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1. EPS Overview

The Electronic Posting System (EPS) System was developed by the NAIS Team for Agency-wide posting of synopses and solicitations. This system uses the World Wide Web (WWW) to provide an intuitive interface for creating synopses and uploading solicitation files. 
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Figure 1.1: EPS Home Page

1.1 System Requirements

EPS can be accessed from any personal computer with Internet access and a browser equivalent to Netscape v4.78 or later and Microsoft Internet Explorer 5.5 or later. User Ids and Passwords are required to ensure that only authorized personnel are submitting procurement documents on the system. JavaScript must be enabled. A separate EPS Test has also been established to allow NAIS Users to practice creating and uploading documents on the Internet and to test new features. To access the Test Site, please click the following link: https://test.nais.nasa.gov/cgi-bin/eps/eps.cgi. 

1.2 Help Desk

The NASA Help Desk is open 24 hours, 7 days a week.  The Help Desk can be reached by phone at 1-866-419-6297 or by submitting a problem report to NAIS Support  The NAIS Tech Team is available Monday - Friday, from 8am to 5pm, Central Time.

1.3 EPS Functions

· Create - Create Synopses, Modifications, Award Notices, and other Acquisition Notices for posting 

· Edit/Approve - Edit or Approve (Post) a saved Acquisition Notice prior to posting 

· RFQS - Create, View, or Delete On-Line RFQs 

· View Archive - View archived Synopses or Award Notice. 

· FedBizOpps Search - Go to FBO Search

· Help - Provides access to the EPS User Manual

2. Requesting Access to EPS

After logging in to Global Login, you will see a ribbon with 5 options.  You will want to choose, Requesting Application Access.  Here you will see a list of all available NAIS applications.  Choose EPS.  An email will be sent to you containing a link to Register EPS, so that you may choose the Center(s) and group(s) to which you will need to access.  
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Figure 2.1: EPS Account Registration

As shown in Figure 2.2, select the center(s) that you will need to access.  Select the “Next >>” button.
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Figure 2.2: Account Registration – Group Selection

As shown in Figure 2.3, select the group(s) that you will need to access.  Select the “Submit” button.  When you click on "Submit", your request will be forwarded to your center’s Super User. The Super User will either grant or deny your request.  If you do not receive an email either granting or denying you access, please contact your center’s Super User before contacting the Help Desk by phone at 1-866-419-6297 or by submitting a problem report to NAIS Support.  Please be advised that this process may take several days.

2.1 Forgot Your Password?

If you already have a Global Login user account, but have forgotten your password, you can obtain your password by clicking on the "Forgot your password" link in Global Login.

3. Levels of EPS

There are three different levels of access to EPS: Buyers, C.O./Posters, and Super Users.  Your level of access will be granted by your Center’s Super User.

3.1 EPS Level of Access – Buyer

Figure 3.1 is the main screen for a user with a Buyer’s level of access.
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Figure 3.1: Buyer’s Main Screen

Buyers have access to the following functions in EPS: 

· Create - Create Synopses, Modifications, Award Notices, and other Acquisition Notices for posting 

· Edit/Approve - Edit a saved Acquisition Notice prior to posting 

· RFQS - Create, View, or Delete On-Line RFQs 

· View Archive - View archived Synopses or Award Notice. 

· Feedback – Allows user to provide feedback on EPS

· Logout – Allow user to logout of all NAIS applications

· FedBizOpps Search - Go to FBO Search

· Help - Provides access to the EPS User Manual.

These items are as shown in Figure 3.3.  Each will be described in the following sections.  Buyers can only save synopses that they create or modify.

3.2 EPS Level of Access – C.O./Poster

Figure 3.2 is the main screen for a user with a C.O./Poster’s level of access.
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Figure 3.2: C.O./Poster’s Main Screen

C.O./Posters have access to following functions in EPS: 

· Create - Create Synopses, Modifications, Award Notices, and other Acquisition Notices for posting 

· Edit/Approve - Edit or Approve (Post) a saved Acquisition Notice prior to posting

· Archive - Archive a posted Synopsis or Award Notice. All accompanying documents such as solicitations are also archived

· RFQS - Create, View, or Delete On-Line RFQs

· POC DBASE - Add, Update or Remove Point of Contact (POC) information

· Upload - Upload Solicitation, Amendment, and Other documents from your desktop to the EPS System

· View Archive - View archived Synopses or Award Notice

· Feedback – Allows user to provide feedback on EPS

· Logout – Allow user to logout of all NAIS applications

· FedBizOpps Search - Go to FBO Search

· FedGrants.gov Search – Go to FedGrants Search

· Help - Provides access to the EPS User Manual

These items are as shown in Figure 3.3.  Each will be described in the following sections.
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Figure 3.3: C.O./Poster’s Functions Screen

3.3 EPS Level of Access – Super User

Figure 3.4 is the main screen for a user with a Super User level of access.  The Super User may choose to enter as a C.O./Poster or as a Super User.
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Figure 3.4: Super User’s Main Screen

If the Super User enters as a C.O./Poster, he/she will have access to same functions as a C.O./Poster does as shown in Figure 3.5.  If he/she enters EPS as a Super User, Figure 3.6 shows the screen the will be shown. All functions will be discussed in the following sections.

