BRANCH AJ151200
Delivery Date: 09/30/2021
point of Contact: ABBY ALABAMA
Purpose UPDATING AWARD TO CANCEL LINES 5 & 6. LINE 5 TO USE AGAIN ON ANOTHER AWARD. LINE 6 TOTALLY CANCELLING NOT USING AGAIN
Document Status: Open-Assign
Procurement Status: Open-Assign
Submitted By ERIN K COBBS (EKC) 11/05/2020
Account Summary
Number of Codes Assigned to Line Items: 1 Number of Default Codes: 0
Percent Allocated: 100.00% Total Default Percentage: 0%
Deliverables Total Quantity Allocated: 2
History Total Cost Allocated: $6,278.00
Base Cost Allocated: $6,276.00
" Option Cost Allocated: $0.00

Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 15:21:25, for the Amount: $6,278.00 on Requisition NA-AJ2000-21-00057

Line Item
Manage Reviewers/Approvers YRR T 1 e — 3
FINANCIA Total Cost: $6,278.00 Base Amount: $6,278.00 Option Amount $0.00
.+ CREATE
Solicitation Hotes;
Award
No Notes
.~ SYSTEMOPTIONS .
Return To Just In Project
.~ OTHERSYSTEMS
Review and Approval
Status: No route created

View Requisition Routing_List

» Review the entire change PR
» Write down the change PR number
> Once finished, close the PR
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Step

Action

Notes:

v’ For training purposes verify that CLIN 0005 Modlification LI Action is Cancel/Open
v’ For training purposes verify the CLIN 0006 Modification LI Action is Cancel/Cancel

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 the Modifications menu option

The Modification Management screen appears:

Modification Management User: HENRIETTA TENNESSEE (HNT)
A Sk ke

version: 10.2 Screen ID

MODIFICATION MENU

Search Criteria Reset all Search Fields
|~ ACTIONS S modification Status:
Create
Delete Madification Type:

Filter on: I vl | v ]

Search
ey Displaying 0 - 0 / 0
Mark Modification Name ¢ Modification Number |l e & pog i HiEbE e, Haiibos, Bediatiaa
Date Amount Status
Ne Modification records found that meet the search / filter criteria
IR | Displaying 0 - 0/ 0

» Click the Create menu option
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Step Action

6 The Modification PIIN and Name screen appears:

we User: HENRIETTA TENNESSEE (HNT)
Modification PIIN and Name Version: 10.2 Screen ID: MC

MODIFICATION MENU

= = Required Field
~ ACTIONS ¥
Create Award PIIN: 1305M221PNCNI0012

Delete
* purchase Request Number:( )

= SYSTEM.OPTIONS Last Modification Number:
Award Summary
iothcahons Enter Existing Modification

- OTHER SYSTEMS Numbet3
* Document Number:
* Document Name: [P20777 |

~ Marking this checkbox creates an Administrative Modification to update the PIIN to the new format. The following Modification
Change PIID: [] Administration screen fields are editable (all other modification screens and fields are read-only): Treasury Account fields, Initiative, Date
signed, and Modification Effective Date

Save Reset | Cancel Manually Number

» Use the drop-down list to select the change PR #
» Click Save

7 The Modification Administration screen Administration view tab appears:

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

» Check the box Contractor is required to sign and return the modification
» Enter Nbr of Copies (i.e. 1)

» Click the Address tab

8 The Address view tab appears:

» Enter Government POC (i.e. training ID)
» Click the refresh icon

» Click the Description view tab

9 The Description view tab appears:

> Enter a description (i.e. MODIFICATION IS TO CANCEL/OPEN CLIN 000 5 AND
CANCEL/CANCEL CLIN 0006)

> Click Save
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Step Action

10 The Modification Summary screen appears:

Modification Summary

MODIFICATION SUMMARY Modification successfully updated
MENU

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: MSM

FPDS-NG Report
Carrect FPDS-NG Report
Delete FPDS-NG Report .

Line Item Summary

. » SECTIONS £
Summary Administration
Modification
:Z‘;’jﬁ‘l“j‘:‘“'m“”” Type Change Order Award Subject to Availability of Funds: No
Line Ttems co: EMILY BLAKEMORE (EBC) Modification Subject to Availability of Funds: No
Clauses Status: Draft Modification Modification Amount: $-6,278.00
Totals Effective: 11/16/2020 Mod Obligated Amount:  $-5,278.00
;D;tr:: New Award Amount: $13,010.00
New Award Obligated $13,010.00
PROPERTIES Amount:
T Account Summary
Period of Performance Defaults
Support Documents Number of Codes Assigned to Line Items: i Number of Default Codes: 0
Percent Allocated: 0.00% Total Default Percentage: 0%
e B B Total Quantity Allocated: o
‘Sync Additional Reporting Total Cost Allocated: $0.00

Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 15:21:25, for the Amount: $6,278.00 on Requisition NA-AJ2000-21-00057

Check

- Na. Line Items: 2 Line Ttem Amount: $-6,278.00
Consollate Base Amount: $-6,278.00
validate Modification Option Amaunt: $0.00
Manage Reviewers/Approvers
_— Notes
Obligate
View Status No Netes
Clauses
Modifications
Document Type: No Document Created
|~ OTHERSYSTEMS
11 The Modification Line Item Management screen appears
iFi £ User: HENRIETTA TENNESSEE (HNT)
Modification Line Item Management Version: 10,2 Screen ID: MLIM
LINCITEN MENL, Search Criteria Reset all Search Fields
Create CLIN Filter on: ¥ v [ ]
Create SubCLIN
Select Award Line Ttem
Copy
Cancel
Delete Search
Result Sorted By: Line Item No.
Global Replace
Re: ber Singl.
k:jr,:b:: R:‘,:‘]g: Mark All | Unmark All
Period of Performance
B  view Line ttem Totals Displaying 1-2/ 2
From Any Document Mark LI# & Description & Qty 4 UL ¢ Cost $ 4 Option & Pricing ¢ Action &
[J 10005 CONFIRM/RECERTIFY SBE EQUIP PER QUOTE... 1.00 I8 5,485.00 N/A N/A Cancel/Open
O 0006 CONFIRM/RECERTIFY 11/11PLUS; PERFORM MINOR 1.00 1B 793.00 N/A N/A Cancel/Cancel

Summary REPAIRS - SEE QUOTE...

|~ OTHER SYSTEMS . [WI[x[¥]

correct

» Click the Summary menu option

Displaying 1-2/2

» Be sure the Action shows Cancel/Open and Cancel/Cancel and that the costs are
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Step

Action

Notes:

v’ Cancelled lines are view only
v’ Cancel status can only be used on lines where no invoices have been paid
v’ Lines that have a paid amount on them must be de-obligated

12

MODIFICATION SUMMARY
MENU

> SECTIONS
Summary

Madification Administration

Award Administration

Accourting

Line Ttems

Clauses

Totals

Forms.

