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2.1 Introduction

· Certain items in this CONOPS must be followed to ensure the successful transmission of records via EDA, EDI, and/or one or more of the SPS-I interfaces.  These items will be annotated with the applicable interface(s) for which the item is of critical importance.  These items will be annotated as follows: 

· AIRS 

Automated Integrated Requisition System

· AMCISS 
Army Material Command Installation Supply System

· CAPS 

Computerized Accounts Payable System

· CEFMS 

Corps of Engineers Financial Management System

· EDA 

Electronic Document Access


· EDI 

Electronic Data Interchange

· FPDS 

Federal Procurement Data System

· IAPS 

Integrated Accounts Payable System

· IFS 

Integrated Facilities System

· MONGOOSE 
Operation Mongoose

· STARS 

Standard Accounting and Reporting System

· TAMMIS 
Theater Army Medical Management Information System

2.2 Start Up 

2.2.1 The Electronic Office

· Security Model.  To obtain maximum use of functionality in PD2, the System Administrator must create a security model that reflects the organizational structure and responsibilities in your organization.  Detailed instructions for security model set-up are contained in Part 1 Functional System Administration.  However a summary of the security model basics is set forth below.

· User.  Each individual must be entered into PD2 as a user.  Under this task, the System Administrator assigns each user to Groups and Teams, indicates the approval authority of the individual, and indicates the users to which this individual can assign workload.  

· Group.  The single most important designation for a user is their assignment to a Group.  Assignment to a Group determines the level of user's read/write access to documents within the system.  If you are denied access to a particular function in PD2, it is most likely that your Group does not have access rights to that function.

· Teams.  Users can also be assigned to Teams.  Teams are discussed in more detail in Section 2.2.4.

2.2.2 Login 

· To log in to PD2, you must have a user id and a password.

· After login, you will receive a prompt asking if you want to run Auto Closeout.  Please follow your site procedures when responding to this prompt.  A positive response to this prompt will increase the amount of time required for login.

· When creating new documents in PD2, it is critical that you first ensure that the correct Cabinet is active.  When you first log in to PD2, select Windows – Cascade prior to taking any further action.  This will provide a display of all Cabinets as well as an indicator of the active Cabinet.  To activate a cabinet, simply click on it.  If the correct Cabinet is not highlighted when a document is created, you may have trouble locating the document at a later date.  

2.2.3 Cabinets
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· Menu Path: File – New- Cabinet

· When a user is created in PD2, a cabinet is also created for that user, i.e. PDUser1 Cabinet.  This cabinet should be viewed as the electronic version of a filing cabinet in the user's office workspace.

· Recommended Cabinets.  In addition to the User cabinet, the following cabinets are recommended.

· In-Process Cabinet.  This cabinet could be used to hold folders/files that are actively being worked.  

· Trash Cabinet.  Delete privileges should be limited to only a few individuals.  For this reason, it is recommended that each site create a Trash Cabinet that can be used as follows.  When a document must be deleted, the users can attach a Yellow Sticky Note indicating the reason for deletion and drag the document to the Trash Cabinet.  Designated individuals should periodically review the Trash Cabinet and delete these documents.

· Closeout Cabinets.  These cabinets could be used to store all closed awards and documents associated with them.  If necessary, multiple Closeout Cabinets could be created, i.e. one for each division.  If multiple Closeout Cabinets were created, they would have to be named so as to provide clear identification.

· Cancelled Purchase Requests.  This cabinet would be used to store all cancelled PR(s) and all documents associated with them.

· Teams and Team Cabinets.
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The System Administrator can set up Team Cabinets, Team Leaders and Team members.  Teams and Team Cabinets permit groups of users to share documents and view one or more objects among the members simultaneously.  

· Objects can be created within Team Cabinets or dragged into them by Team members.  Once inside, they belong to the Team and are accessible by all. Teams may be assigned team group rights similar to those of other groups, or unique to specific team group setups. The system administrator can assign a team group, thereby designating unique group rights to users when operating within the Team Cabinet. 

· Team Cabinets are flexible and should be used to best suit the needs of your organization.  

2.2.4 Preferences

· Menu Path: Utilities – Preferences

· Mail Preferences. 

· The capability to set frequency with which the system checks for new items in your PD2 Inbox and sends items from your PD2 Outbox

· The capability to automatically forward your PD2 mail to another PD2 user

· Auto Ordering Preference.  The capability to select Award Creation Only, Full Automation, or Pending Release as well as the capability to indicate Payment Request Auto Validation.  These features will be described in more detail in the Auto Ordering Section under Award Processes.

· Password.  The capability to change your PD2 password.  Per AR 380-19, paragraph 2.14, passwords must be at least an 8-character string using the 36 alphabetic-numeric characters.  At least two of the characters should be numeric.

· Notification Preferences.  The capability to set Notification Preferences for various items, e.g. Vendor Insurance Expiration Dates, Changes in Vendor Eligibility, Assigned/Reassign Workload, Delivery Due Dates, Workload Due Dates, etc.  See the Notification tab under Utilities – Preferences for a complete list.

· Addresses.  The capability to select default addresses for purchase requests and procurement instruments for Issuing Office, Payment Office, Requesting Office, Admin By Office, and Shipping Address.  Note: If a document is built from another document, the addresses will pull forward from the source document rather than from your Preferences.

2.2.5 
Contract File Format
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· Menu Path: File – New – Folder

·  XE "Contract File Format" PD2 provides the capability to maintain both contract documents and supporting files in an electronic format.  This section provides recommendations for the organization of the electronic contract folder.  These are only recommendations and may not suit the needs of every site or every document.  However it is strongly recommended that your site adopt standard folder organization and naming procedures.  If the electronic contract file is built in an organized manner, the process of review and approval will run more smoothly in that it will be easier for individuals to locate and identify documents.  

· Recommend simple actions be maintained in a single electronic folder.  Examples of actions for which only a single folder is recommended: purchase orders, BPA Calls, indefinite delivery contract (IDC) delivery orders, orders against an other agency contract, and modifications.  Recommend the folder name identify the most recent document in the procurement chain, e.g. PR, RFQ, Award PIIN as well as a brief description of the procurement.   As you move through the procurement process, use the Rename feature to change the folder name by highlighting the folder and selecting File – Change – Rename or right clicking and selecting Change – Rename.

· Following release of delivery/task orders and modifications, their associated folders should be filed within the Award folder of the basic contract.  

· The following folder organization is recommended for other than simple actions:

· Create a Requirements folder.  The folder name should be the master PR Number and a brief description. File all pre-solicitation documents, e.g. purchase requests, specifications, etc. in this folder.

· Create a Solicitation folder.  The folder name should be the solicitation PIIN and a brief description.  File all solicitation and pre-award documents, e.g. solicitation, bid abstract, etc. in this folder.  The Requirements folder should also be filed in the Solicitation folder.

· Create an Award folder.  The folder name should be the award PIIN and a brief description.  File all award and post-award documents, e.g. award, DD350, modifications, orders, payment, performance etc. in this folder.  The Requirements and Solicitation folders should also be filed in the Award folder.

· Dependent on the complexity of the procurement, you may need to create sub-folders within the folders listed above.  If sub-folders are created, ensure that they are created and maintained with the appropriate folder and are named so as to clearly identify the contents.

· Sorting Folders.  Folders can only be sorted on the Name assigned to the folder.  To sort by folder name, click on the Description column.

· Sorting documents within a folder.  Documents within a folder can be sorted by Number, Description, User, Date or Type.  Documents can be sorted in ascending or descending order by clicking on the sort criteria.  The first click will sort the documents in ascending order.  To re-sort the documents in descending order, click again on the sort criteria.

2.3 General Process Tools

· This section addresses those processes frequently used in your day-to-day use of PD2 that are critical to the successful creation, release, and transmission of procurement instruments.

· Entering Dates

· Search

· Organizations and Vendors

· Renumbering and Renaming Documents

· Analyze

· Documentation

· Generation

· Approval 

· Routing and Document Shortcuts

· Synopsis

· Release

· Electronic Data Interchange (EDI)

· Printing

· Document Properties

· Deleting Documents

· Canceling Documents

2.3.1 Entering Dates

· PD2 provides a pop-up calendar function that can be used to enter dates.  For many of the date fields in PD2, this is the only method by which to enter dates.  Recommend this feature be used where available in that it minimizes the risk of error in data entry.

· To enter a specific date in any of the date fields, place the cursor in the date field, hold the shift key down and double-click the left mouse button.  A calendar pops up.  Click the single arrows to move from month to month and on the double arrows to move from year to year.  When you have identified the calendar date desired, place the cursor on the number and double-click the mouse.  

2.3.2 Search

· There are 2 basic types of Search functionality in PD2: Document Search and Address Search. 

· When searching for either documents or addresses, consider using the wild card symbol of %.  Examples are provided below:

· A search on Organization Name of "XYZ%" will produce all organizations for which the organization name begins with XYZ.

· A search on Organization Name of "%XYZ" will produce all organizations for which the organization name ends with XYZ.

· A search on Organization Name of "%XYZ%" will produce all organizations for which the organization name contains XYZ.

· Document Search.  Document Search can be accessed by selecting File – Search from the menu bar or by clicking on the Search (magnifying glass) icon.  
· The basic search functionality provides for a search by document title or number, document type, and owner of the document.  
· An advanced search provides additional search capabilities by document creator, creation date, user that last updated the document, date of last change, and/or approval status.  Advanced search is accessed by clicking on the down arrow on the Search window.
· Match Exact.

· Important.  When a search is performed, the search results will only contain those documents for which the user has read access.

· Address Search is conducted from within documents and can be conducted using any of the following criteria:  address type, Organization Name, Contact Name, DODAAC, Local Code, City, State, Zip Code, Phone Number, CAGE Code, and Geographic Region.  
· Address Type can be used in conjunction with any of the other criteria, i.e. you can search for all vendors for which the organization name begins with "ABC."

· You can also search by selecting on one of the search criteria listed above and clicking on one of the letters.  Example: Selection of City as the search criteria and clicking on the letter P will produce a list of addresses for which the City begins with the letter P.

· Search Results will indicate whether or not the address is approved.  If the address needed in your document is not approved, contact your System Administrator.  Use of an unapproved address may lead to failures in EDA, EDI, or SPS-I interface transmissions.
2.3.3 Organizations and Vendors

· Organizations and vendors can be added or maintained through Utilities – Organization Maintenance or from within procurement instruments.  However due to the importance of correctly entered addresses, site should implement local policy requiring the entry or maintenance of addresses through Utilities – Organization Maintenance and prohibiting the entry of addresses from within procurement instruments.

· If an existing organization or vendor must be changed, the change should be made only through Utilities – Organization Maintenance.  Do not change organization and vendor addresses from within a procurement instrument.
· SPS-I, EDI, EDA, FPDS.  The correct entry of organization and vendor addresses is critical to the successful transmission of records to interfaces, EDA, and EDI and for the completion of correct DD350s and DD1057s.  When entering new addresses, please adhere to the rules set forth in the following sections to the extent they apply to the interfaces run at your site.

2.3.3.1 Organization Maintenance

· Menu Path: Utilities – Organization Maintenance – Other Organization Maintenance

· Enter all elements of all addresses in UPPER case.

· DODAAD/UIC/DODAAN.  

· Shipping Addresses and EDI.  To ensure adequate information is contained in EDI records, leave this field blank for shipping addresses.

· EDA and the Issuing Office, Admin By Office, and Payment Office.  To ensure successful transmission via EDA, this code cannot exceed 6 characters for the Issuing Office, Admin By Office, or Payment Office.

· Contracting Office Code.  This code must be entered for all addresses for which an Address Type of Issuing Office or Contracting Officer Address has been selected.  This code is used in FPDS reporting and therefore must correctly reflect your organization's Contracting Office code.  For all Army sites, this code will be 6 positions and begin with "DA".  Refer to DFARS Appendix G at http://farsite.hill.af.mil/reghtml/regs/far2afmcfars/fardfars/dfars/dfarsapxG.htm for your organization's Contracting Office Code.

· Local Code.  This code is critical to the successful transmission of records via SPS-I interfaces.  This code must be unique for each address.  In other words, if multiple addresses are entered for a single Organization, each individual address must have a unique Local Code.  The Local Code should not exceed 8 characters.
· Address Type.  At least one Address Type must be selected for each address.

· Contacts.  At least one Contact must be entered for each Organization address.  If multiple Contacts are entered for a single address, a Primary contact must be designated.

· Approval of Organization Addresses.  Though addresses can be entered from within procurement instruments, only those with access to Utilities –Organization Maintenance – Other Organization Maintenance can approve addresses.  Due to the importance of addresses, recommend your site adopt procedures to ensure the correct entry and approval of addresses.

2.3.3.2 Vendor Maintenance

· Menu Path: Utilities – Organization Maintenance – Vendor Maintenance

· Enter all elements of all addresses in UPPER case.

· Validate vendor information using the Central Contractor Registration (CCR) database at https://www.ccr.dlsc.dla.mil/ccr/scripts/oleisapi2.dll/ccr.isapidb.Normal?TARGET=default.htx.  

· Codes.  The correct entry of various codes is critical to the successful transmission of records to interfaces, EDA, and EDI.  Please adhere to the following rules when entering codes for a vendor address.  

· Tax Identification Number (TIN).  This field is required to create a correct DD350 for any action awarded to the vendor.  The TIN must be 9 digits and be in either the Social Security Number (SSN) format of 999-99-9999 or the Employer Identification Number (EIN) format of 99-9999999.  Dashes must be included if the TIN is entered and must be in the correct position.  Failure to follow these rules will result in a failure of this record to pass to the CEFMS, CAPS, and FPDS interface.

· Local Code.  This code is critical to the successful transmission of records via SPS-I interfaces.  This code must be unique for each address.  In other words, if multiple addresses are entered for a single Organization, each individual address must have a unique Local Code.  The Local Code should not exceed 8 characters.
· CAGE Code.  This code is critical to the successful transmission of records via SPS-I interfaces.  This code must be unique for each address.  In other words, if multiple addresses are entered for a single Vendor, each individual address must have a unique CAGE Code.  This CAGE code should not exceed 5 characters.
· DUNS Code.  This code is critical to successful completion of a DD350.  This code must be 9 numeric digits and pass the DUNS validation edits.  If you receive a message that the DUNS does not pass DUNS validation edits, confirm the DUNS number via the CCR and enter the correct DUNS number.

· Vendor Categories.  Select all that apply.  These selections can have an impact on data entered on some procurement forms.

· Parent Vendor.  If applicable, search for and select the parent vendor.

· Contacts.  A contact is not required for vendor addresses but may prove useful.
· Approval of Vendor Addresses.  Vendor addresses can be entered and approved from within a procurement instrument.  Due to the importance of addresses, it is imperative your site adopt procedures to ensure the correct entry and approval of vendor addresses.

· CEFMS Requirements for Vendor Record.  In addition to the above considerations, the following requirements must be met for successful CEFMS interface transmission.  Important: These requirements must be met prior to approval of the vendor.
· The TIN must be entered.

· The DUNS must be entered.

· The vendor CAGE code must be entered in both the Local Code field on the Addresses tab and the CAGE Code field on the Address Details tab.

· At least one FSC must be selected on the Address Details tab.

· At least one SIC must be selected on the Address Details tab.

2.3.4 Renumbering and Renaming Documents

2.3.4.1 Renumbering Documents

· Menu Path: File – Change - Renumber

· Purchase Requests, PR Modifications, and Correspondence Logs are the only objects that can be renumbered using the Renumber function.

· Important.  When a PR is renumbered, the system does not renumber documents built from the PR.

· With the exception of the Reassign PIIN functionality for solicitations and amendments, PD2 does not provide the capability to renumber solicitations, amendments, awards, or modifications.  Reassign PIIN functionality is addressed in the Solicitation Processes section.

· Approved documents must be unapproved prior to renumbering.  See the Approval section for instructions on unapproving documents.

2.3.4.2 Renaming Documents

· Menu Path: File – Change - Rename

· PD2 provides the capability to rename any document type or procurement instrument.   

· Approved documents must be unapproved prior to renaming.  See the Approval section for instructions on unapproving documents.

2.3.5 Analyze

· Menu Path: Procurement – Analyze

· The Analyze function allows the user to validate the adequacy and accuracy of the data entered in the document record.  This validation is performed against a set of pre-defined validation rules.  
· The validation rules inherent in the Analyze function are advisory only; some rules may not apply to your document or your site.  You may continue processing against the document regardless of validation criteria not met in your document.

· For a complete list of Analyze validation rules, select Help – Procurement Desktop Defense.  Go to Chapter 6 of the User Guide, and select Analyzing Documents.  Table 1 contains a complete listing of the validation rules applicable to the PD2 standard installation.

· The System Administration task Analysis provides the capability to select from the pre-defined series of validation rules those that are applied to documents at your site.  Validation rules can be turned on/off depending on site-specific requirements.

2.3.6 Supporting Documentation and Attachments

[image: image4.wmf]
· There are 3 means by which to create supporting documentation and link it to a specific PR or procurement instrument: Attachment Templates, Document Import, Word Processing or Spreadsheet.

· Using Attachment Templates.  

· The PD2 standard installation comes with several Attachment templates.  The System Administrator can revise these templates or create new templates to meet site-specific needs.  These templates are designed to serve as examples of various forms and documents that may be required for procurement actions.  

· To build a document from an Attachment template, highlight the procurement instrument to which the document should be linked, and select Procurement – Attachment – New.  Select the appropriate template and create your attachment by completing all relevant data.  

· Document Import XE "Document Import" . 

 XE "Importing:Documents" 
· Highlight the document for which you want to create an attachment.

· From the Utilities menu, select Document Import. The Import Attachment dialog box appears.  

· Enter a unique Attachment Number as well as an Attachment Name.  Recommend a naming convention for attachments that includes the PR Number.  If the PR is later used to build a procurement instrument, the Attachment Name should be revised to reflect the most recent document to which the Attachment is linked.

· Click OK.  The PD² Select File dialog box appears.  

· Locate and highlight the file you wish to import, click Open and answer Yes to "Save Changes to Attachment?" The Attachment icon will now appear on your Desktop.  Note: The PD2 User's Guide contains a warning that importing non-OLE 2.0 compliant files may result in system failure.  Examples of OLE 2.0 compliant files:  Word, Excel, and PowerPoint.  Example of non-OLE 2.0 compliant file: Adobe PDF files.  If unsure if a document type if OLE 2.0 compliant, please consult your System Administrator.  

· To open the attachment to view or edit, double-click on it.  The attachment will open in its host application.  

· Note: PD2 does not currently support Word documents in landscape layout.  Once imported, such documents will be converted to portrait layout.

· Recommend that requiring activities be requested to submit as many documents as possible in an electronic format that is OLE 2.0 compliant.  This allows you to import the documents into PD2 and store them in the electronic file folder.

· Word Processing or Spreadsheet.

· Highlight the document for which you want to create an attachment.

· From the Utilities menu, select Word Processing or Spreadsheet.  The Create Attachment dialog box appears.  

· Enter a unique Attachment Number.  Recommend a naming convention for attachments that includes the PR Number.  If the PR is later used to build a procurement instrument, the Attachment Name should be revised to reflect the most recent document to which the Attachment is linked.

2.3.7 Adding Text to Your Document

· Text can be added to your document by selecting the Add Text button.  

· This feature is available on the Clause tab of documents and on the Modification Document window in the Amendment and Modification processes.

· Important.  Text Items are included in the generated document and if edited after initial generation, the document must be regenerated.

· New Text Item window

· Enter a Description of the text item.  This description will be displayed after the text item is added so be sure that the description clearly identifies the text item.

· Enter any Special Instructions if applicable.  This field is not displayed or included in the generated document; it is used for EDI purposes only.

· Select a Classification from the dropdown list.  Again this field is not displayed or included in the generated document; it is used for EDI purposes only.

· Section.  Ensure that you select the section in which the text item should be placed.

· Once the Text Item placeholder has been added, highlight it and click Edit to add or change data within the text item.

· Limitations on the Add Text Feature

· Text items added to Section J are not included in the generated document.  See Appendix C Work Solutions for recommendations on adding text to Section J.

· Text items added to Section B are always added to the end of Section B.

· Text items added to any other section are always added to the beginning of the section.

· Once a Text Item is placed in a document, it cannot be moved from its original location.  If placed in an incorrect section, the Text Item must be deleted and recreated in the correct section.

· If multiple Text Items are placed in the same section, they will be sorted within the section alphabetically by Description.

2.3.8 Generation

· Generation is the process of converting PD2 procurement instrument data into a Word document.

· With the exception of those listed below, generation should be performed on all solicitations, amendments, awards, orders/calls, and modifications prior to release:

· BPA Calls

· External Awards

· This section does not address the generation of BPA Master Agreements.  See the section entitled "Blanket Purchase Agreements (BPA)" for guidance on the generation of BPA Master Agreements.

· Generation is performed with the document open by choosing the appropriate selection under Document Options.

· Caution! With the exception of changes made to the form, i.e. SF1449, DD1155, SF30 etc., changes made after generation of the document will not appear in the generated document.  To incorporate subsequent changes into a document, the user must regenerate the document.  This includes, but is not limited to, changes, additions, and deletions made to line items, text items, and clauses.  The change may require the regeneration of CLINs, Section J, Document, Summary of Changes, and Modification Document as appropriate.  

2.3.8.1 Generating Solicitations, Awards, and Orders

· The generation of a solicitation, award, or order involves the following steps:

· Generate CLINs

· Generate Section J

· Generate Document

· Generate CLINs and Generate Document should always be performed.  Generate Section J is only required if you want to include a Section J Table of Contents in your document.

Generate CLINs

· Important.  PD2does not require the generation of CLINs prior to release of the document.  If this step is not performed, your document will not include line item information.  DO NOT FORGET THIS STEP!
· CLIN Generation Options.

· The user can generate any combination of CLINs, Inspection/Acceptance Terms, Delivery Information, Accounting/Appropriation Data, and IDC Constraints.

· CLINs should be generated for all procurement instruments.  If Inspection/Acceptance Terms, Delivery Information, and IDC Constraints are not generated into the document via the Generate CLINs functionality, the user must ensure that this information is included elsewhere in the document as appropriate and applicable.

· In addition to the above requirement, Accounting/Appropriation Data should be generated for all award documents.

· If IDC Constraints are entered under Document Options – Classification and the user chooses to generate the IDC Constraints, this information will be included in Section B of the generated document.

· CLIN Range.  PD2 provides the capability to generate all line items at one time or to incrementally generate line items by generating a range of line items.  The CLIN Range block contains "From" and "To" fields indicating that the system will generate all line items within an entered range, i.e. all line items from CLIN 0001 through CLIN 0005.  Note:  The "From" and "To" fields do not correspond to line item numbers.  Rather they correspond to the location of the line item, i.e. the 1st through 5th line item.  If the user enters From CLIN 0001 To CLIN 0005, the system will generate 5 line items.  This may be CLINs 0001-0005 or it may be CLIN 0001, subCLIN 0001AA-0001AC, and CLIN 0002.
Generate Section J Table of Contents

· This function provides a Table of Contents listing all attachments and exhibits to the document.

· When Section J is generated, the system will list the following documents if built from one of the documents in the procurement document chain, i.e. PR, solicitation, award:

· Supporting documentation created via Procurement – Attachment, Utilities – Word Processing, Utilities – Spreadsheet, or Document Import

· DD1423 Contract Data Requirements List

· DD254 Security Classification

· When Section J is generated, the system will provide a Section J Table of Contents window containing the following columns:

· Document Type.  Select Attachment or Exhibit.  Exhibits will be listed before Attachments in the generated document

· Document Number.  Assigned based on order in which documents are included in Section J.  See below.

· Document Description.  Defaults from document name and is not editable by the user.

· Creation Date.  Defaults to the date the document is created and is not editable by the user.

· #  of Pages.  The system does not automatically calculate the number of pages.  The user must complete this field.

· Included.  The user clicks in this box to indicate whether or not a document should be included in Section J.  The order in which the documents are included combined with the Document Type, e.g. attachment, exhibit affects the system assignment of the Document Number and the order in which the documents are listed in Section J.  Important.  If documents are added to Section J or if the order of inclusion is changed after initial generation, you must regenerate both Section J and the Document in order to incorporate the changes.

· Limitations of Generate Section J Table of Contents

· This feature provides only a Table of Contents for Exhibits and Attachments; it does not include the text of the exhibits and attachments in the generated document.

· DD1423s will not be listed as Exhibits in Section J unless built from a PR.  

· DD1423s will always be listed as Exhibits and will always be listed first in the Section J Table of Contents.

· Text added to Section J using the Add Text button will not appear on the generated document.  See Appendix C Work Solutions for recommendations on adding text to Section J.

Generate Document

· This step should be performed after Generate CLINs and Generate Section J.

· This step should be performed after any change to data contained within the document.

· Do not make changes to the generated document.  If changes must be made after initial generation, change the appropriate data element, and regenerate the document.

2.3.8.2 Generating Amendments and Modifications

· The generation of an amendment or modification involves the following steps:

· Generate CLINs

· Generate Document

· Generate Summary of Changes

· Generate Modification Document

· Generate Modification Document should always be performed and should be performed after any of the other generation steps.

· Generate CLINs should be performed if the amendment or modification involves the addition, revision, or deletion of a line item.  See Generate CLINs above for more information.

· Generate Document is only necessary if you want a Conformed Document prior to releasing the modification or at some point in the future following release of the modification.  See section entitled Generate Conform Document and an important note regarding the impact when the Conform Document is not generated.
· Multiple Contract Modification (MCM) Generation.  Do not follow these procedures when generating an MCM.  Instead see the section entitled "Multiple Contract Modifications".

Generate a Summary of Changes

· Menu Path: Document Options – Generate Summary of Changes

· This step should not be taken until after all amendment and modification changes have been made.