3.3.1 Super User Functions

· Create - Create Synopses, Modifications, Award Notices, and other Acquisition Notices for posting 

· Edit/Approve - Edit or Approve (Post) a saved Acquisition Notice prior to posting

· Archive - Archive a posted Synopsis or Award Notice. All accompanying documents such as solicitations are also archived

· RFQS - Create, View, or Delete On-Line RFQs

· POC DBASE - Add, Update or Remove Point of Contact (POC) information

· Upload - Upload Solicitation, Amendment, and Other documents from your desktop to the EPS System

· View Archive - View archived Synopses or Award Notice

· Feedback – Allows user to provide feedback on EPS

· Logout – Allow user to logout of all NAIS applications

· FedBizOpps Search - Go to FBO Search

· FedGrants.gov Search – Go to FedGrants Search

· Help - Provides access to the EPS User Manual

· User Accounts – Allow Super Users the ability to grant or deny users access to EPS
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Figure 3.5: Super User Functions

3.3.2 Super User Only Functions

· Delete Uploaded Files – Delete files that have been uploaded to a synopsis

· Delete Vendor Uploaded Files – Delete files that have been uploaded by vendors to an RFQ

· Unarchive Acquisition – Un-archive an archived synopses 
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Figure 3.6: Super User Only Functions

4. Creating a Pre-Solicitation

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

· Presolicitation Notice

· Sources Sought Notice

· Special Notice

· Sale of Surplus Property

· Combined Synopsis/Solicitation

The “Combined Synopsis/Solicitation” allows the buyer to publish both a notice (synopsis) and a solicitation in a single FBO submission for commercial items, as defined by the FAR (Sub Parts 5.202 & 12.603). The combined synopsis/solicitation notice does not require a minimum 15-day delay between notice and solicitation release.  To create a notice, click on the "Create" button.
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Figure 4.1: Creating a Presolicitation Notice 

For this example, we will create a Presolicitation Notice.  Select “Presolicitation Notice” and click “Next”.
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Figure 4.2: Presolicitation Types
For each Presolicitation Type, a set of templates has been created for the synopsis description block. Select one of the templates to begin with a pre-filled description block. In this example, “Noncompetitive” Synopsis was selected. Click on the "Next>>>" button to see the screen below: 
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Figure 4.3: Presolicitation Notice Worksheet
4.1 Action Code

The synopsis type will be indicated at the top of the page. In this case, the action code is “P” for “Presolicitation Notice”.

4.2 Synopsis Type

The synopsis template type will be indicated at the top of the page. In this case, the template type for “Noncompetitive (All)”.

4.3 Date

The “Date” field is generated by the system based on the date the notice is entered into EPS.

4.4 Send to FBO

This item tells EPS to send this synopsis to FedBizOpps.  You will need to select “Yes” or “No”.  The default is “Yes”.

4.5 Classification Code

The first item you will need to select is a Classification Code. To select a classification code, scroll down to the appropriate classification code and highlight it. You can only select one classification code.
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Figure 4.4: Presolicitation Notice Worksheet Continued

4.6 NAICS Code

Enter the six-digit code for service or supply that the synopsis should be listed under.  You may lookup the appropriate NAICS code by clicking on the following link: http://www.census.gov/epcd/naics02/naicod02.htm.  If an invalid NAICS code is entered, your posting will be rejected by FBO.
4.7 Contracting Office Address

Select the Contracting Office Address from the pull-down menu.

4.8 Title

Please enter a brief description of the services, supplies, or project required by NASA in this field.

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

4.9 Response Date

The “Response Date” is the deadline for the receipt of bids, proposals, responses, etc. Two digits should be entered for the month and day, while four digits should be entered for the year.  If there is no closure date, you can leave the response date field blank.

4.10 Point of Contact

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

If the appropriate names are not available in the “Primary Point of Contact” or “Secondary Point of Contact” fields, you will need to contact your center’s Super User for further assistance or if you have access as a C.O./Poster, you may enter them into the POC Database (see section 11 for further assistance).
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Figure 4.5: Presolicitation Notice Worksheet Continued

4.11 Solicitation/Reference Number

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

Please Note:

· The Solicitation Number must be unique. If you enter two solicitations with the same Solicitation Number one will be rejected by FBO.

· The Solicitation and Reference Number fields can only contain alphanumeric characters and dashes. If you input any other characters into this field, your notice may not post. An example of an acceptable solicitation number is GS-01P-02.

4.12 Description

A narrative description of the notice should be entered in this field.  The description block will be pre-filled with a template based on the type of synopsis you selected. Text enclosed in square brackets should be removed or replaced with specific information for your synopsis. If your synopsis is unique, you can highlight all of the text in the description block, delete it, and write your own description from scratch. We recommend that you either type the text or cut-and-paste the pre-filled text in a word processing application (e.g. MS Word, Word Perfect) then paste into EPS in order to: 

· Ensure that your data is not lost if you are timed out or experience an unanticipated outage.

· Complete a character count (to ensure that your text fits within the 24,000 character maximum for the description field).

· Spell check your text as EPS does not have a spell check function.
4.13 Saving or Posting the Synopsis

When you have completed the synopsis, you can choose to Preview (to review your synopsis), Save (to save your synopsis without posting to allow for future editing, Post (to post the synopsis to NAIS, FedBizOpps, and/or FedGrants.gov), or Clear Form (to start the Create process over again). If you select Preview, you would see a preview of what the synopsis will look like on the Web:  

Please Note: If you exit the “Presolicitation Worksheet” without saving, your data will be lost and you will need to recreate the notice.  The “Save” feature will allow you to edit and post your data at a later time. You will be able to edit and re-save using the “Edit” feature described in the next section of this manual. If you were to click on “Save”, you would receive the following confirmation screen:
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Figure 4.6: Presolicitation Notice Worksheet Saved

Please Note: 

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

· Buyers’ will only be able to Save Synopses in EPS.

