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[bookmark: _Toc349816420]Introduction
Welcome to the Solicitation Writing System (SWS) User Guide! This guide will introduce you to SWS, a web-based system that facilitates the creation and maintenance of several types of Federal Acquisition Service solicitations including:
· Stock,
· Special Order Purchase (SOP), and
· Multiple Award Schedule (MAS).
Prior to the system’s launch in 2004, regional offices relied on differing systems and processes for publishing solicitations.  SWS was designed to automate the solicitation creation process, thus ensuring accuracy and introducing a level of standardization not previously in place at GSA.    
SWS interfaces with several internal systems during the solicitation writing process.  These systems include:
· eOffer,
· Offer Registration System,
· FSS Online, 
· Contracts Online,
· Electronic Centralized Acquisition Tool (eCAT), and
· Electronic Content Management System (ECMS).
Additionally, the system interfaces with the externally maintained Federal Business Opportunities Website at FBO.gov when it comes time to publish solicitations and amendments.
Some key features of SWS include:
· Security – Digital Certificates (no username/password to maintain)
· User access – maintained by solicitation owner/editors
· SWS Regulation Matrix – Maintains only up-to-date and authorized clauses/provisions
· Consistency - All sections of the solicitation are consistent from solicitation to solicitation with regulations auto assigned to the proper section
· Auto-Assigned Regulations - All mandatory regulations are auto assigned.  Users only pick optional regulations
· IBR Appendix - SWS creates an Incorporated by Reference (IBR) appendix - regulations are incorporated by reference in full text within an attachment
· Vendor Response Document - The Vendor Response Document returns only responses from the vendor so the full solicitation is not necessary for the proposal
· Improved Posting to FBO - Solicitations are auto-posted to FedBizOpps.

[bookmark: _Toc349816421]Using the Guide
The SWS User Guide is a searchable and easily navigable manual designed to provide the reader with a comprehensive understanding of the Solicitation Writing System.   To continue your learning beyond the information contained in this guide, be sure to consult with your Supervisor for additional training opportunities and direction on how to get personalized assistance.
While reading the User Guide, you will notice the following icons throughout:
	[image: ]
	Helpful Hints
	These items provide the user with shortcuts or tips on how to better perform a particular action.	

	[image: ]
	Cautions
	These items identify potential pit-falls of which the user should be aware.

	[image: ]
	Key Concept
	These items identify high level attributes or features of a particular program or system.

	[image: ]
	Things to Remember
	These items identify the important points a user should take away from a particular section.



The User Guide contains many hyperlinks that enable a user to jump from section to section quickly and easily.  At any time, a user may also click “Return to Section” to be taken back to the Table of Contents for that particular section.  At the end of each section, you will see a “Return to Table of Contents” link that link straight to the document’s table of contents.  
In MS Word, by default, you open hyperlinks by holding CTRL while clicking the hyperlink. If you prefer, you can set hyperlinks so that you follow the hyperlinks by just clicking them.  To do this in Word, you click the Microsoft Office Button, and then click Word Options. Click Advanced option menu on the left hand side. Under Editing options, clear the Use CTRL+ Click to follow hyperlink check box.
Key Word searches are also available for users with specific questions.  The user may search for a key word within the document by clicking CNTRL+F and keying in the words for which he or she wishes to search.
	[image: ]
	Helpful Hint: For questions not addressed in this User Guide, please contact the SWS Help Desk at (866) 472-9114 between the hours of 8:00 am and 7:00pm, Monday through Friday. The Helpdesk is also available via e-mail at etoolshelpdesk@gsa.gov. 



[bookmark: _Toc349816422]Help Videos
Throughout SWS you will notice “Help on this page” icons in the top right corner of each screen. If there is a point where you are unsure of what to do on a particular screen, in addition to being able to consult this guide, you will have these help videos at your fingertips. [image: ]
Clicking on the icon will open a pop-up window with a page specific video, helping you resolve any confusion you are having on a particular section.  
[image: ]
[bookmark: _Toc349816423]Accessing SWS
Accessing the Solicitation Writing System requires that a user obtain a digital certificate and have that certificate installed and verified on his or her system when the initial login occurs.  Many GSA users log in to their systems using a Digital Cert, so this should not be a problem.
1. Enter the URL https://sws.gsa.gov/sws into a web-browser.
1. The system will automatically check your credentials via FAS’s Single Sign-On verification.
1. Upon a successful verification, the SWS home page will display.
[image: ]
	[image: ]
	Caution: Note, however, if the Single Sign-On fails, an error message will display.  Here, you will now be required to enter your Network Username and Password in order to access the system.
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[bookmark: _Toc349816424]Digital Certificates
Digital Certificates are widely used at GSA to ensure that individuals accessing the system are authenticated.  With these certificates, users can, not only gain access to a particular system such as SWS, but use their signature to sign off on any necessary documents requiring a digital signature.  
The below section provides you with the basic knowledge necessary to get your digital certificate up and running on your computer which will allow you access to SWS.
[bookmark: _Toc300575528][bookmark: _Toc349816425]Importing a Digital Certificate
Importing your digital certificate is a quick task that allows you to install your cert within your browser.  Once completed, you should be able to access the system as needed (assuming permissions have been granted).
To install the digital certificate (once you have received it) follow these steps.
1. Launch the Internet browser (Internet Explorer) and on the Menu bar click on ToolsInternet Options.
[image: ]
2. Click the Content tab.
[image: C:\Users\robert_sherwood\Documents\Projects\GSA\Userguides\images\I\ImportCert2.jpg]
3. Click the Certificates button.
[image: ]
4. On the Personal tab click the Import button
[image: ]
5. Click Next when the Import Wizard launches.
[image: ]
6. Click Browse, go to the folder where the certificate is stored and highlight it.
[image: ]


7. In the “File of type” select the .pfx extension type and click Open.
[image: ]
8. Click Next.
[image: ]


9. If the private key was protected with a password, please input that and click Next.
[image: ]
10. Click Finish.
[image: ]
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[bookmark: _Toc349816426]Navigating the System – High Level Overview
The Solicitation Writing System was implemented in order to standardize and streamline the solicitation writing and publishing process.  With it, COs and CSs can craft solicitation packages, manage documents, and ultimately post solicitations to FBO for review by the vendor community.
In the below section, we will provide you with a high-level overview of the system before jumping in to specific system functions.
[bookmark: APPENDIXB][bookmark: _Toc300575521][bookmark: _Toc349816427]Navigating in SWS
[bookmark: _Toc272419986]The main navigation for the SWS includes five Tab Areas including:
· Home
· Solicitation
· Search
· View
· References
[image: ]
Review the below sections to learn about the primary functions associated with each tab.
Return to Table of Contents
[bookmark: _Toc300575522][bookmark: _Toc349816428]Home Tab
The Home Tab is available on every screen within the application. When you place your cursor on the Home Tab the ‘Solicitation Home’ link will become visible. Clicking this link will always take you to the SWS homepage.  On the homepage, any of the three Modules (Schedule, Stock or SOP) may be selected.

[bookmark: Building_Sol_Number][image: ]
Once a module is selected the “Inbox” screen is displayed which contains the “Solicitation in Workflow List” and the “Work in Progress List”. In the below example the Stock Module was selected. The Work in progress List shows an initiated solicitation. To continue working you would select the radio button under the Option column and then click Continue to Solicitation Details. The Workflow list on the other hand displays solicitations submitted for review (none in this case).
	[image: ]
	Caution: When using SWS it is important to use the navigational elements and refrain from using the back button on the browser, as that may result in loss of data.



[image: ]
Return to Table of Contents
[bookmark: _Toc300575523][bookmark: _Toc349816429]Solicitation Tab
[bookmark: _Toc272419990]The Solicitation Tab is used primarily for the “Create” functionality.  It allows the creation of a MAS, Stock or SOP solicitation. In addition, an amendment can be created in case of a Stock or SOP solicitation. For any MAS solicitation that is not a new solicitation, amending the solicitation requires the user to create a “Refresh”. 
[image: ]



When you are on the Inbox screen or within a particular module, the Solicitation Tab has slightly different functions as shown below. Here the Stock module is shown. You will notice that there are no longer references to Schedule or SOP solicitations.
[image: ]
Apart from the ability to Create Solicitation or Amend Solicitation, you can also Cancel Published Solicitation or View Published Solicitation (discussed in other sections).
Return to Table of Contents
[bookmark: _Toc300575524][bookmark: _Toc349816430]Search Tab
The Search feature allows you to search any solicitation published using SWS. Three types of searches can be conducted as shown in the screen shot below:
· Searching Regulations by Solicitation,
· Searching Solicitations/Regulations by Schedule Number, and
· Searching Solicitations by a Given Regulation or Provision.
[image: ]
[bookmark: _Toc349816431]Search - Regulations by Solicitation
The Search Regulations by Solicitation is used when you are looking for a regulation that is associated with a particular solicitation.  For example, if you want to know the Ethical codes associated with a particular solicitation, you can find that information out using this search functionality.
1. Enter the Solicitation Number in the text box and click Continue.
[image: ]
2. On the next screen select the Solicitation Status (Work in Progress or Published), using the drop down and click Continue. 
	[image: ]
	Helpful Hint: The “Work in Progress” option is only available if you have an existing solicitation in your Work in Progress list. The other Solicitation Status is “Published”




[image: ]
3. The search results will display as follows. Clicking the New Search takes you back to the beginning of the search. Click on the solicitation number link to continue.
[image: ]
4. From the drop down, select if it is a “Contract Regulation” or a “Provision” and then select the Regulation Source, next click Continue.
[image: ]


5. The results will be display as follows:
[image: ]
[bookmark: _Toc349816432]Search - Solicitation/Regulation by Schedule Number
The Search Solicitations/Regulations by Schedule Number allows the user to view the most up to date solicitation associated with any Multiple Award Schedule contract.  For example, if you want to see the latest solicitation package associated with Schedule 70 (or any other schedule) you would use this search function.
1. Select the Schedule number from the drop down and click Continue.
[image: ]
2. Select the Solicitation Status (Work in Progress or Published) using the drop down and click Continue.
	[image: ]
	Helpful Hint: The “Work in Progress” option is only available if you have an existing solicitation in your Work in Progress list.




