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1.0 FedBizOpps Overview

As of January 1, 2002, the Federal Business Opportunities (FedBizOpps/FBO) system has been the single government point-of-entry
(GPE) for Federal government procurement notices over $25,000. Government buyers are able to publicize their business
opportunities by posting information directly to FedBizOpps via the Internet. Through one portal - FedBizOpps - commercial vendors
seeking Federal markets for their products and services can search, monitor and retrieve opportunities solicited by the entire Federal
contracting community.

Fed Biz Opeps

Federal Business Opportunities

¥ Find Business Opportunities [9°] * Related Links
¥ Dema FBO:
¥ Federal Agency Business Forecasts
* Gﬁgﬂﬂu‘mﬂm _ FedBiz0Opps.gov is the single government point-of- S
¥ Section 508 Wiendor batice antry (GPE) for Federal govarmmen procurerment b
¥ interface Descripbion appartunities over $25,000. Govemment buyers ans Federal Commons
¥ Management Responsibity ahle fo publicize their business oppartunities by ¥ Frstgov
¥ Frequently Azied Guestions posting information directy to FedBizOpps via the ¥ Mincrity Business Development Agency
Internet. Through one poral - FedBOpps (FBO) - ¥ BRO - Mt
- Sec = commercial vandors seeking Federal markets for (ST Py et '
b i S Rrale) their products and senices can search, monitor . t_ i — =
P Frivacy ard Securily Statement and ratrigve opportuniies salicited by the entire Vesndor Molification Servics
Foderal condracting comenunity.
i FedBizOpps News ¥ Contact Information
¥ What's Mewr? ¥ Emasil tho supporti@gsa gov
¥ FBO Awarcs ¥ Phone: B77-472-3774 (Tol Fres)
¥ 508 Compliance
| FedBlzOp p3| |Fed BizOpps |
VENDORS

The FedBizOpps Team is committed 10 Section S08-compliant accessibility.

Figure .1.1: FedBizOpps Home Page

1.1 System Requirements
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Buyers - Overview

The FedBizOpps System, www.fedbizopps.gov, can be accessed from any personal computer with Internet access and a browser
equivalent to Netscape 7.1 or later, and Microsoft Internet Explorer 6.0. User IDs and Passwords are required to ensure that only
authorized personnel are submitting procurement documents on the system. A separate FedBizOpps Demo/Training Site has also
been established to assist Government Users to practice creating and uploading documents on the Internet. To obtain information
regarding the Demo/Training Site, click here.

1.2 Methods of Posting Documents on the System

Government buyers may use the following methods to post documents on the FedBizOpps system:

Web interface (www.fedbizopps.gov)

Send Mail Transfer Protocol (SMTP) Email Interface

File Transfer Protocol (FTP) Interface
1.2.1 Web Interface

The Web interface (www.fedbizopps.gov) is an internet-based method of data exchange between agencies and FedBizOpps. This
requires government buyers to be registered users with login names and passwords in order to log into, navigate, and post
documents to the "FedBizOpps Buyers" application of the FedBizOpps system.

1.2.2 Email Interface

The email interface is an SMTP method of data exchange between agencies and FedBizOpps that allows a government buyer to
send an email message, which includes the data to be posted in a standard data exchange protocol. The data exchange protocol,
developed in accordance with the Federal Acquisition Regulation (FAR), is based on a set of formatted document templates, each of
which represents a specific acquisition transaction. The following are the formatted document templates currently used:

Presolicitation Notice -Synopsis

Combined Synopsis/Solicitation

Amendment to a Previous Combined Solicitation
Modification to a Previous Presolicitation Notice
Award Notice

Sources Sought Notice

Foreign Government Standard

Special Notice

Sale of Surplus Property

Document Upload
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Document Deleting

Document Archival

Document Unarchival

To view these templates, click on the "Interface Description" link under "General Information”.

W General Information
¥ Saction S08 Vendor Nobice
F Marmgement Responsiity
¥ Frequertly Asked Cusstions

i FedBizOpps News
P hats Mew
¥ FBO Awards

¥ 508 Complance

W Comdact Information

F Email fho supporigea gov
¥ Phone: 877-472-3779 (Toll Fres)

W FedBizOpps Home
¥ FedBizOpps Home
F FedBizCpos Buyers
¥ FedBizOpps Vendors

 Interface Description Templates
F PresobcRation Nobice - Synopsts
s N
F Amarsment to n Frevious Combined
SolcRnton
P Mocdification 16 & Previous hotice
¥ Sale of Surplas Propesty
P e Motics
F Sources Sought Notice
¥ Foreign Govermenesnt Standard
¥ Special Nctice
¥ Document Lo
¥ Cocument Deleting

FedBizOpps (FEO) has been designed as a single point of entry for Federal buyers 1o publish and forvendors to find posied Federal
business opporiunitias across deparments and agencies. This capability has been achievad by providing an easy dala exchange
inlace btwien FBO and @ach buyver agenty’s glectronic procurarman syslem. Eventhough FBO accommbdales buyer submissions
using different Interned profocols (SWTP, FTP, HTTP) for communicabions, it ermploys a standard data exchange profocol, which was
devzlaped in accondance wilh Federalcquisiion Regulations (FAR) - see (hilpfeete acanel gowtar, Subpat 5.2, Smopses of
Proposed Contract Actions

The data exchange prolocol is based on a set of formated, tagged documend templates, each of which represents a specific type of
acquisition transaction. &5 of FBO Release 3, Phase 2 (Febmuary 2004), which adds tha WNAICS code fiald, where appropriate, 1o exdsting
templates and adds & nisy lemplate Tor amending a Combingd SynopsighSodicitabon, simalar in formal 1o the Modisication template,
FEO uses the following thileen {13) templates:

rribir i lic:i i

Amendrment to & Presious Combined Solicitation

i licj I

Aeward Notice

Forgign lialasl g ar

Special Motice

Docurner] Arghival
L narchival

& & @ B & B & B B & B & @

As the FEIO developrment team continues adding new features 1o the Systam, new templates will ba added.
Any changes and enhancements made 1o the interface in the future will be backward compatible and will
nol require any changes 10 the users systerm, unless implementation of new funclionality |5 desirable

The goal ofthis docurnent IS to specify each lemplate and demonsirate its usage through examples
Howe to Prost Hotices and Solicitation Documents on FEBO
I prder bo post documents o FBO using the email or FTP ineface, a Federal buyer organization needs 1o Tollow the $18ps below:

1 Nevrinn anfearn that will nrnerale padils or FTP AlRS with eonmds in nmoer FRO ferolate faeemat oot nfis oociirsmant

Figure 1.2: Interface Descriptions

Each of these templates can be viewed by clicking on the link for their names, starting with "Presolicitation Notice - Synopsis".

In order to send documents to FedBizOpps via email, you will need to follow the steps detailed below:

1

Contact the FBO Administrator at 877-472-3779 or fbo.support@gsa.gov for Agency/Office/Location set up on the test server,
user authority (User ID and Password), as well as the email address and URL of the test server.

2

Send test messages for each type of template.
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View the results of the test email submission on the test server.

4,
Contact the FBO Administrator, once your testing is complete, to schedule a switch to the production system.

1.2.3 FTP Interface

The FTP interface is a data exchange method between agencies and FedBizOpps that allows a government buyer to send a
transmission, which includes the data to be posted in a standard data exchange protocol, via FTP to the FedBizOpps system.

This method of data exchange is similar to that of the email transmission method. The same rules that apply for the email method
apply for the FTP method. This method also requires that Agency/Office/Location information be set up on a test server, similar to the
procedures mentioned above in the email interface paragraph.

Please Note: This manual addresses the Web interface method of posting documents to the FedBizOpps system.

1.3 Help Desk

The FedBizOpps Help Desk is open Monday - Friday, from 8am to 6pm, Eastern Time. The Help Desk can be reached by phone at
877-472-3779 or by email at fbo.support@gsa.gov.
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2.0 FedBizOpps Demo/Training Site

Before posting directly to www.fedbizopps.gov, we recommend that you practice using our demo site. The FedBizOpps demo site

simulates the production site, and allows Buyers to practice using the FedBizOpps system (creating, editing, archiving, deleting,
uploading documents, etc.) without affecting the integrity of production data. The FedBizOpps demo site can be accessed via the

following link:

http://demofbo.gsa.gov

Fed Biz Opeps

Federal Business Opportunifies

This is a DEMO system - data is provided

for demonstration purposes only

P Deleting ¥ Retated Links
# Find Business Opportunities
F Viewing Postings on FedBizOpps ¥ Demo FBO
.. . |k DoDBuzOpps
[ Adnjm.lstratlon i General information FedBizDpps.gov is the single government paint-of- P Fecleral Agency Business Forecasts
p Statistics I Section S0 Vendor Matice entry (GPE) for Federal government procuremment ¥ Fadansl Azzats el
F inberface Description opportunities ower §25,000, Government buyers are e =
P Management Responsibity able o publicize their business opparinities by ecleral Commons
* Download the Manual bE Avied Cuns posting information directy to FedBizOpps via the [ Firstgow
# FBO Buyers Guide (PDF) Intemal Through one poral - FedBiaCpps (FBO) - I Mincrity Busingss Development Agency
* commercial vendars seeking Federal markefs for ¥ PRO - Met
) Privacy and Security Statement Mair products and Semces can search, manitor .
WkenBizOppsihiome ¥ Privacy and Securly Statemert and retrieve opportunities solicited by the entire R R I )
B FedBizOpps Home Faderal contracting comrmunity. ¥ iendor Matification Service
k FedBizOpps Buyers i FedBizOpps News #* Contact Information
F FedBizOpps Vendors F hal's Hewr? ¥ Bl 10 suppor@sa ooy
F FBO Awards P Phone: B77-472.3779 (Toll Fres)
b 506 Compliance
r = x*
FedBizOpps | FedBizOpps
BUYERS

The FedBizOpps Team is committed to Section 568-compliant accessibility.

Figure 2.1: FedBizOpps Demo Home Page

file:///D)/UpdatedEPSBuyersM anual 030904/BG2-DemoSite.html (1 of 3)3/9/2004 11:36:15 AM


file:///D|/FBO_Buyer_Manual.pdf
file:///D|/index.html
file:///D|/UpdatedEPSBuyersManual030904/@@PATH_TO_SERVLETS##slog
file:///D|/spg/index.html
file:///D|/index.html
http://demofbo.gsa.gov/

Buyers - DemoSite

To log in and begin posting, click on "FedBizOpps Buyers".

Buyers This is a DEMO system - data is provided

ot for demonstration purpose only.

i Note # Find Business Opporiunity [s2]
« ‘fou musi have a valid User account to use this system.

Federal confracting professionals are sole W FedBizOpps News:
rasponsibla fnr1h§ [Dnntem of any '5'|'1'|E|l]'5|5w = Toobtain a new User account, fill out the onling Begistration Form By P What's Newr?

vderal Lsars
submitted. The FBO staff will make no Eederal Users. ¥ 508 Complisnce
changes or correclions to symopsis conbent

s FiF U fiEsewnng
W Privacy and Security Statement
i Buyers Links ¥ Frivacy and Securty Statement
¥ ACENET Home Page
¥ Registration Form for Fecdersl Lisers Flease enter your User ID and Password W Contact Information
¥ Darmo FEC
¥ FBC Buyers Gusde User ID: |_ : Emal: Tk sm-r" &us:mv
S e I Phone; 877-472-3774 (Tod Fres)
¥ Mumbered Notes ¥ FedBizOpps Home
¥ FedBiz0pps Home
i General Information

P FedBizOpps Vendors
F Saction 508 Vendor Motice

F intertace Dezcription

F Management Responsiily

F Freguently Asked Guestions
Motice of Section 508 Compliance; Buyers ulilizing the Federal Business
Opportundies (FedBizOpps) websile are required 1o ensure thal all dala
posied on FedBizOpps complies with Saction 508 of the Rehabilitation
Act, 20 U5.C 57044,

Figure 2.2: FedBizOpps Demo - Buyers
Enter "fbodemo" in the "Login" and "Password" fields, and click on the "Login" button to begin using the demo site.
2.1 FedBizOpps Training Site

For additional assistance is using the FedBizOpps system, we recommend that you utilize our training site. The FedBizOpps training
site, which interfaces with the demo site, provides step by step instructions on the basic functions of the FedBizOpps system,
including:

Creating a Pre-Solicitation Notice
. Uploading Files
. Indexing

Archiving

The FedBizOpps training site is located at the following link:
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Demanstration
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1o le@m huo b0 use the FedBizOpps system in a
fign-proguction amdroniment Al exarcises you
cormabebe hare will not afect Be e FedBizdpps
systerm. The dermo serverwas devaloped 1o mimar
hie Ihve @rrdronerent in look and function, 5o
completing the exerciges outlingd balo will stan
WOl OF WOUF WY 10 Becoming a knvwledpeable
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Figure 2.3: FedBizOpps Training Home Page
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3.0 FedBizOpps for Buyers

Once you have practiced posting using the demo/training site, you are ready to begin using the FedBizOpps System. To access the
FedBizOpps System, type "www.fedbizopps.gov" in the address bar of your web browser. Then, press the "Enter" key on your
keyboard.

Fed Biz Opeps

Federal Business Opportunibies

% Find Business Opportunities |2°]  Related Links
¥ Dema FBC:
[ Federal Agency Business Forecasts
* mﬂﬂm _ FedBiz0pps.gov is the single government point-af - :E
P Section 503 Vendor Notic ety (GPE) for Federal govamment procurernent :
¥ interface Descripbion appORURItES pver §25,000. Govemment Buyers are Federal Commons
¥ Management Responsidty ahle to publicize their business oppartunities by F Firstgor
¥ Frequently Azied Cuestions pasting infarmation directy 1o FedBiz0pps via the F inority Business Development Agency
Intemal Throwgh one poral - FedBR0pps (FBO) - F PRy bk
> Sec — commercial vendors seeking Federal markets far FIE- N '
B i s RSl their products and senices can search, monitor . = :_ - e =
P Frivicy ared Securly Statement and retrieve opportuniies solicited by the entira Veendor Netification Service
Fedaral contracting camemunity.
i FedBizOpps News r Contact Information
b 'z Mew? b Emasil tho supportigsa gov
P FEC Aowarcs ¥ Phone: 8774723779 (Tod Fres)
F 508 Compliance
| FedBizOp p5| |Fed BizOpps |
VENDORS

The FedBizOpps Team is commitied 1o Section 508-compliant accessibilin.

Figure 3.1: FedBizOpps Home Page

To logon as a government buyer, click on the "FedBizOpps Buyer" button.
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Opportunities (Fed8izO0pps) websie are required to ensure that all data
posted on FedBizdpps complias with Section 508 of the Rehabilitation
Acl, 29 U.5.C5794d

I
Figure 3.2: FedBizOpps for Buyers

3.1 Obtaining a FedBizOpps User Account

For contracting officers who need to post procurement notices on FedBizOpps, and have not yet obtained a username and
password, please click on the "Registration Form for Federal Users" link.
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Figure 3.3: Registration Form for Federal Users

Once you have filled out the registration form and clicked on "Submit FBO Registration Form", your request will be forwarded to the
FedBizOpps Agency Administrator for your agency. The FedBizOpps Agency Administrator for your agency will set up your user
account and provide you with your logon information.

If you do not receive your username and password in a timely manner, please contact the help desk at 877-472-3779 or fbo.
support@gsa.gov for your FedBizOpps Agency Administrator's contact information. Please be advised that this process may take
several days.

3.2 Forgot Your Password?

If you already have a FedBizOpps user account, but have forgotten your username or password, you can obtain your username and
password by clicking on the "Forgot your password" link.
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FBO Password Finder

To recemve your username and password by emas, please enter your email address and chck the send request button

Emul address |

Send Request | Cancal |

Figure 3.4: FBO Password Finder
Enter your email address and click on "Send Request". You will then receive your username and password via email.

Please Note: The email address field is case sensitive. Please enter your email address exactly as indicated in your FedBizOpps
account (all lowercase, all uppercase, etc.). If you enter your email address in a different case then that which is indicated in your
account, you will receive an error message. If you are unable to use the "Forgot your password" link to obtain your password, please
contact the FedBizOpps Help Desk, 877-472-3779 or fbo.support@gsa.gov, for assistance.

3.3 Buyer Login

To login, enter your username into the "User ID" field and your password into the "password" field. Then, click on the "Login" button.

Cunn = croare | eon —T=ne ] “opiown | “oex | “rcirve | wwarcanve | “oeuere | “aoum | stars | “phoe | Locour J

TEST ORG

TEST OFF
TESTLOC

User: John Stmth

Figure 3.5: FBO Buyers Posting Screen

Once you have entered your username and password, the system will transfer you to the initial FedBizOpps posting screen. This
screen will display your name, as well as your Agency/Office/Location. The system consists of many screens, with menu buttons at
the top of each page. A list and a brief description of these button features are as follows:

This feature allows you to transfer from the Government "User" section of the application to the
m Vendor Module. Once you click on this button to enter the Vendor Module, you will need to log in
again to return to the Buyer Module.
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This button allows you to create and post synopses, modifications, awards and other acquisition

CREATE .
notices.

EDIT This button allows you to edit acquisition notices that have been saved, but not posted.

This button allows you to obtain a list of vendors interested in bidding on a solicitation. It also allows
you to publish this list of interested vendors on FedBizOpps.

This button allows you to upload solicitations, amendments and other related documents from your
desktop computer to the FedBizOpps System.

INDEX This button allows you to attach a URL address to a notice.

This button allows you to move procurement notices from the 'active' to the ‘archive' database.

UG IRE) | This button allows you to move procurement notices from the ‘archive' to the 'active’ database.

This button allows you to delete synopses, solicitations, and related documents from the system.
DELETE Please note: We do not recommend deleting information from FedBizOpps, as vendors may receive
notification of the posting, or have viewed the posting, prior to deletion.

This button allows designated Agency Administrators to add, update, and remove information about
ADMIN "Agency" "Offices", "Locations", and "Users". The "ADMIN" button is only available to those
individuals designated as "Administrators" by their Agency FedBizOpps Administrator.

This button allows designated Stat Reviewers to view FedBizOpps System statistics. The "STATS"
STATS button is only available to those individuals designated as "Stat Reviewers" by their Agency
FedBizOpps Administrator.

This button allows you to update information on your profile such as your name, telephone number,

Bk email address, etc.

This button terminates the FedBizOpps System application, and transfers the "User" to the
FedBizOpps "Login" page.

LOGOUT

3.4 Buyer Profile

Before you begin posting to the FedBizOpps System, you will need to verify that your profile is correct. Each User is responsible for
ensuring that their account information (Name, Title, Telephone Number, Fax Number, Email Address, Agency/Office/Location) is
correct. You should verify this information first, as this information is extracted from your profile and displayed in the procurement
notices you post on FedBizOpps.

To view your information, click on the "Profile" button.
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User Administration
First Mame: |John
Middle Initial: [
' Last Name: [Smith
Title: [Contracting Specialist
_ User Name: | jsmath
Password: I‘—_

| Telephone: |[202-222-2222
Fax: 202-333-3333
Email: i (B i null

Loeation: | TEST ORGTEST OFF TESTLOC

Bk Sove | | _Conce |

Figure 3.6: Buyer Profile

The following restrictions apply to the information fields:

First Name: || Only alphabetic characters, punctuation marks, and a space between them.

Middle

Initial: Only one alphabetic character, a period with no space between them.

Last Name: || Only alphabetic characters, punctuation marks, and a space between them.

Title: | Only alphabetic characters and a space between words.

User

Name: Only ten (10) alphanumeric characters and no space between them.

Password: || Only eight (8) alphanumeric characters and no space between them.

Telephone: | Only numbers, parentheses, and dashes with a space between characters.

Fax: || Only numbers, parentheses, and dashes with a space between characters.

Email: || Only alphanumeric characters, a period, an "@" symbol, and no space between characters.

If you wish to cancel information that you have entered, click on the "Cancel" button at the bottom of the page. If you wish to return to
the previous page, click on the application "Back" button. Otherwise, fill out the required information and click on the "Save" button.
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After the "Save" action is completed, the system returns you to the main posting screen as shown in Figure 3.5 above.

If your Agency, Office or Location information is incorrect, or if you would like to change your username, you will need to contact your
Agency FedBizOpps Administrator for further assistance. If you do not have contact information for your Agency FedBizOpps
Administrator, please contact the FedBizOpps Help Desk at 877-472-3779 or fbo.support@gsa.gov for assistance.

file:///D)/UpdatedEPSBuyersM anual 030904/BG3-Buyers.html (7 of 7)3/9/2004 11:36:20 AM


mailto:fbo.support@gsa.gov

Buyers - Presolicitation

FBO Buyers Guide

Federal Business Opportunities

9 User Guide Home
F FBO Buyer Guide Home

9k Introduction
P FedBizOpps Overview

¥ Table of Contents
P FedBizOpps Demo/Training Site
p FedBizOpps for Buyers
p Editing a Notice
p Creating a Modification
p Interested Vendors List (IVL)
Module
p Uploading Documents
p Indexing
p Creating an Award Notice
p Archiving / Unarchiving
p Deleting
P Viewing Postings on FedBizOpps
P} Administration
p Statistics

9 Download the Manual
p FBO Buyers Guide (PDF)

9 FedBizOpps Home
p FedBizOpps Home
p FedBizOpps Buyers
F FedBizOpps Vendors

4.0 Creating a Presolicitation Notice

Please Note: When a user logs into the FedBizOpps System, the user is issued a session number. There is a thirty (30) minute time
limit for each user when using the FedBizOpps system . Once thirty minutes has passed, the system will terminate the session and
the user will receive a "Your session has timed out." message. When this situation occurs, the user should log into the system again
to start a new session. When the session times out, any unsaved and non-posted data is lost.

The first thing that should be posted for a procurement notice is a synopsis. You will not be able to upload solicitation documents until
a synopsis is posted. A synopsis can be any one of the following:

Presolicitation Notice

Sources Sought Notice
Special Notice

Foreign Government Standard
Sale of Surplus Property

Combined Synopsis/Solicitation

Please Note: Before you begin, please refer to the templates listed under the “Interface Description” link on the FedBizOpps home
page. These templates will specify the data format for each field.

The “Combined Synopsis/Solicitation” allows the buyer to publish both a notice (synopsis) and a solicitation in a single FBO
submission for commercial items, as defined by the FAR (Sub Parts 5.202 & 12.603). The combined synopsis/solicitation notice does
not require a minimum 15-day delay between notice and solicitation release.

Please Note: You "CANNOT" upload files to a “Combined Synopsis/Solicitation”.

To create a notice, click on the "CREATE" button.
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Sl b e v et o B B e e e e D

Acquisition Notice Posting

General Services Administration

Action Code:

F = Fresolicitatvon Motice

A= Award Hotice

b = Modification to a Previous Metice

E = Sources Sought Wotice

S =Special Motice

F =Foreign Government Standard

&= Sale of Surplus Property

E = Combined SymopssiSolictaton

L = Amendment to Combmed Smopas/Sobotabon

O]

TTAIITITIDAID

et 3x»

Figure 4.1: Creating a Presolicitation Notice

For this example, we will create a Presolicitation Notice. Select “Presolicitation Notice” and click on “Next”.
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Presolicitation Notice Worksheet

General Services Administration

A single slphabetic character denoting the specific action related m the synopsis

Action Code: P = Presolicitation Notice

Diate on which the synopsis is posted o the Web.

Date: 02/25/04

Service or supply code mumber. Each gynopeis shall classify the contemplated contract action undar the one claseified code which most closely descrbes the scquisition. [ the action ie
for a maltiphiciby of goods andfor services, the preparer should select the one category best descabing the overall acquisition based upon vahae,

Classification Code:

0 - Medical senices a
k= Frolessional. administrative, and management support senaces

3 —Lhilities and housekeeping senicas

T = Fhotographic, mapping. panting, & publication seraces

IJ— Education & fraining services

% = Transportafion, fravel, & relocation serdces
W —Lease or Rental of equipment

*—Lease orrental of taciliies

Y = Construction of siructures and facilities

2 —Maintenance, repair, and alteration of real property x

Figure 4.2: Presolicitation Notice Worksheet
4.1 Action Code
The synopsis type will be indicated at the top of the page. In this case, the action code is “P” for “Presolicitation Notice”.
4.2 Date
The “Date” field is generated by the system based on the date the notice is entered into the FedBizOpps System.
4.3 Classification Code

The first item you will need to select is a Classification Code. To select a classification code, scroll down to the appropriate
classification code and highlight it. You can only select one classification code.

Please Note: Questions regarding the appropriate classification code for your notice should be directed internally to your agency. The
FedBizOpps Help Desk cannot advise you on which classification code to select.
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Service or supply NAICS code number. Each synopsis shall classify the contemplated contract action under the one HAICS code which most closely descrbes the acquistion Ifthe
action is for a muttiphicity of goods sndior services, the preparer should select the one category best descobing the overall acquistion based upon vehe.

MAICS Code:
111 - Crop Production ﬂ
112 — Animal Production
113~ Forestry and Logging
114 - Fishing, Hunting and Trapping
115—Support Acivities for Agriculture and Forestny
£11—0il and Gas Exiracfion
212 — Wning (except Ol and Gas)
213 - Support Aciivities for kining
221 —Lkilites

Displeyfull codes for selecied part

Figure 4.3: Presolicitation Notice Worksheet
4.4 North American Industry Classification System (NAICS) Code

The next item you need to select is a three digit NAICS code. To select a three digit NAICS code, scroll down to the appropriate
NAICS code and highlight it. You can only select one three digit NAICS code.

After selecting a three digit NAICS code. You must click on the button titled “Display full codes for selected part”. Clicking on this
button will cause the screen to be refreshed. You will be taken back to the top of the worksheet. Scroll back down to the NAICS
codes. You now have a list of six digit NAICS codes to select from. Scroll down to select the appropriate six digit NAICS code and
highlight it. You can only select one six digit NAICS code.
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Service o supply HAIGS cods number. Each synopses ghall classify the contemplated contract action under the one HAICS code which most closely descnbes the acquisttion. If the
action 15 for a madiipbaty of goods and'or services, the preparer should select the one cabegory best descnbang the overall scqusition based upon vahae,

MAICS Code: 236 -- Construction of Buildings

236115 — MNew Single-Famiby Housing Construction (except Operatve Bulders)
236116 = New Multidarnily Housing Construciion (except Operative Builders)
236117 = Mew Housing Operative Builders

236118 —Residental Remodelars

236210 = Induztnal Building Construction

Il — Comrmercial and Instilutional Building Consh

| Backtofirst3 Digits codes |

The complete name and address of the contracting office

Contracting Office Address:
General Sernces Admuustration, Ofice of Government-wade Policy, Electrorie Acquisthon Systerns DrasionMEE, 1800 F Street FW Ben 4018, Washington,
DC, 20012

Erief title description of services, supplies, of project required by the posting agency.

Title: (200 character spaces avarilable)
[I'es1 Solicitation for Constuction of Buildings

Figure 4.4: Presolicitation Notice Worksheet

Please Note: Clicking on the button titled “Back to first three Digit codes” will remove the six digit NAICS code you selected. If you do
not select another six digit NAICS code you will receive the following error message when you go to post your notice “NAICS code
error: NAICS code must be sent”. If you receive this error, go back and reselect your 6 digit NAICS code.

4.5 Contracting Office Address

The system will automatically generate the data for the “Contracting Office Address” field, based on the Agency/Office/Location
associated with your FedBizOpps account.

If your Agency, Office or Location information is incorrect, you will need to contact your Agency FedBizOpps Administrator for further
assistance. If you do not have contact information for your Agency FedBizOpps Administrator, please contact the FedBizOpps Help
Desk at 877-472-3779 or fho.support@gsa.gov for assistance.

4.6 Title
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Please enter a brief description of the services, supplies, or project in this field.

Please Note: We recommend that you only use alphanumeric characters, dashes, and commas in this field.

[ssuang center deadline for recespt of bids, proposals or responses.
Leave Mowth and Day bozes emply [f there 15 mo close date.