If you receive anything other than a confirmation screen, please report the problem immediately to the Help Desk (identify yourself as NAIS/EPS) at 1-866-419-6297 or submit a problem report to NAIS Support.

5. Editing a Notice

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

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

Click on “Edit/Approve” to edit a saved synopsis.
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Figure 5.1: Edit/Approve

Notice that the title of the screen is "Acquisition Notice Posting". You can edit saved “Synopses”, “Modifications”, or “Awards”. Select the synopsis you wish to edit from the pull-down list under the heading called "Synopsis". Then, click on the "Open" button.
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Figure 5.2: Editing Presolicitation Notice Worksheet 
This screen, "Presolicitation Notice Worksheet”, displays the information that the User has already created or edited to date. The User may change the information, preview it, save it, or clear the form, using the same procedures described in Section 4 of this manual, “Creating a Presolicitation Notice”.

If you receive anything other than a confirmation screen, please report the problem immediately to the Help Desk (identify yourself as NAIS/EPS) at 1-866-419-6297or submit a problem report to NAIS Support.

6. Creating a Modification

You can create a “Modification” if you need to change information in a posted synopsis. 

You can modify the synopsis to change the:

· Response Date

· Point of Contact(s)

· Description

· Place of Contract Performance

You cannot modify:

· Classification Code

· NAICS Code

· Title

· Contracting Office Address

· Solicitation Number

· To modify a synopsis, click on the "CREATE" button.
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Figure 6.1: Modify Synopsis

Select the "Action Code", "M = Modification to a Previous Notice". Click on the "Next" button.
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Figure 6.2: Modify Synopsis Select Synopsis

If you wish to return to the previous screen, click on the application "Back" button. Otherwise, Select the appropriate template then the synopsis file from the pull-down.  Click on the "Next" button, and the following screen is displayed:

[image: image21.png](€] Microsof
& EPS - NASA Marshall Space Flight Center - Mozilla {Build ID: 2002052306} [-[oix]
Ele Ec'y

=" ="V Bl Edt Vew Go Bookmarks ook Window belp

DS &~
@, @ O Corm e — 20@,0

| Tivesew
" Qurome | @okmarks Qnstantvessage Qwebtisl @ colencr QRado Qpaorle @ velon pages @ owrlosd @ chanmels

Q vahoo! @ €75 - NASA Marshal Space Flght Certer | ®

la
x

g
bx

»

Cigale | Edit/Approve  Archive Upload RFQS  POCDBASE ViewArchive Feedback  Logout
FedBizOpps Search * Help * User Accounts|

Acquisition Notice Posting
Marshall Space Flight Center

Modification to a Previous Notice Worksheet

Action Code: M = Modification to a Previous Notice
Synopsis Type: Presolcitation Notice

Modification Type:  Modification to a Synopsis

Send to FedBizOpps: @ Yes ® No

Date on which the synopsis is posted to the Web andar transmitted to the FedBizOpps for publication.

Date: Mar 05, 2003

Service or supply cade umber. Each synopsis shall classify the contemplated contract action under the one classified code which most closely describes
the acquisition. [Fthe action is for a multiplicity of goads and/or services, the preparer should select the one category best describing the overallacquisition
based upon value.

Clssifcaon Cote:
IFEEE A -- Research and Development.
oww=T5

Q @ @ @ G vocument: Done 2023 sec) =
Bstart]| [#] @ 53 B G 7| Blinbox-ticos... | FFreovascon [ Seps - asam,. D Dosments .| BEP5 3.2 Testpl.| Blpresertatont | |GG @ swtoam

yosoui




[image: image22.png]PS - NASA Marshall Space Flight Center - Netscape IEIES
. Ble Edt Vew Go Bookmarks ook Window telp

Q0 O O [Frwimrmmivimmms g o

B, 4 Home (D Radio O Search () Shop [JBookmarks “ HTMLHelpby ... “ FedGrants “ MySQLManual - Digital Graphiti - Gary Potter Li... - Work from ho. »
B - EPS - NASA Marshll Space gt Conter | W0 S Fotmad- b I ]
A~ Research and Developmert =

Siediit ode for samvice orsupply thatthe synopsisshould be sted under.

NAICS Code: N/A
To ook up 3 NAICS Code, goto 2002 NAICS Codes and Titles

The complete name and addres of the cantracting office.

Office Address:
Computer Sciences Corporation (CSC), P.O. Box 240005, Huntsville, AL 35824-6405

Bt ite daserption ofsenices. supplies, o projectraquired by NASA.

Title: (200 character spaces availabie)

SMITH2

Issuing center deadline for receipt of bids, proposals o esponses.
Leave Month and Day hoxes smaty i there /s o close date

Response Date: Month: [l2 Day: i1 Vear. [2004

Select one or more namets) or point of contact.
Use POC DEas function to 34d new point of cantac,

Primary Point of Contact: Secondary Point of Contact:

Arflack, Ken one
Beaty. Craig Aflack. Ken 5
Davis Vo Beaty, Craig

Flippa, Yvonne H Davis, VanessaLea
Johnson, Bridgete C. (<] Flippo, Ywome H. (<]

NASA assigned number for sontrol, racking, and idantificaton.
Please use alpha-nunercs, and dashes ONLY

= ©f oo E=I-1




Figure 6.3: Modification - Previous Notice Worksheet
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Figure 6.4: Modification - Previous Notice Worksheet Continued

