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1 System Overview

This section details the System Overview training session. The System Overview training
session follows the structure outlined in the SeaPort Il Training Plan, Section 3.1: Training
Methodology, and contains the key concepts outlined in Section 5: Training Curriculum.

1.1  History of SeaPort

The SeaPort eprocurement portal provides a secure automated procurement process that
improves processing time, provides the ability to take advantage d numerous acquisition
reform initiatives, including award term contracting and electronic signatures, while still
allowing Program Managers (PM) the ability to select solutions that meet their Professional
Support Services (PSS) requirements. At the core of this portal is the fundamental concept
that any PM can use the portal with minimal training in an intuitive "amazon.com"-like
environment.

The private SeaPort emarketplace provides end-to-end government to contractor support for
the acquisition of PSS from the definition of requirements to contract closeout in a completely
paperless and secure environment. The portal is web-based allowing requirements to be
defined and proposals to be solicited, submitted, and evaluated from any location. Legally
binding digital signatures, which have been defined by the electronic processes, are used to
execute task orders. Modifications to task orders are generated in SeaPort by re-using the
data captured from the current version of task orders, improving both the processing time and
accuracy of modifications. Finally, solicitations, task orders and other contract documents are
captured in an electronic resource library to provide models for future procurements. This
move from segregated paper processes, to fully integrated electronic processes, dramatically
reduces the time and cost associated with the acquisition of support services. PSS service
acquisitions, which used to take months, now take days. To facilitate continuous improvement,
the e-procurement portal captures data on each step of the process providing current
performance metrics.

1.2 Procurement Process

SeaPort procurement consists of the following basic steps:

Step 1. A SeaPort User creates a draft Purchase Request (PR) either by use of the
New PR Wizard or by cloning an existing SeaPort document.

Step 2. The draft PR is routed to a PCO or 1102.

Step 3. Once the PCO/1102 is satisfied that the PR is complete, they create a draft

Solicitation Document (SD).

Step 4. Once the draft SD is fully populated and complete, a PCO Locks & Releases
the official Solicitation, and creates a Bid Event for MAC Contractors. If
necessary, SD Amendments can be generated after the solicitation has been

released.
Step 5. When the Bid Event closes, all bid information is passed back to BuySite.
Step 6. The PCO/1102 starts the evaluation process.
Step 7. When the evaluation process is completed and a winner has been selected, the

PCO creates a draft Task Order (TO).
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Step 8. Once the draft TO has been fully populated, completed, and the PCO is
satisfied, the PCO executes the TO.

Step 9. If necessary, TO Modifications can be generated after the TO has been
executed.

Figure 1 below illustrates the procurement process.

Figure 1: Procurement Process Diagram

1.2.1 SeaPort Benefits

Two-thirds of the cost in awarding a task order are in sourcing, drafting, and forwarding the
requisition; obtaining approvals; and placing the order. Another third is incurred in generating
payment, data reconciliation and integration, and contract closeout. Other process costs are
incurred in monitoring contract performance for the life of the task order.

SeaPort reduces these general and administrative expenses through process automation,
supplier consolidation, services aggregation, and standardized negotiation— consistent with
federal and defense acquisition laws and regulations.

1.3  Access to the system

Access to SeaPort is requires a user login. The SeaPort User administrator can create user
accounts that will allow access to the system.

1.3.1 Get a SeaPort Account

To get a SeaPort account, follow these procedures:

Step 1. Go to the SeaPort home page at http://www.seaport.navy.mil/index.html
Step 2. Click on the Buy tab.
Step 3. Click on the Register Now button.
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Step 4.

Step 5.

Step 6.

Complete the on-line registration form.

Pay particular attention that your registration information is accurate and
complete. This is especially true of your e-mail address and your defined role.
Avoid the use of rank or other designations in the Name field. The Name field
is used to generate the Login that you will use to log into SeaPort. The use of
rank or other titles will make the Login longer, more complicated, and harder to
remember.

Click the Submit button. This will submit your request to the SeaPort User
Administrator for review and approval. Each field activity will have a local User
Administrator. You will receive e-mail notification after the SeaPort User
Administrator has either approved or rejected your request.

Within 24 hours you will receive a response from the SeaPort User
Administrator. If you have not received a response after 24 hours, contact
navseasupport@aquilent.com for assistance.

1.3.2 Access the System

To access SeaPort, follow these steps:

Step 1.
Step 2.
Step 3.

Step 4.

Access the SeaPort Web site at URL: http://www.seaport.navy.mil/

Click on the Buy tab.

Click on the Access Portal link in the header navigation. This will take you to
the SeaPort eProcurement Login page.

Log in to the SeaPort eProcurement portal.

o PSea Port

BuySite

s Login
o HOST NEWS

Password

o Don't have a login ID7
’ﬁ' Register online.

Figure 2: SeaPort Login
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Step 5. Read and understand the terms & conditions displayed and click ‘OK’ .

| i"f{éﬁ o Lieapﬂrt

BumSite

£ Lingler g
I—g— HOEE hswes
peokEning
Password

i |........

=

Miceazoft Intarne Explorer
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I GO PndE and £ oraur e thak B corae i eed anby b sbnoe 0o Ofeor i N pa e, Lisam v and pascecndk f or i 0eee e only 0 ba pro-aded b

laghiaka 11,5, Grosamment amphipees, Liss of His wabotbe const by bes coreert b ronbonng, Uaothon 2ed atbanphs ba setess His dbe are shridty p b amd

punihable under T 18 of b LS. Code b ndude te Computer Fraud snd dboas Act of 1056 ard B Bations | [nformaion Infrasinciors Probackon Ak,

Ay thoneed ysera shall not grent sccess b s arasof SeaFort b sher ngther lgnorsdenbab with any othar nokadusls, Bonot ues pour Engsbed pos bon and soosss

gk bo e o boi s besm con bnoks oF A cosss daks For are reazan ot e e in the perfamesncs of offical duties, Kever shans of oanpramiss wour pess o, Mlake
albamatien proviigs for scoess o nfomstion doring oo sbesres t syoid the shang of peasrards,

Figure 3: SeaPort Login

1.4 Navigation within the system

Once you have logged into the system, you will see the user home page. From this page, you
can access the Document Library, or the Workflow page, as well as the header navigation.

141  Control Types

The following control types are used throughout the SeaPort interface. These types of
controls should be familiar to anyone who has used a World Wide Web browser in the past.

= Radio = Check Boxes = Links
= Dropdown = Buttons = VCR Controls
= Text Box = lcons
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1.4.2 Header Navigation

The Header navigation is consistent throughout SeaPort. It contains the following navigational
elements. Note: Not all elements are available to all users.

Table 1: Header Navigation

Navigational Element | Description

Document Library (icon) | Displays the Document Library (The Helm). The purpose of the
Document Library is to search/edit/view a NAVSEA Purchase Request,
Solicitation Document, or Task Order.

Help Opens a context-sensitive Help window.

Log Off Logs the user out of SeaPort and displays the login page.

New Purchase Request | Starts the Purchase Request Wizard.

Document Library (link) | Displays the Document Library (The Helm). The purpose of the
Document Library is to search/edit/view a NAVSEA Purchase Request,
Solicitation Document, or Task Order.

Workflow Page The Workflow page presents packages according to their state in the
procurement workflow. These states include: Active Documents,
Things to Do, etc. The Workflow page does not contain search or
filtering capabilities.

Bid Event Login Logs you in to the Bid Event section of SeaPort. From here you can
view details of existing bid events, create a new bid event, or view
notification messages.

Note: Bid Events will open in a separate window.

Helpdesk Login Logs you into the SeaPort helpdesk utility, where you can enter a
helpdesk ticket (problems, suggestions, etc.). Tickets are
automatically routed to the SeaPort support team.

Reports Displays the SeaPort Reports page. The SeaPort Reports page allows
the user to choose a report from a list of all SeaPort reports.

Note: Not all users have access to the same reports.

ConOps Displays the Seaport project Concept of Operations, as well as various
sample exhibits.

System Administration Displays the System Admin page. The System Admin page allows the
user to choose from a list of SeaPort administrative functions.

My Profile Displays the User Profile page. The User Profile page allows the user
to change user information that is stored in SeaPort. This is where a
user changes his login password.

New Purchase Document
Request Library

Bid Event Helpdesk
Login Login

Reports ConOps System Admin My Profile

YWorkflow Page

Figure 4: Header Navigation
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1.4.3 Left Navigation

The left navigation is dynamic and will change as you progress through the procurement
process. Below is an example of how the left navigation changes as the package status
changes from Draft Purchase Request to Executed Task Order.

Table 2: Left Navigation: Package Home

Navigational Element Description

Package Home

Takes the user to the package home page shown in Figure 46:
Package Home.

History Displays the Date, Event, Notes, and Agent of the package. The
History page is displayed in Figure 7.
1102 Files Files that may be important or are related to the package may be

stored here. This area is restricted to only 1102 users; therefore it may
be advantageous to place certain files here instead of attaching them
to a PR, SD, or TO. The 1102 Files page is displayed in Figure 8.

TO Cost Reduction

The TO Cost Reduction panel provides users with information on the
Saving Method and the Total Savings. The TO Cost Reduction page is
displayed in Figure 9.

Package Admin

Allows changes to the package’s Short Description, Surcharge Rate,
and Organization. The Package Admin page is displayed in Figure 10.

Table 3: Left Navigation: Purchase Request

Navigational Element Description

Administrative

Accesses the PR Administrative information as shown in Figure 48.

Pricing Structure

Accesses the PR Pricing Structure information as shown in Figure 49.

Requirements

Accesses the PR Requirements information as shown in Figure 65.

Procurement

Accesses the PR Procurement information as shown in Figure 68.

Attachments

Accesses the PR Attachments information as shown in Figure 70.

Evaluation Team

Accesses the PR Evaluation Team information as shown in Figure 72.

Criteria

Accesses the PR Criteria information as shown in Figure 73.

Advanced Planning

Accesses the PR Advanced Planning matrix as shown in Figure 74.

Table 4: Left Navigation: Solicitation Document

Navigational Element Description

Administrative

Accesses the SD Administrative information as shown in Figure 76.

Pricing Structure

Accesses the SD Pricing Structure information as shown in Figure 77.

Requirements

Accesses the SD Requirements information as shown in Figure 85.

Procurement

Accesses the SD Procurement information as shown in Figure 88.
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Navigational Element Description

Accesses the SD Attachments information as shown in Figure 89.

Attachments

Evaluation Team

Accesses the SD Evaluation Team information as shown in Figure 91.

Advisors Accesses the SD Advisors information as shown in Figure 92.
Criteria Accesses the SD Criteria information as shown in Figure 93.
Q&A Accesses the SD Q & A information as shown in Figure 95.

Advanced Planning

94.

Accesses the SD Advanced Planning information as shown in Figure

Navigational Element Description

Accesses the TO Administrative information as shown in Figure 159.

Administrative

Table 5: Left Navigation: Task Order

Pricing Structure

Accesses the TO Pricing Structure information as shown in Figure 160.

Requirements

Accesses the TO Requirements information as shown in Figure 172,

Attachments Accesses the TO Attachments information as shown in Figure 175.
Advisors Accesses the TO Advisors information as shown in Figure 177.
DD350 Accesses the TO DD350 information as shown in Figure 178.

Performance Based

179.

Accesses the TO Performance Based information as shown in Figure

Package Home

Purchase Request

Solicitation Document

Task Order

Package Home

Administrative

Administrative

History

1102 Files h

TO Cost Reduction

Package Admin

Prichu g Structure

Evaluation Team

Attachments

Advanced Planning

Pricing Structure

Attachments
Evaluation Team

Administrative

Pricing Structure

Attachments

Performance Based

Advanced Planning

Advanced Planning

Figure 5: Left Navigation

A package can be selected from the SeaPort Document Library or from the Workflow pages.
The Package’s left navigation panels are shown in the following images; this includes the
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Package Home, History, 1102 Files and Package Admin pages. The Package Home page is
displayed in Figure 6 below.

Paclage smiall Businass Taxk tednr W, Bunl.

|Fﬂ:-l.rr9] | Ciraft FOF | | Suzpend Package | | Cancsl Fackane |

Fackage Home
m T MOCH PRS- Taek Cider Exscuted,
nzries (IS 4205-EH Stafus wath Wi in Clrat
Organization  PAVEEL 2 TOM _Train'nu Ingtructor [
m Current I‘;’:;::’;Elm 4 Origlnator Tralning Instructor

Mailbox

Tatal Pataniial Curppnt

Walug 9,050 0an Potential 3050, 000
Walug

Tatal Yaluw 4 400 000 Fanded Yahse 4 400 000

Suspended Hn Cancebed fda

S IT Semices on behsf of OCIG

‘Description

Pachage Documenes

Documerk Actinns
1% Task order 001 78-05-0-4za6-eHoznl £ 0T
2 » Task orler W 7E-05-O-42E6-EHID 18
3>  Solcitation MOOT24406-R-3233 0004 o W
13 Solcitstion MOOD24406-R-3233 D003 &\
5 Bolchation NIODE4-0F-R-5233 0002 18
A= Soiciiston NOOM40E-R-3235 D001 /|
7+ Solcistion MIOD24406-R-3233 (- &2
8 PR MIOO024-06-MNR-552E3 o S @B

Figure 6: Package Home

The SeaPort system provides 1102 and PCO users the package admin panel for viewing the
Package Action History and the Timeline. This information is read-only. The History page is
displayed in Figure 7 below.

The Helm Package I Small Business I Solicitation Doc. I Award Process I

Package Action History

1102 Files

P — Date . Event MNotes Agent
10/25/2004 11:45:02 AM Bid Event Closed MO0024-05-R-3050, round 1
10/22/2004 3:18:28 PM Saolicitation Released MO0024-05-R-3050 DougPCo
10/22/2004 3:16:30 PM Salicitation Created MO0024-05-R-3050 DougPCO
10/22/2004 3:16:29 PM PR Created MO0167-05-MR-00078 DougPCO
Timeline

Status Start End BizDays Running Total

PR Draft 10/22/2004 3:16:29 PM 10/22/2004 3:16:30 PM 0 0
Solicitation Draft 10/22/2004 3:16:30 PM 10/22/2004 3:18:28 PM 0 0
Saolicitation Released 10/22/2004 3:18:28 PM 10/25/2004 11:45:02 AM 1 1
Bid Evaluation 10/25/2004 11:45:02 AM Ongoing 55 56
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Figure 7: Package History

The SeaPort system provides 1102 and PCO users a file storage area that is independent of
the general files attachment area. The 1102 Files area is not available or visible by any other
user. The 1102 Files Area is accessed from the Package tab as shown in Figure 8 below.
Allowed file types correspond with the standards set by EDA.

The Helm Package I small Business I Task Order I Perf. Eval. I

Package: TO NOD178.04 D 5119 EHX1
1102 Files

TO Cost Re n

Package Admin
Fila Path

File Description

There are no files attached.

| Browse.

Save

Figure 8: Package 1102 Files

The TO Cost Reduction panel provides users with information on the Saving Method and the
Total Savings. This panel is available after a Task Order has been executed.
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The Helm Package || small Business || Task order || Perf. Eval. I

Task Order Cost Reduction
Task Order Number: HDD176.04-D-5119-EHX1

i = Total Amount: $545,000

H
TO Cost Reduction|
Package Admin

Characteristics (check all that apply):

Yolume Discount
Guaranteed Savings
Conversion from GSA

Conversion to Performance Based

gOO0O0O

Competition

=
=
2]
&
E
o

Savings: Hot Available

Fiscal Year 2005

Fiscal Year 2006

Fiscal Year 2007

il
Il

Total Cost Reduction:

Justification for Non-Availability:

Figure 9: TO Cost Reduction

The SeaPort system provides 1102 and PCO users the package admin panel for updating the
Short Description of Work and, if applicable, the surcharge rate for saving calculation
purposes. The Package Admin Panel is accessed from the Package tab as shown in Figure
10 below. Both the Short Description and Surcharge Rate fields can be edited by the user.
Once any changes are complete the user simply needs to press the Save button.

The Route button is provided to allow the user to forward the package to another system user
for review.
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Package Small Business Task Order

Short Description
|IT Suppan Services for CIO Office

Pa(l:hqe Home
1102 Files

TO Cost Reduction
Package Admin

Surcharge Rate
If the wark has previously been done under a contract with a procurement surcharge,
specify that surcharge here (e.g., 0.07 meaning a one-percent surcharge)

Organization
MAWVEEA 02

Figure 10: Package Admin

1.5  Using the Document Library

The document library contains packages. A package is a collection of related procurement
documents. The contents of a package are added to over the procurement lifecycle of that
package, and will contain a purchase request, solicitation documents (and amendments), and
task orders (and modifications).

Tl

Q

-

HEVSEA-Noval Sea Gestems Command MAVEER) =

Vigw: In iy maibm Ehc1aetes il RUH b

Pachage Status: Actnshy: |

(arovsi ]

Simarch Crtbmrian Wiew (In ney moailboo)

Ry 0 L 0 i 1 ey
Packoga . = solicitation _ "::':";* o il OHgnater . |MAC -

fAalanrad

HOODZ4 -0 -F- 2002 MArsEs--
BAEEE -
BB USES--|

(St

FE0 Intagrated Warfars Systame
FE2 Inbagrated Warfars Sirkams
FES Inbagratad Warfare Sycbams
FED Intagratsd Warfars Sychame

Training Cretoucted
Trairing [ratracker
Trairing Lratrackar
Trmiring Erstrackar

HOOOZ4-04-R- 2007
HOOOZ4 -Dea-F- 2005

Tralning [nstudar
Training [nrbrudar
Training [nrérucar
Training Incbustar

PR Craft HASEA--FED Integrated Warfare Systam=  Training [nstrobor Training [nsbudar
Saqlidtabion Dratt HAODE4 -0 -F-200%  HAVSEA--FED Trbagrated Warfare Sysbams  Training Dretroctor Tealning [nstudiar
PR Craft M EEA--FED Inbagrated Warfara Susbams Traaning [ratnactor Tralning [nsterudoar
1] - - Hf-G S PR Craft MaWEEA--FED Inbagrated Warfare Syrbama Traiming [ratracker Training [nrbuckar

Sl WOBB2S-0E-R-I004
Saarch Db Weow {Tn o mailbox)
D pdayinege 1 -9 7 %

Solictabon Aelesssd

WOO0E+-0&-F-3004 MAUSEA--PED Trbugrated Warfare Sycbams  Training Craknicksr

To cushonnize the ARErs ahd o= play colmns on this Yiew, plesse Go 10 the Preferences tab.

Training [nxbruckor

) 2

Figure 11: Document Library

By default all packages in the user’'s mailbox are listed under the My View tab. The user’'s
mailbox contains all packages that have been created by that user but not yet routed to
anyone in addition to any packages that have been routed to that user by another user. This
list may be filtered in various ways by using the fields at the top of the page, as well as those
found within the Advanced View tab described below. Select your filter criteria and click the
Go button to apply the filter to the list. Click the Show All button to remove the filter and have
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all items listed. Note: Users may access packages from other Ordering Activities by using the
filtering tools. Packages are available for review once they have reached the Solicitation
Released and Task Order Executed stages.

WievE Iy iy el - DoC et Humier Q

-

Package Slatus: 7] Acihity: HEVZED Maval Sea Systems Command [FAWSEA) w

oo |

Shaw Al

Figure 12: Document Library — Default Filters

Packages in the list can be sorted by any column in the header. Use the up arrow to sort in
ascending order or the down arrow to sort in descending order.

The standard column headers are displayed in Figure 13 below. They include Package,
Package Status, Solicitation, Activity/Organization, Mailbox, Originator, and MAC.

Package , Package 5tatus , Solicitation ' aani - mailbox , Originator , m

Figure 13: Document Library — Default Column Header

The Document Library also offers an Advanced View tab, with a fully expanded set of filtering
capabilities and columns.
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Package Staius; w R Commant w
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Figure 14: Document Library — Advanced View Filters

The Advanced View column headers are displayed in Figure 15 below. They include
Package, Package Status, Solicitation, Activity, Mailbox, Originator, MAC, Command, Zone,
Set Aside, DSB Reviewed, Value, Options Expire, PRCR, SDCR, SDLR, AUCL, TOCR,
TOEX, Complete, TOCL, and Suspended.

Bt -1 DA

~ vigmaine | AL _ Lomsasnd _| fone ‘:‘_ i & - 4 = B | nOtw | 0ie ] fmie ] Bite een | Domet 0L e

Figure 15: Document Library — Advanced View Column Header

The Preferences tab allows the user to control the set of default flters and column headers
shown on the My View tab. Each filter and column header is listed along with a checkbox.
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The user may check off the settings they would like applied to their default My View page and
then choose the Save button.

Document Library View Preferences

Filters (Check all that apply)

View Document Number Package Status [0 command Activity

[ Effort Type [ Zone [0 set aside [ DSB Reviewed [0 Keyword

[J contractor [0 Requisition Number [] CLIN Type [ Fund Type [ Ppractice PRs
[0 user's Mailbox [ Event Dated

Mote: To change the default value ofthe selected filter, please click on the filter name.

Display Columns [Check all that apply)

Package Package Status Solicitation Activity Mailbio
Originator MAC [ command [ Zone [] setaside
[0 Dsb Reviewed [ wvalue [ optians Expire O Prcr [ socr
O soLr O aucL O Tocr O ToEx [ complete
O TocL [0 suspended

Save ][ Restore Default Preferences ]

Figure 16: Document Library — Preferences
There is also an option to restore the default preferences available to the user.

In addition to selecting the default filters that are listed on the Document Library’s My View
tab, the user can also specify the default filtering value by clicking on the individual filter's
name. Note: Values entered here will be included in the My View filtering process regardless
of whether they are checked off for display on the My View page.

Please select or enter a default filter value:

Command: _ "

Save ][ Cancel

Figure 17: Document Library — Preferences Default Filter Value
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Available filters are listed in Table 6 below.

Table 6: Document Library Filters

Field Type Description

View Dropdown | Displays only those packages that are part of the
selected View. Choose from: In my mailbox, |
originated, | need to evaluate, | evaluated, | manage,
Ever in my inbox, or Options Expiring.

Effort Type Dropdown | Displays only those packages of the selected Effort
Type. Choose Seaport or SeaPort Enhanced from the
dropdown.

Contractor Dropdown | Displays only those packages where the Task Order

was awarded to the selected Contractor. Choose a
Contractor from the dropdown list.

User’s Mailbox Dropdown | Displays only those packages in a selected user’s
mailbox.
Document No. Text Box Displays only those packages where the document

number entered is contained in the package number.
The following formats are acceptable

(In the examples below, “A” represents any letter, “0”,
“1”, and “2" represent any numbers):

PR: A0OO000-00-AA-00000

SD: A0O0000-00-A-0000 1111 (where 1111 is an
optional amendment number)

TO: AOO0O00-00-A-0000-111122 (where AO0000-00-A -
0000 is a MAC number, 1111 is a TO number, 22 is
an optional mod number)

If the exact number is unknown, the partial search can
be performed using "%" (or an asterisk) before or
after the known part. For example, search for
"%111122" will return all the Task Orders with the
number ending with 111122,

Zone Dropdown | Displays only those packages in the selected zone.

Requisition Number Text Box Displays only those packages containing the
Requisition Number entered. Search by Requisition
Number. This search may include wildcards.

Event Dated Dropdown | Displays only those packages where the selected
& Text Event has occurred between the dates entered. The
Box Date On/After and On/Before filters are related to the

Event filter. Enter a date range. Either type in a date
or use the calendar icons to select a date. The format
MM/DD/YYYY needs to be used for date entries.
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Field
Package Status

Type
Dropdown

Description

Displays only those packages with the selected
Package Status. Choose from: PR Draft, Solicitation
Draft, Solicitation Released, Bid Evaluation,
Solicitation Amendment Draft, Task Order Draft, Task
Order Executed, Task Order Executed, with Mod in
Draft, Task Order Complete, or Task Order Closed.

Set Aside

Dropdown

Displays only those packages with the selected Set
Aside designation.

CLIN Type

Dropdown

Displays only those packages of the selected CLIN
Type. Choose from: Cost Type, FFP, or ODC (Cost
Only).

Command

Dropdown

Displays only those packages under the selected
Command.

DSB Reviewed

Dropdown

Displays only those packages that have or have not
yet been reviewed by the DSB.

Fund Type

Dropdown

Displays only those packages of the selected Fund
Type. Choose from: FMS, OPN, O&MN-N, O&MN-R,
PANMC, RDT&E, SCN, WPN, OTHER, TBD, MDA,
NDSF, or PMC.

Activity

Dropdown

Displays only those packages of the selected Activity
or Organization. Choose an Activity or Organization
from the dropdown list.

Note: Packages created outside of a user’s Activity
are viewable once the package has reached
“Solicitation Released” status (or later).
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Field Type
Keyword Text Box

Description

Displays only those packages where the keyword
entered is contained in the Statement of Work or
other long fields. Put in a word (or a more ambitious
search expression) to seek in paragraph-or-longer
fields of the Purchase Request, Solicitation Document
and Task Order.

Here are examples of things you can search for.

=« warfare

= "undersea warfare" -Enclose phrases
in double-quotes.

= surface and undersea - Finds PRs

where both words appear in the same field

surface and not undersea

surface or undersea

surface near undersea

(surface and undersea) or warfare

- Use parentheses to group terms

P war *" - Finds "warfare", "warship",
"warhead"

= FORMSOF( | NFLECTI ONAL, rescind) -

Finds "rescinded", "rescinding”, "rescission"

The system updates its full-text index daily. The full-
text index will not reflect changes made to
documents. The system updates its full-text index
overnight.

X

X

KoK

Practice PRs Dropdown

Displays (or does not display) Practice PRs according
to the selected choice. Choose from: Only, Included,
or Excluded.

1.6  Workflow Page

The workflow page is also used to access packages. Packages are presented based on their
state in the procurement workflow. Packages will be sorted by Active Documents and Things
to Do. The Workflow Page does not contain filters. Packages where you are the Originator
are listed here. The user can also access customer surveys from this page. Some additional
context is shown on the Workflow page. Some action items are placed here because of
activity within the system. Figure 18 below illustrates a Workflow Page.
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elcome, Test PCO!
Active Documents

Items in my mailbox:

Activity /
Package Status S In Mail Box MAC
Organization

Task Crder Draft MAVSEA--HAWSEA 02 Test PCO

Task Crder Executed MAVSEA--MAWSEA 01 Test PCO Acmie
Task Crder Draft MAVSEA--MAWSEA 02 Test PCO
Solicitation Releazed MAVSEA--MAWSEA 00 Test PCO

Task Crder Cormplete MAVSEA--MAWSEA 00 Test PCO Ida
Task Crder Complete MAVSEA--MAWSEA 00 Tast PCO Osceola
Task Crder Executed, with Mod in Draft NAVSEA--PEC Subrnarine Test PCO Boone

Ttems I need to evaluate:

Activity /
Package Status S In Mail Box MAL
Organization

5D NOODZ24-04-R-FOFS Bid Evaluation MAYSEA--MNAVSEA 02 Test PCO

Ttems with Options Expiring:

Activity /
Package Package Status o ... In Mail Box MALC
rganization

Task Crder Executed, with Mod in Draft NAYSEA--MAVSEA 00 Test PCO  Appancoose
Task Crder Executed, with Mod in Draft NAVSEA--PEC Subrnarine Test PCO Carroll

Activity /
Package Status S In Mail Box MAC
Organization

MO NO0024-01-D-1112-0012 Task Crder Executed MANVSEA--MAVSEA 01 Test PCO Acmne

ustomer Satisfaction Survey:

Things To Do

Program Office Reviews:

_ Event Date L actions |

S0 MOOO24-02-R-7047 7/13/2002 7:23:01 PM |
|_ S0 MOO0024-02-R-7051 2/13/2002 2:12:02 PM ﬁ
O T MOO0Z4-01-0-1112-0012 3/9/2004 2:34:27 PM e
O S0 MOOO24-04-R-7134 3/12/2004 4:46:18 PM |

Dismiss Checked tems

Figure 18: Workflow Page

1.7 Roles and Permissions

Roles and Permissions define the privileges a user will have when using the SeaPort
application. Roles are requested by a SeaPort user and granted by a SeaPort User
Administrator.

Users can register with SeaPort by selecting the Register link on the SeaPort home page.
The user will enter identifying information and request a SeaPort role. Upon completion of the
registration page, the SeaPort User Administrator will ke notified. As soon as the user’s
registration request is approved, the user will be notified via email. The registration page
contains the fields shown in Table 7.

Table 7: Registration Page Fields

Description

Name Text Box Enter your full name using the format: First M. Last.

April 24, 2006 Limited Governmental Purpose Licensing Rights
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Field Type Description

Activity Dropdown Choose an activity from the list.

Organization Dropdown Choose an Organization from the list or leave blank for field
activities.

Location Text Box Enter your Location.

Telephone Text Box Enter your telephone number using the format: nnn-nnn-
nnnn.

Extension Text Box Enter your telephone extension, if applicable.

Fax Text Box Enter your FAX number using the format: nnn-nnn-nnnn.

E-mail Text Box Enter your e-mail address using the format:
yourname@x.navy.mil.

Code Text Box Enter your Code.

Address Text Box Enter your street address.

City Text Box Enter the name of your city.

State Text Box Enter the 2-digit abbreviation for your state (DC, MD, VA, TX,
etc.).

ZIP Code Text Box Enter your ZIP Code.

Time Zone Dropdown Select your time zone.

Roles

SeaPort Guest Check Box | You only need to create practice Purchase Requests or
review documents.
Originator Check Box | Check this box if you need to create, review, or edit Purchase
Requests or you need to evaluate proposals. The PR
Originator begins the actual process and inputs most of the
data found in the PR.
Originators can be anyone who is authorized by the program
manager.
Originators have the authority to:
= Initiate a new PR
=~ Initiate a modification
= Send a PR to SEA 02
= Forward a document to a reviewing official
= Update a PR
= Delete a PR
BFM Check Box | The Business Financial Manager (BFM) is the only role that

has the authority to update and enter financial accounting
data into SeaPort.

Additionally, the BFM can forward PRs to SEA 02 and can
update a working Task Order.

Check this box if you have the program authority to sign
Financial sheets.

April 24, 2006
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Field Type Description

TOM Check Box | Task Order Managers are comparable to Contracting
Officer's Representatives (COR) and/or Contracting Officer's
Technical Representatives (COTR). If your COR/COTR
training is current, you can request TOM privileges.

The Task Order Manager acts as a procurement official
through the preparation and definition of statement of work
requirements and the evaluation of vendor proposals.

The TOM role is similar to the current day Contracting
Officer's Representative in that the TOM provides front line,
day-to-day monitoring of the TO during execution.

Essential to the TOM role is the maintenance of official files,
including correspondence and past performance.

The TOM is the only role that is able to create entries in the
Task Order Evaluation.

Lawyer Check Box | Check this box if you have NAVSEA authority to perform legal
reviews.
PCO Check Box | Check this box if you are a warranted NAVSEA contracting

officer with authority to execute SeaPort task orders.

The Procuring Contracting Officer is warranted and appointed
by the Head of the Contracting Agency.

The PCO is the only role that is able to issue a solicitation
and award a Task Order.

1102 Check Box | Check this box if you work in the Contracts organization.

SEAO01 Check Box | Check this box if you have authority to perform 1301 and
1517 reviews. Also check the FinancialReviewer and/or
FinancialApprover checkboxes, and choose your SEA01
Division from the dropdown list.

SEA 01 has a funding certification role in SeaPort
acquisitions.

SEA 01 has access to all sections of the PR and solicitation
document and is the only role that is able to certify that funds
have been Section 1301 and 1517 reviewed.

Additionally, SEA 01 is the only role able to commit and post
obligations.

Financial Reviewer | Check Box | Check this box if you contribute to use-of-funds reviews.
Choose a SEAO01 Division from the dropdown list.

Financial Approver | Check Box | Check this box if you sign off on use-of-funds reviews.
Choose a SEAO01 Division from the dropdown list.

SEAO1 Division Dropdown This list is used in conjunction with the Financial Reviewer
and Financial Approver roles.

Deputy for Small Check Box | Check this box if you perform Small Business Review.

Business

SeaPort Bid Event | Check Box | Check this box if you have authority to perform SeaPort Bid
Creator Event creations.
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Description
SeaPort Enhanced | Check Box | Check this box if you have authority to perform SeaPort
Bid Event Creator Enhanced Bid Event creations.
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2 Helpdesk Utility

This section details the Helpdesk Utility training session. The Helpdesk Utility training session
follows the structure outlined in the SeaPort Il Training Plan, Section 3.1: Training
Methodology, and contains the key concepts outlined in Section 5: Training Curriculum

2.1 Explain

The instructor will explain how users may obtain support within the SeaPort portal.

2.1.1  Explanation

In addition to this training manual, the SeaPort system also offers Helpdesk support for
government users. The primary channel for obtaining this support is to submit a Helpdesk
ticket through the Helpdesk Utility.

SeaPort also offers a help support line: 301-939-1275. The availability of the help desk line is
M-F, 0800 — 1700 (Eastern).

2.2 Demonstrate

The instructor will demonstrate the steps necessary to submit a trouble ticket using the test
system. The screenshots and explanations included in this section are for reference and to
assure that all functional areas related to the Helpdesk Utility are adequately covered.

2.2.1  Create New Helpdesk Ticket

Selecting the Helpdesk Login link in the Header navigation starts the Helpdesk process.

New Purchase Do_cument YWorkflow Page Bid E"! gt HEIDd.ESk Re'.orts System Admin My Profile
Request Library Login Login
———

Figure 19: Header Navigation

A second window will automatically open and log the user into the Helpdesk Utility. From this
screen, the user can classify the nature of the new helpdesk ticket and can supply a full
description of the issue.

April 24, 2006 Limited Governmental Purpose Licensing Rights
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Create New Helpdesk Ticket

Mote: Your ticket will be submitted using your current profile information {name, e-mail address, phone number), Please ensure
this infarmation is up-to-date by verifying/editing the data on the My Profils tab,

Fields denoted with * are required.

* Ticket Type: v|

* Portal Feature:

T
|
L
* Effort Type: | |
i
|

Package or Event Identifier:

* Subject: | |

Description:

4000 characters remaining

Figure 20: Create New Helpdesk Ticket

Available fields on the New Helpdesk Ticket screen are listed in Table 8 below.

Table 8: Create New Helpdesk Ticket Fields

| Field __ Type Description |
Ticket Type Dropdown | Classifies the nature of the helpdesk ticket being
submitted.
Effort Type Dropdown | Identifies which SeaPort effort relating to the new

helpdesk ticket being submitted.

Portal Feature Dropdown | Identifies the SeaPort feature relating to the new
helpdesk ticket being submitted.

Package or Event Identifier | Text Box Allows the user to identify a specific procurement

package or event relating to the new helpdesk ticket
being submitted.

Subject Text Box Allows the user to supply a subject line describing the
new helpdesk ticket being submitted.

Description Text Box Allows the user to provide a full description of the new
helpdesk ticket being submitted.

Once submitted, the user will receive an email outlining the content of the helpdesk ticket
submitted, and will be redirected to a confirmation message as seen in Figure 21 below
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Helpdesk Ticket Submission Confirmation

‘our helpdesk ticket has been submitted and will be reviewed. You will be contacted if more information is required to resolve your
issue,

Thank you.

Support

Figure 21: New Helpdesk Ticket Confirmation
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3 Purchase Request

This section details the Purchase Request training session. The Purchase Request training
session follows the structure outlined in the SeaPort Il Training Plan, Section 3.1: Training
Methodology, and contains the key concepts outlined in Section 5: Training Curriculum.

3.1 Explain

The instructor will explain the purpose of a Purchase Request and how a Purchase Request is
used within SeaPort.

3.1.1 Explanation

A Purchase Request is the beginning of the procurement process. Information entered in the
Purchase Request is the basis for the information that will populate the Solicitation Document.
The purpose of the Purchase Request screens is to gather the information about a Purchase
Request. Use the left navigation buttons to access all the related Purchase Request screens
(Administrative, Pricing Structure, Requirements, Procurement, Attachments, Evaluation
Team, and Criteria).

NOTE: All times should be entered using local military time.

3.2 Demonstrate

The instructor will demonstrate the steps necessary to create a Purchase Request using the
test system. The screenshots and explanations included in this section are for reference and
to assure that all functional areas related to Purchase Requests are adequately covered.

3.2.1 Create Purchase Request using Wizard

The purpose of the Wizard screens is to ask initial questions about the Purchase Request
being created. This will help facilitate entering the main data on the Purchase Request
screens that follow.

The Purchase Request Wizard is the most common way of creating a Purchase Request. The
goal of the Wizard is to obtain essential information quickly and easily to assist in processing
the acquisition.

Information obtained using the PR Wizard interview format will be transferred to the Purchase
Request panels in SeaPort. Any information entered using the PR Wizard may be edited later
from within SeaPort.

The PR Wizard workflow is illustrated in Figure 22 below.
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PR is flagged as
Practice PR? - practice and not > ZRS;Z&U‘?gddZO;n
included in reports Y 4
Small Business
Type of Effort SeaPort Enhanced—®= Choose Zone Set Aside
I© !
SeaPort
What Services are
you buying?
Under Enter previous
Differrent Yes - contract
Contract?, information
z
S
ompetitive of i Setesetree
Sole Source justifieation

anpedwod

Rate evaluation
criteria

Best Value or
Low Cost

Proposal
Requirements

|

Include Award
Provisions

Enter Synopsis,
Y > POC, &
Applicable Dates

Advanced
Planning

z
S
A 4

Award Date and
Comments

Route or
Continue

- Route Sheet

PR Admin Panel
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Figure 22: PR Wizard Workflow

Selecting the New Purchase Request link in the Header navigation starts the PR Wizard.

New Purchase Docu,nent Bid Event Helpdesk . . - .
Request e YWorkflow Page Loaf) Loxfin Reports ConDps System Admin My Profile

Figure 23: Header Navigation

The first page of the Purchase Request Wizard asks the user if this will be a practice PR.
Practice PRs are not included in system metrics and are purged from the system in 7 days.
Practice PRs are useful for new users to explore the system without the fear of doing damage.
Should you wish to retain any of the information entered in a practice PR, the PR can be

cloned before it is deleted from the system and that information will be placed into an official
PR.

Purchase Request Wizard

Is this a practice PR?
(practice PRs are purged from the system after 7 days)

© Yes

Mo

Mext »

Figure 24: PR Wizard — Practice PR

The next page of the Purchase Request Wizard determines whether the user will require a
SeaPort or SeaPort Enhanced effort type. This will depend on what contract you are
procuring under: Professional Support Services (Seaport) or Engineering, Technical and
Programmatic Support Services (Seaport Enhanced).
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Purchase Request Wizard

What type of effort do you require?

©  Professional Suppont Services (SeaPort)

&  Engineering, Technical and Programmatic Support Services (SeaPort
Enhanced)

|4 Back | Next »

Figure 25: PR Wizard — Type of Effort

Should the user choose Engineering, Technical and Programmatic Support Services (Seaport
Enhanced) in the PR Wizard page shown above, the next page of the wizard will ask the user
to choose a Zone.

If you are unsure of which zone to choose, you may choose “Unknown” from the dropdown
window or click on the map icon. The map icon will open a pop-up window containing a map
of all zones. This zone map is displayed in Figure 27 below.

Purchase Request Wizard

Where will this effort be performed?

|Se|eu:1 Zone j %3’

|4 Back | Next B

Figure 26: PR Wizard — Select Zone
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Close

- (1) Northeast Zone

- {2 Mational Capital Zone
- (3) Mid Atlantic Zone

- () Gulf Coast Zone

- (3) WMidwest Zone

- (6) Southwest Zone

- () Northwest Zone

@ 0C 0@ 0o

5

Figure 27: PR Wizard — Select Zone — Zone Map

The next page of the Purchase Request Wizard asks the user about Small Business Set
Aside.

NOTE: This is the first of several Wizard pages that include the “Don’t Know”
choice. While this is a valid choice at this stage in the procurement
process, it must be modified before the Solicitation Document is
released. Ultimately a substantive response must be chosen.
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Purchase Request Wizard

Should this effort be set aside for a Small Business?

This effort has traditionally been performed by a Small Business and should remain in a Small Business
This effort could be performed by a Small Business depending upon specific circumstances

This effort could be performed by a Small Business 8(a) contractor

This effort could be performed by a Small Business HUBZOMNE contractor

This effort could be performed by a Small Business SDWVOSE contractor

Mewver

c 0O o 0 O O O

Don't know

<« Back MNext »

Figure 28: PR Wizard — Small Business Set Aside

The next page of the Purchase Request Wizard asks the user for information about services.
For both Total Duration and Total Dollar Value, include your firm requirement to be awarded
plus all standard and award term options for up to five years of requirements in these
numbers. Potential award term options that extend beyond five years should not be included
in this total.

Purchase Request Wizard

What services are you buying?

Short Description

|Samp|e Short Description

For both Total Duration and Total Dollar Value, include your firm requirement te be awarded plus
all standard and award term options.

Total Duration {in years}: |5

Estimated Total Dollar Value: $ [55555555

Note: Enter whole numbers only and do not include commas or a decimal point in your total
dollar estimate.

[4 Back | Next »

Figure 29: PR Wizard — Description of Services
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The next page of the Purchase Request Wizard asks the user for information about previous
contracts.

Purchase Request Wizard

Was this effort previously worked under a different contract?

T Yes
Mo

© Don't know

|4 Back | Next B

Figure 30: PR Wizard — Previous Contract

If the effort was previously worked under a different contract, the user will be asked whether
this effort was previously obtained through a Non-DOD vehicle (i.e. GSA, GovWorks, or the

Department of the Treasury).

Purchase Request Wizard

Was this effort previously obtained through a Non-DoD vehicle, i.e. GSA,
GoviWorks, Dept. of Treasury?

® Yes
o Mo

O Don't knowy

| Back | Next

Figure 31: PR Wizard — Previous Contract Details #1

The user will then be asked to enter additional information about the previous contract. This
information includes the contractor, the contract number and the contract amount.

April 24, 2006 Limited Governmental Purpose Licensing Rights

27



Virtual SYSCOM / NAVSEA SeaPort

Training Session Details, Version 1.10: Purchase Request ﬂ A Q U ’ L E N T

Purchase Request Wizard

Contractor currently performing the work

Contract Number: |

Contract Amount: |

|4 Back | Next B

Figure 32: PR Wizard — Previous Contract Details #2

The next page of the Purchase Request Wizard asks the user for information about the
selection process.

All MAC holders will be given a Fair Opportunity to Compete (FOTC) for prospective task
orders under SeaPort. Therefore, the Sole Source option has been disabled, and the user
must select Competitive.

Purchase Request Wizard

Is this a competitive procurement or sole source selection?

O Competitive

Sole Source

|4 Back | Next »

Figure 33: PR Wizard — Competitive or Sole Source

The next page of the Purchase Request Wizard asks the user to choose best value or low
cost.

The program manger needs to determine if the competition will be evaluated on a best value
to the Government basis or on the low cost/technically acceptable basis. If best value is to be
used, the importance of the factors (technical, past performance, and price) must be
determined. The order of importance of factors is at the discretion of the program office, based
upon what is in the best interest of the program. These areas should correspond with and
relate to the specific requirements set forth in the Statement of Work.
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Purchase Request Wizard

Is this a Best Value or Low Cost Technically Acceptable?

& Best Value

Low Cost

|4 Back | Next B

Figure 34: PR Wizard — Best Value or Low Cost

The next page of the Purchase Request Wizard asks the user for information about the
relative importance of the following:

~ Technical Criteria
- Past Performance Criteria

~ Price Criteria

Purchase Request Wizard

Using the drop-down boxes, please select the relative importance for each
of the following evaluation criteria.

Criteria Relative Importance

Technical Criteria First -
Past Performance Criteria Second -
Price Criteria Third @

|4 Back | Next &

Figure 35: PR Wizard — Evaluation Criteria

The next page of the Purchase Request Wizard asks the user for information about proposal
requirements and evaluation criteria.

Written Proposals

If you select to receive written proposals, you need to decide how many pages the
bidders can submit for their technical approach, their management approach, and their
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experience statement. You can also choose whether or not to receive resumes from
those individuals who would be performing the service.

Oral Presentations

If you select to have oral presentations, you need to decide how long the presentations

will be. You can also choose if you would like to receive written overviews to review.
Indicate this information in the Proposal Requirements and Evaluation Criteria text field.

Purchase Request Wizard

Steps Resumes Oral Presentation
= Step = Yes = Yes

2 Step = Mo = Mo

 Don't knowy = Don't knowy = Dion't knowy

Proposal Requirements and Evaluation Criteria

MWlaximum # of pages reguested for Technical |
Approach:
MWaximum # of pages reguested for Management |
Approach:
Maximum # of pages reguested for Experience |
Staterment:

|4 Back | Next »

Figure 36: PR Wizard — Proposal Requirements

The next page of the Purchase Request Wizard asks the user whether or not to include award
term provisions. Choosing Yes here inserts the provisions and clauses in the Requirements.
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Purchase Request Wizard

Would you like to include award term provisions?

 Yag
= Mo

© Don't knowy

|4 Back | Next B

Figure 37: PR Wizard — Award Term Provisions

The next page of the Purchase Request Wizard asks the user whether they wish to provide
Advanced Planning.

Purchase Request Wizard

Wouﬁiyou like to provide Advanced Planning?

