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System Requirements for the EPS System 

The EPS system can be accessed from any PC or MAC at a NASA installation with Internet access and a browser equivalent to Netscape 4.5 or higher. JavaScript must be enabled. Passwords are required to ensure that only authorized Procurement personnel submit synopses and solicitations. 
The URL for the EPS System is:  http://nais.nasa.gov/cgi-bin/EPS/eps.cgi 

When you access this URL, the following page will appear:
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EPS selects the Center based on your computer's IP address.   

NOTE: some centers have multiple procurement groups; these centers will need to select the appropriate group by clicking on the "arrow" in the Select Center area: 
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Before entering EPS, you will get a request for a Username and Password: 
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Enter the Username and Password assigned to your Center and/or group. Generally all Usernames and Passwords are LOWERCASE. 

EPS System Overview 

The Electronic Posting System (EPS) System was developed by the NAIS Team for Agency-wide posting of synopses and solicitations. This system uses the World Wide Web (WWW) to provide an intuitive interface for creating synopses and uploading solicitation files. This manual will give you additional guidance for using the system. 

Original prepared by Corinne S. Reed-Miller, GSFC
Corrections prepared by Wanda Behnke and Mary Ann Bishop, GSFC
Your curator is Gary Rhoney, MSFC
EPS Scripting by Stephen Hoang, DFRC and Robert Mason, MSFC

Navigating the EPS System 

After you have entered your Userid and Password, you will be at the EPS Posting Pages. All of the EPS pages will have a menubar at the top of the page. This menubar is used for navigating within the EPS System (Version 3.01, the menubar is in a different order but the buttons are the same): 
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	Go to Agency-Wide postings by Date (Business Opportunities)
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	Create Synopses, Modifications, Award Notices, and other Acquisition Notices for posting
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	Edit or Approve (Post) a saved Acquisition Notice prior to posting
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	Archive a posted Synopsis or Award Notice.  All acompanying documents such as solicitations are also archived.
Upload Solicitation, Amendment, and Other documents from your desktop to the EPS System

	[image: image10.png]Creste




	Create, View, or Delete On-Line RFQs
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	Add, Update or Remove Point of Contact (POC) information
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	View archived Synopses or Award Notice.
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	Go to CBDNet Search

	               [image: image14.png]



	Provides access to the EPS User Manual

	
	


You should bookmark the EPS Entry Page [http://nais.nasa.gov/cgi-bin/EPS/eps.cgi], as this is a handy entry into the system, and permits rapid access to your center's synopsis and award postings. 
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Comments/Suggestions 

The EPS System was designed to be user-friendly and efficient. User suggestions are encouraged. Please forward your comments and suggestions to your Center NAIS Manager. The list of NAIS managers can be found at: http://naisteam.msfc.nasa.gov/html/ecteam.html 

Point-of-Contact Information Database 
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The Point-of-Contact Information Database allows users to add, change, or delete information related to a particular Point-of-Contact. Access to the Point-of-Contact database may be restricted to 1 or 2 users per Center. To access the Point-of-Contact database, click on "POC DBase." The following screen will appear: 
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If you select Add, you will get a fill in screen. If you select Update you will get the below screen. Select the appropriate POC you want to edit and select "Next>>>": 
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Add and Update will present this screen (empty for an Add, filled in for an Update):[image: image19.png]Point of Contact Information Database
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Fill in or correct the information, and then select Save; you will get the following confirmation screen. If you are adding a Technical person's name, Buyer Code can be left blank. 
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To delete a user, select Remove from the POC screen:
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Click on the "Next>>>" button to get a list of names:
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Select the name to be removed, then click on Remove; a confirmation screen will appear:
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Create a Synopsis 