Modify the information as needed. You can then "Preview", "Save", or "Post" the modified synopsis. When you are ready to "Post", you will get the following "Pre-Post Summary" to review: 
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Figure 6.5: Modification - Pre-Post Summary

[image: image25.png]EPS - NASA Marshall Space Filght Center = FRie L
Y Bl Edt Vew Go Bookmarks Ieoks Window Help

XIS

20@,0

Qrome | @ookmarks Qnstantvessage Qebtisl @ colencr QRado Qpaorle @ vellon pages @ owrlosd @ charmels

G Vahoo! i - mekrulf27@yahoo. .| Q EFS - NASA arshll Space Flgh ... | QY BLY.COM - Computers earch e

| @ FB0 Synopsisfawards Search

Solicitation Number: 1-074-RCA. 1223
AIS Posted Date: Mar 17, 2003

FedBizOpps Posted Date: Mar 17, 2003

Response Date: Oct 31,2003

Classification Code: A - Research and Development

Tnternet Address: hitp:fitest nais nasa govlcgi-bin/eps/bizops. ceiler=D&pin=624#9677

Contracting Office Address
Computer Sciences Corporation (CSC), P.0. Box 240005, Huntsvile, AL 358246405
Description
This s a test.
Pointof Contact
Mame: Donald D. ODuck
Tifle:  Developer - NAIS
Phone: (256) 544-8844

Fax  (111)223-3334
E-mail: lawra allen@msfe nasa zov

=

Are you sure you want to post this notice 7

Yes Nof
o b ¢ © @@ @ @ oot vone (15125009 —— wa|
I T 5 S < 2 9 = = S

— o

start[| [ ) @ I B2 G 7

e, | @Eps e .| [Easotte,.| Gersaae

[ sosoions

| Earres toscon | [BEBE 1w





Figure 6.4: Modification - Pre-Post Summary Continued

Use the scroll bar on the right side of the page to review the data and reach the bottom of the Pre-Post Summary screen. If you need to make any changes to the data, click on “No” under “Are you sure you want to post this notice?” Clicking on “No” will take you back to the “Modification to a Previous Notice Worksheet” where you can make any necessary changes. You may choose to post at that time by clicking on “Yes” under “Are you sure you want to post this notice?”  Click on “Yes” to post the Modification.
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Figure 6.5: Modification – Successful Posting
If your notice posted successfully, you will receive a confirmation screen. You should expect to receive up to three confirmations by e-mail from the following addresses:

1. web@nais.msfc.nasa.gov (NAIS)

2. emailer@smtp.eps.gov (FedBizOpps)
3. mailer@www.fedgrants.gov
NOTE: Please contact your center's Super User if you experience any of the following problems:

1. You do not receive one of the expected e-mail confirmations.

2. You receive an email from either address indicating that the posting was not successful.

3. You receive an erroneous email from either address, e.g., acquisition originating by another procurement representative, NASA center, or agency.

If you do not receive a timely e-mail confirmation, you should verify your posting at:

1. NAIS Business Opportunities 
2. FedBizOpps 
3. FedGrants
Why are there three separate e-mail confirmations?  The first one comes from NAIS. The second comes from the new FAR-designated entry point, FedBizOpps.  The third comes from the new government-wide entry point for announcements of funding opportunities, FedGrants.gov.  FedBizOpps, operated by GSA, has replaced the Commerce Business Daily (CBD). 

7. Uploading Documents

As the government is moving towards a ‘paperless’ acquisition system, EPS includes the capability to upload documents. You may upload solicitation files that are related to the synopsis anytime after a synopsis is posted on NAIS.  All files posted will be automatically bundled into one "Zip" file for easier downloading by the vendor community in addition to the individual files. 

It is policy to upload files in the Agency-wide standard format, currently Office 97. If you have files in any other format, they should either be converted to Office 97 (or lower) format, or a standard text file to ensure the vendor community can read the file. For files that can't be converted, a viewer should be made available. Current viewers/helpers are located at the Helper Applications page. Prior to posting these files, please consult with Web Content Policy to ensure that your documents do not contain prohibited items.

Please Note:  It is a Government Buyer’s responsibility to upload documents that are descriptive and in compliance with Section 508 of the Rehabilitation Act.  Uploading files greater than 4MB may timeout your upload session. If you are uploading a number of large files, we recommend that you break these up into multiple uploads.  

To upload files, click on “Upload”, and the following screen appears.
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Figure 7.1: Document Uploading
If you are ready to upload solicitation files, select the synopsis file (solicitation number) from the “Select a synopsis” box. Then, click on the “Next >>>” button.

[image: image28.png]EPS - NASA Marshall Space Filght Center = FRie L =01
e g y | e Edt Vew Go Booknals Took Mindow Hep

W S hitpsifjtest. s nssa.govicorbinjepsfuplosd.caMSFC_C5C Q) @ o
@, @ 0@,

" Qrone (| @reme @poolmarts Qstan Hessoge Quichial @ Catrdsr QRado Qpecple @ YelowPages Qoonmiosd @chmels 5

iSelect ihe sy [ Vahoo! i~ mskmuer247@yshoo... | @ £P5 - A Harshal Space Fight C... | L3 BUY,COM - Computers Search .| Q) Fo0 Syrnopanards Search ®

Create Edit/Approve  Archive Upload RFQS POCDEASE  ViewArchive  Feedback Logout
FedBizOpps Search * Help * User Accounts

XIS

Document Uploading
Marshall Space Flight Center

Synopsis 1 Synopsis Title:  ACCESSORIES FOR POLARIZING MICROSCOPES
synopeist Synopsis Number: 1-074-RCA.1223
Point(s) of Point(s) of Contact: Donald D. O'Duck

P2 5LUP Tybe of Upload:

@ Solicitation

€ Amendment to Solicitation

€ Draft Document (Documents will be removed upon upload of Solicitation.)
€ Other (Responses to Questions, Specifications, etc..)