ResponseDate: Morth|09  Day[0%  Tear [2004

Select one or moge name(’s) for point of contact

Primary Point of Contact:  Secondary Point of Contact:

Demonstration L'ser Demonstration User
Diema User

Agency assigned mamber for control, trackeng, and idenkification.
Please use alpha-numencs, and dashes OHLY

Solicitation Number: [Test So-01-ZR

[f 5o do mot have o solscitation mambes, enter 8 urdqus noember for reference (2.2 FR number)

Reference Number: [

Description: **No HTML Tags**
This is a test. ﬂ

Figure 4.5: Presolicitation Notice Worksheet

4.7 Response Date

The “Response Date” is the deadline for the receipt of bids, proposals, responses, etc. Two digits should be entered for the month
and day, while four digits should be entered for the year.

If there is no closure date, you can leave the response date field blank. If you leave the response date blank, you will need to set your
archiving policy to “Automatic, On Specified Date” or “Manual”. You will not be able to use the default archiving option of “Automatic,
15 Days After Response Date”. The archiving policy is specified in Section 4.12 of this manual.

4.8 Point of Contact
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A Point of Contact (POC) is listed in each notice for vendors who have specific questions regarding the notice. You can choose a
Primary and/or Secondary Point of Contact for this notice, but you need to AT LEAST pick a Primary Point of Contact. The system will
automatically display the names, titles, telephone numbers, fax numbers, and email addresses of any points of contact chosen.

If the appropriate names are not available in the “Primary Point of Contact” or “Secondary Point of Contact” fields, you will need to
contact your Agency FedBizOpps Administrator for further assistance. If you do not have contact information for your Agency
FedBizOpps Administrator, please contact the FedBizOpps Help Desk for assistance.

4.9 Solicitation/Reference Number

A Solicitation Number or Reference Number must be entered for each notice. If you do not have a Solicitation Number, please enter a
unigue number into the Reference field (such as a PR or contract number).

Please Note:

The Solicitation Number must be unique. You will not be able to enter two solicitations with the same Solicitation Number.
. The Solicitation and Reference Number fields can only contain alphanumeric characters and dashes. If you input any
other characters into this field, your notice may not post. An example of an acceptable solicitation number is GS-01P-02.

4.10 Description
A narrative description of the notice should be entered in this field.

We recommend that you type the text in a word processing application (e.g. MS Word, Word Perfect) and paste into FedBizOpps in
order to:

. Ensure that your data is not lost if you are timed out or experience an unanticipated outage.
. Complete a character count (to ensure that your text fits within the 24,000 character maximum for the description field).
. Spell check your text, as the FedBizOpps System does not have a spell check function.
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Flace of Contract Performance

Address/City/State 123 Main Strest, Washington, DC |
=

Fostal Code z0002

Country [Usa

SetAside

Archiving pobicy. Synopsis and associated documents may be scheduled for archiving fifteen days after the response date, orupon o user-specified date subsequent to the posimg
datz, or left unscheduled and manuelly archived later,

The lstest archuving date chosen for a simopss or any sssociated document will become the effectore archuving date for the entire document set.

Year mustbe specified with a full four characters; ie. “2000" instead of “00",

Archiving policy:

& Automatic, 15 days after response date

' Automatic, on specified date - Month: l_ Day: l_ Year: I_
 Marmal archive

Frenview I . Sﬂl . EI Clear Form

Figure 4.6: Presolicitation Notice Worksheet

4.11 Place of Contract Performance
The “Place of Contract Performance” field is not a mandatory field.

Please Note: We recommend that you only use alphanumeric characters, dashes, and commas in these fields. Please do not use
apostrophes in this field.

4.12 Set Aside

The “Set Aside” field is not a mandatory field. The default is “N/A”. To select a specific set-aside type, click on the arrow on the right
hand side of the drop down box. Then, scroll down and highlight the appropriate set-aside type.

4.13 Archiving Policy

When a notice is created, it remains in the “Active” database of FedBizOpps until it reaches the archive date set by the contracting
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officer. Once the archive date is reached, the notice is moved to the “Archive” database. This notice is still accessible on FedBizOpps,
but will not show up in the active postings for an agency. There are three archiving options available:

Automatic, 15 days After The Response Date — This is the default option. The notice will automatically archive 15 days after
the response date entered by the contracting officer.

. Automatic, On Specified Date — The notice will archive on the date specified by the contracting officer. Two digits should be
entered for the month and day, while four digits should be entered for the year.

. Manual Archive — The notice will not archive until the contracting officer manually archives the notice using the “Archive”
button. Please see Section 10 for additional information on archiving.

Please Note: If you leave the response date blank, you will need to set your archiving policy to “Automatic, On Specified Date” or
“Manual”, you will not be able to use the default archiving option of “Automatic, 15 Days After Response Date”.

4.14 Submitting the Synopsis

Once you have filled in the appropriate fields, you may choose to "Preview", "Save", or "Post" the information, or select the "Clear
Form" button to erase the information on the form and start over again.

Please Note: If you exit the “Presolicitation Worksheet” without saving or posting, your data will be lost and you will need to recreate
the notice.

The “Save” feature will allow you to edit and post your data at a later time. You will be able to edit and post using the “Edit” feature
described in the next section of this manual. If you were to click on “Save”, you would receive the following confirmation screen:

Confirmation

Document was saved successhully. Mote that the document has not been posted to FBO

oK

Figure 4.7: Save Confirmation
Instead of clicking on “Save”, click on “Post”.

Please Note: We do not recommend that you click on “Preview”. You will receive a preview screen when you click on “Post”.
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Pre-Post Summary

General Services Administration

ActionCode: P = Presolicitation Notice

Test Solicitation for Construction of Buildings

Document has NOT been posted vet - please review and then click Yes at the bottom of the page to complete Post.

General Information

Document Type:
Sebeitation Mumber
Posted Date:
Eesponse Date:
Archive Date:
Classihcaton Code
Set Ande

P = Fresobettatton Mohce
TestSel-01-2R

Feb 25, 2004

SEP 03, 2004

SEP 24, 2004

T -- Construchion of structures and facihhes MNAICS Code;

Sernce-Disabled Veteran-Cremed

236220
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Contracting Office Address

(General Sernces Adminstration, Office of Government-wide Folicy, Electronic Acquisthen Systers DivisionEE, 1800 F Street MW Em 4016,
Washingten, DiC, 20012

Deseription
This 15 a test.

Foint of Contact
Demonstration Weer, Systern Adreiristrator, Phone 202-222.2222 Fae 202-222-2222 Emal none@dew.mdl
Demo User, FBO Demo Account, Phone 202-555-1212, Faxe 202-444-1212, Email deviginull com

Flace of Contract Performance

123 Mam Street, Washington, DC
20002
TEA

Are vou sure vou want to post this notice 7

Yes EI

Figure 4.9: Pre-Post Summary

Use the scroll bar on the right side of the page to review the data and reach the bottom of the Pre-Post Summary screen. If you need
to make any changes to the data, click on “No” under “Are you sure you want to post this notice?”. Clicking on “No” will take you back
to the “Presolicitation Notice Worksheet” where you can make any necessary changes. You may choose to post at that time by
clicking on “Yes” under “Are you sure you want to post this notice?”.

Click on “Yes” to post the Presolicitation Notice.
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Confirmation

Presobetation Motice for TestSol-01-2R has been posted successfully to FEO

QK Ok—Recane Motice in 24h

Figure 4.10: Confirmation Screen
If your notice posted successfully, you will receive a confirmation screen.

Click on “OK” to clear the confirmation screen or “Ok — Receive Notice in 24h” to clear the confirmation screen and register to receive
an email notification from the FedBizOpps System within 24 hours. This email notification will provide a link to your recently posted
data on FedBizOpps.

Once you have posted the notice, we recommend that you check the status of your posting on FedBizOpps. Instructions on how to
check the status of your posting can be found in Section 13 of this manual.

If you receive anything other than a confirmation screen, please check the status of your posting on FedBizOpps. If your notice is not
on FedBizOpps, please contact the FedBizOpps Help Desk at 877-472-3779 or fbo.support@gsa.gov for assistance.
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5.0 Editing a Notice

Please Note: When a user logs into the FedBizOpps System, the user is issued a session number. There is a thirty (30) minute time
limit for each user when using the FedBizOpps system . Once thirty minutes has passed, the system will terminate the session and the
user will receive a "Your session has timed out." message. When this situation occurs, the user should log into the system again to
start a new session. When the session times out, any unsaved and non-posted data is lost.

The “Edit” button can be used to edit a saved synopsis, but not a posted synopsis. If you need to make changes to a posted
synopsis, you will need to create a “Modification”. If you need to make changes to a posted combined synopsis/solicitation, you will
need to create a “Amendment”. Modifications and Amendments are discussed in Section 6 of this manual.

Please Note: Once you open a file with the “Edit” function, you MUST click on “Save” or “Post”. If you exit the “Presoliciation
Worksheet” screen without saving or posting, your data will be lost and you will need to recreate the notice.

Click on “EDIT” to edit a saved synopsis.
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Acquisition Notice Posting

Office of Government-wide Policy

Synopsis:

Open Dalete

Modificationf/Amendment:
testl123
Opan Dalate |
Award:

-

Notice that the title of the screen is "Acquisition Notice Posting". You can edit saved “Synopses”, “Amendments” ,“Modifications”, or
“Awards”. Select the synopsis you wish to edit from the pull-down list under the heading called "Synopsis". Then, click on the "Open"
button.

Figure 5.1: Edit Function
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Presolicitation Notice Worksheet

General Services Administration

A angle alphabetie chasacter densting the specific actian related i the synopss

Action Code: P = Presolicitation Notice

Diate on which the synopss 15 pasted Lo the Web

Date: 02/26/04

Service or supply cods nusmber. Each synopais shall clagsify the contemplated contract saction under the one classified code which most closely deacrbes the acquisstion. If the action is
for & multiplicity of goods andfor services, the propanes should select the one category best descrbing the overall acquisition based upon value,

Classification Code:

0 = Medical serices |
R —Professional, administatve, and management suppont senaces

3 = Uilities and housekesping senices

T = Pholographic, mapping, printing, & publication services

1) —Education & raining senices

' = Transponation, trevel, & relocation sendces
' — Lease or Rental of equipment

i — Lease orrental of facilities

' = Construcion of stuctures and faciliies

£ — Maintenance, repair. and albaration of real property -

Figure 5.2: Presolicitation Notice Worksheet
This screen, "Presolicitation Notice Worksheet”, displays the information that the User has already created or edited to date. The User
may change the information, Preview, Save, Post, or Clear the form, using the same procedures described in Section 4 of this manual,
“Creating a Presolicitation Notice”.

Please Note: When using the “Edit” function, you will need to reset the “Archiving Policy”.

Once you have posted the notice, we recommend that you check the status of your posting on FedBizOpps. Instructions on how to
check the status of your posting can be found in Section 13 of this manual.

If you receive anything other than a confirmation screen, please check the status of your posting on FedBizOpps. If your notice is not
on FedBizOpps, please contact the FedBizOpps Help Desk at 877-472-3779 or fbo.support@gsa.gov for assistance.
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6.0 Creating a Modification

Please Note: When a user logs into the FedBizOpps System, the user is issued a session number. There is a thirty (30) minute time
limit for each user when using the FedBizOpps system . Once thirty minutes has passed, the system will terminate the session and
the user will receive a "Your session has timed out." message. When this situation occurs, the user should log into the system again
to start a new session. When the session times out, any unsaved and non-posted data is lost.

You can create a “Madification” if you need to change information in a posted synopsis. You can create a “Amendment” if you need to
change information in a posted combined synopsis/solicitation. You can modify the synopsis to change:

. Response Date

. Point of Contact(s)

. Description

. Place of Contract Performance
. Set Aside

. Archiving Policy

You cannot modify:

. Classification Code

. NAICS Code

. Title

. Contracting Office Address
. Solicitation Number

To modify a synopsis, click on the "CREATE" button.
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L [caare | eor ]~ briono | “hoex | scarve ] buascnve | omere | —houn |

L] Sy L

Acquisition Notice Posting

General Services Administration

Action Code:
C F =Presolicitation Monce
A= Award Hotice
& M= Modificaton to a Prewous Motice
© E.=Sources Sought Motice
£ = Special Hotice
 F =Faoreign Government Standard
G =Sale of Surplus Property
K = Combined SynopssiSoheitaton
C L= Amendment to Combimed Synopsis/Sobictation

[l 323

Figure 6.1: Create a Modification

Select the "Action Code", "M = Modification to a Previous Notice". Click on the "Next" button.

Acquisition Notice Posting

General Services Administration

Action Code:
M = Modification to a Previous Notice

Select a Document;

w23

<<< Back Mgt 333
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Figure 6.2: Modification Screen

If you wish to return to the previous screen, click on the application "Back" button. Otherwise, select a synopsis file from the pull-down
list under the heading called "Select a Synopsis". Click on the "Next" button, and the following screen is displayed:

Modification to a Previous Notice Worksheet

General Services Administration

A single alphabetsc chasacter denoimg the specific schion related m the synopsis

Action Code: M = Madification to a Previous Notice

Diate on which the gynopeis is posted to the Wahb.

Date: 02/26/2004

Service or supply code number. Each synopsts shall classafy the contemplated contract achion under the one classified code which most closely descnbes the acquisstion. If the action is
fior & eelizplicity of goods andfor gervices, the preparer should select the one category best descnbmg the overall acquirition based upon vabue.

Classification Code:
T

Service or supply HAICE code number. Each symopais shall elassdfiy the contemplated contract schiom under the cne HAICE code whach most closely desenbes the sequsition. [f the
wclion 15 fior o mullipbeity of goods endfor services, the preparer shouald select the one category best descnibing the owerall acquisziion based upon vabue

NAICS Code:
236220 -- Comemereral and Institihonal Buddmg Constructon

The complete nase and addreze of the contracting office.

Contracting Office Address:
Figure 6.3: Modification to a Previous Notice Worksheet

Please Note: Before you begin, please refer to the templates listed under the “Interface Description” link on the FedBizOpps home
page. These templates will specify character limitations for each field.

Once you have filled in the appropriate fields, you may choose to "Preview", "Save", or "Post" the information, or select the "Clear
Form" button to erase the information on the form and start over again.

Please Note: If you exit without saving or posting, your data will be lost and you will need to recreate the notice.

The “Save” feature will allow you to edit and post your data at a later time. You will be able to edit and post using the “Edit” feature
described in the Section 5 of this manual. If you were to click on “Save”, you would receive the following confirmation screen:
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Confirmation

Document was saved successfilly. Mote that the decument has not been posted to FBO

o

Figure 6.4: Save Confirmation

Instead of clicking on “Save”, click on “Post”.

Please Note: We do not recommend that you click on “Preview”. You will receive a preview screen when you click on “Post”.

Pre-Post Summary

General Services Administration

Document has NOT been posted vet - please review and then click Yes at the bottom of the page to complete Post.

ActionCode: M = Modification to a Previous Notice

Y -- Test Solicitation for Construction of Buildings

General Information
Dacument Type: M = Modificaten to a Prewous Motice
Sobcitation Mumber Test=al-01-2R
FPaosted Date Felo 26, 2004
Eesponse Date SEF 08, 2004
Archove Date: SEP 24, 2004
Classificaton Code: Y -- Constructon of structures and Bacilifies MAICE Code: 2362240
Set Asids: Service-Dizabled Veteran-Cwned
Contracting Office Address

Figure 6.5: Pre-Post Summary
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Use the scroll bar on the right side of the page to review the data and reach the bottom of the Pre-Post Summary screen. If you need
to make any changes to the data, click on “No” under “Are you sure you want to post this notice?”. Clicking on “No” will take you back
to the “Modification to a Previous Notice Worksheet” where you can make any necessary changes. You may choose to post at that
time by clicking on “Yes” under “Are you sure you want to post this notice?".

Click on “Yes” to post the Modification.

o | ot —| et | ] "o | “heex | e o | e | s | “sws | oz | wcar IS

Confirmation

Modification for TestSol-01-2R has been posted successfilly to FEO.

@ OK-Rieceive Nofics in 244

Figure 6.6: Confirmation Screen

If your notice posted successfully, you will receive a confirmation screen.

Click on “Ok” to clear the confirmation screen or “Ok — Receive Notice in 24h” to clear the confirmation screen and register to receive
an email notification from the FedBizOpps System within 24 hours. This email notification will provide a link to your recently posted
data on FedBizOpps.

Once you have posted the notice, we recommend that you check the status of your posting on FedBizOpps. Instructions on how to
check the status of your posting can be found in Section 13 of this manual.

If you receive anything other than a confirmation screen, please check the status of your posting on FedBizOpps. If your notice is not
on FedBizOpps, please contact the FedBizOpps Help Desk at 877-472-3779 or fbo.support@gsa.gov for assistance.
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7.0 Interested Vendors List Module

Please Note:

The Interested Vendors List (IVL) Module allows Vendors to register their interest in bidding on a solicitation posted on FedBizOpps.
This capability also allows you to review and publish a list of interested vendors online to facilitate Vendor collaboration.

In order to activate the Interested Vendors Module for a particular solicitation number, you will need to first “enable” the functionality. If
you do not enable the IVL function for a solicitation number, the “Register as Interested Vendor” button will not be visible on
FedBizOpps, and Vendors will not be able to register their interest online.

The IVL is removed when the solicitaiton is archived. The IVL list is not recoverable. We recommend that you save a copy of

your IVL list before archiving your notice.

IVL can only be enabled for the following types of synopses: Presolicitation, Sources Sought, Special Notice and Combined

Synopsis/Solicitations.

To access the Interested Vendors Module, from the Buyers Module, click on “IVL".

Interested Vendors List [IVL)

TEST ORG

Select a solicitation:

SECURE_SSM_TEST  a|
TIME_TEST

css_email 02
ess_smail_05 =

Enable WL/Change VL Status
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Figure 7.1: Interested Vendors Module

Highlight the solicitation number for which you would like to allow Vendors to register as an interested vendor. Then, click on “Enable
IVL/Change IVL Status”.

Please Note: You will not be able to view a list of “Interested Vendors” using the “View IV List” button until you have enabled the
functionality, and Vendors have registered online.

L [ ceore T e T v T iniow T noec T ionve Jumaacune | oeuere o ] —srars o | vocor )

Enable IWVL

General Services Administration

Enahle IVL for solicitation:

MNumber: TestSyn-0627
IVL Status: 1ot enabled

Title: 99 - Test Synopsis

Fosted Date: Jun 27, 2002 Click “Enahle’ button below to enable IVL for the
%:f:’““ Aug 31, 2002 solicitation

FOC: George Teacy, The Big Boss, Phene 703 372-3346, Fax none,

Email george tracy(@gsa gov

Enable | Cancel

Figure 7.2: Enable IVL

A summary of the synopsis will be displayed. If you do not wish to enable the “Interested Vendor” functionality, of if you have selected the wrong
solicitation number, click on “Cancel”. This will return you to the Interested Vendors Module. If you would like to permit Vendors to register as an
“Interested Vendor”, click on “Enable”.
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Confirmation

IVL for the sobcitabon has been successfuly enabled

o

Figure 7.3: Enable Function Confirmation

If you have successfully enabled the IVL function, you will receive a confirmation screen.

Once you have enabled the IVL function for a particular solicitation number, Vendors will see the “Register as Interested Vendor” button on the listing
page for the solicitation number in the Vendor Module of FedBizOpps.

Please Note: If you do not enable the IVL function, the “Register as Interested Vendor” button will not be visible to the public.

Vendors "

Federal Business Opportanities

TEST ORG

Business Opportunities

Offfice : TEST OFFICE THEEE
Location : TEST LOCATION FAUX

Solicitation number : TestSyn-0627
Title : 99 -- Test Svnopsis

Synepas - Posted on Jun 27, 2002

Register to Recene Notfication Register as Interested Vendor

Numhbered Notes

SEARCH swmonsss Pravwement Referanee Tibrare
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Figure 7.4: Register as Interested Vendor Button

From the Vendors Module, Vendors can click on the “Register as Interested Vendor” button to submit their contact information to you.

Vendors

Federal Business Opporfunities

F Emait fbo support s (o
F Phone: 877-472-3779 (Tod Fres)

® - regurad heids

W FedBizOpps Home
P FedBirCrps Home

F FedBizOpps Vendars

ok Find Business Opportuniy [+ Interested Vendor Registration Form
i Buyers Links
F ACGNET Home
P Registration Fmpﬁ e You've chogsen 1o register a5 Interested Vendor for soliciation TestSym-0627 In order 1o reg|ster, please, il oul the
¥ Do FBO regisiration form bilow,
F FBO Buyers Wanual
¥ FBO Buyers Marisl (Downiosd) Reqgistration information:
W General Information CompayName: *  [Miller Designs
b Section 505 Vendor Notice Address: * [123 Market Street
Firkerface Description
, = Phone Number: ©  |212-222-2222
¥ Frocquentty Asied Guestions Ermail Adidress: [1im@deu aull
IS Point of Contact: | Tim Miller
Business Type:  [EETEEI S - |

¥ FodBizOpps Buyers | Ragister as Interested Vendor |

—

Figure 7.5: Interested Vendor Registration Form

Once the Vendor completes the registration form, they will click on “Register as Interested Vendor”.
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Vendors

Federal Business Opporfunifies

i Find Business Opportunity (7]

* Buyers Links Interested Vendor Registration Resull
¥ ACGNET Homa Pags
F Registration Form for Faderal Lisers

F Derma FBO
¥ FB Buyers Manual You'e been successiully registered as interested in solicitation TestSyn-0627". The regisiration process will take

¥ FBO Buyers Manusl (Downioad) about ten mindlutes. Yiou may check the update taler

¥ G dinfl i Feeturn to:

F Section S08 Vendor Molice
¥ inderiace Description

F Mansgement Responsibdty
F Frequently Asked Questions

E ral if nifies Hpma P
Vandod Beaqistealion Home P

[ Contact Information
F Emall o suppadfges gav
¥ Phone: 877-472-3779 (Ted Fres)

W FedBizOpps Home
F FedBirOpps Home

F FedBirOpns Euryers
F FedBizOpps Vendors

Figure 7.6: Registration Form Confirmation
If the Vendor has successfully registered, they will receive a confirmation screen.
If you would like to view a list of “Interested Vendors”, click on “IVL" in the Buyers Module.

Please Note: You will not be able to view Vendor information immediately after it is entered by the Vendor. It will take some time for the system to
generate the page for this list
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Interested Vendors List [IVL)

TEST ORG

Select a solicitation:
SECURE_SSM_TEST &
TIME_TEST

css_email_0Z2
css_emal_05 =|

Enable WL/Change VL Status

Wiew I List I

Figure 7.7: Interested Vendors Module

Highlight the solicitation number and click on “View IV List”.

Vendors

Federal Busingss QOpporfunities

i Find Business Opportunity (%)

W Vendors Links
P ACGHET Home Page

F endor Fesdback Emad
P \endor Notification Service
F endors Ulser Guide

W General Information

P Saction 508 Vendor Notice

P inberince Description

F Managemant Responsbity

¥ Frequentty Asked Questions

[ Contact information

F Emad fbo supportiosa pov
F Phore: 877-472-3779 (Toll Free)

i FedBizOpps Home
F FacBirOpps Homa

F FecBizOpps Buyers
P FedBizOpps Vendors
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Vendors Interested in Solicitation TestSyn-0627

Mark Smith
Compalithe

Miller Designs
Competitive

Ties! Company
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Figure 7.8: List of Interested Vendors

A list of “Interested Vendors” will be displayed, including all Vendors who have submitted the “Interested Vendor Registration Form”. If Vendors have
not registered their interest on FedBizOpps, and there is no list of “Interested Vendors” available, you will receive the following message:

L T ciove T T T iriow oo houve L owwonve | oeire | hown [ s ] rome ] Locour

Vendors -

Federal Business Opportunities

Sorry,

Interested Vendors List for the solicitation does not et exst

Figure 7.9: Nonexistent List

You can publish the list of “Interested Vendors” on FedBizOpps. To publish this list, click on “IVL".

L T ciove T T T iriow oo houve L owwonve | oeire | hown [ s ] rome ] Locour

Interested Vendors List {IVL)
TESTORG

Select a solicitation:

SECURE_SSN_TEST =]
TIME_TEST

czs_email 02

css_email_05 =

Enable WVLjChange VL Status I Miew Y List I

Figure 7.10: Interested Vendors Module
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To publish the list, click on “Enable IVL/Change IVL Status”. Instead of having the “Enable” button, you will now see the “Publish” button. If you do
not wish to publish the list of “Interested Vendors”, of if you have selected the wrong solicitation number, click on “Cancel”. This will take you to the
Interested Vendors Module. If you are ready to publish the list of “Interested Vendors” on FedBizOpps, click on “Publish”.

Please Note: Once you publish the list, you cannot “unpublish” the list. It will be available for Vendors to view on FedBizOpps.

Publish IVL

General Services Administration

Publish IVL for solicitation:

Number; TestSyn-0627
IVL Status: Enabled

Tatle: 99 == Test Synopsis
Posted Date: Jun 27, 2002
Click "Publish’ helow to publish IVL for the solicitation
Response 31, 2002
Date:
POC: George Tracy, The Big Boss, Phone 703 872-3846, Fax none,

Email george tracy(@igsa gov

Publizh | Cancel

Figure 7.11: Publish Interested Vendors List

If you have successfully published the list of Vendors, you will receive a confirmation screen.

Cunn T ceonne T e T T briow ] oex [ decanve Jomascnnve |oevere | sowwn ] —sors [ reore ] Locour J

Confirmation

IVL for the sobcitaton has been successfuly published.

o

Figure 7.12: Confirmation of Published Interested Vendors List
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Once you publish the list of “Interested Vendors” on FedBizOpps, Vendors will see a link entitled “View List of Interested Vendors” on the listing page
for the solicitation number. They will be able to view this in the Vendors Module.

Please Note: All of the information submitted by the Vendor through the “Interested Vendor Registration Form” (Name, Company, Contact
Information) will be published on FedBizOpps.

Vendors .

Federal Business Opportanities

TEST ORG

Business Opportunities

Office : TEST OFFICE THREE
Location : TEST LOCATION FAUX

Solicitation number : TestSyn-0627
Title : 99 -- Test Svnopsis

Synopsas - Posted on Jun 27, 2002

Ragister fo Recene Notihcahon Fegisier as Interesied Vendor

View List of Interested Vendors

Numbered Notes

Figure 7.13: “View List of Interested Vendors” Link

Click on “View List of Interested Vendors”.
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Vendors

Federal Business Opporfunifies

& Find Business Opportunity ) Vendors Interested in Solicitation TestSyn-0627
W Vendors Links

¥ ACGNET Home Page Vendor name and contact information:

P enaior Fepdback Emad

P Yendor Notification Service
P Yendors Uiser Guide

123 Main Street

W General Information Compamy Name:  Mark Srmith _ .
5 O e E::::: mark@dev.null Phone: 7022221713
P interfnce Description oL
¥ Managemant Responskdty ) Address: 123 Market Strael
¥ Frecuertty Asked Questions Comparyame: Willor Designs POC: Tim Miller Phone: 212-222-1222

Business Type: Competitive
e P Email: lim@dev.null

[# Contact Information

¥ Ermit fia Supportidh Address: 101 150 Sireed
o Company Name: Test Company POC: e Test Phone: 972-772.3737

¥ Fhone: B77-47 237749 (Toll Fres) Business Types  Cormpetitie
Email: {ast@dey.nyll

i FedBizOpps Home
F FecdSizOpps Home

¥ FedBizOpps Buyers
F FedBizOpps Vendors

Figure 14: List of Interested Vendors

A list of “Interested Vendors” will be displayed, including all Vendors who have submitted the “Interested Vendor Registration Form”.
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FBO Buyers Guide

Federal Business Opportunities

9 User Guide Home .
o B Gl s 8.0 Uploading Documents
9k Introduction

P FedBizOpps Overview ) ) o ) ) ) ) )
Please Note: When a user logs into the FedBizOpps System, the user is issued a session number. There is a thirty (30) minute time

¥ Table of Contents limit for each user when using the FedBizOpps system. Once thirty minutes has passed, the system will terminate the session and the
user will receive a "Your session has timed out." message. When this situation occurs, the user should log into the system again to

FedBizOpps Demo/Training Site . ; . .
; PP g start a new session. When the session times out, any unsaved and non-posted data is lost.

p FedBizOpps for Buyers

p Creating a Presolicitation Notice
p Editing a Notice

p Creating a Modification

p Interested Vendors List (VL)

As the government is moving towards a ‘paperless’ acquisition system, the FedBizOpps system includes the capability to upload
documents. You may upload solicitation files that are related to the synopsis anytime after a synopsis is posted on FBO.