Select your Center's EPS System to create a synopsis. In this example, GSFC's EPS System is selected. The following will appear in your Netscape window:
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The first EPS screen has buttons across the top for creating, editing/approving, archiving, uploading files, creating RFQs, and altering the Point-of-Contact database. See Overview, Navigating for further explanation of these buttons. You will also see information about the latest changes made to the system. To create a synopsis, click on the "Create" button. The following screen will appear:
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For this example, we have chosen to create a Presolicitation Notice, leave the Action Code set as "P -- Presolicitation Notice". Click on the "Next>>>" button to see the screen below: 
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Now choose whether your presolicitation is a Simplified Acquisition, MidRange, or Large Procurement. In this example, we have chosen MidRange. Combo Synopsis is only applicable if your Presolicitation Type is a Simplified Acquisition Procedure Synopses. Click on the "Next>>>" button to see the screen below:
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For each Presolicitation Type, a set of templates have been created for the synopsis description block. Select one of the templates, or select "Blank Template" to begin with a blank description block. In this example, Competitive Synopsis was selected under MidRange. We also selected MidRange greater than $500K. Click on the "Next>>>" button to see the screen below: 
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This screen shows the options you have selected thus far for your synopsis. On this screen, you can select the appropriate Classification Code from a pull-down menu. When you have selected the appropriate Classification Code, scroll down to see the next section of the screen as displayed below: [image: image29.png]The complts e s addes of he contruting ofice
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Select the Contracting Office Address from the pull-down menu, enter the Title for the procurement, and a Response Due date if one applies. Now select the name of the contract specialist and contracting officer from the list. You must have at least a Primary POC. If you do not find the right name, see the section on the POC Database for help. Based on the name selected, the system will put the title, phone number, and e-mail address of the point-of-contact on the synopsis. Scroll down to see the final section of the screen as below:
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Enter a solicitation number if one exists. Use only letters, numbers, and the "-" key. If you do not have a solicitation number, you must enter a Reference Number in the Reference Number block. This reference number will not be published in the CBD, but it will be used to allow file uploads, modifications, and other activities within the EPS System. 
If you did NOT select "Blank Template" on Screen 3, the description block will be pre-filled with a template based on the type of synopsis you selected. Text enclosed in square brackets should be removed or replaced with specific information for your synopsis. If your synopsis is unique, you can highlight all of the text in the description block, delete it, and write your own description from scratch. You can also use the cut-and-paste feature to put text into this block from another file you have already created in MS Word or some other application. 

When you have completed the synopsis, you can choose to Preview (to review your synopsis), Save (to save your synopsis without posting to allow for future editing), or Post (to transmit your synopsis to the CBD and the Business Opportunities page), or Clear Form (to start the Create process over again). If you select Preview, the following two screens show a Preview of what the synopsis will look like on the Web: 
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The next two screens show the synopsis in CBD format. This will appear if the synopsis is to be sent to the CBD as well as the Web. 
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At the bottom of the Preview screen, you can choose to "Save", "Post", or "Back to Edit" the synopsis. Click on "Save" to save the synopsis. You will receive a Presolicitation Notice Worksheet which means you have successfully saved.  You can now edit your synopsis if necessary and post at a later date, see section entitled Edit/Approve/Post for further instructions. 

Edit/Approve/Post a Synopsis 

Click on the "Edit/Appr" button to edit/approve/post a previously saved synopsis, modification, or award file. The below screen will appear. There is no formal approval process built into the EPS system. Individual centers determine the approval scenario for their own center, and put procedures in place outside of the system to ensure that they are followed. 
[image: image35.png]Acquisition Notice Posting

Goatad Spuce Fig Cartr

Salect 3 modiicstion il
E
=

Select an sward fie:
2





Select the synopsis you wish to edit/approve/post and then click "Open". The following screens will appear:
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These screens are the same you used to create the synopsis, with the exception that all the information is filled in when you last created or edited the synopsis. You can now change any of the items on the screen. When complete, you can Preview, Save, Post, or Clear Form, just as in Create. Select "Post" to post the synopsis to the Web and CBD (if applicable). 
The screens below show the Pre-Post Summary. This provides you a final opportunity to review the synopsis before posting it to the Web and CBD. Any brackets that indicate template fill-ins for the description will be highlighted in red, and should be edited before posting. Once the synopsis is posted, any subsequent mistakes or changes will have to be corrected with a synopsis modification.
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When you are confident that the data is entered correctly, click "Yes" to post the notice. You will receive the following confirmation if your synopsis is successfully posted. It is recommended that you view your posting--see View Postings for more information. 
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Create a Modification Synopsis 

If a synopsis has been posted to the Web and CBD, and subsequently needs to be changed, you must do a modification synopsis. You can use the Modification to change either the Response Due Date or add or change information in the description block. You cannot use the Modification to change any of the following: 
· Synopsis Type 

· Classification Code 

· Contracting Office 

· Title 

· Point of Contact(s) 

· Solicitation Number 

If you need to change any of these items, you should use the Modification to cancel the original synopsis and then create a new synopsis with the correct information. 