[image: ]
3. The search results will be display as follows. Clicking the New Search takes you back to the beginning of the search. Click on the Solicitation Number link.
[image: ]
4. From the drop down select if it is a “Contract Regulation” or a “Provision”. Select the Regulation Source and then Click Continue for the results.
[image: ]
5. The results will be listed as follows.
[image: ]


[bookmark: _Toc349816433]Search - Solicitation By Given Regulation/Provision
With this option, you can search for solicitations that contain a certain regulation or provision.  This is an incredibly helpful search function if you are aware that a particular regulation may contain incorrect information and are tasked with finding all of the effected solicitations.  Additionally, you may also simply want to identify what solicitations are governed by specific provisions. In any event, this Search functionality provides you with that capability. 
1. Enter the Regulation/Provision Number. Click Continue.
	[image: ]
	Helpful Hint: Regulation/Provision Number is the only required field.




[image: ]
2. On the next screen select the Solicitation Status (Work in Progress or Published) and click Continue.
	[image: ]
	Helpful Hint: The result from no input, will display “Not Selected” in the fields, otherwise it would show what was entered in the previous screen.





[image: ]
3. The list of Solicitations will be display as follows. Click on a Solicitation Number link.
[image: ]
4. The elements of the Solicitation will be display, click on the document link that you would like to view.
[image: ]
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[bookmark: _Toc300575525][bookmark: _Toc349816434]
View Tab
The View Tab is useful for looking up the Workflow Status or viewing the Solicitation Packages or the Planning Documents. To accomplish this, hover over the View tab and click the desired link. 
[image: ]
[bookmark: _Toc349816435]View Workflow Status
The View Workflow Status tab allows the user to review the date a particular task was last performed, what that task was, and the status of the task.
1. Click the View Workflow Status tab shown above. The task(s) performed on the solicitation(s) and their status will display as shown below. View comments by clicking the View link.
[image: ]

[bookmark: _Toc349816436]View/Print Planning Documents
Various planning documents are often created prior to the actual crafting of a solicitation.  In the View/Print Planning Documents screen, you can access previously created planning documents to be reviewed and possibly incorporate some elements into new solicitations.
1. Clicking on View/Print Planning Document tab displays the following screen as shown below. Click the Schedule Solicitation button.
[image: ]
2. Enter the Solicitation Number (MAS only) and the Refresh Number (optional). Click Continue.
[image: ]
3. [bookmark: _Ref241656084]The planning document (if one exists) will be display.

[image: ]
[bookmark: _Toc349816437]View/Print Solicitation Package

1. After clicking the View/Print Solicitation Package tab.  Select the Solicitation category (Schedule, Government Wide Acquisition Contract (GWAC) or SOP/Stock). In this instance, Schedule is chosen. 
[image: J:\Public\Clients\Federal\General Services Administration (GSA)\Active Projects\Educational Material\User Guides\User Guide Delivery\SWS\screencaps\fixes\view5.png]
2. Enter the Solicitation Number (required *) and the Refresh Number (optional) and click Continue. 
[image: ]
3. Click on the Solicitation Number link to view the solicitation Package. Clicking on New Search, returns to the previous screen.
[image: ]
4. Click on the appropriate link for the document that is to be viewed or printed.

[image: ]
Return to Table of Contents




[bookmark: _Toc300575526][bookmark: _Toc349816438]References Tab
The References Tab has links to sites related to Federal Acquisition which serve as additional sources of information.  
[image: ]
· The first link – FAR – directs users to the Acquisition.gov’s Federal Acquisition Regulation provisions.
· The second link – FAS Clause Manual – redirects the user to the eCAT site where the Federal Acquisition Services Clause Manual is posted.
· The link to FedBizOpps takes the user to the fbo.gov website where many solicitations are posted.
· Clicking GSAR  redirects users to the General Services Administration’s Acquisition Regulations (GSAR).
· The two Common Document links (Upload/View) allow the user to review and/or upload documents such as Acquisition Letters, Federal Acquisition Circulars, etc. that can be recycled from one solicitation to the next.
A particular item of interest is the SWS Regulation Matrix., shown below.  The Regulation Matrix shows all of the elements of a Regulation including its effective date, the governing part of the FAR, whether it’s applicable to Stock, SOP, Schedules, or GWACs, etc.  
The Search feature allows a User to find a specific regulation by providing the Regulation Number, Regulation Type and Source.
[image: ]
Return to Table of Contents
[bookmark: APPENDIXA][bookmark: _Toc276477198][bookmark: _Ref238009735][bookmark: _Ref238009810]

[bookmark: _Toc349816439]Stock/SOP Solicitation Creation
The bread and butter of SWS is its ability to create and manage solicitation documents and packages.  In the below sections, we provide you with the skills necessary to use the system and, most importantly, create solicitations accurately and efficiently.
You will notice that there are seven primary sections in the left hand navigation that need to be completed.  We will take you through these sections and provide you with the information necessary to complete each of them.  
First, however, we will show you how to initiate working on a solicitation.
[bookmark: _Toc276477199][bookmark: _Toc349816440]Initiating a Stock/SOP Solicitation
The Special Order Program (SOP) and Stock Programs are each designed to connect a government agency with the products from the private sector that it needs to carry out its business.  For the purposes of using this system, you should know that creating a Stock or SOP solicitation has the same basic steps. Places where the process may slightly deviate will be identified, but know up front that the difference relates primarily to the “NSN Details” screen for Stock solicitations and the “Item Details” screen for SOP solicitations.
1. To begin writing the solicitation, select the Stock module from the home page.
[image: ]
	[image: ]
	Helpful Hint: Rather than clicking the Stock module from the home page, if you know you’re going to begin a new solicitation and have no interest in reviewing your Work in Progress List, you can simply mouse over the Solicitation tab and select “Create Stock.” The following steps will be the same except you will jump directly to the Solicitation Details screen.



2. Upon selecting "Create Stock", you will be asked to acknowledge your understanding that SWS is a productivity tool only, and that YOU are responsible for the accuracy of the content. You must select the "Accept" button on this screen before you enter data into SWS. 
3. Click Accept.

[image: ]
	[image: ]
	Helpful Hint: You can also use the SWS homepage to begin the creation of a Stock solicitation.  Simply click the STOCK link to be taken to the Stock solicitation module. 



4. The Stock Inbox landing page opens. Any solicitation(s) in progress display in the Work in Progress List. Solicitations submitted for review display in the Workflow List (there are none in this example).
	[image: ]
	Helpful Hint: To work on a ‘Work in Progress’ Solicitation, select the radio button under ‘Option’ and click Continue to Solicitation Details. If you are creating a new solicitation, you can skip this step.




[image: ]
	[image: ]
	Helpful Hint: If a “Work in Progress’ Solicitation displays an error message saying that the owner is invalid, you need to assign a new owner using the drop down box adjacent to Owner Name. Note that you can only perform this action if you have Edit/Publish rights.



5. To start a new Solicitation, select Create Solicitation from Solicitation Tab.
[image: ]
6. Click Accept on the Acknowledgment screen and the stock Solicitation Details page will display.
[image: ]
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[bookmark: _Toc276477200][bookmark: _Toc349816441]General Data Section
The General Data section requires that you enter some basic solicitation information before you get started.  Here, you will enter information regarding the high level solicitation details, assign users to work on the solicitation, and upload solicitation planning documents.
Notice the Menu on the left hand side. It shows the solicitation process. Note the icon next to each step as they go from yellow ( [image: ] ) to green ([image: ] ) to indicate completion. 
[bookmark: _Toc276477201]Sol Details - Solicitation Details
Begin with the Solicitation Details screen.  Understand that the information entered in the Solicitation Details screen is what will be used to ultimately build your thirteen digit solicitation number.
1. Enter the Solicitation Title. This should be descriptive enough so that vendors will have some level of understanding as to what the solicitation will address.
2. Select the Reporting Center responsible for managing this solicitation process.
3. Select the Solicitation Method - Request For Proposal (RFP) and Request For Quote (RFQ).
	