· If a Summary of Changes is generated, the system will generate a text file containing descriptive text of all changes made during the amendment or modification process.  If a Summary of Changes is generated, review the descriptive text for accuracy and adequacy.  To make changes to the Summary of Changes, select Document Options – Modification Document, highlight the Summary of Changes, and double-click.

· The Summary of Changes cannot be viewed until after you have generated the Modification Document.

· Caution!  Changes made to the solicitation or award record after the initial generation of the Summary of Changes and Modification Document will not appear under View Document until after you again generate both the Summary of Changes and the Modification Document.  If you make changes and generate the Summary of Changes but do not generate the Modification Document, subsequent changes will not appear under View Document.  

Generate Modification Document

· Menu Path: 
Document Options – Generate Modification Document or,

Document Options – Modification – Generate Mod

· The Modification Document consists of the SF30, Summary of Changes, and any text files added to the Modification Document.  

· To include an Add Text item in your generated modification document that will print AFTER the Summary of Changes, generate the modification in the following order:

Generate the Summary of Changes

Select Document Options – Modification and add a text item by using the Add Text button.  Text item must be placed in the SF30 Continuation Page section.

Generate the modification document by selecting the Generate Mod button.

· To include an Add Text item in your generated modification document that will print BEFORE the Summary of Changes, generate the modification in the following order:

Select Document Options – Modification and add a text item by using the Add Text button.  Text item must be placed in the SF30 Continuation Page section.

Exit the Contract Mod window by clicking on the X in the upper right hand corner.

Select Document Options – Generate Summary of Changes to generate the Summary of Changes.

Generate the modification document by selecting Document Options – Generate Modification Document.

· PD2 does not require the generation of a Modification Document prior to release of a modification.  However the generation of a Modification Document is critical to the EDA process.  Do not forget to generate your Modification Document.
· Warning.  Items added via Document Options – Modification are a part of the modification but are not part of the conformed record.  This means that any items added though Add Text or Add Clause under Document Options – Modification will not appear on the conformed award when the next modification is created.

Generate Conform Document

· The Conformed Document is the solicitation/award as it has been changed by all amendments or modifications to date.  For amendments and modifications, you can generate a Conformed Document but it is not a mandatory step.  Note: The Conformed Document is not an official record.  The official record is the original solicitation/award document and all amendments/modifications against the solicitation/award.

· Important – If you do not generate a Conform Document prior to releasing the modification, you will not have a view of the award document as it appeared after the release of the modification and there will be no means by which to generate a conform document as it appeared at this point in time once additional modifications are released against the same award.  See the Generate Document section above and the Generate Conform Document below for additional information.

· To generate the Conformed Document, take the following steps with the amendment or modification document open:

· Generate CLINs

· Generate Section J

· Generate Document

· Important: Do NOT make changes to the generated document.  If the document must be changed, you must maintain the data contained within the procurement instrument screens and then regenerate the document.  Failure to follow this guidance will result in PD2 data that differs from the Word document.  

2.3.8.3 View Document

· This feature should be used only to see how your document would look when generated.  DO NOT EDIT THE DOCUMENT WHEN IN THE VIEW DOCUMENT FEATURE!
2.3.8.4 Really Important Stuff To Remember About Generation!

· Though PD2 requires the generation of the document via Generate Document prior to release, it does not require the generation of line items via Generate CLINs.  A user can release a document without generating CLINs provided they have generated the document using Generate Document.  If this is done, the document will not contain any line item information.  Please ensure that you have generated all line items prior to release of your document.
· If you change any data on the procurement instrument AFTER you have generated, you must regenerate the document to include those changes in the generated document.

· PD2 provides the capability, via Document Options – View Document, to make changes to the generated document.  This feature can result in a generated document that differs from data contained in the PD2 database as well as data transmitted to interfaces or EDI and should not be used.  Do NOT make changes to the generated document.  If the document must be changed, you must maintain the data contained within the procurement instrument screens and then regenerate the document.  

· Amendments and Modifications.  For amendments and modifications, the user can generate a Modification Document and/or a Conform Document.  The generation of a Conform Document is an optional process.  For EDA purposes, a Modification Document must be generated.  

· If you made changes, additions, or deletions to line items during the Amendment or Modification process, ensure that you Generate CLINs before generating the Summary of Changes or Modification Document.

· The Modification Document consists of the SF30, Summary of Changes, and any text files added to the Modification Document.  

· The Conformed Document is the solicitation/award as it has been changed by all amendments or modifications to date.  Note: The Conformed Document is not an official record.  The official record is the original solicitation/award document and all amendments/modifications against the solicitation/award.

2.3.9 Approval
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· Menu Path: Procurement – File – Approvals

· Regardless of your business process, PD2 requires the approval of certain documents before action can be taken against them.

· The Approval process begins with the selection of an Approval Sheet.  

· PD2 is installed with a selection of standard Approval Sheets.  These can be tailored to meet the business process requirements of your site or you can create new Approval Sheets as necessary.

· To select an Approval Sheet, highlight the document requiring approval and select File – Approval or select the Approval icon from the tool bar.

· If multiple Approval Sheets are selected, they must all be Approved before the system will recognize the document as Approved.

· PreApproval Validations. 

· Approval Sheets contain a PreApproval button. If the Pre-Approval XE "Pre-Approval Button" 

 XE "Approvals:Pre-Approval Button"  button is selected, the system will run a set of edits against your document.   

· Some of the edits are warnings and will not prohibit further action against the document; others will prohibit further action until the document meets the requirements of the edit.  These can be identified by the presence of a Red X in the Warning window.  

· The Contracting Officer should review all warnings for applicability.

· To unapprove a document, select another Approval Sheet and repeat the Approval process to re-approve the document

2.3.10 Routing XE "Routing"  and Document Shortcuts XE "Document Shortcuts"  
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2.3.10.1 
Routing Documents

· This section addresses the routing of documents to other users on your PD2 database as well as to those not on your PD2 database.

Routing Documents to Other PD2 Users

· Menu Path: File – Route

· PD² provides the capability to electronically route documents to other users in your PD2 database. 

· To route a document, highlight the document and select File – Route, click on the Route icon, or right click and select Route.

· The Route feature allows you to route to selected user(s), a team, or to all users on a pre-defined route list.  This is accomplished by making the appropriate selection from the Category dropdown menu.  

· When routing documents to multiple users or a team, you may authorize the modification of the stop list.   This allows others to add or remove individuals from the routing list.

· When routing documents to multiple users or a team, you may authorize the addition and removal of objects from the route.  This allows others to add or remove documents from the route.

· When routing documents, you may want to consider adding yourself as the last stop on the routing list. This will ensure that the document(s) are returned to you.

· When you route a document, it is first placed in your Outbox.  It remains in your Outbox until the mail is sent.  The frequency with which the system sends mail from your Outbox is determined by the Mail preferences you have established under Utilities – Preferences – General tab.  Under the Preferences tab, you can indicate whether or not you want to be notified when new mail arrives, the frequency with which the system should send mail from your Outbox as well as check your incoming mail, and you can also have your PD2 mail forwarded to another PD2 user.

· When you receive a document back from a route you need to take it out of the envelope then delete the empty envelope.  Otherwise, the document may be read only.

· PD2 supports the routing of folders that contain up to 50 items.  If your contract file contains more than 50 items, break the file into two parts (i.e., 1 of 2 and 2 of 2).

· Occasionally, when you receive a folder back from a route you will not be able to access the documents in the folder.  In these cases, you can drag the documents out of the folder to open them.  Then you may need to create a new folder and delete the old one.

Routing Documents to Other than PD2 Users

· The procedures outlined below only work for PD2 documents that are generated.

· To route a generated document to an individual not on your PD2 database:

· After generation, highlight the closed document, and select File – Print Preview.

· When you receive the prompt that the document will be opened in read-only, click on OK.

· Maximize Word. 

· Select File – Save Copy As and save a copy of the generated document to the desired directory.  Ensure that enter a file name that will clearly identify the document later.

· The document saved to the selected directory can now be emailed or posted on a web page.

2.3.10.2 Document Shortcuts


[image: image7.png])




· Menu Path: File – New – Shortcut

· Document Shortcuts allow simultaneous review of your document.  The Shortcut icons are not copies of the original document but rather pointers to the original document.  Therefore changes made to a shortcut actually change the original document.  

· A Document Shortcut looks similar to a document icon but can be distinguished by the small blue arrow that appears on the icon.

· When using document shortcuts, recommend that all parties with access to the shortcut and the original documents have a clear understanding of those authorized to make changes to the document. 

· When using document shortcuts for review of documents, recommend any comments made by reviewers be provided via a separate document rather than by editing the document itself.  Remember to route shortcuts to the trash cabinet after the review cycle and before the document is released.  This will help eliminate unwanted Desktop clutter.

2.3.11 Synopsis 
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· The CBD Function in PD2 does not create files in the format required by the CBD.

· AMS, upon request, will provide a CBD Utility that will convert files to the format that is required by CBD.

· As an alternative, the synopsis can be entered directly via CBDNet at http://cbdnet.access.gpo.gov/.

· To import a copy of the published synopsis into PD2, follow the guidance provided in the Workload Management Tools section for importing documents.  The synopsis must first be saved to a hard drive, floppy, or shared directory.

· In accordance with memorandum dated 18 Apr 2001 from Director of Defense Procurement, subject “Government Wide Point of Entry for Federal Procurement Opportunities,” DOD will transition to FedBizOpps no later than 30 Jul 2001.  This will impact the method for notice of agency requirements or notice of a solicitation for contract opportunities.  Additional guidance will be provided at a later date.

2.3.12 Release

· When a document is released in PD2, it can no longer be changed except by either formal amendment to a solicitation or formal modification to an award.

· The release of an award or modification should be considered as the point at which the Contracting Officer signs the document.

· Solicitations and Ready for Release Functionality.  If a future date is entered in the solicitation Issue Date field and the solicitation is released, the system will not actually release the solicitation but rather will set the solicitation to a Ready for Release status.  This is evident by a "Ready4Rel" stamp that will be placed on the solicitation icon.  When the solicitation Issue Date arrives, the system will automatically set the solicitation status to Released.  Note: The status will change when the user logs into PD2 on or after the Issue Date has arrived.

· If a solicitation is inadvertently set to Ready for Release, the status can be reset by simply unapproving the solicitation and changing the Issue Date to other than a future date.

· Ensure that the Army Integrity tool is run against all awards, orders/calls, and modifications prior to release.

· The release of an award automatically begins the process to send the Electronic Data Access (EDA) version of the award or modification record to DEBX and eventually to DFAS.

· IMPORTANT: Do not make pen-and-ink changes to a document after release.  This results in a discrepancy between the EDA and hard copy versions of the award and may result in DFAS refusal to pay as well as contractual litigation.

2.3.13 Electronic Data Interchange (EDI)

· PD2 does not automatically flag an action for EDI transmission.  

· An action must be released before it can be flagged for EDI transmission.

· Current EDI transaction sets supported in PD2: 840 (solicitations and amendments), 843 (vendor quotes), 850 (awards), 860 (modifications), and 836 (Unsuccessful Bidders Notice).

· To flag an action for EDI transmission, highlight the closed document, and select Procurement – EDI Transmit.

· On the EDI Transaction Codes window:

· Select a Transaction Purpose Code.  

· If flagging an 850 (award), select a Transaction Acknowledgement Code.

· If flagging an 850 (award), indicate whether only an 836, only an 850, or both an 836 and 850 should be sent.

· On the Purchase Category window, select a purchase category.

2.3.14 Printing Documents

· All PD2 documents print in Portrait orientation.  If you need to print a document for which the orientation should be Landscape, select File – Print Setup and change the Orientation to Landscape prior to printing.  Important:  This changes the orientation for all documents.  Remember to change back to Portrait after your document has been printed.

· Print Preview.  Recommend you view all documents using Print Preview prior to actually printing the document.  Important: If changes must be made prior to printing, do not make the changes on the generated document.  Due to EDA, EDI, and interface considerations, changes must be made to the data contained within the procurement instrument and the document regenerated prior to printing.

2.3.15 Document Properties

· Menu Path: File – Properties

· This function can be used to determine your access rights to a document, the location of the document, and any workload assignments associated with the document.  Examples of information that can be obtained using this function are:

· Attributes, e.g. Read/Write Access, Delete Privileges, Locked, En Route.

· Owner.  The owner of the document is the user on whose Desktop the document currently resides.

· Creator of the document

· Creation Date

· The last date/time on which the document was changed

2.3.16 Deleting Documents

· Deletion removes all record of the document from the database.  

· Delete privileges should be limited to only a few individuals at your site and procedures designed to minimize the erroneous deletion of documents should be developed.

2.3.17 Canceling Documents

· When a document is cancelled, it is not removed from the database but is placed in a status prohibiting further action against the document.

· Recommend the development of local procedures on the cancellation of documents, to include a list of individuals authorized to cancel, reasons for which a document should be cancelled, and the storage of cancelled actions.

2.4 
Workload Management Tools

2.4.1 Checklists

· Menu Path: Procurement – Checklist 

· The PD2 Checklist function can be used to electronically recreate the checklists typically included in the contract file folder.  Checklists can be used to both track action items associated with a procurement as well as to document the contents of the procurement folder(s).  

· PD2 was initially installed with seven (7) standard Checklist templates: Contract Termination, Contract Closeout, ASBCA Rule 4 File, Award Protest File, Proposal Contents, Contract File Contents, and Procurement Request Contents.  These standard templates can be revised, if necessary, to suit individual site requirements.  New Checklist templates can also be created.  Refer to CONOPS Part 1 Functional System Administration for instructions on the revision of standard templates or the creation of new templates.

· Checklists can be built from templates, which can then be modified to suit the individual procurement, or they can be built from scratch.  

· Checklists can be built by highlighting a procurement instrument or as stand-alone documents.  If built from a procurement instrument, the PIIN will default as the Document Number for the Checklist.  Ensure that you enter a Checklist Title that will properly identify the Checklist.

· Adding a Checklist item.  Checklist must be open.  To add an item to the bottom of the Checklist, select Checkpoint – Add from the menu bar.  To add an item elsewhere in the Checklist, highlight the item above which you want the new item to appear and select Checkpoint – Insert.

· Deleting a Checklist item.  Checklist must be open.  Highlight the item to be deleted and select Checkpoint – Delete.  Ensure that the correct item is highlighted prior to deletion.  You will not be prompted to confirm the deletion.  

· Due Date and Completion Date.  Checklist must be open.  To enter or revise a Due Date or Completion Date, place the cursor in the appropriate field and use the Shift-Double Click calendar feature to select a date.

· Checklist Item status.  Checklist must be open.  To indicate that a Checklist item has been completed, place the cursor in the block in the far left hand column and click once.  Repeat this step to remove the check if necessary.

· Printing a Checklist.  Checklist must be closed.  

2.4.2 Milestone Plans XE "Milestone Plans" 
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· Procurement – Milestone Plan

· Milestone Plans allow the user to document specific actions that must be taken on an individual procurement action and enter projected and actual dates for those actions.

· PD2 was originally installed with nine (9) standard Milestone Plans: Option Exercise, Contract Modification – Priced, Competitive Negotiation Award, Delivery Order – ID/IQ Contract, Unsolicited Proposal, Competitive Negotiated Award – Major System, Sole Source Negotiated Award, Sealed Bid Award, and Purchase Order.  

· These standard templates can be revised if necessary to meet individual site requirements.  New Milestone Templates can also be created.  Refer to CONOPS Part 1 Functional System Administration for instructions on the revision of standard templates or the creation of new templates.

· Milestone Plans can be tailored to meet site-specific requirements as follows:

· Designate a step as mandatory, which means that the step cannot be deleted from the Milestone Plan.  

· Designate fixed durations for certain steps.  

· Designate steps that are dependent on other tasks, i.e. steps that cannot be taken prior to the completion of other steps.

· Designate a step as "active", which means that the system automatically records the actual completion date, e.g. release of award.  

· Milestone Plans can be built by highlighting a document or as stand-alone objects.  Milestone Plans created as stand-alone objects cannot contain active milestones.

· A Milestone Plan for an individual procurement can be built from a template, which can then be revised as necessary to suit the individual procurement, or it can be built from scratch.

· Creating a Milestone Plan for your procurement.

· Highlight the document for which you want to create a Milestone Plan and select Procurement – Milestone Plan from the menu bar.  Ensure that you enter a Milestone Plan Title that will clearly identify the action.

· If applicable, select a template from which to build your Milestone Plan.  Enter a Start Date and an End Date using the shift Calendar feature.

· Milestone Plan Dates

· Planned Dates.  Planned dates are initially calculated by PD² based on the Start Date and End Date entered when you created the Milestone Plan and the number of days entered in the Duration field for each milestone.  

· Revised Dates.  Once the Milestone Plan is saved, you cannot change the Planned Dates.  To enter a revised date, enter a revised Start Date in the Revised Date line.  The system will automatically calculate the Revised End date based on your revised Start Date and the number of days entered in the Duration field.  

· Actual Dates.  Remember to update the milestone plan with the actual start and end dates as you complete your milestone.  Active milestones are automatically updated by the Desktop.

· Active Milestones.  The system automatically records the actual dates for an active milestone.  If your Milestone Plan was built from a template, it may contain active milestones.  To designate a milestone as active on your individual Milestone Plan, open the milestone and select a Document Type and an Action from the Active Milestone block.  An Active Milestone can be based on the approval, cancellation, release, or EDI Transmission of another document.

· Adding a Milestone.  Milestone Plan must be open.  To add an item to the bottom of the Milestone Plan, select Milestone – Add from the menu bar.  To add an item elsewhere in the Milestone Plan, highlight the item above which you want the new item to appear and select Milestone – Insert.

· Deleting a Milestone.  Milestone Plan must be open.  Highlight the item to be deleted and select Milestone – Delete.  Ensure that the correct item is highlighted prior to deletion.  

2.4.3 Workload Assignment 
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· Menu Path: Procurement – Workload Management.

·  XE "Workload Assignment" Workload can be assigned either manually or automatically based on a pre-defined set of criteria.  This section addresses the manual assignment of workload.  Automatic Workload Assignment is addressed in the next section.

· Procurement Administrative Lead Time (PALT) starts with workload assignment and ends with release of the award.  
· When an action is workload assigned, the assignor must select a PALT code.  The standard installation of PD2 includes several suggested PALT codes and standards.  Your System Administrator can revise these standard PALT codes or create new ones if necessary to meet MACOM or site-specific requirements.

2.4.3.1 How Do I Assign Workload?

· Highlight the purchase request to be assigned.  Note: For manual workload assignment, the purchase request does not need to be approved.

· Select Procurement – Workload Management.

· Active Buyers block.  Select the user to whom this purchase request will be assigned.

· Assignment Tools.

· User Workload.  Clicking on this button will provide a summary of Workload for all users for which you have authority to assign workload.  To view the user's workload in more detail, highlight on a user and click on Detail.  The workload detail can also be assigned directly from the Workload Assignment screen by first highlighting the user prior to clicking on the User Workload button.

· User Expertise.  To view the Certifications and Areas of Expertise of user, highlight the user and click on the User Expertise button.

· Select a Priority from the dropdown menu in the Assignment Information block.

· Select a PALT Code from the dropdown menu in the Assignment Information block.  If you click on the Suggest PALT button, the system will provide a suggested default if the action meets criteria established in a pre-defined set of criteria.

· No. of Days.  Based on the selected PALT Code, the system will default a number of days in which this action should be completed.  Adjust this number if necessary.

· Enter a meaningful Description in the Assignment Information block.

· To include additional purchase requests in the Workload Assignment, click on the Add Button in the Assigned Items block.  Locate the purchase requests, highlight them, and click on OK.  You can highlight multiple purchase requests at the same time by holding down the Shift key for consecutively listed purchase requests and the Control key for non-consecutively listed purchase requests.

· Master PR.  To select a Master PR, highlight the PR in the Assigned Items block and click on Master Document.

· Action Type.  You must select an Action Type in the Assigned Items block.  In most cases, the Action Type will be Award.

· Finish assigning the workload by clicking on the OK button.  

· Unselected Documents window.  If you receive this window after clicking on the OK button, it means that one or more of the purchase requests in the Workload Assignment have documents associated with them, e.g. DD1423, DD254, attachments, SML, etc.  To include all associated documents, click on the Include button.

2.4.3.2 Changing A Workload Assignment

· Changing A Workload Assignment.  There are 2 methods that can be used to change a Workload Assignment: Sub-Assignment and Reassignment.  Though the steps for Sub-assignment and Reassignment are the same, the impact on PALT is different.

· Sub-assignment occurs when an individual receiving a workload assignment in turn assigns the workload to another individuals.  Sub-assignment is considered a continuation of the original workload assignment and therefore PALT does not restart.

· Reassignment replaces the original workload assignment with a new assignment.  Reassignment can only be initiated by the individual who created the original workload assignment.  Reassignment is considered a new workload assignment and therefore PALT will be restarted.

2.4.3.3 What Happens After the PR Is Workload Assigned?

· When a PR is workload assigned, it is placed in a blue Workload folder and automatically routed to the user to whom it was assigned.  The blue Workload folder is initially routed to the user's Inbox.  

· Important: The blue Workload folder should be moved out of the Inbox prior to taking any action against it.  Working in the Inbox can result in system errors.

2.4.3.4 Completion of the Workload Assignment

· PD2 considers a Workload Assignment to be "complete" when all PR(s) contained in the Workload Assignment have been awarded and the awards are released.  Prior to release of the award, the system considers the Workload Assignment to be "current".

· Visual Cue to Workload Assignment Status.  If the Workload Assignment is "current" (open), the workload folder is blue; when the Workload Assignment is "complete", the blue workload folder will turn yellow.

· Caution! The system will only "complete" the Workload Assignment if the Master PR is highlighted to create the award.  This can cause a situation in which all awards have been made against all PR(s) in the Workload Assignment but the Assignment remains "current" (open).

· Caution!  If the Master PR is highlighted to create the award, the system will "complete" the Workload Assignment regardless of the PR quantity awarded.  This can cause a situation in which the Workload Assignment has been completed but subsequent awards must still be placed against the PR(s) in the Workload Assignment.

· What to do about Workload Assignments that the system does not "complete"?  If you have a Workload Assignment that remains "current" (open) even though all awards to be placed against the PR(s) have been released, contact your System Administrator.  There is a script that will complete the Assignment.
2.4.4 Automatic Workload Assignment XE "Automated Workload Assignment" 

 XE "Workload Assignment:Automated"  

· Menu Path: Procurement – Automatic Assignment – Assign.

· A purchase request must be approved to be eligible for automatic workload assignment.

· This function allows the site to enter Certifications and Areas of Expertise in a user's Proc Profile that is then used by the system in the automatic workload assignment of purchase requests.

· Users can be certified experts in one or more areas, using designators such as FSC, SIC, WSC, or Program Code.    This is accomplished by selecting the appropriate codes from the Certifications tab of the user's Proc Profile.

· Users can also be designated as experts in certain areas, e.g. 8(a), Grants, NIB/NISH.  This is accomplished by selecting the appropriate code from the Areas of Expertise tab of the user's Proc Profile.

· If more than one user meets the criteria for automatic workload assignment, the user with the fewest workload assigned tasks will receive the automated assignment.

· When a PR is assigned using automatic workload assignment, the system will suggest a PALT code that is based on historical data (actual lead times for similar requirements) and criteria such as timeframe, Federal Supply Class (FSC), action type, and cost range.  

· Workload parameters can also be configured.  A PR can be distributed to users with a specified percentage of the areas of expertise (e.g., FSCs or SIC codes) or certifications denoted, for example.  If PD² can’t find a user whose profile matches the auto-assignment parameters, no automated assignment will be made.

2.4.5 Workload Reports

2.4.5.1 User Workload  

· Workload Summary.  Supervisors can view the workload of their subordinates by selecting Procurement – Workload Assignment and then clicking on the User Workload button.  The Workload Summary screen will list all users assigned to the supervisor and some general information concerning their workload.  To view specific details of a user's workload, highlight the user and click on Detail.

· User Workload.  Each user can view their own workload by selecting Procurement – User Workload.

2.4.6 Correspondence Log

· Menu Path: Procurement – Correspondence Log

· This function can be used to record verbal correspondence.  Please note that the log is limited to 256 characters, which is about 2.5 lines.  

· Recommend this function not be used to record correspondence of a legal or contractual nature.  This type of correspondence should be document in official memorandums and filed in the appropriate electronic folder.

2.5 
Special Aspects of OCONUS Contracting

2.5.1 Foreign Currency

· Currently PD2 supports only one currency per award and only one exchange rate per currency.  The capability to enter multiple currencies on a single award will be provided in V4.2x.

· The System Administration task Currency provides the capability to enter currencies, exchange rates, and effective dates for the exchange rates.  When the award is created, the user can accept or change the default exchange rate.

· PD2 defaults all actions to US dollars.  

· To select a currency other than US dollars, select Line Item – Currency Conversion.  Important: The selection of currency and the acceptance or entry of an exchange rate must be entered PRIOR to entering line items unit prices.  If the exchange rate is accepted or changed after the entry of line item unit prices, the system assumes you are changing the exchange rate and will apply the exchange rate to entered unit price, thereby performing a "double" conversion so to speak.  This is true for both PR(s) and awards.

· To select a currency code and accept or change the exchange rate, select Line Items – Currency Conversion OR press Shift Double-Click on the Unit Price field. 

· Funding should always be entered in US dollars.  To assist you in this, the Line Item Amount on the Funding Tab will always be expressed in US dollars.

· Do not change the exchange rate on modifications.  If this is done, the system will re-calculate all award line items and the new exchange rate, resulting in an incorrect change to the line item extended amounts and the total award amount.

2.5.2 Foreign Addresses

· General instructions for the entry of organization and vendor addresses can be found in the General Process Tools section.  This section addresses special considerations when entering foreign addresses for organizations or vendors.