Module Please Note:

p Indexing

p Creating an Award Notice .

p Archiving / Unarchiving It is a Government Buyer’s responsibility to upload documents that are descriptive and in compliance with Section 508 of the
b Deleting Rehabilitation Act.

P Viewing Postings on FedBizOpps
P} Administration

» Statistics You cannot upload files to a “Combined Synopsis/Solicitation”.

9 Download the Manual :

. Files greater than 4Mg may timeout your FedBizOpps 30-minute session. If you are uploading a number of large files, we
p FBO Buyers Guide (PDF)

recommend that you break these up into multiple uploads.

9 FedBizOpps Home
p FedBizOpps Home
p FedBizOpps Buyers

¥ FedBizOpps Vendors To upload files, click on “UPLOAD”.

Buyers with FedTeDS logins can now connect to and upload documents to the FedTeDS website from FedBizOpps.
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Document Uploading

General Services Administration

Type of Upload:
@ Solicttation
T Amendrment
 Ctther (Draft EFF2EFIs, Responses to Cuestions, ete. )

Cancel et 233

Figure 8.1: Document Uploading

If you click on the "Cancel" button, the system returns you to the first screen, with buttons at the top of the page, after the login
screen.

If you are ready to upload files, select the upload type under the heading called "Type of Upload”. You can upload documents with an
overall header of “Solicitation”, “Amendment”, or you can choose “Other” to create your own header, such as “Response to
Questions”. In this scenario, we will upload files under the header of “Solicitation”. Select “Solicitation” and click on “Next”.

L1

Document Uploading

General Services Administration

Type of upload: Solicitation
Select a synopsis file:

owea| o |

Figure 8.2: Selecting a Synopsis File

If you click on the application "Back" button, the system returns you to the previous screen. If you click on the "Cancel" button, the
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system returns you to the first screen, with buttons at the top of the page, after the login screen.

If you are ready to upload solicitation files, select the synopsis file (solicitation number) from the “Select a Synopsis File List”. Then,

click on “Next”.

|

Document Uploading

General Services Administration

Type of upload: Solicitation

Synopsis title: Test Sohcitation for Construction of Buldings
Synopsis file: TestSol-01-2F

Foint{s) of contact: Dremo User

Demonstration User
Response due date:

Horer many files do you want to apload: |1

Bock

If ¥ou want to upload files to the FedTeDS press the button

Upload io the FedTeDS |

Figure 8.3: Specifying Number of Files

This screen will display:

Type of Upload
. Synopsis Title
. Synopsis File (Solicitation Number)
. Points of Contact
. Response Due Date

Type the number of files you would like to upload in the “How many files do you want to upload” field. In this example, we will upload

one file.

If you click on the application "Back" button, the system returns you to the previous screen. If you click on the "Cancel" button, the

system returns you to the first screen, with buttons at the top of the page, after the login screen.

If you are ready to upload, click on “Next”.

Please Note: Buyers with a FedTeDS login can now upload their "sensitive acquisition related information” to FedTeDS by clicking on
the "Upload to FedTeDS" button. For more information on FedTeDS or for help with the FedTeDS website, please visit FedTeDS at:

http://www.fedteds.gov.
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Lock i | b 3% Flopey () =z e®@er M J
Qoo B- .3 -
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ATHIN PROFILE LOHEOUT

Desklop

_

My Document:

3

My Compuler

File: name: |FEODemaDact =] Open nent type. Finally, provide a brief description of the
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File names should not contain the "% character, This character has a special meaning in a URL and will therefore render the file inaccessible to

vendors.
Itis a Government buyer's responsgibility to upload documents that are descriptive and in compliance with Section 308 of the Hehabilitation Act,
Files greater than 43 g may timeout your session as will 30 min of inactivity.

File 1

File Nam-::l Browse..
File Type: |Microsat Word =
Erief Description: |
Daonel I
Figure 8.4: Uploading Documents
8.1 File Name
Please Note:

Before uploading a file, please ensure the filename includes only alphanumeric characters and dashes. If you include any
other characters in the filename, such as a space, your document will not upload properly.

. Filenames within a solicitation must be unique. You can only use a specific filename once. The FedBizOpps system preserves
the filename used in the upload, and the directory structure is organized around solicitation numbers. When a file is uploaded
to the directory where a file with the same name exists, the new file will overwrite the old file.

To retrieve your files from your hard drive or disk, click on “Browse”. Once you have located the appropriate file, highlight the filename
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and click on “Open”.

The location of the file will populate the “Filename” field. In this scenario the document is located on a disk in the A: drive:
A:\FBODemoDocl.doc

Please Note: If you upload files off of a disk, you CANNOT REMOVE the disk until the upload is complete.

8.2 File Type

You will need to select the type of file from the “File Type” field. This document is a Microsoft Word document.

Selecting the correct "File Type" is very important. You should always select the correct "File Type" from the pull-down menu. If you
select the wrong "File Type", users may have trouble opening your file(s).

8.3 Brief Description

Once you have selected the file and file type, you will need to give the file a description. The “Brief Description” should clearly
describe the document to the Vendor. For example, "Request for Proposals", "Request for Quotations," "Statement of Work," or
"Specifications".

Please Note:

You must fill in the “Brief Description” field. Without a description, Vendors will not be able to view your file(s).

. Files may not be listed on FedBizOpps in the order in which you select them for upload. If you need your files to be listed in a
certain order, it is recommended that they be numbered and followed by a clear, concise description.

For Example:
1-1 Solicitation Package

1-2 Drawings

file:///D/UpdatedEPSBuyersM anual 030904/BG8-Upload.html (5 of 8)3/9/2004 11:36:50 AM



Buyers - Uploading Documents

Type of upload; Solicitation
Synopsis title: Test Solicitation for Construction of Buildings
Solicitation Mo: TestSol-01-2R
Point(s) of contact: Demeo User
Diemonstration User
Response due date;

Click " Browse", select a filefdocument to upload. Then, select the proper fle/document type. Finally, provide a brief description of the
file/document.

File names should not contain the %" character. This character has a special meaning in a URL and will therefore render the file inaccessible to
vendors.

Itis a Government buyer's responsibility to upload documents that are descriptive and in compliance with Section 508 of the Rehahilitation Art.
Files greater than 4Mg may timeout your session as will 30 min of mactivity.

File 1
File Name: [4\FBODemoDoc] doc Browse. . |
File Type: IMicmsuﬁ: ‘Wond j
Brief Descnption: |Demo Document for Uploading

Figure 8.5: Document Specifications

Once the “File Name”, “File Type”, and “Brief Description” have been populated, click on “Done”.
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Pre-Upload Summary

General Services Administration

Type of upload: Soliertation
Synopsis title: Test Solicitation for Construction of Buildings
Synopsis file: TestSal-01-2E
Point(s) of contact: Demo User
Demonstration User
Response due date:

Uploaded file{s): Description Size (hytes) | File Format File name

Demes Decument Bor Upleading 19963 Microsolt Word | FEBODemoDoc 1 doc

Are you sure you want to upload above file(s) ?

Yes EI

Figure 8.6: Pre-Upload Summary

The “Pre-Upload Summary” will display:

Type of Upload
. Synopsis Title
. Synopsis File (Solicitation Number)
. Points of Contact
. Response Due Date
. Document Description
. File Size
. File Format
. File Name

To complete the upload procedure, scroll to the bottom of the page. If you click on the "No" button, the system returns you to the
beginning of the screen called "Document Uploading".

If you are ready to complete the upload process, click on the "Yes" button.
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Document Uploading

(eneral Services Administration

File(s) were Uploaded successfully.

o

Figure 8.7: Confirmation Screen

If your file(s) uploaded successfully, you will receive a confirmation screen.

Once you have posted the files, we recommend that you check the status of your posting on FedBizOpps. Instructions on how to
check the status of your posting can be found in Section 13 of this manual.

If you receive anything other than a confirmation screen, please check the status of your posting on FedBizOpps. If your notice is not
on FedBizOpps, please contact the FedBizOpps Help Desk at 877-472-3779 or fbo.support@gsa.gov for assistance.
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9.0 Indexing a URL Address

Please Note: When a user logs into the FedBizOpps System, the user is issued a session number. There is a thirty (30) minute time
limit for each user when using the FedBizOpps system . Once thirty minutes has passed, the system will terminate the session and
the user will receive a "Your session has timed out." message. When this situation occurs, the user should log into the system again
to start a new session. When the session times out, any unsaved and non-posted data is lost.

In addition to the ability to upload files, the FedBizOpps system also includes the ability to attach a URL address to your solicitation.
This is useful when your solicitation files are hosted on another web site. This function is very similar to uploading documents.

Please Note: You will not be able to use the index function with a “Combined Synopsis/Solicitation”.

To attach a URL address, click on “INDEX”".

m CREATE EDIT UPLOAD INDEX ARCHIVE UNARCHINE DELETE m PROALE LOGOUT

Document Indexing

TEST ORG

Type of Upload:
& Sobcitabon
C Amendment
T Other (Draft EFPs/REFIz, Besponses to Cueshons, etc..)

Cancel Mt 33> I

Figure 9.1: Document Indexing

If you click on the "Cancel" button, the system returns you to the first screen, with buttons at the top of the page, after the login
screen.

If you are ready to attach a URL address, select the upload type under the heading called "Type of Upload". You can attach a URL
address with an overall header of “Solicitation”, “Amendment”, or you can choose “Other” to create your own header, such as
“Response to Questions”. In this scenario, we will attach a URL address under the header of “Solicitation”. Select “Solicitation” and
click on “Next”.
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Document Uploading

TEST ORG

Type of upload: Solicitation
Select a synopsis file: [S0012348

Cancel Back .

Figure 9.2: Selecting a Synopsis File

If you click on the application "Back" button, the system returns you to the previous screen. If you click on the "Cancel" button, the
system returns you to the first screen, with buttons at the top of the page, after the login screen.

If you are ready to attach a URL address, select the synopsis file (solicitation number) from the “Select a Synopsis File List”. Then,
click on “Next”.

Document Indexing

TEST ORG

Type of upload: Solicitation
Synopsis title: test

Synopsis file: testl23

Puointis) of contact: John Smith
Response due date: September 30, 2002

How many files do you want to index: |1

Cancel | Back Nexd

Figure 9.3: Specifying Number of Links

This screen will display:
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Type of Upload
. Synopsis Title
. Synopsis File (Solicitation Number)
. Points of Contact
. Response Due Date

Type the number of URL addresses you would like to upload in the “How many files do you want to upload” field. In this example, we
will upload one URL address.

If you click on the application "Back" button, the system returns you to the previous screen. If you click on the "Cancel" button, the
system returns you to the first screen, with buttons at the top of the page, after the login screen.

If you are ready to attach a URL address, click on “Next”.

L T ceowe ] eor == =T i [ inoox ] hcanve | owwcarve | orere | —hou | ~svirs ] oz ] Locorr

IEal URia

Type of upload: Solicitation
Synopsis title: test
Solitation No: testl23
Point(s) of contact: John Snuth

Response due date: September 30, 2002

Enter the full fle/document URL to index. Then, select the proper file/document type. Finally, provide a brief description of the file/document.

File names should not contain the "8 character, This character has a special meaning in a URL and will therefore render the file inaccessible to
vendors. Please modify file names {on your local machine) to remove any “#' characters before indexing to EPS.

File 1
Fie URL: [www iedbizopps.gov
File Type: | MicrosoftWord =l
Brief Description: [SEE SOUCITATION

Figure 9.4: URL Specifications

9.1 File URL

Enter the URL address in the “File URL” field, starting with “www".
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For example: www.fedbizopps.gov

9.2 File Type

You do not need to select a type of file from the “File Type” field. Simply leave the type of file as the default, Microsoft Word.
9.3 Brief Description

Once you have selected the file and file type, you will need to give the file a description. The “Brief Description” should clearly
describe the document to the Vendor. For example, "Request for Proposals"”, "Request for Quotations," "Statement of Work," or
"Specifications".

Please Note: You must fill in the “Brief Description” field. Without a description, Vendors will not be able to open the URL address
link.

Once the “File URL", “File Type”, and “Brief Description” have been populated, click on “Done”.

Cunn [ craate | —eor v | ubuown | ex | rchive | owasonve | oesere | —aown | stais | prorie

Pre-Upload Summary

TEST ORG

Type of upload: Solicitation
Synopsis title: test
Synopsis file; test]123
Point(s) of contact: John Smith

Response due date: September 30, 2002
Uploaded file(s): Description Size (bytes) | File Format File name

SEE SOLICTTATION 0 Microsoft Word || www fedbizopps. gov

Are you sure you want to index above file(s) 7
s EI

Figure 9.5: Pre-Upload Summary

The “Pre-Upload Summary” will display:

Type of Upload
. Synopsis Title
. Synopsis File (Solicitation Number)
. Points of Contact
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. Response Due Date

. Document Description

. File Size (This will be “07)

. File Format (This will be “Microsoft Word”)
. File Name (URL Address)

To complete the indexing procedure, scroll to the bottom of the page. If you click on the "No" button, the system returns you to the
beginning of the screen called "Document Uploading".

If you are ready to complete the indexing process, click on the "Yes" button.

Cunn |~ cheare | —eon [ | uriows | “oex | scuve | unaschive | oecere | —aown | stars | rone | Locour J

Document Indexing

TEST ORG

File(s) were Indexed successiully.
o

Figure 9.6: Confirmation Screen

If your URL address posted successfully, you will receive a confirmation screen.

Once you have posted the URL address, we recommend that you check the status of your posting on FedBizOpps. Instructions on
how to check the status of your posting can be found in Section 13 of this manual.

If you receive anything other than a confirmation screen, please check the status of your posting on FedBizOpps. If your notice is not
on FedBizOpps, please contact the FedBizOpps Help Desk at 877-472-3779 or fbo.support@gsa.gov for assistance.
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FBO Buyers Guide

Federal Business Opportunities

User Guide Home . .
*} FBO Buyer Guide Home 10.0 Creating an Award Notice
9k Introduction

P FedBizOpps Overview ) ) o ) ) ) ) )
Please Note: When a user logs into the FedBizOpps System, the user is issued a session number. There is a thirty (30) minute time

¥ Table of Contents limit for each user when using the FedBizOpps system . Once thirty minutes has passed, the system will terminate the session and
the user will receive a "Your session has timed out." message. When this situation occurs, the user should log into the system again

FedBizOpps Demo/Training Site . . . .
> b ¢ to start a new session. When the session times out, any unsaved and non-posted data is lost.

p FedBizOpps for Buyers

p Creating a Presolicitation Notice
p Editing a Notice

p Creating a Modification

p Interested Vendors List (IVL) Module
p Uploading Documents

p Indexing

p Archiving / Unarchiving

# Deleting

P Viewing Postings on FedBizOpps
p Administration

p Statistics

An "Award Notice" can be created even if a synopsis was not created on FedBizOpps. To create an "Award Notice" under these
circumstances, follow the directions below for creating an "Award Notice" for an existing presolicitation synopsis. When a screen
appears with a heading titled "Select a Document”, do not make a selection from the "Select a Document" field. Instead, click on
"Next" at the bottom of the page, and follow the remaining directions until the document is posted.

To create an Award Notice, click on the "CREATE" button.

L | caove | aor T v oo ] oo ] hwcwe ] owncnnve | seure ] o] s ] o |

oad th | Acquisition Notice Posting
9 Download the Manua

# FBO Buyers Guide (PDF) General Services Administration

1 FedBizOpps Home

» FedBizOpps Home Action Code:
p FedBizOpps Buyers © P = Presolicitation Ietice
b FedBizOpps Vendors & A= Award Notce

T M = Modiication to a Prewious Motice

& B=Sources Sought Mobtce

' 5 =Special Notice

 F = Foreign Government Standard

G =2Sale of Surphes Property

© K= Combined SynepssiSolictation

L= Amendment to Combmed Synopeis/Solicitation

Figure 10.1: Creating an Award Notice

Select “Action Code” “A=Award Notice”. Click on the “Next” button.
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Acquisition Notice Posting

General Services Administration

Action Code:
A = Award Notice

Select a Document:

ezt 23

| N> |

Figure 10.2: Award Screen

Please Note: Before you begin, please refer to the templates listed under the “Interface Description” link on the FedBizOpps home
page. These templates will specify character limitations for each field.

If you wish to return to the previous screen, click on the application "Back" button. Otherwise, select a synopsis file from the pull-
down list under the heading called "Select a Synopsis". Click on the "Next" button, and the following screen is displayed:
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Award Notice Worksheet

General Services Administration

A single alphabetic character denoting the specific action relatsd in the synopsis.

Action Code: A = Award Notice

Diate anwhach the symopss 15 posted fo the Web,

Date: (2/26/04

Sernce or supply code nusnber. Each synepes shall classdy the contemplated contract ackion under the ane elazsfied code which most elosely desenbes the asquusstion 1 the ackion i
for a mullsphicity of goods andior services, the preparer showld select the ane category best desenbang the overall scquisition based upon valus

Classification Code:
Y -- Comstruchion of struchures and facilibes

Service or supply MAICS cods number. Each synopeis shall claseify the contemplated contrael sction under the ane HAICS cods which most closely desenbes the scqusition If the
acticn 15 For a asllephbiety of goods andfor sernces, the preparer should selecl the one cate gooy best desenbag the overall scquantion based upon waliie

NAICS Code:
236220 -- Commercial and Institutronal Bulding Constructon

The complets name and address of the contracting office.

Contracting Cfice Address:
General Serwces Admmastration, Office of Government-wide Policy, Electrome Acousition Systems DansionTEE, 1800 F Street FW Em 4016, Washington,
D, 20012

Figure 10.3: Award Notice Worksheet
10.1 Action Code
The notice type will be indicated at the top of the page. In this case, the action code is “A” for “Award Notice”.
10.2 Date
The “Date” field is generated by the system based on the date the notice is entered into the FedBizOpps System.
10.3 Classification Code
The Classification Code is generated by the system based on the information entered in the original synopsis.

If you are entering an Award Notice without having originally entered a synopsis on FedBizOpps, you will need to select a
Classification Code. To select a classification code, scroll down to the appropriate classification code and highlight it. You can only
select one classification code.
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Please Note: Questions regarding the appropriate classification code for your notice should be directed internally to your agency.
The FedBizOpps Help Desk cannot advise you on which classification code to select.

10.4 NAICS Code
The NAICS Code is generated by the system based on the information entered in the original synopsis.

If you are entering an Award Notice without having originally entered a synopsis on FedBizOpps, you will need to select a three digit
and six digit NAICS Code.

To select a three digit NAICS code, scroll down to the appropriate code and highlight it. You can only select one three digit NAICS
code. Next, click on the button titled "Display full codes for selected parts". Clicking on this button will cause your screen to be
refreshed and you will be taken back to the top of your worksheet. Scroll back down to the NAICS codes. You now have a list of six
digit NAICS codes to select from. Scroll down to select the appropriate six digit NAICS code and highlight it. You can only select one
six digit NAICS code.

Please Note: Clicking on the button titled “Back to first three Digit codes” will remove the six digit NAICS code you selected. If you do
not select another six digit NAICS code you will receive the following error message when you go to post your notice “NAICS code
error: NAICS code must be sent”. If you receive this error, go back and reselect your 6 digit NAICS code.

Please Note: Questions regarding the appropriate NAICS code for your notice should be directed internally to your agency. The
FedBizOpps Help Desk cannot advise you on which NAICS code to select.

10.5 Contracting Office Address

The system will automatically generate the data for the “Contracting Office Address” field, based on the Agency/Office/Location
associated with your FedBizOpps account.

If your Agency, Office or Location information is incorrect, you will need to contact your Agency FedBizOpps Administrator for further
assistance. If you do not have contact information for your Agency FedBizOpps Administrator, please contact the FedBizOpps Help
Desk at 877-472-3779 or fbo.support@gsa.gov for assistance.
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Flace of Contract Performance

2005 Washsngren Strest Washington, DC 20002 TS A

BEinef title descnplion of services, supples, ar project re quired by the posimg agency.

Tiﬂe: 200 character SPACES available)
Y -- Test Sobettation for Constructon of Buldings

The date the contract wes awarded

Contract Award Date; IMonth Da:.rl Year

Select are or more name(s) for point of cantact.

Prmary Point of Contact: Secondary Point of Contact:

Demanstration User
Dema Usear Dame Uzer

Solicitation Mumber: TestSol-01-2E

Agency assagned mamber For control, trackeng, and identification
FPlease use alpha-numerics, dashes or period ONLY - leading and trailing spaces will be stripped.

Contract Award Numhber: ]

10.6 Place of Contract Performance

The “Place of Contract Performance” is generated by the system based on the information entered in the original synopsis.

If you are entering an Award Notice without having originally entered a synopsis on FedBizOpps, you can enter the Place of Contract
Performance. The “Place of Contract Performance” field is not a mandatory field.

Please Note: We recommend that you only use alphanumeric characters, dashes, and commas in these fields. Please do not use
apostrophes in this field.

Figure 10.4: Award Notice Worksheet
10.7 Title
The “Title” is generated by the system based on the information entered in the original synopsis.

If you are entering an Award Notice without having originally entered a synopsis on FedBizOpps, you can enter the Title. Please
enter a brief description of the services, supplies, or project in this field.

Please Note: We recommend that you only use alphanumeric characters, dashes, and commas in this field.
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10.8 Contract Award Date

The “Contract Award Date” is the date the contract was awarded. Two digits should be entered for the month and day, while four
digits should be entered for the year.

10.9 Point of Contact
The “Point of Contact” information is generated by the system based on the information entered in the original synopsis.

If you are entering an Award Notice without having originally entered a synopsis on FedBizOpps, you can enter the POC information.
You can choose a Primary and/or Secondary Point of Contact for this notice, but you need to AT LEAST pick a Primary Point of
Contact. The system will automatically display the names, titles, telephone numbers, fax numbers, and email addresses of any points
of contact chosen.

If the appropriate names are not available in the “Primary Point of Contact” or “Secondary Point of Contact” fields, you will need to
contact your Agency FedBizOpps Administrator for further assistance. If you do not have contact information for your Agency
FedBizOpps Administrator, please contact the FedBizOpps Help Desk for assistance.

10.10 Solicitation Number
The “Solicitation Number” is generated by the system based on the information entered in the original synopsis.

If you are entering an Award Notice without having originally entered a synopsis on FedBizOpps, you will not need to enter a
Solicitation Number. .

10.11 Contract Award Number
An “Award Number” must be entered for each notice.

Please Note: The Award Number can only contain alphanumeric characters and dashes. If you input any other characters into
this field, your notice may not post.
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The daller vehae of the contract, phs opticnal qualififng text (&g "not to excesd $250,000" ),
Matez This information will be displayed exacily as entered, foamat texd and dollar smounds sppropostely. (50 char manmuem)

Contract Award Dollar Amount: |

When appropaiste, st the contractor's sppropriate line item mamber,

Contract Line Ttem Mumber: |

The contractos name and address

Contractor: **MNo HTML Tags** (#00 character spaces available)

=

=

Archonmg pohey. Synopsis and associated documents may be scheduled For archiving ffteen days after the sward date, or wpon & user-spectfied date subsequent to orleft unscheduled
aned marmalhy srchieed leter

The Letest archiving date chosen for & synopsis or any associsted document will become the effective sarchoring date for the entire document set

Year mustbe specified with a full fowr characters; ie. 2000 instead of “00™.

Archiving policy:
& Autematc, 15 days after award date

' Autematic, on specified date - Month Dray Tear

' Manual archuve

Preview ' _Save | _Post ' Clear Form_|

Figure 10.5: Award Notice Worksheet
10.12 Contract Award Dollar Amount
This is the dollar value of the contract.
10.13 Contract Line Item Number
The “Contract Line Item Number” field is not a mandatory field.

Please Note: Do not enter “N/A”, commas, or spaces in this field. This may result in an unsuccessful posting of your Award Notice. If
you do not have a contract line item number, please leave this field blank. Please use underscores to separate contract line item
numbers. For example: Use “0001_0002" instead of “0001, 0002".

10.14 Contractor
The “Contractor” field is for the name and address of the contractor who was awarded the contract.
Please Note: Please do not use apostrophes in this field.

10.15 Archiving Policy
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When a notice is created, it remains in the “Active” database of FedBizOpps until it reaches the archive date set by the contracting
officer. Once the archive date is reached, the notice is moved to the “Archive” database. This notice is still accessible on
FedBizOpps, but will not show up in the active postings for an agency. There are three archiving options available:

Automatic, 15 days After Award Date — This is the default option. The notice will automatically archive 15 days after the
date in the “Contract Award Date” field.

. Automatic, On Specified Date — The notice will archive on the date specified by the contracting officer.

. Manual Archive — The notice will not archive until the contracting officer manually archives the notice using the “Archive”
button. Please see Section 10 for additional information on archiving.

Please Note: If you leave the response date blank, you will need to set your archiving policy to “Automatic, On Specified Date” or
“Manual”, you will not be able to use the default archiving option of “Automatic, 15 Days After Response Date”.

10.16 Submitting the Award Notice

Once you have filled in the appropriate fields, you may choose to "Preview", "Save", or "Post" the information, or select the "Clear
Form" button to erase the information on the form and start over again.

Please Note: If you exit the “Award Notice Worksheet” without saving or posting, your data will be lost and you will need to recreate
the notice.

The “Save” feature will allow you to edit and post your data at a later time. You will be able to edit and post using the “Edit” feature
described in Section 5 of this manual. If you were to click on “Save”, you would receive the following confirmation screen:

Cunn |~ cheare | —eor [ —h | ubiouo | “ex | arcuive | owasonve | oeuere | —aown | siais | pronke | Looour

Confirmation

Diocument was saved successfilly Note that the decument has not been posted to FBEO

oK

Figure 10.6: Save Confirmation
Instead of clicking on “Save”, click on “Post”.

Please Note: We do not recommend that you click on “Preview”. You will receive a preview screen when you click on “Post”.
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Pre-Post Summary

General Services Administration

Document has NOT been posted vet - please review and then click Yes at the bottom of the page to complete Post.

General Information

Document Type:
Selhatation Humber:
Posted Date

Archive Date;
Clasnboaton Code:
Zet Aside:

file:///D/UpdatedEPSBuyersManual 030904/BG10-Award.htm (9 of 11)3/9/2004 11:37:00 AM

ActionCode: A = Award Notice

Contract Award Date:

Y -- Test Solicitation for Construction of Buildings

A = Award Notice
TestSol-01-2R
Eeb 26, 2004
OCT 22, 2004

T == Construchion of strucheres and facilhes HAICS Code 236220
Mk

Figure 10.7: Pre-Post Summary
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Contracting Office Address

General Services Adminstration, Office of Government-wide Policy, Electrenic Acqusmon Systems DivsionMEE, 1800 F Street FIW Em 4016,
Washmgton, DC, 20012

Description

Contract Award Humber. A237-%

Contract Award Ameunt:  §7,000, 000

Contract Lane [rem Mumber

Contractor Smuth Contracting, 123 Mam St. Fachland, WA

Point of Contact
Demenstrateon User, Svstem A dmmestrabor, Phone 202-222-2222, Fax 202-222-2222, Emal noned@dev aull
Flace of Contract Performance

2005 Washington Street Washmgton, DO
20002
QLS

Are vou sure you want to post this notice ?

‘Yes EI

Figure 10.8: Pre-Post Summary

Use the scroll bar on the right side of the page to review the data and reach the bottom of the Pre-Post Summary screen. If you need
to make any changes to the data, click on “No” under “Are you sure you want to post this notice?”. Clicking on “No” will take you back
to the “Award Notice Worksheet” where you can make any necessary changes. You may choose to post at that time by clicking on
“Yes” under “Are you sure you want to post this notice?”.

Click on “Yes” to post the Award Notice.