[image: ]
	Key Concept: Generally, a Request For Quote (RFQ) is a more rigid request that asks for a specific dollar figure for a given set of features and benefits. If you already know precisely what you need, then an RFQ is most likely the correct choice. On the other hand, a Request for Proposal (RFP) is more flexible type of solicitation relied upon when your specific requirements are less firm or you are interested in receiving different, innovative solutions from vendors.  There is some overlap, to be sure, but these guidelines should prove helpful in making your determination. Ultimately, you may want to check with your manager before proceeding down either path.


4. For Contract/Procurement Type, select either Definite Quantity (DQ) or Indefinite Quantity (IDIQ).   
	
[image: ]
	Key Concept: Definite Quantity contracts imply that you are asking for a specific amount of a particular good or service (note that Stock/SOP only relates to Goods).  Indefinite Delivery, Indefinite Quantity contracts are geared towards requirements where you are unsure as to how much of a particular product will be requested throughout the life of the contract.


5. Select the Solicitation Type.  The choices available for the Solicitation Type are determined by the selection made on the Solicitation Method and Contract Type.  The options are as follows:
a. RFP + DQ = Negotiated
b. RFP + IDIQ = Negotiated
c. RFQ + DQ = Simplified Acquisition or MAS Quote
d. RFQ + IDIQ = BPA-MAS, Standing Price Quote, or BPA-NonMAS
6. Enter a unique, four digit Sequence Number. 
7. Select an ‘Owner’ of the Solicitation from the drop down. This could be you or the person primarily responsible for the solicitation creation process.
8. Enter the 4-digit Acquisition Center Code for the appropriate acquisition center.
9. Enter the Fiscal Year in which the solicitation is being published.
	
[image: ]
	Caution: For some solicitations, you may not need to enter a Fiscal Year.  If you are required to do so, enter just the last two digits of the desired year. For example, “2012” will be entered as “12”.



10. Click Confirm Solicitation Number once all the general details have been entered. If something is missing, the application will prompt for correction.

[image: ]







11. After confirmation, the solicitation number will display.  This number is generated based on your inputs in the previous steps. This will be the last chance to modify the solicitation number.  To change the solicitation number, click Modify Solicitation Number. 
12. If no change is needed click Save and Continue To Solicitation Details.
[image: ]
Now that there is a solicitation number, the specific details of the solicitation are required. The grayed-out boxes are not editable. All other fields are to be completed. 
13. In the left-hand column, select the Region Code. This is the region responsible for the solicitation.
14. Select the Template
15. Indicate the correct Pricing Type.
16. Identify the Period of Performance.
17. In the right-hand column, note that much of the information is auto-populated. Begin by identifying the appropriate Signature Document.
18. For the Estimated Dollar Value field, enter your best guess as to how much the contract award will be worth.
19. Choose a Closing Date and Time.
	[image: ]
	Helpful Hint: Clicking on the calendar icon beside the Close Date field displays a calendar. Navigate to the desired date and click on the day to insert the Close Date. If pop-up blocker is on, set to allow for this site.



[image: ]
20. The Sol Details icon is “green”, but will not be complete until Save and Continue To Copy Solicitation is clicked.
Return to Table of Contents

[bookmark: _Toc276477202]Copy Solicitation
The Copy Solicitation option allows you to import data from earlier solicitations created within SWS. This feature is a time saver and avoids manual input. You may skip this section by clicking the Continue to Assign Users button or selecting from the left navigation menu.
1. In order to use the Copy Solicitation option, enter in the Solicitation Number (or a part of it) from which you want to copy a particular item. 
2. In this case, the Vehicle is defaulted as STOCK. Under Status, the choices are: All, In-Review, Published, and  Work In Progress. Select one. 
3. Click Search and the results will display. 
[image: ]
4. From “Choose a source solicitation to copy”, click on the Option radio button next to the solicitation to copy from. Then click the Copy button against the item you wish to copy (Users in this case). A “processing … please wait” message is replaced by “copied successfully” message. Repeat for each Section as needed. When done with the copying, click Continue to Assign Users.
[image: ]
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[bookmark: _Assign_Users][bookmark: _Toc276477203]Assign Users
Often times you may want break up the work of writing the actual solicitation among different people within your office. Perhaps, for example, you would like to designate someone to serve as a final reviewer or your work. The Assigning Users functionality establishes who will be available to both work on and review the solicitation documents created using SWS.  
1. To add a new User, select from the Available Team Members drop down. 
2. Assign the privilege (“Edit & Publish” or “Review”). Click Add Team Member. 
3. A message will appear in red at the top “• Record(s) inserted/updated successfully “and the new user will get added to the team members list.
4. To change the privilege of an existing member Click the Edit link under the Action column. 
	[image: ]
	Helpful Hint: Note that the individuals you assign as reviewers will resurface when you Submit the Solicitation for Review.  This will be discussed in the Submit to Reviewers section.




[image: ]
5. On the Update User Details screen below, make a choice and click Update or Cancel and you will be returned to Assign Users.
[image: ]
6. A confirmation message will appear and the “Existing Privileges” will update. 
[image: ]Name, last Name@gsa.gov
Last Name, Name

7. In order to delete a Team Member, click the Delete link under the Action column. On the Delete User Profile Management screen as shown below, click Delete. 
[image: ]

8. A confirmation message will appear (• Record(s) deleted successfully!). Click Save and Continue to Planning Documents to go to the next step. 
	[image: ]
	Helpful Hint: There is no delete option for the Owner meaning that you cannot remove the Owner from working on the solicitation.



[image: ]
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[bookmark: _Toc276477204]Planning Documents
This section gives the User the ability to upload all necessary Planning Documents to be used throughout the crafting of a solicitation.
1. To upload a document, click the Select a Planning Document Type dropdown menu. 
2. Click on Browse to navigate to the file on your local or network drive. 
3. Highlight the file and click Open to add to “Select File to Upload” box, and click Save.
[image: ]
4. The uploaded file is listed as shown below. Repeat for each needed Planning Document type. Clicking on the “Document Type” link will open that document for review.
[image: ]
5. To remove a Planning Document, click on Delete under the “Action” Column. The confirmation screen opens as shown below, click Yes. 
[image: ]
6. The Upload New Document screen appears where a confirmation message is seen in red text (Successfully deleted the document from the common documents table!). 
7. Once the Planning Documents section is completed click Continue to NSN Details.

[image: ]
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[bookmark: _Toc299545451]Submission Address
The Submit Address section provides the user the ability to confirm or change the address that will be displayed on the cover page of the solicitation document.  The default solicitation address will be automatically populated on the Submission Address screen.  This section also allows the user to search for an existing address within the system. 
1. If the address needs to be changed, select the “No” radio button next to the “Do you want to submit Offers to the below address” question.
[image: ]
2. To search for an existing address, begin typing in the street number in the “Select Submission Address” text box.  The results will populate in a dropdown menu below the text box.  Choose the address from the dropdown menu and click Select.
3. You may also add a new address by filling in the necessary text boxes.
4. When finished, click Add Submission Address.
	[image: ]
	Helpful Hint: If this example were a SOP Solicitation, the Continue to NSN Details button would say Continue to Item Details.




[image: ]
5. The new address will appear under the List of Submission Addresses.
6. After all Submission Addresses have been added or you have confirmed the existing address, click Continue to NSN Details. 

[image: ]
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[bookmark: _Toc349816442]Goods / Services
The Goods and Services section is where you provide most of the information concerning the substantive items of the solicitation. Basically, with this section you answer the question: “What is being procured?”
[bookmark: _Toc299545452]NSN Details (Stock) or Item Details (SOP) - Using a Production Plan
The NSN Details section – in the case of Stock solicitations – or Item Details section – for SOP – provides the specific information necessary for each item being procured.  In the below example, we will run through a typical Production Plan scenario.
1. To add National Stock Number (NSN), click on Add NSN for manual entry or click on Add NSN from TIMS (Technical Information Maintenance System). 
	[image: ]
	Helpful Hint: Throughout the NSN Details screens, you can always Delete All NSNs to remove the entirety of the NSNs associated with this solicitation.




[image: ]
	[image: ]
	Key Concept: In a SOP Solicitation the NSN, details are referred to as Item Details, which provides the additional option to Add Non NSN Item.  Add NSN and Add NSN from TIMS are same as in Stock. 