Hotes

|~ PROPERTIES
.~ PROCUREMENT
PALT

Period of Performance Defaults

Support Documents

Additienal Reporting
Sync Additional Reporting
FPDS-NG Report

Correct FPDS-NG Report
Delete FPDS-NG Report

f

Check

Consolidate

Deconsolidate

Validate Modification

Manage Reviewers/ Approvers

f

Obligate
View Status

f

Modifications

.~ OTHER SYSTEMS

Modification Summary

The Modification Summary screen appears:

Administration

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: MSM

Type Change Order

co: EMILY BLAKEMORE (EBC}
Status: Draft Modification
Effective: 11/16/2020

Award Subject to Availability of Funds: No
Modification Subject to Availability of Funds:

=z

o

Modification Amount: $-6,278.00
Mod Obligated Amount:  $-6,278.00
New Award Amount: $13,010.00
New Award Obligated $13,010.00

Amount:

Account Summary

Number of Codes Assigned to Line Items:
Percent Allocated:

Total Quantity Allocated:

Total Cost Allocated:

Commitment: Accepted/Approved by Financial System Posted:

1
0.00%
0
$0.00

Number of Default Codes:
Total Default Percentage:

11/05/2020 15:21:25, for the Amount: $6,278.00 on Requisition NA-AJ2000-21-00057

Line Ttem Summary

0%

No. Line Items: 2 Line Item Amount: $-6,278.00
Base Amount: $-6,278.00
Option Amount: $0.00
Notes
No Notes
Clauses

Document Type: No Document Created

Review and Approval

Status: No route created

View Requisition Routing List

» Click the Check menu option
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Step Action
13 A pop-up screen will appear:
@ rooisoen- e I =

@ crequesttrain.eas.commerce.gov/noaa_train/jsp/ReportPage.jsp?from_mod=Y

Modification Messages

Award Administration
Administration Information has passed all validations.

Modification Administration
Modification Administration Information has passed all validations.

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

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

Review & Approval
Review & Approval Information has passed all validations.

Additional Reporting Elements I
Government Property
Government Property has passed all validations.

|

|
il
|
|
|
I Warning: Additional Reporting Elements are incomplete.
|
|
|
|
!

javascript:closeWin() o

If everything passes all validation finish the process:
» FPDS Reporting (not necessary for training purposes)
» Manage Reviewers/Approvers

» Release to Approver

14

The Approver would follow the following steps for the modification:

‘ Inbox ‘

¥
Review Modification
[ Review Modiicton |
| Approve FPDS Report |
¥
Obligate
| |

‘ Validate Modification ‘
¥

‘ Review/Approval ‘
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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 to establish a multi-year contract to
provide shoreline mapping services. A blanket award should be for $S0. You
will set it up with the minimum award total that task/delivery order along
with the minimum and maximum quantity.

Award Flow

| AwardPIIN |
¥
| Administration | | Inbox |
i | ReviewAward |
| Summary |
v | Approve FPDS Report |
| Line :I:ems | Accounting | | Obligate |
‘ ualfes ‘ | Issue Award |
| |

Review/Approval

BT
¥ ]

| Reporting - FPDS | Approve
¥

| Manage Reviewers/Approvers |
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NOTE: For this training example, we will skip the solicitation & clauses.

Step Action
1 From the Home screen, open the Just In tab.
» Click the PR#
» Review the PR in its entirety
1a If the PR looks good, then you will need to:
» Click the Create Award menu option.
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Step Action

2 The Purchase Request Report pop-up window opens. If anything doesn’t pass
validation, you will receive something like this:

{5 Purchase Request Report - Windows Intermet Explorer ===
™ e a

& hitps//crequestirsin.cas commercegow/noas

)
J cOmErizun'Suite

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:

I The following fields have been flagged as mandatery for this Purchase Request and must be populated prior to
submission:
i
i Section Number Field Label
i Administration Uidmaze
Destination:

Alternate CORs:
| Aitemate CORs section has passed al vaidations

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

& Purchase Request Report - Windaws Intemet Explorer i
| @ nips /crequestinon o commerce.gov/naas_trainservlet/DacumentValdations from= cresteimeny= CA&doc_type=PR > a

ﬂ /2 c ]
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:
' Security 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
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Step

Action

The Award PIIN and Name screen appears:

Award PIIN and Name

PURCHASE REQUEST SUMMARY |
MENU

|~ SECTIONS * Award Type:
man

Document Number:

= Document Name:

burchase Request
ate

Y V V V

Click Save

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: CA

= Required Field

| Purchase Order/Priced

~| Ordering Source: Open Market

[1305M221PNAAA??7?2

Save | Reset | Cancel

Select the Contract type (i.e. Indefinite Delivery/Indefinite Quantity)
Select the Award Number (i.e. 1305M2-FY-D-####-?77?7?)
Type in the Award Name (i.e. {date} EX 12 {TRAINING INITIALS} AWD)
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Step Action

4 The Award Administration screen Administration tab appears:

AWARD SUMMARY MENU

= Required Field

FCOT Number

00000
No FAAPS Required

TENRIETTA TENNESSEE
014443400

al Routing: |HENRIETTA TENNEGSEE]
FENRIETTA TENNESSEE@TESTNOA

. sing
-l Address For Prnting
i)
s -
~Ex I:'w
C—® et Utimata Compietion Date: [~ &
“Vendor R4