Advanced Planning allows you to provide the Contracting community with synopsis-level details
about the requirement, as well as to specify estimated dates for various acquisition cycle events
(e, solicitation release, bid submission deadling, award date, etc)

O Yes
© Mo
4 Back Mext

Figure 38: PR Wizard — Award Date

If the user chooses Yes to include Advanced Planning, the Purchase Request Wizard will

prompt the user for a description of the event, point of contact, and dates for various
milestones in the process.
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Brief Description

Purchase Request Wizard
g

Advanced Planning Information

Note: Once it ls released by PCO, Advanced planning dala for the requirement is mmediataly
vigwahle by the Contracting cormmunity via the Vendor Poral

1102/PCO

! | [ Find User..

Initial Meeting

Issuance of Draft Solicitation
.Pre-SuIicitatiun Conference
Issuance of Final Solicitation
.Pmposal Submission Deadline
Initiate Technical Evaluation
.Oral Proposal Session
Complete Technical Evaluation

.Award Task Order

Incumbent Company

Issuance of Pre-Solicitation Hotice

.Receipt of Complete Requirement Package

[N
4 Back Next

A

olo|olololo|o]o]o]e|o

TED

o|Oo|Cc|O|C|O|O|O|O|C|0O

Estimated Date

T |m
| ke
| m
| | @
| o
.
| |E
| | @
| o
| m
| m

Oo|C|O|O0|C|0|0|0|0|C|0

Figure 39: PR Wizard — Award Date

Note: The 1102/PCO field found on the Advanced Planning form is not required during the

Purchase Request stage.

The next page of the Purchase Request Wizard asks the user for the award date and

additional comments. Use the calendar icon I to conveniently enter the Date.

April 24, 2006
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Purchase Request Wizard

What is the targeted award date?

Date:  [01/02/2006 it

Inthe area below, enter any additional comments concerming this
action.

|4 Back [ Create Purchase Request B

Figure 40: PR Wizard — Award Date

3.2.1.1 Calendar Utility

The calendar utility is available wherever you see the calendar icon @. Clicking on the

calendar icon will open a popup window as shown in Figure 41 below. The following controls

are available from this window.

Control Description

Table 9: PR Wizard — Award Date — Calendar Utility — Controls

[<<] Move backward one year at a time.

[<] Move backward one month at a time.

>] Move forward one month at a time.

[>>] Move forward one year & a time.

Date C!ic;ing on a date will enter that date into the selected field and close the calendar
window.

April 24, 2006
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September 2004
[=<] [=£] [2] [2=]

Sun Mon Tue Wed Thu Fri Sat
1 2 32 4

& 6 I B 2 10 11

12 15 14 15 16 17 18

19 =20 21 22 23 24 EZ5

26 27 28 28 30 1 F

Figure 41: PR Wizard — Award Date — Calendar Utility

The next page of the Purchase Request Wizard provides the Purchase Request number and
gives the user the opportunity to Route the Purchase Request or Continue. Routing the PR to
another user gives that user the opportunity to review and to comment on the data that has
been entered up to this point. When the other user has finished reviewing the PR information
he can route it back to the Originator or to another user. A PR that has been routed to a user
will appear in that user’s mailbox.
-~ By selecting Continue, the user will see the main PR panels. All of the information that
was entered into the Wizard will be auto-populated into the appropriate place in the main
PR panel.
=~ By selecting Route, the Originator can display the Route Sheet for the Purchase Request

created through the Wizard and use it to route the Purchase Request to other users for
input before sending to SSAPO.

Purchase Request Wizard

Do you want to route this Purchase Request
(No: NO0OO24-04-NR-00115) to someone else or continue
processing this action using the Purchase Request form?

| Route M | Continue

Mote: Please record this Purchase Request number for future
reference.

Figure 42: PR Wizard — Route PR
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3.2.1.2 Route

SeaPort workflow enables users to route action items to other authorized users by choosing
the Route button found on the document’s Package tab. The routing convention used by
SeaPort is ad hoc. Users are prompted to recommend a routing, but that routing is not forced.
Users should be aware that workflow routing does not take place concurrently. If a PR is
routed to another person br action, nobody other than that person will have access to any
information (other than read only). Because of this non-concurrent routing, it is important that
information be routed to the right person.

SeaPort notifies users via e-mail that a purchase request has been routed to them.

Selecting Route will display the Route Sheet for the PR shown in Figure 43 below. It contains
the following data fields and buttons.

Table 10: PR Route Sheet — Fields

Field Type Description

Suggested Route Text Box | Enter a suggested route (i.e. user names) to be used by
subsequent routees.
Note: This selection does not actually route the document.

User Name Text Box | Enter the user name that the document will be routed to using
the Find User button and the User Search utility.

Routing Comment | Text Box | Enter general comments to be reviewed by subsequent
routees.

Table 11: PR Route Sheet — Buttons

Return to Form

Goes back to the current document. The Administrative page of the
Purchase Request is displayed.

Save Suggested Route

Saves the entry in the Suggested Route field.

Find User

Allows the user to search for routees. Opens the User Search utility
(detailed in section 3.2.1.3 below).

Route to User

Routes the document to the user named in the User Name field.

April 24, 2006
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Route Sheet

Route Sheet

Feturn to Form

Suggested Route

Save Suggested Route |

Find User... | | Foute to Lser |

Routing Comment{optional, will be appended to the email)

=

Figure 43: PR Wizard — Route
3.2.1.3 User Search

The User Search utility is available from various points within SeaPort. It is used to
automatically populate user name fields that appear throughout SeaPort. The User Search
utility allows you to search for a user from a list of all SeaPort users. Search results may be
filtered by Activity, Role, or Name to make it easier to find the person you are looking for.

The User Search utility contains the following data fields and buttons.

Table 12: User Search — Fields

Field |  Type Description
Search Name Text Box | Enter all or part of the name you wish to search for.
Activity Dropdown | Select an Activity from the dropdown list to limit the search

results to just those SeaPort users who are a member of that
Activity. Note: This field corresponds to the Activity chosen
when the user was registered.

Role Dropdown | Select a Role from the dropdown list to limit the search results
to just those SeaPort users who are assigned that Role. Note:
This field corresponds to the Role or Roles assigned when the
user was registered.

Table 13: User Search — Buttons
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Button Description

Search

Begins the search.

Cancel

Cancels the search and closes the User Search window.

User Search

Search Name

Enter the first few characters of a person's login-ID or name in text box and/or
select a role and click the Search button. For everyone, just press Search.

Search will return all people whose name or login-ID begins with the characters entered
and whose role corresponds to the one selected.

ACtivity

Role

Search Cancel

Figure 44: User Search

Search results are displayed in the User Search window as a table. These results appear
below the search criteria. An example of a search results table is displayed in Figure 45

below. The

icon is used to make a selection. Clicking a user’'s icon will insert that

user's name into the selected field.

April 24, 2006
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g Enterprize Administrator User eboadmin MAWVSER ARC32434 abel122

g SuperGovtadmin SuperGovtadrmin MAVSEA MOOO024 Sormmewhers
ﬁ testdzh testdsh MANSEA 111 Laurel, MD
ﬁ testpco testpco MAWSEA 111 Laural, MD
g tesztpcoln testpcoll MAWSEA 111 Laural, MLD
g WashburnD WashburnD MAWSES jlkijkli Maryland
ﬁ Caniel Washburn WashburnDa CAHLGRENM =kj Maryland
ﬁ EGreg Qrgan Qrganiy EETPORT 111 Laural

g Mew PO PCOMew KEYPORT 1111 Keyport

g testchair testchair KEYPORT 111 Laurel, MD
ﬁ testchairl testchairl KEYPORT 111 Laurel, MD
ﬁ testchairz testchairz KETPORT 111 Laurel, MD
g testchairs testchaird KEYPORT 111 Laurel, MD
g testchaird testchaird KEYPORT 111 Laurel, MD
ﬁ testchairs testchairs KEYPORT 111 Laurel, MD
ﬁ testdsbl testdsbl KETPORT 111 Laurel, MD
g testdsh2 testdshb2 KEYPORT 111 Laurel, MD
W ooty g o M o bah 3, BEKPRR TarehL g A s D

Figure 45: User Search — Results Table

3.2.2 Create Purchase Request by cloning

After selecting an existing PR from the document library the Package panel is displayed. Use

the clone icon on this page to create a new PR with the same attributes. The clone icon
can be found in the Actions column in the Package Documents section of the page. You can
clone a PR that you created or that another user created. Cloning a PR is a method of re-
using work that has already been completed. Should you need to create a PR with much of
the same data as another PR in the system, you can clone the original PR and then edit it to
suit your needs. Cloning a PR is a way to avoid having to start the procurement process from
scratch.

TIP: If you create a practice PR using the PR wizard and later decide that
you would like to use the data that was entered, you can clone the
practice PR before it expires and is purged from the system (7 days).
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Package Purchase Req. | Small Business

Package Home Foute ‘ Suspend Package ‘
History

Fackage PR NOOO24-04-MR-00065 | Siqiws FR Draft
1102 Files

Crganization MANSEA 00 TOM
Package Admin - —

Current Mailbox testpco Originator testpco

Total Poiential Value 555555 555 Current Potential Value

Total Value Funded Value

Sucpended Mo Archived Mo

Package Documents

Document Ob-ID  Action
1> PR NDOD24-04-NR-00065 926 £ (I

Figure 46: Package Home

Selecting the clone icon B will display the following window.

Microsoft Internet Explorer ) x|
You are about to clone a Purchase Reguest,
You will be redirected to the new Purchase Reguest, Proceed?

Cancel

:

Figure 47: Clone PR

Selecting OK will create a new purchase request with the same attributes as the one that is
cloned. The Administrative data panel of the new purchase request will be displayed. See
section 3.2.3 for more information on the Administrative Data panel.

3.2.3 Add Administrative data

The Administrative Panel contains all information required to properly administer an
acquisition. Included are Originator, Activity, Task Order Manager, and Financial POC
information. Most of the Originator Information will be auto-populated. All of the Administrative
fields must be furnished before it is eligible to be processed. It contains the following data
fields and buttons.

NOTE: Some actions require specific levels of authority within the system.
Not all buttons will be available to all users.
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Field

Originator

Table 14: PR Administrative Panel — Fields

Type
Read Only

Description

who originated the PR.

This field is pre-filled based on the login ID of the person

Edit

£

Allows the user to select an Originator using the User
Search function (described in section 3.2.1.3 above).

User Information

ik

View the SeaPort Profile of the Originator or the Task
Order Manager (TOM).

Program Office Text Box Enter the name/number of the Program Office.

Originator's Office Read Only | This field is pre-filled based on the User Profile of the
person who originated the PR.

Date of Origination Read Only | This field is pre-filled based on the system date.

Code Read Only | This field is pre-filled by SeaPort.

Activity Dropdown Choose an Activity from the list.

Organization Dropdown Choose an Organization from the list.

Requisition No. Dropdown | This is a text field. Enter any external references or
references to other systems here. If this does not apply,
enter “N/A”. This field is required.

Task Order Manager Dropdown Choose the name of a Task Order Manager from the list.

Name

The dropdown list will contain only those TOMs that are
in the Activity specified above. To see a list of all TOMs
in the system, use the View All icon it described below.
The function of TO Manager is to certify work order for
payments to be made. Similar to a Contracting Officer's
Representative (COR), the Task Order Manager or TOM
is the individual who acts as a procurement official
through the preparation and definition of statement of
work requirements and the evaluation of vendor
proposals. The TOM provides front line, day-to-day
monitoring of the task order during execution. Essential to
the TOM is the maintenance of official files, including
correspondence and past performance. The TOM is the
only one who is able to create entries in the Task Order
Evaluation within the SeaPort portal. Contact a SeaPort
contracting officer if you are not sure who would serve as
the TOM for the services that being requested.

View All

View a list of all TOMS in the system. This list opens in a
pop-up window and resembles the search results table
shown in section 3.2.1.3 above. Choose a user by
selecting that user’s W icon.

April 24, 2006
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Field Type Description

POC (Point of Contact) | Text Box The financial point of contact (POC) is most likely the
Business and Financial Manager (BFM) for the
program/program office that is requesting the services.
This information is needed in case SEA 02 or SEA 01
has questions about the funding of the procurement.

This person can be either the BFM or the Originator,
whoever has Program Manager cognizance over the
funding. Contact a SeaPort contracting officer if you are
not sure who your financial point of contact is for the
services being requested.

Zone of Performance Dropdown Choose a zone of performance from the dropdown list.
Zones can be displayed by selecting the zone map icon.

Display Zone Map %‘r Displays a geographical color-coded zone map in a pop
up window. The zone map is shown in Figure 27 above.

Set Aside Dropdown Set Aside will be the attribute of the package and can be
changed through the Purchase Request/Solicitation
stages of the package until the Solicitation is released.

Choose No, Full Set Aside, Protected 8(a), Protected
SDVOSB, Protected HUBZone, or Cascade.

If user selects one of the Set Aside options, Section M
will be automatically populated with the appropriate Set
Aside clause.

If user selects “Cascade”, Section M will be automatically
populated with Cascading Set Aside clause.

If user selects “No”, no Set Aside provisions are
automatically inserted in to Section M.

Note: If the original selection is changed, the user must
manually update Section M on the Requirements panel
and PCO Set Aside Review on the Small Business panel.

The system does not automatically update that
information.

Table 15: PR Administrative Panel — Buttons

Button Description

Save Pressing this button updates information in the database. Note: Data is
automatically saved when using the left navigation.

Validate PR Pressing this button ensures that all required fields have been entered.
If all required fields have not been entered, the system notifies user of
an error condition. This notification is in the form of a message window
indicating the missing fields.
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Button Description

Create Solicitation

Pressing this button causes the system to run a validation routine

ensuring that the draft PR has all required fields populated. If true, the

system successfully validates and creates the draft solicitation. If the
validation fails, the system reports the errors requiring attention via a
message box.

Upon successful validation the system generates a draft solicitation,
provides a unique solicitation number, and populates most of the
solicitation fields with the data from the PR.

Note: Only a PCO will have the authority to create a solicitation.
Other users will not have this button available.

Printable PR

Pressing this button opens a new browser window containing a form
that displays all of the PR information from all Panels. This form is
read only and is specially formatted for better printing results.

1102 Sandbox

This feature has been disabled within SeaPort — please disregard its
presence in any Training Manual screenshots.

Printable PR Pricing

Pressing this button opens a new browser window containing a
printable version of the Purchase Request's pricing structure.

NOTE:

The Save, Validate PR, Create Solicitation, Printable PR, and

Printable PR Pricing buttons are common to several of the PR panels.

They always perform the same function.
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Figure 48: PR — Administrative

3.24  Add Pricing Structure data

The purpose of the Pricing Structure Panel is to lay out the Contract Line Item Number (CLIN)
structure of the Task Order. The basic MAC contracts have within them a uniform CLIN
structure based upon contract type. The Purchase Request Pricing Structure panel replicates
this structure. Information such as Total Duration and Estimated Total Cost will be provided by
the Purchase Request Wizard. The Pricing Structure panel contains the following data fields
and buttons.

Table 16: PR Pricing Structure Panel — Fields

Description

Total Duration (in years) Text Box Enter the total duration of the contract.
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Field [ Type | Description
Estimated Total Cost Text Box Originators should enter their best estimate about
these values. This is for planning purposes only, but

all fields must contain a value. Enter the estimated
total cost of the contract.

New CLIN Window
CLIN ID Text Box Choose from 0001 — 0009 or 1000-9999 (for

SeaPort-e). Each CLIN ID corresponds to a specific
cost type and period of performance. See table in

Figure 50.

CLIN Category Radio Choose whether to add an Informational or Priced
CLIN.

Short Description Text Box Enter a short description for the CLIN up to 1000
characters.

Automatically create ODC Check Box | Select this check box to automatically create an ODC
CLIN when creating a Cost Type CLIN.

Table 17: PR Pricing Structure Panel — Buttons

Button Description
New CLIN Click the New CLIN button to add a contract line item number (CLIN).

You must also enter categorize the new CLIN as Informational or
Priced and supply a short description. When adding the first
Informational Cost Type CLIN, the system will automatically add the
first Cost Type SLIN and the first Cost Only CLIN and SLIN. You can
then edit those entries to complete their required fields.

When adding a Priced CLIN, you will add detail on the following

screen.
CLIN/SLIN Wizard Opens the Pricing Line Item Wizard described in section 3.2.4.3 below.
Timeline... Opens the Timeline window described in section 4.2.2.3 below.
Expand CLINs Allows the user to see all SLINs associated with a CLIN. CLINS are

presented with the details collapsed when the page length exceeds the
system-defined limit (this is rare).

Actions Choose the new document icon ‘&l to create a new SLIN. Choose the
pen icon fto edit, the trashcan icon llJ to delete, or the disk icon
to save.

Table 18: SLIN/ Priced CLIN Detail - Fields

Description

SLIN ID # Text Box Enter a valid 2-letter combination. User should enter
SLINs sequentially starting with AA. This field is
displayed only for Informational CLINSs.
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Field Type Description

CLIN # Read Only | Displays the CLIN ID # (this field is displayed only for
Priced CLINS)

Fund Type Dropdown Choose from the list. See table in Figure 59.

FMS Case Number Text Box If FMS funding is used, specify the case. Enter the
case number in the format AA-A-AAA.

Firm or Option Dropdown Enter whether this requirement will be placed at time
of award or if it is a future requirement. Choose Firm
or Option.

Fee Type Dropdown | Choose Fixed, Award, or Incentive.

Unit of Issue Dropdown | Choose Labor Hours, Lot, or Labor Years.

Fiscal Year Dropdown | Enter the fiscal year for the money being used.
Choose the last 2 digits of the fiscal year from the list.

Cost Plus Fee Text Box Originator should enter their best estimate. This is for
planning purposes only, but all fields must contain a
value. Enter the dollar amount. (14 digit limit)

Quantity Text Box If level of effort, your estimate of the number of man-
hours required. If completion, enter the numeral 1;
unit of issue is "Lot". Enter the quantity. (9 digit limit)

Recurring Cost Radio Choose Yes or No.

Performance Based Radio Choose Yes or No.

Unit Price/Total Price Read Only | This field is calculated based on other data.

Service Contract Act Radio Choose Yes or No.

Applicable

Dropdown | Select a Period
Enter when performance starts and when
performance ends. Choose From and To dates using

Period of Performance the dropdown lists.

Text Box Enter Days After Award
Enter the length of the period of performance in days
(only available for option SLINS).
Short Description Text Box Enter a very short description (e.g., “Logistics

Support for SEA 02”) that will appear in Section B of
the Task Order. Enter up to 1000 characters.
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Figure 49: PR — Pricing Structure
3.2.4.1 New CLIN

The SeaPort system supports CPFF, CPAF, CPIF, FFP, and Cost Type CLINSs.

Selecting the New CLIN button will open the window shown in Figure 50 below as a pop up.
After selecting New CLIN the user must select from the drop down list the appropriate CLIN
number that they wish to procure with and provide a short description of the new CLIN. The
basic MAC contracts have within them a uniform CLIN structure based upon contract type.
After clicking "Save," the CLIN is added and the user is returned to the main panel.

3.2.4.1.1 CLIN Structure

The MAC contracts contain contract line item numbers (CLINs) that can accommodate both
Cost-Plus-Fixed Fee and Firm Fixed Price requirements. Each of these CLINs has a five-year
period of performance. Including options, the maximum total potential duration of the MAC
contracts is fifteen years. Every Task Order will follow the same general CLIN structure that
was established in the MAC contracts:
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= COST-PLUS-FIXED FEE (CPFF/CPAF/CPIF) Item 0001 (1000 for SeaPort-e), Option
Iltems 0004/4000 and 0007/7000 - All requirements for Cost-plus-Fixed Fee (CPFF) level
of effort (hours) or completion type services will be placed under these CLINs. Other
Direct Costs, e.g. travel, associated with performance of work under these CLINs are
included separately under Item 0003 (3000 for SeaPort-e) and option Items 0006/6000
and 0009/9000 since contractors will not be paid any fee on the ODC costs.

= FIRM FIXED PRICE (FFP) Item 0002/2000, Option Items 0005/5000 and 0008/8000 - All
requirements for firm fixed price level of effort (hours) or completion type services will be
placed under these CLINSs. Included in the price are all direct and indirect costs, including
Other Direct Costs, to complete the effort and profit.

= COST ONLY Item 0003/3000, Option Items 0006/6000 and 0009/9000 - These are cost
only CLINs (contractor receives no fee) where contractors will be reimbursed for the
allowable, allocable and reasonable other direct costs (ODCs) required to perform effort
under Items 0001/1000 and Option Items 0004/4000 and 0007/7000. These items may
include costs such as travel, facilities, incidental supplies, and mailing/packaging costs.
Whether or not a specific type of charge should be classified as an ODC directly
chargeable to the contract will depend on the Contractor's accounting system.
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Create New CLIN

Please enter a CLIN ID:
Note: New CLIN ID scherme (1000 - 9999) pertains to SeaPort-e efforts only, SeaPort-l efforts will use the CLIN [Ds ranged
frde 0007 - 0004,

Valid CLINS are:

Cost Type: 0001, 0004, 0007, 1000°s, 4000°, and 7000's
Firrm Fixed Price: 0002, 0005, 0008, 2000°s, 5000z, and 8000's
ODC (Cost Only): 0003, 0006, 0009, 3000°s, B000's, and 3000's

Period of Performance for each CLIN is as follows:

CLINS Period of Performance

0001 or 1000's 05-APR-04 TO 04-APR-09
0002 or 2000's 05-APR-04 TO 04-APR-09
0003 or 3000's 05-APR-04 TO 04-APR-0D
0004 or 4000's 05-APR-09 TO 04-APR-14
0005 or 5000's 05-APR-09 TO 04-APR-14
0006 or 6000's 05-APR-09 TO 04-APR-14
0007 or 7000's 03-APR-14 TO 04-APR-19
0008 or B000's 05-APR-14 TO 04-APR-12
0003 or 2000's 05-APR-14 TO 04-APR-19

Figure 50: PR— New CLIN — SeaPort Enhanced Periods of Performance

Next, the user will be prompted to categorize the new CLIN as either an Informational CLIN
(with funding at the SLIN level) or Priced CLIN (funding at CLIN level). Note: Should a user
select Priced CLIN, they will have the option of adding Informational SLINs in order to break
out Fund Types and Lines of Accounting. For more information on Informational SLINs to a
Priced CLIN, refer to Section 5.2.3.2.3.1
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Create New CLIN

Please choose a CLIN category below:

O Informational

) Priced

[ Frevious ] [ et ]

Figure 51: PR— New CLIN — CLIN Categorization

For Informational CLINs, SeaPort will then prompt the user for a Short Description.

Create New CLIN

CLIN ID: 1001

Short Description

Automatically create ODC [Cost Only) CLIN.

Sawve Cancel

Figure 52: PR — New CLIN — Short Description
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Priced CLINs will instead be routed directly to the edit details screen.

L% Main
Priced CLIN
CLIM # 1001 Fund Type FrdS | FMS Casge Mo

. Firm/Base _ V

Firrm/Base or Option Fee Type | Fixed w | Lnit of lssue |Labar Hours + |

Award Term i : 7 i
Fiscal Year EIE_V: Cost Plus Fee | . Cluantity
Recurring Cost & Yes ONo |Pedormance Based | O Yes (&) Ro |Unit Price 0
Service Contract Act
Applicable O Yes Ol

() Select a Period O Enter Days After Award
Egrr’lfgrdmuafnce From: | June gl 1 _EAj 2005 By . | Dayfs)
ro. [June ¥[8 v|2006 ]

Shont Description

Figure 53: PR — New CLIN — Priced CLIN Details

For Informational CLINs, SeaPort provides the first Sub-Contract Line Item Number (SLIN)
automatically. SLIN detail can be added by clicking on the edit icon sg which will bring up the
detail screen seen in Figure 53. Additional SLINs may be added by choosing the Add SLIN
button & and entering the appropriate information.

3.2.4.2 Edit SLIN Details

A SLIN is a sub line item number. Informational CLINs are comprised of SLINs. In SeaPort-e,

SLINs are added either by creating an Informational CLIN, or by clicking on the Add SLIN &
button within an existing CLIN.

Under the MACs most task orders will have numerous SLINs. This is driven by two things:

1. Unlike most existing NAVSEA service contracts that have a separate CLIN for each
year's requirements, each CLIN of the MACs extends for five years of performance.
To create annual options, it will be necessary to create separate SLINs. For example,
a base period plus two option periods will require three SLINSs:
O002AA Base Year
0002AB First Option Year

0002AC Second Option Year
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NOTE: While a CLIN can last for five years, rules regarding availability of
funds for obligation and expenditure still govern how the period of
performance for a specific SLIN is structured (e.g., O&M,N expires at
the end of the fiscal year)

2. The rule regarding only having one line of accounting for each SLIN still applies. So to
accommodate the use of different funds, it will be necessary to use different SLINS.
Selecting the Add SLIN ‘& icon on the CLIN line opens the New SLIN page.

The image in Figure 54 below shows the SLIN Details page. A separate SLIN is required for
each appropriation type of fund, each fiscal year, and each option.

NOTE: When adding the first Cost Type CLIN, the system can automatically
add the first Cost Type SLIN and the first Cost Only CLIN and SLIN.
You can then edit those entries to complete their required fields.
3.2.4.2.1 Main

The Main tab allows the user to edit information that was entered when the SLIN was created

Main

SLIN

SLIN L.D.# 1000(84 | Fund Type |O8MNR: v | FMS Case No.

Firm,l’El ase ¥

Firm/Base or Option Fee Type | Fixed V; Unit of lzsue j.LDt hd

Awvard Term ; ] T :
Fiscal Year DE e Cost Plus Fee 1DDDDDD Quantity |1
Recuarring Cost ) Yes OMo Performance Based | O Yes 2No Unit Price 1,000 000
Service Contract Act
Applicable OYes OMo

() Select a Period O Enter Days After Award
Egzgfmognce From; |-June )| 8BS 2005 G| | Day(s)
To: | June w|[7 || 2006 »

Base Feriod Task 1
Shart Description

Figure 54: PR — Edit SLIN Details (Cost Type) — Main
3.2.4.3 Pricing Line Item Wizard

The Pricing Line Item Wizard allows a SeaPort user to create even a large pricing structure
very quickly. This is because the system can automatically generate associated option SLINs
without the user having to tediously generate each one individually. Start the Pricing Line Item
Wizard by selecting the CLIN/SLIN Wizard button from the Pricing Structure Panel.

The first page of the Wizard allows the user to enter Period of Performance data for the base
period of the task. The user can either directly edit the text box or select a date from the date

control by clicking on the calendar icon M jocated to the right of the text box.
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NOTE: Clicking on the calendar icon opens the calendar utility explained in
section 3.2.1.1 above.

NOTE: The Date From field automatically defaults to a date that is two weeks
from today’s date. The default period is one year.
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Pricing Line Item Wizard

Important Note: “When running the wizard, you must
complete all the steps to have your pricing information saved
to the database. If you exit the wizard before completing all

steps, your data will be lost.

Please enter the Period of Perfformance for the hase
period:

Date
- k2872006 | @
Date Ta: |4;2?;2|:||:|? | o

|4 Back | Next B

Walid CLINS are:

Cost Type: 1000°s, 4000's, and 7000's
Firm Fixed Price: 2000's, 5000's, and B8000's
QDC (Cost Only): 3000's, B000's, and 2000's

Period of Performance for each CLIN is as follows:

CLIN I1Ds Period of Performance

1000's 05-APR-04 TO 04-APR-09
2000 05-APR-04 TO D4-APR-03
3000's 05-APR-04 TO 04-APR-09
4000's 05-APR-09 TO 04-APR-14
S000's 05-APR-09 TO 04-APR-14
BO000's 05-APR-09 TO 04-APR-14
7000's 05-APR-14 TO 04-AFPR-19
8000's 05-APR-14 TO 04-APR-19
9000's 05-APR-14 TO 04-AFPR-19

Figure 55: PR — Pricing Line ltem Wizard — Period of Performance
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The next page of the Wizard allows the user to choose a line item type for the base period.
Depending on this choice, one of the following 4 pages will be displayed: Cost Plus Fixed Fee,
Cost Plus Award Fee, Cost Plus Incentive Fee, Firm Fixed Price. Should the user wish to
create more than one type of CLIN, they can do so later. After creating the first CLIN, the

system will prompt the user to create another CLIN. If selected, the user will be brought back
to this same page in order to create a subsequent CLIN.

Pricing Line Item Wizard

Please choose a Line ltem type for the base period:

) Cost Plus Fixed Fee
) Cost Plus Award Fee
) Cost Plus Incentive Fee

) Firm Fixed Price

| 4 Back | Next

Figure 56: PR — Pricing Line Item Wizard — Line Item Type

The next page asks the user to select the CLIN Category.

Pricing Line Item Wizard

Please choose a hase CLIN category helow:

®  Infarmational

O Priced

| 4 Back | Next B

Figure 57: PR - Pricing Line ltem Wizard — CLIN Category

The next page asks the user to enter the CLIN ID.
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Pricing Line Item Wizard

Please enter a base CLIN ID:

| €4 Back | Next &

Figure 58: PR - Pricing Line Item Wizard — CLIN ID

The next page asks the user to select the checkboxes of all fund types that will be used on the
procurement. The fund types are chosen from the table below.

NOTE: If the user wishes to add a fund type that does not appear on the list,
the user should contact a SeaPort administrator or choose OTHER.
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Pricing Line Item Wizard

Please select the appropriate Fund Type(s) for the base period for Firm Fized Price:

Fund Type (Check All That Apply)
FrS
QP
O&MN N
WEA
FPAMNMC
ROT&E
SCH
WHEN
OTHER
TBD
RADIA,
rOSF
PR

R

WCF

|4 Back | Next »

Figure 59: PR — Pricing Line Item Wizard — Fund Type

The next page of the Wizard allows the user to enter detailed CLIN/SLIN information. The
fund types chosen in the previous page of the Wizard appear in the Fund Type dropdown list
at the top of this Wizard page. After making the selections on this page, the Pricing Structure
panel of the PR will be populated with the CLINS and SLINS.

NOTE: Sometimes it is easier to enter all the CLINs and SLINs using the
Wizard and then delete any CLINs or SLINs that you don’t need. You
may wish to delete a SLIN, for example, if there are ODCs in the first
two years, but not in the other years.
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Pricing Line Item Wizard

CLIN Type: Firm Fixed Price
CLIN Category: Informational
CLIN ID: 2100

Please select the fund type for the hase period SLIN | TED ¥

Case No.

(FMS Only) Quantity Unit of Issue Total Cost Firm/Base Or Option

| | | | |LabDrHDurs V| | | |Firm,fElase VI

Base Period of Performance

Short Description From: 4/28/2006 | 1o |4/272007 |
i

Pricing Information Table

Delete cLiNip CHN Fund oty Unie 100

pip PECUHING Lo ate: End Date
Type Type

Cost Periods

Ma pricing information has been added.

[ Delete Checked Rows) ]

4 Back MNext W

Figure 60: PR — Pricing Line Item Wizard — CLIN Details

The next page of the Wizard allows the user to create another CLIN.
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Pricing Line Item Wizard

Do you want to create another CLIN?

O  Yes
O Mo
Mext »

Figure 61: PR — Pricing Line Item Wizard — Create Another CLIN

Choosing Yes displays the Choose Another Line Item Type page where the process can begin
again.

Pricing Line Item Wizard

Please choose a Line ltem type for the base period:

) Cost Plus Fixed Fee
) Cost Plus Award Fee
) Cost Plus Incentive Fee

) Firm Fixed Price

| 4 Back | Next

Figure 62: PR — Pricing Line Item Wizard — Another Line Item Type
Choosing No displays the Finish page.
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Pricing Line Item Wizard

The new CLIN/SLIN information has been saved.

Finish »

Figure 63: PR— Pricing Line Item Wizard — CLIN/SLIN Save Confirmation

Selecting the Finish button here returns you to the Pricing Structure panel with the CLIN/SLIN
information (entered using the Wizard) filled in and expanded.

NOTE: You must complete the Pricing Line Item Wizard by selecting the
Finish button in order to save your work. If you close the Wizard
before completing this step, your work will be lost.

Cost Type Informational CLINs will automatically create a SLIN.

On the Pricing Structure page, the list of CLINs and SLINs is expanded by default unless there
are a large number of CLINs and SLINs. Some Task Orders may have over 200 SLINs. In
this case, you may choose to only view the SLINs that you are currently working with.
Deselecting the checkbox next to the CLIN ID of the CLINs you don’'t want to see and then
selecting the Expand CLINs button will reload the page with only the checked CLINs
expanded. This can reduce the scrolling necessary to see all of the pertinent information.

At this point you may choose to edit a SLIN to add additional information. Selecting the edit
icon £ wil open the SLIN window described in section 3.2.4.2 above.
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Purchase Req.

Small Business

Requirements
Procurement

Purchase Request Mumber: NOO024-04-MR-00085

Total

Duration (in | |5

years)

Evaluation Team

Estimated
Total Cost

bhhhhhEEES

Al mave | Walidate PR | Create Solicitation ‘ Frintable PR
1102 Sandbox ‘ Frintable PR Pricing |

Guaranteed Savings

" Yes Mo

Mon-
COnversion
Justification

CLIM

e CLIMN

IV 0002 M 0003

CLINGSLIMN Wyizard

W 0001

Tirmeline. ..

Expand CLINs |

Fund L] ET y _ .
I 0 2 e ey peeey

0001 Cost Type 5,613 | = mE

000144 Firmn v o j Z W

0001AB  Firm PAMMEC 05 Y 50': 5.E0E Description j _g [[l

0002 Firm Fixed Price | (I E

0002 ODC (Cost Only) 135 | = m &

000344 Firmn v o j Z 0

-@‘Qiﬁf_ﬁ e 22 ““PE-,.IP-.\ ;f-b’ o D%Sglgt_lcﬁ i il .,\.»i%\ -x@“‘“"'- —

Figure 64: PR — Pricing Structure

3.2.4.4 Timeline

The Timeline button is explained under Solicitation Document in Section 4 of this training.

April 24, 2006

Limited Governmental Purpose Licensing Rights 60



Virtual SYSCOM / NAVSEA SeaPort

Training Session Details, Version 1.10: Purchase Request /} A Q U ’ L E N T

3.25 Add Requirements data

The Requirements Panel contains all the information about the actual contractor effort
re:uired. The Requirements Panel consists of a list of links (noted in blue text). Blank icons

reveal sections with no data entered. Filled icons I— reveal sections with existing data.
Table 19 below details the sections available on the Requirements page.

Table 19: PR Requirements Panel — Fields

Field Type Description
Comments Link | The PR Wizard may generate some comments. Enter
additional comments here.
Section C Statement of Link | The SOW must be cut-and-pasted or manually entered via
Work the Requirements data entry screen. Do not use the

attachment feature to attach the SOW.

The statement of work (SOW) should specify in clear,
understandable terms the services to be performed by the
contractor. Preparation of an effective SOW requires both
an understanding of the services that are needed to satisfy
a particular requirement and an ability to define what is
required in specific, quantitative terms. A SOW prepared in
explicit terms will enable offerors to clearly understand the
Government's needs. A well-written SOW facilitates the
preparation of responsive proposals and the delivery of the
required services. A well-written SOW also aids the
Government in source selection and contract administration

after award.
Section D Packaging and Packaging and Marking defaults to best commercial
Marking standards. If a user opts for special instructions, information

must be entered into the text box describing what those
special requirements are.

Reports Link | Reports are comparable to Contract Requirement
Deliverables List (CDRL) deliverables. This box defaults to
the seven most common reports required under service
contracts. This list of reports can be tailored and reports
can be deleted and/or added based on the specific
requirements of this task order. The Proposed Performance
Based Statement of Work for Out-years report should be
deliverable 90 days prior to end of first years period of
performance and revisions would be as required.

Award Term Clause Link Enter Award Term Clause here.

Note: The Award Term Clause link may not be visible
depending on the choices made when the PR was created.
If you wish to include an Award Term Clause and the link is
not listed here, use the left navigation to go to the
Procurement Panel and select Yes to the Award Term
Consideration question (last question on the page). After
selecting Yes, the link will appear when you return to the
Requirements Panel.
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Field Type Description
Award Term Plan Link Enter Award Term Plan here.

Note: The Award Term Plan link may not be visible
depending on the choices made when the PR was created.
If you wish to include an Award Term Plan and the link is
not listed here, use the left navigation to go to the
Procurement Panel and select Yes to the Award Term
Consideration question (last question on the page). After
selecting Yes, the link will appear when you return to the
Requirements Panel.

Proposal Requirements Link | Enter Proposal Requirements and Evaluation Criteria here.
and Evaluation Criteria

Package Purchase Req. Small Business

N e — [ velidete PR | [ Create Solicitation | [ Printshle PR | [ 1102 Sandbox |

Pricing Structure

[ Printakle PR Pricing |

Purchase Request Mumber: NOO024-05-MNR-00588

Evaluation Team D Comments

D Section C Statement of Work

Advanced Planning

D Section D Packaging and Marking

Reports
Award Term Clause
Award Term Plan

Proposal Requirements and Evaluation Criteria

Figure 65: PR — Requirements List
3.2.5.1 Requirements Detalil

Each requirement in the list is represented by a link. Selecting any of these links will bring up
a Requirements Details window in which to enter the actual text of the requirement. An
example of such a window is found in Figure 66. The Requirements listed at the PR stage in
the procurement cycle are a subset of the total Requirements. The next stage of the
procurement cycle, Solicitation Document, will contain all of the Requirements.

Table 20 and Table 21 below detail the fields and buttons contained on the entry forms.

NOTE: Typing into an area that is auto filled can result in your typed text
being overwritten by the template text.

Table 20: PR Requirements Detail — Fields
Field Type Description
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Field Type Description
Text Entry Text Box Enter the text of the Requirement.
[[--preformatted-On--]] Command | "Typewriter" mode. Each space and carriage return

in the textbox appears verbatim in the PDF. Lines do
not wrap. This is how to preserve your line-breaks
and alignment onscreen and in the PDF. Use this
technique for addresses, poetry, tabular text, etc.

[[--preformatted- Off--]] Command | Resume "wrapping" long lines to form paragraphs.
Normal text. Press Enter at the end of each
paragraph.

[[--table--]] Command | The following lines constitute a table, with a Tab

between cells. To add a column insert a Tab into
each row. Note: In the PDF, every table occupies
the full width of the page.

Commercial/Special Radio Choose Commercial or Special. Note: Only
available in Section D Packaging and Marking.

Table 21: PR Requirements Detail — Buttons

Button Description

Save Saves the text in the text area.

Save & Close Saves the text in the text area and closes the window.

Preview Brings up another window that displays the text as it will appear in the
PDF document. (This is especially useful when using the formatting
commands)

Pin... Brings up a window where the system's automatic fill-ins (e.g., number

of hours, SLINs are fully-funded, etc., etc.) are marked with a
checkbox. If you need to "freeze" any of those substitutions so it
becomes plain text and ceases to automatically update, checkmark it
and press Save. Fill-ins that you leave unchecked will continue to
update automatically.

Help Brings up the Help system in a separate window. The Help system
here contains details and examples to assist in using the formatting
commands listed in

Table 20 above.

Cancel Closes the window without saving changes.

View Templates ) Er—_hl . .
Represented by the icon—=]. Opens a pop up window that contains all

available templates. Text can be copied from a template into the
requirement page. This icon only appears on Requirements pages that
have templates created for them.
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Sawve Sawve & Close | Fresiew | Pin...l Helpl Cancel |
PR MOOOZ4-04-MR-00035 Section D Packaging and Marking EEI

Formatting commands: [[--preformatted-On--110 [[--preformatted-0ff--]11F [[--table—-]] P
% Commercial © Special

-

Figure 66: PR — Requirements Detail

3.2.5.2 Requirements Templates

Selecting the templates iconl?[\;:l opens a pop up window that contains all of the SeaPort
templates. Text can be copied from a template into the requirement page. This icon only
appears on Requirements pages that have templates created for them. After selecting the
templates icon from the Requirements Details page, a window will appear where the user can
choose a template. An example of this window is represented in Figure 67 below. Different
Requirements will have different templates available (or no templates at all), but the procedure
for choosing a template is the same.

Table 22and Table 23 below detail the fields and buttons contained on template page.

Table 22: PR Template Page — Fields

Field Type Description

Enter a Keyword Text Box A keyword can be any search term that is contained
in the text of the template. Entering a keyword and
selecting Go will list only those templates that contain
that keyword.

Choose an Activity Dropdown | Choose an Activity from the dropdown list. Choosing
an Activity and selecting Go will list only those
templates that are part of that Activity.

Choose a Template Dropdown | Choose a template from the dropdown list. Choosing
a template and selecting Go will display the template
text in the textbox below.

Template Name Read Only | System-generated based on the selected template.
Activity Read Only | System-generated based on the selected template.
Template Text Text Box This is the actual text of the selected template. You

can read the text of any template here before you
choose to include it in your requirement.

Note: You will have the opportunity to edit the
template text after it is copied into the requirement.
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Table 23: PR Template Page — Buttons

Button Description

Close Closes the Templates window.

Go Searches the SeaPort templates repository for a template that
matches the selected criteria.

Copy to Requirements Page | Copies the text displayed in the Template Text Box to the
Requirement.

Close

Award Term Clause Templates

Enter a Keyword: |

Choose an Activity: | Select All -]

Choose a Template: |AWﬁrdTErmC|ﬁUSE_AUTOj Go

Template Name: &wardTermClause ALTO Copy to Requirements Page |

Activity: Maval Sea Systems Command (NAYSEA)

In addition to the terms set forth elsewhere in the =
contract, the COntractor WAy earn an extension or
reduction to the contract period from a minimwn of 1 to a
aximun of 5 years on the basis of performance during the
evaluation periods. The contractor is evaluated during
the first year of performance, but extensions or
reductions start in the second year. If scores are very
good during YTear Z, the contractor earns Year 4; if
scores are very good in Tear 3, the contractor earns Year
5. In Tear 5, the contractor must earn & Score

of “excellent” in order for the contract period to be
extended beyond ¥ear 5. Consistent scores of “excellent”
during succeeding wears earn contract period extensions
up to a maximwn of 10 years. The contract period may also
be reduced on the hasis of the contractor’s performance
against the stated performance parawmeters. Points are
awarded or deducted during each year of the contract on
the basis of how the contractor has performed against the
predetermined criteria. The contract period is then
extended or reduced to reflect this assesswent.

(&) Award Term. The awvard-term concept is an incentive

that permits extension of the contract period beyond the
base period of performance for superior performance or
reduction of the contract period of performance because :J

Figure 67: PR — Requirements Template

3.2.5.3 Importing text from Microsoft Word

Requirements text may be imported from Microsoft Word or any other word processing
program. Below are some hints for successfully importing text from Microsoft Word. These
hints may or may not apply to other word processing software.

Follow these steps:
Step 1.  Locate each table in the Word document. Right above the table, put the
following command: [[--table--]]
Step 2.  Locate each place where Seaport must refrain from forming paragraphs.
Before each such place, put the command [[--preformatted-On--]]
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After each such place, put the command [[--preformatted-Off--]]

Step 3.  For each bullet list, choose whether it should come into Seaport as (a)
paragraphs or (b) a preformatted section.
If you take no special action, each bullet point will be a paragraph on its own.
You can achieve a more compact result (if the bullet points are short) by using
Preformatted mode for the bullet list.

Step 4.  Select the text in the Word document.

Step 5. Paste it into Seaport.

NOTE: You may paste into Seaport first, and then put in the command lines.

But you may feel you get a better view of what's going on, using Word
for those steps.

3.2.6 Add Procurement data

The Procurement Panel is the area of the PR section in which information specific to this
acquisition is collected. Most of the information on this screen is automatically populated with
the information that was collected during the Wizard, such as the Evaluation Criteria and Type
of Procurement. Users must enter the Requested Award Date, the Acquisition Plan Number,
Period of Performance dates, whether a DD254 is Required, and Award Term Consideration.
If you elect to incorporate award term incentives, the Award Term Clause and Plan are
automatically populated with language that is common to similar service contracts with Award
Terms.

Table 24: PR Procurement Panel — Fields
Field Type Description

Requested Award Date Dropdown | Enter the Requested Award Date using the
dropdown lists.

Acquisition Plan No. (If not | Text Enter the Acquisition Plan No. Not required.
applicable, enter N/A)

Period of Performance Dropdown | Enter the From and To dates of the Period of
Performance using the dropdown lists.

Type of Procurement

Competitive/Sole Source Radio Choose Competitive. The Sole Source option has
been disabled within SeaPort.

Justification Template " Select the View Templates icon to open the Sole-
EE Source Justification Templates window. Choose a

template to paste into the Justification field below.

Prior Task Order No. Read Only | This field is populated by the system, if applicable.

Prior Solicitation Document | Read Only | This field is populated by the system, if applicable.
No.

Purchase Request No. Read Only | This field is populated by the system.
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Field Type Description

Evaluation Strategy Radio The program manger needs to determine if the
competition will be evaluated on a best value to the
Government basis or on the low cost/technically
acceptable basis. If best value is to be used, the
importance of the factors (technical, past
performance, and price) must be determined. The
order of importance of factors is based upon what is
in the best interest of the program. These areas
should correspond with and relate to the specific
requirements set forth in the Statement of Work.
Choose Best Value of Low Cost.

Technical Dropdown | For Best Value, select importance of the Technical
evaluation criteria. Choose First, Second, Third, or
Even.

Past Performance Dropdown For Best Value, select importance of the Past

Performance evaluation criteria. Choose First,
Second, Third, or Even.

Price Dropdown | For Best Value, select importance of the Price
evaluation criteria. Choose First, Second, Third, or
Even.