2. The NSN box appears, add the NSN number (comma-separated numbers, No dashes allowed), then click Add NSN Items. 
[image: ]
3. The item will appear under List of NSNs as shown below. Alternately, to add NSNs using TIMS click on Add NSN from TIMS link and the NSN-TIMS box appears (see next screen).
[image: ]
4. In the NSN-TIMS box, enter the NSN manually (comma-separated numbers, no dashes
allowed) OR select a “Production Plan Number” using the drop down to add a group of defined items. 
[image: ]
5. Once the items appear under List of NSNs, they can be edited. Click the icon under the “Edit” column for each Item to bring up the NSN Item Detail screen.
	[image: ]
	Caution: If the NSNs are added manually, they cannot be submitted via the Production Plan unless all the NSNs are deleted. The “Submit Production Plan” button is disabled. Similarly, If NSNs are added by submitting a Production Plan then they cannot be added manually (unless the Production Plan is deleted). 



[image: ]
On the NSN Item Detail screen, the user can edit the “Title/Description”. 
6. The items with a red asterisk (*) are required. 
a. Choose the Set Aside and FOB Type (Freight on Board) values using the drop down and click the check boxes to apply to all Line Items if necessary. 
b. Note, Set Aside can also be set to NA (Not Applicable). 
c. Select the NAICS Category. Enter NAICS Code manually or use the drop-down (which appears once the NAICS Category is selected. 
7. The Max Order Limit is optional. 
	[image: ]
	Caution:  When you add NSN from TIMS, the Item Product Description (IPD) text box will be filled-in, but can be further edited. When an NSN is added without TIMS, the IPD Description will be blank. The user can type the description in or a description file can be uploaded.   DO NOT DO BOTH! (Fill in IPD Description and Upload file).



8. Notice the link Edit Components, which allows you to edit the additional items added as components. If no components have been added the link would say Add Components. To add components you would click this link.

[image: ]
9. Enter the NSN Component number in the standard NSN format, then click Add Components.
10. Added under the “List of Components” will be the component details. 
11. Clicking on the icon under the “Components” column will open another component window to add components to proceeding item. Repeat as necessary. 
12. When done, click on Continue Back. To get back to the NSN Details screen click Save and Continue. 
[image: ]
13. To edit the item, use the icon under the “Edit” column. If there are components for that particular item the Add Components link will be replaced by Edit Components (not shown).  
[image: ]
14. Now that NSN Details are compete click Save and Continue to Shipping Addresses.
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[bookmark: _Toc299545453]NSN Details (Stock) or Item Details (SOP) – Non-Production Plan Scenario
In case of a Non-Production Plan scenario the System will display separate list of TIMS NSN and the Non TIMS NSN after the User has added them using both methodologies. For the TIMS NSNs the System provides an additional functionality to retrieve the components and specifications from TIMS. This is achieved by clicking the Fetch Components and Specifications button.  This also applies to the Item Details screen (in case of a SOP Solicitation).
	[image: ]
	Key Concept: NSNs are sorted between “TIMS NSNs” and “Non TIMS NSN.” This distinction should make finding the desired NSNs easier for the user.



[image: ]
To add or delete NSNs from the TIMS list after retrieving components and specifications, the User must click on the Fetch Components and Specifications button again to get the components and specifications from TIMS. This allows for the proper sequence of specification and components.
[bookmark: _Toc299545454]Shipping Address
The shipping address designates the place where the goods are to be shipped.
1. Select the shipping address code from the pull down menu for Address Type. 
a. If the address is unknown or a default is not available, select “Any Location in US”. 
2. Click Add Shipping Address. 
3. The information will appear under “List of Shipping Address”.  
4. Clicking the red X under “Delete” column removes the address.
[image: ]
5. If a known address needed has no code, select “Other” and a new screen will open (see the next two screens).


[image: ]
6. Fill in all Required Fields (*) for the shipping address and click, Add Shipping Address and the information will appear under “List of Shipping Address”. 
[image: ]
7. After the Shipping Addresses section is complete click Save and Continue to Select Clins.
Return to Table of Contents
[bookmark: _Toc299545455]
Select CLINS
Contract Line Item Number (CLIN) is a line item of the required Compliance Matrix to be included in a private-public competition solicitation.  Essentially, CLINs are defined procurement items for which a vendor must provide separate individual pricing.
1. To add/edit CLINS, click on the Edit CLINS. 
[image: ]
2. On the Select CLINs screen, the boxes at the top are a short-cut to fill the “After Receipt of Order” (ARO) and Attn to values for all NSNs. 
3. Enter the value and click the click here link. 
4. A click here link is also provided to select all NSNs. The filled in values are editable.

	[image: ]
	Helpful Hint: Only the boxes the checked boxes will be saved. 
The Actual Quantity can be manually entered as needed.




[image: ]
5. To apply any edits, the check box under the “Select” column must be checked. Click Save and Assign CLINS to move forward.
6. The list of CLINs is displayed with the system assigned CLIN values. For any additional changes click the Edit CLINS button and return to the previous screen.
[image: ]
7. Upon completion of the CLINS section, click Save and Continue to NSN Groups.
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[bookmark: _Toc299545456]NSN Group
This section enables the Users to categorize the CLINs into groups for simplicity. While this functionality is optional, it helps when there are a large number of CLINs that need to be categorized.
1. Click Add New Group.
[image: ]
2. Enter a “Group Title” and select the NSNs to be added to that group and click Create Group.  Note that a minimum of two items is required to create a group.

[image: ]
3. On the next screen you have the option to add additional available CLINs to your group or delete an existing CLINs. If no changes are to be done, click Back to NSN Groups. On the other-hand if any changes are made you must then click Save Group.
[image: ]
4. The created Group is listed under “Group Title”. The Group can be Edited or Deleted, using the appropriate links. The Add New Group is displayed only if there are unassigned items. Repeat the process in order to create another Group if necessary. 
[image: ]

5. All the created Groups are listed as shown below. To move on to the next section click Save and Continue to Std & Spec Documents.
[image: ]
[bookmark: _Toc299545457]Standard and Specifications (“Std & Spec”) Documents
The documents uploaded in this section become a part of the Solicitation Package. They are divided into two groups: Standard Documents and Specification Documents. 
1. Select the Document Category (the choices are Specifications or Standards)

[image: ]
2. Click the Browse button to locate the relevant document on your computer or a network drive and then click Save. 
[image: ]


3. The uploaded documents appear under Category. Only one “Specifications” and one “Standards” document is allowed. To replace a document the existing one must be deleted. 
[image: ]
4. Once the upload is complete a document can be reviewed by clicking the Specifications or Standards link under the Category column. To delete the document click the icon under the Action column.
5. Click Save and Continue to Select Regs to move forward.
Return to Table of Contents
[bookmark: _Toc349816443]Regulations
Given that all mandatory regulations are auto-assigned, you, as the CO or CS, are only able to select optional regulations to be used in the solicitation. Under the Select column, if a regulation does not have a check box, it implies that it is a required regulation and will be added to the solicitation by the system. If the regulation has a check box, it is considered a “Required as Applicable” or “Optional regulation”. 
[bookmark: _Toc274228890]Select Regs
1. Click on the check box(s) adjacent to clauses and provisions to be included in the solicitation. 
	[image: ]
	Key Concept: Clauses refer to Terms and Conditions whereas Provisions are vendor instructions.


2. Check the IBR Full Text Display if the regulation is to be displayed in the Solicitation document (in full text).
	[image: ]
	Helpful Hint: The columns Number, Title, Clause /Provision will sort when clicked.




[image: ]
3. Click Save and Continue to Fill-in Regs button at the bottom of the page.
[image: ]
4. In the case of any discrepancy, the system will generate a message indicating the problem and a solution, as shown in the example below. 
[image: ]

Return to Table of Contents
[bookmark: _Toc274228891]Fill-in Regs
The Fill-in-Regulation screen is where the user fills-in the required Owner Inserts in particular clause(s). This is one instance where the user “tailors” the solicitation documents to meet the needs/requirements of a particular procurement. 
1. To add the required information to a clause, click the icon under the Owner Inserts column.
	[image: ]
	Helpful Hint: Click the clause number link and a pop up window displays the clause.




[image: ]
2. Enter the relevant information in the text box based on the clue provided just above. Some owner inserts are pre-filled by the system and require no user action.
[image: ]
3. Click the see clause link and a pop up window displays the clause with that owner’s insert placeholder in red type.
[image: ]
4. After filling in the Owner Insert, click the Save Owner Insert Data to move on to the next clause (if the clause is the last one, you will return to main Fill-In-Regulations).
[image: ]
5. On the next clause’s screen a “Owner Inserts Data is saved successfully” message is displayed referring to the previous owner insert. 
6. To go directly to main Fill-In-Regulations, click Save and Continue back to Fill-In-Regs and there the Status icon will be green when complete.
[image: ]
7. Once all the Status icons are green, click Save and Continue to Move Regs.
[image: ]
[bookmark: _Toc274228892]Move Regs
The Change Regulation Location screen allows users to move regulations between Part I Goods and Services and Part IV Evaluation Factors for Contract Award of the Solicitation Package. This functionality is used if a clause makes more sense in one section versus the other. 
	[image: ]
	Key Concept: The Move Regs functionality is optional and can be revisited when the Solicitation is being reviewed.  