Enter the CO (i.e. EBC)

Change the Award Date (Defaults to current date)

Enter the Signed On Date (i.e. use award date)

Enter the Start Date (i.e. use award date)

Enter the Expiration Date (i.e. date on PR)

Enter the Est. Ultimate Completion Date (i.e. date on PR + 5 years)

Verify the Vendor (i.e. 00010882 FUGRO EARTH DATA) if not there enter it

Enter the Business Size Indicator (i.e. other than small)

YV V.V V VYV V V V V

Click the Properties tab
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Step Action

5 The Award Administration screen Properties tab appears:

" P : User: HENRIETTA TENNESSEE (HNT)
Award Administration Version: 10.2 Screen ID: AA

AWARD SUMMARY MENU

IEECTIONS . |ldpiiaion gy Properics | OrtERoRt ey i RUCIOD UL DI NN

Summary

* = Required Field

Administration
Acceunting
Line Ttems . -
Clauses pelivery  TEEmT )2
Modifications

Totals

Forms FOB nation:.Destination _+
Forms esignation:
Ship Via:

Bill of
PROCUREMENT Lading :
PALT

Delivery Information

Sharing
Action Alerts

Period of Performance Defaults oOther Information
Support Documents
Deliverables
= UNSPSC "
bz Geophysical surveys
‘Additional Reporting
Sync Additional Reporting
FPDS-NG Report I R425
Copbel i R FSC/PSC ENGINEERING AND TECHNICAL SERVICES
Delete FPDS-NG Report Code:
-~ ACTIONS :1
Assign PIIN = NAICS =4
Check Code:
Issue
Delete . (=]
Consolidete naics size [
Deconsolidate Fxcepion;
Add To Hotlist
Manage Reviewers/Approvers Reference [ ]
Your:
~ VENDOR
[ FINANCTAL T DPas
Obligate Rotings |
Financia | Closeout t o
View Status (Contractor is required to sign and return the award [

[ICLOSEQUI N contractor must sign this document and submit [ copies to the Issuing Office
FCREATE Y Number of

SYSTEM OPTIONS Invoice

Batirm T Baranths rmscsed Copies:

Change the Delivery Date (If needed)

Change the FOB Designation (if needed)

Enter the Ship Via: address (if needed)

Enter the NAICS Code (i.e. 541360)

Check the Contractor required to sign checkbox
Enter the # of copies to Issuing Office (i.e. 1)

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

YV V. V V VYV V V V

Click the Addresses tab
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Step

Action

6 The Award Administration screen Addresses tab opens:

AWARD SUMMARY MENU

v SECTIONS
Summary

Administration

Actounting

Line Ttems

Clauses

Modifications

Totals

Forms

Notes

PALT
Period of Performance Defaults
Support Documents
Deliverables

History

DS PO ey Adresses

* Issuing
Office:

Award Administration

NOAA/OCIC/ISMOIADS/FINANCE SYS ADMIN BRANCH
20020 CENTURY BLVD
GERMANTOWN MD 20879

Sharing *
Action Alerts Administration|AJ151200 &
Office:
- PROCUREMENT NOAA/OCIC/ISMO/ADS/FINANCE SYS ADMIN BRANCH

20020 CENTURY BLVD
GERMANTOWN MD 20879

Sync Additiona| Reporting
FPDS-NG Report

Correct FPDS-NG Repart
Delete FPDS-NG Report

Deconsalidate
Add To Hotlist
Manage Reviewers/Approvers

. VENDOR
- FINANCIAL
Obligate

Financial Closeout
View Status

Additional Reporting * Deliver to:

Assign PIIN
Check

Issue * payment
Delete Office:
Consolidate

Invoicing
Address:

AJ151200 ]
NOAA/OCIO/ISMOIADS/FINANCE SYS ADMIN BRANCH
20020 CENTURY BLVD

GERMANTOWN MD 20879

AJ151200 2

NOAA/OCIQ/ISMO/ADS/FINANCE 8YS ADMIN BRANCH
20020 CENTURY BLVD
GERMANTOWN MD 20879

T
——pre

If not added or needs to be changed:
» Verify addresses and make changes where needed

» Click the Funding tab

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: A&

* = Required Field
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Step

Action

7 The Award Administration screen Funding tab appears:

AWARD SUMMARY MENU

v SECTIONS
Summary

Administration

Accounting

Line Ttems

Clauses

Modifications

Totals

Forms

Niotes

Sharing
Action Alerts

PALT
Period of Performance Defaults
Support Documents
Deliverables

History

Additional Reporting
Sync additional Reporting
FPDS-NG Report

Carrect FPDS-NG Report
Delete FPDS-NG Report

Assign PIIN
Check

YV V V V V

Award Administration

ISlnisecnsy Rsipaicuy MetdEman  Funcino  SERIAND N Conac

Payment Information

Number of Days for Constructive Acceptance:

Subject to the Prompt Payment Act:

Subject to Fast Payment Procedures

= Payment Tvpe:

Treasury Account Symbol
= Agency
wdsnier
Initiative:

—3

O

O

= Main Sub
accourt peoune 1

Save | Apply = Reset | Cancel

» Enter the # of days for Constructive Acceptance (i.e. 007)
Check the Subject to Prompt Pay checkbox
Select the Payment Type (i.e. EFT)

The Treasury Account Symbol defaults from PR
Click Apply

Click the Form Info tab

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: AA

* = Required Field
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Step

Action

The Award Administration screen Form Info. tab opens:

AWARD SUMMARY MENU

Summary
Administration
Accounting
Line Items
Clauses
Modifications
Totals

Forms

Notes

Sharing
Action Alerts

User: HENRIETTA TENNESSEE (HNT)
et .