· PD2 does not currently support the entry of foreign addresses in formats acceptable to the United States Postal Service (USPS).  The following paragraphs outline those formats acceptable to the USPS and provide work solutions for entering them into PD2.

2.5.2.1 Mail Preparation for Foreign Address Destinations

· Reference Source.  USPS web page at http://usps.com/.

· The full address must be in English, using Roman letters and Arabic numerals.

· All elements of the address must be entered in UPPER case.

· The address can be expressed in a foreign language provided that the City, Province, and Country are also indicated in English.

· The last line of the address must include the complete Country name with no abbreviations in uppercase letters.

· Foreign postal codes, if used, should be placed on the line above the Country.  Some countries prefer that the postal code appear before the City; others prefer that it follow the City.  Either format is acceptable.

2.5.2.2 Work Solutions for USPS Acceptable Foreign Address Formats

· The address formats set forth in the following table can all be entered using the same Work Solution, which follows the table.  The Work Solution following the Table is applicable for all address formats depicted in the Table.

	Sample 1
	Sample 2
	Sample 3

	
	
	

	VENDOR ONE
	VENDOR TWO
	VENDOR THREE

	1234 THAMES ROAD
	RUE DE MONET
	9876 MAPLE STREET

	LONDON WIP 6HQ
	10317 PARIS
	OTTAWA ON K1A 0B1

	ENGLAND
	FRANCE
	CANADA


· Work Solution for Entering Foreign Addresses in PD2

· First Line.  Enter the Vendor Name in the Vendor Name field.

· Second and Third Lines.  Enter both of these lines in the Street Address field.

· City.  Place a space in the City field.

· State.  Access the dropdown field and select the blank line.  

· Zip.  Leave blank.

· Country.  Select the appropriate Country Code from the dropdown list.

2.6 Line Item Data

· Line item functionality in PD2 is for the most part the same across all procurement instruments.  Basic functionality as well as a discussion of differences in functionality dependent on procurement process will be discussed in this section.

· The correct entry of data at the line item level is the most critical element in the successful use of PD2 to meet your contracting mission.  Data entered at the PR stage will be pulled into any procurement instrument built from the PR.  Correct entry of data during the PR entry process minimizes the possibility of data input error during latter stages of the procurement.  The correct entry of data during the solicitation process impacts the selection of clauses during Automatic Clause Selection.  Correct Data entered on award and modification instruments must meet the requirements of SPS-I interfaces, EDI, and EDA to ensure successful transmission of the record.  In this section, we will also discuss the importance of line item data to Automatic Clause Selection, EDI, EDA, and SPS-I interfaces.  Please read and familiarize yourself with these requirements.

2.6.1 Basic Line Item Functionality

· Line item functionality is only available when the document is open.

· To link a PR with a solicitation or award, you must either highlight the PR to create the procurement instrument or use Line Item – Attach to add the PR to the procurement instrument.  Caution: Simply typing a PR Number in the PR Number field of the Local Info tab does not properly update the database and has an adverse impact on data integrity and interface transmissions.

2.6.1.1 Locating Line Items

· Line items can be located using either of the following methods:

· Go to the CLINs tab and scroll down the Line Item Summary screen.

· Open any line item and use the single or double arrows on the left hand side of the screen scroll through the line items.  The single arrow will move you one line item at a time.  The double arrows move you to the first or last line item.

2.6.1.2 Adding Line Items

· There are 2 methods for adding line items:

· Select Line Items – Add from the menu bar

· Open a line item and click on the Add button

· Important.  When adding line items, ensure that all line item data requirements for successful EDI and interface transmission are met, e.g. all line items must have a PR Number on the Local Info tab.  Certain data elements, e.g. PR Number, are not automatically included on the Local Info tab when a line item is added during the solicitation or award stage.

2.6.1.3 Copying Line Items

· To copy a line item, open the line item to be copied and click on the Copy button.

· On the Copy/Link CLIN window, indicate whether or not the subCLINs should also be copied and if the copied line item should be designated as an option to the source line item.  

· When copying line items, ensure that copied data is in fact applicable to the newly created line items.  Take special notice of data copied into the Delivery Date, Start Date, End Date, and conditional delivery fields, e.g. 120 days ADC.  These data elements will be copied but may not be applicable to the new line item, especially in the case of option line items created by copying the base year line item.

· When a line item is created by copying another line item, there are data elements that are not copied, e.g. funding strip.  Users must ensure that all applicable data elements are entered into the newly created line items.

· Important.  When copying line items, ensure that all line item data requirements for successful EDI and interface transmission are met, e.g. all line items must have a PR Number on the Local Info tab.  Certain data elements, e.g. PR Number and funding strips, are not automatically included when a line item is copied. 

2.6.1.4 Deleting Line Items

· There are 2 methods for deleting line items:

· Highlight the line item on the CLIN tab and select Line Items – Delete from the menu bar

· Open the line item and click on the Delete button.  Caution when using this method: If after deleting a line item you need to delete an additional line item, ensure that you are in the Line Item – Detail tab of the correct line item.  After each deletion, the system will return to the first line item.

· Ensure that the appropriate line item is highlighted before selecting Delete.

· Special Note on Deletion of Line Items during the Modification Process.  Do not use the Delete button to delete line items that existed prior to the creation of the modification.  Prior to the release of the modification, the Delete function can be used to delete line items added during the modification process.

· Caution! Termination cannot be used if your site is using certain SPS-I interfaces.  See the section entitled "Termination" to determine if the PD2 line item termination function can be used at your site.

2.6.1.5 Inserting Line Items

· There are 2 methods for inserting line items:

· On the CLIN tab, highlight the line item above which you want to insert a line item and select Line Items – Insert from the menu bar

· Open the line item above which you want to insert a line item and click on the Insert button.

· When a line item is inserted, it is given the line item number of the number above which it was inserted and all subsequent line items are renumbered as appropriate.

· A subCLIN cannot be inserted by highlighting a CLIN.  You must highlight another subCLIN to insert a subCLIN.

· If a subCLIN is inserted, only subsequent subCLINs associated with the same line item will be renumbered.  Other CLINs and their subCLINs will not be affected.

· If a CLIN is renumbered due to an inserted line item, its subCLINs will also be renumbered.

· Ensure that you have highlighted the line item above which you want to insert a line item before selecting Insert.

2.6.1.6 Renumbering Line Items

· To renumber a line item, open it and type the new line item number in the Line Item Number field.

· When a CLIN is renumbered, all associated subCLINs will be renumbered.

· When a CLIN is renumbered, other CLINs are not renumbered.

· When a subCLIN is renumbered, other subCLINs are not renumbered.

2.6.1.7 Attaching Line Items

· Only one purchase request can be highlighted to create a document.  If you have multiple purchase requests to consolidate into a single document, you must use the Line Items – Attach feature.

· To access Line Items – Attach, open the document, locate the tab that contains the line items, and select Line Items – Attach.  The Attachment Selection window will appear.

· Ensure that "Purchase Request" appears in the Document Type dropdown field.

· Enter Search Criteria to locate the purchase request.

· Locate and highlight the purchase request in the search results block and click on Select.

· The CLIN Selection screen listing all PR line items will appear.

· Only the quantity remaining available for selection will be displayed.  If the entire quantity has been previously selected on another procurement instrument, the words "Previously Selected" will be displayed in red.

· Quantity can be adjusted on this screen or later when the line item has been pulled into the document.  With either method, the quantity not selected will remain available for other procurement actions.  Adjust the quantity by clicking in either the Quantity field or the Percent Available field and making adjustments.

· Highlight the line items to be attached to the document.  Use the Shift key to highlight multiple consecutive line items and the CRTL key to highlight multiple non-consecutive line items.  You will receive a warning that you have attached line items and that funding should be verified.  Click on OK and the line items will be added to your document.

· Attaching Multiple PR(s).  To attach line items from additional PR(s), repeat the steps above.

· Important Things To Remember About Line Items Attach

· If you don't adjust the Quantity on the CLIN Selection window, make sure you make the adjustment after attaching the line items to the document.

· After attaching line items, check the line item data on all tabs to ensure that all data has been pulled into the document.  This does not always happen, i.e. when PR line items are attached to a solicitation, the unit prices are not pulled in.  The unit prices are a critical element in Automatic Clause Selection and must be entered, even at the solicitation stage.  Funding is another data element that sometimes is not pulled into the document.  Though not important during the solicitation stage, it is important during the award and modification stages.

· Workload Assignments associated with attached PR(s) are not always changed to a "Completed" status when the award is released.  Please be aware of this and notify your System Administrator when this happens.  Your System Administrator can run a script to "complete" the assignment.

2.6.1.8 Linking Line Items

· This feature can be used as a quick method by which to indicate those line items that are option line items linked to base year line items.

· When a change is made to the base year line item, the system provides the Apply Changes window on which the user can indicate to which linked line items the changes should also be applied.  Note: The system does not provide the Apply Changes window if the change is made to the linked option line items.  The Apply Window is provided only when the change is made to the base year line item. 

· To link line items, highlight the base year line item and select Line Items – Link – Create Link from the menu bar.  On the Link CLIN(s) window, click on all line items that should be linked.  The system will include a listing of only those line items that have not previously been linked.

· To view all line item links, highlight the base year line item and select Line Items – Link – Create Link from the menu bar.  Note:  Links cannot be viewed by accessing one of the linked option line items.

· Note: The only method that can be used to remove links is to delete the source base year CLIN.  When you select Delete for the source base year line item, the system will ask if you want to delete just the source line item or also the linked line items.  If you delete only the source line item, the links will be removed but the Option button will still be selected on the previously linked line items.
2.6.1.9 Stepladder Pricing 

· A Stepladder Pricing Structure (hereinafter referred to as a "Structure") allows the user to enter a unit price dependent on the quantity ordered.  Typically the larger the quantity ordered, the lower the unit price.  Example: If a quantity of 100 is ordered, the unit price is $12.14 but if a quantity of 500 is ordered, the unit price is $10.31.  This type of pricing has also been referred to as range pricing or volume discount pricing.

· There are 2 basic steps to linking a Structure to a line item.  First the Structure must be created; second it must be associated with the applicable line item.

· A single document can contain multiple Structures.

·  A single Structure can be associated to multiple line items but a single line item can be associated with only one Structure.

· Each Structure must be associated to at least one line item.  If a Structure is not associated with at least one line item, the user will receive a prompt when the document is saved that the Structure will be deleted.

· To create a Structure, select Document Options – Stepladder Pricing Structure.  

· If there are no other Stepladder Pricing Structures associated with the document, you will receive a prompt to create one.  

· If there are other Stepladder Pricing Structures associated with the document, you will receive a screen that allows you to either select an existing Structure or create a new Structure.  Use the arrow buttons on the left side of the screen to select an existing Structure; click on the Add button in the Pricing Structure block to create a new Structure.

· To enter a price range, click on the Add button in the Pricing Detail block. Use the Tab key to move between columns.  An example of a pricing range follows:

	From Quantity
	To Quantity
	Unit Price

	
	
	

	1
	100
	12.14

	101
	200
	10.31

	201
	300
	9.45


· Validating the Structure.  If the Validate button is selected, the system will verify that the Structure "makes sense", i.e. there are no overlapping quantities within the ranges and that there are no gaps in the ranges.  Examples of Structures that would not pass validation:

Overlapping Quantities

	From Quantity
	To Quantity
	Unit Price

	
	
	

	1
	100
	12.14

	75
	200
	10.31

	201
	300
	9.45


Quantity Gaps

	From Quantity
	To Quantity
	Unit Price

	
	
	

	1
	100
	12.14

	201
	300
	9.45


· Associating the Structure to a Line Item.  After you have entered all pricing ranges, click on OK.  Open the line item to which the Structure applies and select the Line Item – Detail tab.  Click on the Associate button, select the appropriate Structure, click in the Associated to Line Item block, and click on OK.  The system will place an X in the Stepladder Pricing field on the Line Item – Detail tab.

· Important: If a Structure that is associated with a line item after the document has been generated, you must regenerate both the line items using Generate CLIN and the document using Generate Document.

· When the document is generated, the Structure associated with the line item will appear below that line item in Section B or equivalent.

· Revising a Structure.  Select Document Options – Stepladder Pricing Structure.  

· To revise an existing pricing range, place the cursor in the appropriate block and enter the new data.

· To add a new pricing range, click on the Add button in the Pricing Detail block.

· To delete an existing pricing range, click on the Delete button in the Pricing Detail block.

· Important: If the Structure is revised after the document has been generated, you must regenerate both the line items using Generate CLIN and the document using Generate Document.

· Deleting a Structure.  Select Document Options – Stepladder Pricing Structure.  

· To add a new Structure, click on the Add button in the Pricing Structure block.

· To delete an existing Structure, click on the Delete button in the Pricing Structure block.  Important: Do not delete all Pricing Ranges prior to deleting the Structure.  If you do, the system will force you to add at least one Pricing Range before the entire Structure can be deleted.

· When a Structure associated with a line item is deleted, the system automatically removes the association.

· Important: If a Structure that is associated with a line item is deleted after the document has been generated, you must regenerate both the line items using Generate CLIN and the document using Generate Document.

· Important: If a Structure that is added and associated with a line item after the document has been generated, you must regenerate both the line items using Generate CLIN and the document using Generate Document.

· Solicitations and Stepladder Pricing Structures.  When the solicitation is generated, the system will leave the Unit Price fields blank in the Structure.  Vendors should be directed to enter quotes in the Unit Price fields of the Structure rather than in the Unit Price field of the line item.

· Offer Evaluation and Stepladder Pricing Structures.  Only a single unit price can be entered.

· Line Item Quantity on the Indefinite Delivery Contract and Stepladder Pricing Structures.  To ensure that an accurate total estimated value is calculated for the award, enter the total estimated quantity to be ordered over the life of the contract in the Quantity field and the highest unit price in the Structure in the Unit Price field.  The system will then calculate the maximum total estimated contract value.  An accurate total estimated value is critical to Automatic Clause Selection.

· Ordering and Stepladder Pricing Structures.  When the delivery order is created, the system will populate the unit price field based on the user entry in the quantity field.

2.6.2 Basic Requirements of Line Item Data Entry

· The basic requirements of line item data entry are discussed in this section.  Later sections will address the importance of line item data to automatic clause selection, SPS-I interfaces, and EDI.

· The Global Change feature changes a particular data value for all line items on an instrument and is available on all Line Item tabs.  To access this feature, open the line item from which you want to copy data, go to the tab on which the data element is located, and select the Global Change button.  Locate the item for which you want to apply the global change. Highlight the item and select OK.  Click OK again to apply the changes.  

· The Global Change feature is not available for all line item data elements.  Example: The Description and Extended Description are 2 elements for which this feature is not available.  

· Important.  Only one data element can be changed at a time using the Global Change feature and when using this feature, the data element is changed for all line items.  There is no current functionality allowing the application of a change to a selected range of line items or to specifically designated non-sequential line items.

2.6.2.1 Line Item Detail Tab

· Line items.  A PR must contain at least one line item.

· Contract Type field XE "Contract Type field" .  This field defaults to Firm Fixed Price (FFP).  If the user plans to award a different type contract action, the PD² allows this field to be changed through the use of a drop-down list.  Note: The selection of Contract Type affects both the display and printed output of Section B as dictated by the CLIN Templates in effect at  your site.  

· IDC (Indefinite Quantity) Type field XE "IDC (Indefinite Quantity) Type field" .  This field defaults to N/A.  To change this, select from the drop-down list.  The selection of other than N/A in this field may affect the layout of the line items in the Schedule B output.  

· Delivery  XE "Delivery Date" .  PD2 allows the entry of either a firm delivery date, a delivery predicated upon award date, e.g. 120 DAC, a delivery predicated upon First Article Test Approval, e.g. 120 AFATA, or a period of performance. 

· Date Calendar feature.  To enter a specific date in any of the date fields, place the cursor in the date field, hold the shift key down and double-click the left mouse button.  A calendar pops up.  Click the single arrows to move from month to month and on the double arrows to move from year to year.  When you have identified the calendar date desired, place the cursor on the number and double-click the mouse.  

· Delivery Predicated Upon award date or First Article Test Approval date.   When entering delivery using this method, the user indicates a number of days, weeks, etc. after either date or award or First Article Test Approval.  When award is made, the system will change the conditional delivery to a firm date.  Please note the following:
DAC.  The system calculates a firm delivery date based on effective date of award during initial generation of award document.  Subsequent regenerations of the document, regardless of entered effective date, will not change the firm dates initially established by the system.  If dates are in error, the user must go to the Line Item – Detail and manually change the dates.

AFATA.  The system calculates a firm delivery date based on the entry of a First Article Acceptance date on the Test Info window that is accessed by clicking on the Test Info button on the Line Item – Detail tab.  In that the actual First Article Test acceptance date is not known until after award, the Army policy is that this feature not be used.

· CLIN Type. XE "CLIN:CLIN Type"   The user must indicate the type CLIN being created (priced or informational). 

· Quantity and Unit Price cannot be entered for an Informational line item.

· If the CLIN is Informational, you can enter both Informational and Priced subCLINs for the CLIN.

· If the CLIN is Priced, you can only enter Informational subCLINs for the CLIN.

· Description XE "Description" .  Enter the first line of the line item description. Approximately 50 alphanumeric characters can be entered. 

· Extended Description XE "Extended Description Field" .  Continue with the entry of the line item description.  This entry of data in this field is virtually unlimited.  

· Quantity XE "Quantity" .  

· SPS-I.  PD2 allows the entry of 11 digits in the Quantity field with a floating decimal, i.e. the decimal can be placed in any position.  The decimal does count towards the 11digit limit.  Note: Though Army interfaces will accept an 11-digit quantity, they will only accept 2 digits to the right of the decimal.

· SPS-I.  Negative Quantity.  PD2 allows the entry of a negative quantity.  However DFAS will reject records containing negative line item quantities.

· Unit Price. XE "Unit Price"   

· SPS-I.  PD2 allows the entry of 16 digits in the Unit Price field with a floating decimal, i.e. the decimal can be placed in any position.  The decimal does count towards the 16 limit.  Note: Though Army interfaces will accept a 16-digit unit price, they will only accept 6 digits to the right of the decimal.

· SPS-I.  Negative Quantity.  PD2 allows the entry of a negative unit price.  However DFAS will reject records containing negative unit prices.

· Cost Constraint XE "Cost Constraint" .

· PD2 provides the capability to designate the line item subject to either of the following Cost Constraints:

EST

Estimated

FC 

Fabricated Cost

KA

Price with Government Furnished

NC

No Cost

NSP

Not Separately Priced

NTE

Not To Exceed

TBN

To Be Negotiated

· PD2 does not recognize that the line item extended amount for NC, NSP, or TBN line items should not be calculated into the total award amount.  For these line items, ensure that quantity is greater than zero and unit price is blank.

· Unit of Issue XE "Unit of Issue" .  PD² provides the user with access to a drop-down menu for standard units of issue. The PD² Unit of Issue table may not contain all the unit of issues currently used by your office.  As an example, the table does not contain the unit of issue for “Job” (JB) XE "Job (JB)" .  While PD² does provide a System Administration task allowing the establishment of new unit of issues, the use of Units of Issue other than those in the dropdown menu may result in EDI and/or interface failures.

· Incoming purchase requests may sometimes contain an invalid unit of issue.  When this occurs, the Unit of Issue field is populated with "ZZ".  This is a signal to users that they must select a valid Unit of Issue from the dropdown field.

2.6.2.2 Description Tab

· Federal Supply Class (FSC) XE "Federal Stock Classification (FSC)" .  PD² provides a drop-down list that displays the 4-position Federal Supply Class and its description. Select the appropriate FSC for the item being purchased.  Additional information on FSC codes can be found in the Procurement Coding Manual at http://web1.whs.osd.mil/peidhome/guide/mn02/mn02.htm.

· Standard Industry Code (SIC). XE "Standard Industry Code (SIC)"  PD² provides a drop-down list that displays the 4-position Standard Industry Code and its description.  Select the appropriate SIC for the item being purchased.  

· NAICS.  Effective October 1, 2000, all small business size standards are based on the North American Industry Classification System (NAICS).  However the NAICS has only been partially implemented as of this date, i.e. only the DD350 has been revised to replace the SIC with the NAICS.  Full implementation of this change will not be implemented until V4.2.  Until deployment of V4.2, select the appropriate SIC on the Line Item – Description tab and the appropriate NAICS on the DD350.  
· Refer to http://www.sba.gov/regulations/siccodes/ for information concerning SIC and NAICS codes, to include a crosswalk between SIC and NAICS.

· Program Code (PROG) XE "Program Code (PROG)" .  

· A claimant program (DOD Claimant Program Number XE "DOD Claimant Program Number" ) number designates a grouping of supplies, construction, or other services.  These codes can be found in the Procurement Coding Manual at http://web1.whs.osd.mil/peidhome/guide/mn02/mn02.htm.  

· The Program Code selected for the first line item will default into Block B12B of the DD350

· Select C9E for construction that does not fall into either C9A through C9D.  

· Select S10 for services that do not fall into any other category.

· Weapon System Code (WSC).

· Select the appropriate WSC.

· If the action is Classified or Not Discernable, select 000.

· The WSC selected for the first line item will default into Block B12C of the DD350.

· National Stock Number (NSN).  If applicable, enter an NSN in the XXXX-XX-XXX-XXXX format of 13 characters.  
· The SPS-I interface process will strip all dashes from NSNs.  To ensure this process works correctly, enter NSNs in the format prescribed above.

· Inspection and Acceptance terms.  Click on the Inspection/Acceptance button on the Description tab to enter terms.  Note:  PD2 allows the user to indicate Acceptance by the Contractor.  Acceptance is always the responsibility of the Government.  Do not select Acceptance by the Contractor.

2.6.2.3 Pricing Tab

· Most of the fields on the Pricing tab are fields in which the user can store known pricing information, e.g. pricing structures, fees, profits, that will not appear in the generated document.  However there are a few fields which are important for other reasons.

· For some of the interfaces, the user must enter a quantity and unit price on the Pricing tab when the Contract Type on the Line Item – Detail tab is other than a fixed price type structure.  See the section entitled "Line Item Data and the SPS-I Interfaces" for the importance of this data to specific interfaces.

· This tab contains 2 Variation In Quantity fields, one for the entry of a positive variation, the other for the entry of a negative variation.  The entry of data in either of these fields affects Auto Clause Selection.

2.6.2.4 Funding Tab

· SPS-I.  PD2 provides the capability to enter funding information at the PR level or the line item level.  Due to the requirements of one or more of the SPS-I interfaces, funding information should be entered at the line item level and NOT at the PR level.  

· SPS-I.  Only one funding strip may be selected for a line item.  Selection of multiple funding strips for a single line item will result in either a failure of the record or the transmission of incorrect and/or incomplete data to the receiving interface.  If multiple funding strips will be used to fund a single line item, see section Funding with Multiple Lines of Accounting (LOA) for a work solution.

· Entering Funding Strips.  The correct entry of funding strips is critical to the successful transmission of records via SPS-I interfaces.  The Army strongly recommends the use of either the Access database Fund Utility available on the SEC-Lee web page or the AMS provided Funds Utility.  These tools greatly minimize the potential for user error during entry of funding strips.
· Copying funding strips.  If a single funding strip applies to multiple line items, you must select this line item for each line item.  Do not copy and paste the funding strip into subsequent line items.  If you do so, the system will see each pasting as a new funding strip and assign a new ACRN each time the funding strip is pasted.

· Funded Amount:  Ensure that you enter the amount of committed funds for each line item in the Funded Amount field.  The cumulative amount of funding you enter will automatically pull forward to the Line Item Summary window.

· Foreign Military Sales (FMS).  Regulations require the inclusion of "FMS" on the face page of all documents in support of FMS requirements.  This can be accomplished in PD2 by entering an FMS Case Number on the Funding tab of a line item.

2.6.2.5 Shipping Tab

· If you have selected a Shipping address under Utilities – Preference, the selected address will default as the shipping address for each PR line item created in PD2.  

2.6.2.6 Payment Tab

· The Payment tab provides a means by which to enter information concerning Government financing, contractual incentives, and bond requirements.  Please note that while this information can be useful for tracking, the data elements appearing on the Payment tab are not printed or transmitted to any SPS-I interface.

· Government Financing.   The user can enter information about Advanced, Progress, or Scheduled Payments, to include the type of payment, withholding amount, interest period, and maximum advance payment.

· Award Incentives.  The user can select the award incentive type, i.e. cost, schedule, performance or combination and enter a description of the incentive.

· Bond Information.  The user can enter information about either Performance Bonds or Payment Bonds, to include the bond amount, bond date, bond expiration date, comments, and the bond surety.

2.6.2.7 Local Info Tab

· SPS-I.  The PR Number field on the Local Info tab will be populated with the PR number.  Do not edit or remove the PR Number in this field.  Doing so adversely affects the update of the database and will result in a failure of the interfaces.

· TAMMIS, AIRS.  At the initial installation of PD2, the Local Info tab will contain only 2 fields, the line item number and the PR Number.  Note: If your site is configured to run the TAMMIS or AIRS interface, this tab will also contain a Project Code.  An incoming record from either TAMMIS or AIRS may populate this field.  If so, DO NOT delete or edit the date received from the interface. 

2.6.3 Generation and Line Item Data

· There are several fields under the Line Item tabs that will not be included on the generated document and therefore will neither print or be transmitted to DFAS via EDA.  However these fields will be transmitted via EDI.  This creates the potential for the printed and EDA versions of the procurement instrument to be different than the version transmitted via EDI.  For a list of these data items and a recommended work solution, see the section entitled "Generation and Line Item Data".