DD254 Required Radio Whether elements of Task Order involve the need to

access classified documents, see the SSAPO
website for procedures. Choose Yes or No.

Award Term Consideration | Radio Award Term clauses provide a mechanism for the
Government to allow contractors to earn additional
options to extend the term of the contract through
exceptional performance. For additional information
on award term contracts see SSAPO website.
Choose Yes or No.

Note: If Yes, enter the clause and plan on the

Requirements page. These clauses are shown in
Table 19 above.
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Figure 68: PR — Procurement
3.2.7 Add Attachments data

Users are able to attach any electronic files to the PR that may apply. For example, drawings,
specifications, organizational structures, or background information may all be attached at the
Attachments Panel. Attachments that are added here are imported and put into the Bid Event
when the Solicitation is released.

To add a new attachment, the user should select the New button. By selecting Browse on the
following screen, the user is able to browse through their files, either locally, a network, or on
desk, using a browser. Upon finding the file you wish to attach, double click on the file or
select the file and click Open. Enter a description, e.g, "Milestone Timeline" in the text box.
Clicking the Save button returns the user to the main Attachments screen. Under the Actions
column, the user can click the edit icon f to edit the Purpose text or the trashcan icon T to
delete an attachment.

NOTE: In order to update an attachment that has already been added, you
can delete the original and then upload the newer version of the file.

The Attachments panel is used to add attachments to the Purchase Order. It contains the
following data fields and buttons.
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Table 25: PR Attachments Panel — Fields

Field Type Description
Filename Link The attachment’s filename. Selecting this link will
download the attachment. You will be prompted to
either save or open the attachment depending on the
attachment type.

Purpose Read Only [ The Purpose text that was entered when the
attachment was saved. The Purpose text can be
edited by selecting the Edit icon described below.

Table 26: PR Attachments Panel — Buttons

Button Description

Delete All Delete All attachments in the list.

New Add a new attachment.

Edit Represented by the icon#, the attachment's Purpose text can be edited.
Delete Represented by the icon [, the attachment can be deleted.

Save Save the attachment and return to the Attachments panel.

Cancel Return to the Attachments panel without saving the attachment.

Browse Browse your computer, network resources, or removable media for a file.

Package Purchase Req. 5mall Business

[ wvalidate PR | [ Printable PR | [ 1102 Sandbox | [ Printable PR Pricing

Administrative

Pricing Structure

Purchase Request Number: NO0ODZ24-05-MR-00688

Requirements

Delete All MNew
Procurement
Attachments

Evaluation Team

Advanced Planning

Purchase Request contains no Attachments.

Figure 69: PR — Attachments — No Attachments
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Package Purchase Req. | Small Business

Administrative

Validste PR. |  Printable PR | 1102 Sandhox | Printable PR Pricing |

Pricing Structure
S| Purchase Request Number: NODO24-04-NR-D0065

Requirements

Delete Al | New |
Procurement
attachments | R I =
B sampledata01.bet Procurerment Plan - Phase 1 g ]]]

Ewvaluation Team

sampledatad2.txt Milestone Timeline g ]II
Criteria

sampledata03. bt Site Diagrarn g ]Il

Figure 70: PR — Attachments — With Attachments

Package Purchase Req. small Business

Administrative Save Cancel

Pricing Structure
File Marme
| (ome

Type your purpose here
Attachments
Evaluation Team
Advanced Planning

Please Mote: The maximmum file size that can be uploaded is SOMB,

Figure 71: PR — Attachments — Add Attachment

3.2.8 Add Evaluation Team data

Evaluator data can be added using the User Search feature (described in section 3.2.1.3
above).

Only the Originator of a Purchase Request (PR) or Solicitation Document (SD) editor or the
PCO can assign, remove, or change the chairman or members of the evaluation committee.

The Originator and PR editor perform their functions from the PR document screen; the PCO
and SD editor perform these actions from the Solicitation Document screen. Regardless of
the screen set used, to get started click the Evaluation Team button found in the left
navigation area and follow these procedures:

Table 27: PR Evaluation Team Panel — Fields

Field Type Description
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Field Type Description

Evaluation Chairman User Search | Use the User Search feature (described in section
3.2.1.3 above) to add the Evaluation Chairman
name. Only one evaluation chairman can be
assigned to an evaluation committee. The
document originator or the PCO can assign the
chairman. If it is desired that a Chairman submit his
individual evaluation beside the summary
evaluation, the chairman needs to be chosen as an
evaluator as well.

Evaluator User Search | Use the User Search feature (described in section
3.2.1.3 above) to add Evaluators. Evaluators are
those individuals who will evaluate the proposals
once they are received. They should have
expertise in one of the evaluated areas such as
technical requirement or past performance.

A registered evaluator is a person who already has
a SeaPort account (i.e., a user id and password).
There is no limit to the number of evaluators that
can be assigned to an evaluation committee.
When making workload assignments, an evaluator
can be assigned to rate any or all of the following
evaluation categories:

=~ Technical
= Past Performance
=~ Cost
Non-registered users Text Box A non-registered evaluator is a person who does

not already have a SeaPort account. Manually
enter the name of any evaluators that do not have
SeaPort accounts. A text box is provided to record
the name and assignments of those individuals. It
is then up to the chairman or the PCO to notify
those individuals to register. Non-registered
evaluators must be given a SeaPort account before
they can access the evaluation system.

Technical Evaluator Checkbox Choose this checkbox to designate this person as a
Technical Evaluator.

Note: Only a Cost Evaluator will see cost

information.
Past Performance Checkbox Choose this checkbox to designate this person as a
Evaluator Past Performance Evaluator.
Note: Only a Cost Evaluator will see cost
information.
Cost Evaluator Checkbox Choose this checkbox to designate this person as a

Cost Evaluator.

Note: Only a Cost Evaluator will see cost
information.
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Table 28: PR Evaluation Team Panel — Buttons

Find Chairman Activate the User Search feature (described in section 3.2.1.3 above).
Find Evaluator Activate the User Search feature (described in section 3.2.1.3 above).
Save Save the list of Non-registered users.

Delete Delete an evaluator from the list.

ThE Helm Pachoge Purchase Reg, Srnall Business

[ CreoleSolcdstion | | Frimeble PR | [ 1102Sandboc | [ Ponleble PRFrcng. |

Purchase Request Humber: MOO0024-05-NP-00538

Ewpluntion Chairman Mame Ackvity Auctions

TomEuslChair CARDERLCCK m

Evaluation Chairman
ey
cners |

e e eckiety Evahuator Ewalusbor Evalusbor L

BaaPort Bualuator HEWRRORT [=] [ [ B Mm

HENZEAE Nl HAVSEL [= = [ B m
Eeealiiati

Evaluator: Find Evaluatar..

Honregistere:d Users

|Ligt all non-registarad users =1 ] |

Figure 72: PR — Evaluation Team
3.29 Add Criteriadata

Criteria data is information that relates to the submission and review of proposals.

Table 29: PR Criteria Panel — Fields

Field Type [ Description
Previous Contract Work Radio Was work done under a previous contract number?
Choose Yes, No, or Don’t Know.
Previous Work Under Non- | Radio Was previous work done under a Non-DOD contract?
DoD contract Choose Yes, No, or Don’t Know.
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Field Type [ Description
Contractor currently Text Box The name of the contractor(s) currently performing
performing the work work on this contract, if applicable.
Contract Number Text Box The previous contract number, if applicable.
Contract Amount Text Box The previous contract amount, if applicable.
Steps Radio Will this be a one step or a 2 step process? Choose 1

Step, 2 Step or Don’t Know.
One Step Process

Under a one step source selection process, bidders
submit their proposals based on the solicitation. The
proposals are evaluated and award is made.

Two Step Process

Under the first step of a two step source selection
process, interested offerors are asked to submit a
one or two page approach summarizing their
technical experience and their past performance, as
well as a "not-to exceed" (NTE) price. The submittals
are evaluated and the top offerors are asked to
participate in the second step of the process. The
offerors that have been selected to submit proposals
for the second step will explain in greater detail the
ideas that they submitted in the first step. The
SeaPort office can help the program manager decide
whether a two step source selection process is
appropriate.

Resume Radio You can choose whether or not to receive resumes
from those individuals who would be performing the
service. Will resumes be required as part of the
award determination process? Choose Yes, No, or
Don’'t Know.

Oral Presentation Radio If you select to have oral presentations, you need to
decide how long the presentations will be. You can
also choose to receive written overviews to review.
Will oral presentations be required as part of the
award determination process? Choose Yes, No, or

Don’t Know.
Maximum # of Pages Text Box If you select to receive written proposals, you need to
Requested for Technical decide how many pages the bidders can submit for
Approach their Technical Approach. Enter the maximum

number of pages requested for the Technical
Approach document, if applicable.

Maximum # of Pages Text Box If you select to receive written proposals, you need to
Requested for decide how many pages the bidders can submit for
Management Approach their Management Approach. Enter the maximum

number of pages requested for the Management
Approach document, if applicable.
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Description
Maximum # of Pages Text Box If you select to receive written proposals, you need to
Requested for Past decide how many pages the bidders can submit for
Performance their Experience Statement. Enter the maximum

number of pages requested for the Past Performance
document, if applicable.

Package I Purchase Req. I 5mall Business I

Administrative [Save] [ “alidate PR ] [ Create Solicitation ] [ Frintable PR ]
Pricing Structure - —
[ 1102 Sandhox ] [ Printakle PR Fricing ]
Requirements
Procurement Purchase Request Number: NOD024-05-NR-00688
e iy y— Previous Contract Work O Yes & No O Don't know
Previous Work Under Non-DoD contract (O Yes @ Mo O Daont know

Criteria

Contractor currently performing the work

Advanced Planning

Contract Number | |

Contract Amount | |

Steps @ 1 Step O 2 Step O Don't know
Resume ) Yes & No O Daon't know
Oral Presentation O Yes & Mo O Dont know

Maximum # of Pages Requested for Technical Approach

Maximum # of Pages Requested for Management
Approach
Maximum # of Pages Requested for Past Performance

Figure 73: PR — Criteria

3.2.10 Add Advanced Planning data

The Advanced Planning provides estimated target dates for various milestones in the
acquisition lifecycle.

Table 30: SD Advanced Planning — Fields

Field Type [ Description
Advanced Planning Radio Indicate whether or not to provided Advanced
Planning notice. Choose Yes or No.
Brief Description Text Box Provide a synopsis of the procurement effort.
1102/PCO User Use the User Search feature (described in section
Search 3.2.1.3 above) to add the 1102 or PCO name who will

serve as a point-of-contact.
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Field Type [ Description

Initial Meeting Radio, Specify whether this milestone is not applicable to the
Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Issuance of Pre-Solicitation | Radio, Specify whether this milestone is not applicable to the

Notice Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Receipt of Complete Radio, Specify whether this milestone is not applicable to the

Requirement Package Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Issuance of Draft Radio, Specify whether this milestone is not applicable to the

Solicitation Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Pre-Solicitation Conference | Radio, Specify whether this milestone is not applicable to the
Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Issuance of Final Radio, Specify whether this milestone is not applicable to the

Solicitation Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Proposal Submission Radio, Specify whether this milestone is not applicable to the

Deadline Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Initiate Technical Radio, Specify whether this milestone is not applicable to the

Evaluation Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Oral Proposal Session Radio, Specify whether this milestone is not applicable to the
Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Complete Technical Radio, Specify whether this milestone is not applicable to the

Evaluation Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Award Task Order Radio, Specify whether this milestone is not applicable to the
Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Incumbent Company Text Box Indicate who the incumbent company is.

April 24, 2006 Limited Governmental Purpose Licensing Rights 75



Virtual SYSCOM / NAVSEA SeaPort

Training Session Details, Version 1.10: Purchase Request ﬂ A Q U ’ L E N T

Table 31: PR Advanced Planning Panel — Buttons

Button Description

Release Planning Allows the user to release the specified advanced planning dates to the
vendor community. Only PCOs will have access to the Release
Planning button.
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Figure 74: PR — Advanced Planning
A PCO can create a draft solicitation by pressing the Create Solicitation button.

Once pressed, the system runs a validation routine to ensure that the draft PR has all required
fields populated. If true, the system will successfully validate and create the draft solicitation.
If the validation fails, the system reports the errors requiring attention via a message box.
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Upon successful validation the system generates a draft solicitation, provides a unique
solicitation number, and populates most of the solicitation fields with the data from the PR.

3.2.11 Small Business Set Aside

Use the Small Business tab at the top of the screen to access this panel. Saving the Small
Business Set Aside selection will allow the Solicitation to be released. Choose a PCO Set
Aside Selection and enter a Justification if necessary. Save the Selection or Save and Invite
the DSB (Deputy for Small Business) by choosing the appropriate button. Selecting the Save
and Invite DSB button will send an e-mail to the DSB. The DSB will complete the DSB Set
Aside Selection section. The document doesn’t have to be in the DSB mailbox to be reviewed.
The Small Business Set Aside panel contains the following fields:

Table 32: PR Small Business Set Aside Panel — Fields

Field Type Description
Section C Link This link opens the Section C (Statement of Work) for
this PR in a separate window.
Proposal Requirements Link This link opens the Proposal Requirements and
and Evaluation Criteria Evaluation Criteria for this PR in a separate window.
Subcontracting Plan Radio Choose Yes or No.
Required
Previous Acquisition Check Box | Check all that apply.
Recommended Sources Text Box Enter Recommended Sources here in plain text.

PCO Set Aside Selection Dropdown | Choose No, Full Set Aside, Protected 8(a), Protected
SDVOSB, Protected HUBZone, or Cascade. If No is
selected, a Justification is required.

Justification (PCO) Text Box Enter the justification for selecting No Set side
Selection. Required if No is selected above.

DSB Set Aside Selection Dropdown Choose No, Full Set Aside, Protected 8(a), Protected
SDVOSB, Protected HUBZone, or Cascade. If No is
selected, a Justification is required.

Justification (DSB) Text Box Enter the justification for selecting No Set side
Selection. Required if No is selected above.

Table 33: PR Small Business Set Aside Panel — Buttons

Save Selection Save changes to the database.

Save and Invite DSB Save changes and also invite the DSB to make Set Aside selections.

Printable Review Loads a printable (reduced graphics) version of the page in a separate
browser window
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Figure 75: PR — Small Business — Set Aside
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4 Solicitation Document

This section details the Solicitation Document training session. The Solicitation Document
training session follows the structure outlined in the SeaPort Il Training Plan, Section 3.1:
Training Methodology, and contains the key concepts outlined in Section 5: Training
Curriculum.

4.1  Explain

The purpose of the Solicitation Document panels is to consolidate information entered in the
Purchase Request with contractual information that will eventually be sent out to the
Contractors for bidding. Use the left ravigation buttons to access all the related Solicitation
Document panels.

The Solicitation Document organizes the Purchase Request (PR) data into a solicitation
format. After the Originator routes a PR to a SEA 02 contracting officer for processing, they
will be able to view but no longer be able to manipulate any of the information. These
functions transfer to SEA 02.

Once the Solicitation Document is complete, the PCO will "Lock & Release" the solicitation.
SeaPort archives and posts this document as the official solicitation of record and permits no
further changes. SeaPort notifies all MAC holders that the solicitation has been posted.

Any changes to a released solicitation require issuance of a Solicitation Amendment.

4.2 Demonstrate

During the draft solicitation state, the PCO/1102 is required to populate several fields not
entered during the PR stage. Data that was entered into the PR is reflected in the Solicitation
Document. The following sections describe the solicitation panels and individual fields.

42.1 Add Administrative data

The Administrative panel is used to enter Administrative data. It contains the following data
fields and buttons.

Table 34: SD Administrative Panel — Fields

Field Type Description

PR No. Read Only | Automatically entered by SeaPort.

Sol. No. Read Only | Automatically entered by SeaPort.

Amendment No. Read Only | Automatically entered by SeaPort, if applicable.

Date Issued Dropdown | Enter the Date Issued using the dropdown lists.

Closing Date Dropdown | Enter the Closing Date using the dropdown lists.

Closing Time Text Box Use HHMM format. All times should be entered using military
time based upon your local time. If a closing date is entered,
a closing time is required.

Requesting Office
Organization Dropdown | Select the Organization.
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Field
Program Office

Type Description

Enter the program office name/number, if applicable.

Issuing Contracts Office

Contract Negotiator | Dropdown | Select a Contract Negotiator from the dropdown list.

View All i View a list of all Negotiators in the system. This list opens in
" a pop-up window.

User Information ik View the SeaPort Profile of the selected user.

Zone of Dropdown | Choose a zone of performance from the dropdown list.

Performance Zones can be displayed by selecting the map icon.

Display Zone Map

Displays a geographical color-coded zone map in a pop up
window. The zone map is shown in Figure 27 above.

=

Set Aside

Dropdown

Set Aside will be the attribute of the package and can be
changed through the Purchase Request/Solicitation stages of
the package until the Solicitation is released.

Choose No, Full Set Aside, Protected 8(a), Protected
SDVOSB, Protected HUBZone, or Cascade.

If user selects one of the Set Aside options, Section M will be
automatically populated with the appropriate Set Aside
clause.

If user selects “Cascade”, Section M will be automatically
populated with Cascading Set Aside clause.

If user selects “N0”, no Set Aside provisions are automatically
inserted in to Section M.

Note: If the original selection is changed, the user must
manually update Section M on the Requirements panel and
PCO Set Aside Review on the Small Business panel. The
system does not automatically update that information.

Button Description

Table 35: SD Administrative Panel — Buttons

Save Pressing this button updates information in the database. Note: Data is
automatically saved when using the left navigation.
Validate Sol Pressing this button ensures that all required fields have been entered.

If all required fields have not been entered, the system notifies user of
an error condition. This notification is in the form of a message window
indicating the missing fields.

Lock & Release
Solicitation

Pressing this button will create a final version of the Adobe PDF file
with the word "Final" appearing at the top of each page and
lock/protect all Solicitation Document fields from further update. Press
this button when the document is complete and ready to opened up for
bidding.

1102 Sandbox

This feature has been disabled within SeaPort — please disregard its
presence in any Training Manual screenshots.

Printable SD Pricing

Pressing this button opens a new browser window containing a
printable version of the Solicitation Document’s pricing structure.
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NOTE: The Save, Validate Sol, Lock & Release Solicitation, and Printable
SD Pricing buttons are common to several of the SD panels. They
always perform the same function.

Pk Srnall B 1 Daoe.

e EENEEEET Lock & Falaaze Salichaton | [ 1102 Sandkoe |

Saliitation Cocument Mribar: NOODZ4-05-R-3037
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[ Contrc| -
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| Full -
| Sl Aside Node: Fyou change your selechion, please manually updsie Seclion

on ihe Requremeni= pansl and FCO S=l Aside Redew on ihe Smal
Business pand. The systam does not sutomatically updats that
nformalion.

Figure 76: SD — Administrative

4.2.2  Add Pricing Structure data

The purpose of the Pricing Structure Panel is to lay out the Contract Line Item Number (CLIN)
structure of the Task Order. The basic MAC contracts have within them a uniform CLIN
structure based upon contract type. The Solicitation Document Pricing Structure panel
replicates this structure. Information such as Total Duration and Estimated Total Cost will be
provided by the Wizard. It contains the following data fields and buttons.

Table 36: SD Pricing Structure Panel — Fields

Type | Description

New CLIN Window

CLIN ID Text Box Choose from 0001 — 0009 or 1000-9999 (for
SeaPort-e). Each CLIN ID corresponds to a specific
cost type and period of performance. See table in
Figure 50.

April 24, 2006 Limited Governmental Purpose Licensing Rights 81



Virtual SYSCOM / NAVSEA SeaPort

Training Session Details, Version 1.10: Solicitation Document ﬁ A Q U ’ L E N T

Field [ Type | Description
New CLIN Window

CLIN Category Radio Choose whether to add an Informational or Priced
CLIN.

Short Description Text Box Enter a short description for the CLIN up to 1000
characters.

Automatically create ODC Check Box | Select this check box to automatically create an ODC
CLIN when creating a Cost Type CLIN.

Table 37: SLIN/ Priced CLIN Detail - Fields

Field Type \ Description

SLIN ID # Text Box Enter a valid 2-letter combination. User should enter
SLINs sequentially starting with AA. This field is
displayed only for Informational CLINSs.

CLIN # Read Only | Displays the CLIN ID # (this field is displayed only for
Priced CLINS)

Fund Type Dropdown | Choose from the list. See table in Figure 59.

FMS Case Number Text Box If FMS funding is used, specify the case. Enter the
case number in the format AA-A-AAA.

Firm or Option Dropdown Enter whether this requirement will be placed at time
of award or if it is a future requirement. Choose Firm
or Option.

Fee Type Dropdown | Choose Fixed, Award, or Incentive.

Unit of Issue Dropdown | Choose Labor Hours, Lot, or Labor Years.

Fiscal Year Dropdown | Enter the fiscal year for the money being used.

Choose the last 2 digits of the fiscal year from the list.

Cost Plus Fee Text Box Originator should enter their best estimate. This is for
planning purposes only, but all fields must contain a
value. Enter the dollar amount. (14 digit limit)

Quantity Text Box If level of effort, your estimate of the number of man-
hours required. If completion, enter the numeral 1;
unit of issue is "Lot". Enter the quantity. (9 digit limit)

Recurring Cost Radio Choose Yes or No.

Performance Based Radio Choose Yes or No.

Unit Price/Total Price Read Only | This field is calculated based on other data.
Service Contract Act Radio Choose Yes or No.

Applicable

Automatically Create ODC | Radio Choose Yes or No.

(Cost Only) CLIN
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Field

Period of Performance

Type \ Description
Dropdown | Select a Period

Enter when performance starts and when
performance ends. Choose From and To dates using
the dropdown lists.

Text Box Enter Days After Award

Enter the length of the period of performance in days
(only available for option SLINS).

Short Description

Text Box Enter a very short description (e.g., “Logistics
Support for SEA 02") that will appear in Section B of
the Task Order. Enter up to 1000 characters.

Button Description

New CLIN

Table 38: SD Pricing Structure Panel — Buttons

Click the New CLIN button to add a contract line item number (CLIN).
You must also enter categorize the new CLIN as Informational or
Priced and supply a short description. When adding the first
Informational Cost Type CLIN, the system will automatically add the
first Cost Type SLIN and the first Cost Only CLIN and SLIN. You can
then edit those entries to complete their required fields.

When adding a Priced CLIN, you will add detail on the following
screen.

CLIN/SLIN Wizard

Opens the Pricing Line Item Wizard described in section 3.2.4.3 above
(applicable only to SeaPort-I procurement efforts).

Timeline...

Opens the Timeline window described in section 4.2.2.3 below.

Expand CLINs

Allows the user to see all SLINs associated with a CLIN. CLINS are
presented with the details collapsed when the page length exceeds the
system-defined limit (this is rare).

Actions

Choose the new document icon ‘&l to create a new SLIN. Choose the

pen icon Agto edit, the trashcan icon [llJ to delete, or the disk icon
to save.
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Figure 77: SD— Pricing Structure
4.2.2.1 New CLIN

Selecting the New CLIN button will open the window shown in Figure 78 below as a pop up.
After selecting New CLIN the user enter the appropriate CLIN number that they wish to
procure with and provide a short description of the new CLIN. The basic MAC contracts have
within them a uniform CLIN structure based upon contract type. After clicking "Save," the CLIN
is added and the user is returned to the main panel.

4.2.2.1.1 CLIN Structure

The MAC contracts contain contract line item numbers (CLINS) that can accommodate both
Cost-Plus-Fixed Fee and Firm Fixed Price requirements. Each of these CLINs has a five-year
period of performance. Including options, the maximum total potential duration of the MAC
contracts is fifteen years. Every Task Order will follow the same general CLIN structure that
was established in the MAC contracts:

= COST-PLUS-FIXED FEE (CPFF/CPAF/CPIF) Item 0001 (1000 for SeaPort-e), Option
Items 0004/4000 and 0007/7000 - All requirements for Cost-plus-Fixed Fee (CPFF) level
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of effort (hours) or completion type services will be placed under these CLINs. Other
Direct Costs, e.g. travel, associated with performance of work under these CLINs are
included separately under Item 0003 (3000 for SeaPort-e) and option Items 0006/6000
and 0009/9000 since contractors will not be paid any fee on the ODC costs.

~ FIRM FIXED PRICE (FFP) Item 0002/2000, Option ltems 0005/5000 and 0008/8000 - All
requirements for firm fixed price level of effort (hours) or completion type services will be
placed under these CLINSs. Included in the price are all direct and indirect costs, including
Other Direct Costs, to complete the effort and profit.

~ COST ONLY Item 0003/3000, Option Items 0006/6000 and 0009/9000 - These are cost
only CLINs (contractor receives no fee) where contractors will be reimbursed for the
allowable, allocable and reasonable other direct costs (ODCs) required to perform effort
under Items 0001/1000 and Option Items 0004/4000 and 0007/7000. These items may
include costs such as travel, facilities, incidental supplies, and mailing/packaging costs.
Whether or not a specific type of charge should be classified as an ODC directly
chargeable to the contract will depend on the Contractor's accounting system.
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Create New CLIN

Please enter a CLIN ID:
Note: New CLIN ID scherme (1000 - 9999) pertains to SeaPort-e efforts only, SeaPort-l efforts will use the CLIN [Ds ranged
frde 0007 - 0004,

Valid CLINS are:

Cost Type: 0001, 0004, 0007, 1000°s, 4000°, and 7000's
Firrm Fixed Price: 0002, 0005, 0008, 2000°s, 5000z, and 8000's
ODC (Cost Only): 0003, 0006, 0009, 3000°s, B000's, and 3000's

Period of Performance for each CLIN is as follows:

CLINS Period of Performance

0001 or 1000's 05-APR-04 TO 04-APR-09
0002 or 2000's 05-APR-04 TO 04-APR-09
0003 or 3000's 05-APR-04 TO 04-APR-0D
0004 or 4000's 05-APR-09 TO 04-APR-14
0005 or 5000's 05-APR-09 TO 04-APR-14
0006 or 6000's 05-APR-09 TO 04-APR-14
0007 or 7000's 03-APR-14 TO 04-APR-19
0008 or B000's 05-APR-14 TO 04-APR-12
0003 or 2000's 05-APR-14 TO 04-APR-19

Figure 78: SD— New CLIN

Next, the user will be prompted to categorize the new CLIN as either an Informational CLIN
(with funding at the SLIN level) or Priced CLIN (funding at CLIN level). Note: Should a user
select Priced CLIN, they will have the option of adding Informational SLINs in order to break
out Fund Types and Lines of Accounting. For more information on Informational SLINs to a
Priced CLIN, refer to Section 5.2.3.2.3.1
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Create New CLIN

Please choose a CLIN category below:

O Informational

) Priced

[ Frevious ] [ et ]

Figure 79: SD — New CLIN — CLIN Categorization

For Informational CLINs, SeaPort will then prompt the user for a Short Description.

Create New CLIN

CLIN ID: 1001

Short Description

Automatically create ODC [Cost Only) CLIN.

Sawve Cancel

Figure 80: SD — New CLIN — Short Description
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Priced CLINs will instead be routed directly to the edit details screen.

L% Main
Priced CLIN
CLIM # 1001 Fund Type FrdS | FMS Casge Mo

. Firm/Base _ V

Firrm/Base or Option Fee Type | Fixed w | Lnit of lssue |Labar Hours + |

Award Term i : 7 i
Fiscal Year EIE_V: Cost Plus Fee | . Cluantity
Recurring Cost & Yes ONo |Pedormance Based | O Yes (&) Ro |Unit Price 0
Service Contract Act
Applicable O Yes Ol

() Select a Period O Enter Days After Award
Egrr’lfgrdmuafnce From: | June gl 1 _EAj 2005 By . | Dayfs)
ro. [June ¥[8 v|2006 ]

Shont Description

Figure 81: SD— New CLIN — Priced CLIN Details

For Cost Type Informational CLINs, SeaPort provides the first Sub-Contract Line ltem Number
(SLIN) automatically. SLIN detail can be added by clicking on the edit icon f which will bring
up the detail screen seen in Figure 53. Additional SLINs may be added by choosing the Add
SLIN button & and entering the appropriate information.

4.2.2.2 Edit SLIN Details

A SLIN is a sub line item number. Informational CLINs are comprised of SLINs. In SeaPort-e,

SLINs are added either by creating an Informational CLIN, or by clicking on the Add SLIN &
button within an existing CLIN.

Under the MACs most task orders will have numerous SLINs. This is driven by two things:

1. Unlike most existing NAVSEA service contracts that have a separate CLIN for each
year's requirements, each CLIN of the MACs extends for five years of performance.
To create annual options, it will be necessary to create separate SLINs. For
example, a base period plus two option periods will require three SLINs:

1. O0O002AA Base Year
2. 0002AB First Option Year
3. 0002AC Second Option Year
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NOTE:

While a CLIN can last for five years, rules regarding availability of
funds for obligation and expenditure still govern how the period of
performance for a specific SLIN is structured (e.g., O&M,N expires at
the end of the fiscal year)

2. The rule regarding only having one line of accounting for each SLIN still applies. So
to accommodate the use of different funds, it will be necessary to use different
SLINSs, just as NAVSEA currently does.

Selecting the Add SLIN ‘& icon on the CLIN line opens the SLIN Details page.

The image in Figure 82 below shows the SLIN page for a Cost Type SLIN. Other SLIN types

have similar pages.

A separate SLIN is required for each appropriation type of fund, each

fiscal year, and each option.

NOTE:

When adding the first Cost Type CLIN, the system will automatically
add the first Cost Type SLIN and the first Cost Only CLIN and SLIN.
You can then edit those entries to complete their required fields.

4.2.2.2.1 Main

The Main tab allows the user to edit information that was entered when the SLIN was created

SLIN

Short Description

SLIN 1.D.# 110024 Fund Type O&MMN ¥ | FMS Case No.

:I;_i-rm_,."Eiase v

Firm/Basze ar Option Fee Type Fixed ~ | Unit of lasue | Labor Hours

e 1 e | ettt |
Fiscal Year 05 & Cost Plus Fee 1000000 Cluantity _'1
Recurring Cost ) ¥es (Mo Performance Based | (O ¥es 5 MNo  Unit Price 1,000,000
Service Contract Act -
e OYes ®No

() Select a Petiod (O Enter Days After Award
Eg;lfgfmn;cnce From: | July bl :.24 ¥ || ets v . | Dayis)
To: | July v|[23 | 2006 v

IT Support Zervices 3LIN (Base Period)

Main | LLA

Figure 82: SD — Edit SLIN Details (Cost Type) — Main

After a SLIN is created, the information may later be edited. During the Solicitation stage,
there is also an LLA tab in addition to the Main tab of the SLIN details page.
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4.2.2.2.2 LLA (Long Line of Accounting)

If LLA (Long Line of Accounting) information has been imported from an external financial
system, it will be reflected here. The LLA information needs to be entered for the Task Order

to be executed.

Save Cancel

or
O Type in & new LLA

Contract ACREN

PR Murnber

LLA

SLIN 110044

LLA Farmat | OTHER
@ Choose from a list | |

Main | LLA

Additional Information
{will appear in Section G
Accounting Data)

4.2.2.3 Timeline

Figure 83: SD— Edit SLIN — LLA

The Timeline button opens the page shown in Figure 84. The timeline provides detailed
period of performance information. Bulk adjustments may be made to many SLINs at once

using the Timeline feature.

NOTE: Timeline features are designed to function with Microsoft Internet

Explorer only. In other browsers, the Timeline button will not be
visible.

Table 39: SD Timeline Window — Buttons

Button Description

Return to Form

Return to the Pricing Structure Panel.

Copy Period

This button is only available when 2 or more periods are selected. The
period of performance of the first selected SLIN will be imposed on the
other SLINs selected.

Sequence Periods

This button is only available when 2 or more periods are selected. The
selected SLINs will be lined up in consecutive periods of performance.

Details...

Opens the SLIN details window shown in Figure 82 for the selected SLIN.
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Figure 84: SD - Timeline
4.2.3 Add Requirements data

The Requirements Panel contains all the information about the actual contractor effort
re:uired. The Requirements Panel consists of a list of links inoted in blue text). Blank icons

reveal text Sections with no data entered. Filled icons reveal Sections with existing
data. Here you will see all of the sections you are used to working with in a Salicitation
Document. Some of the sections are pre-populated. The following sections are available
from the Requirements page.

= Comments

=~ General Information

= Supply and Services

~ Section B Text

-~ Section C Statement of Work

= Section D Packaging and Marking

=~ Section E Inspection and Acceptance

=~ Section F Deliveries or Performance

~ Section G Contract Administration Data
~ Section H Special Contract Requirements
=~ Section | Contract Clauses

= Section J List of Attachments

= Section K Contractor's Certifications

~ Section L Instructions to Offerors
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~ Section M Evaluation Criteria
-~ Award Term Clause

-~ Award Term Plan

Package I Small Business I Solicitation Doc.

T — [ wvalidateSal | [ Lock Release Solictation | [ 1102Sandkax | [ Printable 5D Pricing |

b b | Solicitation Document Number: NOOO24-05-R-3423

Requirements

Procurement D
Comments

Attachments D
General Information
Evaluation Team

Supply and Services

D Section B Text

Advanced Planning Section C Statement of Work

D Section D Packaging and Markin

Section E Inspection and Acceptance

Section F Deliveries or Performance

Section G Contract Administration Data

Section H Special Contract Requirements

Section I Contract Clauses

Section J List of Attachments

Section K Contractor's Certifications
Section L Instructions to Offerors
Section M Evaluation Criteria

Award Term Clause

Award Term Plan

Figure 85: SD — Requirements List
4.2.3.1 Requirements Detail

Each requirement in the list is represented by a link. Selecting any of these links will bring up
a Requirements Details window in which to enter the actual text of the requirement. An
example of such a window is found in Figure 86. Table 40 and Table 41 below detail the fields
and buttons contained on the entry forms.

NOTE: Typing into an area that is auto filled can result in your typed text
being overwritten by the template text.

NOTE: Standard | Clauses are already contained in the MAC Contract. Only
include any additional or special | Clauses.

Table 40: SD Requirements Detail — Fields

Field Type Description
Text Entry Text Box Enter the text of the Requirement.
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Field Type Description

[[--preformatted-On--]] Command | "Typewriter" mode. Each space and carriage return
in the textbox appears verbatim in the PDF. Lines do
not wrap. This is how to preserve your line-breaks
and alignment onscreen and in the PDF. Use this
technique for addresses, poetry, tabular text, etc.

[[--preformatted- Off--]] Command | Resume "wrapping" long lines to form paragraphs.
Normal text. Press Enter at the end of each
paragraph.

[[--table--]] Command | The following lines constitute a table, with a Tab

between cells. To add a column insert a Tab into
each row. Note: In the PDF, every table occupies
the full width of the page.

Commercial/Special Radio Choose Commercial or Special. Note: Only
available in Section D Packaging and Marking.

Table 41: SD Requirements Detail — Buttons

Button Description

Save Saves the text in the text area.

Save & Close Saves the text in the text area and closes the window.

Preview Brings up another window that displays the text as it will appear in the
PDF document. (This is especially useful when using the formatting
commands)

Pin... Brings up a window where the system's automatic fill-ins (e.g., number

of hours, SLINs are fully-funded, etc., etc.) are marked with a
checkbox. If you need to "freeze" any of those substitutions so it
becomes plain text and ceases to automatically update, checkmark it
and press Save. Fill-ins that you leave unchecked will continue to
update automatically.

Help Brings up the Help system in a separate window. The Help system
here contains details and examples to assist in using the formatting
commands listed in Table 40 above.

Cancel Closes the window without saving changes.

View Templates i E\__hl . i
Represented by the icon—=]. Opens a pop up window that contains all

templates. Text can be copied from a template into the requirement
page. This icon only appears on Requirements pages that have
templates created for them.
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Sawe Sawve & Close Presiew | Fin... | Help | Cancel |
Solicitation NODD24-04-R-3060 Section H Special Contract Requirements %
Formatting commands: [ [--preformatted-0On--]] b [[--preformatted-0ff--]11% [[--table--1] b
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Figure 86: SD — Requirements Detail

4.2.3.2 Requirements Templates

Selecting the templates iconEF:hI opens a pop up window that contains all of the SeaPort
templates. Text can be copied from a template into the requirement page. This icon only
appears on Requirements pages that have templates created for them. After selecting the
templates icon from the Requirements Details page, a window will appear where the user can
choose a template. An example of this window is represented in Figure 87 below. Different
Requirements will have different templates available (or no templates at all), but the procedure
for choosing a template is the same.

Table 42 and Table 43 below detail the fields and buttons contained on template page.

Table 42: SD Template Page — Fields

Field Type Description

Enter a Keyword Text Box A keyword can be any search term that is contained
in the text of the template. Entering a keyword and
selecting Go will list only those templates that contain
that keyword.

Choose an Activity Dropdown | Choose an Activity from the dropdown list. Choosing
an Activity and selecting Go will list only those
templates that are part of that Activity.

Choose a Template Dropdown | Choose a template from the dropdown list. Choosing
a template and selecting Go will display the template
text in the textbox below.

Template Name Read Only | System-generated based on the selected template.
Activity Read Only | System-generated based on the selected template.
Template Text Text Box This is the actual text of the selected template. You

can read the text of any template here before you
choose to include it in your requirement.

Note: You will have the opportunity to edit the
template text after it is copied into the requirement.

Table 43: SD Template Page — Buttons

Button Description
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Button Description

Close Closes the Templates window.

Go Searches the SeaPort templates repository for a template that
matches the selected criteria.

Copy to Requirements Page | Copies the text displayed in the Template Text Box to the
Requirement.

Close

Award Term Clause Templates

Enter a Keyword: |

Choose an Activity: [Select Al -
Choose a Template: [AwardTermClause_AUTO -] Go

Template Name: AwardTermClause_AUTO Copy to Reguirements Page |

Activity: Maval Sea Systems Command (MNAVSEA)

In addition to the terms set forth elsewhere in the =
contract, the Contractor Way earh an extension or
reduction to the contract period frowm a minimam of 1 to a
max i of 5 years on the basis of performance during the
evaluation periods. The contractor is evaluated during
the first year of performance, but extensions or
reductions start in the second year. If scores are very
good during Tear 2, the contractor earns Year 4; if
scores are very good in Year 3, the contractor earns Year
5. In Year 5, the contractor must earn & Score

of “excellent” in order for the contract period to he
extended beyond Tear 5. Consistent scores of “excellent”
during succeeding years earn contract period extensions
up to o maximan of 10 years. The contract period may also
ke reduced on the basis of the contractor’s performance
against the stated performance parameters. Points are
awarded or deducted during each year of the contract on
the bhasis of how the contractor has performed against the
predetermined criteria, The contract period is then
extended or reduced to reflect this assesswent.

{m) Award Term. The award-term concept is an incentive

that permits extension of the contract period beyond the
base period of performance for superior performance or
reduction of the contract period of performance because :J

Figure 87: SD — Requirements Template
4.2.3.3 Importing text from Microsoft Word

Requirements text may be imported from Microsoft Word or any other word processing
program. Below are some hints for successfully importing text from Microsoft Word. These
hints may or may not apply to other word processing software.

Follow these steps:
Step 6.  Locate each table in the Word document. Right above the table, put the
following command: [[--table--]]
Step 7.  Locate each place where Seaport must refrain from forming paragraphs.
Before each such place, put the command [[--preformatted-On--]]
After each such place, put the command [[--preformatted-Off--]]

Step 8.  For each bullet list, choose whether it should come into Seaport as (a)
paragraphs or (b) a preformatted section.
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If you take no special action, each bullet point will be a paragraph on its own.
You can achieve a more compact result (if the bullet points are short) by using
Preformatted mode for the bullet list.

Step 9.  Select the text in the Word document.

Step 10. Paste it into Seaport.

NOTE: You may paste into Seaport first, and then put in the command lines.
But you may feel you get a better view of what's going on, using Word
for those steps.

424  Add Procurement data
The Procurement Panel is the area of the SD section in which information specific to this

acquisition is collected. Most of the information on this screen is automatically populated with
the information taken from the PR.

Table 44: SD Procurement Panel — Fields

Field Type Description
Type of Procurement Radio Choose Competitive. The Sole Source option has
been disabled in SeaPort.
DD254 Required Radio Choose Yes or No.
Award Term Consideration | Radio Choose Yes or No.

Administrative [Save ] [ validae Sal | [ Lock & Release Solicitaion ] [ 1102 Sandhox

Pricing Structure - —
[ Printable 5D Pricing ]

Requirements

FrADE T Solicitation Document Number: NO00O24-06-R-3007

Evaluation Team ® Competitive Sole Source
CE fward Tern ©Yes ONo
(If award terms, enterthe clause and plan on the

Consideration
Advanced Planning Requiremants page.)

Type of Procurement

Package Small Business Solicitation Doc.

Figure 88: SD — Procurement

425 Add Attachments

The Attachments panel is the same in PR, SD and TO. Users are able to attach any
electronic files to the SD that may apply. For example, drawings, specifications, organizational
structures, government cost reasonableness, or background information may all be attached
at the Attachments panel. Attachments that are added here are imported and put into the Bid
Event when the Solicitation is released.

To add a new attachment, the user should select the New button. By selecting Browse on the
following screen, the user is able to browse through their files. Files can be stored locally, on
a network, or on a disk. Upon finding the file you wish to attach, double click on the file or
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select the file and click Open. Enter a description, e.g, "Milestone Timeline" in the text box.
Clicking the Save button returns the user to the main Attachments screen. Under the Actions

column, the user can click the pen icon Z (to edit the Purpose text) or the trashcan icon [l to
delete an attachment.

NOTE: In order to update an attachment that has already been added, you
can delete the original and then upload the newer version of the file.

The Attachments panel is used to add attachments to the Solicitation Document. It contains the
following data fields and buttons.

Table 45: SD Attachments Panel — Fields

Field Type Description

Filename Link The attachment’s filename. Selecting this link will
download the attachment. You may be prompted to
either save or open the attachment depending on the
attachment type.

Purpose Read Only [ The Purpose text that was entered when the
attachment was saved. The Purpose text can be
edited by selecting the Edit icon described below.

Table 46: SD Attachments Panel — Buttons

Button Description

Delete All Delete All attachments in the list.

New Add a new attachment.

Edit Represented by the icon#, the attachment's Purpose text can be edited.
Delete Represented by the icon [[ll, the attachment can be deleted.

Save Save the attachment and return to the Attachments panel.

Cancel Return to the Attachments panel without saving the attachment.

Browse Browse your computer, network resources, or removable media for a file.

Package Small Business Solicitation Doc.

| wvalidateSal | [ Lock & Release Solictaion | [ 1102 Sandhax | [ Printable D Pricing

Pricing Struct R
Saolicitation Document Mumber: NOO024-05-R-3423

Delete All RI=
Procurement
Attachments L Pupoe | actons |

B vendor_attachment.txt Sample Attachrment g ]]]
Evaluation Team _—
m Flease manually add the name of any new attachments in Section J on the Requirements panel. The system

does not automatically add that information.

Advanced Planning

Figure 89: SD — Attachments — With Attachments
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Administrative

Pricing Structure

File Marme
Requirements |

| Browse... ]

Procurement

Type your purpose here
Attachments
Evaluation Team
Advanced Plannin

Package Small Business Solicitation Doc.

Figure 90: SD — Attachments — Add Attachment

4.2.6 Add Evaluation Team data

The solicitation Evaluation Team panel is identical in functionality to the Evaluation Team
panel from the PR.

Evaluator data can be added using the User Search feature (described in section 3.2.1.3
above).

Only the Originator of a Purchase Request (PR) or Solicitation Document (SD) editor or the
PCO can assign, remove, or change the chairman or members of the evaluation committee.

The Originator and PR editor perform their functions from the PR document screen; the PCO
and SD editor perform these actions from the Solicitation Document screen. Regardless of
the screen set used, to get started click the Evaluation Team button found in the left
navigation area and follow these procedures:

Table 47: SD Evaluation Team Panel — Fields

Field Type Description
Evaluation Chairman User Search | Use the User Search feature (described in section
3.2.1.3 above) to add the Evaluation Chairman
name. Only one evaluation chairman can be
assigned to an evaluation committee. The
document originator or the PCO can assign the
chairman. If it is desired that a Chairman submit his
individual evaluation beside the summary
evaluation, the chairman needs to be chosen as an
evaluator as well.
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Field Type Description

Evaluator User Search | Use the User Search feature (described in section
3.2.1.3 above) to add Evaluators. Evaluators are
those individuals who will evaluate the proposals
once they are received. They should have
expertise in one of the evaluated areas such as
technical requirement or past performance.
A registered evaluator is a person who already has
a SeaPort account (i.e., a user id and password).
There is no limit to the number of evaluators that
can be assigned to an evaluation committee.
When making workload assignments, an evaluator
can be assigned to rate any or all of the following
evaluation categories:

= Technical

=~ Past Performance

= Cost

Non-registered users Text Box A non-registered evaluator is a person who does
not already have a SeaPort account. Manually
enter the name of any evaluators that do not have
SeaPort accounts. A text box is provided to record
the name and assignments of those individuals. It
is then up to the chairman or the PCO to notify
those individuals to register. Non-registered
evaluators must be given a SeaPort account before
they can access the evaluation system.

Technical Evaluator Checkbox Choose this checkbox to designate this person as a
Technical Evaluator. Note: Only a Cost Evaluator
will see cost information.

Past Performance Checkbox Choose this checkbox to designate this person as a
Evaluator Past Performance Evaluator. Note: Only a Cost
Evaluator will see cost information.

Cost Evaluator Checkbox Choose this checkbox to designate this person as a
Cost Evaluator. Note: Only a Cost Evaluator will
see cost information.

