REQUEST FOR QUOTES SYSTEM (RFQS)

USER'S GUIDE as of 4/23/02


PURPOSE

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.

UPDATE EPS POC DATABASE

You will need to update the EPS POC Database listing to include your organization code and buyer code.  This information must be update prior to initiating an On-line RFQ.

First you need to log into EPS, choose POC DBase, then Update Current POC.  If you are not currently listed in the POC database, you will need to choose Add New POC.  Once you have made your selection for updating, you will receive the below Select POC to Edit screen.  Make your selection and choose "Next".
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Update the information below to include your Organization Code, Buyer Code, and User Type(s).  When completed, choose "Save POC Info".
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You will receive a confirmation screen indicating that your update was successfully completed.  Select "Done".  Now you are ready to create your synopsis.  Choose "Create" from the EPS toolbar and proceed as usual.
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Create a RFQS 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, altering the Point-of-Contact database, and viewing archived synopses. 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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Reminder—Before posting a new synopsis, check CCI (Consolidated Contracting Initiative).  Choose a P = Presolicitation Notice.  Click the "Next" button to see the screen below:
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Choose your Presolicitation Type as Simplified Acquisition.  For RFQS, you should choose Combo Synopsis.  Click on the "Next" button to see the screen below:
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Choose the Commercial Items (CI) RFQ/Synopsis using RFQS template. This template has specific verbiage relating to RFQS.  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: 
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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. Enter a solicitation number if one exists. Use only letters, numbers, and the "-" key.  Scroll down to see the final section of the screen as below:
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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 FBO, but it will be used to allow file uploads, modifications, and other activities within the EPS System. 

The description block is pre-filled with a template based on the type of synopsis you selected, for RFQS it is Commercial Items (CI) RFQ/Synopsis using RFQS. 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 FBO and the NAIS Business Opportunities page), or Clear Form (to start the Create process over again).   Click on "Save" or "Post" and you will receive a Pre-Post Summary.  NOTE:  If you create and save BOTH your synopsis and RFQ prior to posting, you will receive the following banner message when you edit your synopsis.  Please assure that your RFQ is completed prior to posting.  If not, the incomplete RFQ will be posted when you post your synopsis.
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When you are confident that the data was entered correctly, click "Yes" to post the notice.  You will receive the following confirmation if your synopsis was successfully posted.

[image: image12.png]Acquisition Notice Posting

Goddard Space Flight Conter

Successful

You should expest o receive up to two confinmations by e-tallfrora the folwing addresses
1. web@nais st nasa gav (NAIS)
2. exaller@snatp s gav (FedBizOpps)

INOTE: Please contact yrour centers NALS Super User if you experisnce any of the fllowing problens:
1. Yo do not teceive on of the expected e uail confirmations.

2. You receive an -ual from either adless inlicating that he posting was ot suceessfil.

3. You receive an ervoneous e-tallfroa either addess, g, avquisition originating by another procurement representative, NASA center, or agency.

Ifyou do not recefve a timely e-mail confirmation, you should verify your posting at:
1. NAIS Business Opportuitis
2. FedBizOpps

‘Why are there o separate e-mail confirmations?
‘The fist one coraes from NAIS. The second cores from the nevw FAR-desiguated entry point, FedBizOpps. FedBizOpps, operated by GSA, has
replased the Connerce Business Daily (CBD),

Action Code:

Presolicitation Notice

Solicitation Numbs

QS Test




CREATE ON-LINE RFQ

Once your synopsis is posted, you are ready to generate your On-Line RFQ.

NOTE:  If you create and save BOTH your synopsis and RFQ prior to posting, you will receive the following banner message when you edit your synopsis.  Please assure that your RFQ is completed prior to posting.  If not, the incomplete RFQ will be posted when you post your synopsis.
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From the EPS toolbar, choose "RFQS".  Now select Create/Modify RFQ then "Next".
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Select your synopsis file and choose "Next".
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This is just a summary of your synopsis.  If this is correct, choose "Next"; if not, choose "Back" and select the correct synopsis.
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This screen starts the RFQ, complete as required.  Note:  “Notify after 7 days” refers to how many days after RFQ Closing Date you would like to be notified, via Email that no quotes were received.  This is not the entire screen, you will have to scroll down to see everything and choose "Next" to continue.