1. Use the Choose a Regulation dropdown to select one of the available clauses (O=original, D=Deviated, T=Tailored, A=Alternate). The “Type Num” refers to the Sequence number.
2. Next, select the section (Part I or IV) from the Location dropdown. Click Save Location.
[image: ]
3. The Clause Title and the new location will be listed. The Move can be reversed by clicking the Undo Move link. 
4. When finished with moving the clauses click Save and Continue to Regulation Comments. 
[image: ]
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[bookmark: _Notes_and_Comments][bookmark: _Toc349816444]Notes and Comments
[bookmark: _Toc274228894]The Notes and Comments section allows the CO/CS to tailor the solicitation a bit more by providing the vendor with supporting details regarding some of the incorporated regulations, sections, and item descriptions.  This is an important feature of SWS that affords some flexibility to the solicitation creation process.  
Regulation Comments
The Regulation Comments menu provides the user the ability to add comments to a clause that has been included in the Solicitation. These comments then show up in a box as a note to the clause.
1. To add a comment, click the ADD link under the Comments column. This opens up a text box.
[image: ]
2. Enter the comments in the Text box and click Save Comment.
	[image: ]
	Helpful Hint: The System allows special characters like “<”, “>” and “- -“in the Regulation Comments text box. The same applies to Part Comments and Item description.




3. Once the comment is added, the ADD link will change to two links (one for UPDATE and the other for DELETE) under the Comments column.
4. If you have completed adding Regulation Comments, click the Save and Continue to Section Comments button.
[image: ]
Return to Table of Contents
[bookmark: _Toc274228895]Section Comments
This menu item provides the User the ability to add comments to any section of the Solicitation Document. The comments can be placed either before or after a Section.
1. To place the comments before the Cover Page Clauses, click the appropriate Create link.
[image: ]
2. Type the Part Comments in the text box and click the Save Comment button.
[image: ]
3. Repeat step the previous steps if an After Comment also needs to be inserted. Notice on the Part Comments screen now there is an option to Edit/Delete the Comment Columns . 
[image: ]
4. Click the Edit/Delete link. The text box now is editable. The option to delete the Comment is also available. Upon completion of edit, click Save Comment.
[image: ]
5. A confirmation message indicating successful update is displayed. When done with the Part Comments section, click the Save and Continue to Item Description. 
[image: ]
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[bookmark: _Toc274228896]Item Description Comments
The Item Description section is optional. It allows a User to input comments relating to specific items that are involved in the procurement
1. In order to insert a comment click the ADD link adjacent to the Item under the Comments column. 
[image: ]
2. Enter comments in the text box and click Save Comment. 
[image: ]

3. Once the comments are saved the ADD link is replaced by UPDATE and DELETE link. 
[image: ]

4. After Item Description Comments are completed, move on to the Attachments by clicking Save and Continue to Optional Attachments.
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[bookmark: _Attachments][bookmark: _Toc349816445]Attachments
[bookmark: _Toc273962861]This section enables a user to add documents to the solicitation. There are three categories Optional, Exhibits, and Required from Vendor.
[bookmark: _Toc274297995]Optional Attachments
Optional Attachments are, as the name implies, attachments which may be included at the discretion of the CO/CS.  In this section, there are two options for the source of the document: a document may be selected from the SWS Documents Library (using the dropdown) or uploaded from the local or a network drive.
1. To select a Document from the Document Library, simply click the drop down menu and hit save.
2. To upload a document from your local drive, enter the document title and click the Browse button to locate the file on the local computer or network drive. 
3. Select the check box if the document is to be shared on the SWS Documents library. This will make your document available to other users of the SWS system.  Click Save.
[image: ]
4. The uploaded document(s) will be listed at the bottom of the screen. To remove a document click the Delete link, which appears under the Action column.
[image: ]
5. After all the documents are uploaded, click Save and Continue to Exhibit Documents.
	[image: ]
	Helpful Hint: Uploading a document with the same title or same filename is not allowed and will generate an error message.



Return to Table of Contents



[bookmark: _Toc274297996]Exhibits
Like Optional Documents, there are two options for the source of Exhibit documents - the SWS Documents Library (using the dropdown), or a local/network drive.  Exhibits are used more as reference or supporting material, providing clarification to the vendor as to what is expected of his or her company upon contract award.
1. To upload a document enter the document title and click the Browse button to locate the file.  Click Save.
[image: ]
2. The uploaded document will be listed at the bottom of the screen. To remove a document click the Delete link which appears under the Action column.
3. After the document(s) have been uploaded, click Save and Continue to Documents Required from Vendor.
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[bookmark: _Toc274297997]Required from Vendor
The “Required from Vendor” Document Section enables the solicitation owner to create a list of documents that the vendor has to submit with the offer. The solicitation owner determines if a document submitted by the vendor is required or optional. This list of documents shows up in the Vendor Response Document (VRD) for paper offers and in eOffer for electronic offers.
1. Select a Document title from the drop down list.
[image: ]



2. [bookmark: _Toc274230417]After selecting a Document Title, determine if it is Required or Optional. Click Save.
[image: ]
3. The saved document title will be listed at the bottom of the page.
[image: ]
4. Repeat the above steps to add to the list of Document Titles that a vendor would need to submit with the offer. 
5. To change the Required or Optional choice of a saved Document, click the Edit link in line with the title under the Action column. 
[image: ]
6. Select the appropriate Required or Optional radio button and click Update. 
[image: ]
7. When the list of documents is complete, click Save and Continue to Contact Information.
[image: ]

Return to Table of Contents
[bookmark: _Toc349816446]Contact
[bookmark: _Toc274297999]The Contact portion of the solicitation creation process allows you to enter contact information for the GSA employees associated with a particular solicitation.  Additionally, here is where you will enter a synopsis of the solicitation for quick review by the vendor.
Contact Information
The contact information for the solicitation is to be entered on this screen. Most centers use a generic email box and an 800 number; however a specific person may be identified. 
1. Enter the primary contact information (first and last name are optional).
2. Type the secondary contact information (if needed).
3. Click Save and Continue to Synopsis.
	[image: ]
	Helpful Hint: The email and phone number are the required fields for the primary contact.




[image: ]
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[bookmark: _Toc274298000]Synopsis
The Synopsis screen allows the user to display a brief description of the solicitation and publish it on the Fed Biz Opps (FBO).  An example of the FBO synopsis is provided below before the instructions.
[image: C:\Users\ANDREW~2\AppData\Local\Temp\SNAGHTML82075e02.PNG]
1. Begin by entering the synopsis description in the provided text box.
[image: ]
2. After the text has been entered, the “Synopsis” may be published on the FBO site by clicking the Publish to FBO button or continue by clicking Save and Continue to Review/Print.
[image: ]
3. Enter the FBOClassification Code that identifies the “category” of the items being procured.
4. Indicate whether the solicitation is Set Aside for a particular socio-economic designation (Small Business, HubZone, Woman-Owned, etc.).
5. Provide NAICS Code for which vendors must provide services to be eligible to bid on this opportunity. 
6. Click Publish to FBO.
[image: ]

7. A “successfully published” message will be displayed. 
[image: ]
8. This concludes the “Contact” section. Click the Save and Continue to Review/Print  (not shown) to move to the next section.
9. You can view your published Synopsis on the FBO site.

[image: ]
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[bookmark: _Review/Publish][bookmark: _Toc349816447]Review/Publish
[bookmark: _Toc275857106]On the first screen of the Review/Publish section, the user sees the list of Solicitation Documents. Each of the documents can be viewed by clicking its link. 
[bookmark: _Toc275857101]Review/Print
The Review/Print screen provides you with the ability to perform a final review of the solicitation package before opening it up to review by your peers or publishing it for the vendor community to respond to.  
1. Begin by viewing the Synopsis, click the View Synopsis link.
	 [image: ]
	Helpful Hint: If there are problems with some of the text elements in the pop-up browser window for View Synopsis try clicking on View Synopsis in Notepad


[image: ]
2. The Synopsis will open up in a separate window as shown below. 
[image: ]
3. When clicking the link for the View Solicitation Document, a pop up message will show up. Click OK.
[image: ]
4. The Solicitation document will be available in PDF format. The option to save the document or open it is available.
[image: ]
5. Similarly, all the other documents can be saved or viewed by clicking on their links
6. After all the Solicitation documents have been reviewed the user can opt to Submit to Reviewers or Publish by clicking the appropriate link from the bottom of the navigation menu.
[image: ]
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[bookmark: _Submit_to_Reviewers][bookmark: _Toc275857102]Submit to Reviewers
The “Submit to Reviewers” is recommended as it may reveal oversights that can be corrected before publishing, thus avoiding any situations where you may have to do a “cancel publish”.   Cancelling a published solicitation can be time consuming and cause significant unnecessary back and forth between GSA and the vendors.  By opening it up for review, your peers may catch some potential pitfalls that you did not pick up on.  Recall the process for assigning reviewers was discussed in the General Data, Assigning Users section.
1. Click the Submit to Reviewers link in the navigation bar.
	[image: ]
	Helpful Hint: Following error may occur if no Reviewer(s) have been assigned. Follow the direction provided in the error message.