<<<Back Next>>>

r‘A
oD
oo

Select the typ
donotwanty
Document”.

[ sosoions

0ca@ G @ G @ oocsmens onesizsc) e

;sm\ HeSHs »\ Rlinbox - H—Sfps as.. | [Elacobat Re..| @)eps users . | [EMcrosoftp...| Seps syste B4 @L 20mem





Figure 7.2: Document Uploading – Select type of Upload

Select the type of upload. Any document posted as a "Draft Document" will be deleted when a "Solicitation" or another "Draft Document" is uploaded. If you do not want your Draft RFP to be removed, you must post as an "Other". If you have a need to modify any of the documents that where posted as a "Draft Document", you must upload as an "Amendment to Draft Document". This option becomes available only after you have posted a "Draft Document".
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Figure 7.3: Document Uploading - Update Response Due Date

Correct the response due date as necessary. Click on the "Next>>>" button and the screen below will be displayed:
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Figure 7.4: Document Uploading – Select NASA Standard Forms

Select the desired NASA Standard Forms to be included with the upload as blank files. Click on the "Next>>>" button. In this example, we will upload one file.  If you click on the application "Back" button, the system returns you to the previous screen. If you click on the "Cancel" button, the system returns you to the first screen, with buttons at the top of the page, after the login screen.  If you are ready to upload, click on “Next”.
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Figure 7.5: Selecting Files to Upload

7.1 File Name

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

To retrieve your files from your hard drive or disk, click on “Browse”. Once you have located the appropriate file, highlight the filename and click on “Open”.  The location of the file will populate the “Filename” field.
Please Note: If you upload files off of a disk, you CANNOT REMOVE the disk until the upload is complete.

7.2 File Type

You will need to select the type of file from the “File Type” field. This document is a Microsoft Word document.  Selecting the correct "File Type" is very important. You should always select the correct "File Type" from the pull-down menu. If you select the wrong "File Type", users may have trouble opening your file(s).

7.3 Brief Description

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

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

IMPORTANT NOTE: Files are listed on the Business Opportunities page in the order in which you select them for upload. If you have special instructions regarding the solicitation, you should put these in a file that is placed first in the upload, with the Description, "Read Me First!"
After you selected the File, File Type, and Description for your files, the screen will look something like this:
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Figure 7.6: Document Uploading

7.4 File Limit

There is no limit to the number of files you can upload. However, the screens allow only 5 files to be filled in at a time. The system is designed this way to minimize scrolling through pages. Once you have added 5 files on the first screen, you will see the options of "Done!" or "Upload more files". If you have 5 or fewer files to upload, select "Done!”. Otherwise, select "Upload more files>>>". You will get a screen similar to the one below, except that the first file designator reads "File 6" instead of "File 1". Add files in the same way you did on the initial upload screen. 
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Figure 7.7: Document Uploading

7.5 Posting of Uploaded Files

Prior to selecting the "Post All Files Now" button, you must decide if you need to remove files (Remove Selected Files), add files (Add More Files), or restart the entire upload process (Restart Upload). These options are explained in more detail below. 
The "Remove Selected Files" option is used if you select a file and realize it needs to be removed prior to posting. At the "Upload Summary" screen, place a check mark in the "Remove from list?" column next to the file you would like to remove.

It is essential that you verify the sizes of all files prior to upload. If any file sizes are "0", you will need to remove the file from the list and re-add the file--see "Add More Files" for further instructions. To restart your "Remove Selected Files" process, select "Clear Checkboxes" to clear all entries in the "Remove from list?" column.
The "Add More Files" option is used if you have viewed your "Upload Summary" and realize you are missing a file. Click on "Add More Files" and add the additional file(s).  Repeat the steps for upload a file.  Your file count will start at the next number of files.

To complete the upload, select "Post All Files Now".

7.6 Upload Summary

The “Upload Summary” will display:

· Type of Upload

· Synopsis Title

· Synopsis File (Solicitation Number)

· Points of Contact

· Response Due Date

· Document Description

· File Size

· File Format

· File Name.
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Figure 7.8: Document Uploading Review

It is recommended that you view your upload on the NAIS Business Opportunities page and on FedBizOpps.

8. Creating an Award Notice

To create an Award Notice, click on the "Create" button.
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Figure 8.1: Creating an Award Notice

Select the options that apply to your award. Now click the "Next >>>" button to continue creating the award synopsis. The following screen will appear: 
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Figure 8.2: Selecting Award Option
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Figure 8.3: Award Notice Worksheet
8.1 Action Code

The notice type will be indicated at the top of the page. In this case, the action code is “A” for “Award Notice”.

8.2 Send to FBO

This item tells EPS to send this synopsis to FedBizOpps.  You will need to select “Yes” or “No”.  The default is “Yes”.
8.3 Date 

The “Date” field is generated by the system based on the date the notice is entered into the FedBizOpps System.

8.4 Classification Code

To select a classification code, scroll down to the appropriate classification code and highlight it. You can only select one classification code.
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Figure 8.4: Award Notice Worksheet

8.5 NAICS Code

Enter the six-digit code for service or supply that the synopsis should be listed under.  You may lookup the appropriate NAICS code by clicking on the following link: http://www.census.gov/epcd/naics02/naicod02.htm.  If an invalid NAICS code is entered, your posting will be rejected by FBO.
8.6 Contracting Office Address

Select your contracting office.