Confirmation

Award Fonce for A237-9 has been posted successhlly 1o FBO
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Figure 10.9: Confirmation Screen

If your notice posted successfully, you will receive a confirmation screen.
Click on “Ok” to clear the confirmation screen or “Ok — Receive Notice in 24h” to clear the confirmation screen and register to receive
an email notification from the FedBizOpps System within 24 hours. This email notification will provide a link to your recently posted

data on FedBizOpps.

Once you have posted the notice, we recommend that you check the status of your posting on FedBizOpps. Instructions on how to
check the status of your posting can be found in Section 13 of this manual.

If you receive anything other than a confirmation screen, please check the status of your posting on FedBizOpps. If your notice is not
on FedBizOpps, please contact the FedBizOpps Help Desk at 877-472-3779 or fbo.support@gsa.gov for assistance.
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11.0 Archiving and Unarchiving

Synopses, Solicitations and Awards will remain in the “Active” postings on FedBizOpps until they reach the “Archive Date”. Once the
“Archive Date” is reached, the files will be moved to the “Archive” postings. They will still be available from FedBizOpps, and can be
accessed using the “Synopsis/Award Search” page discussed in Section 13 of this manual.

11.1 Archiving

Please Note: The FedBizOpps System archives flagged documents twice a day, at 10:00 am and 10:00 pm, Eastern Time. These
documents are processed on a batch routine basis. Documents flagged for archiving by a User between 10:00 pm and 10:00 am are
picked up by the system at 10:00 am and are archived immediately. Documents flagged for archiving between 10:00 am and 10:00
pm are archived after 10:00 pm.

To archive a notice, click on the "ARCHIVE" button.

o[ ceoe | T erioto | ~sex ] “hroawe | vwwoniv |~ osieve | —houn ] —sows ] prorwe | Locour )

Acquisition Notice Archiving

TEST ORG
Select a synopsis file:
TasSol-01-2R

Select an award file:
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Figure 11.1: Archiving a Notice

Select the file to archive listed under the heading "Select a synopsis file" or “Select an Award File”. Click on the "ARCHIVE" button,
and the following screen is displayed:

Archive Summary

General Services Administration

Synopsis file to be archived: /

Number: test123

Title: 11 -- test Current Archiving Date: Oet 15, 2002
Pasted Date: Jun 25. 2002 Nm.!'-'l.rrhiving Instructions:
g’::‘f_"me Sep 30, 2002 © Leave date as-is
' #  Setnew date: [01 401 j|2003
POC: John Sruth, Contracting Specialist, Phone 202-222-2222, Fax

Bemove dake
202-333-3333, Emanl none@dev null

Loree

Figure 11.2: Archive Screen

Scroll to the bottom of the page. If you click on the "Cancel" button, the system returns you to the previous screen.

There are three archiving options:

Leave date as-is
. Set new date
. Remove date

If you need to keep the document posted indefinitely on FBO, select "Remove date", click on the "Save" button, and the document’s
archive date will be removed. If you need to set a new archive date, select "Set new date", enter the new date, including four digit
year and click on the "Save" button. The document will be set with the new archive date. If you select "Leave date as-is" and click on
the "Save" button, the document will be unaltered. The following screen is displayed with an "Archive" confirmation message:
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Confirmation

Documents were Bagged for archonng

o

Figure 11.3: Confirmation Screen
Please Note: The archive feature can also be changed when a modification is created.
11.2 Unarchiving

A notice will need to be unarchived if you need to post additional information to the notice, such as solicitation documents or an award
notice.

Please Note: The FedBizOpps System unarchives flagged documents twice a day, at 10:00 am and 10:00 pm, Eastern Time. These
documents are processed on a batch routine basis. Documents flagged for unarchiving by a User between 10:00 pm and 10:00 am
are picked up by the system at 10:00 am and are unarchived immediately. Documents flagged for unarchiving between 10:00 am and
10:00 pm are unarchived after 10:00 pm.

To unarchive a notice, click on the “UNARCHIVE" button.
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Acquisition Notice Unarchiving

TEST ORG

Select a synopsis file:

Unaschive

Select an award file:
Reference-MumberSEFD2-01

Figure 11.4: Unarchiving a Notice

Select the file to unarchive listed under the heading "Select a synopsis file" or “Select an Award File”. Click on the "UNARCHIVE"
button, and the following screen is displayed:
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m CREATE EDIT “ UPLOAD m ARCHIVE UNARCHIVE DELETE m PROFLE LOGOUT

Unarchive Summary

General Services Administration

Synopsis file to be archived: /

Number: SOL12345

Title: TEST OF DUPLICATE S0OL
Pasted #
Date: Sep 26, 2000
Response Dec 31, 2000 Click Save to flag for unarchiving
Drate:
Wilbert Eelley, Program Anabyst, Phone (202) 208-2664, Fax
POC: (202) 501-3341, Emad wilbert kelley@iasa gov - Wilbert Eelley,

Program Analyst, Phone (202) 208-2664, Fax (202) 501-3341,
Ernad wilbert kellepigsa gov

Figure 11.5: Unarchiving Screen

Scroll to the bottom of the page. If you click on the "Cancel" button, the system returns you to the previous screen. When you are
confident that the synopsis file selected is the appropriate one to be unarchived, click on the "Save" button. The following screen is
displayed with an "Unarchive" confirmation message:

Confirmation

Documents were fagged for Unarchisng

o

Figure 11.6: Confirmation Screen

Once your notice is available in the “Active” postings, you will be able to post additional information to the notice.
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Federal Business Opportunities

9 User Guide Home . .
F FBO Buyer Guide Home 120 Deletlng FIlES
9k Introduction

P FedBizOpps Overview ) ) ) N ) ) ) ) ) )
The FedBizOpps System provides Users with the ability to delete files. However, we strongly advise against deleting entire notices,

s Table of Contents as this will confuse vendors who have already read the notice or have already received email notification of the notice. If there is
incorrect information in a “Synopsis”, we recommend posting a “Modification”. If there is incorrect information in a “Solicitation”, we

FedBi D Traini i .
b FedBizOpps Demo/Training Site recommend posting an “Amendment”.

p FedBizOpps for Buyers

p Creating a Presolicitation Notice

p Editing a Notice

p Creating a Modification

p Interested Vendors List (IVL) Module
p Uploading Documents

p Indexing

p Creating an Award Notice
p Archiving / Unarchiving To delete files, click on “DELETE”".

Please Note: You cannot delete a modification without deleting the associated notice. The system will allow you to delete the entire
notice (including all postings for that notice) or delete files uploaded to that solicitation number. If an error is made on a modification,
you can either post another modification or delete the entire notice.

12.1 Deleting All Files

p Viewing Postings on FedBizOpps

F Administration
p Statistics

4 Download the Manual
¢ FBO Buyers Guide (PDF)

7 FedBizOpps Home
p FedBizOpps Home
p FedBizOpps Buyers
p FedBizOpps Vendors
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Acquisition Notice Deleting
TEST ORG
Select a Document:
TasiSoH1-2R
| Wiew attachments »»» | Delete selected document »»>
Select an Award Document;
Dalete selected documant »»2

Figure 12.1: Deleting a Notice

Select the synopsis file to delete from the list called "Select a Document". You can choose to delete the synopsis and all associated
files by clicking on “Deleted Selected Document”.

The following "Document Delete Confirmation" screen is displayed:

Document Delete Confirmation

Ara you sure you wish to delete this dl:lcy_merrt and all relatad files?

es EI

Figure 12.2: Document Delete Confirmation
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If you click on the "No" button, the system returns you to the first screen after the login screen. Click on the "Yes" button and all
documents are deleted.

If the notice deleted successfully, you will receive a confirmation screen:

m CREATE EDT UPLOAD m BRCHIVE | UMARCHIVE mm PRCIFILE LOGOUT

Confirmation

Document successfully deleted

ok

Figure 12.3: Confirmation Screen

12.2 Deleting Selected Attachments
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Acquisition Notice Deleting
TEST ORG
Select a Document:
TasiSoH1-2R
| Wiew attachments »»» | Delete selected document »»>
Select an Award Document;
Dalete selected documant »»2

Figure 12.4: Deleting a Notice

Instead of deleting the entire file, you can choose to delete selected document uploads. To delete selected document uploads, select
the synopsis file to delete from the "Select a Document" list. Then, click on “View Attachments”.

Diocument identifier- testl23

Select Solicitation Group

<€ Back I Mot 22> I

Figure 12.5: Deleting Selected Uploads

file:///D)/UpdatedEPSBuyersM anual 030904/BG12-Deleting.html (4 of 5)3/9/2004 11:37:05 AM



Buyers - Deleting

If you click on the application "Back" button, the system will return you to the previous screen. Otherwise, highlight the upload to
delete, such as a solicitation or amendment, in the “Select Solicitation Group” list. Then, click on “Next”.

Please Note: You can only delete an entire upload, such as “Solicitation 01", “Amendment 01", etc. You cannot delete a specific
document in an upload. The entire upload will need to be deleted in order to delete a specific document.

m CREATE “ UPLOAD m ARCHIVE || UMARCHIVE mm 5TATS PROFALE LOGOUT

Document Delete Confirmation

Document identifier test123
Attachment to delete: | 2002006725
All Files

-
Fles Tips Sheet

Are you sure you wish to delete the bsted attachment?
<o« Back [ OK|| Cancal

Figure 12.6: Document Delete Confirmation

Clicking on the application "Back" button will return you to the previous screen. Clicking on the "Cancel" button will return you to the
first screen after the login screen. If you are ready to delete the selected upload, click on the "OK" button.

m CREATE “ UPLOAD m ARCHIVE UNARCHIVE mm STATS PROFLE LOGOUT

Confirmation

Document successhully deleted

ok

Figure 12.7: Confirmation Screen
If the notice deleted successfully, you will receive a confirmation screen.
Please Note: You can also use the “Delete” button to delete Award Notices.
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9 User Guide Home
F FBO Buyer Guide Home

13.0 Viewing Postings on FedBizOpps

9k Introduction

. - The FedBizOpps system provides two methods in which you can check the status of your posting. You can “Browse Active Postings”
P FedBizOpps Overview

or use the “Synopsis/Award Search Page”.

¥ Table of Contents
P FedBizOpps Demo/Training Site
p FedBizOpps for Buyers
p Creating a Presolicitation Notice
p Editing a Notice
p Creating a Modification

Please Note: It is the buyer’s responsibility to check the status of their posting on FedBizOpps. If you have posted a notice, and your
notice is not on FedBizOpps, please contact the FedBizOpps Help Desk at 877-472-3779 or fbo.support@gsa.gov for assistance.

13.1 Browse Active Postings

p Interested Vendors List (IVL) Module A. Active Procurement Opportunities

p Uploading Documents

p Indexing The FedBizOpps system provides you with the ability to view active procurement notices by Posted Date, Classification Code, NAICS
p Creating an Award Notice Code, Set-Aside Type, as well as the ability to view active awards for a particular Agency/Office/Location.

p Archiving / Unarchiving

B Deleting To browse active postings, click on “MAIN” from your buyer account, or go to www.fedbizopps.gov and click on “Vendors”.

} Administration
p Statistics

9 Download the Manual
p FBO Buyers Guide (PDF)

9 FedBizOpps Home
p FedBizOpps Home
p FedBizOpps Buyers
F FedBizOpps Vendors
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Vendors

Federal Business Opporfunities

L mm;m

¥ Federsl Acquisition Rem.isticon (FAR)
¥ Verdor Feedback Emai

¥ Verdor Mofification Service

¥ FBO Daly Synopsis Fles

¥ FBO Vendors Guide

¥ FBO Wendors Guiss (Downlosd)

W General Information

P Section 508 Vendor Notice
F intartace Descriphon

F Management Responsibity
¥ Frequentty Asked Questions

i Privacy amd Security Statement

¥ Privacy and Security Stalemant

Browse Agencies by

Acronym in Alphabetic Order

Acromymn:

Select One 1'

Alphabetic Order:

F FBO Awvards
¥ 508 Complance

W Contact Information

¥ Emait oo supporb@ogsa.gms
» Phona: 877-472-3779 (Tol Fres)

# FedBizOpps Home
F FedBirCpps Home
* FedBirOpos Buryers

Figure 13.1: FedBizOpps for Vendors

You can browse active postings for a particular agency by the agency acronym (using the dropdown box) or by a listing of agencies in
alphabetical order. If you would like to view a list of all agencies, click on “All".
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Vendors

Federal Business Opportuniies

& Find Business Opportunity |5

0
3]
I

Home

A,’ DoD JDHS JAD JE:H )If % Vendors Links
¥ Federal Accustion Regulstion

Agency Offices Business Opportunities (FAR)
P enclor Fogdback Emal
k Yandor Motification Serdees

Administrative Office of the U, 5. Couns (AOUSC) Cffices  PostedDates Class Code  MAI Award  SlASIE b randors User Cuide

Agency for International Development (A1D) Offices Posted Dates Class Code NAICS Award  SelAcide

American Baltle Monuments Commission (ABRMC) Offices  Posted Dates Class Code MAICS  Awar Setaside W General Information
Architect of the Capitol (AOQC) Offices  Posted Dates Class Code MNAICS Award  SelAside b 506 Comphiance

Armed Forces Retirement Home (USSAH) Offices  Posled Dales Class Code MAMICS Award  Selasige " Inberince Description Overvew
British Defense Staff (Washington) (EDSW) Ofices Posled Dates Class Code NAICS Award — SelAsige  ® Menegement Responsiaty
Broadeasting Board of Governors (EEG) OMces  Posted Dates Class NAICS Award Setasige * Frequently Asked Guestions
Comm for Purchase from People Who Are Elind or

Severely Disabled (JWOD) omces FesledDaies ClassCode MNAICS Awardl SRIASNE . N
Comunodity Futures Trading Cornmission (CFTC) Offices  Posled Dates Clags Code NACS Award  SalAside b Emal 10 supporhEasa gov
Consumer Product Safety Comenission (CPSC) Offices Posted Dates  Class Code MNAICS  Award  SalAside  F Phone: 877-472-3779 (Toll Free)
Corporation for National and Cormrounity Service (CNS) Ofces Posted Dates Class Coda  NAICS  Award  SeflAside

Court Services and Offender Supervision Agency (CS0SA)  Offices  Fosfed Dates  Class Code  MAICS  Award  SeléAside W FedBizOpps Home

DHS - Border and Transportation Security (DHS-ET) Offices  PostedDates  Class Code  MAICS Award  SelAside P FedBizOpps Home

DHS - Direct Reporis (DHS-DR) Offices Posted Dates Clags Code MAICS Award  SelAside  * FedBizOpps Buyers

DHS - Emergency Preparedness and Response (DHS-EPR)  Offces  Posled Dates  Class Code  MAICE Award  SsiAsids

Defense Contract Management Agency (DCMA) Offices  Posied Dates  Clase Code NAICS Award  SalAside

Defense Information Systems Agency (DISA) Offices  Posted Dates  Class Code  MAI Awar Sel Aside

Defense Logistics Agency (DLA) Offices [Posted Dates Class Code MAICS Award — SalAcide

Defense Muclear Facilities Safety Board (DNFSE) Omees Posted Dates Clags Code MAICS Award  SelAside

Figure 13.2: Agency List
Each agency will be listed along with links to Offices, Posted Dates, Class Code, NAICS Code, Award, and Set Aside.

Clicking on the “Offices” link for a particular agency will allow you to view active postings for a particular office within an agency. You
can then drilldown even further by clicking on the “Locations” link within an office to view the active postings for a particular location
within the office of an agency.

To view the active postings for a particular agency, click on “Posted Dates” next to the agency name. In this scenario, we will view the
active postings for the Department of Agriculture. Click on “Posted Dates” next to the Department of Agriculture listing.
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Vendors

LUSDA - *Mmmm

USDA —

i Synopsis and Solicitation Grouped by Posted Date SR

(FAR)

Apency Postings | Pogled Date | Class cods | Ssnnd | Betasids | MAICE B encor Faedback Fred
¥ Vender Motficaion Serace
®
TODAY'S POSTINGS: 10 R
e Prostis Piof do Tode & Pust by Agencies
CLICK HERE ¥ A3 Agercy Postings
B Dol Prsings:

n
Page af 1 of Today's Pastings [* -

¥ [t oo supportBose gov
¥ Praves B77-472-3773 {Tod Fres)

Feb 23, 2004 " o

Agency: Department of Agriculture ¥ Factiztps Hone
Office: Animal and Plant Health Inspection Service A
[Location: Administrative Services Division/Purchasing

mPosted:Feb 23, 2004 Type: Modification 01 Title:37--GEADING TABLES

VOL: AMEVEAXX-0010-4

Office: Food Safety and Inspection Service

cation: Acquizitions and Agreements Section

Posted:Feb 23, 2004 Type: Amendment 01 Title:R -- Human Resources Support Services
YOLFEIE-10-B-04

Posted:Feb 23, 2004 Type: Amendment 02 Title:R -- Human Bezources Support Services
VOL:FSIS-10-B-04

Office:Forest Service
acation:R-10 Tongass National Forest
Posted:Feb 23, 2004 Type: Amendment 04 Title:J -- Nakwasina and Chickamin Barge Hull

Figure 13.3: Department of Agriculture Active Postings

All of the active postings for this agency are listed here starting with the current date. To view active postings from previous dates,
click on the link near the top of the page. Each listing provides:

Agency, Office and Location that posted the procurement notice.
. Date Posted
. Type of notice posted (Synopsis, Modification, Solicitation, etc.)
. Classification Code
. Title
. Solicitation or Reference Number

You can also view active postings by Classification Code, NAICS Code, or Set Aside Type. Clicking on “Class Code” will display the
active postings in order by classification code, while clicking on “NAICS” will display the active postings in order by NAICS Code.
Clicking on “Set Aside” will display the active postings in order by set aside type.

To view the actual posting, click on the highlighted links for the opportunity. In this case, click on the highlighted link for “Amendment
01",
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Vendors . 7 \
Pederadl Dusiness Crpportunities |il

Department of Agriculture

_Qj,Dﬁ Business Opportunities

Office : Food Safety and Inspection Service
Location : Acquisitions and Agreements Section

Soplicitation number : FSI5-10-B-04
Title : K -- Human Resources Support Services

Synopsiz - Posted on Feb 02, 2004
Solicitation 01 - Posted on Feb 12, 2004

Modification 01 - Posted on Feb 12, 2004

Amendment 02 = Posted on Feb 23, 2004

Register to Recenve Notification

Figure 13.4: Listing Page

Clicking on “Synopsis” will bring you to the listing page for this solicitation number. The listing page lists everything posted to a
particular solicitation number. In this case, a synopsis, solicitation, modification and two amendments have been posted to this
solicitation number. To view any of these postings, click on the highlighted link. It is recommended that you first view the synopsis, as
this gives a basic description of the opportunity, along with point of contact information. Click on the highlighted link for “Synopsis”.

Please Note:

Presolicitation Notices, Special Notices, Sources Sought Notices, Foreign Government Standards, and Sale of Surplus
Property will all be listed as “Synopsis”.

. Modifications will be listed as “Modification”.
. The Combined Synopsis/Solicitation will be listed as “Combined Synopsis/Solicitation”.
. The Amendment to a Combined Synopsis/Solicitation will be listed as “"Amendment to Combined Synopsis/Solicitation”.
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. Uploaded documents will be listed as “Solicitation”, “Amendment”, or a header chosen by the contracting officer, such as
“Response to Questions”.

. Modifications are used to “modify” synopses, whereas amendments are used to “amend” solicitation packages. The combined
synopsis/solicitation is used when the procurement is announced and issued at the same time. Amendments to a combined
synopsis/solicitation function similarly to modifications.

I:
>

R -- Human Resources Support Services

Solicitation 01 - Posted on Feb 12, 2004
MModification 01 = Posted on Feb 12, 2004
Amendment 01 - Posted on Feb 23, 2004
Amendment 02 - Posted on Feb 23, 2004

General Information

Document Tyvpe: Presolicitation MNotice
Solicitation Number: F5I5-10-B-04
Posted Date: Feb 02, 2004

Original Response Date: Feb 13, 2004

Current Response Date: har 17, 2004

Original Archive Date:  Apr 01, 2004

Current Archive Date:  Apr 01, 2004

Classification Code: B -- Professional, administrative, and management support services
Set Aside: Total Small Buzsiness

Contracting OfMice Address

Department of Agriculiure, Food Safety and Inspection Service, Acquisitions and Agreements Section, 3601 Swmnyvside Avenue, Mail drop 5230,
Beltsville, MD, 20705

Figure 13.5: Synopsis
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Description

UsDaA, Food Safety and Inspection Service (FSIS), plans to issue a Request for Proposal (RFP FSIS-10-B-04) for services to provide broad range
of human resources management staffing, operational and training services on as needed basis for the Human Eesources Division (HED) of

FSIS.  Services are required in the following areas: staffing and recruitment, pay and leave administration, and HE Technical Training.  These
areas include operational and aszistance in policy stafl work to support programs in FSIS,  The objective of this contract iz to ensure as needed
support to the HE staff in order to handle peak workload periods, to perform project work on an a5 needed basis, to help develop policy papers,
directives and other evaluative documents and perform other services in areas above.  This procurement iz being conducted az a Commercial Item
acquisition under FAR Part 12 and will be set aside for 100% Total Small Business, It is anticipated that a single award Indefinite Delivery
Indefinite Quantity (DI} contract will be awarded.  The period of performance will be for a 12 month base period plus four additional 12 month
option periods.  Aswvard will be made to the offeror who submits the propozal considered most advantageous to the Government conzidering price
and technical evaluation factors.  The award will contain provisions for issuance of firm fixed price task orders.  All qualified responsible
sources may submit an offer which shall be considered by the agency.,  The offers must conform to the BFP instructions and be received by the
clozing date specified in the RFP.  The anticipated release date of the BFP iz on or about February 17, 2004 with an anticipated offer due date of on
or abowt March 17, 2004.  The firm date for receipt of offers will be stated in the RFP.  Any questions concerning the RFF are to be submitted in
writing not later than March 2, 2004,  The zolicitation will be posted on FedBizopps, Tt is the offerorTs responzibility to monitor the Fedbizopps
for release of the solicitation and amendments (if any).

Original Polnt of Contact

Dreborah Robertson, Contracting Officer, Phone 301-304-4237, Fax 3-1-504-4276, Email deborah.robenson@@@izis. usdagov - Tawana MNathan,
Contracting Officer, Phone (301) 504-3996, Fax (301) 504-4276, Email tawana.nathan@usda.gov

Current Point of Contact

Dreborah Robertson, Contracting Officer, Phone 301-504-4237, Fax 3-1-504-4276, Email deborah.robentson@isis usdagoy - Tavwana MNathan,
Contracting Officer, Phone {301) 504-3996, Fae (301) 504-4276, Email tavwana. nathan@uada. gov

Register to Receive Motification I

Government-wide Numbered Notes
You may retwmn (o Business Opportunities at:

+ USDA FSIS listed by [Posted Diate]
o TIATMA Asencvwide listed bw TPasted Tatel

Figure 13.6: Synopsis
The “Register to Receive Notification” button ties into our Vendor Notification Service.

There is also a link to “Numbered Notes”. Numbered Notes are Footnotes. The purpose of the Numbered Notes is to eliminate the
unnecessary duplication of information that appears in various announcements. If a Numbered Note is included in the description of a
notice, the note referred to must be read as part of the posted notice.

Postings with the header of “Solicitation” or “Amendment” indicate documents uploaded to the solicitation number. To view the
uploaded document(s), click on the highlighted link for “Solicitation”, “Amendment 01", or “Amendment 02".
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L= T L -

Faderal Business Opporfuribias

e

o

-

-

H — Himan Resources Suppor Sendces

FSI1S5-10-B-04

Solicatbon 01 (Posted on Fad 12, 2004

Duescription

Hiahliahis of Soliiiation

'-\'; i 'I'z \Ls]4}
Elatament orssok
Al Fibis

Aumardrment 07 (Fouded S Feb 20, 2004

DEscription
Moditcation 01 RFE
&ILFlles

Amrerndimient 02 (FPosted on Feb 23, 20040

Description
Bodifcation 02 RFE
Al Files

Agnvy inconsistency betwasn the original printed document and the disk or electronic document shall be resolved by
ging precedence 10 e prinked docement. Tyou have any gueslions, please conlact Deborah Roberizon, Conracting
OMcer, Phone 301-504-42327, Fax 3-1-504-4276, Emall deborah robefsongEisis usda.goy - Tawana Mathan,
Contracling OMcar, Phong (301) 504-3996, Fax (301) 504-4 276, Email tawana nathan@usda gov ITvou need W Post by Agencies
docurnant viewars, pléase iry the fallewing Docurment Yiewsr Lis

S (Ehdus)
36,864
66,048
246, THd
35,328
B2,420

Size (Bytes)
48,178
10,051

Size (Byes)
47616
10,081

Register to Receive Motification

W Finwd Business Opgaoriunity S085h

W Wendors Links
F Fadersl Acqustion Regulstion (FAR)

F Vendor Feedback Emal
¥ wandor Raification Serice
¥ Vandors Liser Cuide

ka8 Agency Postings
* Dol Posings

W FEO Technbcal Supgaort

¥ madtor fho supportEREEe. goY
* Prone: B77-472-3778 (Tol Fres)

Fillx Formeat.
i oA on Word
Microsofl Word W FodBizOpps Haame
MiGrosan Ward P FecfizCrops Home
Microsoft Ward * FedbirCpps Buyers

Zip Compression

Fills Foarmat
Microson Vard
Zip Comprassion

Filln Foef il
Micrasoft Vard
Zip Compragsion

Figure 13.7: Attachments Page

Clicking on “Solicitation”, “Amendment 01", or “Amendment 02” will bring you to the attachments page for this solicitation number. The
attachments page lists all of the documents uploaded to a particular solicitation number. Each document listing includes:

Document Description
. File Size (This will be “N/A” if the documents are hosted on another site using the “INDEX” function)
. File Type (This will be “N/A” if the documents are hosted on another site using the “INDEX” function)
. “All Files” Zip Compression File

To view a particular document, click on the highlighted link in the “Description” field. You can view, download, and print these
documents directly from the FedBizOpps site.

A zip compression file has also been provided for the convenience of vendors. To download the zip file, click on the highlighted link
for “All Files”. This is a zip compression file of all of the documents in a particular upload, that is, all of the documents listed
immediately above the zip file. By clicking on “All Files” under “Solicitation”, you will download a zip compression file of the 14 files
uploaded to the header “Solicitation”.
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On each attachments page, there is a link to the “Document Viewer List". If vendors find they cannot open a file because their
computer does not recognize the file type, they can open the document viewer list to obtain the necessary software. Buyer's can
submit additional suggestions for the document viewer list to the FedBizOpps Help Desk at 877-472-3779 or fbo.support@gsa.gov.

B. Active Awards

Vendors

Federal Business Opportunifies

 Find Business Opportunity |

A,’ Dol |DHS A-D (E-H |I-P | G=7 | Home o
¥ Federal Acousiion Reguistion
Agency Offices Business Opportunities (FAR)

¥ Vendor Feedback Emel
Administrative Office of the U. §. Courts {AOUSC) Offces PostedDates ClassCode MAICS Award SSlASiGe e panconon service
Agency for International Development (A1) Offices Posled Dates Class Code NAICE Award — SatAside
American Battle Monuments Commission (ABMC) Offices Posled Dates Class Code  MNAICS  Awar SetAside W General Information
Architect of the Capitol (ADC) Offices Fogled Dates Clags Code  NAICE SelAside P 508 Complanca

Sel Asige F interince Description Crerview
SelAside P Mansgement Responsibty
Sal Aside F Frequenty Asked Guestions

=

Posted Dates  Class Code
Posted Dates  Class Code
Poster Dales  Class

Posted Dates  Class Code

Armed Forces Retirement Home (US5AH)

British Defense Staff (Washingion) (EDEYY)
Broadcasting Board of Governors (EEG)

Comm for Purchase from People Who Are Elind or
Severely Disahled ((I'WOID)

Comrnodity Futures Trading Cormmission (CFTC)

EEE

Awrard

Awrard

Awnard

Aucard

fward ¥ Contact Information
MICS  Award  SetAside P Emel b suppon@oss gov

Awrard

Awrard

Award

feard

Brerard

=

Poslad Dates  Class Coda

Offices
Offices
Offices
Offices
Qffices
Offices
Corporation for NMational and Cormrounity Service (CNS) Offices  Posled Dates Clags Coda
Offices
Dffices
Officas
Offices
Offices
Offices

Consumer Product Safety Comenission (CPSC) Posled Dates  Class Coda  NAICS SalAside F Phone: 877-472-37749 (Toll Free)
HAICS SalAside

Courl Serviees and Offender Supervision Agency (CS0SA) Posted Dates  Class Coda  NAICS SalAside W FedBizOpps Home

DHS - Border and Transportation Security (DHS-BT) Posled Datas  Class Code  MAICS SafAzide b FedBizOpps Home

DHS - Direct Reports (DHS-DR) Posted Dates  Class Code  MAICS SatAzide P FedBizOpps Buyers

DHS - Emergency Preparedness and Response (DHS-EFR) Posted Dates  Class Code  MAICS Award  SstAside

Defense Contract Management Agency (DCMA) Posted Dates Class Code MAICE Award  SeiAside

Defense Information Syvstems Agency (DISA) Posted Dates  Class Code  MAL Awrar SetAside

Defense Logistics Agency (DLA) Offices Posted Dates Class Code MAICS Award  SelAside

Defense Muclear Facilities Safety Board (DNFSE) Offices  Posted Dates Class Code MNAICE Award  SelAside

Figure 13.8: Agency List

To view the active awards for a particular agency, click on “Award” next to the agency name. In this scenario, we will view the active
awards for the Department of Agriculture. Click on “Award” next to the Department of Agriculture listing.