[image: ]
2. With Reviewer(s) already assigned, the following screen will be displayed. Click Send to Reviewers.
	[image: ]
	Helpful Hint: After sending to Reviewer(s) the Solicitation is not editable until (all) the reviewer(s) approves/rejects or the review is withdrawn.



[image: ]Name, last Name

3. The Reviewer will receive the following email.
[image: ]
4. The Reviewer will see the solicitation in their Inbox and the Status.
[image: ]
5. The Reviewer must Approve or Reject.
[image: ]
6. The Reviewer must enter a comment (required) before clicking Approve.
[image: ]
7. The following message is seen, after the “approval” by Reviewer.
[image: ]
8. The Solicitation creator will receive an “approval email”.
[image: ]

Return to Table of Contents
[bookmark: _Toc275857103][bookmark: _Toc349816448]Publish
After the review process is complete and the Solicitation is approved by Reviewer(s), it is now ready for publication. 
1. Click the Publish link on the Navigation menu. (Note that the ‘Synopsis’ can be published by itself)
2. If there are any modifications to any regulations, you will see some messages asking you to go back to Select Regs.  If there are no modifications the following screen will display.
3. Select the location from the dropdown (FBO, eBuy or Local) and click the Select Location button.
[image: ]


4. The next step is to confirm the system generated documents. Click Confirm Documents.
[image: ]
5. After the confirmation, click PUBLISH TO FBO.
[image: ]
6. 
Select the FBO Information (required) from the drop downs and click, Publish to FBO.
[image: ]
7. The following message will display. Click OK.
	[image: ]
	Helpful Hint: Amend-0 indicates that this is a newly created Solicitation.


[image: ]
8. The screen will jump back to your Inbox. The Solicitation will no longer be visible in your Work in Progress List.
[image: ]
9. Upon successful publication, a confirmation email will be received.
[image: ]

[image: ]
10. The Published Solicitation can be viewed by clicking the View Published Solicitation under the Solicitation Tab.

[image: ]
11. A list of published solicitations is displayed. Select the radio button and click Continue to View Selected Solicitation.

[image: ]
12. On the next screen the Solicitation Documents will be listed and may be viewed by clicking the links.
[image: ]
13. The Solicitation tab also provides the option to cancel a published solicitation. Click Cancel Published Solicitation.
[image: ]
14. From the Published Solicitations List select the Solicitation, you want to cancel (in this case there is only one). Click Continue to Cancel Selected Solicitation.
[image: ]
15. On the next screen enter the reason for cancellation and click ‘Yes’. The Solicitation will be cancelled.
[image: ]
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[bookmark: _Toc275857104][bookmark: _Toc349816449]Amend
A published Solicitation can be amended by using the amend functionality. The amendment process allows the user to upload the “Standard Form” (SF30), which acts as an addendum to the original published solicitation.  
[bookmark: _Toc275857105]Create Amendment
When creating an Amendment it is not necessary to go through all of the sections such as Goods/Services, Regulations, Notes/Comments etc. A User may directly go to the section, which requires changes by using the Navigation Menu on the left.
1. On the Solicitation tab click Amend Solicitation
[image: ]
2. Click Accept on the Acknowledgement screen
[image: ]
3. Published Solicitations are displayed (those which belong to the logged in user). Select the one, which is to be amended using the radio button and then click Create Amendment. 
[image: ]
4. The System will populate all the screens with the values previously entered by the user with amendable fields being editable. The first screen displayed will be the Solicitation Details screen. 
	[image: ]
	Helpful Hint: The Amendment # is appended to the Solicitation number.



[image: ]
5. If changes are made here, the User must click Save and Continue To Copy Solicitation (to save those amendments). When there are no changes on the Solicitation Details navigate to any section that requires an amendment (using the Navigation Menu). Review, Print and submit to reviewers are optional before Publishing.
6. The User may Sign Out at any point and come back to the amendment as shown below. Once an amend is initiated it is listed in the User’s Inbox under the Work in Progress List and can be accessed by selecting the radio button and clicking on Continue to Solicitation Details. The option to delete the Solicitation (Amendment) is also available.
[image: ]
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Publishing Amendment
When you have finished working on the Amendment, it is time to publish it for use by the vendors responding to the solicitation.
1. Clicking Publish (on the Navigation Menu) displays the screen below. Click Continue to Amend
[image: ]
2. Select SF30 (required) from the Document Category and browse to the file describing the amendments. Click Save. 
[image: ]
3. If there are any other “Amend Documents” select “Other Amend Docs” from the drop down category and upload the appropriate file. 
4. The uploaded file(s) will be listed as shown above. To remove an uploaded file, click the X under the Action column. After uploading the needed files click Proceed Publishing to FBO.
	[image: ]
	Caution: The SF30 is a required document. If it is not uploaded, an error message will display.


5. Addtional “Other Amend” Docs can be uploaded. Only one SF30 can be uploaded.
6. Click Proceed Publishing to FBO. 
[image: ]
7. Select whether all Solicitation documents are to be published or not.

[image: ]
8. Check FBO Information, add the Amend Comments (required). 
9. Click Publish to FBO.
[image: ]
10. Following notification will be seen. Click OK.
	[image: ]
	Helpful Hint: The screen will redirect to the user’s Inbox. The Solicitation will no longer be available in the Work in Progress List.



[image: ]
11. After the successful publication of the Solicitation, the System will generate the following email notification to confirm the status and timestamp.
[image: ]
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[bookmark: _Toc275857107][bookmark: _Toc349816450]Viewing Published Solicitations
After publication, the solicitation can be reviewed using the View Published Solicitation from the Solicitation Tab.
[image: ]
1. All the open (default) published solicitations will be available for review. Click the radio button next to the solicitation to be reviewed, then click Continue to View Selected Solicitation.  If looking for a past solicitation click the radio button Close from the Show Solicitations with Status.  
[image: ]
2. All the Solicitation Documents in the package are available and can be viewed by clicking on the  (document name)link. 
[image: ]
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[bookmark: _Toc349816451]Multiple Award Schedule Solicitation Refresh
In addition to crafting Stock and SOP solicitations, SWS can be used to refresh the various Multiple Award Schedule (MAS) solicitations GSA uses to connect vendors to Federal customers.  In this section, we will demonstrate how you can use SWS to create these refreshes, identifying helpful hints, key concepts, and cautionary notes along the way.
[bookmark: _Toc349816452]Beginning Your Refresh
The first step towards creating a solicitation refresh is to identify the Schedule you wish to work with.
Select the Schedule module from the SWS homepage
[image: ]
The screen will display solicitations you are authorized to work on. Here, the user is only authorized to work on the IT Schedule 70.
Select the radio button in the option column of the Schedule you would like to work on.
[image: ]
[bookmark: _Toc349816453]
Completing the General Data Section
The General Data section requires that you enter some basic solicitation information before you get started.  Here, you will enter information regarding the high level solicitation details, assign users to work on the solicitation, and upload solicitation planning documents.
Notice the Menu on the left hand side. It shows the solicitation process. Note the icon next to each step as they go from yellow ( [image: ] ) to green ([image: ] ) to indicate completion.  Because this is a Refresh and not the creation of a new schedule contract from scratch, you will notice that some of the items already have green check boxes next to them. You may skip these sections outright, if you like, or you may review and edit them.
[bookmark: _Toc349816454]Solicitation Details Screen
1. Begin by reviewing the information on the Solicitation Details screen to ensure that it is accurate.  Most items should be carried over and remain the same from a prior refresh, but you will likely need to change the Refresh Date field to reflect the date of the refresh (perhaps today).
2. When you have completed your review of this page, click the Save and Continue to Assign Users button.
[image: ]
[bookmark: _Toc349816455]Assign Users Screen
3. This screen identifies the users currently assigned to the solicitation and also allows you to add new team members as needed. To add a new Team Member, select his or her name from the drop down box and assign a Privilege.
4. Click Add Team Member. The screen will refresh and you will notice the new team member on the list below.
5. When you have finished adding team members click Save and Continue to Planning Documents.
[image: ]
	
[image: ]
	Key Concept: Generally, Edit & Publish privileges are provided to someone who you expect will be actively helping you complete each of the sections in a solicitation.  This person will effectively serve as a “co-author” to the solicitation.  Review privileges, as the name suggests, simply allow a user to review your work and can help by providing feedback on it prior to publishing.


[bookmark: _Toc349816456]Planning Documents
6. The Upload New Documents screen will be displayed. 
	[image: ]
	Caution: Begin by noting the planning documents that are already uploaded to the solicitation.  This is important because the system will not allow you to upload multiple documents of the same category



7. Select the Document Category from the drop down list.
8. Click Browse to locate the document and hit the Save button.
	[image: ]
	Caution: Note that however the file is saved on your desktop is how it will appear under the File Name column.  Rename the document prior to uploading it if you feel it necessary.