If your Office is not listed, you will need to contact your center’s Super User for further assistance. 

8.7 Title

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

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

8.8 Contract Award Date

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

8.9 Point of Contact

You can choose a Primary and/or Secondary Point of Contact for this notice, but you need to AT LEAST pick a Primary Point of Contact. The system will automatically display the names, titles, telephone numbers, fax numbers, and email addresses of any points of contact chosen.

If the appropriate names are not available in the “Primary Point of Contact” or “Secondary Point of Contact” fields, you will need to contact your center’s Super User for further assistance.
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Figure 8.5: Award Notice Worksheet Continued

8.10 Contract Award Number

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

Please Note: The Award Number can only contain alphanumeric characters. If you input any other characters into this field, your notice may not post.

8.11 Contract Award Dollar Amount

This is the dollar value of the contract.

8.12 Contract Line Item Number

The “Contract Line Item Number” field is not a mandatory field.

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

8.13 Contractor

The “Contractor” field is for the name and address of the contractor who was awarded the contract.

Please Note: Please do not use apostrophes in this field.

8.14 Saving or Posting the Award Notice

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

Please Note: 

· Buyers can only save an Award Notice.
· If you exit the “Award Notice Worksheet” without saving or posting, your data will be lost and you will need to recreate the notice.  The “Save” feature will allow you to edit and post your data at a later time. You will be able to edit and post using the “Edit” feature described in Section 3 of this manual.
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Figure 8.6: Award Notice Pre-post Summary

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

Click on “Yes” to post the Award Notice.
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Figure 8.7: Award Notice Confirmation Screen

If your notice posted successfully, you will receive a confirmation screen. You should expect to receive up to two confirmations by e-mail from the following addresses:

1. web@nais.msfc.nasa.gov (NAIS)

2. emailer@smtp.eps.gov (FedBizOpps)
NOTE: Please contact your center's Super User if you experience any of the following problems:

1. You do not receive one of the expected e-mail confirmations.

2. You receive an email from either address indicating that the posting was not successful.

3. You receive an erroneous email from either address, e.g., acquisition originating by another procurement representative, NASA center, or agency.

If you do not receive a timely e-mail confirmation, you should verify your posting at:

1. NAIS Business Opportunities 
2. FedBizOpps 
Why are there two separate e-mail confirmations?  The first one comes from NAIS. The second comes from the new FAR-designated entry point, FedBizOpps. FedBizOpps, operated by GSA, has replaced the Commerce Business Daily (CBD). 

9. Creating a Grant Notice

To create a notice, click the “Create” button. Select “P = Presolicitation Notice – Synopsis”  Click “Next >>>” to move to the next screen.  
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Figure 9.1: Creating a Grant Notice
Select BAA/CAN/NRA Competitive.  Select Next >>>.
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Figure 9.2: Presolicitation Type for a Grant Notice

Select the type(s) of Grant that you would like to create on the next screen.  Select all that will apply.  Select Next >>>.
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Figure 9.3: Types of Grants
9.1 Send to FedBizOpps

This option allows to user to determine whether to automatically send this Grant Notice to FedBizOpps. 

Note:
Grant Notices are automatically sent to FedGrants.gov.  If a user designates a Grant as resulting in a contract, it will automatically be sent to both FedBizOpps and FedGrants.
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Figure 9.4: Grant Notice Worksheet

9.2 Classification Code

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

9.3 NAICS Code

Enter the six-digit code for service or supply that the synopsis should be listed under.  You may lookup the appropriate NAICS code by clicking on the following link: http://www.census.gov/epcd/naics02/naicod02.htm.  If an invalid NAICS code is entered, your posting will be rejected by FBO.
9.4 Funding instrument types

Funding Instrument Type designates the types of instruments that may be awarded. To select one of the types, highlight it by clicking on it with your mouse. You can select multiple instrument types by holding down the control key on your keyboard while you click each appropriate type with the mouse. If you accidentally select one and need to deselect it, hold down the control key while you click on that one. By using the control key in this manner, the other types that you have previously selected will remain selected. The control key can be used with any list box. (Apple key for Mac users.)

The types of instruments that may be awarded: Grant, Cooperative Agreement, Procurement Contract, or Other.  Select all that apply.

Note:
If your announcement states that you may award procurement contracts, as well as assistance instruments, the announcement must be posted to both FedBizOpps and FedGrants.
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Figure 9.5: Grant Notice Worksheet
9.5 Catalog of Federal Domestic Assistance (CFDA) number

The number of the CFDA programs included in your announcement.

9.6 Category of funding activity

The Funding Activity Categories represents CFDA categories. To select a category, click on it with your mouse.  It may be necessary to scroll down using the scrollbar to view all of the categories.  The control key can be used to make multiple selections.

9.7 Explanation of “other” category of funding activity

This field allows you to provide any additional information to potential applicants regarding the funding activity category. Enter your text as you would like it to appear.  You may enter up to 250 characters 

Note:  Your input cannot contain html tags.

9.8 Eligible applicants

Designed to help potential applicants narrow their searches to programs where they are most likely to be eligible, although they still must read the full announcement for details because eligibility may be further limited to certain subsets of applicants within the categories listed.  Select all that apply.
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Figure 9.6: Grant Notice Worksheet
9.9 Additional information on eligibility


Explanatory information to provide any needed clarification of the meaning of “unrestricted” (e.g., all but foreign entities), to identify types of recipients meant by “all others,” or to provide further information about limitations for any other categories (e.g., for categories 6 and 20, a limitation to historically Black colleges and universities).