Award Administration Version: 10,2 Screen ID: AR

Award successfully updated,

* = Required Field
b RIS o RO o\ AR oy ENIN0 oy Form Info. SIS CONURCL oy
Schedule B Text

Enter any special comments or notations that you wish te print before the line items.

PALT

Period of Performance Defaults
Suppert Documents
Deliverables

History

Additional Reporting

Sync Additional Reporting
FPDS-NG Report

Correct FPDS-NG Report
Delete FPDS-NG Report

Assign PITN

Issue
Delete

Consolidate

Deconsolidate

Add To Hatlist

Manage Reviewers/Approvers

. VENDOR
~ FINANCIAL

Obligate
Financial Closeout
View Status

YV V V VYV VY

“You have [2000 characters remaining for your input.
File Attachment

The text file specified in this section will print before the line items. You may select an existing third party file, you may
create a new file by using an existing template, or you may elect not to use any file attachment.

@ No File Attachment
pload Existing File
") Create New File Using Template

Form Information

Form: [Bs0os Agreement v

No additional data elements,

Save | Apply | Reset | Cancel

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

Choose the form: (i.e. SF1449)

Click Apply

Click the Indefinite Contract tab

The Award Administration screen Indefinite Contract tab appears:

AWARD SUMMARY MENU

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: AA

Award Administration

Award successfully updated

¥ SECTIONS .

Summary
Administration
Accounting
Line Ttems
Clauses
Modifications
Totals

Forms

Hates

Sharing
Action Alerts

* = Required Field

Istdminisiarion el eimesitcs bsdddisscl hafindinaus) welomuinidagy  ndefnite Contract
Minimum Award Total per Delivery Order:s (]

$0.00

v PROCUREMENT

PALT

Period of Performance Defaults

Support Documents
Deliverables
History

Save  Apply Reset | Cancel

» Enter the Minimum Award Total per Delivery Order (i.e. 1000)
» Click Save
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Step Action

10 The Award Summary screen appears:

Award Summary

AWARD SUMMARY MENU Award successfully updated.

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: ASM

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

. SECTIONS
Summary rd
Administration
Accounting
Line Ttems ) 7 B " n i
sy award Type: ‘@:ﬂ:'“ Delivery/Indefinite Quantity  Ordering Source: Open Award Subject to Availability of Funds: No
Modifications .
Totals National Interest: N/A Award Amount: $0.00
Forms. vendor: FUGRO EARTHDATA, INC. (00010882) Obligated Amount: $0.00
Hotes co: EMILY BLAKEMORE (EBC)
* COR: If not required
ISEPROBERTIESSRIINNIN select NCR-No COR ERIN K COBBS (EKC)
sharig Required
Action Alerts q
Document Status: On Draft Award 11/16/2020 08:30:09 Issued By:
IS/ PROCUREMENTI Procurement Status: Fully Awarded
PALT
Period of Performance Defaults
Support Documents Account Summary
Deliverables
History Number of Codes Assigned to Line Items: 0 Number of Default Codes: 1
percent Allocated: 0% Total Default Percentage: 100%
- REPORTING
‘Additional Reporting Total Quantity Allocated: 0
Sync Additional Reporting Total Cost Allocated: $0.00

Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 15:39:21, for the Amount: $0.00 on Requisition NA-AJ2000-21-00059

Line Item Summary

Aesian FIN No. Line Items: 1

Consolidate

Deconsolidate

Add To Hotlist Notes
Manage

Total Amount: $0.00
Base Amount: $0.00
Option Amount: $0.00

No Notes

f

» Click the Line Items menu option

11 The Award Line Item Management screen appears:

Award Line [tem Management

LINE ITEM MENU =
Search Criteria

User: HENRIETTA TENNESSEE (HNT,
Version: 10.2 Screen ID: ALIM

Reset all Search Fields

Create CLIN Filter on: v

Create SUbCLIN
Copy
Delete

Search

f

Global Replace
Renumber Single Result Sorted By: Line Item No.
Renumber Range

Period of Performance
Mark All | Unmark All

f

From Any Document
ne Item Totals

Description + Qty ¢ ur
Guaranteed minimum award for multiple task orders
to provide survey and mapping ...

Summary

Displaying 1-1/ 1
® Cost§ ¢ option ¢ Pricing ¢  Status &
0.00 N/ N/A Fully Awarded

!

» Click the Line Number (i.e. 0001)

Displaying 1-1/ 1
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Step

Action

12 The Award Line Item Detail screen opens:

LINE ITEM DETAIL MENU

r TooL
Accounting

= Line Item No:

Create SubCLIN = Minimum Qty:

Line Items

Summary

=IOTHER'SYSTEMS Ul | Header:

= Description:

Contract Type:

Not to Exceed:

UNSPSC Title:

= FSC/PSC:
PR Number:
PR LI No.:

Fully Awarded:
Funding Goal:

= Maximum Qty:

= UNSPSC Code:

Award Line Item Detail

0001
- E ]

Is this a “green”
acquisition?:

You have characters remaining for your input.

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: ALID

* = Required Field

Total Cost: $0.00

"Green" Justification:

Guaranteed minimum award for multiple task orders to
provide survey and mapping services and compile
shoreline for coastal mapping.

You have characters remaining for your input.

[ 2

"Green" Reason:

You have [ characters remaining for your

input.

v Not Separately Priced: ]

]
31151901 ' B

Geophysical surveys

R425
ENGINEERING AND TECHNICAL SERVICES

NA-AJ2000-21-00059
0001

View Partially Awarded Amounts

Non-Funded &

Stock Item:

I

Save Apply Reset Cancel
. . .
» Enter the Minimum Qty (i.e. 1)
. .
» Enter the Maximum Qty (i.e. 100)
» Click Save
.
13 The Award Line Item Management screen opens:

Award Line Item Management (e, FENRIEET ToMESSEE (i)
LINE ITEM MENU Line Item successfully updated.
Create CLIN il
Oato SUBCITH; Search Criteria Reset all Search Fields
Delete