Please Note: The “Award” button will only pull up active awards. Archived awards can be accessed via the Synopsis/Awards Search
page as described below.
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Vendors

Faderal Bus arfuriies

USDA
USDA

Awards Prior To Tods: 108

UsSDA -

Synopses of Contract Awards

agency Postings | Posted [ | Class code | Aavard | Set Aside | HACS

Eor Tockays Awards
CLICK HERE

4 page |1 of 4

Feb 21, 2004

Agency: Department of Agriculture

flfice:Forest Service

ocation:R-10 Alaska Region
= Posted:Feb 21, 2004 Type: Aovvard Title:V == Fixed-Wing Aircraft Transportation Services

Avward Namber: 53-0109-4-0005 SOL:REFP-R10-04-005

Feb 20, 2004
Agency: Department of Agriculture

Mce:Forest Service

ocation:R-5 Sicrra Cascade Province (Lassen Plumas and Modoc NEF's)

= Posted:Feb 20, 2004 Type: Award Title:F -- Happy Jack Heritage Besource Survey Award
MNumber:53-93CP-04-1K-33 SOL:RS3C0604017

ffice: Natural Resources Conservation Service
ocation: Colorado State Office

Figure 13.9: Department of Agriculture Active Awards

Click on the highlighted link for “Award” to view the award notice.
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S

V -- Fixed-Wing Aircraft Transportation Services

General Information
Document Type: Awvard Notice
Solicitation Number:  BFP-R10-04-005
Posted Date: Feb 21, 2004

Original Archive Date:

Current Archive Date:

Claszification Code: WV -- Transportation, travel, & relocation services
Set Aside: MNiA

Maicz Code: 481112 -- Scheduled Freight Air Transportation

Contracting Office Address
Department of Agriculture, Forest Service, B-10 Alaska Region, P.O. Box 21628 Acquisition Management Regional Office, Junean, AR, 99802-1628
Description

Contract Award Date: Feb 13, 2004

Contract Award Mumber:  53-0109-4-0005

Contract Award Amount:  $311,250.00

Contract Line Ttem Mumber;

Conitractor: Contract award to: Tagquan Air, PO Box 8495, Ketchikan, AK 99901

Original Point of Contact

Mk Phillipp, Contracting Officer, Phone 907-586-7902, Fax 907-586-T090, Email mphillipp@Eis fed.us - Deb Strickland, Contract Specialist,

Figure 13.10: Award Notice

The FedBizOpps system includes an extensive search capability.
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Fed Biz Opeps

Federal Business Opportunities

P Sechion S08 Viendor Motice
P interface: Description

} Maragement Responsibiity
P Frequentty Asked Guestions

i Privacy and Security Statement
F Frivacy and Securily Stalement

i FedBizOpps News
P ha's Mewr?
¥ FBO Awards

F 505 Compliance

FedBizOpps.gov is the single government point-of-
antey (GPE) for Federal govarnment procurerment
opportunibies over 825,000, Govemment buyers ane
able to publicize their business opportunities by
posting information directy to FedBizOpps via the
Intemat Throwgh one portal - FedBR0pps (FBO) -
commerckal vendors seeking Federal markets for
their producis and senices can search, manitor
and retrieve opporunities salicited by the entire
Federal contracling commiunity.

| FedBlz0p p5| |Feu BizOpps |

W Related Links

I Demo FBO

[ Federal Agency Business Forecasts

[ Feceral Ascets Sales

¥ Feceral Commons

¥ Frrsigov

I Wincrity Business Development Agency
|k PRO - Met

I+ SUB - Net (Subcontracting Opportundies)
I Wendor Motification Service

# Contact Information

¥ Emasit o suppertiass gov
¥ Phone: 877-472-3779 (Toll Fres)

Thie FedBizOpps Team is committed 1o Section 508-compliant accessibility.

Figure 13.11: FedBizOpps Home Page

To utilize the search page, click on “MAIN” from your buyer account, then “Find Business Opportunity”. From the FedBizOpps home
page at www.fedbizopps.gov, click on “Go” next to “Find Business Opportunity”.

file:///D/UpdatedEPSBuyersManual 030904/BG13-Viewing.html (12 of 28)3/9/2004 11:37:27 AM



Buyers - Viewing

o Vanders Links

¥ Federal Aquisibon Regulabion (FAR)

k Wansars Feemnack Emmal
¥ WRNOOrs MooRCation Serace
b FBO Yendors Gude

¥ FEO Yendors Guide (Download)

& General Infermation
b Sachon 808 Vendor Halice
¥ InErface Description

* MBngEmEnt Responicding
¥ FBO Management
F Frequentty Asked Lauestions

# Contact Infarmatien
F Emad MO0 S Ess gov
k¥ Fhone: BTT-472-3773 {Toll Free)

¥ FedBizOpps Home
F Fedimopgps Home
* FadBzOpps Buyers
¥ FedBmOpps Vendors
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Figure 13.12: Synopsis/Award Search Page
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Search by Place of Performance Zip Code:

prien e ofPert

Search by SetAside Coda:

Ba Competitive
B

Paortinl HBCL
Portinl HUB-Zone ;I

Search by Procurement Classification Code:

Adcgions

10 -- Waapons E

11 -- Nuclear ordnance
12 -- Fire control agueipment
13 -- Ammunition & axplosivas ﬂ

afarrnatan on Classfhcstion Codes

Saarch by NAICS Code:

e
111 - Crop Production

112 - Animal Production
113 - Forestry and Logging
114 - Fighing, Hunting and Trapping l!

Filter MAIC

Search by Agency:

Administrative Office of the L. 5. Courts

Agency for International Development

American Battle Monuments Commission

Arohiteot of the Capitol ﬂ

Show Offices for Selected Agenoies I

I Start Search II Clear Form l

Keyword Search

Active or Archived Documents
Synopses or Awards
Solicitation or Award Number
Date

Set-Aside Code

Procurement Classification Code
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Figure 13.13: Synopsis/Award Search Page

The search page allows you to search by ONE or MORE of the following search criteria:
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NAICS Code
Agency/Office/Location

Search within a search (refine results)
The following wildcard characters may be used when using the search capability:

Use "*" to replace one or more characters;
Use "?" to replace any one character.

A. Full Text Search Field
The Full Text Search field supports keyword searches and boolean search strings using AND, OR, and parenthetical grouping.
To search for notices including the word “maintenance”, enter “maintenance” into the full text search field.

Please Note: You can enter keywords without quotation marks, but the search results may contain a broader range of information.
Without quotation marks surrounding the keyword, the full text search field will look for root words of the word entered, as well as the
word you entered. If you are looking specifically for the word “maintenance”, we recommend that you enter the keyword with quotation
marks.

To search for notices including the words “information technology”, enter “information technology” or “information” AND
“technology” into the full text search field.

To search for notices including the words “transportation” or “railroad”, enter “transportation” OR “railroad” into the full text search
field.

To search for “information technology” or “transportation”, enter “information technology” OR “transportation” into the full text
search field.

B. Documents to Search

You can search the active or archived documents database separately or simultaneously. Generally, active documents are those
procurement opportunities that are still “active”, whereas archived documents are those that are no longer active.

The notice may be unarchived in the event that the response date has changed and/or new information needs to be posted to the
notice.

C. Synopses Type

You can search by specific synopses type. In order to search for one or more synopses types, simply select the corresponding radio
buttons.

D. Solicitation or Award Number

You can search by complete or partial solicitation or award number.
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Date Range

You can search by date range or date period. To search by date range, enter the beginning and ending dates in the appropriate
boxes. To search by date period, a timeframe ranging from the "last 3 days" to "8 weeks" can be specified by using the drop down
box. If searching for more than 8 weeks of postings, Vendors should use either the date range feature or select "all days" from the
drop down box.

F. Place of Performance Zip Code

You can choose to search by place of performance zip code. Examples of valid zip code search variations are 22000 and 22*
(grouped search).

Please Note: To search for notices in state or geographic areas, we recommend using the full text search field. To search for
opportunities in Virginia regarding transportation, a valid search entry in the full text search field would be “transportation” AND
“Virginia”.

G. Set-Aside Code

You can choose to search by a particular set-aside code, or by multiple set-aside codes. To select multiple set-aside codes, click on a
set-aside code to highlight and select it, then press the “Ctrl” key on your keyboard and hold it down while clicking on each additional
selection. When selecting multiple set-aside codes, please make sure that the “All Codes” selection is not highlighted.

H. Procurement Classification Code
The FedBizOpps system uses Federal Supply Classification codes.

You can choose to search by a particular classification code, or by multiple classification codes. To select multiple classification
codes, click on a classification code to highlight and select it, then press the “Ctrl” key on your keyboard and hold it down while
clicking on each additional selection. When selecting multiple classification codes, please make sure that the “All Codes” selection is
not highlighted.

Additional information on Federal Supply Classification codes can be found at the following site:

http://www.scrantonrtg.com/secrc/fsc-codes/Groups_new.html

I. NAICS Code

The FedBizOpps system allows Buyers to specify a primary North American Industry Classification System (NAICS) code for each
Opportunity.

You may choose to search by a particular NAICS code, or by multiple NAICS codes. To select a single NAICS code, choose a 3-digit
code that corresponds to the industry you are interested in. Once a selection has been made, click the "Filter NAIC" button and select
a 6-digit code from the expanded NAICS code listings box. (All searches must specify a 6-digit code) To select multiple NAICS codes,
click on a NAICS code to highlight and select it, then press the "Ctrl" key on your keyboard and hold it down while clicking on each
additional selection. Following your selections, click the "Filter NAIC" button. The 6-digit NAICS codes for each of the selected
industries will be located in the "Filtered NAIC" box in numerical order. Using the "Ctrl" key, make your selections and click the "Start
Search" button. When selecting multiple NAICS codes, please make sure that the "All Codes" selection is not highlighted.
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Additional information on the North American Industry Classification System codes can be found at the following site:

http://www.census.gov/epcd/www/naics.html

Search by Frecurement Classification Code;

-
10 -- Weapons

11 -« Muclear ordnance
12 -- Fire control equipment
13 -« Ammunition & explosives j

Addtanal information oo Classfication Codes

Search by NAICS Code;

Al Codes FY

111 |:|:|||"||||.|Ii||'

112 - Animal Froduction

113 - Forestry and Logging

114 - Fishing, Hunting and [rapping hl
Filter MAIG

Filtered MAIC:

116113 - Crop Harvesting, Primarily by Machine :J

115114 - Pastharvest Grup Antaties {Eecept Colton Gl'nn'lllm

115115 - Farm Labor Contractors and Crew Leaders

115116 - Farm Management Serices

Search by Agency:

Administrative Office of the L. 5, Couns

Agency for International Development
Amencan Battle Monuments Commission

Aschitect of the Gapitol -
Show Offices for Selected Agencies

I Start Search ” Clear Form I

Figure 13.14: Search by NAICS Code
J. Agency

You can choose to search by a particular agency, or by multiple agencies. To select multiple agencies, click on an agency to highlight
and select it, then press the “Ctrl” key on your keyboard and hold it down while clicking on each additional selection. When selecting
multiple agencies, please make sure that the “All Agencies” selection is not highlighted.

You can also search by a particular agency’s office, or location. To search by a particular office within an agency, highlight the
agency and click on “Show Offices for Selected Agency”.
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Last 3 Danys
O Week
T W' mek
Thres Week ﬂ

Search by Place of Performance Zip Code:

[y P ofPert

Search by Set-Aside Coda:

-
o Compeetitive

A
Partial HEBCLI
Partinl HUE-Zone ;I

Search by Procurement Classification Code:

B
10 -- YWeapons

11 -~ Nuclear ordnance

12 -- Fire control eguipment
13 -- Ammunition & explosives

=l
Search by NAICS Cede:
=
111 - Crop Productien g

112 - Anbmal Production

113 - Forastry and Logdging

114 - Fishing, Hunting and Trapping lJ
Filtar MAIC

Search by Agency:

Delaware Hiver Basin Commission
Department of Agriculture

-
—

Department of Commerce

Department of Edwcation

Department of Energy

Show Offices for Seleated Agenoies

I Start Search II Clear Form I

Figure 13.15: Search by Agency

This will give you a list of offices within that agency. Please note that you can only specify an office search within one agency. This
capability will not allow you to search for postings by particular offices within multiple agencies.

You can drill your search down further by selecting a specific location within an office. To search by a particular location within an
office, highlight the office and click on “Show Locations for Selected Office”.
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Search by SetAside Coda:

-
Ea Competithee

MA
Partial HEBCL
Partial HUB-fone ﬂ

Search by Procurement Classification Code:

_
10 -~ ¥Weapons

11 -« Muclear ordnance
12 -- Fire control sguipment
13 -« Ammunition & explosives -|

additicnal informiatan on Classification Codes

Search by MAICS Coade:

111 - Crop Production

112 - Animal Frodustion

113 - Faweatey ad Lisgaeing

114 - Fishing, Hunting and Tragping ﬂ
Filter MAIC

Search by Agancy:

Show Offices for Selected Ageneics I

Search by Cifice:

All Offines -
Agricultural Marketing Service
ricultural Research Servdoe

Animal and Plant Health Inspaction Sanice
Farm Serdoe Ageney |

Show Locations for Salected Offices | Faturn o Agencies

I Start Search II Clear Form I

Figure 13.16: Search by Agency/Office

This will give you a list of locations within that office. Please note that you can only specify a location search within one office. This
capability will not allow you to search for postings by particular locations within multiple offices.
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i [4]
1 -

Wenpons

Muolesr ordnanoe

1# <= Fire control equipment
13 -~ Ammumition & sxplosives

=l
ésiditinnal mioronanon on CIassiicatnn Cades

Sesarah by MAICS Code:

111 - Crop Productio

112 - Animal Produstion

113 - Forestry and Logging

114 - Fishing. Huoting soad Traggping
Filtezr FAIC

Search by Agenoy:

Shoer Offices for Selected Aqgoer

Saareh by Offica:
Al

-
Aagricul bl iy S i
&l 4 i

| Retumn to Ageneics |

All Locations

Administrative Sarvices Division Conts acting

Il\.-ls:'-|'|.-'F!|r\|.r|l"5cI :I

Fetrn to Offices |

I Start Saarch I I Clear Form I

Figure 13.17: Search by Agency/Office/Location

Once you have filled in the appropriate criteria, click on “Start Search” to execute the search.
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Vendors

Faderal Business Opg

Search Results

* Find Business Opportunity

Matching Decuments Grouped by Organizatien and Posted Date # Venders Links
* Federal Aguisition

Reguiation (FAR)
¥ Vanoor Feadback Email

* YEndor Notification Senice

(Links mary not be active for 1-2 hours after they first appear)

Active Postings: 3530068374 Page 1 of 118 1> ¥ Vendors User Guids
* General Infermatien
¥ Section 508 Vendor Notice
Fabruary 24, 200 ¥ Irterfate Dessription

¥ Management Responsibiity

Agency: Department of Agriculture » Frequenthy Asked

Office:  Agricultural Research Service Questions
Location: Midwest Area Mational Animal Disease Center
WPosted: Februany 24, 2004 # Contact Information
Type: Awvard » Email
Tithe:  BI -- Large Animal Feed o0 suppartiigsa gov
Awward . 3 -
Nu::hr“”'zﬁ‘“m » Phone: 877-472-3778 (Toll
: Free)
®Posted: February 24, 2004 # FedBizOpps Home
Type: Awvard ¥ FedBizOpps Home
T|H.-: [k = B il E
* FedBixOpps Buyers
Rward g 954108
Mumber: i ¥ FedBiz0pps Vendors

wPosted: February 24, 2004
Typa: Sawvard
Title:
Ayvard

1 E195.4-1078
Numhlr:4j B125-4-1078

Figure 13.18: Search Results Page

Once your results have been returned, you may further refine your search by using our search within a search function. You may
continue to refine your search, until the desired results are displayed.
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Agency, Department of Agriculture
Offlca:  Animal and Plant Heakth Inspection Service
Leextlon: Administrative Senaces DrssonPurchasing
#Posted:une 03, 20037
Type: Synopsis
Tide: L1150 0000 Lesd Auditor Trsinmg
50L: Reference-Murnber-AMLSMG01-0002-2

May 28, 2002

Agency: Department of Agriculturs

Offlea:  Animal and Plant Heakh Inspecton Service
Leextlon: Administrative Seraces DrissonPurchasing

wPosted:May 28, 2007
Type:  Symapsis

Tide: L-LAS SERMVICES FOR TSE TESTING
SOL:  APVSNOCDI0E-2

Nevember 30, 2001

Agency. Department of Agriculture
Cfflcs:  Animal and Plant Heakh Inspection Senvice
Leextlon: Administrative Seraces DmssonPurchasing
BPostad:=Novernber 30, 2001
Type: Symopsis
Thie: LQ-LAS SERVICES FOR TSE TESTING
S0L: APVSNOC-D028-2

[ | Search Within These Results |

Page |1 of 1

Figure 13.19: Search Results Page
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Vendors

Fedaral Busimn

USDA USDA - H Fied Business Opportunity |
. e e e o Yarndor
ﬁ Synopsis and Solicitation Grouped by Posted Date . ,___LL::M,,__H
Fas
&aency Postings | Pogled Date | Class coda | sard | BslAside | HAICE IP '\.'\fu:q-rmrw

[ ipncn Moliication Servicn
 ianaors Liser Cuids

[t Procstiess Prios 1o Todaey & Post by Agencies
CLICK HERE ¥ A3 Ageray Postings
¥ Do Posings
page |1 af 1 of Today's Pastings [* w

B Erraskt oo supporiiass gov
¥ Prorer B77-872-37T3 (Toll Free)

Feb 23, 2004 w o

Agency: Department of Agriculture ¥ Factiztps Hone
(Office: Animal and Plant Health Inspection Service A
ILocation: Administrative Services Division/Turchasing
mPosted:Feb 23, 2004 Type: Modification 01 Title:37--GEADING TABLES

OL:AMFVEAXX-0010-4

Tice:Food Safety and Inspection Service

cation: Acquizitions and Agreements Section
Posted:Feb 23, 2004 Type: Amendment 01 Title:R -- Human Resources Support Services

OL:F3I5-10-B-04
Posted:Feb 23, 2004 Type: Amendment 02 Title:R -- Human Bezources Support Services

VO L FSIS-10-B-04

MMice:Forest Service
acation:R-10 Tongass National Forest
Posted:Feb 23, 2004 Type: Amendment 04 Title:J -- Nakwasina and Chickamin Barge Hull

Figure 13.20: Search Results Page

When you are satisfied with the results of your search, view the actual posting by clicking on the highlighted link for the opportunity. In
this case, click on the highlighted link for "Amendment 01".
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Vendors .

Federall Dusiness Opportunitics

Department of Agriculture

g&@ﬁ Business Opportunities

Office : Food Safety and Inspection Service
Location : Acquisitions and Agreements Section

Solicitation number : FSI5-10-B-04
Title : K -- Human Resources Support Services

Synopszis - Posted on Feb 02, 2004
Solicitation 01 - Posted on Feb 12, 2004

Modification 01 - Posted on Feb 12, 2004

Amendment 02 - Posted on Feb 23, 2004

Register to Recenve Motification

Figure 13.21: Listing Page

Clicking on “Amendment01” will bring you to the listing page for this solicitation number. The listing page lists everything posted to a
particular solicitation number. In this case, a synopsis, solicitation, modification and two amendments have been posted to this
solicitation number. To view any of these postings, click on the highlighted link. It is recommended that you first view the synopsis, as
this gives a basic description of the opportunity, along with point of contact information. Click on the highlighted link for “Synopsis”.

Please Note:

Presolicitation Notices, Special Notices, Sources Sought Notices, Foreign Government Standards, and Sale of Surplus
Property will all be listed as “Synopsis”.

. Modifications will be listed as “Modification”.
. The Combined Synopsis/Solicitation will be listed as “Combine Synopsis/Solicitation”.

. The Amendment to a Combined Synopsis/Solicitation will be listed as “Amendment to Combine Synopsis/Solicitation”.
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Uploaded documents will be listed as “Solicitation”, “Amendment”, or a header chosen by the contracting officer, such as
“Response to Questions”.

Modifications are used to “modify” synopses, whereas amendments are used to “amend” solicitation packages. The combined
synopsis/solicitation is used when the procurement is announced and issued at the same time.

.

I:
>

R -- Human Resources Support Services

Solicitation 01 - Posted on Feb 12, 2004
Modification 01 = Posted on Feb 12, 2004
Amendment 01 - Posted on Feb 23, 2004
Amendment 02 - Posted on Feb 23, 2004

General Information

Document Tyvpe: Presolicitation MNotice
Solicitation Number: F5I5-10-B-04
Posted Date: Feb 02, 2004

Original Response Date: Feb 13, 2004

Current Response Date: Mar 17, 2004

Original Archive Date:  Apa 01, 2004

Current Archive Date:  Apr 01, 2004

Classification Code: B -- Professional, administrative, and management support services
Set Aside: Total Small Business

Contracting OfMice Address

Department of Agriculture, Food Safety and Inspection Service, Acquisitions and Agreements Section, 3601 Sunnyzide Avenuve, Mail drop 5230,
Beltsville, MDy, 20705

Figure 13.22: Synopsis
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Description

UsDaA, Food Safety and Inspection Service (FSIS), plans to issue a Request for Proposal (RFP FSIS-10-B-04) for services to provide broad range
of human resources management staffing, operational and training services on as needed basis for the Human Eesources Division (HED) of

FSIS.  Services are required in the following areas: staffing and recruitment, pay and leave administration, and HE Technical Training.  These
areas include operational and aszistance in policy stafl work to support programs in FSIS,  The objective of this contract iz to ensure as needed
support to the HE staff in order to handle peak workload periods, to perform project work on an a5 needed basis, to help develop policy papers,
directives and other evaluative documents and perform other services in areas above.  This procurement iz being conducted az a Commercial Item
acquisition under FAR Part 12 and will be set aside for 100% Total Small Business, It is anticipated that a single award Indefinite Delivery
Indefinite Quantity (DI} contract will be awarded.  The period of performance will be for a 12 month base period plus four additional 12 month
option periods.  Aswvard will be made to the offeror who submits the propozal considered most advantageous to the Government conzidering price
and technical evaluation factors.  The award will contain provisions for issuance of firm fixed price task orders.  All qualified responsible
sources may submit an offer which shall be considered by the agency.,  The offers must conform to the BFP instructions and be received by the
clozing date specified in the RFP.  The anticipated release date of the BFP iz on or about February 17, 2004 with an anticipated offer due date of on
or abowt March 17, 2004.  The firm date for receipt of offers will be stated in the RFP.  Any questions concerning the RFF are to be submitted in
writing not later than March 2, 2004,  The zolicitation will be posted on FedBizopps, Tt is the offerorTs responzibility to monitor the Fedbizopps
for release of the solicitation and amendments (if any).

Original Polnt of Contact

Dreborah Robertson, Contracting Officer, Phone 301-304-4237, Fax 3-1-504-4276, Email deborah.robenson@@@izis. usdagov - Tawana MNathan,
Contracting Officer, Phone (301) 504-3996, Fax (301) 504-4276, Email tawana.nathan@usda.gov

Current Point of Contact

Dreborah Robertson, Contracting Officer, Phone 301-504-4237, Fax 3-1-504-4276, Email deborah.robentson@isis usdagoy - Tavwana MNathan,
Contracting Officer, Phone {301) 504-3996, Fae (301) 504-4276, Email tavwana. nathan@uada. gov

Register to Receive Motification I

Government-wide Numbered Notes
You may retwmn (o Business Opportunities at:

+ USDA FSIS listed by [Posted Diate]
o TIATMA Asencvwide listed bw TPasted Tatel

Figure 13.23: Synopsis
The “Register to Receive Notification” button ties into our Vendor Notification Service.

There is also a link to “Numbered Notes”. Numbered Notes are Footnotes. The purpose of the Numbered Notes is to eliminate the
unnecessary duplication of information that appears in various announcements. If a Numbered Note is included in the description of a
notice, the note referred to must be read as part of the posted notice.

Postings with the header of “Solicitation” or “Amendment” indicate documents uploaded to the solicitation number. To view the
uploaded document(s), click on the highlighted link for “Solicitation”, “Amendment 01", or “Amendment 02".
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WO 0w D =
Faderal Business Opporfuribias .

R - Hinman Resourcos Suppor Sendcos W Fired Eusinerss Oppaoriamity =000

FSIS-10-B-04 oy
P Fadersl Acouistion Regulstion (FAR)

F Vendor Feedback Emal
¥ wandor Raification Serice

Agnvy inconsistency betwasn the original printed document and the disk or electronic document shall be resolved by
¥ Vardors Lizer Guide

ging precedence 10 e prinked docement. Tyou have any gueslions, please conlact Deborah Roberizon, Conracting
OMcer, Phone 301-504-42327, Fax 3-1-504-4276, Emall deborah robefsongEisis usda.goy - Tawana Mathan,
Contracting Oficer, Phong (301) 504-30996, Fax (3013 504-4 376, Ermail tewana nathan@uada goy Fyou need W Post by Aupencies
docurnant viewars, please iry the fallowing Document Yiewar List

I ry [*] ka8 Agency Postings

* Dol Posings

W FEO Technical Support
- Sodiciatbon 01 (Posled on Fal 12, 2004 ¥ madic foo suppoetEhoss gov
¥ '
Description 5 (Bytes) File For Preone: 67 7-472-3779 (Toll Fres)
Hiahliahils of Solicilation 36,564 microaof Word
coues mal 66,048 Microsof Word W FedBiz0pRs Home
Solicitaion Z4E, T4 Micrasof Wiard ¥ FoclfizOpps Home
Elatemand of Yok 35,328 Microsof Word * FedbirCpps Buyers
BALF b H2,428 Lip Comprassion
- Armedment 0 (Foaded on el 20, 200
Description Siee (Bytns) Fills Foarmat
Modifcaien 01 REE 48,128 Microson Ward
&ILFlles 10,051 Zip Comprassion

Amrerndimient 02 (FPosted on Feb 23, 20040

L3
Dascription Sire (e Filln Foef il
Modification 02 FFF 476186 Microsofl Word
Adl Files 10,081 Zip Compragsion
Register to Receive Motification I

Figure 13.24: Attachments Page

Clicking on “Solicitation”, “Amendment 01", or “Amendment 02” will bring you to the attachments page for this solicitation number. The
attachments page lists all of the documents uploaded to a particular solicitation number. Each document listing includes:

. Document Description

. File Size (This will be “N/A” if the documents are hosted on another site using the “INDEX” function)
. File Type (This will be “N/A” if the documents are hosted on another site using the “INDEX” function)
. “All Files” Zip Compression File

To view a particular document, click on the highlighted link in the “Description” field. You can view, download, and print these
documents directly from the FedBizOpps site.