Table 48: SD Evaluation Team Panel — Buttons

Button Description

Find Chairman Activate the User Search feature (described in section 3.2.1.3 above).
Find Evaluator Activate the User Search feature (described in section 3.2.1.3 above).
Save Save the list of Non-registered users.

Delete Delete the evaluator from the list.
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The Helm Package [ small Buginess | Solicitation Doc.

m [ Lockd Felense Solicieion | | 1102 Sancboe | | Prirsbles S0 Fricing |
m Solicitation Document Mumbsr: NOOO24-05-R-3423
m Ewalustion Cheirmen Harms By Ao

Training Instrador MEVEER, o
Ewvaluation Chairman
Ewaluation Team
Chairman: Find Chenrrnan
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Advanced Planning

orsams  dy DR emgme 00 e
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Figure 91: SD — Evaluation Team

427 Add Advisors data

The Advisors panel lists all users that have been added to the Solicitation Document.
Advisors have the option to review the bid evaluation process or proposals. Advisors can be
added to or removed from this list, and are notified once a Bid Evaluation round is opened for
evaluation. The controls featured on this page are described in Table 50 below.

Table 49: SD Advisors Panel — Fields

Field Type Description

PCOs Multi-Select Lists PCOs within the requesting activity that may
Box be added as Advisors

Negotiators Multi-Select Lists Negotiators within the requesting activity that
Box may be added as Advisors

Lawyers Multi-Select Lists Lawyers within the requesting activity that
Box may be added as Advisors

DSBs Multi-Select Lists DSBs within the requesting activity that may
Box be added as Advisors
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Table 50: SD Advisors Panel — Buttons

Button Description

Add To The List

above.

Clicking this button will add the selected Advisor’'s name to the list

View All Activities

Selecting this icon. it opens a pop-up window where the user can
select users from Activities other than their own.

Remove

Selecting this icon Tl will remove the Advisor's name from the list.

Ldministrative

Procurement

Eval on Team

Advanced Planning

Fackage Srnall Business § Salicitation Doc.

| Lock & Fielensa Sofonaion | [ 1102 Sandbox | |

Printable EO Pricing |

Salicitation Document Hurbar: NDOOZ4-06-F-3007

PCi0s
|select Users

| Hayoe H. Ahrane »
Scof 5. Anderson
Stephen J. Camcciolo
GilonaE. Carer Iﬁ
Drenid A, Ciamantopoulos
Ereiprize Admirstiator Llser
eboadmn_Ch »

Negoiiaiers
| ok Ueor:
| Hayion H. Ahrane -
Shaphenie F.alexender
ichelle Alzion
Graoory A Andemson Iﬁ
Scotl 5. Anderzon
fryta andnews
Kirrierty O Bemio b

L awyers

| eulest Users

Lisa L Baker
Rebecce K. Cresay
Douglas K. Edgecomb
Sabrina L Hay
'wilizm A Longwell
Jery aroney

Sarkis Taligian

i

[  Adda&dviors To Tha List

Figure 92: SD — Advisors

April 24, 2006

Limited Governmental Purpose Licensing Rights

101



Virtual SYSCOM / NAVSEA SeaPort

Training Session Details, Version 1.10: Solicitation Document /} A Q U ’ L E N T

428 Add Criteria data

The solicitation Criteria panel is identical in functionality to the Criteria panel from the PR.

Criteria data is information that relates to the submission and review of proposals.

Table 51: SD Criteria Panel — Fields

Field Type Description
Previous Contract Work Radio Was work done under a previous contract number?
Choose Yes, No, or Don’t Know.
Previous Work Under Non- | Radio Was previous work done under a Non-DoD contract?
DoD contract Choose Yes, No, or Don’t Know.
Contractor currently Text Box The name of the contractor currently performing work
performing the work on this contract, if applicable.
Contract Number Text Box The previous contract number, if applicable.
Contract Amount Text Box The previous contract amount, if applicable.
Steps Radio Will this be a one step or a 2 step process? Choose 1

Step, 2 Step or Don’t Know.
One Step Process

Under a one step source selection process, bidders
submit their proposals based on the solicitation. The
proposals are evaluated and award is made.

Two Step Process

Under the first step of a two step source selection
process, interested offerors are asked to submit a
one or two page approach summarizing their
technical experience and their past performance, as
well as a "not-to exceed" (NTE) price. The submittals
are evaluated and the top offerors are asked to
participate in the second step of the process. The
offerors that have been selected to submit proposals
for the second step will explain in greater detail the
ideas that they submitted in the first step. The
SeaPort office can help the program manager decide
whether a two step source selection process is
appropriate.

Resume Radio You can also choose whether or not to receive
resumes from those individuals who would be
performing the service. Will resumes be required as
part of the award determination process? Choose
Yes, No, or Don’'t Know.

Oral Presentation Radio If you select to have oral presentations, you need to
decide how long the presentations will be. You can
also choose if you would like to receive written
overviews to review. Will oral presentations be
required as part of the award determination process?
Choose Yes, No, or Don’t Know.
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Field Type Description

Maximum # of Pages Text Box If you select to receive written proposals, you need to

Requested for Technical decide how many pages the bidders can submit for

Approach their Technical Approac h. Enter the maximum
number of pages requested for the Technical
Approach document, if applicable.

Maximum # of Pages Text Box If you select to receive written proposals, you need to

Requested for decide how many pages the bidders can submit for

Management Approach their Management Approach. Enter the maximum
number of pages requested for the Management
Approach document, if applicable.

Maximum # of Pages Text Box If you select to receive written proposals, you need to

Requested for Past decide how many pages the bidders can submit for

Performance their Experience Statement. Enter the maximum
number of pages requested for the Past Performance
document, if applicable.

Package I Small Business I Solicitation Doc.
[Save] [ Lock & Release Solicitation | [ 1102Sandbox | [ Printable SD Pricing |

Pricing Structure I
Salicitation Document Number: NOOD24-05-R-3423

Previous Contract Work
Previous Work Under Non-DoD contract O Yes ® Mo O Dont know
Contractor currently performing the work

O fes ® No O Dont know

Criteria

Advanced Planning Contract Number |

Steps

Resume

Contract Amount |

Oral Presentation

Maximum # of Pages Requested for Management
Approach

Maximum # of Pages Requested for Past Performance

@ 1 Step O 2 Step O Dont know
® ¥es O No O Dont know
O Yes @ No O Dont know

Maximum # of Pages Requested for Technical Approach

i

II

Figure 93: SD — Criteria

429 Release Advanced Planning Data

The solicitation Advanced Planning panel is identical in functionality to the Advanced Planning

panel from the PR.

The Advanced Planning provides estimated target dates for various milestones in the
acquisition lifecycle. Only a PCO may release the dates to the vendor community.
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Table 52: SD Advanced Planning — Fields

Field Type Description
Advanced Planning Radio Indicate whether or not to provided Advanced
Planning notice. Choose Yes or No.

Brief Description Text Box Provide a synopsis of the procurement effort.

1102/PCO User Use the User Search feature (described in section
Search 3.2.1.3 above) to add the 1102 or PCO name who will

serve as a point-of-contact.

Initial Meeting Radio, Specify whether this milestone is not applicable to the
Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Issuance of Pre-Solicitation | Radio, Specify whether this milestone is not applicable to the

Notice Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Receipt of Complete Radio, Specify whether this milestone is not applicable to the

Requirement Package Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Issuance of Draft Radio, Specify whether this milestone is not applicable to the

Solicitation Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Pre-Solicitation Conference | Radio, Specify whether this milestone is not applicable to the
Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Issuance of Final Radio, Specify whether this milestone is not applicable to the

Solicitation Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Proposal Submission Radio, Specify whether this milestone is not applicable to the

Deadline Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Initiate Technical Radio, Specify whether this milestone is not applicable to the

Evaluation Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Oral Proposal Session Radio, Specify whether this milestone is not applicable to the
Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.
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Field Type [ Description

Complete Technical Radio, Specify whether this milestone is not applicable to the

Evaluation Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Award Task Order Radio, Specify whether this milestone is not applicable to the
Text, & procurement effort (N/A), not yet known (TBD) or
Calendar known (Estimated Date). If known, provide a date in
Utility the text box or via the calendar utility.

Incumbent Company Text Box Indicate who the incumbent company is.

Table 53: SD Advanced Planning Panel — Buttons

Description

Release Planning Allows the user to release the specified advanced planning dates to the
vendor community. Only PCOs will have access to the Release
Planning button.
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Figure 94: SD — Advanced Planning
4.2.10 Review Questions & Answers (Q&A)

The Q & A panel lists all questions and answers that have been added to the Solicitation
Document. Questions are posed by vendors or government users and responded to by the
event creator, or a government user in the event creator’s activity or higher, on an event-by-
event basis through the Bid Event System. The fields and controls featured on this page are
described in Table 54 and Table 55 below.

Note that the Q&A Panel will not be visible until the Solicitation has been released.

Table 54: SD Q & A Panel — Fields
Field Type Description
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Field Type Description
Submitted By Text This is the person who created the Question/Answer.

Note: To submit a question or post an answer, you
must log on to the Bid Event System.

Question # Text The question text as it was entered in the Bid Event
System. This field is not editable.

Note: To submit a question or post an answer, you
must log on to the Bid Event System.

Answer Text The answer text as it was entered in the Bid Event
System. This field is not editable.

Note: To submit a question or post an answer, you
must log on to the Bid Event System.

Table 55: SD Q & A Panel — Buttons

Button Description

Printable Q & A Summary Loads a printable (reduced graphics) version of the page in a
separate browser window

Package 5mall Business J Solicitation Doc. | Award Process

Pricing Struct N
Salicitation Document Number: NOOD24-05-R-3423
Submitied By: Training Instructor Submission Date: 7/6/2005 2:31:55 PM

Question #1: There are no key labor categories specified in the 30W. Is this an oversight, or are they specified
elsewhere?

[ Printable O & A Summary ]

Evaluation Team Submitted By: Training Instructor Response Date: 7/6/2005 2:32:19 I

m Answer: The key lahot categoties are identified on Page 3 of the Solicitation.

Submitted By: Training Instrictor Submission Date: 7/6/2005 2:32:58 P
Q&a Question #2: Are "Letters of Intent" recquired for key persotinel?
GUECEININE] | Submitied By: Training Instructor Response Date: 7/6/2005 2:34:42 PRI
Answer: Ves.

MNote: To submit a question or post an answer, please log on to Bid Event.

Figure 95: SD-Q & A
4.2.10.1 Answer a Question

To answer a question, log into the Bid Event System and find the Solicitation in the Event
Listing. The Q&A column indicates how many Questions and Answers have been submitted
for each Event. Select the View Details button for that Event. The Event Listing page is
shown in Figure 96 below.
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@ Help 6 Logout

Logged in as: Dougall (GULELIS L5

1/28/2005 3:45 PM

Al tirmes displaved In (GMT-05:00) Eastern L5

Event Listing

[Create New Event]

Iﬁa Messages

Yiou can wse the asterisk (*) as a substitude for zero or mnore characters w

Event Name: |

Category: j
Sub-Category: j

Status: Current 7|
Show Al

fen vou fifter,

Previous | Showing 1to 2 of 2 | Mest

Event Name E SUE?E‘:%:;zI‘? Status Stop Time g 0&an

MO0D0Z4-05-R- SeaPort Enhanced Current 1/31/20085 3SZ
3103:1 Solicitation 340 PM

Bid Event Sample {Zone 2, Full Set Aside)

MO0DD24-04-R- SeaPort Enhanced Current 1/31/2025 341
3014-5:1 Solicitation Z:00 PM

The Amazing, Incredible never ending event (Zone 2, Unrestricted)

Previous | Showing 1to 2 of 2 | Mext

[Create New Event|

a View Details
Cancel Event

] View Details
Cancel Event

Support

Figure 96: SD — Q& A - Answer a Question - Event Listing

From the View Event Details page, select the Questions and Answers button. The View Event

Details page is shown in Figure 97 below.

TIP: The numbers shown on the Questions and An

swers lines in the Event

Details are also links to the Question Listing page.
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@ Help 0 Logout

Current Time: 1/28/2005 2:47 PM
All times displaved in (GMT-05:00) Eastern L5

Iﬁa Messages

View Event Details

Logged in as: Dougall

Mame: MOO0z24-053-R-2103:1
Description: Bid Event Sample (Zone 2, Full Set Aside)
Creator: Dougall

Category(ies): SeaPort Enhanced
Sub-Category: Solicitation

Status: Current

Questions: 3 (Most Recent: 1/28/2005 3:41 M)
Answers: 2 (Most Recent: 1/28/2005 3:39 £M)
Start Time: 1/28/2005 327 PM

Stop Time: 1/31,/2005 340 PM

Time Left: 2 days 23 hours 52 minutes

Total Prime Bids: 0

[Manage Attachments|[Invitees]||[Cancel Event][Send Message | [Wiew Messages]
[Duestions & Answers]

Event Attachments

Content Type

NO0DZ4-05-R-3103.pdf PCF File 41,01 KB
’———-?‘__ Y R e e P e [ =

Figure 97: SD — Q&A - Answer a Question - View Event Details

From the Question Listing page locate the Question you wish to answer. Select the Answer
This Question button. The Question Listing page is shown in Figure 98 below.
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@ Help 0 Logout

Current Time: 1/28/2005 3:528 PM
All tirmes displaved in (GMT-05:00) Eastern LS.

Iﬁa Messages

Question Listing for 'N00024-05-R-3103:1'

Logged in as: Dougall

[£5k Mew Question|[Back]

Yo cah use the asterisk (%) as g substitute for zero or more characters when you fifter,

Status: I j

Question Number: I

Question Text: I

Show All

Previous | Showing 1 to 4 of 4 | MNest

Submitted By: Dougall Submission Date:
1/28/2005 3:37:33 PM

Question 1: Is the two page limit for each of the past performance references or is the two page limit
to include all past performance information?

Answered By: Dougall Response Date: 1/28/2005
3:38:05 PM

Answer: Limit the response to two full pages for each past performance reference that is submitted.

Submitted By: Dougall Submission Date:
1/28/2005 3:39:08 PM

Question 2: There are no key labor categories specified for the waork in the SO, Is this an oversight
ar are these labor categaries not cinsidered to be key?

Answered By: Dougall Response Date: 1/28/2005
3:139:41 PM

Answer: The key labor categories are identified on page 3 of the Solicitation.

Submitted By: Dougall Submission Date:
1/28/2005 3:41:32 PM
Question 3: Are "Letters of Intent” required far key personnel?

Mo answer has been posted to this gquestion since the answer is still in

draft. Edit &nswer

Submitted By: Dougall Submission Date:
1/28/2005 3:57:49 PM

Question 4: Are there supposed to be FFP items in this solicitation?
Mo answer has been posted to this question.

[Answer This Question]

Previous | Showing 1 to 4 of 4 | MNext

[£5k Mew Question|[Back]
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Figure 98: SD — Q&A - Answer a Question - Question Listing

Respond to the Question by entering text in the Answer text box and selecting the Submit
Answer button.

NOTE: Once an Answer has been submitted, it may no lover be edited.

If you wish to submit your answer at a later time and would like to save the text you have
entered in the Answer text box, select the Save Draft button. Your text will be saved and you
can edit it at a later time by selecting the Edit Answer button from the Question Listing page in
the Bid Event System. Answers saved as draft are not visible to other users.

If you wish to discard your Answer text, select the Cancel button.

The Answer a Question page is shown in Figure 99 below.

@ Help 0 Logout

Current Time: 1/28/2005 3:57 PM
Al times displayed in (GMT-05.:00) Eastern LS.

lﬁa Messages

Answer a Question

Logged in as: Dougall

Fields denoted with * are required.
Event Mame: MOO024-05-F-3103:1

Question: Are there supposed to be FFP itemns in this solicitation?

Submitted By: Dougall
Submission Date: 1/22/2005

* Answer: 1=

4000 characters rermaining

[Save Draft|[Submit Answer | [Cancel]

Suppart

Figure 99: SD — Q&A - Answer a Question - Answer a Question
4,211 Small Business Set Aside

Use the Small Business tab at the top of the screen to access this panel. Saving the Small
Business Set Aside selection will allow the Solicitation to be released. Choose a PCO Set
Aside Selection and enter a Justification if necessary.

Save the Selection or Save and Invite the DSB (Deputy for Small Business) by choosing the
appropriate button. Selecting the Save and Invite DSB button will send an e-mail to the DSB.
The DSB will complete the DSB Set Aside Selection section. The document doesn’t have to
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be in the DSB mailbox to be reviewed. The PCO will be notified via e-mail once the DSB has
submitted his review input. The Small Business Set Aside panel contains the following fields:

NOTE:

If this information was completed and saved as part of the PR
creation process, it does not have to be entered again now.

Table 56: SD Small Business Set Aside Panel — Fields

Field Type Description

Section C Link This link opens the Section C (Statement of Work) for
this SD in a separate window.

Section L Link This link opens Section L (Instructions to Offerors) for
this SD in a separate window.

Section M Link This link opens Section M (Evaluation Criteria) for
this SD in a separate window.

Subcontracting Plan Radio Choose Yes or No.

Required

Previous Acquisition Check Box | Check all that apply.

Recommended Sources Text Box Enter Recommended Sources here in plain text.

PCO Set Aside Selection Radio Choose Full Set Aside, Cascade, or No. If No is
selected, a Justification is required.

Justification (PCO) Text Box Enter the justification for selecting No Set side
Selection. Required if No is selected above.

DSB Set Aside Selection Radio Choose Full Set Aside, Cascade, or No. If No is
selected, a Justification is required.

Justification (DSB) Text Box Enter the justification for selecting No Set side
Selection. Required if No is selected above.

Table 57: SDSmall Business Set Aside Panel — Buttons

Button Description

Save Selection

Save changes to the database.

Save and Invite DSB

Save changes and also invite the DSB to make Set Aside selections.
An e-mail notification will be generated and sent to the DSB.

Printable Review

Loads a printable (reduced graphics) version of the page in a separate

browser window
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The Helm

Small Business Set Aside Coordination

Farchaas Requeat Wamber MOO024-06-MR-55011 Tota Endimated Wale 330,000 gon
Shaort Deacantan Engnesiing Seraces
Saction ¢ Saction L Saction M

PCO Set Aside Revies

Seboontracting Plam Required
{iYems (Mo

Previons Acquisiden (check all dhat apply

' (1) Section Bz

[ @) =08 Set-Asida

[ 31 HBC LW Set-Agide

[ () 56 Eet-Aside

[ 55 Ceher

] /&) Two or mone resporsie 58 offars on pror acquisition

1 @5 One or more reeponsise S0B offerfz] within 10% of swand price on pior acousition
I @) Woman Cvined SB

1 @) Service Dizsblad Yetemn SE

Recommended Sources

Frolecied S8-E0WDER  |#

PCO Justification

[ SeveSelection | |  Savesndivate DSE | [ Printable Paview

D50 Set Aaiede Fewiew

D5A Set Aside Selaction
Mot Reyiessd

5B Justification

Figure 100: SD — Small Business — Set Aside
4.2.12 Lock and Release Solicitation

This button will only be available to a user with PCO privileges. Selecting the Lock & Release
Solicitation button from any page on which it is displayed will begin the Solicitation Release
process and lock the Solicitation Document. The system will display the page shown in Figure
101 below. Any changes to the Solicitation after it is released will require a Solicitation
Amendment.
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Table 58: SD Lock and Release Solicitation Panel — Buttons

Button Description

Return to Form

Returns to the Solicitation Document Administrative Panel.
No changes are made.

Change Reviewer..

Change the Program Office Reviewer (named in table below).
The Add User button uses the User Search feature described
in section 3.2.1.3 above.

Add User..

When the Solicitation is released the Program Office
Reviewer, the Originator, and the Evaluator(s) will receive a
system-generated e-mail notification. You may add additional
SeaPort users to this list by selecting the Add user button.
The Add User button uses the User Search feature described
in section 3.2.1.3 above.

Yes, Lock & Release Solicitation

Upon selecting the Yes, Lock & Release Solicitation button
from this page, the system performs a validation of the data
entered on all Solicitation Document pages.

After successful validation of the data, the system generates
a Final Solicitation in the form of a PDF file and generates an
e-mail notification.

If the validation fails, the system reports the errors requiring
attention via a message box. You are then given the
opportunity to return to the Solicitation Document form to
complete the missing information and correct any other
errors.
TIP: If there are errors in the validation process, it may be
useful to write these errors down or make a screen print of
the message box to refer to when you return to the SD form.
Locking and Releasing the Solicitation will:

Prevent future changes to this Solicitation

Create the final PDF for this Solicitation

= Require a Solicitation Amendment for any future
changes

No, Return to Form

Returns to the Solicitation Document Administrative Panel.
No changes are made.

NOTE: Before being released, a Solicitation Document must be validated.
You can use the Validate Sol button on the form pages to validate
your data without attempting to lock and release the solicitation. The
SD can be validated as many times as is necessary until validation is
successful.
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Package Small Business @ Solicitation Doc.

Lock & Release Solicitation

Feturn to Form

You are about to lock and release this Solicttation. Doing so will .
s Prevent future changes to thiz Solicitation
¢ Create the final PDF for this Selicitation
s Eequire a Sclicttation Amendment for any future changes

Change Reviewer..

The following users will be notified by email:

Program Office Reviewer: testpco
Originatar: testpco
Ewvaluator(s): testevall, testeval2, testeval3, testevald

Additional User(s): Add User.

Are you sure you want to proceed?

Yes, Lock & Release Solicitation | Mo, Feturn to Form

Figure 101: SD — Lock & Release

The Lock & Release page gives the user an opportunity to change the reviewer, to add users
to the notification list, or to cancel the action. Proceeding with the Lock & Release action will
create the final solicitation PDF as shown in Figure 102 below (PDF creation in progress).

Once the PDF is created, you will be taken through the Bid Event creation process. Click the
“here” link to proceed.

Package § Smiall Business § Solicitation Doc.

Lock 8 Release Solicitation

RFeturn to Form

Success|

o The Solcitation was loclked & released.
s The final Solicitation PDF 15 bemng created.

s Cnce the PDF 15 created, vou will be taken through the Bid Ewvent creation process.
e Click here to proceed.

Figure 102: SD — Final Solicitation

April 24, 2006 Limited Governmental Purpose Licensing Rights 115



Virtual SYSCOM / NAVSEA SeaPort

Training Session Details, Version 1.10: Solicitation Document ﬁ A Q U ’ L E N T

After clicking on the “here” link in Figure 102 above, the PDF is Ready page shown in Figure
103 will be displayed. Select the Create Bid Event button to start the Bid Event Creation
process.

NOTE: It may take a minute to prepare your PDF. If this is the case, the
system will keep you updated on the status until the PDF is ready.
When the PDF is ready, you will see the page shown in Figure 103
Below.

Package § Small Business J Solicitation Doc. | Award Process

Your PDF is ready.
Tip: To save vour PDF for fiuture reference, night-click the link and choose a Jave command.

Create Bid Event

Figure 103: SD — PDF is Ready

TIP: To view the PDF file, click on the “Your PDF” link. It will open in the
Adobe Acrobat Reader. If you chose to view the PDF file, it can be
saved from the viewer’s window.

TIP: If you want to save a copy of the Solicitation PDF without viewing it
first, you can right click the link and choose “Save Target As...” from
the pop-up window (Internet Explorer).

Selecting the Create Bid Event button from the PDF is Ready page displays the Create Bid
Event page. The Create Bid Event page is shown in Figure 104 below.

Package J Small Business Jl Solicitation Doc. | Award Process

Create Bid Event

RFeturn to Form |

You are about to start Bid Event creation process.

You will be guded through the Event creation steps.

Are you sure you want to proceed?

Yes, Create Bid Event | o, Return to Form

Figure 104: SD — Create Bid Event
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From this page, select the Yes, Create Bid Event button to continue. The Create New Event
wizard will open in a new window and the bid event creation process will begin. This process
is described in Section 4.2.14.2.1 below.

4.2.13 Solicitation Amendment Process

If a Solicitation Amendment needs to be created the PCO chooses the specific package from
the Document Library and presses the Create Amendment button from the Package Home
Page as shown below.

Packags Horme
m Faclage :;D?;\IEIJDZA-IJS-R- LS e [Sdlicitation Relzased

| Foue | | Cream ameppment | | Creats Bid Event |
D'Q

1 d Training TOM
Crganiztion [H&wEEA D2 Tond Rl 3
Crrent Mailbox Trainirg Inatnictar ﬂ-_ Criginator Traming Instuctar &
Tebet Fotential Current Fafeniizd
Fake :2,21:IIJ,IJII Furleea
Tobe! Fake Froeded Malue
Sspanded |ho

Ehart Deecripiion IT Support Serices for CI0 Ofice

Package Documenis

Diooument Actions
1> solicitation NODDZ4-05-R-3423 o T B B %
23 PR NOOO24-05- NA-C0EAE o &85

Figure 105: SA — Create Amendment Button

Upon pressing the Create Amendment button the user is presented with a verification box. If
the user chooses to continue and create the amendment, the system generates the next
sequential amendment number for the specific solicitation, and places the user on the
Administrative panel in a draft Solicitation Amendment document. From this point forward the
process is identical to the solicitation process defined earlier in this document.

4214 Create Bid Event

Creating a Bid Event allows vendors to access the Final Solicitation PDF and its associated
attachments. When creating a new Bid Event, you will determine the start and stop time of the
event, manage (add or delete) attachments, and notify vendors. Vendors will log into the Bid
Event System to view solicitations and to upload bids and attachments.

4.2.14.1 Accessing the Bid Event System

All government users will have access to the Bid Event Module. However, the user’s role will
determine the level of access. Originators, for example, will have only read-only access to the
bid event system.

There are two ways to access the Bid Event System:

1. From the SeaPort header navigation
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2. From the Create Bid Event button

1. Authorized users can login directly to the Bid Event System from SeaPort. Users with at
least one of the aforementioned roles will see the Bid Event Login navigation in the header
navigation bar, as shown in Figure 106.

Clicking on the Bid Event Login navigation will open a new window and log the user into the
Bid Event System.

NOTE: This window will not interfere with the BuySite session, and may be

closed at any time.

Request

The Helm

|

\)J\t fﬁUser: Training Instructor
=

Document
Library

YWorkflow ~ag

Bid Event
¥ L‘ﬁin

a"i Document
Library

eports ConOps System Admin

[ help = log off

My Profile

Displaying: 1 - 25 / 25

Search criteria: In my mailbox.

Practice PRs included.

ETET R =1 TE

Activity /

Organization % Originator —

SD NOOD24-05-R-3423 Solicitation Released MAVSEA--MAVSEA 02 Training Instruckor
PR NOOD24-05-NR-00688 PR Draft MAVSEA--MAVSEA 02 Training Instructor
SD NOOD24-05-R-3421 Solicitation Released MAVSEA--MAVSEA 02 Training Instructor
5D NOOD24-05-R-3418 Solicitation Draft MAVSEA--MAYSEA 02 Training Instructor
PR Draft MAVSEA--MAVSEA 02 Training Instructor
Solicitation Released MAWSEA--MAVSEA 02 Training Instructar
TO NOD173-04-D-5119-EHX1 Task Order Executed MAVSEA--MAVSEA 02 AMSEC Training Instruckor
5D NOODZ24-035-R-3404 Solicitation Released MAVSEA--MAVSEA 02 Training Instructor
TO NOD178-04-D-5011-EHX1 Task Order Executed, with Mad in Draft MAWVSEA--MAVSEA 02 AMEWAS  Enterprise Administrator User
TO NOO17§-04-D-5001-EHX4 Tazk Order Executed, with Mod in Draft MAWSEA--MAWSEA 02 AdapTech Enterprise Administrator User
5D MO0D24-05-R-3365 Solicitation Released MAVSEA--MAVSEA 02 Training Instructor
TO MNOD178-04-D-5152-EHO1 Task Order Executed MAVSEA--MAVSEA 02 21C51 Enterprize Adrministratar User
TO NOO178-04-D-5004-EHO1 Task COrder Executed MAWSEA--MAVSEA 02 ATR Enterprise Administrator User
5D NOOD24-05-R-3336 Solicitation Released MAVSEA--MAVSEA 02 Training Instructor
SD NOOD24-05-R-3311 Task Crder Draft MAVSEA--MAVSEA 02 Erterprise Administrator User
TO NOO17§-04-D-5001-EHO2 Task Order Executed, with Mod in Draft MAVSEA--MAYSEA 02 AdapTech Enterprise Administrator User
5D MOOD24-05-R-3287 Solicitation Released MAVSEA--MAVSEA 02 Training Instructor
TO NOO178-04-D-5006-EHO1 Task Order Executed, with Mod in Draft MAMSEA--MAVSEA 02 Aegir Enterprize Adrninistrator User
5D NODOD24-05-R-3269 Solicitation Released MAVSEA--MAVEEA 02 Training Instructor
PR NOOD24-05-NR-00443 PR Draft MAVSEA--MAVSEA 02 Enterprize Adrninistrator User
T0 NOO17§-04-D-5001-EHO1 Task Order Executed MAYSEA--MAVSEA 02 AdapTech testpco
SD NOOD24-05-R-3389 Solicitation Armendrnent Draft MAVSEA--MAVSEA 02 Training Instruckor
PR NODD24-053-NR-00368 PR Draft MAVSEA--MAYVSEA 02 Training Instructor
5D NOODD24-05-R-23232 Solicitation Released MAVSEA--MAVEEA 02 Training Instructor
5D NOOD24-05-R-3231 Task Order Draft MAVSEA--MAVSEA 02 Training Instructor

Wiewe: | In ry mailbiog | Cantractar v @ cLN:| |
Status: ve Keyword:! 9 Docurnent Mo.: I 'ﬁ
Event. Vb aniatter: | EE aribefore: | iE Practice PRs: I ;
ActivityQrganization: | - v-|_. Effart Type: [ _.—vi
Requisition Mo.: |_ =0
[ Details Go | [ Showa |

Suspended —

rSea Port

Search criteria: In my mailbox. Practice PRs included.

i 1 ey

Displaying: 1 - 25 / 25

Figure 106: BE — Initial screen in SeaPort/BuySite (Document Library)

2. Users can also access the Bid Event System by using the Create Bid Event button. The
Create Bid Event button is available when locking-and-releasing solicitations or from the
Package Home page after a solicitation has been locked and released.

NOTE: NAVSEA users will only be able to login to the Bid Event System via
these paths in SeaPort. That is, a NAVSEA user will not go to a “Bid

Event System Login Page” as with the previous software.
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4.2.14.2 Creating a Solicitation Bid Event

There are two ways to create a Bid Event associated with released solicitation:
= Immediately upon performing the Lock & Release Solicitation function
~  After completing the Lock & Release function

When creating the bid event as part of the solicitation lock and release process, the PCO will
be prompted to complete several additional steps to create the event and notify the vendor
community. The user is guided through these steps by a wizard.

After performing the Lock and Release, a PCO could come back and create the event or could
route the package to an associate (another PCO or an 1102) to create the event. There will
be a Create Bid Event button available to users that have packages in the Solicitation Release
state in their mailboxes. This button is visible on the Package Home page.

In either case, the steps necessary to create a Bid Event are identical.

4.2.14.2.1 Creating an event upon Lock & Release
The confirmation page the user sees upon locking and releasing a solicitation includes a
summary of the activities that have just completed as well as two navigational options. As

shown in Figure 107, the user may use the Return To Form button to be taken back to the
Package Home Page or may select the “here” link to proceed to the Event Creation process.

Package Smiall Business @ Solicitation Doc.

Lock 8 Release Solicitation

Eeturn to Faorm

Success|

The Solicitation was locked & released.

The final Solicttation PDF 15 bemng created.

Unce the PTF 15 created, yvou will be taken through the Bid Event creation process.
e Click here to proceed.

Figure 107: BE — Lock and Release Solicitation.

After selecting the “here” link in the previous page (and after the final solicitation PDF has
been generated), the user is presented with the option to Create the Bid Event as shown in
Figure 108.

TIP: The user can right-click and save the PDF to disk, if desired, or
proceed directly the Bid Event Creation process
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Package [ Small Business [ Solicitation Doc. | Award Process

Your PDF is ready.

Tip: To save your PDF for future reference, nght-chick the nk and choose a Save command.

Create Bid Event

Figure 108: BE — Prompt for Bid Event Creation.

After selecting the Create Bid Event button the user is asked to verifying this selection, as
shown in Figure 109.

Package [ Small Business fl Solicitation Doc. | Award Process

Create Bid Event

Feturn to Farm |

You are about to start Bid Event creation process.

Tou will be guded through the Event creation steps.

Are you sure you want to proceed?

“as, Create Bid Ewvent | Mo, Return to Form

Figure 109: BE — Verify Bid Event Creation.

If the user does not want to proceed at this point, he may select either of the Return to Form
buttons to return to the Package View. Clicking on the Yes, Create Bid Event button, will open
a new window, automatically log the user into the Bid Event System, and display the initial

screen as shown in Figure 110.

The fields and buttons contained on this form are explained in Table 59 and Table 60 below.
Step 1 contains administrative information about the bid event.

Table 59: Create Bid Event — Step 1 - Fields
Description

Name Read Only | System-generated. The event name reflects the
Solicitation Document (or amendment) name, number,

and round ID (if applicable). It is not editable.
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Field Type Description

Description Text Box The Description is pre-populated with the short
description entered when the PR was created as well as
the Zone of Performance and Set-aside Status (if
applicable). It may be edited.

Note: Do not delete/overwrite the zone and set-aside
information (the information in the parenthesis).

Category(ies) Read Only | System-generated. Reflects the contract type (SeaPort I,
SeaPort Enhanced, or both). It is not editable.

Sub-Category Read Only | System-generated. Always set to Solicitation for events
created using the Create Bid Event button in SeaPort.
Note: The sub-category field is purely informational and
gives the vendors an easier way to filter and sort the
event listing. It is not editable.

Start Time Text Box A default Start Time of 10 minutes from the time the
Event Wizard was started is pre-filled on the form. This
may be edited to suit your needs.

Vendors will have the opportunity to bid on the
Solicitation between the Start Time and Stop Time
entered. This time should be entered in the user’s local
time zone (specified in upper right header area of
screen). It must be a time in the future, but can be as few
as just several minutes from current. Enter the Start
Time for the event in “mm/dd/yyyy hh:mm” format.

Stop Time Text Box Pre-filled. The pre-filled entry is based on the Closing
Date and Time entered on the Administrative Panel of the
Solicitation Document.

Pre-populated with the solicitation’s closing time. It is not
editable.

Table 60: Create Bid Event — Step 1— Buttons

Button Description

Next Save the data and proceed to Step 2. Click Next when satisfied with
the data entry.

Cancel Cancels the Event Creation Wizard. A confirmation page is presented
before cancellation is completed. This action can be aborted from the
confirmation page.
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SeaPort @ Help 0 Logout

Logged in as: Training Instructor Current Time: 772005 10:25 AM
Al timmes displaved in (GMT-05:00) Eastern U5

Teaming Messages Reports

Create New Event (Step 1 of 5)

Fields denoted with * are required.

* Name: 1 0024-05-F-3428:1

Description: 1T 5ypnort Services for CIO Office (Zone 2, Full Set 4
Aside) v

941 characters rernaining

* Category{ies): .01

* Sub-Category: itatio
mm/ddsvy vy hhimm

* Start Time:  |07/07/2005 [1024  [am v
sy hhmm
* Stop Time: 1872005 02:14 |

Support

Figure 110: BE — Create New Event (Solicitation, Step 1 of 5)

Step 2 of the wizard is shown in Figure 111. This step allows the user to review and/or delete
the attachments that were automatically uploaded from BuySite, as well as add additional
documents. The final Solicitation PDF has been uploaded automatically by the system.

Important: The user should carefully review all attachments to make certain that only
appropriate and necessary attachments are included.

Note that any attachments added from the Bid Event System will not appear automatically
back on the BuySite side.

The fields and buttons contained on this form are explained in Table 61 and Table 62 below.

Table 61: Create Bid Event — Step 2 - Fields

Field Type Description
Name Text Box Enter a name to be displayed in the list of attachments.
Description Text Box Enter a short description.
Choose File Text Box Use the Browse button to navigate to a file or enter the
complete path to the file here.

Table 62: Create Bid Event — Step 2— Buttons

Button Description

Back Returns to the previous step.

Next Save the data and proceed to Step 3. Click Next when satisfied with
the data entry.
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Button Description

Cancel Cancels the Event Creation Wizard. A confirmation page is presented
before cancellation is completed. This action can be aborted from the
confirmation page.

Browse... Opens the Windows Choose File dialog. Browse your computer,
network resources, or removable media for a file.
? Large attachments may take several minutes to upload. Please do not
interrupt the process after the 'Submit' button has been activated.
Submit Uploads the file. Adds the selected file to the list of attachments.
Open Opens the file or downloads it to your computer depending on your
browser settings.
Edit Edit the Name and Description.
Delete Delete the attachment.
F b
SeaPort @Help  (J Logout
Logged in as: Training Instructor Current Time: Fi7/2005 10:26 AM

All times displayed in (GMT-05:00) Eastern U5

‘Teaming Messages Reports

Manage Event Attachments (Step 2 of 5)

Fields denoted with * are required.

* Name: |

Description: | |

* Choose File:| |[ Browse.. |
Blegse limit attachments to S0ME,

Attachments

Name Content Type Size

NO0024-05-R-3428.pdf PDF File 25.65 KB

Back

Support

Figure 111: BE — Manage Event Attachments (Solicitation, Step 2 of 5)

Step 3 of the wizard is shown in Figure 112. This step allows the user to review the invited bid
groups and users that were automatically pre-selected from SeaPort. Currently, these
selections are not editable. SeaPort | solicitations will automatically be issued to All SeaPort |
Primes and Subcontractors. SeaPort Enhanced solicitations will automatically be issued ©
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the Prime and Sub group for the appropriate zone of performance. Invitees can be edited if a
Down Select is made for an amendment or additional round.

NOTE: Per direction from the SeaPort office, if a user has a need to send a
solicitation to other than the default specified groups, that user should
contact NAVSEA Support.

The fields and buttons contained on this form are explained in Table 63 below.

Table 63: Create Bid Event — Step 3— Buttons

Button Description

Back Returns to the previous step.

Next Save the data and proceed to Step 4. Click Next after reviewing the
data entered.

Cancel Cancels the Event Creation Wizard. A confirmation page is presented
before cancellation is completed. This action can be aborted from the
confirmation page.

Invite Bid Groups SeaPort Enhanced solicitations will automatically be issued to the
Prime and Sub group for the appropriate zone of performance. This is
not editable.

Invite Users No individual users are selected. This is not editable.
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FSEEPOIT @ Help ) Logout

Logged in as: Training Instructor Current Time: 4742005 10:27 &M
Al times displaved in (GMT-05:00) Eastern U5

Teaming Messages Reports
List of Invitees (Step 3 of 5)

Invited Bid Groups

Bid Group Name Group Label Category Description
Zaone 2 - MAC Primes (Mational Capital) Ad-Hoc SeaPort Enhanced 2
Zone Z - MAC Subs (National Capital) Ad-Hoc SeaPort Enhanced Z

Individually Invited Users

Mo records match your criteria

Support

Figure 112: BE — List of Invitees (Solicitation, Step 3 of 5)

Step 4 of the wizard is shown in Figure 113. This step allows the user to review all of the
event details and confirm the correct attachments.

The fields and buttons contained on this form are explained in Table 64 below.

Table 64: Create Bid Event — Step 4 — Buttons

Button Description

Back Returns to the previous step.

Next Save the data and proceed to Step 5. Click Next when satisfied with
the data entry.

Cancel Cancels the Event Creation Wizard. A confirmation page is presented
before cancellation is completed. This action can be aborted from the
confirmation page.

Download All Downloads all attachments in the list to your computer as a zip file.

Open Opens the file or downloads it to your computer depending on your
browser settings.

Edit Edit the Name and Description.

Delete Deletes the attachment.
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E:"eaPort @ Help 0 Logout

Logged in as: Training Instructor Current Time: F/7/2005 10:28 AM
Al times displaved in (GMT-05:00) Eastern U5

Teaming Messages Reports

View Event Details (Step 4 of 5)

MName: MOOD24-05-R-3428:1
Description: IT Support Services for CIO Office (Zone 2, Full Set Aside)
Creator: Training Instructor

Category(ies): SeaPort Enhanced
Sub-Category: Solicitation

Status: Incomplete

Start Time: 7772005 10:24 PM
Stop Time: 7/18/2005 2:14 PM
Time Left: TN,

Total Prime Bids: 0

Event Attachments

Content Type

NODOZ4-05-R-3428.pdf PCF File 25.65 KB

Download All

Invited Bid Groups

Bid Group Name Group Label Category Description
Zane 2 - MAC Primes (National Capital) Ad-Hoo SeaPort Enhanced 2
Zone 2 - MAC Subs (Mational Capital) Ad-Hoc SeaPort Enhanced 2

Individually Invited Users

Mo records match your criteria

Support

Figure 113: BE — View Event Details (Solicitation, Step 4 of 5)

Step 5 of the wizard is shown in Figure 114. This step allows the user to construct and
preview the invitation message that is sent to the users selected in Step 3.

The fields and buttons contained on this form are explained in Table 65 and Table 66 below.

Table 65: Create Bid Event — Step 5— Fields
Field Type Description
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Field
Send Copy to Creator

Type
Check Box

Description

Clicking on the Send Copy To Creator checkbox
(enabling it) will send a copy of the message to the e-mail
address associated with the user creating the event. This
is recommended and is the default choice.

Message Type

Dropdown

This field is not editable. By default, all messages issued
for events created by clicking the Create Bid Event button
in SeaPort/BuySite are of type “invitation”. The message
type specifies the message template that is used. The
other message types (Update, Extension, and
Cancellation) are described in Section 4.2.14.3.

Additional Message

Text Box

Additional message text may be entered here. Suggested
information to add here includes:

= Indication of point-of-contact and contact
information

= Any other pertinent information to share about
the requirement (beyond what appears in the
description)

It is not necessary to enter information about the offer
period, solicitation name, or zone/set-aside status (if
applicable), as that information is presented by the
message template.

Button Description

Refresh Preview

Table 66: Create Bid Event — Step 5— Buttons

Refreshes the Message Preview section of the page. Changes made
are reflected here.

Send Message

Click the Send Message button to send the message to the invitees
and complete the event creation process.

Back

Return to the previous step.

Cancel

Cancels the Event Creation Wizard. A confirmation page is presented
before cancellation is completed. This action can be aborted from the
confirmation page.
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{SeaPort (@ Help  ¢J Logout
Logged in as: Training Instructor Current Time: 772005 10:29 AM
Al times displaved in (GMT-05:00) Eastern U5

Teaming Messages Reports

Send Event Message (Step 5 of 5)

Fields denoted with * are required.
Event Messages are sehit to the users invited to the event,

Send Copy To Creator:

* Message Type: Fitation

Additional Message:

[Refresh Preview][Send Message] [Back] [Cancel]

Message Preview:

You have been invited to participate in the following event,
Event Information:

* Category: SeaPort Enhanced

MName: NO0OD24-05-R-3428:1

Description: IT Support Services for CIO Office (Zone 2, Full Set Aside)
Start Time: 7/7/2005 10:24:00 PM (GMT-05:00) Eastern .5,

Stop Time: 7/18/2005 2:14:00 PM (GMT-05:00) Eastern U.S.

Creator: Training Instructor

FE EETE

You may check in through the following link: http:ff4.21.130.143/Bid/RC=1_1115. You may also copy and paste
the link into your web browser,

Thank you for your business with NAVSEA,

Sincarely,
MHAWVSES

Please do not reply directly to this email, Contact NAVSEASUpport@aquilent.com for technical support,

Support

Figure 114: BE — Send Event Message (Solicitation, Step 5 of 5)

After sending the message, the user will be taken to the Event Listing screen, as shown in
Figure 115. This screen displays Bid Events and the following information about them: Event
Name, Category, Sub-Category, Status, Stop Time, Q&A, and Total Bids. This list can be
filtered by Event Name, Category, Sub-Category, or Status. After locating an event in the list,
the user can view the details about that event.

Table 67: Create Bid Event — Event Listing — Fields
Field Type Description
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Field Type Description
Event Name Text Box Enter an event name or a partial event name. Wildcard
characters may be entered (*).
Category Dropdown Choose from SeaPort Enhanced or SeaPort I.

Sub-Category

Dropdown Choose from Task Order/Mod, Solicitation, Advance
Notice/Draft, Award Report, or Other.

Status

Dropdown Choose from Current, Past, Future, Cancelled, or
Incomplete.

Note: Incomplete is only available to users who can
create events.

Button Description

Table 68: Create Bid Event — Event Listing — Buttons

Create New Event | Start the Create New Event wizard — Step 1.

E The Events list can be sorted in ascending or descending order by Event
Name, Stop Time, or Total Bids using the up and down arrows in the
column headers.

? You can filter the list of events by status:

Current: Events that are open - you can place bids now.

Past: Events that are closed - you cannot place bids anymore.

Future: Upcoming events that are scheduled, but have not yet started.
Cancelled: Events that have been cancelled - you cannot place bids
anymore.

Incomplete: Events that have not yet been submitted.

Note: Incomplete is only available to users who can create events.

Filter Only show results that match the filter criteria selected.

Show All Show all events. (Remove filters)

Previous If the list extends beyond one page, this link takes you to the previous page.

Next If the list extends beyond one page, this link takes you to the next page.

View Details View the Event Details page shown in Figure 116 below.