· A list of those fields that will print and be transmitted to DFAS via EDA is provided below.  If users enter data in any field under the Line Item tabs that is not listed below, they should also ensure the data is entered elsewhere in the document, i.e. in the Extended Description of the line item or in a text file.  Do not enter this data in a Section J Attachment in that attachments are not transmitted via EDA.

· Important Note on Auto Clause Selection.  Auto Clause Selection may use a field that does not print on the generated document to determine which clauses should be presented as candidates for inclusion in a document.  For this reason, it is important that even though the field does not print on the document, it should still be completed if applicable.  Just remember to also include that data elsewhere in the document.

· Line Item Data Included On The Generated Document

Detail Tab

ADC Delivery

AFATA Delivery

Contract Type

Cost Constraint

Delivery Date

Description

Extended Description

Line Item Extended Amount

Line Item Number

Period of Performance

Quantity

Unit of Issue

Unit Price

Stepladder Pricing Structure

Description Tab

Color

Drawing Number

Inspection and Acceptance

Model No.

NSN

Piece Number

Prod/Cat No.

Project

Signal Code

Size

Spec Number

Note on Inspection and Acceptance data.  Inspection and Acceptance data is entered by clicking the “Inspection and Acceptance” button under the Description tab.  Inspection and Acceptance locations print if Contractor or Government is selected.  If Other is selected for a solicitation, neither the Inspection or Acceptance location will print.  If Other is selected for an amendment, the Inspection location will print but the Acceptance location will not print.

Pricing Tab

None of the data elements on the Pricing tab appear in the generated document.  User should ensure that data elements of contractual significance, e.g. Variation in Quantity are included elsewhere and appear in the generated document.

Funding Tab

Funding Strip

Funded Amount

Fund ACRN (user entered)

ACRN (system assigned)

Cost Code

TAC

TAC Amount

FMS Case

Job Order Number

Job Order Expiration Date

Job Order Quantity

Job Order Funded Amount

Shipping Tab

Add'l Markings

FOB

MILSTRIP

Shipping Address

Shipping Mode

Local Info Tab

PR Number

2.6.4 Line Item Data and Automatic Clause Selection

· Over 90% of automatic clause selection recommendations are based on the total estimated dollar value of the acquisition.  PD2 uses the total of all line item extended amounts to determine the total estimated dollar value of the acquisition; therefore it is critical to proper clause selection that estimated unit prices are entered on the solicitation line items.  These unit prices only appear during the display of the solicitation; they are not printed and they are not transmitted with the EDI 840 transaction set.

· In addition to total estimated dollar value, several other line item data elements also affect the selection of clauses during Automatic Clause Selection.  These elements are listed in the table below and are discussed in more detail in Section 2.7 Automatic Clause Selection.

2.6.4.1 Table of Line Item Data Affecting Automatic Clause Selection

	Detail Tab
	Description Tab
	Pricing Tab
	Funding Tab
	Shipping Tab
	Payment Tab
	Local Info Tab

	
	
	
	
	
	
	

	Contract Type
	Inspection & Acceptance
	Variation in Quantity
	FMS
	FOB
	Payment Type
	None

	Cost Constraint
	FSC
	
	
	HAZMAT
	Incentive Type
	

	Delivery Date
	Program Code
	
	
	
	Bond Type
	

	Test Type
	
	
	
	
	
	

	IDC Type
	
	
	
	
	
	

	Option
	
	
	
	
	
	


2.6.5 Line Item Data and the SPS-I Interfaces

· Requirements listed within this section are applicable to all Army SPS-I interfaces that transmit outgoing award or modification records from PD2.  Later sections address line item data requirements specific to individual interfaces.

Detail Tab

· The record must contain at least one line item.

· A Unit of Issue must be selected for every line item.

· Quantity cannot be negative.

· Unit Price cannot be negative.

Funding Tab

· Only one funding strip can be selected for each line item.

· With the exception of those actions transmitted to the CEFMS interface, funding strips must meet the validations set forth below.  PD2 does not validate during the entry of funding strips.  To reduce the possibility of user error, funding strips should be created using the Army Funds Utility that can be found on the SEC-Lee web page at https://armysps.sdcl.lee.army.mil/.  

· Positions 3, 30-33, 54-59, and 60-65 cannot be blank.

· Positions 30-33 cannot be equal to 0000.

· Positions 54-59 cannot be equal to 000000.

· Positions 60-65 cannot be equal to 000000.

2.6.5.1 Line Item Data and the AIRS Interface

Detail Tab

· Quantity can be blank but if entered cannot be less than zero and cannot be longer than 11 digits.

· Unit Price can be blank but if entered cannot be less than zero and cannot be longer than 11 digits.

· Line items can be terminated but Quantity and Unit Price must be adjusted as appropriate, i.e. zeroed out if a full termination, reduced if a partial termination, prior to termination.

Funding Tab

· Funding must be entered at either the contract level or line item level.  If funding is selected at the contract level, the record will be processed and the AIR award line record will contain the same funding strip for all line items.

· If funding is selected at the line item level, there can be only one funding strip per line item.

· Funding strips cannot exceed 65 characters.

· Line item obligated amount cannot exceed 14 digits.

Local Info Tab

· PR Number cannot be blank, cannot be less than 14 characters, and cannot exceed 17 characters.

· With the standard installation of PD2, the Local Info tab will contain only 2 fields, the line item number and the PR Number.  If your site is configured to run the AIRS interface, this tab will also contain a Hand Receipt Code, which is a AIRS-specific suffix code in the last 3 positions of a PR Number transmitted via the interface.  An incoming record from AIRS may populate this field.  If so, DO NOT delete or edit the date received from the interface.  

2.6.5.2 Line Item Data and the AMCISS Interface

Detail Tab

· Must have at least one line item.

· Quantity can be blank but if entered, cannot be less than zero.

· Unit Price can be blank but if entered, cannot be less than zero or more than 16 digits.

· Line items cannot be terminated using Line Items – Termination – Terminate CLIN.

Description Tab

· NSN cannot be blank unless the AMC Code on the document level Local Information window contains an "S".  This window is accessed via Document Options – Local Info when the document is open.

Local Info Tab

· PR Number cannot be blank.

2.6.5.3 Line Item Data and the CAPS Interface

· Award data is transmitted to DFAS via the CAPS interface in 4 files: vn, ad, po, and pl.  The pl file contains line item data from the award.  To ensure successful transmission of line item data, ensure that your line item data complies with the rules set forth below.

· Records that are transmitted to the Navy STARS Vendor Payment system must meet the same data element requirements as those transmitted to the CAPS interface.

Detail Tab

· Must have at least one line item.

· Quantity.  PD2 allows the user to exceed the limitations stated below and will create the outgoing CAPS records for actions exceeding these limitations.  However the record will be rejected by DFAS.  

· Cannot exceed 12 digits.

· Cannot exceed 2 digits to the right of the decimal.

· Quantity cannot be less than zero.

· Unit Price.  PD2 allows the user to exceed the limitations stated below and will create the outgoing CAPS records for actions exceeding these limitations.  However the record will be rejected by DFAS.  

· Cannot exceed 16 digits.

· Cannot exceed 6 digits to the right of the decimal.

· Unit Price cannot be negative.

· Line items cannot be terminated using Line Items – Termination – Terminate CLIN.

· Contract Type.  The default is FFP.  This data is not sent to the CAPS interface.  However if you select a Contract Type resulting in a Line Item – Detail tab that does not have a Quantity and Unit Price field, incorrect data will be sent to CAPS.  Example: If you select CPAF as the Contract Type for a line item, the Line Item – Detail tab changes from one containing a Quantity and Unit Price to one containing an Estimated Cost, Base Fee, and Award Fee.  This line item would be sent to CAPS as a zero dollar value line item regardless of the entries in Estimated Cost, Base Fee, and Award Fee.  A Work Solution for this condition is provided in the Pricing Tab section below.

· Delivery Date/Period of Performance.  PD2 allows the entry of a firm delivery date, a date predicated upon another event, i.e. DAC, AFATA, or a Period of Performance.  Only the data in the Delivery Date field is transmitted to the CAPS interface but your record will not fail if delivery is predicated upon another event or if a Period of Performance has been entered.  

· Unit of Issue.  In PD2, there is no default for Unit of Issue.  You must select a Unit of Issue.  Failure to do so may result in a CAPS failure.  

· Incoming purchase requests may sometimes contain an invalid unit of issue.  When this occurs, the Unit of Issue field is populated with "ZZ".  This is a signal to users that they must select a valid Unit of Issue from the dropdown field.

Pricing Tab

· PD2 allows the selection of a line item Contract Type that presents a line item Detail tab for which there is no Quantity or Unit Price field, e.g. for a CPAF Contract Type, the Detail tab will have fields for Estimated Cost, Base Fee, and Award Fee rather than for Quantity and Unit Price.  If one of these fields is selected, the Quantity and Unit Price fields transmitted via the CAPS interface will be zero filled.  To ensure that DFAS receives a record with the correct line item totals, follow the steps set forth in the Work Solution in the next paragraph.

· Work Solution if you select a Contract Type of other than FFP, FCP-RPD, FFP-LOE, FP-EPA, FP-PPR, LH, LTR, or T&M.

· Enter a Quantity of 1 on the Pricing tab.

· Enter the total line item extended amount, e.g. Estimated Amount, Base Fee, and Award Fee, in the Unit Price field.  

· When you return to the Detail tab, these amounts will display as the Quantity and Unit Price.

· When you print the document, both the Quantity and Unit Price as well as the Estimated Cost, Base Fee, and Award Fee will print.

· When the record is transmitted to CAPS, only the Quantity and Unit Price will be included in the CAPS pl file.

Funding Tab

· Funding must be entered at the line item level.

· A funding strip must be selected for every line item.

· Only one funding strip can be selected per line item.

· If there is no funding associated with a line item, select a funding strip in accordance with the above requirements and enter 0.00 in the Funded Amount field.

Shipping Tab

· You must select a Shipping Address for all line items.  PD2 will not create CAPS files for records that do not have a shipping address selected for every line item.

· FOB terms.  PD2 provides a dropdown list of many FOB terms.  However if other than Destination or Origin is selected, the CAPS file will indicate that the line item is FOB Destination.

Local Info Tab

· PR Number cannot be blank.

2.6.5.4 Line Item Data and the CEFMS Interface

Detail Tab

· Quantity cannot be greater than 999999 or less than –999999.

· Line Items can be terminated but Quantity and Unit Price must be decremented to zero prior to termination.

Funding Tab

· Funding can be entered at either the contract level or line item level.

· If funding is entered at the line item level, there can be only one funding strip per line item.

· If funding is entered at the line item level, a funding strip must be selected for every line item.

· The funding strip cannot exceed 65 characters.

Local Info Tab

· PR Numbers cannot exceed 20 characters.

2.6.5.5 Line Item Data and the IAPS Interface

Detail Tab

· Must have at least one line item.

· Delivery Date cannot be blank.

· Quantity cannot be blank and cannot be all zeros.

· Unit Price cannot be blank and must be greater than zero but less than 10000000.

· Unit of Issue cannot be blank.  In PD2, there is no default for Unit of Issue.  You must select a Unit of Issue.  Failure to do so will result in an IAPS failure.  

· Incoming purchase requests may sometimes contain an invalid unit of issue.  When this occurs, the Unit of Issue field is populated with "ZZ".  This is a signal to users that they must select a valid Unit of Issue from the dropdown field.

Description Tab

· When the System Code equals MP, either the NSN or Manufacturer Part Number must be completed.  NSN must be 13 digits in the format 9999-99-999-9999.

· FSC cannot be blank.

Pricing Tab

· The IAPS interface requires a Quantity and a Unit Price for every line item. PD2 allows the selection of a line item Contract Type that presents a line item Detail tab for which there is no Quantity or Unit Price field, e.g. for a CPAF Contract Type, the Detail tab will have fields for Estimated Cost, Base Fee, and Award Fee rather than for Quantity and Unit Price.  

· Work Solution if you select a Contract Type of other than FFP, FCP-RPD, FFP-LOE, FP-EPA, FP-PPR, LH, LTR, or T&M.

· Enter a Quantity of 1 on the Pricing tab.

· Enter the total line item extended amount, e.g. Estimated Amount, Base Fee, and Award Fee, in the Unit Price field.  

· When you return to the Detail tab, these amounts will display as the Quantity and Unit Price.

· When you print the document, both the Quantity and Unit Price as well as the Estimated Cost, Base Fee, and Award Fee will print.

· When the record is transmitted to IAPS, only the Quantity and Unit Price will be included in the IAPS file.

Funding Tab

· Only one funding strip per line item

Shipping Tab

· MILSTRIP field cannot be blank.

Local Info Tab

· PR Number cannot be blank.

2.6.5.6 Line Item Data and the IFSM Interface

Detail Tab

· Must have at least one line item.

· Quantity can be blank but if entered cannot be less than zero and cannot exceed 6 digits.

· Unit Price cannot be blank but if entered, cannot be less than zero and cannot exceed 16 digits.

· Line items cannot be terminated using Line Items – Termination – Terminate CLIN.

Description Tab

· NSN cannot be blank.  

Local Info Tab

· PR Number cannot be blank.

2.6.5.7 Line Item Data and the Mongoose Interface

Detail Tab

· Unit of Issue cannot be blank.

2.6.5.8 Line Item Data and the TAMMIS Interface

Detail Tab

· Must have at least one line item.

· Line items cannot be terminated using Line Items – Termination – Terminate CLIN.

Local Info Tab

· PR Number cannot be blank.

· With the standard installation of PD2, the Local Info tab will contain only 2 fields, the line item number and the PR Number.  If your site is configured to run the TAMMIS interface, this tab will also contain a Project Code.  An incoming record from TAMMIS may populate this field.  If so, DO NOT delete or edit the date received from the interface. 

2.6.5.9 Line Item Data and EDI

Detail Tab

· Unit of Issue XE "Unit of Issue" .  PD² provides the user with access to a drop-down menu for standard units of issue. The PD² Unit of Issue table may not contain all the unit of issues currently used by your office.  As an example, the table does not contain the unit of issue for “Job” (JB) XE "Job (JB)" .  While PD² does provide a System Administration task allowing the establishment of new unit of issues, the use of Units of Issue other than those in the dropdown menu may result in EDI failures.  

· Incoming purchase requests may sometimes contain an invalid unit of issue.  When this occurs, the Unit of Issue field is populated with "ZZ".  This is a signal to users that they must select a valid Unit of Issue from the dropdown field.

2.6.5.10 Line Item Data and the FPDS Interface

Description Tab

· Federal Supply Class (FSC) XE "Federal Stock Classification (FSC)" .  PD² provides a drop-down list that displays the 4-position Federal Supply Class and its description. Select the appropriate FSC for the item being purchased.  Additional information on FSC codes can be found in the Procurement Coding Manual at http://web1.whs.osd.mil/peidhome/guide/mn02/mn02.htm.

· Standard Industry Code (SIC). XE "Standard Industry Code (SIC)"  PD² provides a drop-down list that displays the 4-position Standard Industry Code and its description.  Select the appropriate SIC for the item being purchased.  

· NAICS.  Effective October 1, 2000, all small business size standards are based on the North American Industry Classification System (NAICS).  However the NAICS has only been partially implemented as of this date, i.e. only the DD350 has been revised to replace the SIC with the NAICS.  Full implementation of this change will not be implemented until V4.2.  Until deployment of V4.2, select the appropriate SIC on the Line Item – Description tab and the appropriate NAICS on the DD350.  
· Refer to http://www.sba.gov/regulations/siccodes/ for information concerning SIC and NAICS codes, to include a crosswalk between SIC and NAICS.

· Program Code (PROG) XE "Program Code (PROG)"  

· A claimant program (DOD Claimant Program Number XE "DOD Claimant Program Number" ) number designates a grouping of supplies, construction, or other services.  These codes can be found in the Procurement Coding Manual at http://web1.whs.osd.mil/peidhome/guide/mn02/mn02.htm.  

· The Program Code selected for the first line item will default into Block B12B of the DD350

· Select C9E for construction that does not fall into either C9A through C9D.  

· Select S10 for services that do not fall into any other category.

· Weapon System Code (WSC)

· If the action is Classified or Not Discernable, select 000.

· The WSC selected for the first line item will default into Block B12C of the DD350.

2.7 Clause Selection

2.7.1 Basic Clause Functionality

· Clauses can be added to your document either manually or via automatic clause selection or by a combination of both methods.

· Regardless of the method use, the system will be added as OPT (Optional), RWA (Required When Applicable), or REQ (Required).  Required (REQ) clauses cannot be deleted.
· Changes, addition, and deletions made to clauses after generation are not incorporated into the document until the document is regenerated.  This includes, but is not limited to, the marking of a clause as Not Included, the addition of clauses, the deletion of clauses, and the editing of clauses.  Ensure that you regenerate if necessary.
2.7.1.1 Adding Clause Manually

· With your document open, click on the Add Clause button under the Clauses tab.

· On the Add Clauses screen, you can search for and select clauses based on clause number or clause title.

· You can limit your search to a specific regulation, i.e. FAR, DFARS, or you can search all regulations.

· If your search produces multiple clauses, you can select one, some, or all of the clauses to include in your document by using the Shift and Control keys.

· Important.  Ensure you select the correct section in which your clauses should be added.

· Caution! Clauses manually added are always placed in the document By Reference.  Users must ensure that clauses are added as Full Text if necessary.

2.7.1.2 Clause Usage

· Highlighting the clause and clicking on the Usage button provides access to the regulatory prescription for use of the clause. 

· The limitation to this feature is that the clause must be added to the document before you can display its prescription for use.  With V5.0, the Usage text will be available prior to selection of the clause.

2.7.1.3 Editing Clauses

· After a clause has been added to your document, ensure that you take the following steps:

· Complete all fill-ins by highlighting the clause and clicking Edit.  Be careful to complete only the fill-in data and make no other changes to FAR and DFARS clauses, unless the clause is authorized for modification.

· By Reference/Full Text.  When the clause was added to your document, it was added as either By Reference or Full Text based on rules established for that clause in the clause logic programs.  Review this default to indicate that it is correct for your document.

· To edit the text of a clause within your document, highlight the clause and either double-click or click on the Edit button.  When a clause is edited, the word Edited will appear across the clause in the Clause tab.  Caution: The Edited block will appear across the clause even when the clause is simply opened without making changes.

2.7.1.4 Deleting Clauses

· There are 2 methods by which to delete a clause.

Delete Button

· Highlight the clause and select the Delete button.  Ensure that the appropriate clause is highlighting before deletion.  You will not receive a warning.

· Advantages.  Clause is removed from both the display and printed output of document.

· Disadvantages.  If Automatic Clause Selection is run and the clause meets the criteria for inclusion or recommendation, you will have to delete the clause again.

Not Included Box

· Locate the clause and place a check mark in the box by clicking within it.  When using this method, the clause will still display on the Clause tab but will not appear in the generated document. 

· Advantages.  If Automatic Clause Selection is run and the clause meets the criteria for inclusion or recommendation, the system will recognize that you have already made this clause decision and you will not be required to delete the clause again.

· Disadvantages.  Though the clause will not be included in your generated document, it will remain on the display of clauses under the Clause tab.

2.7.1.5 Matching Clauses

· This feature is used to indicate that a clause is applicable to only certain line items.

· Highlight the clause and click on the Match button.  On the CLIN Selection window, select those line items to which the clause applies.  The Shift and CTRL keys can be used to select multiple line items.

· Suggest.  If you click on the Suggest button on the CLIN Selection window, the system will review line item data and make suggestions as to which line items should be matched to the clause.

2.7.1.6 Refreshing Clauses

· This feature will review the clauses in your document to determine if your document contains the most recent versions of the clauses.  If more recent versions of clauses exist, the system will provide a list of such clauses.  Important: The system does not automatically refresh your document with the most recent clauses.  The user must make this decision.

· This is an important step prior to release of your document.  Refresh of clauses should be a pre-release step for all procurements.

2.7.2 Automatic Clause Selection

· How does Automatic Clause Selection Determine Which Clauses to Select?

2.7.2.1 Clause Logic Assumptions

· The following assumptions are made by the system in the Auto Clause Selection routines.  To turn off these assumptions, the user must either enter certain data elements or select certain Characteristics; therefore it is critical that users have knowledge of these assumptions.

· Simplified Acquisition Procedures (SAP).  For non-commercial item purchases less than or equal to $100,000 and for commercial item actions less than or equal to $5 million, the system assumes that SAP procedures are being used.  If your action falls below these thresholds and is not being processed as a SAP action, you must select the Characteristic of Non-SAP from the group PD2 Other.  

· Level of Competition.  The system assumes the acquisition is using competitive procedures unless a Characteristic is selected from the PD2 Competitive Type group.

· PIIN.  If the ninth position of the solicitation is an R or a Q or if the user has selected either PD2 Award from RFP Not in PD2 or PD2 Award from RFG Not in PD2 as a Characteristic, the system assumes negotiation procedures.  

· Place of Performance.  The system assumes the place of performance is in the United States unless the user selects one of the following from the Characteristic group PD2 Place of Performance: Germany, Guam, Italy, Overseas, Spain, or United Kingdom (UK).

2.7.2.2 Clause Rules

· Clause Rules are used to limit, or focus, the instances when clauses are included or recommended for inclusion in solicitations and contracts.  A Clause Rule may have one or more limitations that determine the criteria under which the clause is included or recommended for inclusion, or a Clause Rule may have no limitations, meaning that the will always be true and therefore the clause will always be selected.  

· Errors in Clause Rules.  Suspected errors in clause rules/logic should be sent via e-mail to spscso@sdcl.lee.army.mil with the subject “Clause Rule/Logic Problem”.  

· There are 4 major categories of Clause Rules.  A general description of each of these categories follows.  Specific details on each category are provided later in later sections.

· Data Criteria.  Data contained within the procurement instrument may affect clause selection.  This data may be pulled into the procurement instrument from a source document, may be automatically pulled into the procurement instrument based on a system default, may be entered by the user, or may be selected by the user from a dropdown menu.  

· Characteristics.  Contract characteristics selected by the user via Document Options – Characteristics.  Clause rules based on Characteristics affect clause selection only when the Characteristic is selected; they are in no way based on data contained within the procurement instrument.

· SQL Criteria.  Special embedded routines that look for certain items in the database.  Currently, the only system-defined SQL criterion is the association of a DD254 (Security Classification) with a purchase request.

· Clause Inclusion.  A clause is included or recommended for inclusion due to the presence or absence of one or more other clauses.  The category of rule is initiated regardless of clause selection method, i.e. automatic clause selection, user marks Included or Not Included on a clause recommended for inclusion, or the user manually adds the clause.  

2.7.2.3 Data Criteria

· The following paragraphs address the specific data elements that have an impact on Auto Clause Selection.

Document Level Data.

· Document Options - Classification. EFT clauses are selected when the Electronic Funds Transfer (EFT) box is filled in on the Classification screen.  

· Contractor Required to Sign.  Several forms require the user to indicate whether or not the contractor is required to sign the award document.  

· Type of document.  If the solicitation was prepared in PD2, the system considers the ninth position of the PIIN during Auto Clause Selection.  If award is being made against a solicitation prepared outside of PD2, the system considers the selected Characteristic that defines the type of solicitation.  This determination is limited to whether the solicitation used sealed bidding or negotiation procedures.   

· DPAS Rating.  If data has been entered in the DPAS field, the appropriate DPAS clauses are selected.

· Vendor.  The vendor CAS coverage (full or modified) field in the vendor database is used to identify appropriate cost accounting standards (CAS) clauses for contracts.

Line Item Level Data

· Detail tab.

· Total Estimated Dollar Value is used to determine the whether or not a clause should be included or recommended for inclusion.  Note: The great majority of clauses are selected based on total estimated value; therefore it is critical to proper clause selection that estimated unit prices are entered on the solicitation line items.  These unit prices only appear during the display of the solicitation; they are not printed and they are not transmitted with the EDI 840 transaction set.

Important Note on BPA(s).  PD2 does not recognize the BPA Ceiling as the total estimated value and in the absence of line items on BPA(s), Auto Clause Selection does not work properly for BPA(s).  Users should ensure that all applicable clauses are added manually to the BPA.

· Contract Type.  The Contract Type, e.g. FFP, CPIF, T&M, etc, selected on the Line Item – Detail tab. 

· Cost Constraint.  The selection of NSP from the Cost Constraint dropdown selection on the Line Item – Detail tab affects clause selection.

· Delivery.  Entry of firm Delivery Dates, conditional delivery terms, i.e. days ADC, or a Period of Performance on the Line Item – Detail tab.  

· First Article.  Identification of first article test data on the Line Item – Detail tab as well as the indication of Government Test or Contractor Test on the Test Information window.  Selecting the Test Info button on the Line Item – Detail tab, accesses the Test Information window.

· Indefinite Delivery Contract (IDC).  Available selections: Requirements, Indefinite Quantity, Definite Quantity, and N/A.

· Option.  The selection of the Option radio button impacts clause selection of option clauses.  Selection of Options from the PD2 Other category under the Document Options – Characteristics will also affect clause selection.

· Description tab.

· Inspection and Acceptance.  Data entered on the Inspection and Acceptance window that is accessed from the Line Item – Description tab.  

· FSC. Selection of the correct FSC not only ensures the selection of appropriate clauses but also filters out clauses that may have been selected in the absence of the FSC.  

· Program Code. Selection of A20 will affect clause selection.  This is the only Program Code affecting clause selection.  

· Pricing tab.

· Variation in Quantity.   This tab contains 2 Variation in Quantity fields, one for the entry of a positive variation, the other for the entry of a negative variation.  Entry of data in either of the 2 Variation in Quantity fields in conjunction with the selection of either of a Characteristic from the PD2 Product Type will affect clause selection.
If either PD2 Product Type Supply or Product Type Incidental Supplies is selected and data has been entered in either of the Variation in Quantity fields, Auto Clause Selection will select both FAR 52.211-16 Variation in Quantity and FAR 52.211-17 Delivery of Excess Quantities.