[image: image17.png]NASA GODDARD SPACE FLIGHT CENTER

e restegs e p— el
O Eo— el
PamayROC VoL Bt Tt Quotions DD piaasy o7 |
o— [r— |z —
o NASK OODDARD SACEFLIOHT CENTER. vty e [T s qvts st

i acqsion: roB P
[t P Desnaion
nstes coae 55|
[P P T o

r iness
- i [P —

T oo Di. Bus
T pari g s

€ Brmd Nane ot Applicible

' Brund Nae 0 Equd Accptable

€ Brmd Nane Only, No Substintions Allowed

For & temporary e, use browser t prin scxeens). A Oficil e wll be genrsted when fhe avard s ade.





This is the RFQ Item screen.  Complete with information provided on your purchase request.  Reminder—the Description field can only accommodate 200 characters, which includes spaces.  Do not use character returns or special symbols within this field, errors will occur.  When completed, choose either "New Item" if you have more line items or choose "Done" if completed.
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When you choose "Done", you will get a confirmation screen listing all your line items for your review.  If you need to make any corrections, choose "Back"; if no corrections are needed, choose "Next".
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The next screen contains the Instructions to the Quoter (Terms and Conditions).  These Terms and Conditions are broken into a series of four text panels entitled:  Instructions (identify clauses that are applicable in FAR 52.212-1), Additional Instructions (these are generic instructions that rarely need changing), Evaluation (choose between low price technically acceptable and best value), and Additional Information (identify clauses that are applicable in FAR 52.212-5).  You must scroll through each panel and choose the appropriate provisions for your procurement.  These panels are displayed on this page and the next.
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When completed, choose "Preview".
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Below is the Preview screen for the Terms and Conditions.  You should not see any red

[ ] text when previewing.  If you do, you must scroll to the bottom of the Preview screen and choose "Edit Terms and Conditions".  This will return you to the Terms and Conditions so you can complete your editing.  Once completely edited, choose "Post" or "Save" (if Synopsis is not posted yet).
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When posted or saved, you will receive the following Successful screen:
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Select "Finished" to return to the RFQS Option screen.  After posting, you can go to the NAIS Business Opportunities page and see the On-Line RFQ link to your synopsis:
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REVIEW RESPONSES AND AWARD

Now that your closing date has passed, you are ready to view your responses.  You must log into EPS and choose "RFQS" from the toolbar.  Now select View Responses then "Next".
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Select your RFQ then choose "Next".
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This is just a summary of your RFQ.  If you have chosen the correct RFQ, choose "Next".  If this is incorrect, choose "Back" and select the correct RFQ.
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Vendor Responses--Below are screens that provide you with three different iterations of the responses.  This screen is a summary of the RFQ.
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This screen shows all the vendors who responded by Date Submitted order.
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You can also sort by Vendor Name:
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You can also sort by Total Cost.  You can view each quote in more detail by clicking on the Vendor Name, as shown below.  Once you have done your evaluation of all quoters, choose the appropriate selection(s), which are outlined on pages 17-21.
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Vendor’s Detail Quote—click on Vendor Name to view details:
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As shown below, you can make an Award from each individual quote, at any time.
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When you select "Generate Official File", you are provided three RTF files that contain a composite of all Vendor Responses, Reps & Certs, Terms and Conditions, and Uploaded Documents.  These should be printed and filed in the Official File when award is made.  To return back to the Quotes sort, click your Netscape Back key.
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Below is the E-Mail Vendors screen.  You would use this option if you need to gather additional information from responding vendors. Choose "Send Message" when completed.
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Here we have the Bid Abstract.  This gives you a side-by-side comparison of quotes received.  If you have more than three respondents, you will have another screen of three until all quotes are summarized.
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Once done evaluating the Bid Abstract, click "Back" to return to the Quote sort.
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If your Center doesn't utilize the official SF 1449, generate your Award document offline as you currently perform this function; i.e., SPS for GSFC and PRISM for HQ.

An RTF version of the Bid Abstract will be generated if the "Word Bid Abstract" button is selected:

[image: image39.png]FedBiz0nps Search  Hel * User Accounte

On-line RFQ

NASA GODDARD SPACE FLIGHT CENTER
041162 09:56 4D Buvm T Zons

EVALUATION FOR RFQ #: TesiRFQ

PROPOSAL SUMMARY / ABSTRACT OF BIDS
RFQ NUMBER: TestRFQ
NEGOTIATOR/BUYER: Wanda L. Befurke

Printable Bid Abstract: 51_TestRFQ_bidshstractstf





Split Award--If a vendor will accept partial award, this option can be used.  You are asked to provide Award Quantity for each line item.  When completed, choose "Next".  You will receive the below summary split award that contains totals.  Choose "Next" to obtain the SF1449s or "Back" to modify or "Cancel" to end the session.
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This is the Purchase Order Terms and Conditions.  Add your PO T&C’s then choose "Preview".
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This is the Preview screen.  If correct, choose "Back to Vendor Responses" so you can complete the award process as outlined in pages 21-23.  If you need to edit, choose "Edit SF1449 Comments".
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Once you have selected your winning vendor, choose Award (SF 1449).  The awardees information will automatically be pulled into the SF1449.  You must complete the remaining required elements and choose "Next: when you are finished page 1.  If you choose "Back", you will return to the View Quoters screen.  If you choose "Cancel", the session will be terminated.  