Fiteron 9 ]
Global Replace
Renumber Single

b
Peiodof Petammance Search
. Result Sorted By: Line Item No.
From Any Document
Mark All | Unmark All
Sy Bl view tine ttem Totals Displaying 1-1/1
|~ OTHERSYSTEMS | Mark LI# % Description + Qy & uI Cost $ 4 option & Pricing $  Status
O o001 g“;:zcit;s:lm':;”:r:g ?;‘;i’:i:gr_r?”‘t‘”le task orders 100.00 EA 0.00 N/A N/A Fully Awarded
1 KR I}

» Click the Summary menu option

Displaying 1-1/ 1
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C.Award for New Users

Training Exercises

Step

Action

14

The Award Summary screen appears:

Award Summary

AWARD SUMMARY MENU

User: HENRIETTA
Ver: 1

T T Indsfinie Delivery/Indsfinite Quantiy  Ordering Source: Open T
Administration arkes
Accounting National Interest: N/A Award Amount: $0.00
Line Items Vendor: FUGRO EARTHDATA, INC. (00010882) Obligated Amount: $0.00
Clauses co: EMILY BLAKEMORE (EBC)
Modifications Z s
= COR: If not required
e select NCR-No COR ERIN K COBBS (EKC)
o Required
Document Status: On Draft Award 11/16/2020 08:30:09 Issued By:
Procurement Status: Fully Awarded
Sharing
Action Alerts
Account Summary
~ PROCUREMENT
';"Ud T S Number of Codes Assigned to Line ltems: 0 Number of Default Codes: 1
eriod of Performance Defaults 3 : N
oo percent Allocated 0% Total Default Percentage 100%
Deliverables Total Quantity Allocated: 0
History Total Cost Allocated: $0.00

Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 15:39:21, for the Amount: $0.00 on Requisition NA-A12000-21-00059
Additional Reporting

Sync Additional Reporting Line Item Summary
FPDS-NG Report

Correct FPDS-NG Report

Delete FPDS NG Report No. Line Itams: 1 Total Amount: $0.00
Base Amount: £0.00
Option Amount: $0.00

Assign PIIN

Check

Issue Notes

Delete

Consolidate No Notes

Deconsolidate
Add To Hotlist
Manage Reviewers/Approvers Clauses

» Click the Totals menu option

TENNESSEE (HNT)
0.2 Screen ID: ASI

15

The Award Totals Management screen opens:

Award Totals Management

AWARD SUMMARY MENU

User: HENRIETTA TENNESSEE (
Version: 10.2

HNT)

Screen ID: AT?

[=ISECTIONSI | Line Item Total: s
Summary
Administration Optional Charges/Discounts
‘Accounting
Line Items Type of Discount: v
Clauses 4
e Discount Percent 0
Totals Discount Amount: so
Forms
vaT Rate: O
PROPERTIES VAT Amount: sfpoo |
Sharing
e Shipping Charges:  Si00 ]
[~ PROCUREMENT | Award Total & Obligation
PALT
Period of Performance Defaults Award Total: $0.00 (Includes Optional Charges/Discounts)
S rt D L " B . " "
s @® calculate obligated amount based on award total including optional charges/discounts
History () user entered obligated amount calculated based en effective rate of: 1
Obligated Amount: £
= REPORTING |« i 3 -]
T T Mcefntraclwprvgt Gftt.ic‘e;. - EMILY BLAKEMORE
aximum Potential Awar : 1
Sync Addtional Reporting value: $ [Juser Entered Maximum Potential Award Value
FPDS-NG Report N
Correct FPDS-NG Report .
Delete FRDS-NG Report FPDS Reporting
. ACTIONS. B =Reporting Required
Assign PIIN
Issue Save | Apply | Reset = Cancel
Delete

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

» Click the Check menu option
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C.Award for New Users

Training Exercises

Step

Action

16

A pop-up screen appears:

@ crequesttrain.eas.commerce.gov/noaa train/jsp/ReportPage jsp

Award Messages

Award Administration
Administration Information has passed all validations.

Award Obligation
Obligation Information has passed all validations.

Award Line Item
Award Line Items have passed all validations.

Review & Approval
Review & Approval Information has passed all validations.

Additional Reporting Elements
Warning: Additional Reporting Elements are incomplete.

Government Property
Government Property has passed all validations.

javascript:closeWin) -

» Check for errors. If there are none, 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 the Obligate menu option
» Close out the pop-up

Financial Interface Validations

AWARD SUMMARY MENU Transaction Information

User: HENRIETTA TENNESSEE (HNT)
Version: 102 Screen ID: FINVAL

Document Number: 1305M221DNAAJ0003
Document Name: 20201116 EX 12 HNT AWD
Type: Obligation

Amount: £0.00

Validation Messages

Save and Post || Cancel
Histary

Additional Reporting

Sync Additional Reporting
FPDS-NG Report
Correct FPDS-NG Report
Delete FPDS-NG Report

> Click Save and Post if no errors
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C.Award for New Users Training Exercises

Step Action

18 The Award Summary screen opens:

User: HENRIETTA TENNESSEE (HNT)

Award Summary Version: 10.2 Screen ID: ASM

AWARD SUMMARY MENU Administration

Indefinite Delivery/Indefinite Quantity Ordering Source: Open

Summary Award Type: Award Subject to Availability of Funds: No

Administration Market
Accounting National Interest: N/A Award Amount: $0.00
Line Items Vendor: FUGRO EARTHDATA, INC. (00010882) Obligated Amount: $0.00
(Glaticse co: EMILY BLAKEMORE (EBC)
Modifications
ek * COR: If not required
= select NCR-No COR ERIN K COBBS (EKC)
e Required

Document Status: On Draft Award 11/16/2020 08:30:09 Issued By:

Procurement Status: Fully Awarded
Sharing
Action Alerts

Account Summary
~ PROCUREMENT
';‘“—Td e e Number of Cedes Assigned to Line Items: 0 Number of Default Codes: 1
eriod of Performance Defaults o 5 ~

S iBpa DO Percent Allocated: 0% Total Default Percentage: 100%
Deliverables Total Quantity Allocated: 0
History Total Cost Allocated: $0.00

Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 15:39:21, for the Amount: 30.00 on Requisition NA-AJ2000-21-00059

“additional Reporting Obligation: Sent to Interface; Awaiting Response Posted: 11/16/2020 08:38:06, for the Amount: $0.00 on Award 1305M221DNAAIO003

Sync Additional Reporting

FPDS-NG Report Line Ttem Summary
Correct FPDS-NG Report

Delete FPDS-NG Report

No. Line Items: 1 Total Ameunt: $0.00
Base Amount: $0.00

Assign PIIN Option Amount: $0.00
Check
Issue
Delete Notes
Consolidate
Deconsolidate No Notes

Add To Hotlist
Manage Reviewers/Approvers

It takes some time for the interface to change from Sent to Interface to
Accepted/Approved.