If PD2 Product Type Construction is selected and data has been entered in either of the Variation in Quantity fields, Auto Clause Selection will select FAR 52.211-18 Variation in Estimated Quantity rather than FAR 52.211-16 and FAR 52.211-17.

· Funding tab.

· FMS Case.  The entry of data in the FMS Case field under the Funding tab affects clause selection.  This field is accessed by selecting Add or Change on the Funding tab and then entering an FMS Case on the Funding Sources window.  

· Shipping tab.

· FOB.  Examples: Destination, Origin, Freight Allowed, etc.

· HAZMAT. The entry of data in the HAZMAT field affects clause selection.

· Payment tab.

· Payment Type. Available selections: Advance Payment, Progress Payment, and Scheduled Payment.

· Incentive Type.  Available selections:  Cost, Schedule, Performance, or Combination.

· Bond Type.  Available selections: Performance, Payment.  

2.7.2.4 Characteristics

· Menu Path: Document Options – Characteristics.

· Characteristics are those attributes that define the type of procurement being created.   The selection of Characteristics determines those clauses that will be included or recommended for inclusion by the Auto Clause Selection process.

· The following Characteristic are standard in PD2:

· PD2 Applicable Acts

· PD2 Competitive Type

· PD2 Other

· PD2 Place of Performance

· PD2 Product Type

· PD2 Set-Aside Programs

· PD2 Solicitation Not In PD2

· Clause Templates.  If this is still a selection on your Characteristics Summary window, ignore it.  Clause template capability has been removed from PD2.

· Locally Developed Characteristics.  Characteristics standard within PD2 begin with "PD2".  If the Characteristic begins with other than "PD2", it is a locally established rule.  Only those Characteristics beginning with "PD2" are maintained by clause updates.

· PD2 Standard Characteristics.  A set of criteria is listed under each Characteristic.  To ensure proper automatic clause selection, the user must select all that are true.  A more detailed explanation of each Characteristic follows.

· PD2 Applicable Acts.  This group only includes selections for the Defense Base Act and the Service Contract Act.  Clause requirements for all other Acts are determined by the entry of data within the procurement instrument record.

· PD2 Competitive Type.  The characteristics listed under Competitive Type include Sole Source, Other Than Full and Open, and Two Step Bidding.  All other competitive types are incorporated into clause logic.  

· PD2 Other.  Characteristics listed under this category should be selected as appropriate. Examples of characteristics under this category.  This is not a complete list of characteristics in this category.
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Bid Guarantee

Cost or Pricing Data

EPA Designated Item

GFP

Higher Education

Incremental Funding

Letter Contract

Multi-Year Contract

Non-Profit

Options

Patents

Rights/Technical Data

Shop/Record Drawings

UCA (Undefinitized Contract Actions)

Value Engineering

Warranty

Note: For non-commercial item purchases less than or equal to $100,000 and for commercial item actions less than or equal to $5 million, the system assumes the Characteristic of Simplified Acquisition Procedure (SAP).  If your action falls below these thresholds and is not being processed as a sap action, you must select the Characteristic of Non-SAP from the group PD2 Other.  

· PD2 Place of Performance. This group includes selections for 5 specific countries (Germany, Guam, Italy, Spain, and UK) and 2 specific states (New Mexico and North Carolina for state-specific tax purposes) as well as selections for Foreign Contract, Foreign Use, Government-Owned-Contractor-Operated  (GOCO) facilities, Performance on a Government Installation, Overseas Performance, and performance in the US.  Note: The clause logic data set defaults to performance in the US; therefore it is not necessary to select US Performance as a characteristic.
· PD2 Product Type.  For proper selection of clauses, you must select at least one Characteristic from this group.  
Primary Product Types are general in nature and broadly describe what is being procured. For the most accurate selection of clauses, you should first select one of the following Characteristics: A&E, Construction, Facility, Research and Development, Supply, Services.

Secondary Product Types are more specific and will further define the nature of the products or services being acquired.   The selection of a secondary product type may result in the selection of additional clauses or in the selection of fewer clauses.   Secondary product types include, but are not limited to, Commercial Items, Services Incidental to Supplies, Supplies Incidental to Services, Utilities, and Communications Services.

Commercial Items.  When procuring commercial items supplies or services, ensure that you select the appropriate Primary Product Type as well as the Secondary Product Type of Commercial Items.

When buying services or supplies that are from the commercial market, be sure to also select Commercial Items

Important Note on Commercial Items Procurements and Automatic Clause Selection.  The Office of Secretary of Defense (OSD) authorizes Deviation # 98-O0013 on April 14, 1999.  The full text of the Deviation can be found at http://www.acq.osd.mil/dp/dars/classdev.html.

Department of Defense contracting activities may deviate from the requirements of Federal Acquisition Regulation (FAR) 12.301(b)(4), the clause at FAR 52.212-5, Defense FAR Supplement (DFARS) 212.301(f)(iii), and the clause at DFARS 252.212-7001, when using the Standard Procurement System (SPS) version 4.1.a, and subsequent versions, to contract for commercial items under the procedures of FAR Part 12 and DFARS Part 212.

FAR 12.30l(b)(4) requires contracting officers to include the clause at 52.212-5 in solicitations ad contracts for commercial items, and to identify any of the clauses listed in paragraph (b) or (c) that are applicable to the specific acquisition. DFARS 212.301(f)(iii) requires contracting officers to include the clause at 252.212-7001 in solicitations and contracts for commercial items, and to complete paragraph (b) to identify any applicable clauses.

This deviation authorizes the use of FAR 52.212-5 (Deviation) and DFARS 252.212-7001 (Deviation) in conjunction with reliance on Automatic Clause Selection to select those clauses listed within FAR 52.212-5 and DFARS 252.212-7001 that are applicable to the specific acquisition.  

The Automatic Clause Selection process will automatically include the FAR and DFARS deviation clauses if the PD2 Product Type of Commercial Items is selected under Document Options - Characteristic.

· PD2 Set-Aside Type.  Characteristics in the Set-Aside category are used to identify the business category to which the acquisition is being restricted, if any.  

· PD2 Solicitation Not in PD2.  When a solicitation has not been created in PD2, the user should select the solicitation type (IFB, RFP, or RFQ) from the Solicitation Not in PD2 category.  This identifies to the clause selection engine whether the acquisition is by sealed bid or by negotiation.

2.7.3 Selecting Clauses Using Automatic Clause Selection

2.7.3.1 Initial Selection of Clauses

· Once you have ensured the selection of all appropriate Characteristics and the entry of all necessary data, initiate Auto Clause Selection by selecting Document Options – Auto Selection Clauses.

· Select Clauses screen.  The system will provide a list of clauses on the Select Clause screen.  Important:  Do not make any decisions regarding the inclusion of clauses on this screen.  The system does not recognize clause decisions made on this screen and will make the same recommendations on any re-selection of clauses.  Instead click on Select All and OK to pull all clauses into the document at this point.

· Clauses tab.  All clause decisions should be made on the Clause tab by placing a check or removing the check from the Not Include box.  

· If clause logic dictates a high probability that the clause is applicable, the system will automatically include the clause by leaving the Not Included box blank.  

· If clause logic indicates that the clause may be applicable but at a lower probability, the system will display the clause but place a check in the Not Included box.  This serves as an indicator that the clause should be considered for inclusion in the document.  If you determine the clause should be included, click in the Not Included box to remove the check.

· Display and Printing of Not Included clauses.  Clauses marked as Not Included by the placement of a check in the Not Included box will continued to display on the Clause tab but will not appear in the generated document.

· Any changes made to the clauses may result in additional recommendations of addition or deletion of clauses by the system.  Examples of changes that may result in additional recommendations:

· The inclusion of clauses by removing the check placed in the Not Included box by the system

· The removal of clauses by placing a check in the Not Included box

· The deletion of clauses using the Delete button on the Clause tab

· The addition of clauses using the Add Clause button on the Clauses tab

2.7.3.2 Reselection of Clauses

· Subsequent changes to document data, Characteristics, and/or clauses may result in a system prompt to perform a reselection of clauses.  If you have made substantive changes that may have affected clause requirements, ensure that you perform the reselection of clauses.

2.7.4 Sorting of Clauses.

· Display of Clauses on the Clause Tab.

· Following initial Auto Clause Selection or a re-selection of clauses using Auto Clause Selection, PD2 will display clauses using the following sort criteria:

Section

Regulation

Clause Number

· If a clause is manually added, it will display on the Clauses tab in the location in which it was added.  

2.7.5 Troubleshooting Auto Clause Selection

· I ran Auto Clause Selection and did not get any clauses. 

· Make sure you entered estimated unit prices for your solicitation line items.

· The system did not recommend all clauses that should have been selected and/or recommended clauses that do not apply.

· Did you select any Characteristics under Document Options – Characteristics?  Most importantly did you select at least one Characteristic from the PD2 Product Type group?

· Have you entered data in all pertinent data fields?

· Some of the recommended clauses do not appear in my generated document.

· Go the Clauses tab of your document and check the Not Included box.  If a check appears in the Not Included box, the clause will not appear in your generated document.  Explanation: When Auto Clause Selection is run, the system will present a list of clause candidates.  These candidates will appear on the Select Clauses window.  If the logic dictates the inclusion of the clause and no further analysis is required of the user, the clause will be marked as Included by default, i.e. the Not Included box will NOT be checked.  If the system cannot determine that a clause should definitely be included but it also cannot rule the clause out, the clause will appear on the Select Clauses window with a check in the Not Included box.  This is a signal to the user that they must further analyze this clause for applicability.  If after analysis, it is determined that the clause should be included, mark the clause for inclusion by clicking in the Not Included box to remove the check.  Important Note:  Do not mark a clause as Included or Not Included on the Select Clauses window.  Instead click on Select All on this window and make all clause decisions on the Clauses tab of your document.

· Did you make changes to data or Characteristics after initial generation of the document?  If so, you may have affected clause logic and you must re-select clauses and regenerate the document to incorporate clauses added or deleted by changes made since initial generation.

2.8 Requirements Process

[image: image11.wmf]
· This section of the CONOPS addresses the manual entry of or the electronic receipt of purchase requests and supporting documentation.

2.8.1 Introduction to Purchase Request Functions

· Purchase requests may be manually entered or electronically received.

· The Purchase Request is the basic element of most procurement instruments.  If the PR is entered correctly, the subsequent solicitation and/or award of the PR will be easier and will reduce the possibility of interface, EDA, or EDI failures.

· PD2 provides 4 tabs under which the user can enter pertinent information for a purchase request.  These tabs are discussed in more detail later in this section.

· Main Form 

· Line Items 

· Contracts 

· Additional Information

· Purchase requests cannot be used to build or be attached to procurement instruments until they have been approved.

· Data entered on the purchase request carries forward into any procurement instrument built from the PR or to which the PR is attached.  Many data elements are critical to the successful transmission of records via EDI, EDA, and/or the SPS-I interfaces.  See Line Item Data section for a discussion of these data elements.  

2.8.1.1 Creating a Purchase Request (PR) 

· Menu Path: Procurement – Requirements – PR Form

· PR Numbers must be 14 OR 17 positions and consist of the following elements.  The interface processes will strip dashes from PR Numbers so it is acceptable to enter the PR Number either with or without the dashes.   

· Positions 1-6 - DODAAC of the requiring activity.

· Positions 7-10 - the Julian date.

· Positions 11-14 - serial number.

· Suffixed PR Numbers.  If using suffixed PR Numbers, ensure that the PR number with suffix does not exceed 17 characters and that there are no spaces or dashes either between the PR and the suffix or within the suffix.

· PR Description.  Remember to enter a description that clearly identifies the requirement.

2.8.1.2 Main Form Tab

· As a minimum, the following fields should be entered on the Main Form tab of a PR.

· DPAS Rating XE "DPAS Rating" .  Enter the appropriate Defense Priorities and Allocations System (DPAS) Rating if applicable.  See FAR 11.6 – Priorities and Allocations for further guidance as to when a requirement should be designated as a “Rated Order”.  The user must enter the appropriate DPAS Rating in the correct code format (e.g., DO-C9, DO-C2, etc).

· Priority.  Enter the 2-position priority code (01-15, 99) in this field.  

· Requesting Office.  For manually entered PR(s), PD² will automatically pre-fill this information if you have selected a Requesting Office under Utilities - Preferences.  

· Type of Action.  This field is used to indicate the type contracting action contemplated by the buyer/contracting office to satisfy the customer’s requirement. 

· Issuing Office.  For manually entered PR(s), PD² will automatically pre-fill this information if you have selected a Requesting Office under Utilities - Preferences.  

· Ship To.  While ship to information is mandatory it is not input on this screen in PD2.  This information will be completed in the Line Item Detail Tab (see section entitled Shipping Tab later in this Part of the CONOPS). 

· The remaining fields on the Main Form tab should be completed as necessary or appropriate.

2.8.1.3 Line Item Tab

· SPS-I.  PD2 provides the capability to enter funding information at the PR document level or the line item level.  Due to the requirements of one or more of the SPS-I interfaces, funding information should be entered at the line item level and NOT at the PR level.  See the Line Item Data section for additional information on line item funding.

· When the user accesses the Line Items tab, the system provides 7 tabs under which the user can enter information on each line item.  These tabs are discussed in more detail in the section entitled Line Item Data.

· Detail

· Description

· Pricing

· Funding

· Shipping

· Payment

· Local Info

2.8.1.4 Contracts Tab XE "Contracts Tab" 
· The Contracts tab can be used to make suggestions as to Contract Type, Contract Vehicle, Preference Program, and Contracting Officer Representatives (COR).

· This information is not used for any SPS-I interface, EDI, or EDA but may be useful for local purposes.

2.8.1.5 Additional Data Tab

· The Additional Data tab stores information such as Additional POC, Property Officer, Security Clearance Required, and Justification and Approval Number (J/A). 

· This information is not used for any SPS-I interface, EDI, or EDA but may be useful for local purposes.

2.8.2 Copying Purchase Requests

· PR(s) can be copied by accessing Procurement –Requirements – Copy PR. 

· When a PR is copied, the Description will default to "Copy of PR XXXX".  Ensure that you enter an appropriate description for the new PR.

2.8.3 Changes to Purchase Request Records

· There are three (3) means by which changes can be made to purchase requests:

· Changes Prior to Approval of the PR XE "Purchase Requests:Changes Prior to Approval" .  Highlight the PR, open it, and make appropriate changes.   

· Changes After the Approval of the PR.  Highlight the PR and add another Approval Sheet.  This will unapproved the PR, allowing the user to maintain the PR record as necessary.  Note: PD2 allows the unapproval and maintenance of a PR record even if the PR has been used to build a procurement instrument or has been attached to a procurement instrument.  However changes made to the PR at this point in time are not automatically applied to the procurement instrument.  The user must manually enter necessary changes on the procurement instrument.  

· PR Modifications.  A PR can also be changed by creating a PR Modification.  This is accomplished by highlighting the approved PR and selected Procurement – Requirements – PR Mod.  Again changes made to the PR are not automatically recorded in any procurement instrument built from the original PR or an earlier PR Modification.  PR Modifications must be approved AND released.  Important Note:  When a PR Mod is created, the software assigns a 4 position suffix number.  Though it is acceptable to renumber the suffix, it is important that the 4 position suffix format be maintained.  If the suffix is changed to less than 4 positions, you will encounter software errors on subsequent modifications to the same PR.

2.8.4 Canceling Purchase Requests XE "Purchase Requests:Canceling a PR" 

 XE "Cancel a PR" 
· To cancel a PR, highlight it, right click, and select Cancel.  No further action can be taken against cancelled PR(s).

· Approved PR(s) cannot be cancelled.  You must unapproved a PR before canceling it.

· Recommend the adoption of local procedures that require the routing of canceled purchase requests to a cabinet specifically designed to store these Press, i.e. a Cancelled PR Cabinet.

2.8.5 Creating Planning Purchase Requests

· Though you could enter a planning PR prior to receipt of the actual PR, this is strongly discouraged by the Army for the following reason:

· There is currently no Replace PR functionality in PD2 allowing the replacement of the planning PR with the actual PR.  This means that the planning PR number cannot be removed from the procurement instrument and could be transmitted via SPS-I, EDI, or EDA.

· Replace PR functionality will be provided in V5.0 of PD2.

· If possible, recommend you obtain as a minimum the PR number that will eventually be provided by the requiring activity.  This would allow the buyer to enter a PR with minimal information needed to begin work on this effort as well as a means by which to create a workload assignment for this effort.

2.8.6 Other Requirements Process Functions

2.8.6.1 MIPR (DD Form 448). 

· Menu Path: Procurement – Requirements – MIPR (DD Form 448).

· You must highlight a PR to create a MIPR.

· Though PD2 does provide the capability to create a MIPR, the functionality is limited as follows:

· PR line items selected on the Create MIPR window are no longer available for solicitation or award.

· There is no association between the MIPR and awards made using the PR(s) from which the MIPR was built.

2.8.6.2 Security (DD Form 254)

· Menu Path: Procurement – Requirements – Security (DD Form 254)

· You can create a DD254 by highlighting a PR or any procurement instrument, i.e. solicitation, amendment, award, or modification.  

2.8.6.3 CDRL (DD Form 1423)

Creating DD1423 Contract Data Requirements List

· Menu Path: Procurement – Requirements –CDRL (DD Form 1423) 

· This section provides guidance on creating DD1423s in the PD2 database; the following section entitled "Importing DD1423 Contract Data Requirements List" provides guidance on importing DD1423s into the PD2 database.

· You can create a DD1423 by highlighting a PR or any procurement instrument, i.e. solicitation, amendment, award, or modification.  However the system will not recognize DD1423(s) built from other than PR(s) when Section J is generated; in other words, when the user generates Section J, DD1423(s) built from other than a PR will not be listed for inclusion in the Section J Table of Contents.  Therefore DD1423s should always be built by highlighting a PR.
· DFARS 204.7105 allows the creation of separate line items for each CDRL or the creation of a single line item with reference to multiple CDRL exhibits.  Due to limitations of PD2 and the SPS-I interfaces, the latter method should not be used. A separate line item should be assigned to each separately deliverable CDRL

· Creation of Separate Line Items for Each CDRL

· Each CDRL line item must meet all SPS-I requirements for the entry of line item data.  See section entitled "Line Item Data and the SPS-I Interfaces".

· Click in the box labeled "Exhibit" on the Line Item – Detail tab to include a reference to the appropriate Exhibit in the schedule of line items.  The system will automatically assign the Exhibit identifier; system assigned identifier cannot be edited by the user.  The system will assign identifiers, i.e. A, B, C in the order in which a line item is indicated to be associated with an Exhibit.  In accordance with DFARS 204.705(b)(2), exhibit identifiers need not be sequential or consecutive.

· Creating Exhibit Line Item Numbers (ELIN).  To create ELIN(s) associated with a CLIN, you must place a check in both the Exhibit block and the "Includes Sublines" block on the CLIN Line Item – Detail tab.
· Line items designated as ELIN(s) will not print in the schedule of line items; instead they will print in Section J if included in the Section J Table of Contents when Section J is generated.

· Important.  If the "Include Sublines" block is checked, the system will assign ELIN numbers, e.g. A001 to all sublines in existence at the time the block is checked as well as to all sublines created after the block is checked.

· DD1423 Data Entry.  
· The system populates Block A Contract Line Item No. with the line item selected on the Create New CDRL screen.  This block is not editable during either initial creation or subsequent maintenance of a DD1423.  A problem inherent in this function is that if the DD1423 is created prior to knowing the solicitation/award line item applicable to the DD1423, an incorrect line item may be assigned in Block A.  To avoid errors in completion of Block A of the DD1423, use the following Work Solution:
If entering a PR associated with a DD1423 CDRL, first determine the solicitation line item number that will be assigned to the CDRL.  After making that determination, create the PR and assign the line item number that will be assigned during the solicitation phase.

Highlight the PR and create the DD1423 CDRL.  Select the line item number corresponding to the solicitation line item number that will be assigned to the CDRL.

This Work Solution ensures that (a) the correct line item number is assigned to the CDRL and (b) the DD1423 is listed in the Section J Table of Contents when it is generated.

Importing DD1423 Contract Data Requirements List

· This section is still under development.

2.9 Pre-Solicitation and Solicitation Processes

2.9.1 DD2579 Small Business Coordination Record

· The DD2579 is an Attachment rather than a data-driven form in PD2.  

· Data is not typically pulled forward into an Attachment built from a source document, i.e. PR, solicitation, etc.  However "Automatic Attachments" can be built that will contain data pulled from a source document.  SEC-Lee has built two (2) Automatic Attachments for the DD2579, one that will pull data from a PR and another that will pull data from a solicitation.  To use these Automatic Attachments, your System Administrator must first download them.  These Automatic Attachments are located at https://armysps.sdcl.lee.army.mil/helpfulHints/DD2579.htm. 

· Data pulled from DD2579 Automatic Attachment when built from a PR.  The following data will be pulled from the PR if the data is entered on the PR:

· PR Number

· Buyer Name

· Issuing Office Symbol

· Buyer Telephone Number

· Item Description

· FSC

2.9.2 Solicitation Mailing List (SML)  

· SMLs are built from purchase requests or PR Modifications but are accessed via the Procurement – PreAward/Award – Solicitation menu path.

· SMLs can be built from either unapproved or approved purchase requests.

· When creating an SML, enter the PR Number in the SML Number field.

· When creating an SML, you can designate criteria that must be met for selection on the SML.  These criteria are FSC, SIC, Preference Program, Vendor Category, and/or Geographic Region.  

· FSC and SIC.  When selecting vendors that meet the designated criteria, the system will select all vendors for which either the FSC or SIC has been entered in the FSC/SIC Date block of the Address Details tab of the Vendor record.  

· Preference Program.  If "No Preference Program" is selected on the Create SML screen, the system will select all vendors for which either the selected FSC or SIC has been entered in the FSC/SIC Date block of the Address Details tab of the Vendor record, regardless of the Preference Program selected on the Address Details tab.  If other than "No Preference Program" is selected on the Create SML screen, the system will select all vendors for which either the selected FSC or SIC has been entered in the FSC/SIC Date block of the Address Details tab of the Vendor record AND the selected Preference Program has also been selected on the Address Details tab.

· Vendor Category.  If "No Category" is selected on the Create SML screen, the system will select vendors meeting all other criteria regardless of Vendor Categories selected in the Vendor record.  If other than "No Category" is selected on the Create SML screen, the system will select only those vendors meeting all other SML criteria AND for which the selected Vendor Category has also been selected on the Vendor tab of the Vendor record.

· Geographic Region.  If "No Region" is selected on the Create SML screen, the system will select vendors meeting all other criteria regardless of Geographic Regions selected in the Vendor record.  If other than "No Region" is selected on the Create SML screen, the system will select only those vendors meeting all other SML criteria AND for which the selected Geographic Region has also been selected on the Addresses tab of the Vendor record.

· Adding Vendors to the SML.  There are 2 means by which to add additional vendors to the SML:

· Open the SML and select Vendors – Add.  Search for and Select the additional vendors.

· Open the SML, click on the Rotate button, and enter the number of additional vendors to be added.

· Removing Vendors from the SML.  Open the SML, highlight the vendor, and select Vendors – Remove.

· Vendor Size.  The SML screen will display a vendor Size for those vendors selected on the SML.  This field is populated based on the data entered for Vendor Size in the vendor record and therefore, should not be relied upon as a reliable indicator of vendor size.  

· Competitive Range.  The SML screen allows the user to indicate whether or not the vendor is within or outside the competitive range.  This selection has no impact on any other function in the system, i.e. this will not prevent the vendor from appearing on a Bid Abstract built from the SML.

· Debarred.  A red “debarred” stamp will be displayed across vendors that have been identified by your System Administrator as debarred. 

· Active.  If a vendor has been marked as Inactive by your System Administrator, this will be indicated on the SML.

· RFQ Sent.  Checked if an RFQ has been printed or sent to the vendor via EDI.

2.9.3 Introduction to the Solicitation Process

· Solicitations can be built as stand-alone documents, by highlighting a purchase request, by attaching one or more purchase requests, or by a combination of all of the methods.

· Awards and orders/call can be built by either highlighting the solicitation or by attaching a solicitation.  

· PD2 limits the awards types that can be built by highlighting the solicitation.  See later sections for a list of award types that can be built by highlighting the solicitation.

· Any solicitation type can be attached to any award but there are limitations to this method, i.e. clauses are not pulled into the award and workload assignments are not set to "completed" when the award is released.

· DD1707 Information to Offerors or Quoters.  A DD1707 can be built from an SF18 or an SF33 solicitation but not from a PR, SF1449, or SF1442.

2.9.4 What type of solicitation should I create?

· DD1155 purchase orders are the only awards that can be built by highlighting an SF18 solicitation.

· The following awards can be built by highlighting an SF33 solicitation:

· SF26

· SF33

· External Award

· SF1449 awards and purchase orders are the only awards that can be built by highlighting an SF1449 solicitation.

· SF1442 awards are the only awards that can be built by highlighting an SF1442 solicitation.

2.9.5 Solicitation Document Level Data Common to All Forms

· This section addresses the entry of document level data common to all solicitation forms.  Section 2.10.3 addresses the entry of document data level specific to certain forms.

· Description.  Enter a description that clearly identifies the solicitation.

· Issue Date.  PD2 does not pre-fill the Issue Date when a solicitation is created.  You must enter this date using the Date Calendar feature.  PD2 will allow you to save and approve a solicitation without an Issue Date but you will not be able to release the solicitation until an Issue Date has been entered.

· Rating.  

· Ratings should begin with either "DO-" or "DX-" and be entered in UPPER case.

· Enter DO-C9E for construction that does not fall into either C9A through C9D.  

· Enter DO-S10 for services that do not fall into any other category.