To create a modification synopsis, click on the "Create" button. For Action Code, select "M -- Modification to a Previous Notice": [image: image41.png]CEDNet Seacty
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Click on the "Next>>>" button to see the next screen:
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Select the appropriate template then the synopsis file from the pull-down menu. Click on the "Next >>>" button to continue. The following screens will be displayed: 
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Modify the information as needed. You can then "Preview", "Save", or "Post" the modified synopsis. When you are ready to "Post", you will get the following "Pre-Post Summary" to review: 
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When you are confident that the modification synopsis is correct, click on "Yes" to post the modification. You will receive the message below when the modification is successfully posted: 
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Uploading Documents 

At any time after a synopsis has been posted, you can upload files that are related to the synopsis. Click on "Upload" to begin uploading files, and the following screen appears. All files posted will be automatically bundled in one "Zip" file for easier downloading by the vendor community in addition to the individual files. 

It is policy to upload files in the Agency-wide standard format, currently Office 97. If you have files in any other format, they should either be converted to Office 97 (or lower) format, or a standard text file to ensure the vendor community can read the file. For files that can't be converted, a viewer should be made available. Current viewers/helpers are located at the Helper Applications page [http://procurement.nasa.gov/cgi-bin/NAIS/helper.cgi].  Prior to posting these files, please consult with your Center's NAIS Manager--see EPS System Overview. 
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Select the synopsis file for which you want to upload files. Click on the "Next>>>" button and the screen below will be displayed:
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Select the type of upload. Any document posted as a "Draft Document" will be deleted when a "Solicitation" or another "Draft Document" is uploaded. If you do not want your Draft RFP to be removed, you must post as an "Other". If you have a need to modify any of the documents that where posted as a "Draft Document", you must upload as an "Amendment to Draft Document". This option becomes available only after you have posted a "Draft Document".
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Click "Next>>>" to see the next screen:
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Correct the response due date as necessary. Click on the "Next>>>" button and the screen below will be displayed:
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Select the desired NASA Standard Forms to be included with the upload as blank files. Click on the "Next>>>" button and the screen below will be displayed: 
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You can manually enter the names of the files with drive and directory designations. To ensure accuracy, use the "Browse" button to open the standard Windows/MAC file selector to choose files to be uploaded: [image: image55.png]A I ) 7
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Use the file selector to find the file you wish to add and click "Open" to add it to your file list. If you encounter problems locating your files, remember to change the EPS default of "HTML Files" in the "Files of type:" area to "All Files (*.*)". 

Selecting the correct File Type is important. Use the pull-down menu to assist in your selection. If you select the wrong File Type, vendors will have trouble downloading your files. Finally, type in a meaningful description of the file contents. The description of the file contents should be clear and concise, for example, "Request for Offer," "Statement of Work," "Specifications." 

IMPORTANT NOTE: Files are listed on the Business Opportunities page in the order in which you select them for upload. If you have special instructions regarding the solicitation, you should put these in a file that is placed first in the upload, with the Description, "Read Me First!". 

After you selected the File, File Type, and Description for your files, the screen will look something like this: [image: image56.png]Bk “Brouse”, et  Bleocement fo pload. Then,sdect o preper Sledocumantfype. Finally, provide a beif dsciption of the Sledecument
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There is no limit to the number of files you can upload. However, the screens allow only 5 files to be filled in at a time. The system is designed this way to minimize scrolling through pages. Once you have added 5 files on the first screen, you will see the options of "Done!" or "Upload more file". If you have 5 or fewer files to upload, select "Done!". Otherwise, select "Upload more files>>>". You will get a screen similar to the one above, except that the first file designator reads "File 6" instead of "File 1". Add files in the same way you did on the initial upload screen. 

When done select "Done!"; you will receive the following "Pre-Upload Summary" screen:
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Prior to selecting the "Post All Files Now" button, you must decide if you need to remove files (Remove Selected Files), add files (Add More Files), or restart the entire upload process (Restart Upload). These options are explained in more detail below. 