A zip compression file has also been provided. To download the zip file, click on the highlighted link for “All Files”. This is a zip
compression file of all of the documents in a particular upload, that is, all of the documents listed immediately above the zip file. By
clicking on “All Files” under “Solicitation”, you will download a zip compression file of the 4 files uploaded to the header “Solicitation”.

On each attachments page, there is a link to the “Document Viewer List”. If vendors find they cannot open a file because their
computer does not recognize the file type, they can open the document viewer list to obtain the necessary software. Buyer’s can
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submit additional suggestions for the document viewer list to the FedBizOpps Help Desk at 877-472-3779 or fbo.support@gsa.gov.
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FBO Buyers Guide

Federal Business Opportunities

9 User Guide Home
p FBO Buyer Guide Home

9k Introduction
p FedBizOpps Overview

¥ Table of Contents
p FedBizOpps Demo/Training Site
p FedBizOpps for Buyers
p Creating a Presolicitation Notice
p Editing a Notice
p Creating a Modification
p Interested Vendors List (IVL) Module
p Uploading Documents
p Indexing
p Creating an Award Notice
p Archiving / Unarchiving
p Deleting
F Viewing Postings on FedBizOpps
p Statistics

s Download the Manual
P FBO Buyers Guide (PDF)

9 FedBizOpps Home
F FedBizOpps Home
} FedBizOpps Buyers
F FedBizOpps Vendors

14.0 FBO Administration (Restricted Use)

14.2 Office Administration

Introduction

14.2.1 Maintain Office

14.2.2 Maintain Users

14.2.2.1 Searching for a User
14.2.2.2 Creating a New User
14.2.2.3 Editing or Deleting a User's
14.1.1.1 Editing or Deleting an Office Account

14.1.1.2 Creating a New Office
14.1.1.3 Creating a New Location
14.1.1.4 Editing or Deleting Location

Information. 14.3.1 Maintain Locations

14.3.2 Maintain Users

14.3.2.1 Searching for a User
14.3.2.2 Creating a New User
14.3.2.3 Editing or Deleting a User's

14.1 Agency Administration

14.1.1 Maintain Agency

14.3 Location Administration

14.1.2 Maintain Users

14.1.2.1 Searching for a User

14.1.2.2 Creating a New User Account
14.1.2.3 Editing or Deleting a User's
Account 14.4 Registration Form for Federal Users

Introduction

FedBizOpps (FBO) is designed as a hierarchical system with three levels of organization:

Agency (e.g. General Services Administration)
Office (e.g. Federal Supply Service)

Location (e.g. Acquisition Management Center)

The highest organizational entity is an Agency, whereas the lowest is a Location.
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Each level of organization has associated FedBizOpps User roles to handle FedBizOpps administration at that level. Administrators
are responsible for editing and maintaining the Agency, Office or Location hierarchy, as well as creating, editing and maintaining user
accounts. An “Agency Administrator” is responsible for establishing the Agency/Office/Location hierarchy on FedBizOpps, as well as
designating Office and Location Administrators to edit and maintain their respective Offices and Locations.

Please Note: The FedBizOpps Support Team is responsible for setting up the initial Agency, Office and Location, as well as the
Agency Administrator's User account. Any subsequent Offices, Locations or User accounts are the responsibility of the Agency
Administrator, or their designee.

To log into your FedBizOpps account, go to www.fedbizopps.gov.

Fed Biz Opeps

Federal Business Opporiunifies

 Find Business Opportunities * Related Links
[ Demo FBO
N i
* mﬂﬂm : FedBiz0pps.gov is the single government point-of- > :x: m:s:::m; Forecasts
I Section S08 Vendor Notice anibey (GPE) for Federal govamimant procuramen
P Inkerasce Descriphion apparunibes over $25, 000, Govemment buyers an ¥ Federal Commons
F Morwgement Responsibity able to publicize their business opportunities by ¥ Firstgov
¥ Frequentty Asked Cuestions posting information directy to FedBizOpps via the ¥ Mincrity Business Development Agency
Intemat. Through one portal - FedBaOpps (FBO) - ¥ BRO - Het
commercial vendors seeking Federal markets for 3 .
* Hmm SeciERy SRR their producis and senices Ean search, manitor AL L_Sﬂ_mmm LI
P Frivacy anvl Securily Statemert and retrieve opporunities salicited by the entire I endar Molification Service
Federal contratling community,
i FedBizOpps News ¥ Contact Information
P itz Mewr? ¥ Emait o supportdgsa gov
P FEC Awards ¥ Phona: 8774723779 (Toll Fres)
P 508 Complance

| FedBlzOp p5| |Fe-:j EszG'pps |

The FedBizOpps Team is committed 1o Section 508-compliant accessibility.

Figure 14.1: FedBizOpps Demo Home Page

Click on "FedBizOpps Buyers".
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Buyers

Federal Business Opporfunifies

* Note % Find Business Opportunity
* ‘You must have a valid Liser account fo use this systerm
Federal confracting professionals ane sole . W FedBizOpps News
responsible forthne funbentuTal‘rn' EWDF‘SI‘;{ » Toobtain 3 new Lser accourt, it oul ihe anline Beqistalion £0m f- P ieibat's Haw?
submitted. The FBO staffwill make no Eagesal Users, ¥ FBO Awards
changes or coreclions o synopsis contem i ¥ 508 Complisnce
g Amp « [Forgol your passwond? e
W Buyers Links W Privacy and Security Statement
P ACGHET Home P ¥ Friv Securty Statement
‘ R::': et s Please entaryour User 1D and Password: ST i Shak
¥ Do FEO # Contact Information
F FBO Buryars Guids / Online Tulonsl User 1D F Email oo supporhiges pov
P FEXD Buryers: Gulde: (Downlond]) Password: ¥ Frone: 677-472-37749 (Tod Fres)
F humbaned Notes
Legl ®
i General Information e ¥ FedBizdpps Home
P Saction 508 Vendar Motice ¥ FedBizdpps Vendors
F interiace Decscripton

F Mansgement Responsibdty

F Frequently Asked Guestions
Hatice of Section 508 Compliance: Buyers ulilizing the Federal Business
Opporunities (Fed8izOpps) websie are required to ensure that all data
posied on FedBizDpps complias with Section 508 of the Rehabilitation
Act 29U.8.C 57944

Figurel4.2: FedBizOpps Demo - Buyers

Once you click on “FedBizOpps Buyers”, the main buyer screen will appear listing your username, as well as your Agency, Office and
Location information.

[ Groare ] o ][ oriow | “hoex | s | uwascarve | —oeuere | —hown | srars | “pronie | Locowr ]

TEST ORG
TEST OFF
TESTLOC

User: John Smith

Figure 14.3: Main Buyer Screen
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To access the Administration Module of FedBizOpps, click on “ADMIN”.

14.1 Agency Administration

unn T croare T eor =0T irtow ] “noex ] hscarve | uwaonve | oeieve | “soun ] —stais

TEST ORG

TEST OFF
TESTLOC

User: John Smith

Figure 14.4: Main Buyer Screen

If you have been designated as an “Agency Administrator”, you will see the following screen once you have clicked on “ADMIN":

o [ vroric R Locour

Administration Menu

Maintain Agency
TEST ORG

‘ Maintain Users/POCs

Figure 14.5: Agency Administration Menu
In order to create, edit or delete Offices or Locations within an Agency, you would click on “Maintain Agency”.
In order to create, edit or delete User Accounts within an Agency, you would click on “Maintain Users/POCs".

Please Note:
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The FedBizOpps Support Team is responsible for setting up the initial Agency, Office and Location, as well as the Agency
Administrator’s User account. Any subsequent Offices, Locations or User accounts are the responsibility of the Agency
Administrator, or their designee.

If your status as the Agency Administrator changes (extended leave, TDY, replacement), please notify the Help Desk at 877-
472-3779 or fbo.support@gsa.gov, so that we can make the necessary changes to our Agency contact information.

14.1.1 Maintain Agency

i I vroric R Locoor

Administration Menu

Maintain Agency
TEST ORG

Maintain Users/POCs

Figure 14.6: Agency Administration Menu

To create, edit or delete Offices or Locations within an Agency, click on “Maintain Agency”.
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m PROFILE LOGOUT

Office Administration

TEST ORG
Name Actions
TEST OFF Locatons (Edit [Delete
Test Office Two Locatons [Edit .Eﬁ

TEST OFFICE THREE [Locations Edit [Delete

Note: OQffices having posted (EFS) Symopses cannot be deleted.

<4< Back | Craats Mew Office

Figure 14.7: Office Administration

The “Office Administration” screen lists all of the Offices that have been set up within an Agency on FedBizOpps. You can:

Edit or delete an existing Office.
Create a new Office.
Create a new Location.

Edit or delete an existing Location.

You can click on the “Back” button to return to the “Agency Administration Menu”.

14.1.1.1 Editing or Deleting an Office
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Office Administration

TEST ORG
Name Actions
TEST OFF Locations Edit [Delete
Test Office Two Locations Eﬂ .D:J

TEST OFFICE THEEE Locations Edit Delete

Note: Offices having pasted (EES) Swmopees canvat be delated.

it Back I Craate Maw Office

Figure 14.8: Office Administration

In order to edit the Office listing, you will need to click on “Edit” next to the name of the Office.

Office Administration

Agency: TEST ORG
Office Name: |Test Ofice Two
Office Code: TOZ
:Pasm'urd Reminder: |Admnistrator Information

Back Save Cancel

Figure 14.9: Editing an Office Listing

The only information you can edit is the “Office Name”. To edit the Office Name, type over the name and click “Save”. If you would
like to return to the “Office Administration” screen, click on the “Back” or “Cancel” buttons.

Please Note: Only alphabetic characters, parentheses, and a space between words are allowed in the "Office Name" field.
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R o S ocour )

You can also delete an Office. In order to delete an Office, the "Delete" field next to the Office Name must be highlighted. You can
only delete an Office if the Locations within that Office have not posted notices on FedBizOpps. If the "Delete" field is highlighted,
then no Locations in that Office have notices posted on FedBizOpps and you can delete the Office. If the "Delete" field is not

Office Administration

TEST ORG
Name Actions
TEST OFF

Test Office Two Locations [Edst [Delets

fTEST OFFICE THREE [Locations [Edit Delete

Locations [Edit [Delere

Note: Offices having posted (EFS) Synopses cannot be deleted.

<04 Back

Craate Maw Office

Figure 14.10: Office Administration

highlighted, then Locations in that Office have posted and you will not be able to delete the Office.

Please Note: If you delete an Office, all Users accounts assigned to Locations within that Office will also be deleted. You should

change the Locations for all User accounts prior to deleting the Office.

Click on "Cancel" to return to the Office Administration screen, or click on "Delete" to delete the Office.
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i [ reore TR Locour |

Office Delete Confirmation

You have requested the deletion of the following Office.
Please confirm that you wish to delete this Office.

Agency: TEST ORG
Office: Test OMice XYE

Delete Cancel

Figure 14.11: Deleting an Office Listing

You will receive a confirmation screen to verify the deletion of the Office from FedBizOpps. Click on "Cancel" to cancel deletion of the
Office, or click on "Delete" to delete the Office.

14.1.1.2 Creating a New Office

m PROFILE LOGOUT

Office Administration

TEST ORG
MName Actions
TEST OFF Locations [Edit Delete
Test Office Two Locatons @ I\r_-'l:c

TEST OFFICE THEEE Locations Edit Delete

Note: Offices having posted (EFS) Synepees cannot be deleted.

€¢< Back . Create New Office |

Figure 14.12: Office Administration
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In order to create a new Office within an Agency, you will need to click on "Create New Office".

oo S o R ocour

Office Administration

Agency: TEST ORG
Office Mame: |TE"E1 Ciffice X552
Office Code: [Tz

Password Reminder: | Adrmanstrater Informaten

. Save Cancel

Figure 14.13: Creating a New Office

If you would like to return to the "Office Administration" screen, click on the "Back" or "Cancel" buttons. Otherwise, enter the Office
Name and Office Code. You also need to designate whether you would like your Users to be able to retrieve their passwords by email
or administrator options. In the "Password Reminder" field, use the drop down box to select "Email Reminder" or "Administrator
Information”. The "Email Reminder" option will allow Users to use the "Forgot your password" link discussed in the "Maintain Users/
POCs" section of this manual. The "Administrator Information™ option will provide Users with a list of Administrators for their Agency
who can assist them. Once you have filled in the fields, click on "Save".

Please Note:

Only alphabetic characters, parentheses, and a space between words are allowed in the "Office Name" field, and only
alphanumeric characters are allowed in the "Office Code" field.

The Office Code must be unigue. You cannot use the same Office Code for multiple Offices within an Agency. The system will
not prompt you when duplicate codes are entered, so please be careful to note the other Office Codes within that Agency. If
you use the same Office Code for multiple Offices, your postings may show up under the incorrect Agency/Office/Location
designation on FedBizOpps.
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o S rronic

Office Administration

TEST ORG
IName Actions
TEST OFF Locatons Edit [Delete
Test Office Two Lecatons .@ Dielete

TEST OFFICE THREEE Locatons Edit [Delste

Note: Qffices having posted (EFE) Symopses cannot be deleted.

<€ Back Create New Office |

Figure 14.14: Office Administration Screen

14.1.1.3 Creating a New Location

Once an Office has been setup on FedBizOpps, Locations will need to be set up in the Office in order to post notices. To create a
new Location, click on "Locations".

Location Administration

No Locations Found

Note: Locations having posted (BES) Symopees cannol be deieted,

<o Back | Create Mew Location

Figure 14.15: Creating a New Location

As there are no Locations in this Office, you will need to set up a Location by clicking on "Create New Location".
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Location Administration

Agency: TEST ORG
Office: Test Office Toro
Oflice Code: TO2Z

Location Name: .iTaﬁtl.ocaliun One
Location Code: TL1

Address1: jiest

Address2: .[1est

City: .[1E'5|:
State: [1n_
o e
* FBO Account Number: [235610976
* FBO Password: .tersnu
Password Reminder: :ﬁndmi.mstrmr Information

Deployment Locationi(s):

Figure 14.16: New Location Form

The Agency Name, Office Name, and Office Code are generated by the system. You will need to fill in the Location Name, Location
Code, Address, FBO Account Number and Password, and deploy the Location.

To deploy the location, highlight "EPS_MAIN" in the "Deployment Location(s)" field. If you do not deploy the Location, the Location
will not be displayed in the Agency/Office/Location lists discussion in Section 13.1 of this manual.

The following restrictions apply to the information fields:

Location Name: Only alphanumeric characters, parentheses, and a space between words.

Only alphanumeric characters with no space between them. Once information is entered in

Location Code: this field and saved, it cannot be changed.

Address1: Only alphanumeric characters, punctuation marks, parentheses, and a space between words.
. Optional, only alphanumeric characters, punctuation marks, parentheses, and a space
Address2:
between words.
City: Only alphabetic characters, and a space between words.
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State: Only two alphabetic characters with no space between them.
Zip: Only numbers and dashes, and a space between them
Ezgtf\ecr(-:ount Only alphanumeric characters with no space between them.

FBO Password:

Alphabetic characters, punctuation marks, pound signs, and astericks with no space between
them.

Please

Note:

Administrators should take extreme care to ensure that the above information is accurate. When a User posts a document to
FedBizOpps, this information will be extracted from the Agency/Office/Location profile and will be displayed in the notice.

The Location Code must be unique. You cannot use the same Location Code for multiple Locations within an Office. The
system will not prompt you when duplicate codes are entered, so please be careful to note the other Location Codes within
that Office. If you use the same Location Code for multiple Locations, your postings may show up under the incorrect Agency/
Office/Location designation on FedBizOpps.

The FBO Account Number and Password must be unique. The system will provide an error message if you choose
information used by another Agency/Office/Location. These fields are necessary fields to accommodate Agencies that post via
email and ftp.

Once you have filled in the appropriate fields, click on "Save". The new Location listing will display in the "Location Administration"

screen.

o QR rronic T Locor

Location Administration

TEST ORG - Test Office Two
Name Address]l Address2 City State Zip | FBO Acet | Actions
Test Locaton One test test test [ test :2356 10976 [Edt [Delete

Note: Locations having posted (EPS) Synopses cannot be deleted.

<< Back | Create New Location |

Figure 14.17: New Location Listing

14.1.1.4 Editing or Deleting Location Information
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PROFILE

Location Administration

TEST ORG - Test Office XYZ
Name . Addressl |Address2| City |State| Zip FBO Acct Actions
Teet Location X YZ 123 Main Street [Washington [ 20000 [Test123  Edit Delste

Note: Locations having posted (EFS) Swmopses camnot be deleted.

<4 Back I

Create Mew Location

Figure 14.18: Location Administration

In order to edit the Location listing, you will need to click on "Edit" next to the name of the Location.
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Location Administration

Agency: TEST ORG
Office: Test Office XY
Office Code: TOXYZ

Location Mame: [Test Location X2

Location Code: ITLHY'Z

Address]: [123 Main Stest
Address2: I
City: [Washingtan

State: [DC

Zip: |20000

* FEO Account Mumber: I T eafl23

* FBO Password: [re™ise
Password Reminder: Admissstrator Information

Deployment Location(s):

Figure 14.19: Editing a Location Listing
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You can edit:

. Location Name
. Address

. FBO Account Number/Password

The following restrictions apply to the information fields:

Location Name:

Only alphanumeric characters, parentheses, and a space between words.

Addressl:

Only alphanumeric characters, punctuation marks, parentheses, and a space between
words.

Address2:

Optional, only alphanumeric characters, punctuation marks, parentheses, and a space
between words.

City:

Only alphabetic characters, and a space between words.

State:

Only two alphabetic characters with no space between them.

Zip:

Only numbers and dashes, and a space between them

FBO Account
Number:

Only alphanumeric characters with no space between them.

FBO Password:

Alphabetic characters, punctuation marks, pound signs, and astericks with no space
between them.

Please Note:

Administrators should take extreme care to ensure that the above information is accurate. When a User posts a document to
FedBizOpps, this information will be extracted from the Agency/Office/Location profile and will be displayed in the notice.

The FBO Account Number and Password must be unique. The system will provide an error message if you choose
information used by another Agency/Office/Location. These fields are necessary fields to accommodate Agencies that post via

email and ftp.

To edit the Location, key the new information in the appropriate field and click "Save". If you would like to return to the "Location

Administration" screen, click on the "Back" or "Cancel" buttons.
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Location Administration

Agency:

Office:

Office Code:
Location Name:
Location Code:
Addressl:

|
City:
State:

Address?

Zip:
* FEO Account Number:
* FBO Password:

Password Heminder:

Deployment Location(s):

TEST ORG
Test Office XYZ
TOXYZ

ITEil Locaton X2

-|T|_x‘*r' Z

[123 Main Street

[washington

joc”
foooo
fresfer

[rervise

Aderurustrator Infarmation

Figure 14.20: Location Administration

You can also delete a Location. In order to delete a Location, the "Delete" field next to the Location Name must be highlighted. You
can only delete a Location if there are no postings for that Location on FedBizOpps. If the "Delete" field is highlighted, then
there are no postings for that Location and you can delete the Location. If the "Delete" field is not highlighted, then there are postings
for the Location and you will not be able to delete the Location.

Please Note: If you delete a Location, all Users accounts assigned to those Locations will also be deleted. You should change the
Locations for all User accounts prior to deleting the Location.

Click on "Cancel" to return to the Location Administration screen, or click on "Delete" to delete the Location.
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Location Delete Confirmation

You have requested the deletion of the following Location.
Please confirm that you wish to delete this Location.

Agency: TEST ORG
Office: TEST OFF
Location: Test Location XYZ

Dadate B

Figure 14.21: Deleting a Location

14.1.2 Maintain Users

You will receive a confirmation screen to verify the deletion of the Office from FedBizOpps. Click on "Cancel" to cancel deletion of the
Location, or click on "Delete" to delete the Location.

Administration Menu

Maintain Agency
TEST ORG

Maintain Users/POCs

Figure 14.22: Administration Menu

To Create, Edit or Delete User Accounts within an Agency, click on "Maintain Users/POCs".
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i [ rron S Locorr 3

User Administration

Search For User
Last Mame: |

First Mame: |

Usermame: |

Search I

TEST ORG
Office Location Actions
TEST OFF TESTLOC Wsers
TEST OFFICE THREE TEST LOCATION FATTX Users
Test Office Twe Test Location Cne Users
Test Office XYZ Test Location X(YZ Users
Back Craate New User

Figure 14.23: User Administration
A list of Office and Locations will be displayed. You can:

- Search for a specific User.

- Create a New User.

- Edit a User's Profile.

Please Note:

A User account is associated with one Agency/Office/Location. If the User will need to post on behalf of multiple Locations, a
User account will need to be created for each Location.

The Agency, Office and Location must be set up before Users can be assigned to a Location.

14.1.2.1 Searching for a User

To search for a specific User, enter the User's last name, first name or FedBizOpps username. Before creating a user account, we
recommend that you use this capability to ensure:
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An account does not already exist for the user.

An account with the same username does not exist.

Enter the search information and click on "Search".

v I orie S oot 3

User Administration

TEST ORG
TEST OFF
TESTLOC
MName Title Username Is POC Actions
Smuth, John Contracting Speciahst Jjermath Yes [Boles [Edit [Delete POC

Note: Users spectfied as a POC againg a posted (EF3) Syncpsis cannet be delvted

¢ Back Cravabe MNew Llzar

Figure 14.24: FedBizOpps Account

If an account exists, the User's account information will be displayed. You can click on the "Back" button to return to the User
Administration screen, or you can click on "Create New User" to create a new FedBizOpps User account.
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User Administration

Search For User

Last Name: |

First Mame: [

Usermame: |

Search
TEST ORG
Office Location Actions
TEST OFF TESTLOC Users
TEST OFFICE THREE TEST LOCATION FATX Users
Test Office Two Test Location One ' Users
Test Office XYZ Test Location XYZ Users
Back Craate New User

Figure 14.25: User Administration

If you know the User's Office and Location information, you can also pull up the User's account by clicking on "Users" next to the

Office and Location.
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Cuo S Froniz |

User Administration

TEST ORG

TEST OFF

TESTLOC
Name Title Username  Is POC | Actions
[Doe, Jane Confracting Specialist jadoe | Mo |[RelesEdat Delete[FOC
[Semith, Toha Contracting Specialist .Jin’.ﬂﬂ'i | Yes ;% Edst Delete POC

Note: Users specified as a POC against a posted (EFS) Synopsis cannot be deleted

<< Back Create Mew Lisar

Figurel4.26: List of Users

This will display a list of Users for a particular Office and Location.

14.1.2.2 Creating a New User
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« il ECoT
- [ ] L]
User Administration
Search For User

Last Name: |

First Mame: |

Username: |

Search
TEST ORG
Office Location Actions
TEST OFF TESTLOC ' Users
TEST OFFICE THREEE TEST LOCATION FAT_'D(: Waers
Test Office Two Test Location Cne : Users
Test Office AYZ Test Locaton {YE Tsers
Back Craate Mew User

Figure 14.27: User Administration

To create a new User account, click on "Create New User".
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Il EDE e

User Administration

:Fir:tl‘i'm&: .|Jan&
Middle Tnitial: [4

:I.a.itHam.a: .|I:ln:e

[ Title: |Cur1l.'ra|:1ing Specalist
| User Name: [jmdo=
| Password: l“"""—
[ Telephone: [202-222-2222
Fax: [202-333-3333
Email: [none@dey mull
Location: [TEST/TEST OFF. TESTLOC =

' Smve ' Cancel

Figure 14.28: New User Form

You can click on "Back" or "Cancel" to return to the User Administration screen. Otherwise, fill in the fields, select the appropriate
Location from the Location dropdown box, and click on "Save".

The following restrictions apply to the information fields:

First Name: Only alphabetic characters, punctuation marks, and a space between them.

Middle Initial: | Only one alphabetic character, a period with no space between them.

Last Name: Only alphabetic characters, punctuation marks, and a space between them.

Title: Only alphabetic characters and a space between words.

User Name: Only ten (10) alphanumeric characters and no space between them.

Password: Only eight (8) alphanumeric characters and no space between them.

Telephone: Only numbers, parentheses, and dashes with a space between characters.

Fax: Only numbers, parentheses, and dashes with a space between characters.

Email: Only alphanumeric characters, a period, an "@" symbol, and no space between characters.
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Please Note:

Administrators should take extreme care to ensure that information, such as name, title, telephone number, fax number, and
email address is accurate. When a User posts a document to FedBizOpps, this information will be extracted from their profile
and will be displayed in the notice.

FedBizOpps does not allow the use of duplicate "Usernames" and "Passwords". If a "Username" and "Password" already exist

on the system, you must create a different "Username" and "Password" for the new User account.

A User account is associated with one Agency/Office/Location. If the User will need to post on behalf of multiple Locations, a

User account will need to be created for each Location.

< EE D

Once you have entered the new User's profile information, there are still a few more steps in order to set up the account properly. You

Mame

Doe, Jane

User Administration

TEST ORG
Test Office XYZ
Test Location XYZ
Title Username Is POC Actions
Contracting Speciahst nadoe He |Boles Edit Delete [POC

Nove: Users specified as a POC against a posted (EFE) Synopsis cannct be deleted

Create Mew User

Figure 14.29: New User Account Listing

still need to assign roles and change the POC designation, if appropriate.

Without assigned roles, a User will not be able to access the FedBizOpps system.

To assign roles to the User's account, click on "Roles" next to the User's name.
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User Role Administration

Name: Jane A Doe

Username: jados

Assgmed Roles: ' iUnassigmed Baoles:
| < Add Salected Transackons

EFS-EPS Stals Reviewer

Delate Selacted Transachons =% Ep-s,.E gﬁﬁﬂ:ﬁg&ﬂ,

|ADMIN-EPS User Adrministrator =]

et S ol

Figure 14.30: User Account Roles

Please be advised that a User must have at least one "User" role, such as "EPS-EPS User", in order for the User to be able to access
FedBizOpps.

ORG-Agency Administrator
ADMIN-EPS User Administrator
EPS-EPS User

EPS-EPS Stats Reviewer

Administrate an Agency

ORG-Office Administrator
ADMIN-EPS User Administrator
EPS-EPS User

EPS-EPS Stats Reviewer

Administrate an Office

ORG-Location Administrator
ADMIN-EPS User Administrator
EPS-EPS User

EPS-EPS Stats Reviewer

Administrate a Location

Create, preview, save, archive, unarchive, and delete EPS-EPS User

documents
Create, preview, and save documents EPS-EPS Document Creator
Archive and unarchive documents EPS-EPS Document Archiver
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Delete documents EPS-EPS Document Deleter

EPS-EPS Stats Reviewer*

View statistics . . . I
Using this role also requires assigning a User roles,

such as "EPS-EPS User" for system access

To assign User roles, highlight a role from the "Unassigned Roles" table and click on "Add Selected Transactions".

[ uan | PROFILE LOGOUT

User Role Administration

Namea:
Username:
Assigned Boles .Unass:ignd Roles:
EFS-EFS Uger <=Add Selected Transactions | EFS-EFS Stats Reviewar -
EFS-EFS Document Creator

EFS-EFPS Document Archiar
| ADMIN-EPS User Administrator
ORG-Location Adrinistrator x|

Dalete Selected Transactions —»

Beck | Sove | Concel

Figure 14.31: User Account Roles

This will move the role to the "Assigned Roles" table. Continue highlighting and moving roles until you have selected and assigned
the appropriate roles. If you need to remove a role, highlight the role in the "Assigned Roles" table and click on "Delete Selected
Transactions". This will move the role to the "Unassigned Roles" table.

You can click on "Back" or "Cancel" to return to the User Administration screen. Otherwise, select the appropriate roles and click on
"Save".

file:///D)/UpdatedEPSBuyersManual 030904/BG14-Admin.html (26 of 76)3/9/2004 11:37:50 AM



Buyers- Admin

i [ rron S Locorr 3

User Administration

Search For User

Last Mame: |

First Mame: |

Usermame: |

Search I
TEST ORG
Office Location Actions
TEST OFF TESTLOC Wsers
TEST OFFICE THREE TEST LOCATION FAUX Wsers
Test Office Tweo Test Location One Wsers
Test Office XYZ Test Location JIYZ Wsers
Back [ Crenate Mew Uiser

Figure 14.32: User Administration

Once you have assigned the roles, you need to designate whether or not the User will be a Point of Contact (POC). When a User is
listed as a "POC", their name is added to a drop-down box of available "POCs" for Users to select when creating a synopsis at a
location.