· Point of Contact Information.  Ensure that the buyer point of contact information has properly defaulted into the solicitation document.  If there is an error in the POC information, it must be corrected by your System Administrator.  Once the information has been corrected, you must delete and re-select the POC to incorporate the changes into the solicitation.

· Bid Opening/Closing Date.  Don't forget to enter an opening/closing date on those forms for which such a block is provided.  Except as provided below, enter dates using the Date Calendar feature to avoid data entry errors.

· SF33 Work Solution.  The opening/closing date in Block 9 of the SF33 cannot be entered using the Date Calendar feature.  Manually enter the date in the MM/DD/YYYY HH:MM AM/PM format.   The system will convert the time to the 24-hour clock format.

· SF1442 Work Solution.  Enter the opening/closing date using the Date Calendar feature.  After the date has been entered, place the cursor after the date, enter a space, and manually enter the time in the 24-hour clock format.  

· SF1449 Work Solution.  The opening/closing date in Block 8 should be entered using one of the following methods:

Method 1.  Enter the date using the Date Calendar feature.  After the date has been entered, place the cursor after the date, enter a space, and manually enter the time in the HH:MM AM/PM format.  The system will convert the time to the 24-hour clock format.

Method 2.  Manually enter the date and time in the MM/DD/YY HH:MM AM/PM format.  The system will convert the date to the MM/DD/YYYY format and the time to the 24-hour clock format.

· Issuing Office.  Ensure that the correct Issuing Office has been pulled into the solicitation record.

· Document Options – Classification.  

· Document Format.  The system will default a document format based on settings set by the System Administrator.  Ensure that the correct document format has been applied to your solicitation and if not, make the proper selection.

· Electronic Funds Transfer (EFT).  The system should default that the acquisition is subject to EFT payment procedures.  If your acquisition is exempt from EFT requirements, click in the EFT box to remove the check mark and select an Exclusion Reason from the dropdown list.

· IDC Constraints.  If the resultant contract will be an indefinite delivery contract (IDC), enter the IDC contract and ordering constraints.

· Ordering Period.  If the resultant contract will be an IDC contract, enter the ordering period.

· Remaining fields on this screen should be completed in accordance with local policy.

· Document Options – Characteristics.  As a minimum, select at least one Characteristic from the PD2 Product Type group if clauses will be selected using Automatic Clause Selection.  See the Automatic Clause Selection section for additional information on selection of Characteristics.

2.9.6 Solicitation Document Level Data Specific to Certain Forms

2.9.6.1 SF18 Request for Quotations

· This RFQ is/is not a Small Business Set-Aside.  The default is to indicate that the RFQ is a Small Business Set-Aside.  If your RFQ is not a Small Business Set-Aside, make the appropriate change.

2.9.6.2 SF1442 Solicitation, Offer, Or Award (Construction, Alteration, or Repair)

· Project Number.  PD2 will allow the direct entry of a Project Number in Block 6.  However data directly entered in this field does not display or print on the SF1442.

·  Enter the Project Number by clicking on the Add button in Block 6 and selecting the appropriate Project Number.

· If the Project Number does not appear on the Project Information window, click on New and enter the Project Number and a Project Description.

· Note that only the Project Number appears in Block 6.  The Project Description appears as the first line in Block 10.

· Block 10 List of Documents Describing the Work to be Performed.  This block is not accessible during the award stage so ensure that applicable data be entered at the solicitation stage.
· The system will automatically wrap text entered in this block.  To manually place a hard return, press CTRL Enter.

· Ensure that data is entered as appropriate in the following blocks:

· Block 11 Performance Period information

· Block 12 Performance and Payment Bond information

· Block 13 Offer Guarantee, Government Acceptance

2.9.6.3 SF1449 Solicitation/Contract/Order for Commercial Items

· Automatic Clause Selection.  The Office of Secretary of Defense (OSD) authorizes Deviation # 98-O0013 on April 14, 1999.  The full text of the Deviation can be found at http://www.acq.osd.mil/dp/dars/classdev.html.

· Department of Defense contracting activities may deviate from the requirements of Federal Acquisition Regulation (FAR) 12.301(b)(4), the clause at FAR 52.212-5, Defense FAR Supplement (DFARS) 212.301(f)(iii), and the clause at DFARS 252.212-7001, when using the Standard Procurement System (SPS) version 4.1.a, and subsequent versions, to contract for commercial items under the procedures of FAR Part 12 and DFARS Part 212.

· FAR 12.30l(b)(4) requires contracting officers to include the clause at 52.212-5 in solicitations ad contracts for commercial items, and to identify any of the clauses listed in paragraph (b) or (c) that are applicable to the specific acquisition. DFARS 212.301(f)(iii) requires contracting officers to include the clause at 252.212-7001 in solicitations and contracts for commercial items, and to complete paragraph (b) to identify any applicable clauses.

· This deviation authorizes the use of FAR 52.212-5 (Deviation) and DFARS 252.212-7001 (Deviation) in conjunction with reliance on Automatic Clause Selection to select those clauses listed within FAR 52.212-5 and DFARS 252.212-7001 that are applicable to the specific acquisition.  

· The Automatic Clause Selection process will automatically include the FAR and DFARS deviation clauses if the PD2 Product Type of Commercial Items is selected under Document Options - Characteristic.

· Block 10 Set-Aside Information. 

·  If appropriate, select the Set-Aside type and the percentage of work to be set-aside.

· SIC Code.  Do not enter a SIC code or a Size Standard.  The SIC has been replaced by the NAICS.  Instead include NAICS code elsewhere in your solicitation.

· Block 27a.  

· Block 27a is automatically populated by the system and cannot be edited by the user.  This block will be checked if all of the following conditions are true:

FAR 52.212-1 and FAR 52.212-4 are included in the solicitation and are incorporated by reference, AND

FAR 52.212-3 and FAR 52.212-5 are included in the solicitation and are set forth in full text.

· Note.  Block 27a will not be populated when using Automatic Clause Selection because the system automatically selects FAR 52.212-5 (Deviation) and DFARS 252.212-7001 (Deviation) rather than FAR 52.212-5.

· The system will automatically check the Addenda Are Attached block if all of the above are true AND any clause other than those listed above is also included.  This field is not user editable.

2.9.7 Solicitation Line Item Data

· See Line Item Data section for detailed information on the entry of solicitation line item data.

· To ensure proper Automatic Clause Selection, enter estimated unit prices for the solicitation line items.  This is also true for solicitations for which the resultant award will be an Indefinite Delivery Contract (IDC) or Basic Ordering Agreement (BOA).  See the section entitled "Automatic Clause Selection" for additional information.

2.9.8 Special Aspects of Solicitations for Indefinite Delivery Contracts (IDC)

· Enter IDC Constraints and an Ordering Period under Document Options – Classification.

· Select the appropriate IDC Type on the Line Item – Detail tab for all IDC line items.

· Enter estimated unit prices for your line items to ensure proper clause selection during Automatic Clause Selection.

2.9.9 Consolidating Multiple Purchase Requests Into A Solicitation

· Only one purchase request can be highlighted to create a solicitation.  If you have multiple purchase requests to consolidate into a single solicitation, you must use the Line Items – Attach feature.  The Line Item – Attach function is discussed in detail in the Line Item Data section.

2.9.10 Reassign PIIN

· Menu Path: Document Options – Reassign PIIN

· This feature allows the user to change the solicitation PIIN after the solicitation has been created.

· The solicitation PIIN can be changed at any point prior to the release of the solicitation.  The PIIN can also be changed during the amendment stage if necessary.  The Reassign PIIN function at the amendment stage is discussed in more detail in the Amendments section.

· Important Things To Remember About Reassign PIIN

· V4.1e Reassign PIIN error.  A software error in V4.1e causes the system to lock up if the user tries to reassign a PIIN for the same solicitation more than one time.  If this happens, contact your System Administrator and ask them to kill your process.

· If the PIIN reassignment included a change in the ninth position of the PIIN and you are using Automatic Clause Selection, you must re-select clauses.  Clause Logic uses the ninth position of the PIIN to determine applicable clauses.

· You must regenerate your document in its entirety (CLINs, Section J, and Document) following reassignment of the PIIN.  If you don't to do this, the new PIIN will appear only on the solicitation form.  The old PIIN will remain on the continuation pages.

· The Reassign PIIN function changes the PIIN only on the solicitation.  It does not change the PIIN on attachments associated with the solicitation.  You must manually change the PIIN on these documents using the File – Change – Renumber function.

2.9.11 Amendments to Solicitations

2.9.11.1 Making Changes to the Solicitation

· If the purpose of the amendment is to change data contained within the original solicitation, you must make those changes on the appropriate tabs during the amendment process.  This is true of changes at the document level, e.g. bid closing date, set-aside criteria, Issuing Office as well as at the line item level, i.e. quantity, shipping address.  Examples: If making a change to a line item, locate the solicitation tab on which the line items are located, open the appropriate line item, and make the necessary change.  If set-aside criteria, go to the solicitation tab on which that data is located and make the necessary change.

· When you create an amendment, you will receive a Create New Amendment screen.  Enter a Description of the amendment that provides clear identification and a Reason for the Amendment.  Text entered into the Reason for Amendment block defaults into Block 14 of the SF30.  Do not type the complete text of Block 14 into the Reason for Amendment block.  Instead type just a few words and complete Block 14 on the tab labeled "SF30 11,14".

· The Summary of Changes function automatically creates an amendment continuation page, detailing the changes made to solicitation and line item level data.  To create or revise the Summary of Changes or to add additional continuation text, see the paragraph entitled "Generate Modification Document" under Section 2.3.8.2.

· If the opening/closing date is extended, indicate such in Blocks 11 and 14 of the SF30 and make the change on the appropriate solicitation tab.

· Changes to Line Item Quantity and Estimated Unit Price.  There are 2 methods that can be used to change quantity or estimated unit price
· Enter the increase or decrease on the Amount of Mod line on the Line Item – Detail tab.  If entering a decrement to the quantity or the unit price on the Amount of Mod line, the number must be preceded by the "-" symbol.

· Enter the new quantity or unit price on the New Totals line on the Line Item – Detail tab.  

2.9.11.2 Amendment to Cancel a Solicitation

· PD2 does not allow the cancellation of a solicitation that has been released.  However the following paragraphs provide a work solution for documenting the cancellation of a solicitation in PD2.

· If the solicitation has not been released, these procedures are not necessary.  Simply delete the solicitation in accordance with local policies and procedures.  Though PD2 allows the cancellation of solicitations that have not been released, deletion of the record is more appropriate unless there is a reason for maintaining a record of a solicitation cancelled prior to issuance.  See the section entitled "Canceling Documents" for additional guidance on canceling objects.

· If the solicitation has been released, create an amendment to indicate that the solicitation has been cancelled.   In Block 14 of the SF30, indicate that the solicitation is being cancelled and the reason for cancellation.

· Important.  PR line items will not be available for another procurement.  

· Following release of the amendment, recommend the solicitation, all amendments thereto, and all supporting documentation be placed in a single folder, a PD2 yellow sticky note be attached to the folder indicating the reason for cancellation, and the folder be moved to a Cancelled Procurement Actions cabinet.

· Important.  These procedures do not set either the solicitation or any associated PR(s) to a cancelled status nor do they complete the workload assignment of any of the associated PR(s).  There is no functionality to actually set a solicitation to a status of Cancelled.  To cancel a PR, follow the procedures set forth in the section entitled Canceling a Purchase Request.  If the workload assignment remains open after all steps have been taken, contact your System Administrator for a script to change the workload assignment to a status of Completed.

2.10 Evaluation/Pre-Award 

2.10.1 Offer Evaluation

[image: image12.wmf]
· Menu Path: Procurement – PreAward/Award – Offer Eval

2.10.1.1 Basic Offer Evaluation Functionality

· Summary of Offer Evaluation Functionality

· Capability to create an Abstract of Bids that if printed will be printed on the SF1409

· Capability to perform price analysis based on FSC, NSN, or line item description.

· Capability to evaluate both manually entered and electronically received bids

· Capability to award on the DD1155 and SF1449 from within the Offer Evaluation module

· The Offer Evaluation can be built from a PR, an SML, or a solicitation.

· Regardless of the document from which it is built, if there is an SML associated with the procurement, all vendors on the SML will be pulled into the Offer Evaluation.  Vendors added to the SML after the creation of the Offer Evaluation must be manually added to the Offer Evaluation.

· To add a vendor to the Offer Evaluation, use the Add button in the Vendor block on the first Offer Evaluation screen.

· To delete a vendor from the Offer Evaluation, use the Delete button in the Vendor block on the first Offer Evaluation screen.

· Printing the Offer Evaluation.  The print orientation default for the Offer Evaluation is portrait format.  If printed in this format, the form will truncate and print incorrectly.  Work Solution.  Highlight the Offer Evaluation, select File – Print Setup, change the Orientation to Landscape, click on OK, and print the Offer Evaluation.  Important: This Work Solution changes the print Orientation for all PD2 forms not just the Offer Evaluation.  Remember to change the Orientation back to portrait after printing the Offer Evaluation.  

2.10.1.2 Entry and Electronic Receipt of Vendor Quotes

· Manual Entry of Bids. Manually entered bids will be displayed with the date that the bid is entered on the Offer Evaluation.  This may not be the date on which the bid was received.  Sites should develop procedures to ensure the bid receipt date is documented somewhere on the Abstract of Bids, perhaps in the Bid Comments field.

· If another user manually enters a quote into an Offer/Evaluation that belongs to you, the system informs you that a quote has been added.

· EDI Bids.  If the vendor’s quote was received via EDI, a lightening bolt is displayed to the left of the bid information. The date and time that the quote was received is displayed. 

· Late Bids are displayed in red. 

· Sorting of Bids.  The vendor with the lowest quote is listed first, with remaining quotes listed in descending order.

2.10.1.3 Evaluation of Vendor Quotes

· To evaluate bids, click on the Evaluate button. The Evaluation Detail window opens. This window displays the first line item from the solicitation and a summary of the quotes for this line item from each vendor. By clicking the Up and Down buttons, you can scroll through each line item from the source document and view the vendor’s quotes.

2.10.1.4 Price Analysis Using the Offer Evaluation Module

· This function provides the capability to search for historical price data by NSN, FSC, or line item description and to limit the search to data within a certain period of time, i.e. within the last 7 days, last 2 months, etc.

2.10.1.5 Award from within the Offer Evaluation Module

· Award can be made directly from the Offer Evaluation provided the award will be made on either the DD1155 or SF1449.  To award within the Offer Evaluation, highlight the vendor and click on the Award button.  

2.10.2 Pre-Award Survey

· Menu Path: Procurement – PreAward/Award – Solicitations – Pre-Award Survey

· PD² includes the following Pre-Award Survey request forms XE "Pre-Award Survey Request Forms"  as data-driven forms:

· SF1403
General

· SF1404
Technical

· SF1405
Production

· SF1406 
Quality Assurance

· SF1407
 Financial

· SF1408
Accounting System

· The Pre-Award Survey forms can only be built from a solicitation.

2.11 Award Processes

2.11.1 Introduction to the Award Process

· Awards can be built as stand-alone documents, by highlighting a purchase request or a solicitation, by attaching one or more purchase requests or solicitations, or by a combination of all of these methods.  

· This section does not address Blanket Purchase Agreements (BPA), Basic Ordering Agreements (BOA), or Basic Agreements.  These actions are discussed in the Agreements Processes section.

· This section does not address BPA Calls, orders against indefinite delivery contracts, orders against External Awards, or orders against other agency contracts.  These actions are discussed in the Post-Award Processes section.

2.11.2 What kind of award can I create directly from my solicitation?

· SF252 A-E Contract.  You cannot create an SF252 contract by highlighting either a PR or a solicitation. These awards can only be created using the stand-alone or Line Item - Attach method.

· SF1449 Contract or Purchase Order.  Only SF1449 solicitations can be highlighted to create an SF1449 award.

· When you create an SF1449 award, you must indicate whether you are creating a contract or a purchase order.  This affects the ninth position assigned to the award PIIN.

· An SF1449 purchase order can also be created from within the Offer Evaluation module.  This is discussed in more detail in the Evaluation section.

· SF1442 Construction Awards.  Only SF1442 solicitations can be highlighted to create an SF1442 award.

· SF26 Awards.  Only SF33 solicitations can be highlighted to create an SF26 award.

· SF33 Awards.  Only SF33 solicitations can be highlighted to create an SF33 award.

· DD1155 Purchase Order.  Only SF18 solicitations can be highlighted to create an DD1155 purchase order.

2.11.3 Award Document Level Data Common to Multiple Forms

· This section addresses the entry of document level data common to multiple award forms.  Section 2.12.4 addresses the entry of document data level specific to certain forms.  Some of the data elements listed below should default from either the source PR or solicitation.  Users should verify that data has correctly defaulted into the award.

· Award PIIN.   PD2 provides a default for the ninth position of the award PIIN.  The default is P for purchase orders, C for contracts, A for BPA Master Agreements, and F for orders against other agency contracts.  

· If the default ninth position is not the correct code for your contracting action, you must change it on the Create New Award screen.  After you have accepted the PIIN by clicking OK on this screen, the PIIN cannot be changed.  This is especially critical when creating an indefinite delivery contract (IDC), basic agreement, or basic ordering agreement (BOA).

· Indefinite Delivery Contracts (IDC), Basic Ordering Agreements (BOA), and Basic Agreements.  Ensure that the ninth position is changed appropriately, i.e. D, G, or H.

· SF1449 Awards.  When an SF1449 award is created, the user has the option of selecting Large Purchase or Small Purchase.  Note that the system always defaults to Large Purchase and with a "C" in the ninth position of the default PIIN.  This occurs regardless of the ninth position of the solicitation PIIN, i.e. Q, B, or R.  Ensure that the ninth position of the award PIIN is changed as necessary.

· Award Description.  Ensure that you enter a description that adequately describes the procurement.

· Effective Date.  PD2 does not provide a default Effective Date.  You must enter an Effective Date.  Please be aware of the following software anomalies and deficiencies:

· The system will allow the release of an SF252 A-E Contract without an Award Date in Block 2.  Extra caution should be taken prior to releasing an SF252 award.  The system will provide a warning during PreApproval Checks but will not provide a warning when the document is saved or when the document is released.

· The SF33 and SF26 do not contain blocks for the entry of an award Effective Date.  The system will populate Block 28 of the SF33 and Block 31c of the SF1442 with the award release date.

· Issuing Office.  Ensure that the correct Issuing Office has been pulled into the award record.

· Rating.  

· Ratings should begin with either "DO-" or "DX-" and be entered in UPPER case.

· Enter DO-C9E for construction that does not fall into either C9A through C9D.  

· Enter DO-S10 for services that do not fall into any other category.

· Buyer Name and Information on Awards.  PD2 does not place either the buyer name, telephone number, or email address on the award form.  If contract administration is performed locally, the following work solution can be used to place this information in the Admin By block of the form.  This Work Solution involves the creation of a "dummy" address using Organization Maintenance.  Due to the potential negative impact on the EDA process, sites should develop local policy ensuring the correct entry of these addresses in accordance with the following instructions.

· Locate the Issuing Office address to which the buyer is assigned, click on the Addresses tab, and click on New to begin the process of creating a new address.

· Street Address.  Enter buyer name, telephone number, and email address.  

· City.  Place a blank space in this field.

· State.  Select the state in which the buyer is located.

· DODAAC.  Leave this field blank.
· Contracting Office Code.  Leave this field blank.
· Local Code.  This field can be completed or left blank.  The entry of a unique code in this field will eliminate the need for the user to scroll through all dummy addresses created for the Issuing Office, thereby making it easier for them to locate their own address.  The entry of a unique local code will provide the capability to search by Local Code and go directly to their own address.  Important: If a Local Code is entered, it must be unique and must not exceed 8 characters.  Failure to enter a unique Local Code may adversely affect the transmission of records to SPS-I interfaces.

· Vendor.  Select the vendor to which award is being made.  Important: If changes are made to the vendor record after initial selection on the award document, you must delete and re-select the vendor to effect those changes in your document.

· Awards under Section 8(a) XE "Section 8(a) Awards"  of the Small Business Act.   Select the 8(a) firm in the Vendor block.  The SBA Name will appear on the Tripartite Agreement, which can be included in the document as an Add Text file.

· Facility Code.  If it is necessary to enter a Facility Code in the Vendor block, you must select the vendor record for which the Facility Code has been entered in the CAGE code field.

· Paying Office.  The selection of the correct paying office is critical to the successful transmission of your record to EDA and to the SPS-I interfaces.  A Paying Office should be selected from the list provided in Appendix __.  
· Credit Card as Method of Payment.  If the method of payment will be via credit card, do not select a Paying Office from the list at Appendix __.  Instead your System Administrator should set up a dummy Paying Office that will indicate to the system that the method of payment is credit card and ensure that your record is not sent to the accounting interfaces or EDA.  The Army recommendation is that these dummy Paying Offices be assigned a local code beginning with "CREDITCD".  Detailed instructions for the creation of these dummy addresses are provided in Part 1 Functional System Administration.  

· Prompt Payment Discount Terms.  Please follow the instructions set forth below to ensure that accurate data is transmitted to the SPS-I interfaces.
· Do not type discount terms directly into the block on the form.  Instead press Shift Double Click to bring up the Discount Terms window.  
· Due to a limitation of SPS-I interfaces, enter only one discount in addition to the Net terms.  The one discount can be entered in any of the available fields, i.e. 10, 20, 30, or blank but only one may be completed.  Records sent to SPS-I interfaces will contain only the Net terms and the first discount entered.  Remember "Net plus one".  

· Trade Discount Terms. PD2 does not automatically apply the award discount to the total amount as it was in SAACONS.  If your award contains a trade discount and your site is running the CAPS, AIRS, or AMCISS interface, use one of the following work solutions to apply the award discount to the total award amount:

· Work Solution 1.  Enter the award discount and the award discount code in the document level Local Information fields by selecting Document Options – Local Information from the menu bar.  When the CAPS interface is run, the discount will be applied to the award total in the interface file.

Award/Trade Discount.  Enter the dollar amount or percentage.

Award Discount Code.  Enter $ (regardless of award currency) or %.

· Work Solution 2.  Apply the award discount to each individual line item.  Note:  If this method is used, do NOT enter data in either the Award/Trade Discount or the Award Discount Code fields under Document Options – Local Info.  
· Submittal of Invoices.  On the following forms, indicate the address to which invoice should be sent and the number of copies to be submitted, if applicable.

· SF252

Block 9

· SF1449

Block 18b

· SF1442

Block 24

· SF26

Block 10

· SF33

Block 23

· DD1155

Block 13

· Remittance Address.  On the following forms, indicate whether or not the address to which payment should be sent if different from the vendor address in the Vendor block.  If Remittance Address differs and the form does not provide a block for the entry of a Remittance Address, include the Remittance Address elsewhere in the document.

· SF1449

Block 17b

· SF1442

Block 16

· SF33

Block 15c

· Negotiation Authority.  On the following forms, select the appropriate negotiation authority if award is being made pursuant to other than full and open competition.

· SF26

Block 13

· SF33

Block 22

· Basis for Award.  The following forms contain blocks on which the user must indicate whether award is based on the acceptance of the contractor's bid/offer or on a negotiated agreement.  If the user indicates that award is based upon a negotiated agreement, the Draft watermark will be removed from the document with Approval.  If award is not based on a negotiated agreement, the watermark will remain on the document until release.

· SF26

Block 17 and 18

· SF1442

Block 28 and 29

· SF1449

Block 28 and 29

· Funds Available.  PD2 requires that this block be checked prior to approval and release of the award, regardless of whether or not any monies are obligated on the award.  See the section entitled "Methods for Providing Additional Funds" if additional funds are required prior to award.  If award is subject to the availability of funds, see the section entitled "Awards Subject to the Availability of Funds".
· Document Options – Classification.  

· Document Format.  The system will default from the source solicitation or to a document format based on settings set by the System Administrator if the award is not built from a solicitation.  Ensure that the correct document format has been applied to your award and if not, make the proper selection.

· Electronic Funds Transfer (EFT).  The system should default that the acquisition is subject to EFT payment procedures.  If your acquisition is exempt from EFT requirements, click in the EFT box to remove the check mark and select an Exclusion Reason from the dropdown list.

· IDC Constraints.  If the award will be an indefinite delivery contract (IDC), enter or adjust the IDC contract and ordering constraints.

· Ordering Period.  If the award will be an IDC contract, enter or adjust the ordering period.

· Remaining fields on this screen should be completed in accordance with local policy.

· Document Options – Characteristics.  If the award is built from a solicitation and Automatic Clause Selection was used during the solicitation process, this step is not necessary unless changes affecting Automatic Clause Selection have been made since the selection of clauses during the solicitation process.  See Automatic Clause Selection section to determine if such changes have been made.  If award is not being made from a solicitation and Automatic Clause Selection will be run during the award process, select at least one Characteristic from the PD2 Product Type group. 

· Document Options – Local Info

· This screen contains fields critical to the successful transmission of records to the SPS-I interfaces.  The fields available to you are dependent on the interfaces that are run at your site.

· Though transmitted to the applicable interfaces, these fields will not appear in the generated document.  Users must ensure that data that should be included in the generated document, e.g. award discount, is also included in the generated document.

· These fields and the interfaces to which they apply are listed in the table below:

	Field Label
	Applicable Interfaces
	Purpose

	
	
	

	AMC Code
	AMCISS, IFSM
	Specifies the location and type of documents being transferred

	Buyer ID
	CEFMS
	Used by the interface to identify the requested buyer

	CEFMS Indicator
	CEFMS
	Used to identify outgoing interface values

	Fund Code
	IAPS
	Funding code associated with a long line of accounting

	Free Field
	N/A
	This field is not used by either of the SPS-I interfaces and is available for local use

	Award Discount/Trade 
	AIRS, AMCISS, 

IFSM, CAPS
	Used in conjunction with the Award Discount Code to identify the dollar amount or percentage of discount

	Award Discount Code
	AIRS, CAPS
	Used in conjunction with the Award Discount/Trade field (see above) to identify the discount.  Do not enter any value other than $ or %.