The "Remove Selected Files" option is used if you select a file and realize it needs to be removed prior to posting. At the "Pre-Upload Summary" screen, place a check mark in the "Remove from list?" column next to the file you would like to remove.
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Click on "Remove Selected Files" to remove the file(s) as shown below. It is essential that you verify the size of all the files prior to upload. If any file sizes are "0", you will need to remove the file from the list and re-add the file--see "Add More Files" for further instructions. To restart your "Remove Selected Files" process, select "Clear Checkboxes" to clear all entries in the "Remove from list?" column.
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The "Add More Files" option is used if you have viewed your "Pre-Upload Summary" and realize you are missing a file. Click on "Add More Files" and add the additional file(s) as shown below:
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Once all file(s) are added, click "Done!" and you will receive the following "Pre-Upload Summary":
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To complete the upload, select "Post All Files Now". You will get the following "Upload Summary" (confirmation) screen:
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It is recommended that you view your upload--see View Postings for more information. 

View Postings 

To view posting from the EPS Menubar click on the "EPS" link. [image: image66.png]Coste aaapove Auchive Upload sras Visw Auchive
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You are now at the EPS Entry Page:
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Click on "Posted Date", "Classification Code," or "Award" and you will see a list of postings for your center. Below is a listing by "Posted Date": 
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From these listings you can access specific links by click on the links that appear in the "Type" column. Below is a view a synopsis and its other associated postings: 
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Click on a Solicitation link to view a list of uploaded solicitation documents:
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Below is a listing by "Classification Code":
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Below is a listing by "Award", if any:
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Create an Award Synopsis 

To create an Award synopsis, click on "Create" to get the Acquisition Notice Posting screen. For the Action Code, select "A=Award Notice" as in the screen below: 
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Click the "Next>>>" button to see the next screen:
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Select the options that apply to your award. Now click the "Next >>>" button to continue creating the award synopsis. The following screen will appear: 
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Select the appropriate Classification Code and Contracting Office Address using the pull-down menus. Scroll down to see the next section of the screen: 

[image: image77.png]Contracing Office Adtrss

Do cpen s, o, x ety A,

[T p———
[ worier Ton B

[RPRPUN vy P =y O oy

bt oo s o Lot

Puimary P of Contack Secondary Paintof Contact

1|

B P ——
P e i o i DT

L

[ s e rntncr—

Comiract Avrd Dellar Aot [P 500,000 00—





Enter the title of the award and the award date, and select the Point of Contact from the list. Scroll down to see the remainder of the screen: 

[image: image78.png]- —





Enter the contract number, award dollar amount, and contractor information. You can now "Preview", "Save", "Post", or "Clear Form" for the Award synopsis. When you are ready to "Post", click that button, you will see the "Pre-Post Summary" as below: 
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When you are confident that the Award synopsis is correct, click "Yes" to post the Award synopsis. The following screen will be displayed upon successful posting of the Award synopsis: 
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Archive Postings 

When postings are no longer needed, they should be archived. Archiving removes the files from the Web pages. EPS will notify the Points of Contact of synopses, via e-mail, 60 days after the responses due date has past (if applicable). Award synopses will be automatically archived by EPS 30 days after the posting date. Click the "Archive" button and you will see the screen below: 
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Select the synopsis or award file that you wish to archive, and click "Archive." The following screen will be displayed: [image: image83.png]Acquisition Notice Archiving
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When you are confident that the synopsis or award file selected is the appropriate one to be archived, click "Yes." The following screen will be displayed: 
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View Archive 

If you are searching for an archived posting, click the "View Archive" button and you will see the screen below:
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Select the synopsis or award file you would like to view, click "View". The following screen will be displayed:
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This is the archived posted for your review. You may print by selecting Print from your browser. 

If you would like to use the filter feature, input a keyword and select "Filter". The following screen will appear if a match is found:
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To view the filtered acquisition or award, select "View". 

Request for Quotes System (RFQS) 

The purpose of the NAIS RFQS pilot is to explore a method of receiving quotes on solicitations for commercial items conducted under FAR Part 13 - Simplified Acquisition Procedure and Subpart 13.5 Test Program for Certain Commercial Items via the Internet using Web forms. 

A User's Guide has been developed and it is located at http://genesis.gsfc.nasa.gov/nasa/epsman/rfqsusersguide.doc 
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