Cancel Event Cancels the Event. A confirmation page is presented before cancellation is
completed. This action can be aborted from the confirmation page.
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searur

@ Help 6 Logout

| Teaming Messages Reports

Event Listing

Create Mew Event

Logged in as: Traihing Instructor Current Time: 72005 10:31 AM
Al times displayed in (GMT-05:00) Eastern U5

Event Name: | Category:

Status: Future b Sub-Category:

s | Showing 1to 1 of 1| Nest

m Category . ; c [ | = s [a]
Event Name g3 b Cate ot Status Stop Time g3 Q & A Total Bids
NOOD24-05-R-3428:1 SeaPort Enhanced  Future 7182005 n/o ]
Solicitation 2:14 PM

IT Support Services for CIO Office (Zone 2, Full Set Aside)

| Showing 1to 1 of 1]

Create Mew Event

[wiew Details|[Cancel Event]

Support

Figure 115: BE — Event Listing View
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FSeaPor’t @ Help @ Logout

Logged in as: Training Instructor Current Time: 772005 10:32 &M
Al times displayed in (GMT-05.00) Eastern U5,

S Teaming Messages

View Event Details

Name: NO0024-05-R-3428:1
Description: IT Support Services for CI0 Office (Zone 2, Full Set Aside)
Creator: Training Instructor

Category(ies): SeaPort Enhanced
Sub-Category:  Solicitation

Status: Future

Questions: a

Answers: o

Start Time: 747520059 10:24 PM
Stop Time: 7/18/2005 2:14 PM
Time Left: W17

Total Prime Bids: O

[Manage Attachments | [Invitees] [Cancel Event][Send Messzage | [Wiew Messages]|[Questions & Answers

Event Attachments

Content Type

NODDZ4-05-R-3428.pdf POF File 75,65 KB TRen

Download All

Invited Bid Groups

Bid Group Name Group Label Category Description
Zaone 2 - MAC Primes (Mational Capital) Ad-Hoc SeaPort Enhanced 2
Zone Z - MAC Subs (National Capital) Ad-Hoc SeaPort Enhanced Z

Individually Invited Users

Mo users were invited to this event

Bids

Prime Company Amount Date Submitted

Mo bids have been submitted

Teaming Partner Bids

Company Prime Company Date Submitted

Mo bids have been submitted

Back

Support
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Figure 116: BE — View Event Details

4.2.14.2.2 Creating an event at some future point after Lock & Release

If the user elected not to continue with the Bid Event Creation steps immediately after locking
and releasing the solicitation, he can still do so from the Package Home page. On the
Package Home page, shown in Figure 117, there is a Create Bid Event button. This button
appears for any released solicitation that is in the PCO, 1102, or Administrator’'s mailbox. In
this way, a PCO could lock and release a solicitation, and then route the package back to the
1102 to create the bid event.

Small Business Financial Solicitation Doc. | Award Process

Package Home Raoute Create Amendment | Create Bid Event Archive Package
History v

Package S0 NODO24-04-R-3091 e EE:LC;T:';L””
Package Admin Dt EEO Theater Suface TOM testpcof

ombatants

Current Mailbox  [testpco Originatar testpco

gziziPoﬁenﬁiaf 55 555 555 t;'rzg;":nﬁ Potential

Total Value Funded Value

Stigpanded Mo Archived Mo

Package Documents

Document Ob-1D Actions
1>  Solicitation NODD24-04-R-3001 758 S T A E & %
2= PR MOO024-04-MR-00124 1027 4 &

Figure 117: BE — Create Bid Event from Package View

Selecting the Create Bid Event button opens a new window and automatically logs the user
into the Bid Event System.
NOTE: Should a user attempt to create a Bid Event for a solicitation that is
named the same as an existing event, the warning/error message
shown in Figure 118 appears.
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7 7AQUILENT (2) Help

Bid Event Creation Error

A bid event for the solicitation "NO0D24-04-R-3086:1" already exists.
Duplicate event names are not allowed for solicitations. Please check the Event Listing page to find the

existing event.
Please contact Technical Support if you require further assistance.

[Event Listing] [Technical Support] [Close Window]

Support

Figure 118: BE — Duplicate Event Error Message

From this point, the process is identical to that described in Steps 1 — 5 under 4.2.14.2.1
“Creating an event upon Lock & Release” above.

4.2.14.3 Creating a non-Solicitation Event

In addition to Solicitation Events, a user may need to create events that are not associated
with an individual solicitation. These may include:

~ Pre-announcements/draft RFQs

=~ Any other type of communication desired for broadcast to the vendor community

In order to create non-solicitation events, the user must login to the Bid Event System through
the Bid Event Login menu choice described in Section 4.2.14.1, “Accessing the Bid Event

System”.

Clicking on the Bid Event Login navigation will open a new window and log the user into the
Bid Event System, as shown in Figure 119. The user will initially see the list of current
(“open”) events.
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FSeaPort @ Help & Logout
Logged in as: Training Instructor Current Time: 7/7/2005 10:34 &AM
All tirmes displaved in (GMT-05:00) Eastern LS.

Teaming Messages Reports

Event Listing

Create Mew Event

Event Name: | Category: V|

Status: Current hd Sub-Category: v|
Show All

1= | Showing 1 to 25 of 29 | Next

Category

SubiCateuory Status Stop Time g

Event Name S

NOD178-04-D-5030- SeaPort Enhanced Current 74742008 o/0 - View Details
PHOSB02 Task OrderfUnilateral Mod 11:16 AM

Testing CR 11429 to werify the unilateral event description appears in Bid

NOD178-04-D-5091- SeaPort Enhanced Current 772005 a/n - View Details
0012 Task order/Unilateral Mod 1:48 PM

Aegis System Certification

NOODZ24-05-R-3372:1 SeaPort Enhanced Current TATIE00S a/n 0 View Details
Salicitation 2:00 PM

SeaPort Training Module {Zone &, Full Set Aside)

NODD24-05-R-3362:1 SeaPort Enhanced Current 7482005 o/0 i] iew Details
Solicitation 12:00 PM

Code 02 Support (Zone &, Full Set Aside)
NODDZ4-05-R-3369:1 SeaPort Enhanced Current  7/10/2005 ] i] View Dietails

Solicitation 4:00 PM
Procurement of Antennas (Zone &, Full Set Aside)

NOODZ24-05-R-3224:1 SeaPort Enhanced Current 7 12/2005 Lol ] \iew Details
Solicitation 2:00 PM

] i1 = 1 ) ()
o w w w o o
= = e =} =] =]
o 0 o o o o
] 1] [l g i i
m m m m m m
= = = = = =
m o m m m m
= =] = =) =) =
+ =+ —+ —+ + +

IT Support Services for IO Office (Zone &, Full Set Aside)

Figure 119: BE — Default Bid Event System view

Clicking on the Create New Event button opens the Create New Event wizard screen shown in
Figure 120. The series of steps involved with creating non-solicitation events is identical to
that associated with creating solicitation events, with several minor differences as outlined in
the following step descriptions.
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E‘seaPOrt @ Help 0 Logout

Logged in as: Training Instructor Current Time: 7/7/2005 10:36 AM
Al tmes displayved in (GMT-05:00) Eastern WS

Teaming Messages Reports

Create New Event (Step 1 of 5)

Fields denoted with * are required.

* Name: ]

Description:

1000 characters remaining

* Category(ies): [SeaPort Enhanced

SeaFort |
* Sub-Category: v|
s ad ey hhrm
* Start Time: 0740742005 [10:46  |AM v
el lie e A himm
* Stop Time: |AM vl

Support

Figure 120: BE — Create New Event (Non-Solicitation, Step 1 of 5)

In Step 1 for non-solicitations (shown in Figure 120 and Figure 121), the same kind of
information is entered, but only the Start Time is pre-populated. All fields are editable. The
user may now choose the Event Category (SeaPort |, SeaPort Enhanced, or both) and the
Event Sub-Category (Advance Notice/Draft and Other). The user may also enter both the Start
Time and the Stop Time for the Event.
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FSeaPort @ Help Q Logout

Logged in as: Training Instructor Current Time: FIFF2005 10:27 &AM
All tirmes displayed in (GMT-05:00) Eastern LLS

Teaming Messages Reports
Create New Event (Step 1 of 3)

Fields denoted with * are required.

* Name: |Advance Motice of Requirement

Description:  [This i an advance natice of an upcaming

reguirernant |
947 characters rernaining

<>

* Category(ies):

* Sub-Category: | sdvance Notice/Draft V|

mAddly ey hbmm

* Start Time: | 07/07/2005 [10:05  |am v|
mAddsy ey hhmm

* Stop Time:  |07/21/2005 [10:06  |am v|

Support

Figure 121: BE — Create New Event (Non-Solicitation, Step 1 of 5) - completed

In Step 2 of the wizard (shown in Figure 122), the user may upload relevant attachments (refer
to Figure 111). Files on the local or network file system may be added. The user can provide
a descriptive name and (optional) detailed description of the file contents.
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Searon

@ Help

0 Logout

Logged in as: Training Instructor Current Time:

arning  Messages

Manage Event Attachments (Step 2 of 5)

| Please ensure that all attachments are suitable for release to industry |

Fields denoted with * are required only if you are adding an attachment.

* Name: |

Description: |

* Choose File: | |[(Browse.. |

Please limit aRachments to S0ME.

&dd Attachrnent

Attachments

Al
Name Content Type
E NO00Z24-06-R-3241.pdf PDF File 2716 KB
Flain Text 1.15 KB

D section_C_S0W.txt

sample attachrent

4/14/2006 4:54 PM

Alf times displayed in ‘Eastern Daplight Time'

Support

Figure 122: BE — Manage Event Attachments (Non-Solicitation, Step 2 of 5)
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The Bid Groups list may be filtered by the following criteria:

Step 3 of the wizard is shown in Figure 123. This step allows the user to select the invited bid
groups and users that will be able to access the event. The same selections will be used in
Step 5 when the message is sent. Click on the Invite Bid Groups button to bring up the Bid
Groups Selection screen (Figure 124) or the Invite Users button to bring up the User Selection
screen (Figure 125). Both Bid Groups and individual users may be added to the same Event.

¢

SeaPort @ Help 0 Logout

Logged in as: Training Instructor Current Time: FIAI2005 10041 &AM
All tirmes dispiayed in {GMT-05:00) Eastern U.5."

Teaming Messages Reports

List of Invitees (Step 3 of 5)

[Tnvite Bid Groups][Invite Users]

Invited Bid Groups

Mo records match your criteria

Individually Invited Users

Mo records match your criteria

[Tnvite Bid Groups][Invite Users]

Support

Figure 123: BE — List of Invitees (Non-Solicitation, Step 3 of 5)

Filtering a long list may help you to find the Groups you wish to invite to the Event. Filtering
criteria may be combined to further narrow the list.

The Users list may be filtered by the following criteria:

-~ Bid Group Name ~ UserName -~ Password Never Expires
« Group Label =~ First Name « Active
~ Category ~ Last Name ~ Locked

= E-Mall = Include Only User Type

-~ Company

= Security Group

Exclude user Type
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Figure 124: BE — Select Bid Groups (Non-Solicitation, Step 3 of 5) Figure 125: BE — Select Users (Non-Solicitation, Step 3 of 5)

When the appropriate bidders/bid groups have been added the screen will appear as in Figure
126.
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& Biror

@ Help 0 Logout

Logged in as: Training Instructor

Teaming Messages Reports

List of Invitees (Step 3 of 5)

[Invite Bid Groups] [Invite Users|

Invited Bid Groups

Individually Invited Users

Mo records match your criteria

[Invite Bid Groups] [Invite Users|

Bid Group Mame Group Label
Zone 2 - MAC Primes (National Capital) Ad-Hoco
Zone 2 - MAC Subs (National Capital) Ad-Hoc

Current Time: Fi7/2005 10:46 AM
All times displayed in (GMT-05:00) Eastarn WS

Category Description
SeaPort Enhanced 2
SeaPort Enhanced 2

Support

Figure 126: BE — List of Invitees (Non-Solicitation, Step 3 of 5, completed)

Step 4 of the wizard is shown in Figure 127. This step allows the user to review all of the

event details and confirm the correct attachments.
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E‘SeaPort @ Help  &JLogout

Logged in as: Training Instructar Current Time: 7{7/2005 10:47 AM
Al times displayed in (GMT-05:00) Eastern U.5."

| Teaming Messages Reports

View Event Details (Step 4 of 5)

Name: Advance Motice of Requirement
Description:  This is an advance notice of an upcoming requirernent,

Creator: Training Instructor
Category(ies): SeaPort Enhanced
Sub-Category: Advance Notice/Draft
Status: Incomplete

Start Time: 7/7/2005 10:46 &M

Stop Time: 772172005 10:46 &AM
Time Left: TN

Event Attachments

Content Type

Sample Attachment Plain Text 17 Bytes

Download All

Invited Bid Groups

Bid Group Name Group Lahbel Category Description
Zone 2 - MAC Primes {Mational Capital) Ad-Hoc SeaPort Enhanced 2
Zone 2 - MAC Subs (National Capital) Ad-Hoc SeaPort Enhanced z

Individually Invited Users

Mo records match your criteria

Support

Figure 127: BE — View Event Details (Non-Solicitation, Step 4 of 5)

Step 5 of the wizard is shown in Figure 128. This step allows the user to construct and
preview the invitation message that is sent to the users selected during Step 3. The
functionality of this page is the same as is described in Section 4.2.14.2, Creating a
Solicitation Bid Event.

After the message is sent the user is returned to the Event Listing page.
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|SeaPort (Z)Help &I Logout

Logged in as: Training Instructor Current Time: 772005 10:49 AM
All times displaved in (GMT-05:00) Eastern U5

Teaming Messages Reports

Send Event Message (Step 5 of 5)

Fields denoted with * are required.
Event Messages are sent to the users invited to the event,
Send Copy To Creator:

* Message Type:

Additional Message:

[Refresh Preview][Send Message][Back][Cancel]

Message Preview:

You have been invited to participate in the following event.
Event Information:

* Category: SeaPort Enhanced

* Narme: Advance Motice of Requirement

* Description: This is an advance notice of an upcoming requirerment.,
* Start Time: 7/7/2005 10:46:00 &M (GMT-05:00) Eastern U.S,

* Stop Time: 7/21/2005 10:46:00 AM (GMT-05:00) Eastern .S,

* Creator: Training Instructor

You may check in through the following link: http:/f4.21.130,143/Bid/PRC=1_1116, You may also copy and paste
the link into your web browser,

Thank you for your business with MAWVSES,

Sincerely,
MNaWSES

Please do not reply directly to this email. Contact NAVSEASUpport@ aguilent.com for technical support,

Support

Figure 128: BE — Send Event Message (Non-Solicitation, Step 5 of 5)
4.2.15 Award Determination

The Award Process (AP) information and options displayed vary depending upon your
SeaPort role. The information and the screen images below represent users with various
roles in the system. This was necessary in order to illustrate complete system functionality.
Table 69 below illustrates the steps a standard award process follows:

Note that non-evaluators who require access to the Award Determination information must be
added via the Advisors panel.
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Table 69: Award Process - Workflow

Step What Who Where
1 Solicitation is released PCO SeaPort
Solicitation Document Tab
2 Bid Event is created and Bid Event Creator Bid
opens (Government Side)
3 Vendors submit bids MAC Contractors Bid
(Vendor Side)
4 Bid Event closes System event Bid
(based on date/time entered | (bid data is transferred into
when bid event created) SeaPort)
5 Evaluate Bid Attachments PCO or 1102 SeaPort
Award Process Tab
6 Open Round for evaluations | PCO or 1102 SeaPort
Award Process Tab
7 Submit Evaluations Evaluators SeaPort
Award Process Tab
Evaluate Tab
8 Review Evaluations Evaluation Chairman SeaPort
Award Process Tab
Evaluation Summary Tab
9 Create Evaluation Summary | Evaluation Chairman SeaPort
Award Process Tab
Evaluation Summary Tab
10 Submit Evaluation Evaluation Chairman SeaPort
Summary Award Process Tab
Evaluation Summary Tab
11 Recommend Winner Evaluation Chairman SeaPort
Award Process Tab
Select Winner Tab
12 Create Another Round PCO SeaPort
(judgment call) Award Process Tab
Select Winner Tab
13 Create Task Order PCO SeaPort

Award Process Tab
Select Winner Tab

4.2.15.1 Award Process Tab

Only the Evaluate tab is available to those users designated as evaluators on the solicitation
document. The Chairman and PCO’s view will default to Evaluation Summary tab.
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The other tab available to the PCO and the Chairman is Select Winner. Figure 129 illustrates
the Award Process tabs available to a chairman or a PCO.

NOTE: If the Chairman or PCO was selected to perform an individual
evaluation, the Evaluate tab would also be visible.

4.2.15.2 Evaluation Summary Tab

The Evaluation Summary Tab main section defaults to an Evaluations Rating Summary that
shows each contractor who submitted a bid for this round, name of each evaluator, and the
evaluation rating, if completed.

There is an indicator next to evaluator's name showing whether or not the evaluation was
submitted. If the evaluator has submitted the evaluation, a Chairman has the ability to unlock
the evaluation by pressing the Unlock button below that evaluator’'s name. This action will
allow the evaluator to resume working on the evaluation or to perform necessary changes.

Package Smiall Business [l Solicitation Doc. | Award Process

Evaluation Summary h SelectWinner|

solicitation Document No: NOOD24-05-R-3428

Evaluations Rating Summary (Round 1)
EA (5ol Info] Training TOM Instructor
: 3 Section € (Mot Submitted)

) Section L
Ej Cost

([ Section 1 AdapTech Corporation
EHEY [Rounds AHNTECH, Inc

EHEY  Round W(open for E
D ozt Surrnary

Past Performance
AdapTech Corporation
B0 Evalustion Sum | AHNTEGH, Inc

{:| Bids Lipdate

b D Bids Attachments Technical

H AdapTech Corporation
AHNTECH, Inc

D Attachments
EHEY [Useful Links]
(G ceaks

Figure 129: Award Determination — Evaluation Summary Tab

Next to each rating is an ellipse (...) link that, when clicked, displays the evaluator’'s comments
for that rating. These comments are displayed in a pop up window as pictured in Figure 130.

Evaluators’ Input: Prime Contractors, Inc. (Past Performance)

Evaluator Name: DougEvalB

Rating:C

The assessed prior performance was accomplished with some problems for which corrective actions taken by, or
proposed to be taken by, the contractor were, or are expected to be, for the most part effective.

Figure 130: Award Determination — View Evaluator's Input
4.2.15.3 Left Navigation Tree
The navigation tree that appears on the left of the Evaluation Summary tab contains folders

and document links used for navigating the Award Process screens. The tree is shown in
Figure 131 below.
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E"‘a Sol, Info

.@ Saction

""" i[5 Section

E‘S Found 10Cpen for Ewal.)

i:] Cost Surnmary

E"a Ewaluation Surmrnary
E‘.]:i% DEL REY Systerns 2 Techralogy, Inc.

.@ Propozal Docurments
.@ Section B

|@ Goals

.]} Subcantracting Plan
.@ iehSite

.@ Past Performance
.@ Contract Info

Bids Update
Bids Atkachrnents

PED

Attachrients

E"‘a Izeful Links

Figure 131: Award Determination — Site Navigation Tree

The SeaPort navigation tree is made up of folders and document links. A folder is a container
that holds other folders or document links and is used to organize information in a meaningful
way.

A folder can be either opened or closed:

To open a folder, click the plus (+) symbol to the left of the closed folder icon. 'f:l

To close a folder, click the minus (-) sign to the left of the opened folder icon. B3

A document link is used to display portal information and is represented as this type of icon

"I;'ﬁ followed by the link name. When a document link is clicked, information is displayed
either in the payload area or in a separate browser window.

The left navigation contains three main folders: Sol. Info, Rounds, and Useful Links.
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4.2.15.4 Solicitation Information (Sol. Info)

Click this link to display, in total, the Statement of Work (Section C), Instructions to Offerors
(Section L), and Evaluation Criteria (Section M).

The Helm Package I Small Business I Solicitation Doc. I Award Process I

Evaluation Summary h Select Winner

Solicitation Document No: NOD0D24-05-R-3428

E42 [sol. Info]
[;f‘j Section ©

[;f‘j Section L

[;f‘i Section M
EHEY [Rounds
Y Round 1(Open for £

D ozt Surrnary
D Evaluation Surnr
{1 eids Update

D Eids Attachrents
D Attachments
EHEY [Usehul Links]

[}i CRARS

(3 Ratings Guide

Section C: Statement of Work

Management Activity INFORMATION SERVICES (IS) SUPFORT
1. BACKGROUND AND SCOPE

The scope of the task is to provide information services support for the development and implementation of classified and
unclassified Knowledge

Management(KM) systems at NAVSEA, NAVSEA is in the early stages of adopting and deploying a Command
Information System (1S) strategy. A major component of this strategy is planning and deploying an enterprise KM system
using the Plumtree Enterprise Portal as an integrating tool. The scope of this KM systems development effort includes
migration of the content of TMA websites, legacy databases, and ather key sources of internal or external data as well as
consolidation of legacy databases and applications as identified by the customer. Suppart will be provided for the Tricare
Distance Support Customer Relationship Management (DS CRM) system, the Tricare Integrated Call Center (TICC), and
other Tricare Distance Suppart information Technology projects.

Contractor support is required in the development of ACI project connections and applications as well as Modeling &
Simulation project connections and applications. Included in the scope of the effort is support for the TMA Chief
Information Officer (CIO) in the area of IS policies, procedures and decision-making. Lastly, support will be required to
develop an enterprise roadmap that integrates Tricare 1S policies and guidelines with the TMA IS strategy and KM plan,
while fully utilizing TMA's Information Systems Steering Group and a Configuration Contral Group (CCE).

The present TMA IS environment includes:
1.1. HARDWARE

System hardware includes classified and unclassified %86 class personal computers, modems, printers, servers, switches
and hubs configured 1AW current

Tricare operational guidelines.
1.2 SOFTWARE

Software applications include Microsoft Office Suite, Microsoft Exchange/Outlook, Frontpage, Dreamweaver, IS and
Windows 2000. Remedy Action Reguest System

(ARS), Remedy ARS Distributed Server Option (DS0), Remedy Master Documenter, Crystal Reports. Plumtree Enterprise
portal including gadget studio,

collaboration suite, and content management systern as well as Oblix ldentity Management system (Metpaint). Microsoft
C# .MET, Visual Developer Suite,

Enterprise Java Beans.
1.3. NETWORKING
The netwaorks are based on Microsoft Windows and TCPAP. The Classified and Unclassified LANs run over IEEE 802.3

Figure 132: Award Determination — Solicitation Info

Beneath this folder, you can click on individual document links to display that specific section.
In Figure 133 below, Section M is selected.
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The Helm Package I Small Business I Solicitation Doc. I Award Process I

solicitation Document No: NOO0D24-05-R-3428

Evaluation Summary h SelectWinner|

EHEY [sol Infa]

Section C

Section 1M
EHEY  [Rounds

?Ej

Cost Summary

Bids Update

2|
LEJ
-@
@@

Attachments

EHEY  [Useful Links]

EH2]  Round 1(Open for E
Evaluation Surm

Bids Attachments

Section M: Evaluation Criteria
Best Walue
Technical: First
Past Performance:
Second

Third
Price:

This Task Order is reserved for only small business concerns. Only those small business concerns as defined in clause
H-5 of the contract. Any proposal received from concerns other than small business will not be considered.

This Task Order is reserved for only those contractors, which have {Mational Capital Zone} identified in section B of the
MAC contract. Proposals from other contractors will not be considered.

4.2.15.5 Rounds

There may be just a single round of bidding or there may be multiple rounds.

Figure 133: Award Determination — Section M Details

This folder

provides links to individual MAC contractor evaluations by bidding round. Round 1 will list the
name of all MAC contractors that submitted proposals during the initial round. Each additional
round will contain only the name of the MAC contractors who were selected and submitted
proposals for that particular round. Each bidding round will be shown as a separate entry

under the Rounds folder.

Each round contains information about contractor ratings and

evaluations. Round status (whether or not it's open for evaluation) can be found in the
parenthesis next to the round number.

The folder structure for the Rounds folder is: Cost Summary,

Evaluation Summary, Bids

Update, Bids Attachments, and Attachments. These are all of the available folders. Some
folders are not displayed to all users. This is controlled by your SeaPort role.

4.2.15.5.1 Cost Summary

This link provides readout of all contractors’ bid totals for this round. Click a contractor name

link to display a detailed CLIN/SLIN breakdown for the summary cost/price data.

In Figure

134 has selected the Cost Summary link from the left navigation tree.
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The Helm Package I Smiall Business I Solicitation Doc. I Award Process

Evaluation Summary i Select Winner

solicitation Document No: MNO0024-05-R-3428

Contractor's Cost Proposals {(Round 1)

Cost Type

Contractor Hame [CLINDDA) FFF [CLINOOZ) CO[CLINDOZ) Total Cost
BHMTECH, Inc 500,400 900,000 30,000 1,430,400
] Section 1M
AdapTech 500,500 650,000 a0,000 1,240,500

E [Rounds] Corporation
EHEY  Round Wopen for E
Cost Surnrmnary

Evaluation Surm

Bids Attachments

5}
5}
{3 ids Updte
5}
5}

Attachments

EMZY  [Usehdl Links]
(G paks

Figure 134: Award Determination — Cost Summary

4.2.15.5.2 Evaluation Summary

Beneath each round is an Evaluation Summary folder that contains a document link for each
MAC contractor that submitted a proposal (for that round). The Evaluation Summary folder
may be expanded to display the folder structure illustrated in Figure 135 below. For each
contractor there are six links: Proposal Documents, Section B, Goals, Subcontracting Plan,
WebSite, and Past Performance.

NOTE: Other than the PCO and the Evaluation Chairman, only Cost
Evaluators will have access to the Section B information.

E49  [Rounds
E‘a Fiound 10Cpen for Eval,]

D Cost Surnmary
H4S  Evalustion Surnrnar

E.I_'iﬁ DEL REY Systems & Technology, Inc.

.Eﬁ Proposal Docurments
.]j‘ﬁ Section B

(G etk

.]:‘H Subcontracting Plan
.[3 W ebSite

.]j‘ﬁ Past Perfarmance

.I} Contract Info

Figure 135: Award Determination — Evaluation Summary — Folder Structure
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Clicking a contractor’s name link displays a screen where the Evaluation Chairman can enter
his summary comments. The Evaluation Chair Summary page is shown in Figure 136 below.
This page contains the following buttons and links.

Table 70: Award Determination — Evaluation Summary — Buttons and Links

Control Type Description

View Evaluator’s Input Link Click these links to see the comments and ratings
submitted by the individual evaluators.

Fill with Inputs Button Clicking this button will automatically fill the section
comment with corresponding evaluators’ comments.
As shown in Figure 136.

Rating Dropdown | Use the Rating drop-down menu to select the overall
rating for each rated area.

Save Button Click the Save button to save any additions or

changes to the database.

Note: Only the Chairman has the ability to save the
summary.

Pakmge sl Basiness § Selicitation Do, | Avesed Process

Ll Artathenane
EHA [ueful Lrhs]
(epses

Evaluation Sumnsary i Select Winner
Solicitation Docament Moz NO0024-05-R-3428
Evaluation Chair Summany (Round 1): AdapTach Corporation
=HE  [Eal. lofal A
Fl:l n o L LLL ==
ILfs.:,.-n Technlcal | Fillwith hputs | A Evaluators! Inputsh Fh‘ﬁlg'l.i_ b
1 .ol
PR (Ivaluescor Name: Training TOR Inatroocor
o ([ Eten (Rating:
B [Bound) rEviey
B3 nourd Iopanfor E
B o menger
EE Evabialion Sunn
H-1 e p e : : |
[ el 20| pags Performance | T 9 NP0 | e Evalustors bputs) Riatimg: b
il L fE'-'a.luntnr Wame: Training TOM Inatrcwoboro
“ BdcUpdsn  f[Ratimg: B
revien

(CRsing: Gk Cost|_Fillwih Inpute | i Ergluators' inputs]
{Evaluaror Hame: Tralning ToH Inatrwscor
:Rﬂ.t1n|3:

|revian

Figure 136: Award Determination — Evaluation Chair Summary

To assist in preparing an evaluation, there are a number of additional documents and links
available when you expand the navigation tree under each contractor. These links include
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Proposal Documents, Section B, Goals, Subcontracting Plan, WebSite, and Past
Performance.

4.2.15.5.3 Proposal Documents

Click this link to display a window listing the name of each proposal section, volume, or other
attachments submitted by the contractor. Click on the name of the document to display it in its
native file format. The Proposal Documents page is shown in Figure 137 below.

Package Small Business Solicitation Doc. Award Process

Evaluation Summary i Select Winner

Solicitation Document No:  MO0OZ24-08-R-3236

Proposal Documents for DEL REY Systems & Technology, Inc.
EHEY  [Sal. Info] s yst o

B Cction © :
(sctn Prime Contractor Proposal Documents
]:“{1 Section L
(3 sestion 11 s« Sample Pricing

B3 [Rounds] + Sample Technical Response

EHEY  Round 1(0pen For Eval.)
D Cost Surirmary
Ea Ewalustion Summary
EH{(3) DEL REY Systems & Technology, Inc.

Subcontractor Proposal Documents

[]:{‘_i Proposal Documnents

3 Seclion B
(3 Gosls

_‘_ Subcontracting Flan
([ tirebSite

([ Past Performance

E"'uj[:‘{j Contract Info

Bids Update
Bids Attachments

Attachrnents
M [Useful Links
(3 Paks

Ratings Guide

PRE

Figure 137: Award Determination — Proposal Documents

4.2.15.5.4 Section B

Click this link to display the CLIN/SLIN breakdown of the contractor’s cost/price proposal.
Section B information is shown in Figure 138 below.

NOTE: This link is not available to Technical or Past Performance Evaluators.
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Package Small Business [ Solicitation Doc.

Evaluation Summary i Select Winner

Solicitation Document No: NODD24-065-R-3236

Award Process

EE3 [sol.Info]
@ Section L

EHE  [Rounds
EMEY Round 1Open for Eval]

E3 Cost Summary
EHER Ewaluation Summar

@Pro osal Dacurments
Section B

(e

@ Subconbracting Plan

‘iebSite
@ Past Performance
@ Contract Info

D Bids Update
({0 pids Attachrments
I3 attachments
EHE [Useful Links]

@cpARs

@ Ratings Guide

EI@ DEL REY Systerns & Technole

Detailed Cost Proposal for DEL REY Systems & Technology, Inc.

Firm Fixed Price

Priced CLIN Short Description Quantity Unit Price ;roit:;
2000

Project Management Team Leads, Base Year 1 L¥| 950000000 9500000
2001

Project Management Tearn Leads, Option Year 1 1 LY 9,500000.00 | 9400000
2002

Mgmt Support Team, Base Year 1 L¥| 400000000 4000000
2003

Mgmt Support Team, Cption Year 1 1 LY 4,100,000.00 @ 4 100,000
Totals: 27,100,000

Grand Total: | 27,100,000

Comments

Figure 138: Award Determination — Section B — Cost Information

4.2.15.5.5 Goals

Click this link to display the contractor's subcontracting goals.

Subcontracting Goals

information is shown in Figure 138 below.
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Bachage M Smal Business [ solcitation Doc, | Awanl Drococe

Evaluation Summary | Select Winmer
|poticitation Docament Mo: MOD024-0E-R-3235
S [Ed e | Chwnurship Goal Amount | Goal % Description of § wrvices
.Esm:n-:
gm |
([§ seian | Brnall Business Congems (BH] § | h
T8 o]
B el e Eul [
I _‘_ feteran-Crinad Small Business | 4
Bl col Sumar | Cincens (0SS i
=QW | Senice-Dizabled Ytz Owned | |
Gmall Business Concams [ i)
GW | S0V 0EE|
(@iediung teieadomil .
(amh HUIBZons Srall Busmness Concams | § | "
Pakmmmngpee | {HUBZSH
(s ;
Pag Prsfarmance | Broall Digachvantaged Business
| E““ | Concerms [S0E) ' | i
™ ; women-Craried Srmall B
o i ninen-Crasied Small Business
__I Sk bwrmants | Goncems (WOSE) $ | b
ol Akpctavents
=S [ashd Lokal !
@ ees Total Small Business 0l 0%
-G G
Todal Large Business & £l
| Tzl Subconiracting [ i,
4 ,
sl

Figure 139: Award Determination — Goals

4.2.15.5.6 Subcontracting Plan

Click this link to display the Task Order Subcontracting Plan for each Contractor. Note: PCO
users will be notified on this page if a vendor has submitted a bid and elected not to enter

subcontracting goals.

The Task Order Subcontracting Plan information is shown in Figure 138 below.
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Package | small Bucmese | solicitatien Dec, | fwaed Precoss
Evaluation Sumnamary | Salect Winner
Soliciation Document Na: ROO024-06-R-5236
~
Tagk Dider Subconiracting Plam for DEL BEY ‘e Subcoriecing Bepoit =
=3 [l i) Systerns & Tachnology, lne L el J
asllllﬂ‘:
(Bsudion
@ Orwmership Goal Amoun Goall % D geription of Sendces
2 [ounk]
i, Eund Lo brdl] (Sl Business Corcems (55 L] %
L] ':'J IveterserOwned Smal Business Concema o o
= Exshulion Sunmnare [(OSE)
5 ¥ LELAEY 3 M 2 !
= r} ) - Senice-Dizabled Yateran-Cranad Small
Zitmacatd e | Business Concarns [SOVOEE) &0 fl
'_Q'm HUBZane Small Business Concems & %
([ dads | (HLIBZZE)
G R | Sireal Dizatrianed BUSNESS CONCRMNS i
[ dlabiSi :|:S|:|E:| o
AT Pt {Wiomen-Ovmned Smal Business Concams - % e
(Lt Smrtract Infe IDSEE]
) B Updste |
3 B Alachmeka (Tatal Small Business # %
2 Mgcheeny
=R (e Licks] |
G Teral Laige Bugines 1 "
Tetal Subconiraciing ¥ L
‘Revigw of Subconiraciing Plan Comract Specialist Accepiabla 050 Acceptahle
a Has the offeror pravided:(1]Talal dollars
| planned to be subcomtractad; (2Tatal dollars
i | ¥ | |planned to be subcontacied to 38, WOSE, Yes LiNo fes o v

Figure 140: Award Determination — Subcontracting Plan

4.2.15.5.7 WebSite

Click this link to launch the contractor's Web site in a new browser window.

4.2.15.5.8 Past Performance

Click this link to display the Task Order Performance Evaluations Scoring Summary for the
contractor you are evaluating. To see the Performance Evaluation in detail, click the View icon
for this evaluation. To see the text of each question, roll the mouse over the question mark

icon @ next to the question number. The Past Performance page is shown n Figure 141

below.
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Package Small Business [ Solicitation Doc. | Award Process

Evaluate ' Ewvaluation Summary i Select Winner

Solicitation Document No: NOOD24-06-R-3151

EE3 [sol.Info]

i Section C

TOPE Scoring Summary

A Section L
([ setion M
E.
a [Rounds] 01 02 03 04 05 06 Overall
EHEY Round 17 Open For Ewal) Q 2] Q ] Q 2] Avy
3 Cost Summar Eval .
TO Number N From To Average Score View
E Evalustion Surmmar um
) HOOA75-04-D-
(3 adanTech Corporation Dra N 1 12/13/2004 | 12/13/2005 | 500 | 500 | 500 | 500 | 500 | 500 5.00 =1
= ([ BAE Susterns Applied Technologies .
HOOA75-04-D-
(3 Prapasal Documents 2 12/13/2005 | 12/31/2005 | 500 | 400 | 500 | 500 | 500 | 400 457 =1
o 4045-N401
I}iSeclionB
o NOOA75-04-D-
(G misbsite A1EEHD2 1 12/2/2005 | 1242005 | 500 | 200 | 400 | 400 | 300 | 400 367 =1
]} Pact Performance NOD175-04-D-
~ 1 12/8/2004 | 12/7/2005 | 500 | 400 | 400 | 400 | 400 | 500 433 -1
]} Contract Info 4018-EHO1
) 215t Centurys Systerns Inc,
~{Z3 Bids Update
Average Score | 500|375 450 450 425 450 4.42
D Bids Attachrnents
D Attachrients
EE [seful Links]
(3 eors

(3 Ratings Guide

Figure 141: Award Determination — Past Performance
4.2.15.5.9 Contract Info
Click this link to display the vendor’s MAC contract details, including administrative & payment

offices, pass-throughs, volume discount, volume threshold, size status, and geographical
zone(s).
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Package Small Business Solicitation Doc. Award Process

Evaluation Summary i Select Winner

Solicitation Document No: NOOD24-06-R-3236

B [solInfo Contract Information of DEL REY Systems & Technology, Inc.

]:(i Section €
= Contract

| _‘_ Section L Number: NO01758-05
(3 section 11 Address: 7844 Corvoy Court
=]
a e City: San Diego
E‘gﬁkound i{Cpen For Eval.l State: ch
Cost &
D Zip: 52111-1210
EHE3 Ewslustion Summar
: CAGE Code:
EI".[} DEL REY Systemns & Technolo, S
]:f{jpro osal Docurnents Admi -'s‘t i
MINISTAtve  cns144 - DCMA SAN DIEGO
Office:
Payment Office: HGQO0339 - DFAS Columbus Center, West Entitlement
[}Subcontractlng Plan Contract Start
]"3_; inrebSite Date: 5/31/2005
4 Past Performance Contract End
= omractEnd 4 m1em0
(3 Centract Info Date:
({3 pids Update Savings Min:
L
({0 pids Attachrments Pass Thru Max:
I3 pttachmerts Escalation Rate:
=2 [Useful Links] Profit Fee:
' (& RS Yolume
([ Ratings Guide Discount:
) Volume
Threshold:
Business
Ownership:
Geographical
Zones:

Figure 142: Award Determination — Contract Info

4.2.15.5.10 Attachments

Use this link to view a list of evaluators’ attachments. Click on the attachment name to view
the file.

Package Small Business @l Solicitation Doc. [ Award Process

Savings " Ewvaluation Summary i SelectWinner|

Solicitation Document No:  NO0024-05-R-3096

Evaluators’ Attachments

F{0 [sol. Info] Evaluator Name Attachments
E4ZY [Rounds LougEval * sampledata0dl.txt
E‘a Round 1(Cpen For Eval, DougBuala
: 20 Cost Summary DougBuale ® sampledatad7.txt

D Evaluation Surnmary CougEvall
D Attachments

F{Z]  [Useful Links]

Figure 143: Award Determination — Evaluators' Attachments
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4.2.15.5.11 Bids Attachments

Use this link on the left navigation tree to view the summary of bidders’ attachments. Use this
screen to classify the attachments to be accessible by everybody/ by Cost evaluators only/ by
PCOs only. Press Save when done classifying the files. You can delete the attachments by

clicking on the trashcan icon

After all the necessary preparation for bid evaluation process is made (Bids Attachments
classification, Bids Update), press the Open Round for Evaluation button to release this
document to evaluators. This action will invite the evaluators to login into the system and start
working on evaluations.

NOTE:

This feature is only available to the PCO & 1102.

Solicitation Document No:  NODOZ24-05-R-3096

Savings

Package Small Business

Solicitation Doc.

Award Process

Evaluation Summary h SelectWinner|

EHE [sol. Infe]
; [;f‘i Section €
E:f‘} Section L
E"".:[:ﬁ Section [
=3 ) Rounds
EHEY Reound 1(pen for Eval
D Cost Surnmary

Ewaluation Summary.

Bids Update
Eids Attachments

@
-@
~@

Attachments

Useful Links
[}1 CPARS

Eﬁ Ratings Guide

Attachment
Prime Contractors, Inc.

Sample bid attachrnent

Save |

Contractor's Attachments Summary

MNote: Restricted attachments are visible to PCOs only.
Cost attachments are not visible to Technical and Past Performance Fraluators.

Select a Round: IRDUHd 17| status: Round open for Evaluation

Bidder Hame

Bidder Company

Actions

Clves ® No O Restricted Prime MAC User Prime Contractors, Inc. | & [l

Figure 144: Award Determination — Bids Attachments

To add attachments, click on the contractor's name or on the edit icon £ next to the
contractor’s attachment. You will get a screen where you can browse for a file on your
machine, indicate whether or not it's a cost or restricted attachment, and press the Save
button to add the attachment.
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Attachments on behalf of Prime Contractors, Inc.

Sample bid attachrnent [[I

File Path

| Browse.. |

File Description

Cost Atbachment 0 vez O Ha U Rastricted

Mote: Restricted attachments are visible to PCOz anly,

Cost attachrnents are not wisible to Tachnical and Past Perfarmance Evaluators,

Sae | Close |

Figure 145: Award Determination — Add Bid Attachments

4.2.15.5.12 Bids Update

Click on this link on the left navigation tree to change or add bids on behalf of the contractors.
This may be necessary if a contractor had trouble submitting for one reason or another. You
can also use this page for opening the bid evaluation process to evaluators by pressing the
Open Round for Evaluation button.
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Package

Solicitation Document No: MOODZ4-04-R-3086

Savings

small Business

Solicitation Doc.

Award Process

| Ewvaluation Summary i Select\'o'inner|

E"a Sl Info

S
EHEY  [Rounds
Ea Round 1{Closed For Ewval,

Cost Surnmary
Ewaluation Surnriary

Eids Update

Bids Attachments

poPRDD

Attachrments
E"a Usehul Links

.-];jﬁ CPARS

i Ratings Guide

Dpen Round for Evaluation

Contractor

BAE Systems Applied Technology (NO0172-04-D-4015)

Computer Sciences Corp (Seaport 2) (NOO175-04-D-4030)

Dan Corp (NOD178-04-D-4180)
MAC Prime 1 (NOO178-04-D-4058)
MAC Prime 10 (NOO178-04-D-4145)
MAC Prime 11 (NOO178-04-D-5000)
MAC Prime 2 (NOO178-04-D-4060)
MAC Prime 3 (NOO178-04-D-4053)
MAC Prime 4 (NOO178-04-D-4071)
MAC Prime 5 (NO0178-04-D-4072)
MAC Prime & (MOD178-04-D-4103)
MAC Prime 7 (MOO178-04-D-4102)
MAC Prime & (MOO178-04-D-41139)

MAC Frime 2 (MOO178-04-D-4073)

Torn Test Camp Zonet Seal (NOO17S5-04-D-6001)

Torn Test Campany Zoneé (NOOL17S-04-D-5000)

a6 aodoaoddeo s oo

Figure 146: Award Determination — Bids Update Screen

To access contractor's detailed cost proposal, click on the View icon & next to the
contractor's name. This will bring up a screen with cost data as shown in Figure 147 below.

Detailed Cost Proposal on behalf of Prime Contractors, Inc.

Cost Type

ooo1
CLIN/SLIN Short Description Est Cost Fixed Fee CPFF
O001AA  |Short Description [4444 [5555 5,999
O00M1BA  |Short Description |3 [7777 14443
O001CA  (Short Description | EEEE] ([EGE 18 867
Totals: 43,329

Grand Total: 43,329

Pass-Thru Rate

TOSI Pass-Thru Rate:
=

I —

Edit Attachments |

Sawve Draft

Subrnit | Close |
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Figure 147: Award Determination — Detailed Cost Proposal

Enter or edit SLIN data, as well as Comments, and press Save Draft to continue working on
this bid, or Submit to submit a final bid on behalf of this contractor. To edit/add attachments,
press Edit Attachments button.

4.2.15.6 Useful Links

This section contains links to related Web sites and other important information. It's available
to all Award Process participants and appears at the bottom of the left navigation tree.

D Sl Info]
B0 Rounds]
EY [Useful Links

@ R.atings Guide

Figure 148: Award Determination — Useful Links
4.2.15.6.1 CPARS

This link will bring up a CPARS website in a separate browser window as shown in Figure 149
below.

U.S. Navy Today | Navy Leaders | Where to Find It | Quick Library | Gareers | Other Information

0 Guidance 2004
o = ] ACCELENAYIVUOURADVM.I...

Navy leads
Havy may play
lead
transformation
role, DoD official
says. [Select]

Figure 149: Award Determination — CPARS Web Site
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4.2.15.6.2 Ratings Guide

This link will b

ring up a document describing Evaluation Ratings procedures as shown in

Figure 150 below.

Solicitation Documen

Package Small Bi Award Process

Savings h Evaluate Evaluation Summary h SelectWinner|

t No: NOO024-04-R-3060

F{ZA  [sol Info]
E{ [Rounds]
EHER [Useful Links]
5 CPARS

([ Reatings Guide

R

R

Evaluation Ratings

If & program manager chooses to engage in a "best value" procurement, the evaluators will review technical, past
performance, and cost/price information. Depending upon the size and complexity of a task order, the evaluators should
assign ratings to each individual proposal. The SeaPort office suggests that evaluators use the ratings and definitions
explained below in reviewing proposals. Because each task order is unigue, the SeaPort office strongly encourages the
prograrn office to talk to the PCO assigned to your task order to tailor ratings to your specific needs.

Subseguent to and consistent with the narrative evaluation, which shall indicate a proposal's strengths, weaknesses, and
tisks, an appropriate letter grade rating should all be assigned to each factor and significant subfactor, if required, as stated
in Section M of the solicitation docurment. A proposal need not have all of the characteristics of a grade categaory in order to
receive that grade rating; evaluators should use judgement to rate the proposal using these characteristics. The SeaPort
PCO will assist you in implementing your evaluation plan.