	Preformed Text
	AIRS
	Free format field where the user can enter a description about tariffs or other special considerations


2.11.3.1 Bilateral Awards

· Certain forms contain blocks in which the user can designate that award is based on acceptance of the contractor's bid or proposal as submitted or on the basis of a negotiated agreement.

· If the user indicates that award is based on a negotiated agreement, the Draft watermark will be removed from the document when the document is approved; otherwise the Draft watermark remains on the document until release of the award.

· Placing a check in the following blocks will designate the award as based on a negotiated agreement:

· SF26

Block 17

· SF1442

Block 28

· SF1449

Block 28

2.11.3.2 Awards Subject to the Availability of Funds or Funded with Multiple Lines of Accounting

· To ensure successful interface processing, all line items, to include those that are subject to the availability of funds (SAF), must have a properly formatted funding strip on the Funding tab, a Shipping address on the Shipping tab, and PR Number on the Local Info tab.  

· If a line item is SAF, ensure that all requirements of the previous paragraph are met but enter a Funded Amount of 0.00 on the Funding tab.  

· When funds become available, they must be obligated through a modification to the award.  There are several methods by which the funds can be obligated, dependent on whether funds are provided by a change to the original award PR(s) or by a new PR(s).   For additional guidance on obligating funds when they become available, see the section entitled "Incremental Funding, Funding for Awards Subject to the Availability of Funds, and Funding with Multiple Lines of Accounting".

2.11.4 Award Document Level Data Specific to Certain Forms

· This section does not address the entry of data in every block of every form.  Rather it addresses those blocks for specific requirements must be met or for which work solutions must be used.

2.11.4.1 SF252 Architect-Engineer Contract

· Block 7 Contract Amount.  The system will automatically populate this field with the total award amount, expressed in figures.  The user must manually enter the total award amount expressed in words.

Block 9 Accounting and Appropriation Data/Local Use.  PD2 allows user entry into this field.  Though it is acceptable to use this field for a local use, do NOT use this field to enter the funding strips associated with this award.  Funding strips must be entered on the Line Item – Funding tab.  

2.11.4.2 SF1449 Commercial Items Award or Purchase Order

· On the Create New Award screen, select either Large Purchase or Purchase Order as applicable.  The system default is Large Purchase.

· Block 27b.  If the award is built from a solicitation and Block 27a was populated on the solicitation, Block 27b will be populated when the award is created.  Block 27b will remain populated in the same manner as Block 27b of the solicitation unless one of the following conditions is changed:

· FAR 52.212-4 is changed from Incorporated by Reference to Full Text OR deleted using the Delete button.  

· FAR 52.212-5 is changed from Full Text to Incorporated by Reference OR deleted using the Delete button.  

· Deletion of all clauses other than FAR 52.212-4 and FAR 52.212-5.

· Note: Placing a check in the Not Included block of either of the clauses listed above will not remove the check from Block 27b.  The clauses must be deleted using the Delete button to result in the removal of the check from Block 27b.

· Automatic Clause Selection.  This paragraph is applicable only if award is not being built from a solicitation and/or clauses are being selected for the first time.

· The Office of Secretary of Defense (OSD) authorizes Deviation # 98-O0013 on April 14, 1999.  The full text of the Deviation can be found at http://www.acq.osd.mil/dp/dars/classdev.html.

· Department of Defense contracting activities may deviate from the requirements of Federal Acquisition Regulation (FAR) 12.301(b)(4), the clause at FAR 52.212-5, Defense FAR Supplement (DFARS) 212.301(f)(iii), and the clause at DFARS 252.212-7001, when using the Standard Procurement System (SPS) version 4.1.a, and subsequent versions, to contract for commercial items under the procedures of FAR Part 12 and DFARS Part 212.

· FAR 12.30l(b)(4) requires contracting officers to include the clause at 52.212-5 in solicitations ad contracts for commercial items, and to identify any of the clauses listed in paragraph (b) or (c) that are applicable to the specific acquisition. DFARS 212.301(f)(iii) requires contracting officers to include the clause at 252.212-7001 in solicitations and contracts for commercial items, and to complete paragraph (b) to identify any applicable clauses.

· This deviation authorizes the use of FAR 52.212-5 (Deviation) and DFARS 252.212-7001 (Deviation) in conjunction with reliance on Automatic Clause Selection to select those clauses listed within FAR 52.212-5 and DFARS 252.212-7001 that are applicable to the specific acquisition.  

· The Automatic Clause Selection process will automatically include the FAR and DFARS deviation clauses if the PD2 Product Type of Commercial Items is selected under Document Options - Characteristic.

2.11.4.3 SF1442 Construction Award

· Award Effective Date.  There is no Award Effective Date on the SF1442.  There is only an Award Date field in Block 31c.  Block 31c is automatically populated with the release date.  If the effective date of the award differs from the release date, place the Effective Date in Block 3 Date Issued.  Caution: Block 3 is also the field in which the solicitation issue date is placed.  Therefore it is recommended that you add text to your award indicating that on the award document, Block 3 reflects the award effective date rather than the solicitation issue date.
· Project Number.  PD2 will allow the direct entry of a Project Number in Block 6.  However data directly entered in this field does not display or print on the SF1442.

·  Enter the Project Number by clicking on the Add button in Block 6 and selecting the appropriate Project Number.

· If the Project Number does not appear on the Project Information window, click on New and enter the Project Number and a Project Description.

· Note that only the Project Number appears in Block 6.  The Project Description will appear as the first line in Block 10 after the award is closed and reopened

· Block 10 List of Documents Describing the Work to be Performed.  This block is not accessible during the award stage.
· Ensure that data is entered as appropriate in the following blocks:

· Block 11 Performance Period information

· Block 12 Performance and Payment Bond information

· Block 24 Address for Submittal of Invoices

· Block 25 Authority for Other than Full and Open Competition

2.11.4.4 SF26 Contract Award

· Block 10.  Indicate the address to which invoices should be sent and the number of copies that should be submitted.

2.11.4.5 SF33 Solicitation, Offer, and Award

· Block 19 Items Accepted.  Indicate which line items are being awarded.

2.11.4.6 DD1155 Purchase Order

· Block 11 Mark if Business Is.  This block is populated based on the Vendor Category selections made in the Vendor record.  

· Block 16 Type of Order.  

· When a purchase order is created, the system automatically populates Block 16 as a Purchase Order.  If appropriate, enter the date of the vendor quote upon which the purchase order is based.

· If the contractor must indicate Acceptance by signing and returning copies of the purchase order, indicate so at the bottom of Block 16.

2.11.5 Award Line Item Data

· For detailed information on the entry of line item data, see the Line Item Data section.

· Obligating Funds.  

· PD2 does not automatically adjust the line item funded amount when changes are made to the quantity and/or unit price on the Line Item – Detail tab.  Ensure that the funded amount on the Line Item – Funding tab is adjusted as necessary.  Additional information can be found in the Line Item Data section.
2.11.6 Consolidating Multiple Purchase Requests Into A Single Award

· If you have additional purchase requests to consolidate into the award, you must use the Line Items – Attach feature.  The Line Item – Attach function is discussed in detail in the Line Item Data section.

2.11.7 Partial Awards and Split Awards

· Highlight the PR or solicitation from which the award will be created.

· If the entire quantity of a line item will be awarded on a different award, highlight and delete the line item.  This deletes the line item from this award but not from the PR or solicitation.  When you create the subsequent award, only those line items deleted from the first award will be pulled into the award.

· If a portion of the line item quantity will be awarded on a subsequent award, open the line item and adjust the quantity as appropriate.  When the subsequent award is made, only the remaining quantity will be available for award.

· If you are making any award for less than the funded amount XE "Awards:Awarding for less than funded amount" , prior to award you need to adjust funding on the funding tab downward to match the amount of the award.  Otherwise, the funded amount will show up on your contract along with the award amount.  This is a new, critically important, step in the process.

2.11.8 Methods for Providing Additional Funds

· Under most circumstances, PD2 will provide a warning when the funds obligated on the award exceed the funds committed on the PR.  However this warning is only a caution and the user will be allowed to continue with the release of the award.  There are also software deficiencies that result in the failure of the system to provide such a warning under certain conditions.  Remember:  It is always the responsibility of the Contracting Officer to ensure that sufficient funds are available.

· Either of the following methods can be used to indicate that additional funds have been provided for a PR.  Important – Prior to using either of these methods, the Contracting Officer must verify that funds are actually available.
2.11.8.1 PR Modification  

· Highlight the PR and select Procurement – Requirements – PR Mod and make appropriate changes to the funded amount of each line item.  

· PR Mods must be both approved and released.

· Important Note.  Due to existing software deficiencies and specific interface requirements, recommend PR Modification function not be used.  Instead use the Work Solution outlined in the next section entitled Modify the Original PR.

· Important Note if a PR Mod is Created:  When a PR Mod is created, the software assigns a 4 position suffix number.  Though it is acceptable to renumber the suffix, it is important that the 4 position suffix format be maintained.  If the suffix is changed to less than 4 positions, you will encounter software errors on subsequent modifications to the same PR.

2.11.8.2 Modify the Original PR

· Highlight and unapprove the original PR.  Make appropriate changes to the funded amount of each line item. 

· The PR must be re-approved after adjustments have been made.

2.11.8.3 Fund Certification Document (FCD)

· This process requires the generation of the award following application of the FCD.  Therefore it is not necessary to generate the award prior to the application of the FCD.

· Highlight the award and select Procurement – PreAward/Award – Certify Funds – Funding Document.

· Enter a Description that clearly identifies the FCD.

· Make appropriate changes to the funded amount for each line item, save, and close the FCD.

· Approve the FCD in accordance with local policy.

· Highlight the FCD and select Procurement – PreAward/Award – Certify Funds – Apply Document.  The system will provide a warning that the application of the FCD will overwrite all funding information on the award.

· Open the award and verify that funding changes were applied to all line items.  After verification, generate the award and proceed towards release of the award.

2.11.9 Special Aspects of Indefinite Delivery Contracts (IDC)

· Enter or update the IDC Constraints and an Ordering Period under Document Options – Classification.  Important – PD2 will provide warnings if an order is placed outside these constraints but will not prohibit the release of the order; it is the responsibility of the Contracting Officer to ensure that orders are placed in accordance with constraints established in the contract terms and conditions.

· Select or update the appropriate IDC Type on the Line Item – Detail tab for all IDC line items.

· IDC Contracts that do not obligate funds do not need to be transmitted to SPS-I interfaces.  Therefore the line item data requirements necessary for successful transmission to SPS-I interfaces do not need to be followed for these actions.  However IDC contracts that do obligate funds and orders against these actions do require transmission to interfaces and therefore you must ensure that line items on these actions do meet the requirements for successful transmission to interfaces.

2.11.9.1 Need a Report of Previous Orders Placed Against the IDC Contract?

· PD2 provides a report that will provide a listing of all orders placed against the IDC contract.  This report includes, among other items, the award line item number, line item description, quantity entered on the IDC award, award line unit cost, quantity and unit cost placed on each order, total quantity ordered over the life of the contract, total remaining available quantity, and total dollar amount ordered over the life of the contract.  

· How to access this report?  This report can be accessed in either of the following ways:

· Select Procurement – PostAward – Award Status and click on the Detail button in the bottom right-hand corner 

· Click on the Report button on the Delivery Order Matchmaker screen when a delivery order is being created.

· What information is included on this report?  For additional information on the contents of this report, see the section entitled "Award Status".

2.11.10 External Awards

· The External Award function should be used to enter contracts issued by other DOD contracting offices.  Do not use this function to enter awards issued by non-DOD agencies.  Orders placed against non-DOD agencies are entered through the PostAward – FSS/GSS DO/TO function and do not require the entry of the other agency contract into the PD2 database.  

· If an order against an other Government agency contract is entered into PD2 by placing an order against an External Award rather than through the PostAward – FSS/GSS DO/TO function, you will encounter problems creating correct DD350s for these actions as well as SPS-I interface, EDI, and EDA failures.

· When entering External Awards, enter only those line items against which you have a current requirement to issue a delivery order.  As orders against other line items become necessary, simply unapproved the External Award and add the necessary line items prior to creating the order.  You do not need to create a modification against an External Award.   

· When entering the PIIN on an External Award, ensure that the PIIN is entered in the 13-position DODAAC-FY-Instrument Code-Serial Number format, i.e. DAXX99-90-D-0001.  Failure to enter the PIIN in the correct format will result in problems when creating orders against the award as well as when creating DD350s for the orders placed against the awards.  

· External Awards do not need to be transmitted to SPS-I interfaces.  Therefore the line item data requirements necessary for successful transmission to SPS-I interfaces do not need to be followed for these actions.  However orders against these actions do require transmission to interfaces and therefore you must ensure that line items on orders created against IDC contracts do meet the requirements for successful transmission to interfaces.
· Generation is not required for External Awards.

· External Awards cannot be printed.

· External Awards must be approved prior to the placement of orders against them; they do not need to be and cannot be released.   

· Orders placed against External Awards will be created on the DD1155.  The capability to create orders on other forms, e.g. SF1449, SF26 will be provided in V4.2.

· Orders placed against External Awards should begin with the 2-position call/order code assigned to your activity.  See Appendix G to the DFARS for a listing of these codes.  If your order does not begin with this 2-position code, contact your System Administrator.

2.11.11 Direct Procurements with Other Agencies

· When placing orders against contracts issued by other non-DOD agencies, use the PostAward – FSS/GSS DO/TO function that is explained in more details in the Post-Award Processes section.

· When contracting directly with another non-DOD agency, use the PreAward/Award – Award selection that best meets the requirements of the acquisition, e.g. DD1155 Simplified Purchase, SF1449 Commercial Items, SF25 Large Purchase Award.  

· Important.  On the Create New Award window, when creating an action placed directly with another Government agency, ensure that you change the ninth position of the PIIN to an "F".  This is necessary to ensure proper update of the database, correct placement of the PIIN on the award form and the DD350, and a successful transmission to EDA, EDI, and the SPS-I interfaces.  

2.11.12 Unpriced Purchase Orders

· For unpriced purchase orders, select a cost constraint of NTE.  When creating the Definitization modification, remove the Cost Constraint of NTE.

· Under Document Options – Characteristics, select the characteristic PD2 UCA from the PD2 Other Group.

· In accordance with FAR 13.302-5(c), the clause at FAR 52.213-3 Notice to Suppliers must be included in all unpriced purchase orders.  The Automatic Clause Selection process will not select this clause; you must manually add this clause to your order.

2.11.13 Letter Contracts

· For letter contracts, do not select the Contract Type of "Letter".  This is not a valid Contract Type and will be removed as a selection in a future release of PD2.  Instead select the anticipated type of contract that will be negotiated when the letter contract is definitized.

· Select a cost constraint of NTE.  When creating the Definitization modification, remove the Cost Constraint of NTE.

· Document Options – Characteristics.  Select Letter contract from the PD2 Other group.  Selection of the Letter Contract Characteristic will ensure the selection of the following required clauses for Letter Contracts:

· FAR 52.216-23 Execution and Commencement of Work.  Note: This clause will be selected regardless of the form on which a Letter Contract is executed.  FAR 16.603-4(b)(1) allows the omission of this clause if the Letter Contract is awarded on the SF26.  This clause should be reviewed for applicability if awarding a Letter Contract on an SF26.  

· FAR 52.216-24 Limitation of Government Liability

· DFARS 252.217-7027 Contract Definitization

· In addition to the above clauses, the system will also select FAR 52.216-26 Payments of Allowable Costs Before Definitization if a cost reimbursement Contract Type is selected for any line item.

· Caution!  All of the above clauses have fill-ins.  Don't forget to complete your fill-in information.

· Definitization of Letter Contracts.  See the section entitled "Definitization Modifications".

2.11.14 Future FY Awards

· Awards for Future Fiscal Years

 XE "Awards:Future Fiscal Year Awards" 
· If you choose to begin creating awards prior to the fiscal year in which they will be awarded, manually change the default award PIIN upon initial award creation. PD² will supply the next available sequential PIIN. 

· The system will automatically change the default fiscal year on October 1 of each year.

· Use one of the following methods to create a fiscal year prior to the fiscal year in which they will be awarded:

Option 1 

Create the initial award subject to the availability of funds.

Modify the award to add funding when funding becomes available. 

Using this method, you could release the award prior to October 1 with the new FY PIIN but include a period of performance that begins October 1.  

Option 2 

Create the award with an effective date of 1 October but do not release the award until October 1.

Note.  The first option would provide the vendor with a time period in which they could begin preparations for a contract performance start date of October 1.

2.11.15 IMPAC Card Procedures

· PD² does not support the IMPAC card procedures. If your site develops a local business process that features the entry of these actions into PD2, ensure these actions are not transmitted to DFAS by deleting from the EDA Transaction files.   

2.11.16 Obligating Funds

· Fund should be obligated at the line item level.

· No more that one accounting classification should be selected for a single line item.

· The system does not automatically adjust the funded amount when changes are made to either the line item quantity or unit price.  The user must manually make any necessary change to the funded amount.
2.11.16.1 Funding with Multiple Lines of Accounting (LOA)

· If more that one accounting classification is being used to fund a single line item, use Info Only line items to indicate that additional funding is provided for the line item.

· Add the Info Only line item using either Line Item – Add to manually enter the line item or Line Item – Attach to add a line item from an existing PR.

· The Description field for an Info Only funding line item should begin "Funding for line item XXXX."

· Select or add the funding strip and enter the funded amount on the line item Funding tab.

· Ensure that the PR Number appears in the PR Number field on the line item Local Info tab.

· Ensure that the line item otherwise meets the requirements for successful transmission to SPS-I interfaces.  See the section entitled "Line Item Data and the SPS-I Interfaces."

2.11.17 Post-Release Award Processes

2.11.17.1 Post-Release Actions at a Glance

· If funds were obligated or deobligated, create a DD350 or DD1057 Feeder Sheet as appropriate.

· Create a Contract Distribution List (CDL) and annotate it with method of distribution.

· Create a Tracking Source to enable viewing of receipt and payment data.

· Store the electronic contract folder in the appropriate cabinet.

2.11.17.2 DD Form 350 XE "DD Form 350 Reporting"  and 1057 Reporting

· Menu Path: Procurement – PreAward/Award – FPDS Reports

· After completing any award or modification, complete a DD350 or a DD1057 feeder sheet XE "DD Form 1057 Reporting:Feeder Sheet"  if required.  See DFARS 204.6, 253.204-70, and 253.204.71 to determine if your action should be reported on either a DD350 or the DD1057 Summary Report.

· DD1057 Feeder Sheet

· PD2 pulls the funded amount of the award or modification into the DD1057 Summary Report.

· If the user completes a DD1057 Feeder Sheet for an action for which no funds were obligated or for which funds in excess of $25,000 were obligated or deobligated, the action will not appear on the DD1057 Summary Report.

· See Appendix D FPDS Reporting for assistance in properly completing the DD1057 Feeder Sheet.

· DD350

· PD2 pulls the funded amount of the award or modification into Block B8 of the DD350.

· See Appendix D FPDS Reporting for assistance in properly completing the DD350.

2.11.17.3 Contract Distribution Lists (CDL)
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· Menu Path: Procurement – Contract Distribution List

· CDL(s) should be used to document the distribution of award and modification documents.  A CDL can be built from a site-specific CDL template or from scratch.

· To the maximum extent possible, awards and modifications should be distributed electronically.  Document the CDL as to the method of distribution to each individual or site listed on the CDL.

2.11.17.4 Tracking Source

· Menu Path: Procurement – PostAward – Tracking Source

· If the award will be transmitted to CAPS, create a Delivery/Payment Tracking Source Document by highlighting the award and selecting Procurement – PostAward – Tracking Source.  It is not necessary to complete the Tracking Source Document; however it must be created in order to receive payment data on the award from the CAPS interface.

2.11.17.5 Storing the Electronic Contract Folder

· To avoid clutter on your electronic Desktop, recommend each site develop local procedures for the storage of electronic contract folders following release of the award.

2.12 Agreements and Grants

· This section provides guidance on Blanket Purchase Agreements, Basic Agreements, Basic Ordering Agreements, Assistance Awards, and Memorandums of Agreement.  

· Funds should not be cited or obligated on any of the documents addressed in this section.

· BPAs and Agreements do not need to be transmitted to SPS-I interfaces.  Therefore the line item data requirements necessary for successful transmission to SPS-I interfaces does not need to be followed for documents addressed in this section.  However orders and calls placed against these actions do require transmission to interfaces and therefore you must ensure that line items on orders/calls created against these actions do meet the requirements for successful transmission to interfaces.
· BPAs and Agreements do require approval and release.

2.12.1 Blanket Purchase Agreement (BPA)

· Menu Path: Procurement – PreAward/Award – Awards – BPA Master Agreement

· Overall BPA Limit.  Enter the estimated value of all calls that will be placed against the BPA during the life of the BPA.  The system will prohibit the placement of a call that when combined with the value of previously released calls, exceeds the amount entered in the Overall BPA Limit.

· Important Note on Automatic Clause Selection.  PD2 does not recognize the BPA Ceiling as the total estimated value and in the absence of line items on BPA(s), Auto Clause Selection does not work properly for BPA(s).  Users should ensure that all applicable clauses are added manually to the BPA.

· Limit Per Call.  Enter the maximum value allowed on any single call.  The system will prohibit the placement of a call that exceeds the amount entered in the Limit Per Call field.

· Performance Period.  Enter a Start Date and an End Date.  The system will prohibit the placement of call for which the effective date of the BPA call is earlier than the Start Date or later than the End Date.

· Select the applicable FSCs.  PD2 will not prohibit or provide a warning if a BPA Call is placed for items for which the FSC is not listed on the BPA.  The user must ensure that only appropriate items are ordered off the BPA.

· BPA Master Agreements and Clauses.

· The Auto Clause Selection process will only select the following 2 clauses for BPA Master Agreements:

FAR 52.232-33 Payment by Electronic Funds Transfer – Central Contractor Registration

FAR 52.232-36 Payment by Third Party

· Use the Add Clause button on the Clause tab to add additional clauses as necessary.

· Generation of BPA Master Agreements.  The generation process for BPAs differs from that for other documents as follows:

· Since there are no line items on BPAs, there is no Generate CLIN process.  Instead you generate for the purpose of including applicable FSCs and Limits using Document Options – Generate FSC and Limits.

· After generating FSCs and Limits, generate the document using Document Options – Generate Document.

2.12.2 Basic Agreement 

· PD2 does not have a function that is specifically designed for the creation of Basic Agreements.  Such functionality will be provided in V4.2.  Until then, this section provides guidance and recommendations for the entry of Basic Agreements in PD2.

· PD2 currently requires that at least one line item be included on the Basic Agreement.  Regardless of the number of line items included on the Basic Agreement, the total estimated value of line items should equal the total estimated value of orders that will be placed against the Basic Agreement.  This is to ensure the proper clause selection during Auto Clause Selection.

· Create the Basic Agreement on the appropriate form, i.e. SF26, SF1449, SF1442 and ensure that the ninth position of the PIIN is an "H".

· Contracts cannot be placed against Basic Agreements built using this Work Solution.  That functionality will be available in V4.2.  Until then, only DD1155 and SF1449 orders can be placed against Basic Agreements.

· Orders placed against Basic Agreements can only be placed by highlighting the award.  Reason - If the PR is highlighted, "H" PIIN awards do not appear in the Search window when the user tries to select the award against which they want to place an order.  This is true regardless of the form, i.e. SF26, SF1442, External Award, etc., used to create the award.   

2.12.3 Basic Ordering Agreement (BOA)

· PD2 does not have a function that is specifically designed for the creation of BOAs.  Such functionality will be provided in V4.2.  Until then, this section provides guidance and recommendations for the entry of BOAs in PD2.

· PD2 currently requires that at least one line item be included on the BOA.  Regardless of the number of line items included on the BOA, the total estimated value of line items should equal the total estimated value of orders that will be placed against the BOA.  This is to ensure the proper clause selection during Auto Clause Selection.

· Create the BOA on the appropriate form, i.e. SF26, SF1449, SF1442 and ensure that the ninth position of the PIIN is a "G".

· Orders placed against awards with a "G" in the 9th position of the PIIN can be created by highlighting either the award or a PR.  This is true regardless of the form, i.e. SF26, SF1442, External Award, etc., used to create the award.   

2.12.4 Assistance Awards

· PD2 does not currently support Grants and Cooperative Agreements.  However the information provided in this section may assist users in developing work solutions allowing the entry of these actions into PD2.  Full functionality for Grants and Cooperative Agreements  will be provided in V5.0.

· Limited functionality as set forth below is currently available:

· Award PIINs can be entered with a 1, 2, or 3 in the ninth position.

· Sites can develop local document formats for grants and cooperative agreements.  See your System Administrator to develop a local format.  If a local document format is used, ensure that you select that format under Document Options – Classification when creating the grant/cooperative agreement or any solicitation from which it will be built.
· Cover pages can be created using the Add Text button on the Clauses tab and placing the Add Text item in Section A.

2.12.5 Memorandum of Agreement (MOA)

· Procurement – Memorandum of Agreement

· This feature provides the capability to record non-contractual instruments in your PD2 database.  

· You cannot create an MOA by highlighting a specific procurement instrument.  It must be created as a stand-alone document and then associated with one or more contractual instruments.

· Provides the capability to enter descriptive text, specific tasks, and the funds and hours associated with each task.  

· The MOA must be signed before hours can be associated with the tasks listed on the MOA.  To sign an MOA, open the MOA and select MOA – Sign MOA.