» Click the /Issue menu option once the Obligation is Accepted/Approved
» Close the pop-up

19 A pop-up screen comes up, click close. The Issue Award screen opens:

User: HENRIETTA TENNESSEE (HNT]

Issue Award Version: 10.2 Screen ID: AT

AWARD SUMMARY MENU
* = Required Field

|- SECHIONS

Summary Award Information

Administration

Accounting Award PIIN Number: 1305M221DNAAJO003

ne tteme

Clauses Award Name 20201116 EX 12 HNT AWD

Modifications

Totals. Purchase Request Number: NA-AJ2000-21-00052

Forms

Motes. Vendor: FUGRO EARTHDATA, INC. (00010882)
PROPERTIES Contracting Officer: EMILY BLAKEMORE (EBC)

Sharing

Action Alerts Issuing Information

ISIPROCUREMENTIMIINN = Issue Date: EEEm )®

PALT

Period of Performance Defaults
Support Decuments
Deliverables

History Save | Reset | Cancel

Additional Reporting

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

FY 2021-V 1.0 152




C.Award for New Users Training Exercises

Step Action

20 The Award Summary screen appears with the following message:

Award successfully issued.

Make note of the Award Number for any Task/Delivery Orders.
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C.Award for New Users Training Exercises

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

| AwardPIIN |
¥
| Administration | | Inbox |
i | ReviewAward |
| Summary |
v | Approve FPDS Report |
| Line :I:ems | Accounting | | Obligate |
‘ ualfes ‘ | Issue Award |
| |

Review/Approval

BT
¥ ]

| Reporting - FPDS | Approve
¥

| Manage Reviewers/Approvers |
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C.Award for New Users

Training Exercises

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

Step Action
1 From the Home screen, click the Just In tab.
» Click the PR#
» Review the PR in its entirety.
1a If the PR looks good, then you will need to:
» Click the Create Award menu option
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C.Award for New Users Training Exercises

Step Action

2 The Purchase Request Report pop-up window opens. If something doesn’t pass
validation, you will receive a message like this:

{5 Purchase Request Report - Windows Intermet Explorer ===
™ e a

& hitps//crequestirsin.cas commercegow/noas

)
J cOmErizun'Suite

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:

I The following fields have been flagged as mandatery for this Purchase Request and must be populated prior to
submission:
i
i Section Number Field Label
i Administration Uidmaze
Destination:

Alternate CORs:
| Aitemate CORs section has passed al vaidations

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

& Purchase Request Report - Windaws Intemet Explorer i
| @ nips /crequestinon o commerce.gov/naas_trainservlet/DacumentValdations from= cresteimeny= CA&doc_type=PR > a

ﬂ /2 c ]
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:
' Security 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
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C.Award for New Users Training Exercises

Step

Action

The Award PIIN and Name screen opens:

User: HENRIETTA TENNESSEE (HNT

Award PIIN and Name Version: 10.2 Screen ID: CA
PURCHASE REQUEST
SUMMARY MENU * = Required Field
v SECTIONS * Award Type: Indefinite Delivery Contract/Indefinite Quantity v Ordering Source: Open Market

on
Document Number. 1305M2 v
* Document Name: [1305M221DNAAA??2? |

Save | Reset | Cancel

Select the Award type (i.e. Delivery Order/Local)

Enter the Base Contract Number (i.e. Use Exercise 12 award number)
Enter the Delivery Order Number (i.e. 1305M2-FY-F-####-?777?)

Type in the Document Name (i.e. {date} EX 13 {TRAINING INITIALS} AWD)
Click Save

>
>
>
>
>
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C.Award for New Users Training Exercises

Step

Action

The Award Administration screen Administration tab appears:

Award Administration

AWARD SUMMARY MENU

fer/Local  Ordering Source: Established Source

23FNARI0004

11116/2020 el
—1® —®
8
- ——=
= SYSTEMOPTIONS
Retum T A=z In ~vendar -3 3

Enter the CO (i.e. EBC)

Change the Award Date (Defaults to current date)

Enter the Signed On Date (i.e. use award date)

Enter the Start Date (i.e. use award date)

Enter the Expiration Date (i.e. date on PR)

Enter the Est. Ultimate Completion Date (i.e. date on PR)

Enter the Vendor (i.e. should already be filled in but need to refresh)

Enter the Business Size Indicator (i.e. Other than Small)

YV V. V V VYV VYV V V V

Click the Properties tab
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C.Award for New Users Training Exercises

Step

Action

The Award Administration screen Properties tab appears:

Change the Delivery Date (If needed)
Change the FOB Designation (if needed)
Enter the Ship Via: address (if needed)

Enter the NAICS Code (i.e. 541360)

Check the Contractor required to sign box
Enter the # of copies to Issuing Office (i.e. 1)
Enter the # of Invoice Copies (i.e. 3)

Click the Addresses tab

YV V. V V VYV V V V
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C.Award for New Users

Training Exercises

Step Action

6 The Award Administration screen Addresses tab appears:

Award Administration

AWARD SUMMARY MENU

OSSO . hacecsces ] A WS
Sim

N [y L=aning AI151200) &

Office:

-
Administration|AJ151200 B
Office:

Deliverables
History

- REPORTING

Additional Reporting * Deliver to:  |AJ151200

E’;S‘;j“dg‘gzgz:tk”cm”g NOAA/OCIO/ISMO/ADS/FINANCE SYS ADMIN BRANCH
Correct FPDS-NG Report ot oliemsginsas

Delete FPDS-NG Report GERMANTOWN MD 20879

Assign PIIN
Check

Delete Office: [AJ151200 =
Consolidate

If not added or needs to be changed:
» Verify address and make changes where necessary
» Click the Funding tab

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: AA

* = Required Field

FY 2021-V 1.0
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C.Award for New Users

Training Exercises

Step

Action

The Award Administration screen Funding tab opens:

Award Administration
AWARD SUMMARY MENU
> SECTIONS. | Administration o e iopertiee o | Addrecses gy Funding o fommnfo ey
Summary

Payment Information

Number of Days for Constructive Acceptance:

ll

Subject to the Prompt Payment Act:

Subject to Fast Payment Procedures

= payment Type:

Treasury Account Symbeol
* Agency
dentifer
Initiative:

* Main Sub
aceount e

Delete FPDS-NG Report

‘Assign PIIN save | Apply || Reset || Cancel
Chors

Check the Subject to Prompt Pay box
Select the Payment Type (i.e. EFT)

YV V V V V

Click the Form Info tab

Enter the # of days for Constructive Acceptance (i.e. 007)

The Treasury Account Symbol defaults from the PR

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: Ak

= = Required Field
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C.Award for New Users

Training Exercises

Step

Action

The Award Administration screen Form Info. tab appears:

AWARD SUMMARY MENU

Summary.
Administration

Sharing
Action Alerts

PALT
Period of Performance Defaults
Support Documents
Deliverables

History

Additional Reportin
Sync Additional Reporting
FPDS-NG Report

Correct FPDS-NG Report
Delete FPDS-NG Report

Assign FIIN
Check

Issue

Delete

Consolidate

Deconsolidate

Add To Hotlist

Manage Reviewers/Approvers

YV V V V

Award Administration User: HENRIETTA TENNESSEE (HNT)

102 Screen ID: AA

* = Required Field
1l e i o -
Schedule B Text

Enter any special comments or notations that you wish to print befere the line items.

You have haracters remaining for your input.

File Attachment

The text file specified in this section will print before the line items. You may select an existing third party file, you may
create a new file by using an existing template, or you may elect not to use any file attachment.

@ No File Attachment
O upload Existing File
Create New File Using Template

Form Information

Form: BS008: Interagency Agreement v

Mo additional data elements.

Save| Apply | Reset | Cancel

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

Choose the form: (i.e. OF347)

Click Save

The Award Summary screen appears:

AWARD SUMMARY MENU

User: HENRIETTA TENNESSEE (HNT,

Award Summary Version: 10.2 Screen ID: ASM

Aveard successfully updated

. » SECTIONS

Summary Pl
Administration

Accounting

ppe ltems Award Type: Delivery Order/Local  Ordering Source: Established Source Award Subject to Availability of Funds: No

Modifications National Interest: N/A Award Amount: $20,458.75

tals Vendor FUGRO EARTHDATA, INC. (00010882} Obligated Amount: $20,458.75
Forms. co: EMILY BLAKEMORE (EBC)
hotes, * COR: If not required
select NCR-No COR ERIN K COBBS (EKC)
=h Required
aring
Rbon Al Document Status: On Draft Award 11/16/2020 08:57:35 Issued By:
Procurement Status: Fully Awarded

PALT

Feriod of Performance Defaults Account Summary

Support Documents

Deliverables Number of Codes Assigned to Line Ttems: 1 Number of Default Codes: 0
History percent Allocated 100.00% Total Default Percentage 0%

: Total Quantity Allocated: 1

Additional Reporting Total Cost Allocated: $20,458.75

Sync Additional Reporting
FPDS-NG Report

Correct FPDS-NG Report
Delete FPDS-NG Report

Assign PIIN

Check

Issue

Delete

Consolidate

Deconsalidate

Add To Hotlist

Manage Reviewers/Approvers

Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 15:39:58, for the Amount: $20,458.75 on Requisition NA-AJ2000-21-00061

Line Item Summary

No. Line Items: ! Total Amount: $20,458.75
Base Amount: $20,458.75
Option Amount: $0.00
Notes
No Notes

» Click the Line Items menu option
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C.Award for New Users

Training Exercises

Step

Action

10

The Award Line Item Management screen opens:

Award Line Item Management

AWARD LINE ITEM MENU m—
Search Criteria

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 Screen ID: ALIM

Reset all Search Fields

Create Non-Scheduled CLIN Filter on:

> [

Create SubCLIN
Add IDC Line Item

Copy
Delete
Search
Global Replace Result Sorted By: Line Item No.
Renumber Single
Renumber Range
Period of Performance Mari All || Unmark All
Fromm Ay Docurmert " Y view Line rem Totals Displaying 1-1/ 1
Mark LI# ¢ Description + Qty + UL ¢ Cost $ Option ¢ Pricing ¢ Status  #
— TASK ORDER FOR SURVEY MAPPING ORDER FOR
L0001 Eions U s v IN NY... 1.00 EA 20,458.75 N/A N/A Fully Awarded

Summary

OTHER SYSTEMS X7 KW R O]

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

Displaying 1-1/ 1

11

The Award Line Item Detail screen opens:

Award Line Ttem Detail

LINE ITEM DETAIL MENU

‘Accounting
= Line Item No: 0001

Create SubCLIN *Qty: UL Hooer

Total Cost:

Line Items

Summary Is this a "green”
Header: acquisition?:

~ OTHER SYSTEMS

You have characters remaining for your input.
“Green" Justification:

TASK ORDER FOR SURVEY MAPPING ORDER FOR
SECTIONS U & V IN NY.

= Description: “Green" Reason:

You have characters remaining for your input.