Technical and Management Factors. The narrative description of each grade follows, as appropriate for technical
and gement evaluation factors:

A: An "A” proposal is characterized as follows:

== The proposed approach indicates an exceptionally thorough and comprehensive understanding of the program goals,
resources, schedules, and other aspects essential to performance of the program.

== |n terms of the specific factor (or significant subfactor), the proposal contains major strengths, exceptional features, or
innovations that should substantially benefit the program.

== There are no weaknesses or deficiencies.

== The risk of unsuccessful contract performance is extremely low.

B: A "B" proposal is characterized as follows:
== The proposed approach indicates a thorough understanding of the program goals and the methods, resources,
schedules, and other aspects essential to the performance of the program.
|,>2.The proposalhias majosshiengthgand/or mingestrenaths, which indicate the nasaged approach will hepeft the prearam. | .

Figure 150: Award Determination — Ratings Guide

4.2.15.7 Understanding the Evaluate Tab

Beneath each round is an Evaluations folder that contains a document link for each MAC

contractor that

submitted a proposal for that round. Clicking the contractor’s link name will

display an Evaluation Process screen with the list of contractors to evaluate. The Evaluation

Process screen

is shown in Figure 151 below.

April 24, 2006

Limited Governmental Purpose Licensing Rights

160



Virtual SYSCOM / NAVSEA SeaPort

Training Session Details, Version 1.10: Solicitation Document //; A Q U ’ L E N T

Package Small Business [ Solicitation Doc. | Award Process

Savings Evaluate h Evaluation Summary h SelectWinner|

Solicitation Document No: NOOD24-05-R-3096

Evaluation Process {(Round 1)
EHEY [Sol. Info] Contractor

et Click contractor name to open your evaluations [PrgiEEs
i Section ©
. Prirne Contractors, Inc Mot Done
q Section L e ——
) Evaluation . . )
“([Z Section M Chairman: DougChair ~ Phone: 301-933-1844  Email: doug. medonald@aguilent.com
E- d : — - -
a [Round:] Status: Your evaluation input has not been submitted to the Chair.
A Round 1Open for Eval) ) Please complete your proposal evaluation and submit it to the Chair.
{:l Cost Surmary Submit Evaluation Input

D Evaluations
D Attachments

EME [Useful Links]

(3 ceers

(5 Rstings Guide

Figure 151: Award Determination — List of Contractors to Evaluate

Clicking on the contractor's name pops up a screen to input the rating and comment for
evaluation aspects you are eligible to comment on. The example shown in FIGURE
demonstrates the input screen for an evaluator who is assigned to perform Technical, Past
Performance, and Cost evaluations. If an Evaluator was not assigned to perform all three of
these evaluations, only the assigned evaluations would appear in the Evaluator’'s Input screen.
The Evaluator’'s Input screen allows you to select a rating from a drop-down list and record an
evaluation comment.

Press the Save button if you are planning on working on your evaluation later. When you
have finished evaluating the contractor, check the Done checkbox and click Save.

Press the Close button to close the window. The Evaluation Process screen reflects your
updated evaluation progress. Your progress also shows in the parenthesis next to the
contractor’'s name in the left navigation area.

When you are ready to send all your evaluations to the chairman, press the Submit Evaluation
Input button. You will not be able to alter your evaluations after this action.

NOTE: If modifications are required, you may contact the chairman with the
request to “unlock” your evaluations.
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Evaluator’s Input (Round 1): Acme, Inc.
[ Done Save | Close |

Technical Rating: "I

Selected

Mot Selected
Past Performance Rating:[ MNeutral

=

Cost

Figure 152: Award Determination — Evaluation Input

NOTE: To assist you in preparing your evaluation, there are a number of
additional documents and links available to you when you expand the
navigation tree under each contractor.

4.2.15.8 Understanding the Select Winner Tab

Processing options accessible via this tab depend upon your role as follows:
Chairman

The chairman will use this tab to (1) recommend the winning contractor or (2) recommend two
or more contractors for participation in another round of proposal submissions.

This page provides readout of contractors’ cost summary and average grades summary. Click
on the contractor’s name to bring up a Detailed Cost Proposal for this contractor.

Click one or more checkboxes to select contractor(s). Enter Best Value Justification in the
area provided. Use this section to record the best value justification for the winning contractor.
This section can also be used to enter the rationale for recommending another proposal
submission round. To save your work, click Save. When ready to finalize a selection and
submit it to PCO, click Recommend Winner or Recommend Another Round. Once clicked, the
recommendation is frozen. If needed, contact the PCO to “un-freeze” the recommendation.
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Package Small Business Jl Solicitation Doc. [ Award Process

Savings h Evaluation Summary ' Select Winner

Solicitation Document MNo:  NO0024-05-R-3096
Select a Round: IRDUHE“ 'l Status: Round open far Evaluation

Save | Fecommend ‘Winner(z] | Fiecommend Another B ound
“Wiew Summary Tech Report |
Contractor's Evaluation Summary

Wiew Summary R eport

Contractor Hame Cost Type Fixed Price ODC (Cost Only) Total Cost Cost Eval. Past Perf. Tech. Eval.
r IPI:'C"“E Contractors 43,329 0 ) 43,329 B A

Best Yalue Justification:

The proposed approach indicates a thorough understanding of the program goals _‘I
and the methods, resources, schedules, and other aspects essential to the
performance of the program.

Figure 153: Award Determination — Select Winner Tab — Chairman’s View

The View Summary Report button brings up a summary of Chairman’s ratings and comments

for each contractor for each evaluation category, as well as Justification text. The Evaluation
Summary Report is shown in Figure 154 below.
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Close |

Evaluation Summary:
Prime Contractors, Inc.
Technical
Rating: A

In terms of the specific factor (or significant subfactor), the proposal containg major strengths, exceptional features, or
innovations that should substantially benefit the program.

Past Performance
Rating: B

The offeror's peformance of previously awarded relevant contract(s) met contractual requirements and exceeded some
to the Government's benefit. The assessed prior performance was accomplished with same minar problems for which
corrective actions taken by, or proposed to be taken by, the offeror were, ar are expected to be, effective. Peformance
mver completed contracts either was consistently of high guality or exhibited a trend of becoming so. The offerar’s past
performance record leads to a strong expectation of successful perdformance.

Cost

Rating:

The offeror's costs on previously awarded relevant contracts met all contractual requirements.

Justification:

The proposed approach indicates a thorough understanding of the program goals and the methods, resources,
schedules, and other aspects essential to the performance of the program.

Figure 154: Award Determination — Evaluation Summary Report

The View Summary Tech Report button brings up a technical summary of the Solicitation.
This includes General Solicitation Information, Solicitation History, a list of Evaluation Team
members, a Pricing Summary, the Best Value Justification, the Chairman’s ratings, and
Evaluator’s evaluations for each contractor. An example of a Summary Tech Report is shown
in Figure 154 below.

NOTE: The image in Figure 155 has been scaled down for printing. If you are
viewing this document electronically (within Microsoft Word), you can
increase the size of the image below by double clicking it (to open the
Format Picture dialog box) and then changing the Height to 100%
from the Size tab. This will make it easier to read.
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Figure 155: Award Determination — Summary Tech Report

4.2.15.8.1 PCO

The PCO will use this tab to (1) approve the chairman’s winning contractor recommendation
or (2) approve and create an additional proposal submission round.
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From this screen the PCO can review the Chairman’s selection and justification as well as
view Summary Report. If additional work by the Chairman is needed, the PCO can unlock the
recommendation by clicking Unlock EC Input button.

The PCO can add to, or alter the Best Value Justification and press the Save button to record
any changes.

To create another round, more than one contractor must be selected. Press the Create
Another Round button to finalize the down-selection. You then must go to the Bid Event
system to manually create another Bid Event round and invite only the selected contractors.

To create a Task Order, select a winning contractor (or contractors, if a split award is taking
place), and press the Create Task Order button. This action creates a Task Order document

and redirects you to the Administrative page. In split award situation, more than one Task
Order is created.

Package Small Business [ Solicitation Doc. | Award Process

Savings h Evaluation Summary ' Select Winner

Solicitation Document No: NODO24-05-R-3096
Select a Round: IRDUHE” *I Status: Round closed for Evaluation

Save I Create Tazk Order(z] | Create Anather Raound Urlack EC Input Yiew Surmary Report
Wiew Summary Tech Report |

Contractor's Evaluation Summary
Contractor Hame Cost Type Fixed Price ODC (Cost Only) Total Cost Cost Eval. Past Perf. Tech. Eval.
~ IPI:'C"”E Contractors 43,329 0 ] 43,329 B &

Best Yalue Justification:

The proposed approach indicates a thorough understanding of the program goals ﬂ
and the methods, resources, schedules, and other aspects essential to the
performance of the program.

Figure 156: Award Determination — Select Winner Tab — PCO View
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5 Task Order

This section details the Task Order training session. The Task Order training session follows
the structure outlined in the SeaPort Il Training Plan, Section 3.1: Training Methodology, and
contains the key concepts outlined in Section 5: Training Curriculum.

5.1 Task Order Workflow

A Task Order is an individual delivery order against a Multiple Award Contract that establishes
nature of services desired and required period of performance. The diagram below illustrates
the task order workflow within SeaPort.

Create Purchase Create Final
Request ——— Solicitation ——p Set Up Bid Event
q Document
Upload Attachments
(optional)
Select Best Offer  [«& Bid Event Closes |« Receive Offers
Download
Attachments (if
applicable)
\ 4
Contractor Receives
Award Task Order Task Oder

Figure 157: Task Order Workflow

5.2 Task Order Generation

After a proposal has been selected for award, the information in the Solicitation Document is
transferred to the Task Order for final processing by SEA 02 and execution by the PCO. The
Task Order is initially pre-populated with data from the Solicitation Document. The Originator

April 24, 2006 Limited Governmental Purpose Licensing Rights 167



Virtual SYSCOM / NAVSEA SeaPort

Training Session Details, Version 1.10: Task Order ﬁ A Q U ’ L E N T

may review the information contained in the Task Order panels, but does not have the ability
to update. Pricing information will reflect the winning proposal.

521 Create a Draft Task Order

As part of the Award Determination process a Draft Task Order is created from a Solicitation
Document. This is done by the PCO from the Select Winner page by selecting a winner from
the list and clicking the Create Task Order(s) button. The draft TO is given the next sequential
number for the winning MAC contractor, and its fields are populated with information from both

the purchase request and solicitation. The user is then taken to the Task Order Administrative
panel.

Package tmall Business J Solicitation Doc. §| Award Process

Savings h Evaluation Summary | Select Winner

Solicitation Document No: MNODDZ24-05-R-3096

Select a Royps "’:""""H

= Status: Round closed for Evaluation
Save | Create Task Order] Create Another Bound | Urlock EC Input I

View Summary Tec

Yiew Summary Report

eport
Contractor's Evaluation Summary

Contractor Hame Cost Type Fixed Price ODC (Cost Only) Total Cost Cost Eval. Past Perf. Tech. Eval.
= IPI:'C"“E Contractors 43,329 0 o 43,329 B &

Best Yalue Justification:

The proposed approach indicates a thorough understanding of the program goals _‘l

ahd the methods, resources, schedules, and other aspects essential to the
rerformance of the program.

Figure 158: Create Draft Task Order

5.2.2 Add Administrative data

The Administrative panel is used to enter administrative data including award information,
contracts office information, contracting officer, and task order manager. The Task Order is

initially pre-populated with data from the Solicitation Document. It contains the following data
fields and buttons.

Table 71: TO Administrative Panel — Fields

Field | e Description
Contractor’'s Name Read Only | System generated.
MAC Contract No. Read Only | System generated.
TO No. Read Only | System generated.
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Field [ Type Description
Is Winner The Radio Choose Yes or No.
Incumbent?
Effective Date of Dropdown Enter a date using the month, day, and year dropdown lists.
Order This field can later be edited on the Task Order Execution

confirmation screen.

Contract Negotiator | Dropdown | Choose a Negotiator from the dropdown list. Use the {k icon

to see the selected Negotiator's SeaPort profile. Use the it
icon to choose from a list of all Negotiators in the system.

Contractor’s Radio Choose Yes or No.

Signature on File

Administrative Read Only | System generated.

Office Name Note: This field defaults to the value on the MAC Manager
page for the MAC that was awarded the TO.

Payment Office Read Only | System generated.

Name Note: This field defaults to the value on the MAC Manager

page for the MAC that was awarded the TO.

PCO Name Dropdown | Choose a PCO from the dropdown list. Use the ik icon to
see the selected PCO’s SeaPort profile. Use the it icon to
choose from a list of all PCOs in the system.

TOM Name Dropdown | Choose a TOM from the dropdown list. Use the i icon to

see the selected TOM's SeaPort profile. Use the it icon to
choose from a list of all TOMs in the system.

PR Number Read Only | System generated.

Table 72: TO Administrative Panel — Buttons

Button Description

Save Press the Save button to update information in the database. If the
Save button is not pressed before leaving this screen, any newly
entered information will be lost.

Validate TO Press the Validate TO button to ensure that all required fields have
been entered. If all required fields have not been entered, the system
notifies user of an error condition and this notification will be in the form
of a message window indicating the missing fields.

Execute TO Press the Execute TO button to create a digital signature and final
version of the Task Order.

NOTE: The Save, Validate TO, and Execute TO buttons are common to
several of the TO panels. They always perform the same function.
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Figure 159: TO — Administrative

5.2.3

Add Pricing Structure data

The Pricing Structure panel of the Task Order is the same as in the Purchase Request and in
the Solicitation Document. It is used to enter CLIN and SLIN information. Pricing information

can be added, deleted, or modified from this panel.

buttons.

It contains the following data fields and

Table 73: TO Pricing Structure Panel — Fields

Field |  Type Description
Amount of Task Order Read System Generated.
Only
Financial Review Required? | Radio Choose Yes or No.
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Field [
All SLINs Approved?

Type

Description

Choose Yes or No.

New CLIN Window

CLIN ID Dropdown | Choose from 0001 - 0009. Each CLIN ID
corresponds to a specific cost type and period of
performance. See table in FIGURE.

Short Description Text Box | Enter a short description for the CLIN up to 1000

characters.

Edit SLIN Details Window

SLIN ID # Text Box | Enter a valid 2-letter combination. User should enter
SLINs sequentially starting with AA. This field is
displayed only for Informational CLINSs.

CLIN # Read Displays the CLIN ID # (this field is displayed only for

Only Priced CLINS)

Fund Type Dropdown | Choose from the list.

FMS Case Number Text Box Enter the case number in the format AA-A-AAA.

Firm/Base or Option Dropdown | Choose Firm or Option.

Fiscal Year Dropdown | Choose the last 2 digits of the fiscal year from the
dropdown list.

Fee Type Dropdown | Choose Fixed, Award, or Incentive.

Recurring Cost Radio Choose Yes or No.

Performance Based Radio Choose Yes or No.

Service Contract Act Radio Choose Yes or No.

Applicable

Automatically Create ODC Radio Choose Yes or No.

(Cost Only) CLIN

Period of Performance Dropdown | Choose From and To dates using the dropdown lists.

(Select a Period)

Period of Performance Text Box | Enter a number of days for this period of

(Enter Days After Award) performance.

Short Description Text Box | Enter a short description of the SLIN up to 1000

characters.

Table 74: TO Pricing Structure Panel — Buttons

Button Description

Click the New CLIN button to add a contract line item number (CLIN).
You must also enter a short description for the CLIN. After saving the
CLIN, you can then add its associated SLINSs.

When adding the first Cost Type CLIN, the system will automatically
add the first Cost Type SLIN and the first Cost Only CLIN and SLIN.
You can then edit those entries to complete their required fields.

New CLIN

CLIN/SLIN Wizard

Opens the Pricing Line Item Wizard described in section 3.2.4.3 above.
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Button Description

LLA Manager

Opens the LLA Manager page where accounting information can be
entered for multiple SLINS at once. This is described in Section 5.2.3.3
below.

TO Funding Opens the TO Funding page where funding information can be entered
for multiple SLINS at once. This is described in Section 5.2.3.4 below.
Timeline... Opens the Timeline window described in section 4.2.2.3 above.

Expand CLINs

Allows the user to see all SLINS associated with a CLIN. CLINS are
presented with the details collapsed when the page length exceeds the
system-defined limit (this is rare).

Package Gmall Buziness Tark Deder
S amiricbative [ validaleTO | [ Eweod=Ta |
Task Order Mumber: WNODLYE-05-D-4284-EH01
Raquirements
Gl ke b Amount f Task Oder 2500,000
Al SUMes Approsed? O‘.’ns Mo
Performance Based
Advanced Flanning
GLIN
rN;a__lN—l lj_ﬁl‘ém\lm:ar\d rEL_ALIanagm | TO Furding | | Timalina
[+ 2000 [#] 2001 Expand CLIMz
=) . enll Fuarndesd
| o oo e Jorlu] aoe | B2 "'"=-
2B0T P Piced Prics 230,000 B Ia,000 & Ackninsinaliveg Serices [':[ III =
|
Z000AL Fem TRD o v 1.9=0.000 1,790,000 g Atdpaetbak e FrEv e, a4 0
Lak Pase Year vl
IO00EA Coticn TBR {1 t“ T.300.000  T,S00.000 Ao Bt Rt AYE . Serribea, _| f m
Cption Year 3] »
2001 Fern Flued Peice 3,500,000 0,503,000 & Ae=curce Services | [:[ [[I =
EO0LAA Fim TBE 0§ % t“ 1,750.000 1,750,000 Lu} Hundreas L k. BRae Tenn | f m
200184 Cption TED [File A T.IS0000, . FI0000 o E::]“““’ inalgac, Opcion Yaas :| £ M
Crand Total:| 15,730,000 | 1&7 30,000

5.2.3.1 New CLIN

Figure 160: TO — Pricing Structure

Selecting the New CLIN button will open the following window as a pop up.
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Create New CLIN

Please enter a CLIN ID:
Note: New CLIN ID scherme (1000 - 9999) pertains to SeaPort-e efforts only, SeaPort-l efforts will use the CLIN [Ds ranged
frde 0007 - 0004,

Valid CLINS are:

Cost Type: 0001, 0004, 0007, 1000°s, 4000°, and 7000's
Firrm Fixed Price: 0002, 0005, 0008, 2000°s, 5000z, and 8000's
ODC (Cost Only): 0003, 0006, 0009, 3000°s, B000's, and 3000's

Period of Performance for each CLIN is as follows:

CLINS Period of Performance

0001 or 1000's 05-APR-04 TO 04-APR-09
0002 or 2000's 05-APR-04 TO 04-APR-09
0003 or 3000's 05-APR-04 TO 04-APR-0D
0004 or 4000's 05-APR-09 TO 04-APR-14
0005 or 5000's 05-APR-09 TO 04-APR-14
0006 or 6000's 05-APR-09 TO 04-APR-14
0007 or 7000's 03-APR-14 TO 04-APR-19
0008 or B000's 05-APR-14 TO 04-APR-12
0003 or 2000's 05-APR-14 TO 04-APR-19

Figure 161: TO — New CLIN

Next, the user will be prompted to categorize the new CLIN as either an Informational CLIN
(with funding at the SLIN level) or Priced CLIN (funding at CLIN level). Note: Should a user
select Priced CLIN, they will have the option of adding Informational SLINs in order to break
out Fund Types and Lines of Accounting. For more information on Informational SLINs to a
Priced CLIN, refer to Section 5.2.3.2.3.1
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Create New CLIN

Please choose a CLIN category below:

O Informational

) Priced

[ Frevious ] [ et ]

Figure 162: PR — New CLIN — CLIN Categorization

For Informational CLINs, SeaPort will then prompt the user for a Short Description.

Create New CLIN

CLIN ID: 1001

Short Description

Automatically create ODC [Cost Only) CLIN.

Sawve Cancel

Figure 163: PR— New CLIN — Short Description

Priced CLINs will instead be routed directly to the edit details screen.
5.2.3.2 Edit SLIN Details

A SLIN is a sub line item number. Informational CLINs are comprised of SLINs. In SeaPort-e,

SLINs are added either by creating an Informational CLIN, or by clicking on the Add SLIN &
button within an existing CLIN.

The image below shows the SLIN Details page. A separate SLIN is required for each
appropriation type of fund, each fiscal year, and each option.
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NOTE: When adding the first Cost Type CLIN, the system will automatically

add the first Cost Type SLIN and, if the user selects this option, the

first Cost Only CLIN and SLIN. You can then edit those entries to
complete their required fields.

5.2.3.2.1 Main

The Main tab allows the user to edit information that was entered when the SLIN was created.

Main i Negotiation | Funding | LLA-

Save | Cancel |

SLIN

‘SLIN [.D.# ‘DDD1 |AA

Fund Type OPM = ‘FMS Case Mo ‘l

‘Firmelase or Option “Firmelasej ‘Fiscal Year || DEj ‘Fee Type “Fixed j
‘Recurring Cost

# es  pNo ‘F‘en’ormance Based |("‘r‘es & Mo

Senice Contract Act
Applicable £ Yes & No

& Select 3 Period " Enter Days After Award

Ezrr‘ifgrdmnafmce From: |Odober = IB [ |2EID4j I Day(s)
te: |October x| |7 =] {z005 ]
Short Description ;l

Short Description

Figure 164: TO — Edit SLIN Details (Cost Type) — Main

5.2.3.2.2 Negotiation

The Negotiation tab contains Target and Negotiated pricing information. The Target pricing

information is an internal number based on the proposal. The Negotiated pricing information
is the final price that is negotiated with the contractor.
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‘Main ' MNegotiation | Funding | LLA

SLIN 1000AA
Unit of Issue Lot w

Estimated Proposed Target Negotiated
Quantity 1 1 1
Estimated Cost 0 4,000 4000
Fixed Fee o 400 400 10.00%
Cost Plus Fee 1,000,000 4,400 1] 4 400

Figure 165: TO — Edit SLIN Details — Negotiation

5.2.3.2.3 Funding

The Funding tab pulls the negotiated amounts. The funding amount fields are cumulative

amounts. The Fully Fund button will fully fund the SLIN, and will automatically allocate the
funding between cost and fee.

The Incrementally Fund button will be displayed only for Priced CLINs. For more information
on funding Priced CLINSs, see Figure 5.2.3.2.3.1 below.

Correct incremental funding will be reflected on the resulting DD350. Type into the text fields
to enter funding information manually.

Main h Negotiation ; Funding h LLA
[Save] [ Incrementally Fund ] [ Fully Fund ] [ Cancel ]
Priced CLIN 1100
Negotiated Cost + Fized Fee
Total Potential 2 000,000
Cost 2 000,000
Fixed Fee 1] 00%
Cumulative Funded Amount 0
Cost 0
Fixed Fee 0
Total Resultant Funding 0

Figure 166: TO — Edit SLIN — Funding

5.2.3.2.3.1 Funding For Priced CLINs

The Incrementally Fund button will be displayed only for Priced CLINs. Choosing this button
will enable the user to supply Informational SLINs below their Priced CLIN (and, by extension,
break out separate Fund Types and Lines of Accounting). Once selected, the user can enter
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the Cumulative Funded Amount broken out by Cost & Fixed Fee, and can also enter a
Description and Funding Amount for each Informational SLIN added. Choosing the Create
New Informational SLIN button will add additional Informational SLINs for the user to enter
Descriptions and Funding Amounts to. The SLIN Number will be sequenced automatically.
Clicking the edit icon # next to the Informational SLIN data found on the Funding tab will
direct the user to the LLA page. For more information on entering LLAS, refer to Section
5.2.3.2.4 below.

Main h Megotiation ; Funding LLA
[Save] [ Create Mew Infomational SLIM ] [ Cancel ]
Priced CLIN 1100
Negotiated Cost + Fixed Fee
Total Potential 2 000,000
Cost 2 000,000
Fixed Fee 0 .00%
Cumulative Funded Amount Cl
Cost [
Fixed Fee [
Total Resultant Funding 0
Incremental Funding Information SLINs
SLIN Mumber | ACRN Description Funding Amount . Actions
110001 O 2 |
Taotal Funding 0

Figure 167: TO — Edit SLIN — Priced CLIN Funding

Fund Neg. |Prop. Dollar| Neg. Dollar | Funded . _ .

1100 Cost Type 17,000,000 17,000,000 3,000,000
1 .
Task #1 Priced CLIN
Firrn Q&MM.M 05 ¥ Labor 17,000,000 17,000,000 2,000,000 # z ]Il
Years
110001 Info 4,000,000 Info SLIM #1 g
110002 Info 4,000,000 Info SLIM #2

Figure 168: TO — Pricing Structure (Priced CLIN w/Informational SLINS)

5.2.3.2.4 LLA (Long Line of Accounting)

The LLA information needs to be entered for the Task Order to be executed. Either type in the
LLA information or choose it from the dropdown list. If a PR number was generated outside

the system, it should be entered here.

Note: The ACRN entered will appear in Section G of the resulting order document. It is
therefore unnecessary to prepend the LLA with this information.
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Main i Negotiation h Funding I LLA
LLA
SLIN 1000AA
LLA Farrat |DTI-IEF|—V|
(&) Choose from a list |z

ar
O Type in 2 new LLA |

Contract ACRN |

PE Mumber |

Additional Information
[will appear in Section G
Accounting Data)

Figure 169: TO — Edit SLIN — LLA

5.2.3.3 LLA Manager

Entering accounting information for multiple SLINS may be done from the LLA Manager page.
Here you can enter the ACRN, PR Number, Standard Doc Number, Accounting Info, and LLA
for each individual SLIN. LLA data entered on this page must be use the ‘Other’ format. If

another format is needed, the user may click the edit icon fto enter LLA data in another
format. The LLA Manager page is shown in Figure 170 below.

The He|l11 Package I Small Business I Task Drder
[ Feturn to Farm ] [ Save]

Note: On this page you can update LLAs in OTHER format, If you want to use different formats, please click
an the Edit icon.

nm PR Number 5tandard Doc Number Accounting Info M
Format

1000 Cost Type

100048 z
LLA:

1100 Cost Type
LLA: g

Figure 170: TO — LLA Manager

5.2.3.4 TO Funding

Entering funding information for multiple SLINS may be done from the TO Funding page.
SLINS may be fully funded by selecting the Fully Fund button or they may be funded by
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entering funding information directly into the Funding text boxes. The TO Funding page is
shown in Figure 171 below.

Package Small Business Task Drder

Feturn to Form | Save |

¥ Show Option SLINS

Meg. / |Cost/Fee - Cumulative |Award
| o | roro [MREPRE mearee [ e [ it P rou

Meg. 43,329
0001 Cost Type ]
Funding u]
Meg, 1Z23% 5,393 4,444 9,999 9,999
oooiss  Firmm/Baze
Funding % 1] 1] 1] o Fully Fund |
OO01EA Cption Meg, 117% TRIT -1 14,443 14,4432
O001Ca Cption Meg., 89% 8,888 9,999 13,887 12,887
0002 Firm Fixed Meg. 0
Price Funding o]

Meg. u}

u}
oo0zA4  FirmfBaze
Funding IEI ] Fully Fund |

Negotiated Grand| . ..
Funded Grand Total:fo |

Figure 171: TO — TO Funding

5.24  Add Requirements data

The Task Order Requirements Panel is the same as the Solicitation Document Requirements
panel. It consists of a list of links (noted in blue text). Blank icons “:I! reveal text Sections

with no data entered. Filled icons I— reveal Sections with existing data. Some of the
sections are pre-populated. The following sections are available from the Requirements page.

= Comments

= General Information

= Supply and Services

=~ Section B Text

-~ Section C Statement of Work

= Section D Packaging and Marking

= Section E Inspection and Acceptance
-~ Section F Deliveries or Performance
= Section G Accounting Data

=~ Section G Contract Administration Data (applicable to Seaport-e efforts)
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= Section H Special Contract Requirements
=~ Section | Contract Clauses

- Section J List of Attachments

The Helm Package I Small Business I Task Order

[ wvalidate TO | [ Execute TO

Pricing Structure

Task Order Mumber: NOD178-04-D-5001-EHO3

Requirements

Attachments D - o
omments
E D General Information

. Supply and Services
Performance Based
Advanced Planning D Section B Text

Section C Statement of Work

Section D Packaging and Marking
Section E Inspection and Acceptance

Section F Deliveries or Performance

Section G Accounting Data

Section G Contract Administration Data

Section H Special Contract Requirements
Section I Contract Clauses

Section J List of Attachments

Figure 172: TO — Requirements

5.2.4.1 Requirements Detail

Each requirement in the list is represented by a link. Selecting any of these links will bring up
a Requirements Details window in which to enter text. An example of such a window is found
in Figure 173. Table 75 and Table 76 below detail the fields and buttons contained on the
entry forms.

NOTE: Typing into an area that is auto filled can result in your typed text
being overwritten by the template text.

NOTE: Standard | Clauses are already contained in the MAC Contract. Only
include any additional or special | Clauses.

Table 75: TO Requirements Panel — Fields
Field Type Description
Text Entry Text Box Enter the text of the Requirement.
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Field Type Description

[[--preformatted-On--]] Command | "Typewriter" mode. Each space and carriage return in the
textbox appears verbatim in the PDF. Lines do not wrap.
This is how to preserve your line-breaks and alignment
onscreen and in the PDF. Use this technique for
addresses, poetry, tabular text, etc.

[[--preformatted- Off--]] Command | Resume "wrapping" long lines to form paragraphs.
Normal text. Press Enter at the end of each paragraph.

[[--table--]] Command | The following lines constitute a table, with a Tab between
cells. To add a column insert a Tab into each row. Note:
In the PDF, every table occupies the full width of the
page.

Commercial/Special Radio Choose Commercial or Special. Note: Only available in
Section D Packaging and Marking.

Table 76: TO Requirements Panel — Buttons

Button Description

Save Saves the text in the text area.

Save & Close Saves the text in the text area and closes the window.

Preview Brings up another window that displays the text as it will appear in the
PDF document. (This is especially useful when using the formatting
commands)

Pin... Brings up a window where the system's automatic fill-ins (e.g., number

of hours, SLINs are fully-funded, etc., etc.) are marked with a
checkbox. If you need to "freeze" any of those substitutions so it
becomes plain text and ceases to automatically update, checkmark it
and press Save. Fill-ins that you leave unchecked will continue to
update automatically.

Help Brings up the Help system in a separate window.

Cancel Closes the window without saving changes.

View Templates . % . .
Represented by the icon—=]. Opens a pop up window that contains all

templates. Text can be copied from a template into the requirement
page. This icon only appears on Requirements pages that have
templates created for them.
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Save Save & Close ‘ Prewview | Help ‘ Cancel ‘
Draft Task Order on PR NOOD24-04-MR-00053 Section B Text %

Formatting commands: [ [--preformatted-0n—-]] b [[--preformatted-0ff--11% [[--table--1] B

|(aj “Invoice” as used in this clause includes contractor reguests for interim =1
prayments using public vouchers (3F1034) but does not include contractor regquests
for progress payments under fixed price incentive contracts.

fh] The Contractor shall submwit invoices and any hecessSary Supporting
documentation, in an original and four (4) copies, to the contract auditor at
the following address: 3See clause G12, Cognizant DCAA, unless waived by DCLA.
If Electronic Cost Reporting and Financial Tracking (eCraft) is aspplicsble to
this contract, provide duplicate information to eCrafc.

(2] Invoices redquesting interim payments shall be submitted no more than once
every two weeks, unless another time periocd is specified in the Payments clause
of this contract. For indefinite delivery type contracts, interim pavment
invoices shall be submitted no more than once every two weeks for each order.
There shall be a lapse of no more than 30 recalendar days between performance and
submission of an interim payment invoice.

{d] In addition to the information identified in the Prompt Payment clause
herein, each invoice shall contain the following information, as applicable:

(1) Contract line item number ([(CLIN)

(2] Subline itemwm nuwber [(SLIN)

(3] Accounting Classification Reference Nuwber [(ACRN)
(4] Payment terms

[5) Procuring activitcy

Figure 173: TO — Requirements Detail

5.2.4.2 Requirements Templates

Selecting the templates iconaé opens a pop up window that contains all of the SeaPort
templates. Text can be copied from a template into the requirement page. This icon only
appears on Requirements pages that have templates created for them. After selecting the
templates icon from the Requirements Details page, a window will appear where the user can
choose a template. An example of this window is represented in Figure 174 below. Different

Requirements will have different templates available (or no templates at all), but the procedure
for choosing a template is the same.

Table 77 and Table 78 below detail the fields and buttons contained on template page.

Table 77: TO Template Page — Fields
Field Type Description

April 24, 2006 Limited Governmental Purpose Licensing Rights 182



Virtual SYSCOM / NAVSEA SeaPort

Training Session Details, Version 1.10: Task Order ﬁ A Q U ’ L E N T

Field Type Description

Enter a Keyword Text Box A keyword can be any search term that is contained
in the text of the template. Entering a keyword and
selecting Go will list only those templates that contain
that keyword.

Choose an Activity Dropdown | Choose an Activity from the dropdown list. Choosing
an Activity and selecting Go will list only those
templates that are part of that Activity.

Choose a Template Dropdown | Choose a template from the dropdown list. Choosing
a template and selecting Go will display the template
text in the textbox below.

Template Name Read Only | System-generated based on the selected template.
Activity Read Only | System-generated based on the selected template.
Template Text Text Box This is the actual text of the selected template. You

can read the text of any template here before you
choose to include it in your requirement.

Note: You will have the opportunity to edit the
template text after it is copied into the requirement.

Table 78: TO Template Page — Buttons

Button Description

Close Closes the Templates window.

Go Searches the SeaPort templates repository for a template that
matches the selected criteria.

Copy to Requirements Page | Copies the text displayed in the Template Text Box to the
Requirement.
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Close

Award Term Clause Templates

Enter a Keyword: |

Choose an Activity: [ Selact Al -]

Choose a Template: [AwsrdTemmClause_aUTO ~|  Go

Template Name: AwardTermClause_ALTO Copy to Regquirements Page |
Activity: Maval Sea Systems Command (NAVSEA)

In addition to the terms set forth elsewhere in the =
contract, the CONTractor WAy earh an extension or
reduction to the contract period from & minimum of 1 to a
maximumn of 5 years on the ba=zis of performance during the
evaluation periods. The contractor iz evaluated during
the first year of performance, bhut extensions or
reductions start in the second year. If sScores are Very
cqood during Year Z, the contractor earns Year 4; if
=zcores are very good in Tear 3, the contractor earns Year
5. In ¥ear 5, the CORNCEacCtor HUST earn & 3cdre

of “excellent” in order for the contract period to be
extended beyond Tear 5. Consistent scores of “excellent”
during succeeding years earn contract period extensions
up to & maxiran of 10 years. The contract period may also
lbe reduced on the bhasiz of the contractorfs performance
against the =tated performance parameters. Points are
awarded or deducted during each year of the Contract on
the bazisz of how the contractor has performed against the
predetermined criteria. The contract period is then
extended or reduced to reflect this assessment.

(&) Award Term. The award-term concept i= an incentive

that permits extension of the contract period beyond the
lbaze period of performance for superior performahce or
reduction of the contract period of performance because :J

Figure 174: TO — Requirements Template

5.2.4.3 Importing text from Microsoft Word

Requirements text may be imported from Microsoft Word or any other word processing
program. Below are some hints for successfully importing text from Microsoft Word. These
hints may or may not apply to other word processing software.

Follow these steps:

Step 1.

Step 2.

Step 3.

Step 4.
Step 5.

Locate each table in the Word document. Right above the table, put the
following command: [[--table--]]

Locate each place where Seaport must refrain from forming paragraphs.
Before each such place, put the command [[--preformatted-On--]]
After each such place, put the command [[--preformatted-Off--]]

For each bullet list, choose whether it should come into Seaport as (a)
paragraphs or (b) a preformatted section.

If you take no special action, each bullet point will be a paragraph on its own.

You can achieve a more compact result (if the bullet points are short) by using
Preformatted mode for the bullet list.

Select the text in the Word document.
Paste it into Seaport.

NOTE: You may paste into Seaport first, and then put in the command lines.

But you may feel you get a better view of what's going on, using Word
for those steps.
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5.25 Add Attachments

The Attachments panel is the same in PR, SD, and TO. Users are able to attach any
electronic files to the Task Order that may apply. For example, drawings, specifications,
organizational structures, or background information may all be attached at the Attachments
Panel.

To add a new attachment, the user should select the New button. By selecting Browse on the
following screen, the user is able to browse through their files, either locally, a network, or on
desk, using a browser. Upon finding the file you wish to attach, double click on the file or
select the file and click Open. Enter a description, e.g, "Milestone Timeline" in the text box.
Clicking the Save button returns the user to the main Attachments screen. Under the Actions
column, the user can click the edit icon f to edit the Purpose text or the trashcan icon 0 to
delete an attachment.

NOTE: If you want to update an attachment that has already been added,
you will need to delete the original and then upload the newer version
of the file.

The Attachments panel is used to add attachments to the Task Order. It contains the
following data fields and buttons.

Table 79: TO Attachments Panel — Fields

Field Type Description

Filename Link The attachment’s filename. Selecting this link will download
the attachment. You will be prompted to either save or open
the attachment depending on the attachment type.

Purpose Read Only | The Purpose text that was entered when the attachment was
saved.

Table 80: TO Attachments Panel — Buttons

Delete All Delete All attachments in the list.

New Add a new attachment.

Edit Represented by the icon#, the attachment's Purpose text can be
edited.

Delete Represented by the icon [ll, the attachment can be deleted.

Save Save the attachment and return to the Attachments panel.

Cancel Return to the Attachments panel without saving the attachment.

Browse Browse your computer for a file.
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Package Small Business Task Order

T — [ wvalidate TO | [ Execute TO

Pricing Structure

Task Order Mumber: NOD178-04-D-5001-EHO3

Requirements

—— Delete All MNew
T e o |

vendor_attachment.bt Sample Attachrent _g ]]]

Performance Based

I AL Le| Flease manually add the name of any new attachments in Section J on the Requirements panel. The system
does not automatically add that information,

Figure 175: TO — Attachments

Package Small Business Task Order

Administrative
Pricing Structure
Fila Marme
| |[ Browse..
Attachments

Performance Based
Advanced Planning

Please Mote: The maximum file size that can be uploaded is SOME,

Figure 176: TO — Attachments — Add Attachment

5.2.6 Add Advisors data

The Advisors panel is the same as in the Solicitation Document. It lists all users that have
been added to the Task Order. Advisors can be added to or removed from this list. The
controls featured on this page are described in Table 81 below.

Table 81: TO Advisors Panel — Buttons

Button Description

Add To The List Clicking this button will add the selected Advisor’s name to the list
above.
View All Activities Selecting this icon. ifil opens a pop-up window where the user can

select users from Activities other than their own.

Remove Selecting this icon [l will remove the Advisor's name from the list.
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Packags Trnall Basinuers Tash Deder

Administrative | Ewecute TO |
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Figure 177: TO — Advisors
5.2.7 Add DD350 data

The DD350 panel is used to enter DD350 information. DD350s are required fill-ins for all new

awards and funding actions within SeaPort. The DD350 panel contains the following data
fields and buttons.

Table 82: TO DD350 Panel — Fields

Description

Contractor’'s Name Read Only | System Generated based on the contractor
selected during the Award Determination
process.
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Field Type Description
MAC Contract No. Read Only | System generated.
Obl/DeObl FMS Amt Read Only | System generated. This information is driven

from the pricing and funding information.
The abbreviations used are:

= ODbl — obligate
= Deobl — deobligate
= FMS - foreign military sales
This information gets reported in the DD350

Obl/DeObl Non-FMS Amt Read Only | System generated. This information is driven
from the pricing and funding information.

Modification Dropdown I(_:hoose a modification explanation from the
ist.

Contracting Office Code Dropdown Choose a code from the dropdown list.

FSC or SVC Category Dropdown Choose a category from the dropdown list.

FSC or SVC Code Dropdown Choose a code from the dropdown list. The

list of available codes is based on the FSC or
SVC Category chosen.

Program, System, or Equip. Code Dropdown Choose a code from the dropdown list.

Requesting Agency Code (FIPS Dropdown Choose a code from the dropdown list.

95) Selecting the Lookup Code link opens a list
of all codes in a new browser window.

Requesting Activity Code Dropdown Choose a code from the dropdown list.

(DoDAAC) Selecting the Lookup Code link opens a list

of all codes in a new browser window.

Location of Work Radio Select Choose or Other. Selecting the Other
link opens the FIPS 55-DC3 Index in a
separate browser window.

City and State Dropdown Select the city and state where the work will
be performed from the dropdown list.

Reason Not Awarded to SDB Dropdown | Choose a reason from the dropdown list.

Reason Not Awarded to SB Dropdown | Choose a reason from the dropdown list.
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Wik & cChooea [ Other g || Selaci BEC Cods v
Raaman Mot Reazon Mot
Deaparclaed o Aewarckad 10
S0E: Sh:
Figure 178: TO — DD350
NOTE: The PCO should carefully check the Obl/DeObl FMS Amt and the

NOTE:

NOTE:

5.2.8

The Performance Based
data fields and buttons.

NOTE:

Obl/DeObl Non-FMS Amt before a TO is executed.

The Requesting Activity Code / DoDAAC field identifies the activity
providing the preponderance of dollars being obligated / de-obligated.

Certain DoDAAC codes will yield a DoDAAC subcode field (selection
is required when this field is present).

Add Performance Based data

panel is used to enter performance data. It contains the following

The information entered here is what will be reflected in the DD350.
Make sure to classify the TO as Performance-Based or Non
Performance-Based so that the DD350 will be correct.
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Table 83: TO Performance Based Panel — Fields

Field Type Description
Performance Based | Radio Choose Yes or No.
Justification Text Box Enter the Justification for not structuring your Task Order to
be performance-based.

Package Small Business Task Order

(5] (om0
Prici Structure
Task Order Number: NO0178-05-D-9991-EHO2

Requirements

Performance
Based ®es ONo

Performance Based

Advanced Planning

Justification

Figure 179: TO — Performance Based

5.2.9 Release Advanced Planning Data

The solicitation Advanced Planning panel is identical to the Advanced Planning panel from the
PR & Solicitation. The Advanced Planning panel is accessible prior to the Task Order being

executed.

5.2.10 Execute Task Order

Selecting the Execute TO button from any Task Order panel will validate and execute the
Task Order. The system will present a notification screen as shown in Figure 180 below.
Upon execution, the Task Order will automatically be posted to EDA. As of this release, EDA
does not support the posting of multiple attachments. Therefore, attachments other than the

award document should be manually posted to EDA.

Table 84: Execute TO — Fields

Description

EDA Category Allows the PCO to select a EDA category for each attachment
included in the procurement package.

Table 85: Execute TO — Buttons
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Button Description

Return to Form Returns the user to the Task Order Form (Administrative Panel)

Add User Opens the User Search feature. Additional users can be selected to
be notified via e-mail or to receive a Customer Satisfaction Survey.

Yes, Execute Task Order Executes the Task Order.

No, Return to Form Returns the user to the Task Order Form (Administrative Panel)

Fackage smiall Businass | Tack Drdes Beif. Eual.

Execute Task Ordar Mod
| Peturnio Fom |
Yon ace about to cxecute fhs Task Qradar Mod. Doing 2o wall.

+ Present fitues changes to this Task Crder Bed
+ Create the fnal FDF for this Task Order Mod
# Fequre a Task Order Moddicabion for any fishoe changss

Effactive Data of BOD Ll s 11 & 2006

The folivwing users will be notified by =mail:

Originator Training Inskrictor
Tk Trainng Instructor
Auddiiont Userf

Sealort will post she award docurent and specified files from the Attackment area to EDA
upon Task Crder execution. Pleass make the appropraie selection belo,

Filix M 3o ELFA Dption
amction_[_SOW. bt Eend to E0n, Z¥ D Kot Band 1o EDG

Are pon aure yeu watk 10 procead?
| ez, Evecuie Task Order Mod ][ MoRewmioForm |

Figure 180: TO — Execute Task Order
5.2.11 Small Business
Both the Set Aside and Subcontracting Data are available form the Small Business tab.
5.2.12 Set Aside

The Set Aside panel is no longer editable at this stage of the procurement process. It is
available for reference.
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Package Small Business Task Order
Small Business Set Aside Coordination
Purchase Request Number MNO0024-06-MR-55011 Total Estimated Value $30,000 000
Short Description Engineeting Services
Section C

PCO Set Aside Review

Review submitted by Training Instructor on 10/13/2005

Subcontracting Plan Required
Yes Mo

Previous Acquisition (check all that apply)
(1) Section B{a)

Two or mare responsive SB offers on prior acquisition

One or mare responsive SDB offer(s) within 10% of award price on prior acguisition
Woman Owned SB

Sewice Disabled Yeteran SB

Recommended Sources

PCO Set Aside Selection
Mo

PCO Justification
no knowh sources

DSB Set Aside Review

Figure 181: TO — Small Business — Set Aside

5.2.13 Subcontracting Data

Once the Task Order has been executed, the Subcontracting Data form is available to the
PCO. It is shown in Figure 182 below. Goals are entered from the subcontracting plan.
Actuals are entered every six months - as they become available. The form will generate the
current average. Comments are entered by the PCO.
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Package Small Business Task Order Perf. Eval.
Subcontracting Goals and Actuals for Package N00178-04-D-0000-0002
Small Business  |Weteran-Owned | Serice-Disabled |HUBZone Srall | Small Wormen-Owned
Concerns Small Business | Veteran-Owned | Business Disadvantaged Small Business
Caoncerns Small Business | Concerns Business Concerns
Concerns Caoncerns
Original 0% 0% 0% 0% 0% 0%
Cuels $1111 $2222 $3333 § 4444 $ 5555 $ 6666
10/1/2004 -
S | | b I & I & ! = I & I &
$| $| $| $| $| $I
ponent 0% 0% 0% 0% 0% 0%
Werage
=
Comments
I
‘ Save |

Figure 182: TO — Small Business — Subcontracting Goals and Actuals

5.2.14 Task Order Modification Process

If a Task Order modification needs to be created, the PCO chooses the specific package from
the Document Library and presses the Create TO Modification button from the Package Home
Page as shown below.

|F|J:||.-|'|B | [ Crenis TO h-'lndrllcallun ) |

SuzpenNTackage /

[T MO0 78-04-0-51 18-

Cremia TOBid Evanl |

Fackoge IEH Stamtus Task Order Exacuted
1 ; | Training TOM

Packege Admin Organization :Mﬂ\."u“SEAU? T Ir::lf::t?m ﬁ

CTureent Maalbor éTralnlng Instrucior & Orgnator Training nstrictor ﬁ

Taial Foderntiod 5515 10 Current Polendial 545,000

T .fue | Faiue

Thzal F".:r..':.'e {222 000 Punded Madee 202,000

EE-@EMM |Mn

.'E.‘Fi-ar{ Dr.s'mpm |IT Buppnd Sarices for G0 Dice

Package Documens

Docunent Actions
1 Iosk order WOO176-04-0-5119-EHx1 o B ¥
Ty Soichsion HOIODR4-05-A-I416 =R
A PR NDOD24-05- HR-00E30 oS

Figure 183: TO Modification — Create TO Modification Button
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Upon pressing the Create TO Modification button the user is presented with the verification
dialog box shown in Figure 184 below.