9.10 Expected number of awards

The number of individual awards the agency expects to make under this announcement.

9.11 Estimated total program funding

The total amount of funding the agency expects to make available for awards under this announcement.

9.12 Ceiling

Enter, if any, the maximum dollar amount for an individual award under this announcement that NASA will not exceed. 

9.13 Floor

Enter, if any, the minimum dollar amount for an individual award under this announcement that NASA will not go below (i.e., if smaller awards will not made under any circumstance).

9.14 Cost sharing or matching requirement

The selection you make for this field is the answer to question: Is cost sharing or matching required? (Yes or No)

9.15 Electronic link to full announcement

This field allows you to enter the web URL containing the full announcement.
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Figure 9.7: Grant Notice Worksheet

9.16 Funding opportunity title

It is a brief description of the services, supplies, or project. You may enter up to 250 characters.
9.17 Due date for applications

Date when applications are due (or latest date when applications accepted, if announcement has multiple due dates or is a general announcement that is open for a specified period with applications accepted at any time during that period).  NOTE: This field is to contain the date when pre-applications, rather than applications, are due if an applicant must submit a pre‑application to be considered for an award.

9.18 Explanation of application due dates

Used by agencies wishing to post more information about due date(s) for potential applicants.  For example, the field may be used to describe programs with multiple due dates or ones where applications are accepted, reviewed, and funded at any point within a broad time window.  The field also may be used to add information about the time when applications are due (e.g., 5:00 p.m. EDT on the date given in the “Due date for applications” field).
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9.19 Funding opportunity number

The number, if any, that the Federal agency assigns to its announcement.  For a modification of a previously issued announcement, use the funding opportunity number of that earlier announcement.

Note:

·        The Funding Opportunity Number must be unique.

·        The Funding Opportunity Number fields can only contain alphanumeric characters and dashes. You may enter up to 50 characters.

9.20 Funding opportunity description

A concise description of the funding opportunity, designed to contain sufficient information for potential applicants to decide whether they are interested enough to read the full announcement.

· Complete a character count (to ensure that your text fits within the 24,000 character maximum for the description field).

· Spell check your text, as EPS does not have a spell check function.

Note: Be sure your input does not include any html tags.

9.21 Saving or Posting the Grant Notice

When you have completed the notice, you can choose to Preview (to review your synopsis), Save (to save your synopsis without posting to allow for future editing, Post (to post the synopsis to NAIS, FedBizOpps, and/or FedGrants.gov), or Clear Form (to start the Create process over again). If you select Preview, you would see a preview of what the synopsis will look like on the Web:  

Please Note: If you exit the “Presolicitation Worksheet” without saving, your data will be lost and you will need to recreate the notice.  The “Save” feature will allow you to edit and post your data at a later time. You will be able to edit and re-save using the “Edit” feature described Section 5 of this guide. If you were to click on “Save”, you would receive the following confirmation screen:
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Figure 9.8: Grant Notice Worksheet Saved

Note: 

· Buyers’ will only be able to Save Synopses in EPS.

If you receive anything other than a confirmation screen, please report the problem immediately to the Help Desk (identify yourself as NAIS/EPS) at 1-866-419-6297 or submit a problem report to NAIS Support.

10. Archiving a Posting

When postings are no longer needed, they should be archived. Archiving removes the files from the Web pages. EPS will notify the POCs for a synopsis, via e-mail, 60 days after the responses due date has past (if applicable) or 60 days after the most recent posting to the synopsis. Award synopses will be automatically archived by EPS 30 days after the posting date. Click the "Archive" button and you will see the screen below: 
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Figure 10.1: Archive Main Screen

Please Note: 

· Buyers do not have the capability to Archive Notices.

· When archiving on NAIS, an email notice is generated and sent to FedBizOpps to flag the document for archiving.  The FedBizOpps System archives flagged documents twice a day, at 10:00 am and 10:00 pm, Eastern Time. These documents are processed on a batch routine basis. Documents flagged for archiving by an email between 10:00 pm and 10:00 am are picked up by the system at 10:00 am and are archived immediately. Documents flagged for archiving between 10:00 am and 10:00 pm are archived after 10:00 pm.

Select the file to archive listed under the heading "Select one or more synopsis files" or “Select one or more award files”. Click on the "Archive" button, and the following screen is displayed:
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Figure 10.2: Archive Synopsis
When you are confident that the synopsis or award file selected is the appropriate one to be archived, click "Yes." The following screen will be displayed: 
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Figure 10.3: Archive Notice Confirmation Screen
11. Viewing an Archived Synopsis

If you are searching for an archived posting, click the "View Archive" button and you will see the screen below:
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Figure 11.1: View Archived Notices

Select the type of file to view listed as "Pre-Award Synopses" or “Post Award.  Select the center for the synopsis.  Select the acquisition number .  You may also choose to filter by certain keywords.  Click on the "Filter" button if you have chosen some keywords or “View”, and the following screen is displayed:
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Figure 11.2: Archived Notice Documents
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Figure 11.3: Archived Notice - Synopsis

This is the archived posting for your review. You may print by selecting Print from your browser. If you chose to filter, a list of acquisitions with those keywords will be returned as shown below:
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Figure 11.4: Archived Notice - Filter Option
You may choose to select and view one of the returned synopses or you may choose to filter again to narrow the returned list.

12. Point of Contact Database

The Point-of-Contact Information Database allows users to add, change, or delete information related to a particular Point-of-Contact. Access to the Point-of-Contact database may be restricted to 1 or 2 users per Center.