Contract Type: [ v

Mot to Exceed:
= UNSPSC Code:

81151901 =]

Geophysical surveys

Stock Item:

UNSPSC Title:
= FSC/PSC: R425
ENGINEERING AND TECHNICAL SERVICES
PR Number: NA-AJ2000-21-00061
PR LI No.: 0001
Fully Awarded: View Partially Awarded Amounts
Funding Goal: Fully v

Save  Apply Reset | Cancel

Not Separately Priced:

User: HENRIETTA TENNESSEE (HNT)
Version: 10.2 St ID: ALID

* = Required Field

20458.75

$20.458.75

Youhave [ | characters remaining for your

input.

]

—

» Verify the amount, and make changes if necessary. (Just remember that the total
award amount needs to be more than the minimum on the base and the line
guantities must fall between the minimum and maximum on the base.

» Click Apply

» Click the Accounting menu option
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C.Award for New Users Training Exercises

Step Action

12 The Award Line Item Account Management screen appears:

N User: HENRIETTA TENNESSEE (HNT)
Award Line Item Account Code Management Version: 10.2  Screen 10} AAC

ACCOUNT CODE MENU
Line Item No.: 0001, TASK ORDER FOR SURVEY MAPPING ORDER FOR SECTIONS U & V IN NY.

Create
Edit s i
s Search Criteria Reset all Search Fields
Search Criteria ~| | ~ [ |
v SYSTEM OPTIONS
Summary
Line Items Search
v OTHER SYSTEMS
Line Item Total:  20458.75 Total Cost: $20,458.75 Total Percent:  100% okl — 1.00
Quantity:
Result Sorted By: Account Code
Mark All || Unmark All
(I ERAC]| Displaying1-1/ 1
Mark Account Code % Cost A ‘Quantity % Percent A BOC *
a 1421281 EF28B0000010221160013021 000000 $20,458.75 1.00 100
Ly Displaying 1-1/1

» Verify the accounting (especially if you made changes to the line amount)

» Click the Summary menu option

13 The Award Summary screen opens:

User: HENRIETTA TENNESSEE (HNT]
Award Summary Version: 1.2 Screen ID: ASM

AWARD SUMMARY MENU Administration

sy Award Type: Delivery Order/Local ~ Ordering Source: Established Source Award Subject to Availability of Funds: No

Administration National Interest: N/A Award Amount: $20,458.75

Accounting Vendor: FUGRG EARTHDATA, INC. (00010882) Obligated Amount: $20,458.75

o Terits co: EMILY BLAKEMORE (EBC)

Clauses &

Modifications * COR: If not required

S select NCR-No COR ERIN K COBBS (EKC)

oy Required

Notes Document Status: On Draft Award 11/16/2020 09:57:35 Issued By:

Procurement Status: Fully Awarded

v PROPERTIES

Sharing

Action Alerts Account Summary

mmﬁlﬁlﬁ_ Number of Codes Assigned to Line Ttems: il Number of Default Codes: 0
Period of Performance Defaults Percent Allocated: 100.00% Total Default Percentage: 0%
Support Documents Total Quantity Allocated: 1

Deliverables Total Cost Allocated: $20,458.75

LER Commitment: Accepted/Approved by Financial System Posted: 11/05/2020 15:3:58, for the Amount: $20,458.75 on Requisition NA-A)2000-21-00061
~» REPORTING

Additional Reporting

Sync Additional Reporting

FPDS-NG Report

Correct FPDS-NG Report No. Line Ttems: 1 Total Amount: $20,458.75

Delete FPDS-NG Report Base Amount: $20,458.75
Option Ameount; $0.00

Line Item Summary

Assign PIIN

Check Notes
Issue

Delete
Consolidate
Deconsalidate
Add To Hotlist Clauses
Manage

f

No Notes

Document Type: No Document Created

f

» Click the Totals menu option

FY 2021-V 1.0 165




C.Award for New Users Training Exercises

Step

Action

14

The Award Totals Management screen opens:

User: HENRIETTA TENNESSEE (HNT)

Award Totals Management Version: 10.2  Screen 10z ATM

AWARD SUMMARY MENU

[=ISECTIONSIIIN | Line Item Total: $20458.75
Summary
Administration Optional Charges/Discounts
Accounting
Line Items Type of Discount: v
Clauses & r
Modifications Discount Percent 0
Totals Discount Amount: 8]0
Forms.
Notes VAT Rate: oo ]

PROPERTIES. VAT Amount: so00 |
Sharing
Action Alerts Shipping Charges: 5
I PROCUREMENT | Award Total & Obligation
PALT
Period of Performance Defaults Award Total: $20458.75 (Includes Optional Charges/Discounts)
Support Documents @® Ccaleulate obligated amount based on award total including optional charges/discounts
History O _User entered obligated amount calculated based on effective rate of: 1

Gbligated Amount: s[20458.75
= Contracting Officer: /[ EMILY BLAKEMORE

Additional Reporting e ik Resi
aximum Potential Awar

Sync Additional Reparting it ${20458.75 [Juser Entered Maximum Potential Award Value

FPDS-NG Report :

Carrect FPDS-NG Report -

Delete FPDS-NG Report EERSbpE

*Reporting Required
Assign PIIN
Check

Issue Save | Apply = Reset = Cancel
Delete
Fancalidate

» Validate the Award Totals
» Uncheck the FPDS Reporting (for training purposes ONLY)
» Click Save

» Click the Check menu option
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C.Award for New Users

Training Exercises

Step

Action

15

A pop-up screen opens:

@ crequesttrain.eas.commerce.gov/noaa_train/jsp/ReportPage.jsp

Award Messages

Award Administration
Administration Information has passed all validations.

Award Obligation
Obligation Information has passed all validations.

Award Line Item
Award Line Items have passed all validations.

Delivery Order
Delivery Order Information has passed all validations.

Review & Approval
Review & Approval Information has passed all validations.

Additional Reporting Elements
Warning: Additional Reporting Elements are incomplete.

Government Property
Government Property has passed all validations.

=

Javascript:closeWin() -

Y

Check for errors. If there are none, then continue

Click Close

16

YV V YV VY

Set up the reviewer(s) and approver(s)

Release the document to them

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

Click Home from the Standard Menu Bar
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