Microsoft Internet Explorer x|

¥ou are about bo create a modification ko the Task Order,
You will be redirected to the \Wizard, Proceed?

Cancel |

Figure 184: TO Modification — Verification Dialog

If the user chooses to continue and create the modification, the system first prompts the user
to classify the modification as unilateral or bilateral. Unilateral modifications may be executed
without the approval or consent of the awarded vendor. Bilateral modifications may not be

executed until the awarded vendor has approved of the change.

e ':““I_:"":‘_"' [ bl S5 g nfF

A
t&% {# [} = Trasming tmstrasctr PSEEP'DTT

JSBC

Task Order Modification Wizard

Is thiz a hilateral or unilateral mod?

= Unilateral

: Bilateral

Figure 185: TO Modification — TO Modification Wizard Screen — Bilateral/Unilateral

Next, the TO Modification Wizard prompts the user to describe the type of modification.
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ﬁ. User: Test PCO {5, home [I] help C) log off ﬁ .
) SeaPort

Purchase Request Wizard

Describe the change.

What does this modification include?

& Funding Action Only
 Option Exercise Only
0 Other

Next b

Figure 186: TO Modification — TO Modification Wizard Screen — Description

The user enters a description of the change in the “Describe the change” text box, selects the
appropriate radio button choice, and then presses the “Next” button. The system places the
user on the Administrative panel in a draft task order modification document. From this point
forward the process is identical to the task order process defined earlier in this document.

5.2.15 Add Task Performance Evaluation data

After executing a task order, the Performance Evaluation (Perf. Eval.) tab becomes available
as shown in Figure 187.

New Purchase Document
Request Library

The Helm

|WorkﬂowPage| Bid Event | H':'_Ig;iiSk | Reports | ConOps Systemndmin| My Profile |

Login

Package Small Business i Task Order

Figure 187: TO — Performance Evaluation Tab

5.2.15.1 Issue Resolution Desk (IRD)

The Issue Resolution Desk (IRD) is a means of communication between the contractor and

the TOM. Issues are created from the Issue Resolution Desk tab shown in Figure 188 below,
by clicking on the New Issue button.

Issues can be edited or deleted. New issues can be added under a new headline or as a
follow up to an existing headline.
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Package Small Business Task Order Perf. Eval.

Task Order Performance Evaluation Issue Resolution Desk

Task Order No: MOO178-04-D-4018-000301 Contractor: BAE Systems Applied Technologies, Inc.

Issues MNew |ssue

Headline Rating Status .
< Deficiency Satisfactary 5/24/2004 3:28:56 Ph Clozed £ T
% MESSAGE: Task 8 - Notice of Deficiency from TOM From DougAll On 972472004 3:19:23 PM Sent (=

Figure 188: Issue Resolution Desk

This will open the New Issue window shown in Figure 189. Issues created take the form of a
threaded discussion between the contractor and the TOM. These are much like an Internet
newsgroup.

Close

Issue Headline: |

Please punch in this Issue's inaugural message to the Contractor:

New message:
Subject |
=
[
Save Message Draft Send to Contractar

Figure 189: Issue Resolution Desk — New Issue Window

5.2.15.2 Task Order Performance Evaluation

When the first year of the Period of Performance is coming to an end, the TOM will get a
notification to come into the system and perform a TOPE. The notification will contain a red
carpet link to the Task Order. The TOM will select the Performance Evaluation tab and click
the New Evaluation button as shown in Figure 190.
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Package Small Business Task Order Perf. Eval.

Task Order MNo: MNO0178-04-D-4018-000301 Contractor: BAE Systems Applied Technologies, Inc.

Task Performance Evaluations Mew Evaluation |

Open
{Response due by 11/5/2004)
Open
{Response due by 11/5/2004)

104172004 10/4/2004

0003 1 1412004 71172004

Task Order Performance Evaluation i Issue Resolution Desk |

Figure 190: Task Order Performance Evaluation

A new evaluation form will pop up in a new window. This form is shown in Figure 191 below.

et it A s e I T T

Figure 191: TOPE Form

The available responses for all questions are:

=~ 5- Superior

= 4
= 3
= 2

= 1 - Unsatisfactory

Close
Period of Evaluation  From |UUEUU4 M 14 | m
Note! Please use a calendar control or type a date in a following format: mm/ddiyyyy (i.e. 01/02/2002)
Please answer the following questions (1= unsatisfactony 5= superior):
Questions: Performance Rating Comments
Was the Contractor cooperative and capable? Select s Rating = =
[
Were services and/or deliverables provided in atimely  |Select s Rating - =
manner |AW the terms of the Task Order?
El
Howe would you rate the quality of the services andfor Selecta Rating - B
deliverables received?
El
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In addition to the available responses, there is a text box to enter any additional Comments.
The complete list of questions is:
= Was the Contractor cooperative and capable?

~ Were services and/or deliverables provided in a timely manner IAW the terms of the Task
Order?

= How would you rate the quality of the services and/or deliverables received?
-~ How would you rate the overall performance of the contractor?

~ If you had another requirement for these services and/or deliverables, would you hire this
contractor again?

=~ How would you rate the performance of the contractor from cost perspective?

= Please provide any additional comments or information that may help to determine the
contractor’'s performance on future Task Order: (comments only)

After completing the TOPE form, the TOM submits it to the contractor. The contractor has 30
days to respond. After 30 days — or as soon as the vendor response is received — the TOM
can either lock the TOPE or revise it and re-submit it to the contractor. The contractor will
have 30 days to respond to a revised TOPE. If the TOM locks the TOPE, it is read-only and no
one else can revise it. The TOPE can be revised as many times as needed until it is locked.
SeaPort will send a TOPE reminder at the end of each option year until the Task Order is
completed.

5.2.16 Customer Satisfaction Survey
When executing a TO, a PCO selects users to send the Customer Satisfaction Survey
notifications to. E-mail notifications are sent to the following default users:

~ Evaluator = TOM

= Chairman =~ Originator

A PCO can select additional users. Users get an e-mail with a link to the Customer
Satisfaction Survey. They can also access it through the Workflow Page. A Customer
Satisfaction Survey is shown in Figure 192 below.
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Customer Feedback Survey

The Procurement Crganization's Procurement Performance Management Assessment Plan (PERWAR)
provides for monitoring of all new awards in an effort to assess customer satisfaction related to the source
selection and award process. Please complste the following survey accondingly.

Contract Mumber: NO0175-04-D-0000-0002

| feel the Procurement Organization was responsive to my needs.

Absalutely
Above Average
Acceptable
Somewhat

Definitely Mot

e Be e B

Cormrments:

This requirement was awarded in time to support my project.

Absolutely
Above Average
Acceptable
Somewhat

Definitely Mot

e Tae e Bae

Comments:

l“-‘n!‘ - = - —dl e oa

Figure 192: Customer Satisfaction Survey

The available responses for all questions are:

= Absolutely

=~ Above Average

= Acceptable

= Somewhat

~  Definitely Not
In addition to the available responses, there is a text box to enter any additional Comments.
The complete list of questions is:

= | feel the Procurement Organization was responsive to my needs.
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= This requirement was awarded in time to support my project.

= The contracting personnel worked with me to develop acquisition strategies early in the
planning process.

= If there were problems encountered, they were handled in a timely manner and solved
effectively.

-~ The Procurement Organization's Level of Professionalism was:
=~ My overall experience with the Procurement Organization has been:

~ Suggestions on how the Procurement Organization can better serve your needs:
(comments only)
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6

Reports

This section details the Reports training session. The Reports training session follows the
structure outlined in the SeaPort Il Training Plan, Section 3.1: Training Methodology, and
contains the key concepts outlined in Section 5: Training Curriculum.

6.1

Reports Overview

SeaPort includes report-generation functionality and a small set of standard reports.

SeaPort administrators can develop custom site-specific reports. These can then be added to
the SeaPort Reports menu page. See your SeaPort administrator for more information.

Currently SeaPort includes the following reports.

&

&

&

Advanced Planning Report

Customer Survey Report

Customer Survey Scoring Summary Report

Executed Task Orders Report

Issue Resolution Desk (IRD) Report
Option Expiration Report

Package Status Report

Procurement Summary Report

Q & A Status Report

Small Business Report

Small Business Subcontracting Report
Solicitation Report

Master Task Order Report

Task Order Award Report

Task Order Cumulative Status Report
Task Order Report

TimeStamp Report

TimeStamp Per Package Report

TO Cost Reduction Report

TOPE Report

TOPE Scoring Summary Report
TOPE Status Report

Workload Report

NOTE: Not all users will have access to the same reports.
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Do the following to select a report:

1. On the SeaPort home page, select Reports from the header navigation.

2. Click on the report title. This is a hyperlink that loads the selected report setup.

3. Some reports require further information. For example, you may need to select from a list
of contractors, procurement types, or negotiators.

4. After selecting the appropriate parameters, click the Generate Report button.

5. SeaPort creates the report and displays it in a separate window.

NOTE: If the report is a standard report, it will be displayed using the Adobe
Acrobat Reader. If it is a custom report developed with some other
reporting tool, (e.g., Crystal Reports), it will be displayed using the
appropriate viewer (e.g., Crystal Reports' viewer).

o | o
NOTE: If the report you are running is a custom Crystal Reports report,

SeaPort Reports SeaPort Report Menu

> Advanced Planning Report

*Customer Survey Report

> Customer Survey Scoring Summary Report
*Executed Task Orders Report

>Issue Resolution Desk {(IRD) Report

> Option Expiration Report

Package Status Report

I Procurement Summary Report

Q) & A Status Report

>Small Business Report
>Small Business Subcontracting Report

you may save an electronic copy of the report by selecting the Export
Report button and selecting an export format.

I*Solicitation Report
>Master Task Order Report

>Task Order Award Report
Task Order Cumulative Status Report

*Task Order Report
TimeStamp Report
TimeStamp Per Package Report
TO Cost Reduction Report

TOPE Report
TOPE Scoring Summary Report

>TOPE Status Report
> Workload Report

Figure 193: Reports — Reports List
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6.2  Advanced Planning Report

The Advanced Planning Report displays estimated target dates for various milestones in the
acquisition lifecycle for selected procurement packages. The SeaPort Advanced Planning
Report will be available to the 1102 and PCO users from the Seaport menu. Enter your report

criteria to change the results that are reported.

Note that a solicitation’s advanced planning data must be released by the PCO in order for it

to be included in the Advanced Planning Report.

Table 86: Advanced Planning Report Parameters

Field Type Data

Sorted By Dropdown | Sort the report by Solicitation Number, Activity, Set Aside,
or Zone via the dropdown list.

Effort Type Dropdown | Select SeaPort or SeaPort Enhanced. The report will be
limited to the Effort Type selected.

Set Aside Dropdown | Select Full Set Aside, Cascade, or No. The report will be
limited to the Set Aside type selected. This parameter is
only visible for Seaport-e efforts.

Command Dropdown | Limit the report results to the Command chosen from the
dropdown list. Selection of a Command will refine the list
of available Activities to select.

Activity Dropdown | Limit the report results to the Activity chosen from the
dropdown list.

Zone Dropdown | Limit the report results to the Zone chosen from the
dropdown list. This parameter is only visible for Seaport-e
efforts.

Report Parameters Daranabers | SoaBort faperts Sarm

Advanced Planning Report

Hepan Selings:

| GaremmRepor || CleerFiers |

Saored hy Solichaban Mumber -
Fibtered by
Effort Type | SetectEfor Tupe |
Camimand | Exfec Command V|
i i.an.::nl I:Iund-l:":nnrrrn-:.nd #
'HI"EFWI i OOkl ARFORLANT Contracling
I'rn'.'.r raée.lecr":':'m HELER
HEEy: | Comiracting Ctice - CHIFF
s yaes) |

Engineeting Frid Achily Chassresie HAYFAD

Hoga: To ssisct 2 f0er valis o nead io make & salectian fam 2 K5 (F apaicahle) or snder 3 valse
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Figure 194: Reports — Advanced Planning Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a
separate window.

Close

Advanced Planning Report

Report Date: ?_a'?,o"Z_II:IIIIS 1:54:36 PM EST

Package Number:

PR NOODZ24-03-MR-00321

Package Status: PR Craft

Effort Type: SeaPort-2

Zone: Midwest Zone (5]

Set Aside: Full

Actwiby: MAWESEA

Period OF Performance: BfZ20/2005 - &/19/2010
Revision Number: 5

Brief Descrption:

POC:
POC Email Address:
POC Phone Number:

Updated by the 1102 user while in another users inbox
[was

This description was updated by NAVSEAPCO after the plan data had been
teleased and the package routed to the 1102 user, *#*E#EE Thiz was
updatad by the 1102 user without having to get the plan data re-approved
by the PCO

J
MavseaP oo

seaporttraining@aquilent. carm
202-111-13111

Initial Meaeting: &/6f2005
Issuance of Pre-Solicitation Notice: &f13/2005
Receipt of Complete Requirement Package: &/20/2005
Issuance of Draft Solicitation: B/ 22/ 2005
Pre-Solicitation Conference: TED
Issuance of Final Solicitation: TED
Proposal Submission Deadline: TBD
Initiate Technical Ewaluation: TED

Oral Proposal Session: TED
Complete Technical Evaluation: TED
Award Task Order: TED

Incumbent Company:

Package Number:
Package Status:

Incurnbent Cormpany

S0 MOO0Z24-05-R-3398
Saolicitation Released

Effort Type: SeaPart-e

fone: Mid Atlantic Zone (3]
Set Aside: Full

Actwity: MAWEEA

Perod OF Performance: 243042005 - 920/ 2006
Revision Numbear: 3

Brief Descrption:

POC:

POC Email Address:

POC Phone Humber:

Initial Meeting:

Issuance of Pre-Solicitation Notice:

Engineering Services far FISC Phila
Training PCO 11

rmichael. deutschi@aquilent cam
301-93%9-1000

TBD

TBD

Figure 195: Reports — Advanced Planning Report
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6.3  Customer Survey Report

The Customer Survey Report displays completed customer feedback surveys and a tabulated
survey average. The SeaPort Customer Survey Report will be available to the 1102 and PCO
users from the Seaport menu. Enter your report criteria to change the results that are

reported.
Table 87: Customer Survey Report Parameters
Field Type Data

Effort Type Dropdown | Select SeaPort or SeaPort Enhanced. The report will be
limited to the Effort Type selected.

Contractor Dropdown | Limit the report results to the Contractor chosen from the
dropdown list.

Command Dropdown | Limit the report results to the Command chosen from the
dropdown list. Selection of a Command will refine the list
of available Activities to select.

Activity Dropdown | Limit the report results to the Activity chosen from the
dropdown list.

TO Number Dropdown | Limit the search results to the Task Order Number chosen
from the dropdown list.

Dated Between Text Box | Enter To and From dates to define the report period.

PCO Dropdown | Limit the search results to the PCO chosen from the

dropdown list.

April 24, 2006

Limited Governmental Purpose Licensing Rights

205



Virtual SYSCOM / NAVSEA SeaPort

Training Session Details, Version 1.10: Reports ﬂ A Q U ’ L E N T

Report Parameters Pavamatars | SasBot Beports Mon
Customer Survey Report
Fillered hy:
Effort Tiyje Select Effan Type kd
Contractor Select Confraciar -
Command Selecl Command W
\Blourt |=land Command L
Aty COMMARFORLANT Conlracing

(Fais dossn the Girkkey o COMMARFORS0OUTH
asiect rraitpkes veles) Contrading Office - CERF

Engireering Field Acivity Chesapeaks, NAYFAC e
TO Habmber Saled TO Humbet .
[ratad Behween | i B | i
FCO Select PCO hi
| Gererole Fepot. || CleorFikes |

MNota: To selocd & sy vl wou noed bo make 5 apeoton froam & hot [ apadostds) oF anded & vakse

Figure 196: Reports — Customer Survey Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a
separate window (Crystal Report Viewer).
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Task Order Average Score 4.00

Task Order Number N00024-01-D-1112-0024

Survey 1

Question 1 Scale Score 4

| feel the Procurement Organization was responsive to my needs.

Cormmaents

| feel the Pracurement Organiz atioh was responsive to y heeds

Question 2 Scale Score &

This requirement was awarded intime to support my project.

Comments

This requirement was awarded in time to support my project.

Question 3 Scale Score 4

The contracting personnel worked with me to develop acquisition strategiss early in the planning process.

Comments
The contracting personnel worked with me to develop acquisition strategies early in the planning process

e e W PP e I R Y S

Figure 197: Reports — Customer Survey Report

6.4  Customer Survey Scoring Summary Report

The Customer Survey Scoring Summary Report displays scores for Task Orders and an
Average Score. Enter your report criteria to change the results that are reported.

Table 88: Customer Survey Scoring Summary Report Parameters

Field | Type | Data

Effort Type Dropdown Select SeaPort or SeaPort Enhanced. The report will
be limited to the Effort Type selected.

Contractor Dropdown Limit the report results to the Contractor chosen from
the dropdown list.

Command Dropdown Limit the report results to the Command chosen from
the dropdown list. Selection of a Command will refine
the list of available Activities to select.
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Field Type Data
Activity Dropdown Limit the report results to the Activity chosen from the
dropdown list.
Dated Between Text Box Enter To and From dates to define the report period.
TO Number Dropdown Limit the search results to the TO Number chosen from

the dropdown list.

PCO Dropdown Limit the report results to the PCO chosen from the
dropdown list.

Report Parametaers [S— [T ——
Customer Survey Scoring Summary Report
Fitterad by:
Effort Typa Salect Effard Typa bt
Comtracior Select Coriractar b
Command Salect Command v
Blourt Island Commend ~
Sactiuity riracting =
[Hok dawn Hha COMMARFORLAMT Ca i
COMMARFORE0OUTH
Clollrey do sakaci?
T E‘nnlrnl:hl:lg D'!IEE-':EPF
Engires=ring Field Aty Che=apeake, NaWFAT W
TO Humber Select TO MNumber W
Dated Beteraan M gnd | m
PO Saled PCO W
| Genareis Fieport | | ClearFillers |
MNote; To select 7 fiter valie pou nead iv maftie @ selachon from 2 s (7 apelicabiel or antar @ kale.

Figure 198: Reports — Customer Survey Scoring Summary Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a
separate window.
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Naval Sea System Command ﬁSeaPUrt
e SeaPort Office
Repor was created on: 152872005 10:38:56AM
Customer Survey Scoring Summary Report
Report filter(sk MNone
Task Order Numher Question  Question  Question Question Question  Question Average

1 2 3 4 5 [ Score
N00024-01-D-7013-0023 500 500 500 500 500 500 500
HO0024-01-D-7014-0002 500 433 433 400 400 367 4322
M00024-01-D-7016-0011 500 500 500 500 500 500 500
H00024-01-D-7017-0024 4350 350 4350 400 450 400 4.17
N00024-01-D-7022-0006 350 400 500 500 500 350 433
HO0175-04D-4012-0002 450 sno 400 4.50 450 4.50 4.50
HN00178-04-D-4018-0006 500 333 247 433 400 467 400
HO0175-04-D-4018-0009 500 400 400 300 300 300 367
HO0175-04-D-4018-0010 467 400 387 467 387 467 422
HO0178-04-D-4018-0011 500 400 300 1.00 500 200 333
NO0178-04D-4018-0012 500 400 433 367 367 367 406
HO0175-04-D-4018-0013 500 500 350 400 400 400 435
MO0172-04D-4018-0014 500 500 300 200 300 300 350
MO0173-04D-4028-0002 367 300 333 267 267 333 311
N00178-04-D-4030-0002 447 400 433 433 433 433 433
M00175-04D-4030-0003 500 433 433 467 333 sno 444
MO0178-04-D-4030-0005 500 433 300 333 367 333 378
HO0175-04-D-4030-0006 500 400 300 2.0 300 400 3.58

<HO01 IS4 DANZ000%7 s 3330 oa SATE Ll a0 AT e A ALt DB

Figure 199: Reports — Customer Survey Scoring Summary Report

6.5 Executed Task Orders Report

The Executed Task Orders Report displays Task Orders and Modifications that were executed
during a specific time period. Enter your report criteria to change the results that are reported.

Table 89: Executed Task Orders Report Parameters

Field Type Data
Sorted By Dropdown | Sort the report by TO Number.
Effort Type Dropdown | Select SeaPort or SeaPort Enhanced. The report will be
limited to the Effort Type selected.
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Field Type Data

Contractor Dropdown | Limit the report results to the Contractor chosen from the
dropdown list.

Command Dropdown | Limit the report results to the Command chosen from the
dropdown list. Selection of a Command will refine the list
of available Activities to select.

Activity Dropdown | Limit the report results to the Activity chosen from the
dropdown list.

Dated Between Text Box | Enter To and From dates to define the report period.

Report Parameaters Papsmptace [§ Ganiicet Rapoe Hanu

Executed Task Orclers Report

Repart Setings:

Sored by | T raurnber -
Filtzrad hy:

Effort Type | Salact Etiot Type -

Contractor | Saelact Confractar

Command | Selad Cammand -

Blaunt leland Comnead

Ok ARFORLANT Carsmeting
Lok ARFORSCLITH
Caorrading Cice - CRIRF

Bctivity
(Had chowen e Chakey ta
sekact puatis wahiss)

Dated Benween [ | @ ang

[ Genemte Fepan || CleorFilers |

Engineann Fisld Actiaby Chezmpenke. NAVEAL

Mhode: To selaci & J0es walie Wou pesd o mehe & asiection v & 081 [ spphcabie) of sries & vk

Figure 200: Reports — Executed Task Orders Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a

separate window (Crystal Report Viewer).
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Naval Sea System Command ?

S, SeaPort Office SeaPort
SeaPort Executed Task Order Report reportwas created on:  1/28/200512:03:12PM
Report fifter(sk None

‘ TO Numbh er Total Ob Bzated Incremental Funded — Date Execuied Program Office

Amount Amount

NO0024-01-D-T010-0004 $60,000.00 $60,000.00 1172652001 N&WSES 05N
MO0024-01-D-7010-000401 $120,000.00 $60,000 .00 0172552002 N&VEES 05N
MO0024-01-D-7010-000402 $120,000.00 $60,000.00 0411252002 N&VSEL 05N
MO0024-01-D-7010-000403 $236,912.00 $56,918 00 07172002 N&VEES 05N
MO0024-01-D-7010-000404 $236,918.00 $0.00 09r272002 NaV3ES 05N
WOo024-01-D-7010-000405 $296,912.00 $60,000.00 1172292002 NAVSEL 05H
NO0024-01-D-T010-000406 $3356,912.00 $60,000.00 0172152003 N&WSES 05N
MO0024-01-D-7010-000407 $419,912.00 $63,000.00 04092003 N&VSEL 05N
NO0024-01-D-T010-000408 347991200 $60,000.00 007292003 N&WSES 05N
MO0024-01-D-7010-000409 $479.912.00 000 105012003 N&VEES 05N
MO0024-01-D-7010-000410 $543,918.00 $64,000.00 11r07W2003 N&VSEL 05N
MO0024-01-D-7010-000411 $607,912.00 $64.000.00 03f01r2004 N&WSEL 05N
MO0024-01-D-7010-000412 $671,9128.00 $64,000.00 03072004 N&VEES 05N
MO0024-01-D-7010-0005 $75,000.00 $75,000.00 12r21r2001 Deep Submergence 3vs
MOo024-01-D-7010-000501 $158,616.00 $83,616.00 0271552002 Deep Submergence Sys
MO0024-01-D-7010-000502 $176,262.00 $17,646.00 0Er292002 Deep Submergence 3vs
HOo024-01-D-7010-000503 $176,262.00 $0.00 097272002 Deep Submergence Svs
MO0024-01-D-7010-0008 $20,000.00 $20,000.00 0270552002 SE& 00T
MO0024-01-D-7010-000601 $114,329.00 $34,329.00 0411652002 SE& 00T
WO0024-01-D-T010-000602 $114,329.00 3000 00971352002 SE& 00T
MO0024-01-D-7010-000603 $134,329.00 $20,000 00 017152003 SE& 00T
NO0024-01-D-7010-000604 $134,329.00 $0.00 01r2352003 SE& 00T
WO0024-01-D-7010-000605 $154,329.00 $20,000.00 0270352003 SE& 00T
MO0024-01-D-7010-000606 $121,524.00 $27,185.00 0373152003 SE& 00T

RO A L TLT0L 000060 o s o W BATLILENR & o ™ s e A0 2RO o OSONINT e g SFA BT "

Figure 201: Reports — Executed Task Orders Report

6.6  Issue Resolution Desk (IRD) Report

The Issue Resolution Desk (IRD) Report displays all issues logged in the system. Enter your
report criteria to change the results that are reported.

Table 90: Issue Resolution Desk (IRD) Report Parameters
Field Type Data

Effort Type Dropdown | Select SeaPort or SeaPort Enhanced. The report
will be limited to the Effort Type selected.

Contractor Dropdown | Limit the report results to the Contractor chosen from
the dropdown list.
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Field Type Data

Command Dropdown | Limit the report results to the Command chosen from
the dropdown list. Selection of a Command will
refine the list of available Activities to select.

Activity Dropdown | Limit the report results to the Activity chosen from
the dropdown list.

TO Number Dropdown | Limit the search results to the TO Number chosen
from the dropdown list.

Dated Between Text Box | Enter To and From dates to define the report period.

Report Parameters

lesue Resolution Desk (IRD) Report

Papameaters  § SeaPort Roports Man

Blount Island Commend

A
[Hokd down tsa Ctrkay ta | COMMARFORSDIUTH
saac! mediple valies| Conracing OHice - CBIRF

COMMARFORLAMT Canbradting

Filtered by
Effort Type Eslact ENor Type -
Contractor Sl Corgmctar
Command Selac Command -

(L

Engineering Field Adivity Chezapeake, WayFALC o
T Humber Seleci TO Mumber =
Dated Beteraan | A and il
[ Seneree Report ] [ Clear Filters

Mote: To aslect & Fater valve pow need fo sbie 8 asieclion from & bal (§ spplicabie| o eaber 7 valbe

Figure 202: Reports — Issue Resolution Desk (IRD) Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a

separate window (Crystal Report Viewer).
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Naval Sea System Command P
Mo SeaPort Office 'SeaPort
Sﬂfﬂ.’naf]f IRD Repan Report was created on: 1/282005

Criteriz: AN task ordars for RBAF Systems

TO Humber | NO017%-04-D-0000-000101

TO N DougTOM
Task 2 from TOM

Yor finn has wot yet corplied writh the material e lement of the statemment of work applicable to task 2.

Please prowide your plan of corrective action a2 sooh a5 possible.

Tack 2 from MAC
The delay m ourresponse is due to o habilifyto getmore specific dfonnation regarding the percemed lack of compliance with the
requirements of Task 2, which iz assigned to o sabcontractor.
We are detennmed to meet arge and allTequiremerds of the Staterment of Work and would greathy appreciate any additional specific
formation a5 to o lack of complisvce I this regand.

Lateress fromm TOM

Seweral employees aTe Corming to work aftel our agreed-upon coTe worl howurs .

T T T e N P . e

Figure 203: Reports — Issue Resolution Desk (IRD) Report

6.7  Option Expiration Report

The Option Expiration Report is used by the PCO to get an idea of options that are coming up
on expiration. This assists the PCO in gauging workload. Enter your report criteria to change
the results that are reported.

Table 91: Option Expiration Report Parameters

Field Type Data

Effort Type Dropdown | Select SeaPort or SeaPort Enhanced. The report will be
limited to the Effort Type selected.

Contractor Dropdown | Limit the report results to the Contractor chosen from the
dropdown list.

Command Dropdown | Limit the report results to the Command chosen from the
dropdown list. Selection of a Command will refine the list
of available Activities to select.

Activity Dropdown | Limit the report results to the Activity chosen from the
dropdown list.
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Option SLINs that Text Box | Enter a number of business days in the text box in order to
expire within refine your search.
Report Parameters [ LT ——
Option Expiration Report
Filtered by:
Effiert Tyne Select Efad Type b
Contracinr Salack Contrasior e
Command Salect Command >

Blourd |zlsnd Cammand
COhmALRFORLAMNT Contraciing

|11

.
[Hokd down tha Cha-

Py COrMARFORIOUTH
m‘f* T Corirading Ofica - CEIRF
itz L2 Ergneeing Fiald Adrity Chesapaaks, ey FAC W
Option SLINs that ——— . B
expire within buziness day(s)  (* Required)
| GerermsPepot || ClearFilers |

Mote: To selact & Fitar value o reaid 1o poahia 8 salsction from & 08 (F saplicatua) or anfar & w3

Figure 204: Reports — Option Expiration Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a
separate window (Crystal Report Viewer).
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Sk

Naval Sea System Command
SeaPort Office

?Sea Port

Option Expiration Report Report was created on 01/28/2005
Option SLINs to he Expired on/before: 6/3/2005
‘ Task Order Numher Contractor FCO SLIN ID Expiration Date
1 N0O0024-01-D-7013-0013 Anteon Corp. David &. Diarmantopoul 0001DA 05/0142005
2 HOo0024-01-D-7017-0014 Computer 5ciences Corp. Diavid & Diamantopoul 00030 & 0200502005
3 N0O00Z24-01-D-7017-0014 Computer Sciences Corp. David &, Diamantoponl 0003DA 027052005
4 HO0024-01-D-7017-0014 Computer 3 elences Corp. Diavid &, Diamantopounl 0001C & 02052005
5 MO0024-01-D-7027-0003 Planning Consultants Ine. David &. Diamantopoul O001E& 052102005
§  M00024-01-D-7027-0003 Planning Consultants Inc. David &. Diamantopoul 0003EL 052142005
7 M00024-01-D-7023-0021 JohnT. Mchiullen &ssociates In  Joann . Vitek 0003B & 0153102005
g M00024-01-D-7011-0002 Advanced Engineering & Fesea  David & Diamantopoul 0002B & 051072005
o N0O00Z4-01-D-7011-0002 Adwvanced Engineering & Resea  David &, Diamantopoul 00038 & 0571002005
{0 W00024-01-D-7028-0009 TMASC Joint Venture Llvin L. Hill noolsH 04r26i2005
11 M00024-01-D-7028-0009 THMASC Joint Venture Alvin L. Hill 0001 AB Ddr2ar2005
12 N00024-.01-D-7028-0009 TMASC Joint Venture Alvin L. Hill 0003 AB 042752005
1z HN00024-01-D-7022-0009 TMASC Joint Venture Alvin L. Hill 0001 AF 04r2652005
14 H00024-01-D-7028-0009 TMASC Joint Venture Alvin L. Hill 0001 AQ Darzar2a0s
15 HN00024-01-D-7022-0009 THASC Joint Venture Alvin L. Hill 0001 &35 04r2602005
16 HN00024-01-D-7022-0009 TMASC Joint Venture Alvin L. Hill 000l Ay 04r2652005

16 package(s) have been found to match your search criteria.

Figure 205: Reports — Option Expiration Report

6.8 Package Status Report

The Package Status Report is a top-level management report about SeaPort activity at the

roll-up level. It displays information about all procurement packages and their state. Enter
your report criteria to change the results that are reported. Practice PRs are excluded from
the report.
Table 92: Package Status Report Parameters
Field Type Data
Effort Type Dropdown | Select SeaPort or SeaPort Enhanced. The report will be
limited to the Effort Type selected.
Contractor Dropdown | Select a Contractor from the list. The report will be limited
to the Contractor selected.
Command Dropdown | Limit the report results to the Command chosen from the

dropdown list. Selection of a Command will refine the list
of available Activities to select.
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Field Type Data

Activity Dropdown | Limit the report results to the Activity chosen from the
dropdown list.

Dated Between Dates The report will show procurement documents processed
within this date range.

Value is more Text Box | The report will show procurement documents with a value

than/less than in this range.

Length is more Text Box | The report will show procurement documents with a

than/less than duration within this range.

Report Parameters Paramubors [ Sunfork Reports Henu

Package Statue Report

Length is mora |

than yaans) ehd is less than

[ GenarsteFepor || ClerFikers |

Filterad lny:
Effort Type Select Effar Tvpe i
Comndracian Select Coniracior
Comemrand Select Cornmantd b
Aothity Blourt leland Cammeand
[Howd dowe the COMMARFORLANT Contracting
G-y ¥a |COMMARFORS0OUTH
Bakend maudipke Conlrecing Ofice - CBIRF
kg Engiresring Field Aclkaty Chiesapeake, MAWFAT
[Drated Between [E and
.:1::‘ Mpans % and ig bBesthan SE

Mote: Toaslect & Wisr valse vou need (0 nesfie & selechon fom 8 bal (1T sonficatis] o enber g vale

Figure 206: Reports — Package Status Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a

separate window (Crystal Report Viewer).
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Naval Sea System Command ?SeaPort
S SeaPort Office
Package Status Report Report was created an; 152812005 2:13:53FM
Procurement documents
Repart aa of 28 January 2008 Practice PRE excluded.  Shown with most current vaite.
W alug | Gluantity ]
PR Draft 3721126803 84
Solicitation Draft 1,158,350,894 e
Solicitation Released 4,669,910,410 31
Bid Evaluation 837,225,675 20
Solicitation Amendment Draft 161,350,000 9
Task Order Draft 149,853,115 "
Taszk Order Executed 2G0G,AO2,733 116
Task Crder Executed, with W ad in Draft 2,236,916,212 a0
Task Order Complete 4,610,228 22
Task Order Closed 35,738,120 1
Total: 15,581,684,901 443
Prosudant RacumenterDegcaccadfromn 4/4%01 ¢t LIRDFE . g o e

Figure 207: Reports — Package Status Report

6.9 Procurement Summary Report

The Procurement Summary Report displays a summary of all procurement documents
organized by procurement cycle state. Enter your report criteria to change the results that are
reported.

Table 93: Procurement Summary Report Parameters

Field Type Data

Effort Type Dropdown | Select SeaPort or SeaPort Enhanced. The report will be
limited to the Effort Type selected.

Contractor Dropdown | Only display awarded task orders with the selected
contractor. Choose a contractor from the dropdown list.

Command Dropdown | Limit the report results to the Command chosen from the
dropdown list. Selection of a Command will refine the list
of available Activities to select.

April 24, 2006 Limited Governmental Purpose Licensing Rights 217



Virtual SYSCOM / NAVSEA SeaPort

Training Session Details, Version 1.10: Reports ﬂ A Q U ’ L E N T

Field Type Data

Activity Dropdown | Limit the report results to the Activity chosen from the
dropdown list.

Directorate Dropdown | Limit the search results to the Activity/Directorate chosen
from the dropdown list.

Customer Dropdown | Limit the search results to the Customer chosen from the
dropdown list.

Report Parameters [I— -
Procurement Summarny Report
Filteras by:
Effort Type Select Efiort Tupe ~|
Cantracior Salact Conlracior o
Camunand Select Comirend ~|
Blown klend Coramand -
M'"'E’M e |CMMARFORLAINT Caniracing
m : oM MARFORE0LITH
2y e S8l | o racing Office - CBIRF
reuliphe values) e Bl e Sl
Engneenng Fiald Acity Chesapeake, RAaFAC bl
Diir e cbor ate |
Customer Balat &l |
| Ganerate Fepon | | ClearFifters |
Mo Ta aaisc! 8 filer valie pou need 1o msfie & selactan fom a Ned (I spaboablel or eader 8 valus.

Figure 208: Reports — Procurement Summary Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a
separate window (Crystal Report Viewer).
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J}L(ﬁ Naval Sea System Command
Sk SeaPort Office SeaPort
Report was created on: 172802005
Criteria: All Procurement Documents Awarded Task Orders, Under Evaluation, Awaiting Proposals, RFPs Under Devefopment, and PRs Under Devefopme
Awarded Task Orders
Total § Total$ _ _
Contracior Task Ordex umhe Custonner Task (exchiding (nchting Vabue of Obligated Des aription
vew Avard Tem) Award Term) (o2 0=

1 Derot System s H00024-01-D-7010-0004 HAVSESL 05H 1 §T43.825.00 §T43.825.00 74383500 $671.913.00 Techmical Support to the
GoTemm ent Engmesring for Reduaced
Services Maintenanee, Capital

Frresren:

2 Derct Systems H00024-01-D-7010-0005 Daep 5 $L5TLIIE00 $L5TLIIE00 $176,262.00 FITE26200  Progam Maragement and
Gomemm ent Subm ergence Sys Engitieering Serices for the
Semrices Dreep Submergence Rescue

et

3 TerotSystems HO0024-01-D- 70 10-0006 SEA 00T k] $T7E.152.00 FL3IPEEIT.00 $439.916.00 $422753.00  OconpationalSafery and
GoTemment Health (03H) Program
Semrices

4 PemotSystems H00024-01-D-7010-0007 PMS450/SEA 92 5 $3.079.764.00 $3.079.764.00 $1,799,558.00 $1.296,250.00  The Team Submarine
GoTemment hssistand for Submarine
Serrices Ermironm ent, Oc cup atioral

rfetyront

5 Perot Systems HO0024-01-- 70 10- 0008 onT 5 $1,773,582.00 $3.881,376.00 §1,026,153.00 $679,194.00 WEFPA Frogiam Support
Gomemm et
Serrices

6 Perct Systems H00024-01-D-7010-0008 PHG430 5 $308,323.00 £595,200.00 $67.046.00 $67.04600  Adminiswative and duta
Gromemm ext W anagem ent supportfor
Serrices DME4ZD

7 Derot Systems H00024-01-D-7010-0010 0 1 $297,119.00 $297,119.00 $255,375.00 $255,375.00 Professiona] Engineering
Gomemm ent Support Service
Serrices

1 .. o sge e

Competition Sensitive Data |

Figure 209: Reports — Procurement Summary Report

6.10 Q & A Status Report

The Q & A Status Report displays scores for Task Orders and an Average Score. Enter your
report criteria to change the results that are reported.

Table 94: Q & A Status Report Parameters

Field Type Data

Package Number Dropdown Limit the report results to the Package Number chosen
from the dropdown list. To see results for all packages,
do not select a Package Number.

Effort Type Dropdown Select SeaPort or SeaPort Enhanced. The report will
be limited to the Effort Type selected.

Command Dropdown Limit the report results to the Command chosen from
the dropdown list. Selection of a Command will refine
the list of available Activities to select.

Activity Dropdown Limit the report results to the Activity chosen from the
dropdown list.
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Field Type Data
Zone Dropdown Limit the report results to the Zone chosen from the
dropdown list.
Set Aside Dropdown Select Full Set Aside, Cascade, or No. The report will
be limited to the Set Aside type selected.

Report Parameters

Paramaters  [§ SesPork Peporks Meno

Q & A Status Report
Filtered by
ﬁ::::‘l'::j"" Salac: Solicimion Number = |
Effort Type EI::tEI‘IcrITypr 'fl
Comrnanid Select Commeand - |
Blauwil Elend Command -
ucthilny COMMARFORLAMNT Contracling
Lok daum 1 oM ARFORS0LTH
Ciribeyto Sel86t | oo rracting Cifics - CEIFF
ik rday Engneenng Fiald Aclity Ches apsake, MAayFaC i
| Genereie Fieport J I_ Cear Filters |

Note: To select 7 fiter value pow maad 1o meaka 3 sakciion from 3 Ss! (X sapicabial or antar 3 vale

Figure 210: Reports — Q & A Status Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a

separate window.
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J}L{ﬁ Naval Sea System Command ?SEHPOIT
e SeaPort Office
Report was created on: 172812005 247 21PM
Q&A Status Report
Report filter(s): None
Package Numh er Numbher of Questions Number of Unanswered Average Answer Time ‘
Questions (Days)
SD N00024-04-R-3014 3 2 0.00
SD N00024-04-R-3065 3 0 0.00
SD N00024-04-R-3073 42 21 0.52
SD N00024-04-R-3075 4 4
SD N00024-04-R-30T6 1 1
SD NO0024-04-R-7048 i 2 0.00
SD N00024-04-R-7051 1 0 0.00
SD N00024-05-R-3003 2 1 0.00
SD N00024-05-R-3055 2 2
5D N00024-05-R-3058 4 4
SD N00024-05-R-3060 3 2 0.00
SD N00024-05-R-3061 3 1 0.00
SD N00024-05-R-3062 2 2
SD N00024-05-R-3066 4 1 0.00
P - PR — P ———— ey — —

Figure 211: Reports — Q & A Status Report

6.11 Small Business Report

The Small Business Report displays completed award amounts and percentages for large and
small businesses. The Seaport Small Business Report will be available to the 1102 and PCO
users from the Seaport menu. Enter your report criteria to change the results that are
reported.

Table 95: Small Business Report Parameters

Field Type Data

Sorted By Dropdown | Choose Contractor, Contract Number, Number of
Task Orders Awarded, Potential Value (Excluding
Award Term), Potential Value (Including Award
Term), Current TO Awarded Value, or Total
Obligations to Date from the dropdown list.

Effort Type Dropdown | Select SeaPort or SeaPort Enhanced. The report
will be limited to the Effort Type selected.
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Field Type Data

Contractor Dropdown | Limit the report results to the Contractor chosen
from the dropdown list.

Command Dropdown | Limit the report results to the Command chosen
from the dropdown list. Selection of a Command
will refine the list of available Activities to select.

Activity Dropdown | Limit the report results to the Activity chosen from

the dropdown list.

Potential Value (Excluding Text Box | Enter a minimum and/or maximum value to further

Award Term) refine the search results.

Potential Value (Including Text Box | Enter a minimum and/or maximum value to further

Award Term) refine the search results.

Current TO Awarded Value Text Box | Enter a minimum and/or maximum value to further
refine the search results.

Total Obligations Text Box | Enter a minimum and/or maximum value to further

refine the search results.

Report Parametears Pawsmntarr [ Sanfinet Baparts Manu

Small Business Report

Currgnt TO fowrardad Value 5

Lass Than

Report Seftings:
Sorted by | Comlracios -
Filtarad by
Effort Type Select Efart Typs i
Contraciag Seled Cammchar
Cormmeamad Seled Commard b
e Elount|=land Cammeand
COMBMARFORALANT Conlracing
gﬂi‘:‘::; COMMARFORSOUTH
" ?- e Conlraling Office - CERF
G ] Egineerlng Field Acivity Chesapeaks, bawFAZ
More Thamn
Potential Walue [Excluding
Aeand Term)
Potential Value (Including g
Bwrand Term)

Total Dhligadions 1

| GenarsteFepor || Cle=rFihers |

Mote: Toaskect & Wer valse vou need {0 nesfie @ selecton fom g bal (1T gonficatis] o enber g vale

Figure 212: Reports — Small Business Report — Parameters
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After entering your report criteria, click the Generate Report button. The report will appear in a
separate window (Crystal Report Viewer).

Naval Sea System Command ?S p
rt
% SeaPort Office Sl
Feport was created on: 1128520049 222:47PM
Small Business Report
Repaort filter(s) None
Company Contract Number of To m.l Value TPml V:_ilue Current ¥ alue Tatal OhLizations
Number Task Orders (excluding Award (including of Task Orders i Date
Term) Award Term) Awarded
Large Businesses
Lrteon Cotp. HO0024-01-T- 7013 15 $332,380,150 643,750,514 £108,102,58 5 $64 573,106
EAE fystems HO0024-01-T- 70 14 10 F267.364,044 F430,073.315 $72.137.535 $56.766,097
CACI Technologies b . H00024-01-T-7015 2 §2.179,562 §3.989,104 £60 5,536 F660,734
Com puater Sciences Corp. Hoo0024-01-D-7017 23 $I38,553,143 FE92.573.640 $136,303,031 F130,896,062
E 34 (+ Technical 3 erwices I HO0024-01-T- 70 10 7 §544. 267,603 $552.690.,832 £135,749.786 £115.097.410
ATET Gomemmert Sebrtirns, le.  HO0024-01-D-7021 4 $20.509,406 F44.,369,421 $11,245,494 $10.646,921
Tobn 1. MeMullen fesocintes Tne.  HO0024-01-D- 7023 20 $254,133,989 F400,337.544 $56.759,60 5 $53.320,924
Lochheed Martin btegrated Systom HO0024-01-D-7025 2 $13.276,188 £22.614,993 £5.472,583 £5.478.583
Hortkrop Gnmman ke Tech Defe  HO0024-01-D- 7026 i1 $64. 313,150 F111463,502 27,121,796 $25 057,193
Plurving Conailants b . HO0024-01-T- 7027 4 $30.821,290 £57.616,188 £3.817.318 £2.851,000
TH ASC Toit Wenbme H00024-01-T-7028 1n §167.928,087 $287,744,200 $30,559,007 $20.959,146
Ve derb g H00024-01-D-7030 f $85.752,222 $162,022,707 $24. 711,534 $23 84 1,665
EAE Systems fpplied Teckmologie  HO0178-04-D-4018 18 $84.620,554 £95.800,553 $35.355,114 $11.754,309
Hemr Tarsey Aesociates HO0024-05-D-3333 1 $35.738,120 F35.738,120 F35.738,120 F11.900,000
Hashro HO0178-03-T- 3330 1 $53.620,500 £53.620,500 $30,122,450 £1.400,000
Large Businesses Sub total: 127 $2,507,608,128  $3,795,054,539 $733,897,674 $545,103,293

Figure 213: Reports — Small Business Report

6.12 Small Business Subcontracting Report

The Small Business Subcontracting Report displays scores for Task Orders and an Average
Score. Enter your report criteria to change the results that are reported.