9. Once you have finished adding documents, click the Save and Continue to Sin Groups button.
[image: ]
[bookmark: _Toc349816457]Completing the Goods/Services Section
The Goods and Services section is where you provide most of the information concerning the substantive items of the solicitation. Basically, with this section you answer the question: “What is being procured?”
[bookmark: _Toc349816458]SIN Groups
As the name suggests, SIN Groups are used when you wish to bundle all of the SINs associated with a particular solicitation into various groups. This can make it easier on the vendor to identify the over-arching products/services being requested.  Note that this section is completely optional.  You are absolutely allowed to complete the solicitation without grouping SINs at all. Should you wish to create SIN groups, however, follow the below instructions; otherwise, click the Save and Continue to Bus SIN Categories button and skip to the next section – Sub SIN Categories.
1. Begin by noting if there are any groups currently associated with the solicitation. Here, there are none.
2. Click Add New Group 
[image: ]
3. On the Create SIN Group screen, enter a Group Title. 
4. Select all of the SINs you want to include in the group by holding down the “CONTROL” key while making your selections.
5. Click Create Group when you have made your selections.
[image: ]
6. The SINs you have selected will appear beneath the textbox. You can remove any of the SINs with the Delete SINs button if you so desire.
7. Otherwise, select Back to SIN Groups, if you are happy with the selections you have made for this Group Title.
8. You will notice that your new group has appeared on the SIN Groups page.  
[image: ]
9. Continue the process by clicking the Add New Group button and repeating the above steps.
	[image: ]
	Caution: There are two primary rules you need to be aware of when dealing with SIN Groups:
Rule 1:  First, you must make sure that all of the SINs that are covered by the schedule fall within one of the groups you have created. You cannot leave any out.
Rule 2: You must have at least two groups or the system will not let you proceed.



10. When you have at least two SIN groups and all SINs have been accounted for, you may click the Save and Continue to Sub SIN Categories button to proceed.
[image: ]
[bookmark: _Toc349816459]Sub SIN Categories
Most people are aware of what SINs or “Special Item Numbers” are generally. SINs, according to the FAR, are “a group of generically similar (but not identical) supplies or services that are intended to serve the same general purpose or function.”  The Sub SIN Categories screen allows you to identify smaller, more discrete sub-categories within each SIN group.  Remember that this section, like the SIN Groups, is optional.
1. Begin by selecting the SIN for which you would like to create a sub category. Identify the SIN from the drop down menu and click Select.
[image: ]
Select a Category Header from the drop down menu and click Add Category Header.
Your selection will appear in the section below.  From here, you can Add Notes, Manage Category, or Delete the category heading.
Begin by clicking Add Notes
[image: C:\Users\ANDREW~2\AppData\Local\Temp\SNAGHTMLbe251a6.PNG]

On the next screen, enter whatever notes (i.e., high level description or helpful information) you have about this category heading.
Click Save Notes when you are ready to move on.  You will return back to the Manage Category Header screen. 
[image: ]
Select the blue Manage Category link.
[image: ]
From here, you can define the categories within each Category Header.
Enter a Category Name.
Click Add Category. Your new Category name will be added in the table below.
Repeat this process, adding as many category headers and category names as you feel is necessary.
[image: ]
[bookmark: _Toc349816460]Select NAICS
NAICS codes are used to classify the myriad goods and services available for purchase into more manageable, high-level classifications.  As part of the schedule creation and/or refresh process, you must identify those NAICS that are incorporated in the schedule.  It is important to note upfront that you must assign a NAICS code to each SIN. Failing to do so will result in an error and prevent you from moving on.
1. Begin by selecting the SIN Number from the first drop down box. You can select SINs individually or, as the image below suggests, you can select All SINs and apply them to a NAICS code.
2. Select the NAICS Category which provides for a “bucket” of similar NAICS codes.
3. In the NAICS Code field, you can either manually type in a NAICS code in the first box, or click the drop down menu and select one from the list.
4. Click the Save NAICS button when you have made your selections. You will see your new code populated in the table below.
5. Once you have done this for all of the SINs associated with the schedule, scroll to the bottom of the page and click the Save and Continue to PSCs button.
[image: ]

	[image: ]
	Helpful Hint: If a user fails to associate a SIN with a NAICS code, an error message will appear, informing the user that there must be one NAICS code per SIN. In addition, it identifies those particular SINs that are not assigned to a NAICS code.




[bookmark: _Toc349816461]Select Product Service Codes (PSCs)
Product Service Codes describe the products, services, and research and development projects purchased by the federal government.  The codes are used to indicate “what was bought” for each contract action reported in the Federal Procurement Data System – Next Generation (FPDS-NG).  For each SIN associated with the schedule, you must identify a Product Service Code.
1. Begin by selecting the SIN Number from the first drop down box. You can select SINs individually or, as the image below suggests, you can select All SINs and apply them to a Product Service Code.
2. Select the PSC Code to which you would like to apply the SIN(s).
3. Click Save PSCs. You will see your PSC Code and associated SIN saved in the table below. 
4. When you have assigned PSCs to each of the SINs, scroll to the bottom of the page and click Save and Continue to Select MOL.
[image: ]
[bookmark: _Toc349816462]Setting the SIN Maximum Order Limitations
Each SIN on a schedule has a maximum order limit associated with it. This means that, when procuring a particular item that falls within that SIN category, a customer agency may not order supplies or services that exceed the maximum order amount.  Note that below, we have provided maximum order dollar amounts in the screenshot. These are only included as illustrative examples and do not reflect the actual maximum ordering amounts associated with any particular schedule. 
1. For each SIN, enter the maximum order dollar amount in the corresponding field. The system requires that you set a maximum order for each SIN.
2. Continue entering the required values by scrolling down the screen. When you have finished, click Save and Continue to Select Regs at the bottom of the screen.
[image: ]

[bookmark: _Toc349816463]Regulations
Given that all mandatory regulations should be auto-assigned, you, as the CO or CS, are only able to select optional regulations to be used in the solicitation. Under the Select column, if a regulation does not have a check box, it implies that it is a required regulation and will be added to the solicitation by the system. If the regulation has a check box, it is considered a “Required as Applicable” or “Optional regulation”. 
[bookmark: _Toc349816464]The Select Regs Screen
1. Click on the check box(s) adjacent to clauses and provisions to be included in the solicitation.  Note that many will already have been checked from a prior solicitation refresh.
	[image: ]
	Key Concept: Clauses refer to Terms and Conditions whereas Provisions are vendor instructions.


2. Check the IBR Full Text Display if the regulation is to be displayed in the Solicitation document (in full text).
	[image: ]
	Helpful Hint: The columns Number, Title, Clause /Provision will sort when clicked. Also, pressing “CONTROL+F” will allow you to search for regulations by keyword.



[image: ]
3. Click Save and Continue to Fill-in Regs button at the bottom of the page.
4. In the case of any discrepancy, the system will generate a message indicating the problem and a solution, as shown in the example below. 
[image: ]
	
[bookmark: _Toc349816465]Fill-in Regs
The Fill-in-Regulation screen is where the user fills-in the required Owner Inserts in particular clause(s). This is one instance where the user “tailors” the solicitation documents to meet the needs/requirements of a particular procurement. 
1. To add the required information to a clause, click the icon under the Owner Inserts column.
	[image: ]
	Helpful Hint: Click the clause number link and a pop up window displays the clause.




[image: ]
2. Enter the relevant information in the text box based on the clue provided just above. Some owner inserts are pre-filled by the system and require no user action.
[image: ]
3. Click the see clause link and a pop up window displays the clause with that owner’s insert placeholder in red type.
[image: ]
4. After filling in the Owner Insert, click the Save Owner Insert Data to move on to the next clause (if the clause is the last one, you will return to main Fill-In-Regulations).
5. Once all the Status icons are green, click Save and Continue to Move Regs.
[image: ]
[bookmark: _Toc349816466]Move Regs
The Change Regulation Location screen allows users to move regulations between Part I Goods and Services and Part IV Evaluation Factors for Contract Award of the Solicitation Package. This functionality is used if a clause makes more sense in one section versus the other. 
	[image: ]
	Key Concept: The Move Regs functionality is optional and can be revisited when the Solicitation is being reviewed.  