To access the Point-of-Contact database, click on "POC DBase." The following screen will appear: 
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Figure 12.1: Add POC
12.1 Adding New POC

To add a new POC, select “Add new POC” and select “Next >>>”.
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Figure 12.2: Add POC Information
The following restrictions apply to the information fields:

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

	Middle Name or Initial:
	Only alphabetic characters, punctuation marks, and a space between them.

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

	Title:
	Only alphabetic characters and a space between words.

	Phone:
	Only numbers, parentheses, and dash with a space between characters. (111) 222-3333

	Fax: 
	Only numbers, parentheses, and dashes with a space between characters. (111) 222-3333

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

	Organization
	Only five or less alphabetic characters and a period between them.

	Buyer Code
	Only five or less alphabetic characters and a period between them.

	User Type
	Check user’s level.


Note:

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

Once you completed the information, choose “Save POC Info” or if you would like to start of choose “Clear Form”.  Clicking on “Save POC Info” will save the new POC information into the database.
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Figure 12.3: Add POC Confirmation Screen
Clicking “Done” will take you back to the main screen.

12.2 Updating POC Information

This action allows for a POC’s information to be updated.
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Figure 12.4: Update POC Function
Choose Update current POC and select “Next >>>”.
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Figure 12.5: Select POC to Update
Select the POC from the heading “Select POC to edit”.  Choose “Next >>>”.
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Figure 12.6: Update POC
Correct the information and select “Save POC Info”.  You will see the following confirmation screen. If you are adding a Technical person's name, Buyer Code can be left blank. 
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Figure 12.7: POC Update Confirmation Screen

12.3 Removing a POC

This action allows the removal of a POC.

[image: image70.png]la {Build ID: 2002052306}

EPS - NASA Marshall Space
Bl Edt Vew Go Bookmarks ook Window telp

T Qurome | @pooknaris @ st Messsge. Quwebii @ calender QuRsdo @pecple @ velow pages QDonriosd @ channels
[ vahoot ol akmierorr@yaroocon | QuRras Teanrage Y @ eps - asa Marshol space Pt Conter

Create Edit/Approve Archive Upload RFQS EOCDEASE View Archive Eeedback Logout
FedBizOpps Search * Help * User Accounts

Point of Contact Information Database
Marshall Space Flight Center

Action:
€ Addnew POC
€ Update current POC
® Remove POC(s)
€ POC Report

Next>>>

yosoui

|

© G @ @ G ocument: Done (1,192 secs)




Figure 12.8: Remove POC
Choose Remove POC(s) and Select “Next >>>”.
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Figure 12.9: Select POC to Remove
This will remove the POC information.  Multiple POCs may be selected by holding down the Control or Shift Key.
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Figure 12.10: Remove POC Confirmation Screen
13. Super User Functions 

Super users can un-archive synopses and delete uploaded files. 
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Figure 13.1: Enter EPS as a Super User
13.1 Unarchive Synopsis 

A notice can be un-archived if you need to post additional information to the notice, such as solicitation documents.

To un-archive a notice, select “Super User” on the EPS main page.  Click “Go”.
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Figure 13.2: Unarchive Acquisition
Select “Unarchive Acquisition” and click on the “Next >>” button.
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Figure 13.3: Select Synopsis to Un-archive
Select the file to un-archive listed under the heading "Select a synopsis on or more synopsis files”. Click on the "Un-Archive" button, and the following screen is displayed:
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Figure 13.4: Confirm Un-archiving of Synopsis
Scroll to the bottom of the page if you have selected more than one synopsis file to un-archive. If you click on the "No" button, the system returns you to the previous screen. When you are confident that the synopsis files selected are the appropriate ones to be un-archived, click on the "Yes" button. The following screen is displayed with a confirmation message:
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Figure 13.5: Un-archive Confirmation Screen
You are now able to post additional information to the notice.

13.2 Deleting Uploaded Files

The NAIS EPS provides Users with the ability to delete uploaded files. Users cannot delete Synopses.  If there is incorrect information in a “Synopsis”, we recommend posting a “Modification”. If there is incorrect information in a “Solicitation”, we recommend posting an “Amendment”.  Deleting files to posted Synopses sometimes causes confusion when users are on FedBizOpps and they are trying to link to a file that has been deleted on NAIS.
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Figure 13.6: Delete Uploaded Files
Select Delete Uploaded Files and click on the “Next >>” button.
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Figure 13.7: Select Synopsis to Delete Files
To delete selected document uploads, select the synopsis file to delete uploaded files from the "Select a Synopsis" list. Select to “Delete Most Recent Upload” or “Delete Other Documents”. Then, click on “Next >>”.

Please Note: You can only delete an entire upload, such as “Solicitation 01”, “Amendment 01”, etc. You cannot delete a specific document in an upload. The entire upload will need to be deleted in order to delete a specific document.
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Figure 13.8: View Files to be Deleted
Check the “Delete upload from synopsis?” box if you are sure this is the upload to delete. Click on the “Preview” button.  You may click on the link in the Description column to view the actual uploaded document.
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Figure 13.9: Confirm Uploaded Files to be Deleted
This is an “are you sure” screen to ensure that this is the upload the one you want to delete.  If so, click on the “Delete” button and you will see a screen similar to the following:
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Figure 13.10: Uploaded Files Deletion Confirmation
13.3 Deleting Uploaded Vendor Files

This function is the same as “Deleting Uploaded Files”.  Please refer to section 11.2 and follows the steps described in that section.