If your Center doesn’t utilize the official SF1449, generate your Award document offline as you currently perform this function, i.e, SPS for GSFC and PRISM for HQ.
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This is page 2 of the Award.  Once you have completed all required elements, choose Update Award".  If you choose "Back", you will return to page 1 of the Award.  If you choose "Cancel", the session will be terminated.
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If you want to save the SF1449 for future editing, choose "Update Award" then select "View Award/Print Award" to either view or print the award.  Follow the instructions under Modify Award/Saved Award (pages 29-31) when you are ready for editing.
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If you have completed the SF1449, to your satisfaction, choose "Make Award".  This is a confirmation screen advising you that your specific RFQ award has successfully been completed.
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At this time, if you have no further edits, you can send your Award document to the vendor by selecting "View Award/Print Award".

DELETE RFQ

This option should only be used to delete an RFQ that was erroneously posted, i.e., no line items on the RFQ. You must log into EPS and choose RFQS from the toolbar.  Now select Delete RFQ then "Next".
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Select the appropriate RFQ to be deleted then choose "Next".
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This is a summary of the RFQ.  If this is correct, choose "Next", if not choose "Back" and select the correct RFQ.
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This is a more detailed summary of the RFQ.  If this is correct, choose "Delete", if not choose "Cancel Delete".
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When you choose "Delete", you receive a confirmation that the RFQ was deleted.  Choose "Done" which will return you to the RFQS Option screen.
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CREATE AWARD

RFQS allows you to award your RFQ from different modules, this is just another approach.  From the EPS toolbar, choose "RFQS", select Create Award, then "Next".

[image: image53.png]FedBizOpns Search * Help * User Arcounts

Request For Quotes (RFQS)

Goddard Space Flight Center

Choose an option:
€ Create/Modify RFQ @ Create Award
€ View Responses € View Avward
€ Delete RFQ € Modify Award/Saved Award

Version 3.02- Released 84/01





Select the RFQ you want to award then "Next".
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This is a summary of the potential award RFQ.  If correct, choose "Next"; if not choose "Back" and select the correct RFQ.  Continue the Award process as outline on 

pages 21-23.
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VIEW AWARD

This feature allows you to view the award document on a specific RFQ.  From the EPS toolbar, choose "RFQS", select View Award, then "Next".
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Select the Awarded RFQ you want to view then "Next".

[image: image57.png]FedBizOpps Search * Help * User Arcounts

Request For Quotes (RFQS)

Goddard Space Flight Center

Select an awarded RFQ:





This is a summary of the awarded RFQ.  If correct, choose "Next"; if not choose "Back" and select the correct awarded RFQ.
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Select the awardee to view the completed SF1449.  Choose "View SF1449 Comments" if you would like to view any additional comments.
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MODIFY AWARD/SAVED AWARD

This feature allows you to modify a saved award document on a specific RFQ.  From the EPS toolbar, choose "RFQS", select Modify Award/Saved Award, then "Next".

[image: image60.png]FedBizOpps Search * Help * User Arcounts

Goddard Space Flight Center

Choose an optios
© Create/Modify RFQ " Create Award

€ View Responses € View Avward
€ Delete RFQ @ Modify Award/Saved Award

Version 3.02- Released 84/01
(Gl for i Hisory

E e =





Select the Awarded RFQ you want to view then "Next".
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This is a summary of the awarded RFQ.  If correct, choose "Next"; if not choose "Back" and select the correct awarded RFQ.
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Here is your saved Award.  Modify as required and choose "Next" to proceed to page 2.  If "Back" is selected, you will be returned to the View Quoters screen.  If "Cancel Modify" is selected, your session will be terminated.
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This is page 2 of your Award.  Modify, if required.  Choose "Update Award" to resave. Choose "Make Award" to finalize the RFQ process—this will mark the RFQ as Awarded.  "Cancel Modify" will terminate your session.
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