1. Use the Choose a Regulation dropdown to select your desired regulation.
2. Next, select the section from the Location dropdown where you would like to move the regulation. 
3. Click Save Location.
4. The Clause Title and the new location will be listed. The Move can be reversed by clicking the Undo Move link. 
5. When finished with moving the clauses click Save and Continue to Regulation Comments. 
[image: ]
[bookmark: _Toc349816467]Notes and Comments
The Notes and Comments section allows the CO/CS to tailor the solicitation a bit more by providing the vendor with supporting details regarding some of the incorporated regulations, sections, and item descriptions.  This is an important feature of SWS that affords some flexibility to the solicitation creation process.  
The Notes and Comments section for Schedules functions exactly as it does for Stock/SOP solicitations. For assistance on completing these areas, please see the above Stock/SOP Notes and Comments section on page 91.
[bookmark: _Toc349816468]Attachments
This section enables a user to add documents to the solicitation. There are three categories Optional, Exhibits, and Required from Vendor.
The Attachments section for Schedules functions as it does for Stock/SOP solicitations. For assistance on completing these areas, please see the above Stock/SOP Attachments section on page 98. The only minor difference is that with Schedules, an additional Required identifies those documents that must be included with the solicitation; however, the screen functions precisely as it does with the Attachments screens in Stock.

[bookmark: _Toc349816469]FBO (Federal Business Opportunities)
The Federal Business Opportunities (FBO) website is used to inform vendors of solicitation refreshes. Once a solicitation is re-published (as will be discussed in a subsequent section), the vendor can view the solicitation package and download it in order to create their response.  This section allows you to provide the details – namely the point of contact and synopsis – that will accompany the solicitation.
[bookmark: _Toc349816470]FBO Information
Here you will provide the point of contact and other information associated with the solicitation to be posted on FBO.
1. Begin by identifying the primary and secondary points of contact. Include the person’s name, e-mail, phone number, and – if desired – fax number.
2. Identify the FBO Classification Code. Note that these are two digit codes used by FBO to group like-product/service solicitations. These codes also help make it easier for the vendor to search for contract opportunities to which (s)he can respond.
3. Identify if the solicitation is Set Aside for any particular socio-economic designation(s).
4. Identify the primary NAICS Code associated with the solicitation
5. Click Save and Continue to Synopsis when you are finished entering information.
[image: ]
[bookmark: _Toc349816471]Synopsis
The Synopsis screen allows the user to display a brief description of the solicitation and publish it on the Fed Biz Opps (FBO).  An example of the FBO synopsis is provided below before the instructions.
[image: C:\Users\ANDREW~2\AppData\Local\Temp\SNAGHTMLa67f5.PNG]
1. Enter the synopsis description in the provided text box and click Save.
	[image: ]
	Helpful Hint: Your Synopsis may be provided at a very high level, i.e., “See attached solicitation package for information;” or you may include a comprehensive write-up of what is being requested. 




[image: C:\Users\ANDREW~2\AppData\Local\Temp\SNAGHTML1002f818.PNG]
[bookmark: _Toc349816472]Refresh Mod
During a solicitation refresh (as opposed to creating a new schedule solicitation entirely), the Refresh Mod section is likely where much of your work will take place. This is because, typically, much of the information provided in the previous section will have been completed in a prior refresh. You will likely need to only review the content and make sure that everything has remained unchanged.
[bookmark: _Toc349816473]Additional Changes
	
[image: ]
	Key Concept: The Additional Changes screen is an important section. Here, you can identify whether you want every clause to be included in the refresh or if you only want those clauses that have been changed to be included. Typically with schedules, you will want to include every clause.



1. Begin by determining whether you want every clause or just those that have been changed since the last refresh.
2. In the free-form text box, you can also include notes on any other schedule changes associated with this refresh.
3. When you are finished, scroll to the bottom of the page and click Save and Continue to Regulations.

[image: ]
[bookmark: _Toc349816474]Refresh Mod Regulations
The Refresh Mod Regulations screen provides a look at all of the regulations associated with the schedule refresh. Here you can apply Notes to the vendor that will help clarify any of the regulations.
1. Begin by reviewing the regulations. You can click the link on the left to view the regulation text in full.
2. To add a note, simply click Add in the right hand column.
[image: ]
3. In the textbox, enter your Notes to clarify the regulation.
4. Click Save Notes when you are finished.
[image: ]
5. Repeat this process for each of the Regulations to which you would like to attach a note. When you have finished, scroll to the bottom of the page and click Save Notes.
[bookmark: _Toc349816475]Refresh Mod Vendor Fill In
This screen identifies those clauses and provisions for which the vendor will have to provide information. You can review these clauses by clicking the blue links on the left. When you have completed your review, simply click Save and Continue to Upload Additional Documents.
[image: ]
[bookmark: _Toc349816476]Refresh Mod Additional Documents
This screen provides the user with the ability to upload additional documents to the refresh.  Simply click the Browse button, search for the desired document, and click Save.  Your document will appear in a table below once you have saved it. 

	[image: ]
	Caution: Note that this upload only supports PDF file formats.




[image: ]
[bookmark: _Toc349816477]Review/Publish
The Review/Publish section is the last step before releasing your solicitation to the public. Note that the Review and Publish process with Schedules functions precisely as it does with Stock/SOP solicitation.  For more information on this topic, see Stock/SOP Review/Publish on page 120.


[bookmark: _Toc349816478][bookmark: _Toc274228898]Miscellaneous Functionalities
Aside from creating and publishing a solicitation, SWS provides the user with a host of other functionality to improve the efficiency of a CO/CS.  The below functions, while not necessarily relevant to the creation of every solicitation, are useful features of the SWS system that can help out with the day to day business responsibilities of the GSA CO/CS.
[bookmark: _Toc274228899][bookmark: _Toc349816479]Request a New (Existing) Regulation
Once you have entered the solicitation, you will see a "Request Regs" tab is now available. Under this tab you can request New (Existing) regulations, a Deviation to a regulation, Tailor a regulation or create a Center Specific regulation.
1. When a user requests a New (Existing) regulation, the user is requesting to add a regulation that exists in the FAR, GSAM, or other Agency regulation body to the SWS Clause Matrix for use in the solicitation. Click on New (Existing).
[image: ]
2. Add the required (*) information and click Save Request Existing Regulation button.
[image: ]
3. A confirmation message will be displayed.
[image: ]
Return to Table of Contents
[bookmark: _Toc274228900][bookmark: _Toc349816480]Deviated Clause
“Deviation” relates to FAR/GSAR regulations which need tailoring but must be approved by the FAR or local Acquisition Management. 
1. When deviating (a minor change) a clause to meet a specific need, click Deviated.
[image: ]
2. Select from the list of available regulations the clause to change by clicking the Option radio button and selecting Continue to Request Deviated.
[image: ]
3. Add the required (*) information for the clause and attach a document with the requested change(s) by Browsing the computer. Then click the Save Request Deviated Regulation Button.
[image: ]
4. After submitting the request, a confirmation is received.
[image: ]
Return to Table of Contents
[bookmark: _Toc274228901][bookmark: _Toc349816481]Tailored Clause
“Tailoring” a clause refers to edits made to those solicitation clauses for which the FAR does not require approval.
1. Click Tailored from the Request Reg drop down menu.
[image: ]
2. The FAR specifies particular clauses to which a contracting officer can make minor changes without having to deviate the clause. When requesting to Tailor a clause, select the Option radio button and click Continue to Request Tailor button.
[image: ]
3. Add the required (*) information. Include the Main Regulation Body as an attached file using the Browse button to find the appropriate file. Click Save Requested Tailor Regulation button.
[image: ]
4. After submitting the request, a confirmation is received.
[image: ]
[bookmark: _Toc274228902][bookmark: _Toc349816482]Center Specific Clauses
A Center Specific Clause is created by a specific center to meet a particular need that is not addressed by any other clause. 
1. Click Center Specific. 
[image: ]
2. To request a center specific clause, add the required (*) information and add an attachment of the clause body. When done, select the Save Request Center Specific Regulation button.
[image: ]
3. After submitting the request, a confirmation is received.
[image: ]
Return to Table of Contents
[bookmark: _Toc240283874][bookmark: _Toc300575531]

[bookmark: _Toc349816483]APPENDIX A - Glossary of Terms and Acronyms

	Term
	Definition

	BPA
	Blanket Purchase Agreement 

	CCV
	Competing Contract Vehicle 

	CLINs
	Contract Line Item Numbers

	CO
	Contracting Officer 

	CS
	Contract Specialist

	DQI
	Definite Quantity

	eCAT
	Electronic Centralized Acquisition Tool

	ECMS
	Electronic Content Management System

	FAR
	Federal Acquisition Regulation

	FAS
	Federal Acquisition Service 

	FBO
	Fed BizOpps

	FSS
	Federal Supply Service (renamed FAS) 

	FSS Online
	Federal Supply Service Online System

	GSA
	General Services Administration 

	GSAR
	General Services Acquisition Regulations

	GWAC
	Government Wide Acquisition Contract 

	HSPD
	Homeland Security Presidential Directive 

	IBR
	Incorporated by Reference

	IDQ
	Indefinite Quantity

	MAS
	Multiple Award Schedule

	NSN
	National Stock Number

	PIN
	Personal Identification Number

	RFP
	Request for Proposal

	RFQ
	Request for Quote

	SIN
	Special Item Number

	SOP
	Special Order Purchase

	SSO
	Single Sign-on

	SWS
	Solicitation Writing System

	TIMS
	Technical Item Maintenance System

	URL
	Uniform Resource Locator
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