Table 96: Small Business Subcontracting Report Parameters

Field Type Data
Sorted By Dropdown Sort the report by Contractor, Contract Number,
Number of Task Orders Awarded, or Value of
Subcontracts.
Contractor Dropdown Limit the report results to the Contractor chosen from
the dropdown list.
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Field Type Data

Command Dropdown Limit the report results to the Command chosen from
the dropdown list. Selection of a Command will refine
the list of available Activities to select.

Activity Dropdown Limit the report results to the Activity chosen from the
dropdown list.

Value of Subcontracts Text Box Enter a minimum and/or maximum value to further
refine the search results.

Value of SB Text Box Enter a minimum and/or maximum Small Business

Subcontracts Subcontracts value to further refine the search results.

Value of SDB Text Box Enter a minimum and/or maximum Small

Subcontracts Disadvantaged Business Subcontracts value to further
refine the search results.

Value of WOSB Text Box Enter a minimum and/or maximum Woman-Owned

Subcontracts Small Business Subcontracts value to further refine the
search results.

Value of Hub Zone Text Box Enter a minimum and/or maximum Hub Zone

Subcontracts Subcontracts value to further refine the search results.

Value of VOSB Text Box Enter a minimum and/or maximum Veteran-Owned

Subcontracts Small Business Subcontracts value to further refine the
search results.

Value of SDVOSB Text Box Enter a minimum and/or maximum Service-Disabled

Subcontracts Veteran-Owned Small Business Subcontracts value to

further refine the search results.
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Figure 214: Reports — Small Business Subcontracting Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a

separate window (Crystal Report Viewer).
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Figure 215: Reports — Small Business Subcontracting Report

6.13 Solicitation Report

The Solicitation Report displays summary-level detail of procurement packages in Solicitation
phase. Enter your report criteria to change the results that are reported.

Table 97: Solicitation Report Parameters
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Field Type Data

Sorted By Dropdown Sort the report by Solicitation Number, Activity, Set
Aside, or Zone via the dropdown list.

Effort Type Dropdown Select SeaPort or SeaPort Enhanced. The report will
be limited to the Effort Type selected.

Set Aside Dropdown Select Full Set Aside, Cascade, or No. The report will
be limited to the Set Aside type selected. This
parameter is only visible for Seaport-e efforts.

Command Dropdown Limit the report results to the Command chosen from
the dropdown list. Selection of a Command will refine
the list of available Activities to select.

Activity Dropdown Limit the report results to the Activity chosen from the
dropdown list.

Zone Dropdown Limit the report results to the Zone chosen from the
dropdown list. This parameter is only visible for
Seaport-e efforts.

Report Parameters [E—— T e——
Solicitation Report
Fe et St v sz
Soned by Salicitadion Murnbar b
Filtered by
Effort Type | SeleciEfiot Typs =
Command I Seled Commend - i
corc | Blaunt Island Command A
mm e | COWMARFORLANT Contracting
Dirtheey bo eedect | SOk ARFOREOTH
i vl | COFMECHFD e - CHIRF
i 52 | Engineeting Fiald Aty Chesspesie, HAVFAL W
[ GenarszFepot || ClearFitters |
Mote: To sslect & Mer valve wou e o soehis 8 ssisction from g bat (F spplcats| o enbsr & vaie

Figure 216: Reports — Solicitation Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a
separate window (Crystal Report Viewer).
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Figure 217: Reports — Solicitation Report

6.14 Master Task Order Report

The Master Task Order Report displays all Task Orders within the system. This report is
available only to those with a Super-user role. The Master Task Order Report does not
provide the ability to enter report criteria. The report is executed upon choosing it from the
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SeaPort Reports menu. The results are displayed in a separate pop-up window in HTML
format.
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Figure 218: Reports — Master Task Order Report

6.15 Task Order Award Report

The Task Order Award Report displays scores for Task Orders and an Average Score. Enter
your report criteria to change the results that are reported.

Table 98: Task Order Award Report Parameters

Field Type Data

Sorted By Dropdown Sort the report by Award Date, TO Number, or Total
Potential Value.

Report View Dropdown Select either Government User or Vendor from the
dropdown list.

Effort Type Dropdown Limit the report results to the Effort Type chosen from
the dropdown list.

Customer Dropdown Limit the report results to the Customer chosen from
the dropdown list.

Awardee Dropdown Limit the report results to the Awardee chosen from the
dropdown list.
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PCO Dropdown Limit the report results to the PCO chosen from the
dropdown list.

Re pO I't Pa ram ete rs Parameters SeaPort Reports Menu
Task Order Award Report
Report Settings:
Sorted by |Award Diate V|
Report View |G0vernmentUser v|
Filtered by:
Effort Type |SeaP0n v|
Customer |Se|edAII V|
Awardee | Select Awardee v
PCO | SelectPCO |
Generate Report ] [ ClearFilters
Note: To select a fiter value you need to make a selection from a list (if applicable) or enter a value

Figure 219: Reports — Task Order Award Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a
separate window.
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Figure 220: Reports — Task Order Award Report

6.16 Task Order Cumulative Status Report

The Task Order Cumulative Status Report displays summary-level data for various Task
Orders. Enter your report criteria to change the results that are reported.

Table 99: Task Order Cumulative Status Report Parameters
Field Type Data

Sorted By Dropdown Sort the report by TO Number, Effort Type, Contractor,
Set Aside, or Zone via the dropdown list.

Effort Type Dropdown Select SeaPort or SeaPort Enhanced. The report will
be limited to the Effort Type selected.

Contractor Dropdown Select a Contractor.
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Field Type Data

Command Dropdown Limit the report results to the Command chosen from
the dropdown list. Selection of a Command will refine
the list of available Activities to select.

Activity Dropdown Limit the report results to the Activity chosen from the
dropdown list.

Set Aside Dropdown Select Full Set Aside, Cascade, or No. The report will
be limited to the Set Aside type selected. This
parameter is only visible for Seaport-e efforts.

Zone Dropdown Limit the report results to the Zone chosen from the
dropdown list. This parameter is only visible for
Seaport-e efforts.

Report Parameters [H— T Tere——

Task Order Cumulative Status Report

Report Seftings:
Sonted by TO Bumber b
Filtered by
Effert Type iSalaclEﬁnrl Twpe -
Coniractor | eleci Canirector -
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Bl i 208Gt | Cartiecting Ofice - CEIFF
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Figure 221: Reports — Task Order Cumulative Status Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a
separate window.
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Figure 222: Reports — Task Order Cumulative Status Report

6.17 Task Order Report

The Task Order Report displays detailed potential and obligated value and execution dates for
various Task Orders. Enter your report criteria to change the results that are reported.

Table 100: Task Order Report Parameters

Field Type Data

Sorted By Dropdown Sort the report by Contractor, Color of Money, or CLIN.

Effort Type Dropdown Select SeaPort or SeaPort Enhanced. The report will
be limited to the Effort Type selected.

Awarded To Dropdown Only display task orders with the selected contractor.
Choose a contractor from the dropdown list.

Command Dropdown Limit the report results to the Command chosen from
the dropdown list. Selection of a Command will refine
the list of available Activities to select.

Activity Dropdown Limit the report results to the Activity chosen from the
dropdown list.

Value - More Than Text Box Only display task orders where the value is more than
the number entered here.

Value - Less Than Text Box Only display task orders where the value is less than
the number entered here.

Dated Between Text Box Only display task orders where the date executed is
within the date range entered here. Enter the dates
directly using the MM/DD/YYYY format or use the
calendar icons T to choose a date.

Business Ownership Dropdown Only display task orders the selected Business
Ownership type. Choose from 8A, HUB, SB, VET, or
WO.

Status Dropdown Only display task orders with the selected Status.
Choose Ongoing, Complete, or Closed.
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Field Type Data

Directorate Dropdown Only display task orders with the selected directorate.
Choose a Directorate from the list.

Procurement Type Dropdown Only display task orders with the selected Procurement
Type. Choose Competitive or Sole Source.

Selection Criteria Dropdown Only display task orders with the selected Selection
Criteria. Choose a Best Value or Low Cost Tech
Acceptable.

SOW Contains Word(s) | Text Box Only display task orders where the SOW contains the
text entered here.

Funding Type Dropdown Only display task orders with the selected Funding
Type.
Check Box Only display task orders containing Cost Type CLINS.
CLIN Type(s) Check Box Only display task orders containing FFP CLINS.

Check Box Only display task orders containing Cost Only CLINS.
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Figure 223: Reports — Task Order Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a
separate window (Crystal Report Viewer).
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Naval Sea System Command ?
ﬁA@fﬁ SeaPort Office SeaPort

Seaport TaSk Order Report Report was created on: 471 4/2006 4:50:13PM

Contractors
NAVSEA 02
TO Number Value of Total TO Ohligated Value Date Executed ProgramOffice
EHO1 $16,500 $7,500 04/10/2006 ocIo
1 task ordern(s) within office $16,500 §7.500
1 task ordens) with contractor $16,500 §7,500
HNAVSEA 02
TO Number Value of Total TO Obligated Value Date Executed ProgramOQffice
EHO1 §12,000,000 $3,000,000 1102212005 PEC Ships
EHOZ §11,000,000 $45,500,000 1260112005 PEC Ships
EHO3 $2,250,000 500,000 1260712005 Pragram Mame
EHO4 $950,000 475,000 1260812005 Custamer Mame
EHOA $1,000,000 $500,000 1211312005 customer name
EHOT $1,865,000 $824, 000 0111952006 TSA
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8 task order(s) within office §31,960,000 §12,310,000
8 task order(s) with contractor £31,960,000 12,310,000

Figure 224: Reports — Task Order Report

6.18 TimeStamp Report

The TimeStamp Report displays the amount of time each package takes to go from Purchase
Request to Executed Task Order and the amount of time each package spends in ech
particular state. Enter your report criteria to change the results that are reported.

Table 101: TimeStamp Report Parameters

Field Type Data
Sorted By Dropdown Sort the report by Activity or Program Office.
Between Starting Dropdown Display packages between the selected starting event
Event and Ending and ending event. Choose from PR Creation, SD
Event Creation, SD Lock & Release, Bid Event Close, Task

Order Creation, or Task Order Executed. Default action
for the report is to display packages from PR Creation
to Task Order Execution.

Effort Type Dropdown Select SeaPort or SeaPort Enhanced. The report will
be limited to the Effort Type selected.
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Field Type Data

Contractor Dropdown Only display packages with the selected contractor.
Choose a contractor from the dropdown list.

Command Dropdown Limit the report results to the Command chosen from
the dropdown list. Selection of a Command will refine
the list of available Activities to select.

Activity Dropdown Limit the report results to the Activity chosen from the
dropdown list.

Negotiator Dropdown Limit the report results to the Negotiator chosen from
the dropdown list.

PCO Dropdown Limit the report results to the PCO chosen from the
dropdown list.

Dated Between Text Box Limit the report results to the selected date range.
Type dates in directly using the MM/DD/YYYY format
or use the calendar icons T to select dates.

Funding Type Dropdown Limit the report results to the Funding Type chosen
from the dropdown list.

Report Parameters [ES— T rre——

TimeStamp Report
Report Seltings:
Sorted by Ay v
m“ SING  CE Cramnon * and Ending Event | Tnsk Order Ereciied ¥ |
Filtmred by
Efiort Type Epkad EHort Typa W
Comractan ‘Seledt Canvacir w
Command Sel=ct Command b
Etbzunt Islarc Command -~
COMMARFORLANT Cordracting
o o 1he | COMMARFORSOLTH
o ?:igf:;ﬂ Confracing Clice - CEIRF
i Enginzering Field Aciuby Chezapeaks, HaYFAC L
Hegpotiatar Select Hegotistor ~
PCO Selec PCO M
Dated Hetveeen | m and m
Funding Type | Selecl Funding Type w
l Genereie Report J l Cl==r Fill=rs |
Note- To aslect & fiher rabse yoo need o make 1 aslectan fom a kel (iF sopicafus| o enber F vabe
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Figure 225: Reports — TimeStamp Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a
separate window (Crystal Report Viewer).

Naval Sea System Command ?Seaport
m SeaPort Office
Tim eStamp Report Report was created on; 102812005  303:00PM
Report filter(s): Ewvent beginning PRCR. Event ending TOEX. Practice PRs excluded.
. . Active
Package Mame Start Date  End Date Actvity! Program Worki
Directorate Office Days

TO N00024-01-D-7021-0003  OW3152003 091272003 CARDEROCK Code 96 30
TO N00024-01-D-7028-0010  02/12r2004 0311272004 CARDEROCK Nas540 20
TO N00024-01-D-7013-0022 0371652004 041472004 CARDEROCEK Nas540 21
TO N00024-01-D-7013-0023 0372352004 0472872004 CARDEROCK Code 343 26
TO NO0172-04-D-4018-0003 097242004  09r2472004 CARDEROCK 1324 1]
TO NO0172-04-D-0000-0001 1040572004 10M0672004 CARDEROCK 54321 1
TCO NO0172-04-D-0000-0002  01/24r2005 0172772005 CARDEROCK 1324 3
TCO N00024-01-D-7013-0020 1170552003 0272772004 G55 HNEWC PC Code £21 6
TO NO0172-04-D-4147-0002 0471972004 070172004 €55 N3WCFC 52
TO NO0172-04-D-4094-0003 0472652004 07r20/2004 €55 N3WCFC 59
TO NO0172-04-D-4112-0002 0472652004 080572004 €55 N3WCFC 71
TO NOO172-04-D-4012-0003 043052004 071572004 €55 M5WC Panarma City 52
TCO NO0172-04-D-4012-0002  05/05r2004  05f2872004 C53 LCAT 17
TCO NO0172-04-D-4062-0003  05/07r2004 020272004 C53 NEWC PC 59
TO NO0172-04-D-4062-0002 0571152004  05F2872004 C53 NEWC PC 13
TO NO0178-04-D-4094-0002 0572772004 070172004 G535 NEWC PC 24
T NMO0024-01-D-7026-0008 072972003 0372572004 DAHLGREN CDSA WSS 164
WFENO0024-01.0-T02EN002.  09NKAN0T  (IL2AON0Z~Tw HLGREN 0 e o NEECRID (L b R PP

Figure 226: Reports — TimeStamp Report

6.19 TimeStamp Per Package Report

The TimeStamp Per Package Report displays Package Number, PR Development Time, RFP
Development Time, Proposal Development Time, Proposal Evaluation Time, Award Time, and
Total Potential Value. This report may be sorted by any of these values. Enter your report
criteria to change the results that are reported.

Table 102: TimeStamp Per Package Report Parameters

Sorted By Dropdown | Choose Package Number, PR Development Time, RFP
Development Time, Proposal Development Time, Proposal
Evaluation Time, Award Time, or Total Potential Value
from the dropdown list.
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Field Type | Data

Effort Type Dropdown | Select SeaPort or SeaPort Enhanced. The report will be
limited to the Effort Type selected.

Contractor Dropdown | Limit the report results to the Contractor chosen from the
dropdown list.

Command Dropdown | Limit the report results to the Command chosen from the
dropdown list. Selection of a Command will refine the list
of available Activities to select.

Activity Dropdown | Limit the report results to the Activity chosen from the
dropdown list.

Package Number Dropdown | Limit the report results to the Package Number chosen
from the dropdown list.

PCO Dropdown | Limit the report results to the PCO chosen from the
dropdown list.

Report Parameters [——— T ———
TimeStamp Per Package Report
Report Seftings:
Sonted by Package Humber -
Filtrad by
Effort Tyma ==laci Efion Tupe i
Contracior Salec Conracior -
Comimanid Selact Carmmeand -

PCO

Acthvity
rHok awn Bhe Ctahep bo
s uliple valies|

Package Number

Elount lslend Commend -

CiOMbASAFORLANT Canbracting
COMMSRAFORSOUTH
Cordracing CHice - CRIFF

Enginesrng Figkd Actiaty Chesopeake, HAWVFAL w

SelactFCO

| Genermi=Fepot

|| GearFiters |

Selact Package Hurmber -

e

Mote: Ta aslect & Mter valve pou nead o sebio 8 seisclion fom e bat (F spplcatis] or anber & wale

Figure 227: Reports — TimeStamp Per Package Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a

separate window (Crystal Report Viewer).
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Naval Sea System Command ?SeaP()rt
e SeaPort Office
Report was created on: 1/28/20048 3:03:851PM
TimeStamp Per Package Report
Report filter(s): MNone
Package Name Dweranmem Dw:{lnl‘;lpmem D:;:JIGP;:?:m Ezi::::itln Award Total T?tal

(n days) {n days) (n days) (n days) (In days) (In days) Potential Yalue
PF. NO0024-02-NE-00009 824 824 $20,000,000
PR HOO024-02-HE-00022 211 211 $225,000
PR WO0024-02-HE-00024 206 206 $0
PR WHO00024-02-HE-00026 206 206 $0
PF. NO0024-02-HER-00040 790 790 $200,000
PR HOO024-02-HE-00052 719 719 $2,700,000
PR HO0024-02-HE-00063 158 158 $7,500,000
PR MO0024-02-HE-00072 733 733 $50,000
PR WO0024-02-HE-00100 650 650 $15,000,000
PF. NO0024-03-NE-00003 571 571 $2,000,000
PR HOO024-03-HE-00013 533 533 $374,000
PR WO0024-03-HE-00014 501 501 $150,000
PR WO0024-03-NE-00020 491 491 336,507,000
PF. NO0024-03-NR-00023 443 443 $1,100,000
PR HOO024-03-HE-00024 44 44 $45,900,000
PR HOO024-03-HE-00034 305 305 $75,000
PR WO0024-04-HE-00005 323 323 312,000,000
PR WHO0024-04-HE-00019 256 256 $500,000,000
PF.NO0024-04-NE-00036 187 187 $300,000,000
PR HOO024-04-HE-00119 132 132 $10,000,000
PR HO0024-04HE-00145 119 119 $1,000,000
PR NO0024-04NE-001 50 119 118 $2,000,000
A W A e A w W - e r—— YR TR T F o F —r

Figure 228: Reports — TimeStamp Per Package Report

6.20 TO Cost Reduction Report

The TO Cost Reduction Report displays a summary of Task Order Performance Evaluation
data meeting criteria for a particular Task Order. The report contains information on locked
Task Orders and executed Task Orders that have been running for at least a year or are at the
end of their period of performance. Enter your report criteria to change the results that are
reported.

Table 103: TO Cost Reduction Report Parameters

Field ~ Type Data

Effort Type Dropdown | Select SeaPort or SeaPort Enhanced. The report will be
limited to the Effort Type selected.

Contractor Dropdown | Limit the report results to the Contractor chosen from the
dropdown list.
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Field Type Data

Command Dropdown | Limit the report results to the Command chosen from the
dropdown list. Selection of a Command will refine the list
of available Activities to select.

Activity Dropdown | Limit the report results to the Activity chosen from the
dropdown list.

TO Number Dropdown | Limit the search results to the TO Number chosen from the
dropdown list.

TOM Dropdown | Select a Task Order Manager

PCO Dropdown | Select a PCO

Report Parameters Paransubzrs [ Suslork Reports Menu

TO Cost Reduction Report
Filterad by
Effort Type Select Efan Type |
Condraciag Salact Conlraction =
Commeanad Seled Command b
Blounil=lend Carmmand |

Butivity COMMARFORLANT Contraciing
[Foud chown the CirkRey fo  COMMARFORSOLUTH
a=i=c! matiphe reles] Contreding Offic= - CBIRF

Engineenng Field Adinity Chesapeake, NaWFALC b
TO Humber Select TO Murnber =
TOM Sele, TOM >
PCO Select PLD w
[ Genarele Repon ] [ Clesr Fiflers |

Noka- To select @ fibar raksa you need io make @ sekectaon fom a k& (if oaiicabia) or @ntar  vailve

Figure 229: Reports — TO Cost Reduction Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a
separate window (Crystal Report Viewer).
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Naval Sea System Command ?
Sz SeaPort Office SeaPort
TO Cost Reductfon Report Reportwas created on: irr2noa 3:34:00PM
Task Order: NO0178-04-D-5028-000804
PCO: MawseaPCO
TOM: NAVSEATOM
Volume Diseount: True Conversion from G SA: False Competition: True
Guaranteed Savings: False Conversion from Performance Based:  False
Bask for Savings This is the Basis for Savings Caloulation input field on the Task Order savings page.
Cakulation
Justific ation for
Non- Availah ility
Fisical Year Savings Amount Non-Savings Amount
2005 $220,000.00 $0.00
2006 $250,000.00 $0.00
2007 $250,000.00 $0.00
2008 $220,000.00 $0.00
Totals $1,000,000.00 $0.00

Figure 230: Reports — TO Cost Reduction Report

6.21 TOPE Report

The TOPE Report displays a summary of Task Order Performance Evaluation data meeting
criteria for a particular Task Order. The report contains information on locked Task Orders
and executed Task Orders that have been running for at least a year or are at the end of their
period of performance. Enter your report criteria to change the results that are reported.

Table 104: TOPE Report Parameters

Effort Type Dropdown | Select SeaPort or SeaPort Enhanced. The report will be
limited to the Effort Type selected.

April 24, 2006 Limited Governmental Purpose Licensing Rights 242



Virtual SYSCOM / NAVSEA SeaPort

Training Session Details, Version 1.10: Reports

7s7AQUILENT

Field Type Data

Contractor Dropdown | Limit the report results to the Contractor chosen from the
dropdown list.

Command Dropdown | Limit the report results to the Command chosen from the
dropdown list. Selection of a Command will refine the list
of available Activities to select.

Activity Dropdown | Limit the report results to the Activity chosen from the
dropdown list.

TO Number Dropdown | Limit the search results to the TO Number chosen from the
dropdown list.

Date Range Between Text Box | Enter To and From dates to define the report period.

Report Parametears RN [T r——

TOPE Report
Filvgred fy:
Effort Type Seled Etan Type -
Comtractes Select Contracio -
Commeanad Salact Command ol
[Blourd Isk=nd Carmrand p
Activity (COMMARFORLANT Comtracting
[Ho s the Giebiay fo | COMMARFORSOLTH
wakvd madipk valas) Conracting Offica - CRIRF
Engineering Fiald Aty Chesapaake. MaYFRLC |
TO Humber Salect TO Murmbar |
[rated Bervwesn i | m
| GenersteFepot || ClesrFikers |

Motar To gekect & Bar ialbse wou need 1o reafie & selectan e a et (1T qoplicetis) o enber & vale

Figure 231: Reports — TOPE Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a
separate window (Crystal Report Viewer).
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\}l Naval Sea System Command ?

e SeaPort Office SeaPort
5”1‘”1’”3!}" TOPE Repﬂlfr Report was created on: 172242005
Criteria: Alftask orders for
T0 Number | HO00214-01-Dr-
TOM Review Feriod Average Raling 5.00
Wery pleased with the services provided. Perfommance has been profescional and of e2cellent qualiby.

Questons Ferformance C omanents

Rating

Wag the Contractor cooperatitve and capable ¥ 3 Excellent o all aspects of the sapport

provided. Cooperativre capable celf statting,
an asset to the office.

Were cervices andfor deliversbles provided i a time by manmer TS the 5 Services and products consisttly of high

termns of the Task Order? quality and or time .

Howrwould yourate the quality of the services andfor deliverables 5 Consistentty of wery high quality. Veryr

recemed? thorough o contert shd well thoaght out and
well preserted.

Howrwould yourate the overall pefonnance of the contractor A Outstanding perforrmarce .

If yon1 had another requiremernt for these services andsdor deliverables 5 Ahcohite by varithoonat he s fation.

wonld you hire this contractor agam?

Howrwould yourate the performance of the contractor from cost 5 Excellent.

Perspective

MALC Response

wishe s to thank for the outstanding evaliation and we look forward to contimimg o srong
relatiorchip with 4ty professional and outstandimg client staff.

Figure 232: Reports — TOPE Report

6.22 TOPE Scoring Summary Report

The TOPE Scoring Summary Report provides more detailed information on each Performance
Evaluation and a link to view the actual evaluation. Enter your report criteria to change the
results that are reported.

Table 105: TOPE Scoring Summary Report Parameters

Field Type Data

Effort Type Dropdown | Select SeaPort or SeaPort Enhanced. The report will be
limited to the Effort Type selected.

Contractor Dropdown | Limit the report results to the Contractor chosen from the
dropdown list.

Command Dropdown | Limit the report results to the Command chosen from the
dropdown list. Selection of a Command will refine the list
of available Activities to select.

Activity Dropdown | Limit the report results to the Activity chosen from the
dropdown list.
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Field Type Data
TO Number Dropdown | Limit the report results to the Task Order Number chosen
from the dropdown list.
Date Range Text Box | Enter To and From dates to define the report period.

Report Parameters

TOPE Scoring Summary Report

Prarammatars SanPort Benorts Mena

Dated Betwasn |

Eittered by:
Effiert Type |Ee|en:1EI1|:u1.Ty1:-a -
Contracinr | Salact Conracior
Command | Salact Command -
Sor | Blaunt Island Command
mm o | COMMARFORLAMT Coniraching
L.,"Jr.l'-lfmy PR Lo ARFORSCOLTH
e Corracting CHice - CBIFF
i Engineanng Fiald Adivity Chesspesie, HaYFLT
TOMumber | Salect TO Numbsr «|

m and

| Genares Feport H Claar Filters |

Wote: Ta select & flter valve pow tead 0 preha 8 salsction from & 83 (F spplicabial or enbar & vale

Figure 233: Reports —

TOPEScoring Summary Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a

separate browser window.
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3 Commerce One BuySite - Microsoft Internet Explorer =10l x|
=
Close |
TOPE Scoring Summary
Evaluation Period: All
Task Order Number: All
Contractor: All
019 ‘020 ‘030|040‘050‘Q60 ‘ Overall Avg
TO Number Eval Num From To Average Score View
NOOOZ<-01-D-7010-0005 3 12M 72002 12MG2003 1.00 1.00 1.00 1.00 1.00 5.00 167 Lc_g
NOODZ24-04-0-7010-0005 2 12162001 A2M7 2002 3.00 3.00 4.00 5.00 S.00 3.00 2832 u,_g
NOO0Z-01-0-7010-0005 1 40152001 AM/2004 5.00 4.00 2.00 2.00 2.00 1.00 2.00 gg_‘s
NOOOZ4-01-0-0992-0004 1 /1872004 /3072004 | 500 | 400 | 300 | 300 | 400 | 3.00 367 froet
NOO0Z01-D- 00020004 2 103002004 1£3002003 5.00 4.00 .00 4.00 3.00 5.00 433 @
| Average Score | 3.80 [ 320|320 [ 320|300 340 330 |
]

Figure 234: Reports — TOPE Scoring Summary Report

6.23 TOPE Status Report

The TOPE Status Report displays detailed TOPE status information including TOPE number,

status, and date. Enter your report criteria to change the results that are reported.

Table 106: TOPE Status Report Parameters

Field Type Data

Sorted By Dropdown | Choose Task Order Number, TOPE Status, or PCO from
the dropdown list.

Effort Type Dropdown | Select SeaPort or SeaPort Enhanced. The report will be
limited to the Effort Type selected.

Contractor Dropdown | Limit the report results to the Contractor chosen from the
dropdown list.

Command Dropdown | Limit the report results to the Command chosen from the
dropdown list. Selection of a Command will refine the list
of available Activities to select.

Activity Dropdown | Limit the report results to the Activity chosen from the
dropdown list.

Executed TO Number | Dropdown | Limit the report results to the Task Order Number chosen
from the dropdown list.
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Field Type Data

TOM Dropdown | Limit the report results to the Task Order Manager chosen
from the dropdown list.

PCO Dropdown | Limit the report results to the PCO chosen from the
dropdown list.

Report Parameters Paramuters | Sualort Beports Henu

TOPE Statug Repeort
Report Settings:
Sortadd by | T2 Murbar -
Filtered by
Effort Type | s=iamiEnDn Type -
Comiracten | Select Cantractan w
Commamd | Eslad Carmmmnd i
Elurt lsland Command -
Boctivity COMIASRFORLANT Cartacting
[Fods o the Tk ey to COMMERFOREOUTH
Bkt mudiphe ik Contrasing Cfice - CRIFF
Enginaarig Fiekd Aciviby Chemppenka. MAYFAC s
Expcuted TO Humbar | Eclad Expruted TO Mumber +
TOM [EmteciTOM |
o0 |Estampoo -
l Genersie Report ] l Cl==r Fill=rs J
Mote: To aslect & fher rmhse you need to rmake 1 selecton foom 8 bal (iF soplicabis| o enber & valbe

Figure 235: Reports — TOPE Status Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a
separate window (Crystal Report Viewer).
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Naval Sea System Command ?SeaPort
&% SeaPort Office
TOPE Status Report Report was created on: 112812005 0931 PM
Report fifter(sk None
TO Numh er TOPE TOPE Status TOPE Date Current TOM Current FCO
Numhber

T N00024-01-D-7010-0004 Ciue 112602004 Petter &. Kristiansen
T N00024-01-D-7010-0004 1 Locked 4/28/2003  Petter A. Kristlansen Joarm M. Vitek
T N00024-01-D-7010-0004 2 Locked Ti6/2004  Petter & Kristiansen Joarm M. ¥itek
T HM00024-01-D-7010-0003 Due 12/2102004  Donald L. Adams
T M00024-01-D-7010-0006 1 Locked 8/13/2003 William I Funderburk Clayton H. Shrens
T NO0024-01-D-7010-0008 2 Submitted Ti26/2004  William I Funderburk
T MO0024-01-D-7010-0007 Ciue Lance 3. Tracey Llvin L. Hill
T MO0024-01-D-7010-0007 1 Locked 8/5/2003  Lance 5. Tracey Peter E. Richmond
TO NM00024-01-D-7010-0008 1 Lacked £/13/2003 William I Funderburk Clayton H. &hrens
T NM00024-01-D-7010-0008 2 Locked 6/21/2004  William I Funderburk Clayton H. Shrens
TO NM00024-01-D-7010-0009 Diue Lawy C. Datho, CDR, USN  Alvin L. Hill
T M00024-01-D-7010-0010 Ciue Claire M. Grady Claire M. Grady
T NM00024-01-D-7010-0011 1 Lacked 10/24i2003  Lawann & Wood Peter E. Richmond
TO HO0024-01-D-7010-0012 D Dravid & Diamantopoulos Joann Il Witek
TO NM00024-01-D-7010-0013 1 Lacked 3/2212004  William I Funderburk Joarm M. Vitek
T NMO0024-01-D-7011-0001 Ciue JohnE. Christian Llvin L. Hill
TO NO0024-01-D-7011-0002 Due David & Diamantopoulos David &, Diamantopoulos
T MO0024-01-D-7013-0007 Locked 6/25/2003  Jeffrey W. Luce Llvin L. Hill
T HO0024-01-D-7013-0007 2 Locked 5i4i2004  Jeffrey W. Luce Alvin L. Hill
T MO0024-01-D-7013-0009 Locked 1/16/2004  Nlary J Hill Llvin L. Hill
T NMO0024-01-D-7013-0011 Due Keith O. Vigrling Alvin L. Hill
T MO0024-01-D-7013-0012 1 Locked 6/21/2004  deborah j. posey Llvin L. Hill
T NO0024-01-D-7013-0013 Due Danl. Maher Llvin L. Hill
> A ———g - e o e —

Figure 236: Reports — TOPE Status Report

6.24 Workload Report

The Workload Report displays TO Number, Customer, Task Years, Total &, and PCO. Enter
your report criteria to change the results that are reported.

Table 107: Workload Report Parameters

Field Type Data
Sorted By Dropdown | Choose Task Order Number or Current PCO from the list.
Effort Type Dropdown | Select SeaPort or SeaPort Enhanced. The report will be
limited to the Effort Type selected.
Contractor Dropdown | Limit the report results to the Contractor chosen from the
dropdown list.
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Field Type Data

Command Dropdown | Limit the report results to the Command chosen from the
dropdown list. Selection of a Command will refine the list
of available Activities to select.

Activity Dropdown | Limit the report results to the Activity chosen from the
dropdown list.

Directorate Dropdown | Limit the report results to the Directorate chosen from the
dropdown list.

PCO Dropdown | Limit the report results to the PCO chosen from the
dropdown list.

Report Parameters [— T ———
Workload Report
Report Seftings
Soned by T Hurnlaet -
Filbemaad oy
Effurt Tyma Eelaci Efion Tupe bt
Contracior Salmc Contractor -
Comimanid Selac Cammend w
Elaumt leland Comrend -

Acthity COMMSRFORLANT Confrecting
[Hoks dwe Hha Cta-bap ha | COMMSRFORSOUTH
sakacd muliple ahseg) Cioiracing CHice - CHIPF

Engineerag Field Actiaty Chasapeake, HAVFAL b
Direclorate Select Dimectarate -
PCo SelaciFCO >~
| CenereeFepot || ClearFiters |

Aok Ta geleel & Fiar vabe pou nead [0 Mele 8 seecdon Mo @ 0 OF snplicafie] oF shfar @ vale

Figure 237: Reports — Workload Report — Parameters

After entering your report criteria, click the Generate Report button. The report will appear in a
separate window (Crystal Report Viewer).
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J}L(ﬁ Naval Sea System Command ?Seaport
% SeaPort Office '

Workfoad Report Report was created an: 12812005 311:07PM
Report filter(s): Noie

TO Numhber Customer ,g:::: (excluﬂin'gorl:':rd Term) Current PCO
MO0024-01-D-7010-000413 HNA&VSEL 05 3.00 $743,22500  Joamm M. Vitek
M0O0024-01-D-7010-000503  PEO Submarines 5.00 $1,571,73300  David & Diamantopoulos
HO0024-01-D-7010-000612 HNAVSEL 04 1025 $772,18200 Clayton H. Ahrens
NO00Z24-01-D-7010-000714 HAVSEL 92 5.00 $3,079,76400 Peter E. Richrmond
NO00Z24-01-D-7010-000814 HNAVSEL 04 10.00 $1,773,58200 Clayton H. Ahrens
MO0024-01-D-7010-000902  PEO Expeditionary Warfare 10.00 $308,32300  Alvin L. Hil
NOo024-01-D-7010-001001 NAVSEL 02 1.50 $297,11900  Claire b Grady
MO0024-01-D-7010-001114  PEO Submarines 11.50 $162,707,344.00 Peter E. Richrond
NO0024-01-D-7010-001205 HNAVSEL 00 500 $5892,75200  Joann M. Vitek
NO0024-01-D-7010-001313 NAVSEL 04 1025 $735,12900  Joann M. Vitek
MOo024-01-D-7011-0001 NAVSEA 05 1.75 $51,851 00  Alwin L. Hill
MOo024-01-D-7011-000201 500 $213,66400 Dawvid & Diamantopoulas
NO0024-01-D-T013-000708 HNAVSEL 00 500 $4,663, 72000  Alwin L. Hill
MO0024-01-D-7013-000915 NAVSEL 00 6.00 $22,732,21700  Alvin L. Hill
MOo024-01-D-7013-001112 NAVSEL 00 1325 339,943 28700 Alvin L. Hill
MO0024-01-D-7013-001202 NAVSEL 09 0.25 $4021300  Alvin L. Hill
MO0024-01-D-7013-001305 HNAVSEL 05 4.00 $357,99500  Alvin L. Hill
MO0024-01-D-7013-001412 HNAVSEL 02 2.50 72136500 Clayton H. Ahrens
MO0024-01-D-7013-001505 HNAVSEL 00 o0 $2,337.04400  Joann M. Vitek
MO0024-01-D-7013-001602 6.00 $7,426,00500 Teresa L. McConahie
wanngd gt et o T L 1.2 T kot s Tl T g

Figure 238: Reports — Workload Report
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7 System Administration

This section details the System Administration training session. The System Administration
training session follows the structure outlined in the SeaPort Il Training Plan, Section 3.1:
Training Methodology, and contains the key concepts outlined in Section 5: Training
Curriculum.

Selecting the System Admin link in the header navigation will bring up the System
Administration page shown in Figure 239 below. This page is only accessible by users with a
SeaPort System Administrator role. The System Admin page contains a list of links. Select a
link to perform an administrative function.

System Admin System Admin

> Approve Users

> Email Manager

> Template Manager
> User Manager

I Users/Roles

Figure 239: System Admin

7.1 User Manager

Select the User Manager link from the list of administrative functions found on the System
Admin page. From the User Manager page, the Administrator can deactivate a user or edit the
following user information:

~ Name = Extension
= System User ID = Fax

-~ Login ID ~ Location

-~  Status -~ Address

~ Code -~ City

~  Activity ~ State

=~ Organization = ZIP

~ E-malil ~ Time Zone
~ Phone ~ Roles

Initially these fields will be blank. Using the Find User button, the Administrator can use the
User Search feature to choose the user he wishes to edit or deactivate. After choosing a user,
the fields will be populated as shown in Figure 240 below.

A user can be deactivated by selecting the Deactivate User button or the user information can
be edited by selecting the edit icon #. The User Edit page is shown in Figure 241 below.
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Find User... | Deactivate User |

Name: DougDSE
System User ID: 1203
Login ID: DougD=E
Status: Mot Locked
Code: D004
Activity: NSWC, CARDEROCHK DIVISION, MARYLAND
Email: doug. mcdonaldZ@aguilent. com
Phone: 301-939-1844
Extension: 1844
Fax: 301-953-2365
Location: Aquilent
Address: 1100 West Street
City: Laurel
State: hD
Zip: 20707
Time Zone: Eastern Standard Time-EST
Roles:

Originator

Deputy for Small Business

Figure 240: User Manager — User Information

The User Edit page contains the following buttons:

Table 108: User Edit — Buttons

Button Description

Find User

This open up the User Search feature where a user can be selected.

Save Saves all changes to the database. (Also activated by the disk icon .)

Reset Password

Replaces the user’s password with a randomly-generated one that will be
sent to the user. As a security measure, the user will also receive a
notification that the password was changed. Note: If the User Account was

locked, resetting the password will automatically unlock it.

Deactivate User

The user will no longer be able to log into SeaPort.
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The Helm User Manager

Find User... | Save | Feset Password | Deactivate User |
Name: IDDugDSB
ISD{stem User 1203
Login ID: DougDSE
Status: Mot Locked
Code: W
Activity: MNSWE, CARDEROCK DVISION, MARYLAND
You may ask an administrator to edit the Activity-related
informatian.
Email: IdDug.mcdunald@aquilent.cum
Phone: lm
Extension: IW
Fax: IM
Location: IAquiIent
Address: |11EID West Street
City: |Laure|
State: m
Zip: IED?D?
Time Zone: | Eastern Standard Time-EST j
Roles:
[ BFm
¥ Originatar
[ Pco
[ SEADT
1102
T Tom
[ Lawyer
[T Field Usar Administrator
[T FinancialReviewer
[T Financial&ppraover
¥ Deputy far Small Business
[ SeaPort Bid Event Creatar
[T SeaPort Enhanced Bid Event Creator
[T SeaPort Guest

=

Figure 241: User Manager —User Edit
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7.2 Users/Roles

Select the Users/Roles link from the list of administrative functions found on the System
Admin page. From the Users/Roles page, the Administrator can select from a list of activities
and display a list of Users per Role or Roles per User for that activity. The Users/Roles page
is shown in Figure 242 below.

Users /Roles Reports

Select Activity | Al Activities -
> Users Per Role

> Roles Per User

Figure 242: User Roles

7.3 Approve Users

Select the Approve Users link from the list of administrative functions found on the System
Admin page. From the Approve Users page, the Administrator can review application
information and approve or reject users. The Approve Users page is shown in Figure 243
below.
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o Doy end
\>’l ﬁu--: Entnepracs Adrministen tor Uear I, Library [Lihelp =3 Ing D‘f’fr
S8k SeaPort
Choose = review appli Aary ! Feel| free to contact the
applicant ant by telephane if nece
from the list
el First M, Last
MAvEES Marne [ittan Ersdiey
il radl
last narme + initiaks
Loagin IE Bir=dleyt | pe
Activity MW EEA, - Nenvnl See By=iem= Cammand (HAVEEA) b
For HAVYEEA HO only
Droamizaktion | MavEEa Dz - |
Location [ |
neE=Ann—nneen
Telephone  [zozses1212
Extencion [
ArT=rFinn=nnnn
Fax
yoLmarmedqDs nawy il
Emall |m|||nn.hrud|n5.-@nm@r.rnil
Eode 2uet
Address [1 22 Main Erect
City |'$"-'a=hing1nn
Figure 243: Approve Users
7.4  Template Manager

Select the Template Manager link from the list of administrative functions found on the System
Admin page. Any user with access to the Template Manager may view any template in the
system. PCOs and Field Administrators may create, edit, or delete only those templates that
are associated with their Activity. A History of template changes is maintained at the bottom
of the page. The Template Manager page is shown in Figure 244 below.
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Template Manager

Choose an Activity: |Nava| Sea Systemns Command (NAVSEA) j

Choose a Section: |Seu:1i|:|n E Inspection and Acceptance j

Choose a Template: |Seu:1i|:|n E Inspection and Acceptance j

Save Template | Delete Template |

Template Name: |Secti|:|n E Inspection and Acceptance

Thi=z iz the template for Zection E Inspection and Acceptance. This is the =
template for Zection E Inspection and Acceptance. Thiz is the template for
Jection E Inspection and bheceptance.This is the template for 3ection E
Inspection and Acceptance. This is the template for Section E Inspection and
Avceptance,. This is the template for Section E Inspection and Acceptance.This
iz the tewplate Lfor Section E Inspection and Acceptance.

Thi=z is the templsate for 3Jection E Inspection and bLeoceptance.This is the
template for Section E Inspection and bococeptance.This is the template for
Section E Inspection and Acceptance.This is the template for Section E
Inspection and Acceptance. This iz the template for Section E Inspection and
boceprtance. Thi=s i=s the template for Jection E Inspection and bLeceprtance. This
iz the template for Section E Inspection and Acceptance.This is the template
for Lection E Inspection and Aceeptance. This is the template for Section E
Inspection and Acceptance.This is the template for Section E Inspection and
Aoceptance,

Thi=z is the templsate for 3Jection E Inspection and bLeoceptance.This is the
template for Section E Inspection and bococeptance.This is the template for
Section E Inspection and Acceptance.This is the template for Section E
Inspection and Acceptance.Thisz iz the template for Section E Inspection and
bLoceprance,. Thizs i the template for JFection E Inspection and Loceprtance., This

iz the template for Zection E Inspection and Acceptance.This is the template —
for Section E Inspection and Aceeptance.This is the template for Section E
Inspection and Acceptance.This is the template for Section E Inspection and :J

[History:
Event Date Agent
Ternplate choice updated 8452004 Enterprise Administrator User
Termplate choice created 85,2004 Enterprise Administrator User

Figure 244: Template Manager
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7.5 Email Manager

Select the Email Manager link from the list of administrative functions found on the System
Admin page. Any user with access to the Email Manager may create a system-generated
email message to a select group of SeaPort users. Email recipients can be selected based on
Role and/or Activity. Multiple selections can be made in this menus by holding the CTRL key
while clicking. The Email Manager capability is provided to Field Administrators. The Email

Manager page is shown in Figure 245 below.

The Helm Email Hanager

Email Manager

Fislds denoted wath ™ ae ragured

* Rocipiemnts: Rule fsaiec! ore or maora)
All Aoles sl
BFn
Origneior
PCO
EEAN
oz
Tk

P
Field Lizet &dminlatrelon
FinarcialBesiewer

| &

Btilty (seloct 0ng ar mees;
Al Activlies
RAYSES - Mevel Sea Systerns Comimand (MY SES)
HANAIF - PAVEIF Aircrat Dikisian Lakeborst
FAVAIR - FAVAIR Aircrat Diasian Pax Apsar

RAVAIF - rAVAIR Training Systems Divizion Oriando
PR R - MAA TR Weapons Dikdsion

MAVAIRT - MakA IR Weapons Dikasion Chira Lake

A AIFYT - MakA R Weanpons Drdsion Point g

HANAIR - PlayVaIR Depod Jacksomalle Confracts Menageamant

MANFAL - Engineannng Fisld Actiuty Chesppemke MawBAT

* Subjech

* Messaya: Deat ccTONEmER>}

[ SendMassage || Back |

Thizg aUCOBACSd WESSH0S W& 9K Lo 10U via the JeaPort Nessaging Syatem.
Plemze do bot 220d & Eeply to thia medaags.

Figure 245: Email Manager
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