To make a User a POC, click on the link called "POC" for that "User". This operation changes the selection in the "Is POC" field from
"No" to "Yes". To change the selection back to "No", simply click on the "POC" link again.

Once you have set up the User account, you will need to provide the User with their Username and Password. To prompt the system
to provide the Username and Password to the User via email, go to www.fedbizopps.gov and click on "FedBizOpps Buyers".
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Figure 14.33: FedBizOpps Buyers

Click on the link for "Forgot your password".

FBO Password Finder

To recerve your username and password by email, please enter your email address and click the send request button:

Email address: [john smith@dev null

| Send Fequest I Cnncal]

Figure 14.34: "Forgot your password" Link
Enter the User's email address and click on "Send Request".

Please Note: You must enter the User's email address as was entered in the User's profile, as the email address field is case
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sensitive. If you do not enter the email address in the correct case, you will receive an error message.

The system will then forward an email to the new User with their Username and Password.

14.1.2.3 Editing or Deleting a User's Account

e S rorie T ocar

User Administration

Search For User

Last Mame: |

First IName: |

Username: |

Search I

TEST ORG
Office Location Actions
TEST OFF TESTLOC Wsers
TEST OFFICE THREE TEST LOCATION FAUX Users
Test Office Twars Test Locaton One Dgers
Test Office XYZ Test Location X(YZ Users

Back Craate Mew User

Figure 14.35: User Administration

To edit a User's FedBizOpps account information, pull up a User's account information by:

Entering the last name, first name, or username and clicking on "Search".

Clicking on "Users" next to an Office and Location.
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User Administration

TEST ORG
Test Office XYE
Test Location XYZ
Name Title Username Is POC Actions
Doe, Jane Contraching Speciabst jadoe He |Boles Edit Delete [POC

Noete:r Uzers gpecified ag a POC againgt & posted (EFS) Symopsie camnet be deleied

<<< Back . Craate Maw Llsar ]

Figure 14.36: User Account

From this screen, you can:

Assign or delete roles.
Edit the User's profile.
Delete a User.

Change the POC designation.

The assigning of roles and POC designation is discussed in section 1.4.1.2.2 of this manual. To edit the User's profile, click on "Edit"
next to the User's name.
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User Administration

First Name: [Jone
Middle Initial: [4

Last Mame: |Dos

Title: |I2|:|n'|ra|:||ng Specslist

User Mame: I_ID.dT
Password: r
. Telephone: m
. Fax: m
Email: [none@devnul
Location: |TEST/TEST OFF. TESTLOC =|

. Save Cancel

Figure 14.37: User's Profile Information

An Administrator can change any information in the User's profile, including the Username and Location. A User can change their
profile information by logging into FedBizOpps and clicking on "Profile", except for their Username and Location.

You can return to the "User Administration" screen by clicking on "Back" or "Cancel". Otherwise, key in the correct information and
click on "Save".
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User Administration

TEST ORG
Test Office XYZ
Test Location XYZ
Name Title Usemame Is POC | Actions
Doe, Jane |Contrattng Speciahst adoe Mo  [Roles [Edit Delete [POC

Note: Users specified as a POC agatrst a posted (EPE) Swicpsis cannet be deleted

<< Back I Create Mew Lser I

Figure 14.38: User Account

A User can be deleted from the system ONLY if their POC designation is "No". If you need to delete a User, please ensure their POC
designation is set to "No", then click on "Delete" next to the User's Name.

< EE D

Delete Confirmation

You have requested the deletion of the following User. Please confirm that you wish to delete this User,

Hame: Dwoe, Jane
Ueemame: jados
Lacaton: TESTLOC

Diarleter Cancal
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Figure 14.39: Delete Confirmation

You will receive a screen to confirm your deletion of the User. If you would like to delete the User, click on "Delete". Otherwise, click
on "Cancel". The User will be deleted from the system.

14.2 Office Administration

If you have been designated as an "Office Administrator”, you will see the following screen once you have clicked on "ADMIN":

< o D

Administration Menu

Mammtain Office
Test Office XYZE

Maintain Users/POCs

Figure 14.40: Office Administration Menu
In order to create, edit or delete Locations within an Office of an Agency, you would click on "Maintain Office".
Please Note: Only an Agency Administrator can edit or delete an Office.

In order to create, edit or delete User Accounts within an Office, you would click on "Maintain Users/POCs".

14.2.1 Maintain Office
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o I rror.c R ocour 3

Administration Menu

Maintain Office
Test Office XYZE

Maintain Users/POCs

Figure 14.41: Office Administration Menu
To create, edit or delete Locations within an Office of an Agency, click on "Maintain Office".

To create a new Location, click on "Locations".

Location Administration

Mo Locations Found

Note: Locations having posted (EPS) Seapses cannol be deleted.

<€« Back Create Mew Location

Figure 14.42: Creating a New Location

If there are no Locations in an Office, you can set up a Location by clicking on "Create New Location".
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m PROALE LOGOUT

Location Administration

Agency: TEST ORG
Office: | Test Office Two
Office Code: TOZ

Location Name: |Tesl Location Cne

Location Code: TL1
Address]: |Ieat
Address2: |1est
City: [rest

State: lln_
Zip: |[test

* FEO Account Number: Im
* FEO Password: [erzatz

Password Reminder: | Admamstrator Informaton

Deployment Location(s):

Figure 14.43: New Location Form

The Agency Name, Office Name, and Office Code are generated by the system. You will need to fill in the Location Name, Location
Code, Address, FBO Account Number and Password, and deploy the Location.

To deploy the location, highlight "EPS_MAIN" in the "Deployment Location(s)" field. If you do not deploy the Location, the Location
will not be displayed in the Agency/Office/Location lists discussion in Section 13.1 of this manual.

The following restrictions apply to the information fields:

Location Name: Only alphanumeric characters, parentheses, and a space between words.

Location Code: Only alphanumeric characters with no space between them.

Address1: Only alphanumeric characters, punctuation marks, parentheses, and a space between

words.
. Optional, only alphanumeric characters, punctuation marks, parentheses, and a space
Address2:
between words.
City: Only alphabetic characters, and a space between words.
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State: Only two alphabetic characters with no space between them.
Zip: Only numbers and dashes, and a space between them
FBO Account

Number: Only alphanumeric characters with no space between them.

Alphabetic characters, punctuation marks, pound signs, and astericks with no space

FBO Password: between them.

Please Note:

Administrators should take extreme care to ensure that the above information is accurate. When a User posts a document to
FedBizOpps, this information will be extracted from the Agency/Office/Location profile and will be displayed in the notice.

The Location Code must be unique. You cannot use the same Location Code for multiple Locations within an Office. The
system will not prompt you when duplicate codes are entered, so please be careful to note the other Location Codes within
that Office. If you use the same Location Code for multiple Locations, your postings may show up under the incorrect Agency/
Office/Location designation on FedBizOpps.

The FBO Account Number and Password must be unique. The system will provide an error message if you choose
information used by another Agency/Office/Location. These fields are necessary fields to accommodate Agencies that post via
email and ftp.

Once you have filled in the appropriate fields, click on "Save". The new Location listing will display in the "Location Administration"
screen.

Location Administration

TEST ORG - Test Office Two
Name Address] Address2 City |State Zip | FBEO Acct | Actions
Test Location One test test test m  [ftest 235610976 [Edis Delete

Nete: Locations having posted (EFS) Swopses cannol be deleted.

<< Back Crasate Mew Location
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Figure 14.44: New Location Listing

Location Administration

TEST ORG - Test Office XYZ
Mame Addressl  Address2 | City  State| Zip FEO Acct Actions
Test Location XYZ 123 Main Street Wachington DC (20000 Test123  Edit Delete

Note: Locations having posted (EFS) Symopees cannol be deleted,

<o« Back | Creata Mew Location

Figure 14.45: Location Administration

You can also edit the Location listing. To edit the Location, you will need to click on "Edit" next to the name of the Location.
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You can edit:

Location Name

Address

Location Administration

Agency: TEST ORG
Office: [Test Office XYZ
CHfice Code: TOXYZ

Location [¥ame: -|T951an,uﬂun wrE
Lacation Code: -|TL>'1Y'2'
Addressl: 123 Mam Street

Address2: |

City: ]‘.‘n"ashingﬂ:m

State: IE

Zip: [20000

* FEO Account Number: | Tezfl23
* FBO Password: -|rE"\."iSE'

Password Reminder: :Ad.mjms'trat-:-r Infermation

Deployment Location{s):

Figure 14.46 Editing a Location Listing

FBO Account Number/Password

The following restrictions apply to the information fields:

Location Name:

Only alphanumeric characters, parentheses, and a space between words.

Addressl:

Only alphanumeric characters, punctuation marks, parentheses, and a space between
words.

Address2:

Optional, only alphanumeric characters, punctuation marks, parentheses, and a space
between words.
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City: Only alphabetic characters, and a space between words.

State: Only two alphabetic characters with no space between them.

Zip: Only numbers and dashes, and a space between them

FBO AC(_:OUM Only alphanumeric characters with no space between them.

Number:

FBO Password: Alphabetic characters, punctuation marks, pound signs, and astericks with no space
between them.

Please Note:

Administrators should take extreme care to ensure that the above information is accurate. When a User posts a document to
FedBizOpps, this information will be extracted from the Agency/Office/Location profile and will be displayed in the notice.

The FBO Account Number and Password must be unique. The system will provide an error message if you choose
information used by another Agency/Office/Location. These fields are necessary fields to accommodate Agencies that post via
email and ftp.

To edit the Location, key the new information in the appropriate field and click "Save". If you would like to return to the "Location
Administration" screen, click on the "Back" or "Cancel" buttons.

o ED

Location Administration

TEST ORG - Test (ifice XYZ
MName Address]l  Address2 City | State Fip FEO Acct| Actions
Test Locanon XYZ 123 Man Strest Washmgton [DC (20000 Test123  Edit Delete

MNote: Locations having posted (EFS) Synopses canmot be deleted.

<4< Back | Creats MNew Location

Figure 14.47: Location Administration

You can also delete a Location. In order to delete a Location, the "Delete" field next to the Location Name must be highlighted. You
can only delete a Location if there are no postings for that Location on FedBizOpps. If the "Delete" field is highlighted, then
there are no postings for that Location and you can delete the Location. If the "Delete" field is not highlighted, then there are postings
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for the Location and you will not be able to delete the Location.

Please Note: If you delete a Location, all Users accounts assigned to those Locations will also be deleted. You should change the
Locations for all User accounts prior to deleting the Location.

Click on "Cancel" to return to the Location Administration screen, or click on "Delete" to delete the Location.

<l o D

Location Delete Confirmation

You have requested the deletion of the following Location.
Please confirm that you wish to delete this Location.

Agency: TEST ORG
Oifice: TEST OFF
Location: Test Location XYE

M Cancel

Figure 14.48: Deleting a Location
You will receive a confirmation screen to verify the deletion of the Office from FedBizOpps. Click on "Cancel" to cancel deletion of the

Location, or click on "Delete" to delete the Location.

14.2.2 Maintain Users
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[ AR [ PROFLE R LOGOUT

Administration Menu

Maimtain Office
Test Office XYZE

Maintain Users/POCs

Figure 14.49: Admin Menu

To Create, Edit or Delete User Accounts within an Office, click on "Maintain Users/POCs".

m PROFILE LoGouT

User Administration

Search For User

Last Name: |

First Mame: |

Username: |

Seaich |

TEST ORG
Office Location . Actions
Test Office XYZ Test Locaten XYZ Users
Test Office XYZ [Test Office 2 Uszers
Back Crerabe New Liser I

Figure 14.50: User Administration

A list of Locations will be displayed. You can:
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Search for a specific User.
Create a New User.

Edit a User's Profile.

Please Note:

A User account is associated with one Agency/Office/Location. If the User will need to post on behalf of multiple Locations, a
User account will need to be created for each Location.

The Agency, Office and Location must be set up before Users can be assigned to a Location.

14.2.2.1 Searching for a User

To search for a specific User, enter the User's last name, first name or FedBizOpps username. Before creating a user account, we
recommend that you use this capability to ensure:

An account does not already exist for the user.

An account with the same username does not exist.

Enter the search information and click on "Search".

o R i S oo )

User Administration

TEST ORG
Test Office XYZ
Test Location XYZ
Mame Title Username Is POC Actions
Dioe, Jane Contracting Speciabst jadoe HNo |Roles [Edst Delete [POC

Noter Users specified as a POC against a posted (EFS) Synopss cannot be deleted

<4< Back | Creste New Lisar
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Figure 14.51: FedBizOpps Account

If an account exists, the User's account information will be displayed. You can click on the "Back" button to return to the User
Administration screen, or you can click on "Create New User" to create a new FedBizOpps User account.

i I roric TR Locour ]

User Administration

Search For User

Last Mame: |
First Mame: |
Username: |
Search |
TEST ORG
Office Location . Actions
Test Office XYZ Test Locatien XYZ Ueers
Test Office XYZ [Test Office 2 Uzers
Back Crerabe Mew User I

Figure 14.52: User Administration

If you know the User's Location information, you can also pull up the User's account by clicking on "Users" next to the Location.
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<l EEE D

User Administration

TEST ORG

TEST OFF

TESTLOC
MName Title Username Is POC Actions
Doe, Jane Confractmg Speciahst ados HNo [Boles |[Edt Delete m
Smith, John Contractng Specialist jsenith | Yes [Roles|Eds Delete POC|

Note: Users specified as a POC against a posted (EPE) Symopsis cannot be deleted

<4< Back | Create New Liser

Figure 14.53: List of Users

This will display a list of Users for a particular Location.

14.2.2.2 Creating a New User
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m PROFILE LoGouT

User Administration

Search For User

Last Name: |

First Mame: |

Username: |

Search |

TEST ORG
Office . Location . Actions
Test Office XYZ Test Location XYZ Users
Test Office X YZ Test Office 2 Weers

Figure 14.54: User Administration

To create a new User account, click on "Create New User".
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User Administration

First Hame: |Jane
Middle Initial: [

Last Name: |Elcle

Title: |C|:|i1ua|:1ing Specalist
User Name: |jados
- Password: =

Telephone: |202-222-2222
Fax:  [202-333-3333
Email: ]nnne@dw null
Location: || TEST/TEST OFF, TESTLOC =|

Sove | Cancel |

Figure 14.55: New User Form

You can click on "Back" or "Cancel" to return to the User Administration screen. Otherwise, fill in the fields, select the appropriate
Location from the Location dropdown box, and click on "Save".

The following restrictions apply to the information fields:

First Name: Only alphabetic characters, punctuation marks, and a space between them.

Middle Initial: || Only one alphabetic character, a period with no space between them.

Last Name: Only alphabetic characters, punctuation marks, and a space between them.

Title: Only alphabetic characters and a space between words.

User Name: Only ten (10) alphanumeric characters and no space between them.

Password: Only eight (8) alphanumeric characters and no space between them.

Telephone: Only numbers, parentheses, and dashes with a space between characters.

Fax: Only numbers, parentheses, and dashes with a space between characters.

Email: Only alphanumeric characters, a period, an "@" symbol, and no space between characters.
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Please Note:

Administrators should take extreme care to ensure that information, such as name, title, telephone number, fax number, and
email address is accurate. When a User posts a document to FedBizOpps, this information will be extracted from their profile

and will be displayed in the notice.

FedBizOpps does not allow the use of duplicate "Usernames" and "Passwords". If a "Username" and "Password" already exist
on the system, you must create a different "Username" and "Password" for the new User account.

A User account is associated with one Agency/Office/Location. If the User will need to post on behalf of multiple Locations, a
User account will need to be created for each Location.

m PROFILE LOGOUT

N ame

Doe, Jane

User Administration

TEST ORG
Test Office XYZ
Test Location XYZ
Title Username Is POC Actions
Contractmg Speciahst Jadoe Ho |[Eoles [Edit [Delete POC

Noter Users specified asa POC against o pested (EFS) Synepsis cannet be deleted

Create Mew Llser

Figure 14.56: New User Account Listing

Once you have entered the new User's profile information, there are still a few more steps in order to set up the account properly. You
still need to assign roles and change the POC designation, if appropriate.

Without assigned roles, a User will not be able to access the FedBizOpps system.

To assign roles to the User's account, click on "Roles" next to the User's name.
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User Role Administration

Name: Jane & Doe
Username: jadoe

signed Boles: 'Uuassi@nd Boles:
<—Add Salected Transactions

EPS-EPS Stals Reviewsr

EFES-EFS Document Creaior

EFS-EFS Document Archiver
ADMIN-EFS User Adrministrator =]

Dalete Selacted Transactions —»

oo | son] core

Figure 14.57: User Account Roles

Please be advised that a User must have at least one "User" role, such as "EPS-EPS User", in order for the User to be able to access
FedBizOpps.

ORG-Office Administrator
ADMIN-EPS User Administrator
EPS-EPS User

EPS-EPS Stats Reviewer

Administrate an Office

ORG-Location Administrator
ADMIN-EPS User Administrator
EPS-EPS User

EPS-EPS Stats Reviewer

Administrate a Location

Create, preview, save, archive, unarchive, and delete EPS-EPS User

documents

Create, preview, and save documents EPS-EPS Document Creator

Archive and unarchive documents EPS-EPS Document Archiver
Delete documents EPS-EPS Document Deleter
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EPS-EPS Stats Reviewer*

View statistics ) ) ) o
Using this role also requires assigning a User roles,

such as "EPS-EPS User" for system access

To assign User roles, highlight a role from the "Unassigned Roles" table and click on "Add Selected Transactions".

i ™ oz R Locorr

User Role Administration

M ame:
Username:
Assigned Boles iT.Tnassi,gtwd Eoles:
EFS-EFS User = Add Selected Transachons | EFS-EFS Stats Reviewsr -
EFS-EFS Document Cre atos
EPS-EPS Docurnant Archiver
Delete Selecled Transackons = | ADMIMN-EPS User Administrator

ORG-Location Administrator =]

JBock| | e | Conce |

Figure 14.58: User Account Roles

This will move the role to the "Assigned Roles" table. Continue highlighting and moving roles until you have selected and assigned
the appropriate roles. If you need to remove a role, highlight the role in the "Assigned Roles" table and click on "Delete Selected
Transactions". This will move the role to the "Unassigned Roles" table.

You can click on "Back" or "Cancel" to return to the User Administration screen. Otherwise, select the appropriate roles and click on
"Save".
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ol O ED

User Administration

Search For User

Last Mame: |

First Mame: |

Username: |

Sesrch |

TEST ORG
Office Location Actions
Test Office XYZ Test Location XYZ sers
Test Office XYZ Test Office 2 Users
Back Crevabe Mew Llsar [

Figure 14.59: User Administration

Once you have assigned the roles, you need to designate whether or not the User will be a Point of Contact (POC). When a User is
listed as a "POC", their name is added to a drop-down box of available "POCs" for Users to select when creating a synopsis at a
location.

To make a User a POC, click on the link called "POC" for that "User". This operation changes the selection in the "Is POC" field from
"No" to "Yes". To change the selection back to "No", simply click on the "POC" link again.

Once you have set up the User account, you will need to provide the User with their Username and Password. To prompt the system
to provide the Username and Password to the User via email, go to www.fedbizopps.gov and click on "FedBizOpps Buyers".
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¥ D FBO W Contact Information
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Hatice of Section 508 Compliance: Buyers ulilizing the Federal Business
Opporunities (Fed8izOpps) websie are required to ensure that all data
posied on FedBizDpps complias with Section 508 of the Rehabilitation
Act 29U.8.C 57944

Figure 14.60: FedBizOpps Buyers

FBO Password Finder

To recetve your username and password by email, please enter your email address and click the send request button:

Email address: liuhn.smiﬂ'&@dev.null

I Send Request I Cum:al]

Figure 14.61: "Forgot your password" Link

Enter the User's email address and click on "Send Request".
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Please Note: You must enter the User's email address as was entered in the User's profile, as the email address field is case
sensitive. If you do not enter the email address in the correct case, you will receive an error message.

The system will then forward an email to the new User with their Username and Password.

14.2.2.3 Editing or Deleting a User's Account

ol O ED

User Administration

Search For User

Last Mame: |

First Mame: |

Username: |

Sesrch |

TEST ORG
Office Location Actions
Test Office XYZ Test Locaten XYZ Ueers
Test Office XYZ [Test Office 2 Uzers
Back Crevabe Mew Llsar [

Figure 14.62: User Administration

To edit a User's FedBizOpps account information, pull up a User's account information by:

Entering the last name, first name, or username and clicking on "Search".

Clicking on "Users" next to an Office and Location.

file:///D)/UpdatedEPSBuyersManual 030904/BG14-Admin.html (52 of 76)3/9/2004 11:37:50 AM



Buyers- Admin

o B o T ocor )

User Administration

TEST ORG
Test Office XYZE
Test Location Y7
Name Title Usermame Is POC Actions
Doe, Jane Contracting Specialist ljadoe No |Eoles [Edst Dalets ([POC

Neter Users specified as a POC against a posted (EFS) Synopsiz cannot be deleted

<< Back I Create Mew Lisar

Figure 14.63: User Account

From this screen, you can:

Assign or delete roles.
Edit the User's profile.
Delete a User.

Change the POC designation.

The assigning of roles and POC designation is discussed in section 1.4.2.2.2 of this manual. To edit the User's profile, click on "Edit"
next to the User's name.

file:///D)/UpdatedEPSBuyersManual 030904/BG14-Admin.html (53 of 76)3/9/2004 11:37:50 AM



Buyers- Admin

User Administration

First Hame: |Jane
Middle Initial: [

Last Name: ||:|DE'

Title: |C|:| niracting Specialist

User Hame: Ide
Pas sword: f
- Telephone: IW
. Fax  eanam
Email: [rane@des mll
Location: || TEST/TEST OFF, TESTLOC =|

| Seve | | Cancel

Figure 14.64: User's Profile Information

An Administrator can change any information in the User's profile, including the Username and Location. A User can change their
profile information by logging into FedBizOpps and clicking on "Profile”, except for their Username and Location.

You can return to the "User Administration" screen by clicking on "Back" or "Cancel". Otherwise, key in the correct information and
click on "Save".
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o B o T ocor )

User Administration

TEST ORG
Test Office XYZE
Test Location Y7
Name Title Username  [Is POC Actions
Doe, Jane Contracting Specialist [jados No |Eoles [Edst Dalets ([POC

Neter Users specified as a POC against a posted (EFS) Synopsiz cannot be deleted

<< Back I Create Mew Lisar

Figure 14.65: User Account

A User can be deleted from the system ONLY if their POC designation is "No". If you need to delete a User, please ensure their POC
designation is set to "No", then click on "Delete" next to the User's Name.

L R rroni: R Locorr

Delete Confirmation

You have requested the deletion of the lellowing User. Please confirm that you wish to delete this User.

Mame: Doe, Jane
Username: jadoe

Locaton: TESTLOC

Dalate Cancel
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Figure 14.66: Delete Confirmation

You will receive a screen to confirm your deletion of the User. If you would like to delete the User, click on "Delete". Otherwise, click
on "Cancel". The User will be deleted from the system.

14.3 Location Administration

If you have been designated as a "Location Administrator”, you will see the following screen once you have clicked on "ADMIN":

< o D

Administration Menu

Mammtain Office
Test Office XYZE

Maintain Users/POCs

Figure 14.67: Location Administration Menu
In order to edit Locations within an Office of an Agency, you would click on "Maintain Location".
Please Note: Only an Agency or Office Administrator can delete a Location.

In order to create, edit or delete User Accounts within a Location, you would click on "Maintain Users/POCs".

14.3.1 Maintain Locations
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MAIN LOGOUT

Location Administration

TEST ORG - Test Office XYZ
| Name Address]l  |[Address2| City [State| Zip FBEO Acct| Actions
Test Location XYZ 123 Main Street (Washingten DC (20000 Test123  [Edit Delete

Note: Locations having posted (EFS) Symopses cannol be deleted.

L4< Back | Creabs New Location

Figure 14.68: Location Administration

In order to edit the Location listing, you will need to click on "Edit" next to the name of the Location.

L SAN B PRORLE R LOOT

Location Administration

Agency
Offiee

(Mice Code:

: TEST ORG
¢ Test Office XYE
TOXYZ

Location Name

s [Test Location X2

Location Code
Address]

City

Address2;

¢ [TLxv2

: [123 Main Street

s [Washington

State:

joc

Fip
* FEO Account Mumber

* FBO Password
Password Hemindsr
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You can edit:

Location Name

Address

Figure 14.69 Editing a Location Listing

FBO Account Number/Password

The following restrictions apply to the information fields:

Location Name:

Only alphanumeric characters, parentheses, and a space between words.

Addressl:

Only alphanumeric characters, punctuation marks, parentheses, and a space between
words.

Address2:

Optional, only alphanumeric characters, punctuation marks, parentheses, and a space
between words.

City:

Only alphabetic characters, and a space between words.

State:

Only two alphabetic characters with no space between them.

Zip:

Only numbers and dashes, and a space between them

FBO Account
Number:

Only alphanumeric characters with no space between them.

FBO Password:

Alphabetic characters, punctuation marks, pound signs, and astericks with no space
between them.

Please Note:

Administrators should take extreme care to ensure that the above information is accurate. When a User posts a document to
FedBizOpps, this information will be extracted from the Agency/Office/Location profile and will be displayed in the notice.

The FBO Account Number and Password must be unique. The system will provide an error message if you choose
information used by another Agency/Office/Location. These fields are necessary fields to accommodate Agencies that post via
email and ftp.

Please Note: The FBO Account Number and Password must be unique. The system will provide an error message if you choose
information used by another Agency/Office/Location. These fields are necessary fields to accommodate Agencies that post via email

and ftp.

To edit the Location, key the new information in the appropriate field and click "Save". If you would like to return to the "Location

Administration" screen, click on the "Back" or "Cancel" buttons.
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Location Administration

TEST ORG - Test Office XYZ

Mame [ Address] [Address? | City State Fip FBO Acet| Actions
Test Locaton XYZ 123 Mam Sireet Washington [DC 20000 Test123  Edit Delete

Note: Locations having posted (EFS) Synopees cannol be deleted.

<t Back I Create Mew Location

Figure 14.70: Location Administration

14.3.2 Maintain Users

m PROFILE LOGOUT

Administration Menu

Maintain Office
Test Office XYE

Maintain Users/POCs

Figure 14.71: Administration Menu

To Create, Edit or Delete User Accounts within a Location, click on "Maintain Users/POCs".
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User Administration

Search For User

Last Mame: |
First Mame: |
Username: |
Search |
TEST ORG
Office Location Actions
Test Office XYZ Test Locaben XYZ Ugers
Test Office XYZ [Test Office 2 Uzers
Back Cresabe Mew User I

Figure 14.72: User Administration

Your location will be displayed. You can:

Search for a specific User.
Create a New User.

Edit a User's Profile.

Please Note:

A User account is associated with one Agency/Office/Location. If the User will need to post on behalf of multiple Locations, a
User account will need to be created for each Location.

The Agency, Office and Location must be set up before Users can be assigned to a Location.

14.3.2.1 Searching for a User

To search for a specific User, enter the User's last name, first name or FedBizOpps username. Before creating a user account, we
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recommend that you use this capability to ensure:

An account does not already exist for the user.

An account with the same username does not exist.

Enter the search information and click on "Search".

o [ reore T Locour |

User Administration

TEST ORG
Test Office XYZ
Test Location XYZ
MName Title Username Is POC Actions
Doe, Jane Contracting Speciabst jadoe HNo |Boles |Edst Dielete |[POC

Noter Users specified as a POC against a posted (EFE) Synopss cannot be deleted

{4 Back | Create New Lizar

Figure 14.73: FedBizOpps Account

If an account exists, the User's account information will be displayed. You can click on the "Back" button to return to the User
Administration screen, or you can click on "Create New User" to create a new FedBizOpps User account.
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m PROFILE LoGouT

User Administration

Search For User

Last Mame: |

First Mame: |

Username: |

Search |

TEST ORG
Office . Location . Actions
Test Office XYZ Test Location XYZ sers
Test Office XYZ Test Office 2 Users
Back Crevate Mew Llsar I

Figure 14.74: User Administration

You can also pull up the User's account by clicking on "Users" next to the Location.
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User Administration

TEST ORG

TEST OFF

TESTLOC
MName Title Username Is POC Actions
Doe, Jane Confractmg Speciahst ados HNo [Boles |[Edt Delete m
Smith, John Contractng Specialist jsenith | Yes [Roles|Eds Delete POC|

Note: Users specified as a POC against a posted (EPE) Symopsis cannot be deleted

<4< Back | Create New Liser

Figure 14.75: List of Users

This will display a list of Users for that Location.

14.3.2.2 Creating a New User
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m PROFILE LoGouT

User Administration

Search For User

Last Name: |

First Mame: |

Username: |

Search |

TEST ORG
Office . Location . Actions
Test Office XYZ Test Location XYZ Users
Test Office X YZ Test Office 2 Weers

Figure 14.76: User Administration

To create a new User account, click on "Create New User".
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User Administration

First Hame: |Jane
Middle Initial: [

Last Name: |Elcle

Title: |C|:|i1ua|:1ing Specalist
User Name: |jados
- Password: =

Telephone: |202-222-2222
Fax:  [202-333-3333
Email: ]nnne@dw null
Location: || TEST/TEST OFF, TESTLOC =|

Sove | Cancel |

Figure 14.77: New User Form

You can click on "Back" or "Cancel" to return to the User Administration screen. Otherwise, fill in the fields, select the appropriate
Location from the Location dropdown box, and click on "Save".

The following restrictions apply to the information fields:

First Name: Only alphabetic characters, punctuation marks, and a space between them.

Middle Initial: || Only one alphabetic character, a period with no space between them.

Last Name: Only alphabetic characters, punctuation marks, and a space between them.

Title: Only alphabetic characters and a space between words.

User Name: Only ten (10) alphanumeric characters and no space between them.

Password: Only eight (8) alphanumeric characters and no space between them.

Telephone: Only numbers, parentheses, and dashes with a space between characters.

Fax: Only numbers, parentheses, and dashes with a space between characters.

Email: Only alphanumeric characters, a period, an "@" symbol, and no space between characters.
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Please Note:

Administrators should take extreme care to ensure that information, such as name, title, telephone number, fax number, and
email address is accurate. When a User posts a document to FedBizOpps, this information will be extracted from their profile
and will be displayed in the notice.

FedBizOpps does not allow the use of duplicate "Usernames" and "Passwords". If a "Username" and "Password" already exist

on the system, you must create a different "Username" and "Password" for the new User account.

A User account is associated with one Agency/Office/Location. If the User will need to post on behalf of multiple Locations, a

User account will need to be created for each Location.

Cuin Qo T Locorr

Once you have entered the new User's profile information, there are still a few more steps in order to set up the account properly. You

Mame
Doe, Jane
Smuth, John

User Administration

TEST ORG

TEST OFF

TESTLOC
Title Username Is POC Actions
Contractmg Speciabet Jadoe Mo |Boles |Ede Delete POC
Contractng Specialst Jsemith Yes [Eoles (Edst Delete [POC

foter Users specified as a POC against a posted (EPS) Symopsis canmot be deleted

Create Mew Usar

Figure 14.78: New User Account Listing

still need to assign roles and change the POC designation, if appropriate.

Without assigned roles, a User will not be able to access the FedBizOpps system.

To assign roles to the User's account, click on "Roles" next to the User's name.
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User Role Administration

Marme:
Usermare:
sgned Boles: .[Unassi,gm:d Eoles:
EFS-EPS User < Add Selected Transactions | [EFS-EFS Stats Reviewer . =
EFS-EFS Document Crastor
EFS-EPS Document Archrser
Delete Salectad Transactons —» | [AoMIN-EPS User Administrator

| ORG-Location Administrator =]

Beck| Sewe| _Concsi |

Figure 14.79: User Account Roles

Please be advised that a User must have at least one "User" role, such as "EPS-EPS User" or "EPS-EPS Document Creator", in
order for the User to be able to access FedBizOpps.

Activity Assigned Roles

ORG-Location Administrator
ADMIN-EPS User Administrator
EPS-EPS User

EPS-EPS Stats Reviewer

Administrate a Location

Create, preview, save, archive, unarchive, and delete EPS-EPS User

documents

Create, preview, and save documents EPS-EPS Document Creator

Archive and unarchive documents EPS-EPS Document Archiver
Delete documents EPS-EPS Document Deleter

EPS-EPS Stats Reviewer*

View statistics . . . -
Using this role also requires assigning a User roles,

such as "EPS-EPS User" for system access

To assign User roles, highlight a role from the "Unassigned Roles" table and click on "Add Selected Transactions".
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1 EEE D

N arme:
Username:
Azsigmed Bloles
EFS-EFS User = Add Selected Transachons

Delete Selected Transactons =

JBack| | Sove |

User Role Administration

iT.Tnassigtwd Eaoles:
EFS-EPS Stats Reviewsr j

EFS-EFS Document Cre ator
EPS-EFPS Docurmant Archiver
ADMIN-EFS Usar Administrator
ORG-Location Administrator =]

Cancel

Figure 14.80: User Account Roles

This will move the role to the "Assigned Roles" table. Continue highlighting and moving roles until you have selected and assigned
the appropriate roles. If you need to remove a role, highlight the role in the "Assigned Roles" table and click on "Delete Selected

Transactions". This will move the role to the "Unassigned Roles" table.

You can click on "Back" or "Cancel" to return to the User Administration screen. Otherwise, select the appropriate roles and click on

"Save".
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User Administration

Search For User

Last Mame: |

First Mame: |

Username: |

Sesrch |

TEST ORG
Office Location Actions
Test Office XYZ Test Location XYZ sers
Test Office XYZ Test Office 2 Users
Back Crevabe Mew Llsar [

Figure 14.81: User Administration

Once you have assigned the roles, you need to designate whether or not the User will be a Point of Contact (POC). When a User is
listed as a "POC", their name is added to a drop-down box of available "POCs" for Users to select when creating a synopsis at a
location.

To make a User a POC, click on the link called "POC" for that "User". This operation changes the selection in the "Is POC" field from
"No" to "Yes". To change the selection back to "No", simply click on the "POC" link again.

Once you have set up the User account, you will need to provide the User with their Username and Password. To prompt the system
to provide the Username and Password to the User via email, go to www.fedbizopps.gov and click on "FedBizOpps Buyers".
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Buyers

Federal Business Opporfunifies

o Note # Find Business Opportunity
* o must b @ valid Vser account o use this sysbam,
Faderal contracling prafessionals ang Sole - * FelBirOpps News
responzibla m”ng fnnbentm arr.'imnpsrah « Tooblain 3 new Lser accound, fill out the online Reqisiration Fosm figr ¥ it e ?

submiitted. The FBO staffwill make no Eagesal Users, ¥ FBO Awnards

ehangis of toretlions b Symopsis conten . ¥ 5063 Complanss
g Amp « Forgobwour password? e
W Buyers Links W Privacy and Security Statement
P AOOMET Home Page . F Frivacy and Securily Stalement
¥ Rﬂjm’dicl'r Foam fer Fodsral Lisers Fleaze enteryour User D and Fassword:
¥ D FBO W Contact Information
F FBO Buryars Guids / Online Tulonsl User 1D F Email oo supporhiges pov
P FEXD Buryers: Gulde: (Downlond]) Password: ¥ Frone: 677-472-37749 (Tod Fres)
F humbaned Notes
Legl ®
| | -
i General Information = ¥ FedBizdpps Home
P Saction 508 Vendar Motice ¥ FedBizdpps Vendors
F interiace Decscripton

F Mansgement Responsibdty

F Frequently Asked Guestions
Hatice of Section 508 Compliance: Buyers ulilizing the Federal Business
Opporunities (Fed8izOpps) websie are required to ensure that all data
posied on FedBizDpps complias with Section 508 of the Rehabilitation
Act 29U.8.C 57944

Figure 14.82: FedBizOpps Buyers

Click on the link for "Forgot your password".

FBO Password Finder

To recetve your username and password by email, please enter your email address and click the send request button:

Email address: Iiuhn.smith@d evnull

| Send Request I Cnm:al]

Figure 14.83: "Forgot your password" Link
Enter the User's email address and click on "Send Request".

Please Note: You must enter the User's email address as was entered in the User's profile, as the email address field is case
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sensitive. If you do not enter the email address in the correct case, you will receive an error message.

The system will then forward an email to the new User with their Username and Password.

14.3.2.3 Editing or Deleting a User's Account

o D

User Administration

Search For User

Last Mame: |
First Mame: |
Username: |
Search |
TEST ORG
Office Location Actions
Test Office XYZ Test Locatien XYZ Ueers
Test Office XYZ Test Office 2 Dszers
Back Craate New User |

Figure 14.84: User Administration

To edit a User's FedBizOpps account information, pull up a User's account information by:

Entering the last name, first name, or username and clicking on "Search".

Clicking on "Users" next to the Location.
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User Administration

TEST ORG

TEST OFF

TESTLOC
MName Title Username Is POC Actions
Doe, Jane Confractmg Speciahst Jados Ho |Boles [Edt Delete POC
Smuth, John Contractmg Fpeciakst Jérruth Yer [Roles|Eds TM'E

Note: Users specified as a POC against a posted (EPE) Symopsis cannot be deleted

<4< Back | Create New Liser

Figure 14.85: User Account

From this screen, you can:

Assign or delete roles.
Edit the User's profile.
Delete a User.

Change the POC designation.

The assigning of roles and POC designation is discussed in section 1.4.3.2.2 of this manual. To edit the User's profile, click on "Edit"
next to the User's name.
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User Administration

First Hame: |Jane
Middle Initial: [

Last Name: ||:|DE'

Title: |C|:| niracting Specialist

User Hame: Ide
Pas sword: f
- Telephone: IW
. Fax  eanam
Email: [rane@des mll
Location: || TEST/TEST OFF, TESTLOC =|

| Seve | | Cancel

Figure 14.86: User's Profile Information

An Administrator can change any information in the User's profile, including the Username and Location. A User can change their
profile information by logging into FedBizOpps and clicking on "Profile”, except for their Username and Location.

You can return to the "User Administration" screen by clicking on "Back" or "Cancel". Otherwise, key in the correct information and
click on "Save".
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Doe, Jane

Smith, John

User Administration

TEST ORG

TEST OFF

TESTLOC
Title Username Is POC Actions
Confractmg Speciahst ados Mo |Reles [Edst Delete [POC
Contractmg Fpeciakst Jérruth Yes & Eds ME

Note: Users specified as a POC against a posted (EPE) Symopsis cannot be deleted

444 Back |

Create New Liser

Figure 14.87: User Account

A User can be deleted from the system ONLY if their POC designation is "No". If you need to delete a User, please ensure their POC
designation is set to "No", then click on "Delete" next to the User's Name.

(i I o~ R Locour )

Delete Confirmation

You have requested the deletion of the following User. Please confirm that you wish to delete this User.
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Figure 14.88: Delete Confirmation

You will receive a screen to confirm your deletion of the User. If you would like to delete the User, click on "Delete". Otherwise, click
on "Cancel". The User will be deleted from the system.

14.4 Registration Form for Federal Users

New users can request a FedBizOpps Buyer Account by filling out the "Registration Form for Federal Users". To access this form, go
to www.fedbizopps.gov and click on "FedBizOpps Buyers".

Buyers

Federal Business Cpporiunifies

W Note # Find Business Opportunity
& You must have a valid User account 1o use this sysham
Faderal contracling prafessionals ang $olih - * FelBirOpps News
responsible for the content of any synopsis * I" Dma"l" anew Lser account, fil outihe anhae Beqizitaban m f Fivihat's Mew?
; Egdaral Lsars,
submitted. The FBO staff will make no L L F FBO Awards
changes or corglions b SymOopsis conten - ¥ 506 Complarca
* [Forgotyour password?
i Bigyers Links W Privacy and Security Statemen
P ACGMET Home Page . F Frivacy and Securily Statement
I Risgisivation Form for Fedaral Lisers Please entaryour Liser IO and Password:
¥ D FBO W Contact Information
¥ FBO Buyers Guids fOnline Tulorisl User I F Emait o supportiBgsa oo
P FED Buniors Guide (Dowmiand) Pagsword: ¥ Phone: 877-472-3779 (Tod Fres)
F hhumbered Motes
Lagin X
i General information <l ¥ FedBizipps Home
b Section SO0 Vendor Motice ¥ FedBirOpps Vendors
P inderace Decstriphon
P Management Responsibity
P Frequently Asked Guestions
Hotice of Section 508 Comgliance; Buyers wilizing the Federal Business
Opporunities (Fed8izOpps) websie are required to ensure that all data
posted on FedBizDpps complies with Section 508 of the Rehabilitation
Act 29U.8.C.5794d

Figure 14.89: FedBizOpps Buyers

Click on the link for the "Registration Form for Federal Users".
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Buyers
Federal Business Opporfunifies

Firid Busing-ss Opprortunity 2 FedBizOpps (FBO) Registration Form for Federal Lisers
W Buyers Links
¥ ACGRET Home Page Bafore an individusl user can register 1o use FBO, his or her Agency musl be registenad wilth FBO. Plesse contact the
P Dertva FEO FBO Helpdesk at 877- 472 -3779 or al o supporti@hasa aoy for Agency regisiration
¥ FBI0O Buryers Manusl
¥ FBO Buryers Marsal (Dovwnioad)
Emplinee Names
[ General Information [
PR A I Emplayes PositionJob Title: |
F inberince Description A "
o S gency Name: [SetectOne =]
¥ Frequentty Asked Qussbons HureawCernter Hame: |
e |
Contact Information Street Address:
F Emad fbo supportigse gov =|
¥ Phone: 877-472.3779 (Tod Free)
city: |
* FedBirOpps Home State, Zip Code: |
* FedBirOpRs Home Telephorne Humber: |
F FedBirOpps Buyers FAX Mamber: |
¥ FedBizOpps Vendors
Ermail Address: |

Submit Form I Resell

Figure 14.90: Registration Form for Federal Users

New users will fill out the necessary fields and click on "Submit Form". This form will then be forwarded to the appropriate Agency
FBO Administrator by email. The Agency FBO Administrator, or their designee, will then be responsible for setting up the User.
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p FedBizOpps Buyers
P FedBizOpps Vendors

15.0 FBO Statistics (Restricted Use)

The FedBizOpps Statistics Module allows designated “Stat Reviewers” to view FedBizOpps System statistics. The “STATS” button is
only available to those individuals designated as “Stat Reviewers” by their Agency FedBizOpps Administrator.

To view statistics, click on “STATS".

L |~ chant OO | —ngex | ARcAIVE | unaonIE | Desere | ko | —stars ] ~proeie | “Locour )

FBO Statistics

Choose from the following 3 options:

1) Dusplay FBEO Statstics for the current date and time Gt Stats I

2) Dusplay FBO Stahstics for the followang

Month{02 Da}'.l? Year|2004

#) Dsplay FBEO Stabstics for the follwng two dates

Begm Date M-:.nm-l_ Da:.rl_ Ytarl_
End Date Momth]  Day[  Year Get Stats

Figure 15.1: Statistics Module
There are three options for viewing statistics:

Statistics for the current date and time.
. Statistics for a specific month/day/year.
. Statistics between two date periods (e.g. 05/01/2002 — 05/31/2002).

In this scenario, we will use option #2 and view the statistics for a particular day. Enter the month, day and year for which you would
like to view statistics. Two digits should be entered for the month and day, while four digits should be entered for the year. Then, click
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on “Get Stats”.

[wun | ceenre ] eor ] e f weiowe fmoex ] ARceive J umaecuive ] oeiere ] aoun ] stars ] PRoALE |
FBO Organization Statistics
26 February 2004
Orrganization Statistics

Entity [| Number
.A,gl:ncu:s . 95
[Offices 547
Locations ' 2506
[Bugers ' 22915
Registered Vendors [ 438664
.Arti\ra Synopses
[Active Presolicitations ' 2130
[Actve Presol Modifications | 5085
[Active Awards ' 5188
[Actve Sources Sought ' 4371
[Active Foreign Standard ' 0
[Active Sale of Surphus ' 18
[Actve Special Motice [ 2003
..P.I:'Iﬂl': Amendment to g
Cobaned SynopsiafSelicitation

Figure 15.2: FBO System Statistics
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L caoare ] a1 ~Urions ] “cox ] Aacervc | unasceive | et ] ~howw—] ~stars ] “rrome ] oo )
Tatal 15016
Active Solicitations
Achve Sohetaton Uploads 13269
Active Sobicstaton Indexes 1879
' Total 21148
Archived se%
Archore Presolicitatons 60725
Archive Presol Modifications 0
Archore Awards 0
Archave Sources Sought 4391
Archave Foreign Standard . 3
Archore Sale of Surplus 58
Archove Special Haotice 2847
Archive Combine ' ;
SynopaisiSolicitabon
Tatal ' 68024
Archived Solicitations
Archrve Scbataton Uploads 523
Archive Sobeitation Indesees | 148
Total 671

Figure 15.3: FBO System Statistics
The FBO Statistics screen will display:
The number of Agencies, Offices, Locations, Buyers (Contracting Officers), and Registered Vendors (Vendors registered to
use our email notification service) on FedBizOpps.

. The number of active Presolicitation Notices, Modifications, Awards, Sources Sought Notices, Foreign Government Standard
Notices, Sale of Surplus Property Notices, Special Notices, Combined Synopsis/Solicitations, Amendments to Combined
Synopsis/Solicitations and Solicitations for all Agencies.

. The number of archived Presolicitation Notices, Modifications, Awards, Sources Sought Notices, Foreign Government
Standard Notices, Sale of Surplus Property Notices, Special Notices, Combined Synopsis/Solicitations, Amendments to
Combined Synopsis/Solicitations and Solicitations for all Agencies.

. Alist of Agencies, along with the nhumber of active and archived postings for each Agency.

You can also view advanced statistics for a particular Agency. Click on the highlighted link for the Agency in the “Code” column
under “Postings”.

file:///D/UpdatedEPSBuyersManual 030904/BG15-Stats himl (3 of 11)3/9/2004 11:37:59 AM



Buyers - Stats

LNART PSERENTES SRS S RPN (| [ARAIFES INARCHIYE JESUSETES! JESNOMNS JESRTNAS [ PRmes S T0es

| Postings

| Code ' Agency . Active | Archived |  Total
[ABMC American Battle Monuments Commsssion 0| 1 1
[AID {Agency for International Development ' 284 73| 1003
laoc Architect of the Capitol 12| 73| 85
[aoUsC \Admiristrative Office of the U 5. Cousts ' 8| 31| L
[BBG Ercadcasting Board of Governors 15| 175 191
[BDSW British Defense Stalf (Washington) [ o 1] 1
|cFTC Commedity Futures Trading Commission 2| 37| 39
lcrts (Corperation for Mational and Communty Service | 14| 157 | 171
lcpsc Couamer Produt Safity Codmiision 3 15 18
lcsosa Court Services and Offender Supervision Agency ' 12| 26| £
DC District of Cobumbia Government 1] 22 23
[M Defense Contract Management Agency If 43.[ 1393 [ 1441
DHS-ET DHS - Border and Transportation Security 216 | 487 | 703
DHS-DR DHS - Direct Reports 1918 2716 4634
|DHS-EPR. DHS - Emergency Preparedness and Response 36| 101 | 137
DIsA Defense Information Systems Agency 524 | 875 | 1399
DLA Diefense Logistics Agency [ 5695 91527 | 97222
[DMFSR Disfense Muclear Facilities Safety Board 1] ol 1
[Doc Department of Cormmerce ' 450/ 4709 5159
[DoE Diepartment of Energy 440 2021 | 2461
T e et 2 S Tobmri e ' =l vecsl 172

Figure 15.4: FBO Agency Statistics
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[ wain | cheare §  eor ] on | ueioas ) inpes ] ARcWive ] usakcatve | beieve | Ao ] stars | pRoALE

FBO Agency Statistics
GSA

26 February 2004
Agency Statistics

Entity | DNumber
[Offices ' 13
[Locations ' 392
[Buyers ' 2321
Registered Vendors 62518
[Active Synopses
[4ctive Presolicitations 1475
[Active Presel Modifications . 737
|Active Awards ' 678
[A.ctive Sources Sought . 112
[4crive Foreign Standard ' ]
[Active Sale of Surphas . il
[Active Special Notics ' 138
[Active Combine . 3
SynopnsSolicitation
[Active Amendment to [ o

Corrbined SunnaneiaSolicitaton

Figure 15.5: FBO Agency Statistics
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Tuotal 31N
Active Solicitations
Achive Schatabhon Tploads 2837
Active Solictabon Indexes &0

Total 28597
Archived Synopses
Arclive Presobettanons 5853
Archive Presol Moddficanons 1976
Archive Awards 5171
Archive Sources Sought 970
[Archive Foreign Standard . i]
[Archive Sale of Surplus . 18
Archive Special Motice . 120%

Archive Combme

SynopansSobataton 132

Archive Amendment to 0

Combmed SynopsisfSolicitanon

' Total ' 15369

[Archived Solicitations

Archive Solicitation Uploads | 4727

Archive Sobatation Indexes . 15
Total ' 4742

Figure 15.6: FBO Agency Statistics
The FBO Statistics Screen will display:

The number of Offices, Locations, Buyers (Contracting Officers), and Registered Vendors (Vendors registered to use our
email notification service) on FedBizOpps for that Agency.

The number of active Presolicitation Notices, Modifications, Awards, Sources Sought Notices, Foreign Government Standard
Notices, Sale of Surplus Property Notices, Special Notices, Combined Synopsis/Solicitations, Amendments to Combined
Synopsis/Solicitations and Solicitations for that Agency.

The number of archived Presolicitation Notices, Modifications, Awards, Sources Sought Notices, Foreign Government
Standard Notices, Sale of Surplus Property Notices, Special Notices, Combined Synopsis/Solicitations, Amendments to
Combined Synopsis/Solicitations and Solicitations for that Agency.

A list of Offices, along with the number of active and archived postings for each Office within an Agency.
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You can also view advanced statistics for a particular Office within an Agency. Click on the highlighted link for the Office in the
“Office” column under “Postings”.

L T cionre | eon [ v ] vnow ] woox [ ascaive Jomacenve | oeere | oun | swrs | [ ocour
Postings
Office | Active | Archived | Total
Fegional Admastrative Offices 0 | 1 | 1
Ciffice of the Admunistrator (A) _ o 12| 12
Board of Contract Appeals 0 [ & [ &
Federal Supply Service (FS5) : 857/ 7428 8285
Federal Technelogy Service (FTS) : 329 2326 2655
Cifice of Small Busmess Thzation | 2 | 37 | 39
.OEE-:c of Inspector General 0[ 0[
(Oiffice of the Chief Information Officer () : ol 0|
Office of General Counsel - ol 0| 0
Ciffice of Government-wide Policy _ 29| 29| 58
(Oiffice of Management and Workplace Programs (C) [ ol 20| 20
(Oiffice of the Begional Adminstrator : ol z| 3
Pubbic Buldings Service (PES) j 1954 | 5507 7461
All Offices | 3171 | 15369 | 18540
Wote: Statistics are current as of 2004-02-2¢ 12:02:00
<<< Back I

Figure 15.7: FBO Office Statistics
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FBO Office Statistics
26 February 2004
Office Statistics
Entity Numher

Locations 24
Busrers 311
Fegstered Vendors T6EE
Active SES
Active Fresobctatons 110
Active Presol Modificatons 47
Active Awards 137
Active Sources Sought 11
HActive Foreyggn Standard 0
Active Sale of Surphiz 1]
Active Special Motice 7
Active I_.'..'n_:rmhnzc 17
SynopsisiSobotation
Actve Amendment to a
Combined Synopsis!Selicitation

Total 329

Figure 15.8: FBO Office Statistics
The FBO Statistics Screen will display:

The number of Locations, Buyers (Contracting Officers), and Registered Vendors (Vendors registered to use our email
notification service) on FedBizOpps for that Office.

The number of active Presolicitation Notices, Modifications, Awards, Sources Sought Notices, Foreign Government Standard
Notices, Sale of Surplus Property Notices, Special Notices, Combined Synopsis/Solicitations, Amendments to Combined
Synopsis/Solicitations and Solicitations for that Office.

The number of archived Presolicitation Notices, Modifications, Awards, Sources Sought Notices, Foreign Government
Standard Notices, Sale of Surplus Property Notices, Special Notices, Combined Synopsis/Solicitations, Amendments to
Combined Synopsis/Solicitations and Solicitations for that Office.

A list of Locations, along with the number of active and archived postings for each Location within an Office of an Agency.
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You can also view advanced statistics for a particular Location within the Office of an Agency. Click on the highlighted link for the
Location in the “Location” column under “Postings”.

FPostings
Location " Active Archived Total
Federal Technelogy Service(10FT) . ] 1
Federal Technelogy Serace (LOTEFR)
Informaton Technelogy Sersice (10TE)
Federal Technology Service (10TER-2)
Federal Tec hnology Servace (LOTTE)
IT Accmsitien Center (TTS)
Informaton Technelogy Seraices Acquston Dnnsien (1TE)
Federal Technology Senvice (1TE) [
.N-}rthtast & Canbbean Bemon (2TE)
Federal Technelogy Serace(2TT)
Federal Supply Center (3F)
Fedesal Technology Service 3GS
.]:nfcrmah-:-n Technology Sermces (3T
Federal Technelogy Serace (3T)
Sohutions Development Center (4T
FTS (Technical Seraces Branch) 4TEE
Technical Services Division (4TEF)
IT Solutiens West Branch { STEW)
FTS, Southeast Sunbel Begon (4TRWY
Federal Tec hnology Serace (ATREW-2)
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Figure 15.9: FBO Location Statistics
The FBO Statistics Screen will display:

The number of Locations, Buyers (Contracting Officers), and Registered Vendors (Vendors registered to use our email
notification service) on FedBizOpps for that Office.

The number of active Presolicitation Notices, Modifications, Awards, Sources Sought Notices, Foreign Government Standard
Notices, Sale of Surplus Property Notices, Special Notices, Combined Synopsis/Solicitations, Amendments to Combined
Synopsis/Solicitations and Solicitations for that Office.

The number of archived Presolicitation Notices, Modifications, Awards, Sources Sought Notices, Foreign Government
Standard Notices, Sale of Surplus Property Notices, Special Notices, Combined Synopsis/Solicitations, Amendments to
Combined Synopsis/Solicitations and Solicitations for that Office.
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A list of Locations, along with the number of active and archived postings for each Location within an Office of an Agency.

You can also view advanced statistics for a particular Location within the Office of an Agency. Click on the highlighted link for the
Location in the "Location" column under "Postings".

FBO Location Statistics
26 February 2004

Location Statistics
Entity Number

-Rl:g:istl:rcd Vendors . 576
Active Synopses

[A.ctive Presolicitations . 27
Actve Prezol Modificatons 2
[A.ctive Awards . 1
Active Sources Sought ]
Active Foreign Standard 0
[.ctive Sale of Surplus ]
Actve Special Mobce il
[A.ctive Combine a
SynopssfSolicitation

|Active Amendment to 0

Combined SynopsisfSolictahon
' Total ' 30
Artive Solicitations

[Active Solicwation Tploads . 1

Figure 15.10: FBO Location Statistics
The FBO Statistics Screen will display:

The number of Registered Vendors (Vendors registered to use our email notification service) on FedBizOpps for that Location.

The number of active Presolicitation Notices, Modifications, Awards, Sources Sought Notices, Foreign Government Standard
Notices, Sale of Surplus Property Notices, Special Notices, Combined Synopsis/Solicitations, Amendments to Combined
Synopsis/Solicitations and Solicitations for that Location.
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The number of archived Presolicitation Notices, Modifications, Awards, Sources Sought Notices, Foreign Government
Standard Notices, Sale of Surplus Property Notices, Special Notices, Combined Synopsis/Solicitations, Amendments to
Combined Synopsis/Solicitations and Solicitations for that Location.
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