· Once the MOA has been assigned, the user can enter Task Items associated with each of the MOA Tasks.  On the Task Items, the user can enter hours and funds expended on the task item as well as the individual that performed the Task Item.

· PD2 does not track funds allocated or expended on an MOA. 

2.13 Post-Award Processes

2.13.1 Delivery Orders Against Indefinite Delivery (IDC) Contracts

· This section addresses the placement of orders against IDC contracts awarded by your organization or by another DOD activity.  

· For guidance on the placement of orders against IDC contracts award by your organization, see the next section entitled Delivery Orders Against IDC Contracts Awarded by Your Organization.

· For guidance on the placement of orders against IDC contracts award by another DOD organization, see the section entitled "Delivery Orders Against IDC Contracts Awarded by Another DOD Organization".

· For guidance on orders placed against a non-DOD agency, see the section entitled "Delivery Orders Against Other Agency Contracts".

· Purchase Requests for Delivery Orders.  When entering a PR for a delivery order against an IDC contract, recommend the Description field of the PR line items contain the IDC contract line item.  This will help identify the appropriate PR line item to be matched with the IDC contract line item on the Delivery Order/Task Order (DO/TO) Matchmaker screen.  This recommendation applies to both orders against IDC contracts awarded by your organization as well as orders placed against IDC contracts awarded by other DOD organizations.

· Delivery Orders against IDC contracts can be created by highlighting either a PR or the IDC contract or as a stand-alone document against which PR(s) are attached using the Line Item – Attach functionality.

· IDC Constraints.  If IDC Constraints were entered under Document Options – Classification when the award was created, the user will receive a warning when an order falls outside of these established constraints.  The user will be allowed to continue with the placement of the order; the warning serves only as a caution.  Continued placement of the order may be dependent on local policy and/or the terms and conditions of the contract.

· Contract Quantity Maximum

· Contract Amount Maximum

· Order Quantity Minimum

· Order Quantity Maximum

· Order Amount Minimum

· Order Amount Maximum

· Line Item Quantity Constraints.  The system will also provide a warning if the line item quantity on an order, when combined with the line item quantity on previous orders, exceeds the estimated quantity established for the IDC Contract line item quantity; again the user is not prohibited from proceeding with the placement of the order. Continued placement of the order may be dependent on local policy and/or the terms and conditions of the contract.

· Ordering Period.  If an ordering period was entered under Document Options – Classification when the IDC Contract was created, the system will not allow the placement of an order either prior to the Start Date or after the End Date.  If the ordering period must be extended, the user must create a modification to the IDC contract.

2.13.1.1 Delivery Orders Against IDC Contracts Awarded by Your Organization

· This section addresses specific requirements of the placement of orders against IDC contracts entered into PD2 using other than the External Award function.  For guidance on orders placed against IDC contracts entered using the External Award function, see the next section.

· Orders placed against IDC contracts awarded by your organization should be numbered 0001-9999.  If your order does not begin with this 2-position call/order code, cancel the creation of the order and contact your System Administrator.

2.13.1.2 Delivery Orders Against IDC Contracts Awarded by Another DOD Organization

· This section addresses specific requirements of the placement of orders against IDC contracts written by other DOD activities and entered into your PD2 database using the External Award function.

· Orders placed against IDC contracts entered as External Awards should begin with the 2-position call/order code listed for your organization in DFARS Appendix G.  If your order does not begin with this 2-position call/order code, cancel the creation of the order and contact your System Administrator.

2.13.2 Delivery Orders Against Other Agency Contracts

· This section addresses the placement of orders against contracts awarded by other than DOD agencies, e.g. orders against GSA or FSS schedules.  This section does not address direct procurements with other agencies.  For guidance on these actions, see the earlier section entitled Direct Procurements with Other Agencies.

· Orders against contracts issued by other than DOD agencies should be placed using either the Postaward – GSA/FSS DO/TO (DD1155) or GSA/FSS DO/TO (SF1449) function.

· These orders should contain an "F" in the ninth position of the award PIIN.

· When properly entered into PD2, the other agency contract number will be placed in the Contract Number field and the order number (F PIIN) will be placed in the order number field, thereby ensuring successful transmission to interfaces, EDI, and EDA as well as the correct completion of a DD350.

2.13.3 BPA Calls

· Menu Path: Procurement – PostAward – BPA Call

2.13.3.1 Creating a BPA Call

· Highlight the BPA or create a stand-alone BPA Call and select the BPA.  BPA Calls cannot be created by highlighting a PR.
· Enter the Date of Call using the Shift Calendar feature.

· Enter the Discount Terms in accordance with the instructions set forth in the paragraph entitled "Prompt Payment Discount Terms" in the section entitled " Award Document Level Data Common to Multiple Forms".

· Verify that the Issued By, Payment By, and Ship To addresses are correct.  These addresses will default from the BPA itself and may not be correct for the BPA Call.

· Attach line items in accordance the instructions set forth in the Attaching Line Items section of the CONOPS.

· Document Options – Local Info.  Complete Local Info fields as required by the interfaces run at your site.   

· BPA Calls do not require generation of either CLINs or Document.

· BPA Calls must be approved and released.

2.13.3.2 Modification of BPA Calls

· Menu Path: Procurement – PostAward – Modification – BPA Call.

· BPA Modifications are not created on an SF30.  Instead the user simply enters a Date of BPA Modification and makes the appropriate changes to the BPA Call record.

· Like the BPA Calls themselves, modifications to BPA Calls are not generated.

· When displayed on printed, a BPA Call modification format is the same as that of the BPA Call itself except for the addition of a 2-position modification suffix to the BPA Call number.

2.13.4 Termination

· PD2 provides a Terminate function at both the document level and the line item level.  

· Caution:  Sound procurement practice dictates the use of a modification when terminating an award.  The document level Terminate function provided by PD2 should not be used.   

· Prior to using the line item level Terminate function, users should familiarize themselves with the information regarding the potentially negative impact of Termination on the SPS-I interfaces.  This information is provided in the following section.

2.13.4.1 SPS-I Interfaces and Document Level Termination 

· Menu Path: Procurement – PostAward - Termination

· DO NOT use the document level Terminate function accessed via Procurement – PostAward – Termination if your site is running any of the SPS-I outgoing interfaces.  

· Awards terminated using the document level Terminate function are not transmitted to CAPS, AIRS, or CEFMS.

· Awards terminated using the document level Terminate function are transmitted to AMCISS and TAMMIS but there is no indication in the interface file that the award has in fact been terminated.  Transmission of terminated awards may lead to incorrect vendor payments and/or contractual litigation.

· CAP Interface and Rescind Termination.  If an award is accidentally terminated at the document level, rescind the termination using Procurement – PostAward – Termination – Rescind Termination and the record will then be transmitted to the CAPS interface.

2.13.4.2 SPS-I Interfaces and Line Item Level Termination

· Menu Path: Procurement – PostAward – Modification – Line Item – Termination

· DO NOT use the line item level termination function if your site is running either of the following interfaces:

· AMCISS

· CAPS

· TAMMIS

· If your site is running the AIRS or CEFMS interface and is not running AMCISS, CAPS, or TAMMIS, you may use line item level termination subject to the following: 

· Line item quantity and unit price must be appropriately adjusted to reflect the termination, i.e. must be zeroed out if a full termination and reduced appropriately if a partial termination.
· If your site is running the IAPS interface and is not running AMCISS, CAPS, or TAMMIS, you may use line item level termination subject to the following: 

· Line item quantity and unit price must be appropriately adjusted to reflect the termination.  However the IAPS interface requires that both Quantity and Unit Price be greater than zero so these data elements cannot be set to zero to reflect a full line item termination.   
2.13.4.3 Termination at the Line Item Level

· This section addresses the termination of individual line items.  For guidance on the termination of awards, see the next section which is entitled "Termination of Awards".

· Line items must be terminated through the modification process.

· To terminate a line item, highlight the line item and select Line Items – Termination – Terminate CLIN.

· Select a Termination Reason, i.e. Convenience, Default, Cause.  If Cause, make the appropriate selection from the dropdown menu.

· Indicate whether or not this is a partial or full termination of the line item.

· Enter a Description of the termination if a termination for convenience or default.

· When prompted, make the appropriate adjustments to contract quantity.  Caution:  The quantity terminated on a line item is not available for use on another acquisition.  Appropriate adjustment to the quantity is critical to successful AMCISS and AIRS interface transmissions.  Terminated line items will be transmitted to the interfaces but there will be no code identifying the line item as terminated.  For this reason it is imperative that users make appropriate adjustments to quantity on terminated line items, i.e. zero out quantity for full terminations, reduced quantity for partial terminations.

· When you exit Line Item – Detail, a stamp will be applied across the line item indicating the type of termination, e.g. T4C Partial, T4D Full, T4CA Partial, etc.

· Prior to release of the modification, you can remove the termination by highlighting the line item and selecting Line Items – Termination – Remove Termination.  Important: Make sure you make appropriate changes to quantity and unit price when removing a termination.

· After release of the modification, you can rescind the termination by creating a new modification, highlighting the line item and selecting Line Items – Termination – Rescind Termination.  Important: Make sure you make appropriate changes to quantity and unit price when rescinding a termination.

2.13.5 Modifications

· Either the award or a previously released modification must be highlighted in order to create a modification.  If released modifications exist and either the original award or an earlier released modification are highlighted, the system will notify you of this and ask if you want to use the conformed record.  Answer Yes to this prompt.
2.13.5.1 System Assignment of Modification Numbers

· PD² will assign a “U” modification number when the modification is created.  Except for in the case of bilateral modifications, the system will not assign the official modification number until release of the modification.

· Caution! Do not change the temporary "U" modification numbers assigned by the system.  These temporary modification numbers are temporary placeholders stored in one table in the database. The official "P" modification numbers are assigned by the system.  The official modification number is stored in a separate table of the database. Manual override of system assigned temporary modification numbers may result in future assignment of duplicate modification numbers and subsequently, SPS-I interface failures.
· Assignment of Official Modification Number.  

· When prompted to assign the official modification number, the user will be prompted to indicate whether the modification is a PCO or ACO modification.  Ensure that the correct selection is made.

· If the user has indicated that the modification is a bilateral document, a prompt allowing the assignment of the official modification number will be provided when the modification is approved.  If the modification is unilateral, the system will automatically assign the official modification number when the modification is released.

· The Draft watermark is removed when the official modification number is assigned.

· DFARS 204.7004(c)(3) addresses specific circumstances in which the second and third positions of the modification number must be alpha rather than numeric, the most notable being a Z in the second position for a modification that definitizes a Letter Contract.  PD2 does currently provide this capability; this capability will be provided in V4.2.  

2.13.5.2 Making Changes to the Award

· If the purpose of the modification is to change data contained within the original award, you must make those changes on the appropriate tabs during the modification process.  This is true of changes at the document level, e.g. discounts, vendor name, Payment Office as well as at the line item level, i.e. quantity, unit price, shipping address.  Examples: If making a change to a line item, locate the award tab on which the line items are located, open the appropriate line item, and make the necessary change.  If discount criteria are changed by the modification, go to the award tab on which that data is located and make the necessary change.

· When you create a modification, you will receive a Create New Modification screen.  Enter a Description of the modification that provides clear identification and a Reason for the Modification.  Text entered into the Reason for Modification block defaults into Block 14 of the SF30.  Do not type the complete text of Block 14 into the Reason for Modification block.  Instead type just a few words and complete Block 14 on the tab labeled "SF30 11,14".

· The Summary of Changes function automatically creates an amendment continuation page, detailing the changes made to solicitation and line item level data.  To create or revise the Summary of Changes or to add additional continuation text, see the paragraph entitled "Generate Modification Document" under Section 2.3.8.2.

· Modification Authority.  Complete Block 13a through 13d as appropriate.

· Unilateral or Bilateral Modification?  Indicate in Block 13e whether or not the contractor must sign the modification.  

· Unilateral Modification.  An indication that the contractor is not required to sign the modification designates to the system that the modification is unilateral and the official modification number will be assigned by the system at release of the modification. For unilateral modifications, the system will remove the Draft watermark upon release of the modification.  

· Bilateral Modification.  If you indicate that the contractor must sign the modification, the system creates a bilateral modification and the user has the option of assigning the official modification number at either approval or release of the modification.  For bilateral modifications, the system will remove the Draft watermark upon approval of the modification.  For more information, see the later section entitled Bilateral Modifications.

2.13.5.3 Modifications to Line Item Data

Adding a New Line Item

· To add a new line item, see the section entitled "Basic Line Item" functionality.

Deleting a Line Item

· Important.  Do not delete a line item during the modification process UNLESS the line item was added during the creation of the instant modification.  Line items on the conformed contract have already been sent to DFAS via SPS-I interfaces and deletion of them during the modification process may cause SPS-I interface errors and vendor payment problems.  Instead change the quantity and unit price to zero or terminate the line in accordance with the procedures outlined in the section Termination of Line Items.  
· To delete a line item added by error on the instant modification, see the section entitled "Basic Line Item" functionality.

Changes to Line Item Quantity and Estimated Unit Price 

· There are 2 methods that can be used to change quantity or estimated unit price.
· Enter the increase or decrease on the Amount of Mod line on the Line Item – Detail tab.  If entering a decrement to the quantity or the unit price on the Amount of Mod line, the number must be preceded by the "-" symbol.

· Enter the new quantity or unit price on the New Totals line on the Line Item – Detail tab.  

2.13.5.4 Exercise of Options

· The line item must have been properly designated as an Option line item during the award process in order to correctly exercise an option.

· To indicate to the system that an option is being exercised, go to the Line Item – Detail tab and click on "Base" in the Period block.

· Next go to the Funding tab, select a funding strip, and enter the appropriate funded amount.

2.13.5.5 Incremental Funding, Funding for Awards Subject to the Availability of Funds, and Funding with Multiple Lines of Accounting (LOA)

· To increase funding on a funding strip already on the award, simply go to the Line Item – Funding tab and adjust the Funded Amount.

· To increase funding with a new PR and funding strip, you must add an Info Only line item.  If funds are provided by a new PR, you must add a new line item.  Do not simply select the appropriate funding strip and enter the new PR Number on the Local Info tab of an existing PR Number.  This will cause errors in your PD2 database as well as inaccuracies in SPS-I transmissions.
· Create a PR with an Info Only line item.  Ensure that the Description field includes text identifying the line item as a funding line item and for which award line item it is providing funding.

· On the Funding tab, enter or select the appropriate funding strip and enter the appropriate funded amount.

· Create a modification and use the Line Item – Attach feature to add the Info Only line item.

2.13.5.6 Definitization Modifications

· When creating a modification that definitizes an unpriced contract action, e.g. unpriced purchase order or letter contract, remove the Cost Constraint of NTE for each line item that is being definitized.

· Caution!  Don't forget to adjust the line item unit prices and funded amount to reflect the Definitization agreement.

· DFARS 204.7004(c)(3)(iv) requires a "Z" in the second position of modification numbers if the modification definitizes a letter contract.   This functionality will not be available until  V4.2.  Until then, accept the system assignment of the modification number.

2.13.5.7 Bilateral Modifications

· PD2 allows the assignment of the official modification number during the Approval stage if the user has indicated in the SF30 Block 13 that the modification is a bilateral modification.  

· If the official modification number is assigned during Approval and the modification is later unapproved and re-approved again, the system will ask if the user wants to reassign the official modification number.  Important:  Do not reassign the modification number.  This can cause system errors.

2.13.5.8 
Concurrent Modifications

· PD2 allows the creation of multiple concurrent modifications against the same award at any given point in time.

· The conformed contract will always reflect the net changes of all released modifications.

· The Future View XE "Future View Feature" 

 XE "Modifications:Future View Feature"  feature provides a view of the impact of all pending modifications on the award.

· Important – If other modifications to the same award are released after the creation of your modification, the net effect of your modification on the award may be changed.  Example:  At the time your modification was created, your modification represented a net increase of $57,000 to the total award amount.  Due to the release of another modification after creation of your modification, your modification may represent a different net increase or even a net decrease in total award amount.  It is critical that you check all line item extended amounts and funded amounts prior to the release of any modification for which there may have been concurrent modifications against the same award.
2.13.5.9 Multiple Contract Modifications (MCM)

· Menu Path: Procurement – PostAward – Modification – Multiple Contracts

· This function provides the capability to simultaneously create modifications to multiple contracts.  When using this function, the user indicates a change that should be made on all awards meeting certain designated criteria, e.g. for all awards with a Paying Office DODAAC of S44055, change the Paying Office DODAAC to HQ0301.

· Only the following date elements can be changed using this functionality:

· Admin By Office

· Payment Office

· Invoice Submission Office (SF26 only)

· Ship To Address

· Vendor 

· Clauses can be added or deleted

· Add Text items can be added or deleted

· After you have indicated the changes to be made to all awards, click on the Match button on the Contracts tab.  The system will locate and display all awards meeting the criteria that you have designated on the Addresses 1, Addresses 2, and Clause tabs.  Use the Add and Delete buttons to add additional contracts or remove some of those selected by the system.

· MCM(s) do not use the same Generation process as other modifications.  There is no need to generate CLINs, a Summary of Changes, or a Modification Document; you need only to generate the document using Document Options – Generate Document.

· When the MCM is released, the system will automatically create modifications against all awards meeting the MCM criteria.  Note: The system does not automatically approve and release these modifications.
2.13.6 Award Status

· Menu Path: Procurement – Post-Award – Award Status

· This function provides information on the conformed award data and the vendor as well as on modifications and orders placed against the award.

· An Award Status report cannot be created until the award is released.

· An Award Status Report cannot be created for either BPA Master Agreements or External Awards; however it can be created for orders/calls against these actions.

· Caution! The Award Status report is not automatically updated with the release of a modification or an order against the award.  To incorporate changes made by subsequent modifications or orders, you must delete and recreate the Award Status report.

· This initial screen of this function is divided into 4 major areas:

· Conform Copy of Award

· Vendor

· Award Modification Count

· Delivery/Task Order Count

2.13.6.1 Conform Copy of Award

· This area of the screen provides the following information:

· Document Number

· Award Release Date

· Total Award Amount

· Total Obligation Amount

· Period of Performance

· Contract Type

· Built from PR Number

· The Total Award Amount and Total Obligation Amount on this screen reflect the total award amount and total obligated amount through all released modifications. 

· The Period of Performance field is populated by the Effective Date (not the release date) of the award and the most distant future date entered for a line item in either the Delivery Date field or the Period of Performance End Date field.

· The Contract Type field is populated by the Contract Type selected for the last line item on the original award.

· Built from PR Number.  By clicking on the More button, the user can view the PR Number from which the award was built.  The screen will provide a display of the PR Number and the Description entered for the PR.  There is also a column labeled "Date Applied" but this field is never updated by the system.  Note: This screen will display only a PR that was highlighted to create an award; it does not provide a display of PR(s) that are attached using Line Items – Attach.

2.13.6.2 Vendor

· This area of the screen provides the following information:

· Vendor Name

· Vendor Address

· Vendor Contact

· Vendor Phone

· Vendor Fax

· Vendor Email

2.13.6.3 Award Modification Count

· This area of the screen provides the following information:

· Number of Modifications

· Detail on Each Modification.  By clicking on the Detail button, the user can access the Effective Date and the Release Date of the original award, modification numbers, modification description, and modification date (release date) as well as the Award Amount and award Obligation Amount as it stood after the release of each modification.  A "Current" stamp will appear across the Modification Date of the most recently released modification.  Note: Both unreleased and released modifications will appear on this screen.  The Modification Date column will only be populated for released modifications.

· Remember!  The Award Status report only displays the award, modifications, and delivery order information in effect at the time the Award Status report was created.  If your modification does not appear on the Award Status report, delete and recreate the Award Status report.

2.13.6.4 Delivery/Task Order Count

· This area of the screen provides the following information:

· Number of Delivery/Task Orders

· Detail on Each Modification.  By clicking on the Detail button, the user can access information on orders placed against the award.  This section of the report is divided into 4 main blocks: Contract, Contract CLINs, Delivery Order CLINs, and Contract Line Item Summary.  The data elements contained within each of these sections are discussed in more detail below.
· Remember!  The Award Status report only displays the award, modifications, and delivery order information in effect at the time the Award Status report was created.  If your delivery order does not appear on the Award Status report, delete and recreate the Award Status report.

Data Elements Contained within the "Contract" Block

· Min Quantity.  Contract Minimum Quantity entered for the IDC Contract under Document Options – Classification.

· Max Quantity.  Contract Maximum Quantity entered for the IDC Contract under Document Options – Classification.

· Rem Quantity.  The difference between the Max Quantity and the total quantity ordered against the IDC Contract for all line items on all orders. This field does reflect quantities placed on unreleased delivery orders.  

· Min $ Amount.  Contract Minimum Amount entered for the IDC Contract under Document Options – Classification.

· Max $ Amount.  Contract Maximum Amount entered for the IDC Contract under Document Options – Classification.

· Rem $ Amount.  The difference between the Max $ Amount and the total dollar amount ordered against the IDC Contract for all line items on all orders. This field does reflect amounts placed on unreleased delivery orders.  

Data Elements Contained within the "Contract CLINs" Block

· Line Item Number, Description, Quantity, and Unit Cost for IDC Contract Line Items.  Reflects the line item information contained on the conformed IDC contract.

Data Elements Contained within the "Delivery Order CLINs" Block

· Delivery Order Number, Line Item Number, Description, Total Line Item Cost, and Quantity, for delivery order line items

· Status.  This field will be blank for saved but unapproved delivery orders, "Approved" for approved orders, and "Released" for released orders.
Data Elements Contained within the "Contract Line Item Summary" Block

· Total Ordered Quantity.  Total quantity ordered for the selected line item on all delivery orders.  This field does not reflect quantities placed on unreleased delivery orders.  This field is not updated until the order is released.

· Total Ordered Amount.  This field is not currently updated by the system.

· Remaining Quantity.  The difference between the quantity entered on the IDC Contract line item and the total quantity of the selected line item ordered on all delivery orders.  Unlike the Total Ordered Quantity field, this field does reflect quantities placed on unreleased delivery orders.
· Remaining Amount.  This field is not currently updated by the system.

2.14 Contract Administration 

2.14.1 Audit Tracking

· This section is still in development.

2.14.2 Vendor Dispute Tracking XE "Dispute Tracking" 
· This section is still in development.

2.14.3 Receipts and Payments 

· This section is still in development.

2.14.3.1 Receipts

2.14.3.2 Payments

2.14.4 Vendor Performance Evaluation

· This section is still in development.

2.14.5 Contract Closeout XE "Contract Closeout"  Process

· PD2 provides 2 methods by which to close out awards: automatic closeout and manual closeout.  These methods are discussed in more detail in the following sections.

· Cautionary Notes about the PD2 Contract Closeout Process:

· If an indefinite delivery contract is closed out, the system will prohibit the creation of an order against that contract when the user highlights the award to begin the delivery order creation process.  However if the user instead highlights a PR or creates a stand-alone order, the system will allow the creation of the order and provide no warning that the award has been closed out.
· The system will prohibit the creation of modifications against awards that have been closed out.  If an award needs to be reopened, see the guidance in the section entitled "Reactivating Awards".

2.14.5.1 Automatic Closeout

· Business rules for identifying contract actions types and criteria for automatic closeout must be established in the System Administration task Closeout.  Additional guidance on this task is available in CONOPS Part 1 Functional System Administration.  Sites should provide local guidance to users on those actions subject to automatic closeout.

2.14.5.2 Manual Closeout

· Before you begin the contract closeout process:

· Review FAR 4.804 and DFARS 204.804 for contract closeout regulatory requirements and guidance.  

· Verify that no further modifications or order will be placed against the award.

· Check for unreleased modifications against the award.  If unreleased modifications exist, review them to determine if they should be released and if the modifications are no longer applicable and will not be released, delete them.

· If closing out an indefinite delivery contract, check for unreleased orders against the award.  Review them to determine if they must be released and if not, delete the orders.

· A Final Payment Date must be entered for the award.  Select Procurement – PostAward – Closeout – Payment Schedule to determine if a final payment data has been entered.  If necessary, enter or correct the final payment date using the Shift Calendar feature.

· Verify the Retention Date.  The system will calculate a Retention Date based upon the Final Payment Date.  Select Procurement – PostAward – Closeout – Retention End to view the retention date calculate by the system.  Verify the accuracy of the date in accordance with FAR 4.805 and DFARS 204.805.  If necessary, change the Retention Date using the Shift Calendar feature.

· Contract Completion Statement (DD Form 1594)

· Menu Path: Procurement – PostAward – Closeout – Contract Completion Statement (DD Form 1594)

· DFARS 204.804-1(1) authorizes the use of a locally developed form rather than a DD1594 if contracting offices are administering their own contracts.  However PD2 does not allow the manual closeout of an award without the completion of a "signed" DD1594.

· When creating a DD1594, enter a description of the award that will readily identify the requirement.

· The following blocks on the DD1594 are individually referenced due to their importance in the successful completion and closeout of an award.  However users must ensure that all applicable blocks, to include those not specifically address below, are properly completed.

· Block 3 Issuing Office.  Ensure that the correct Issuing Office address is selected in Block 3.

· Final Payment.  Complete either Block 6b and 6c or Block 7b and 7c as applicable.

· Block 9b Administration Office Actions.  Select the appropriate individual to in your organization to "sign" the DD1594 in Block 9c.  Save the DD1594 and route the form to this individual for signature.  When the form is returned, proceed with the following steps.

· Purchasing Office Actions.  Complete Block 10a.

· Block 10c Responsible Official.  Select the appropriate individual to in your organization to "sign" the DD1594 in Block 10d.  Save the DD1594 and route the form to this individual for signature.  Note: The DD1594 must be "signed" in Block 10d before the award can be closed out.
· Contract Closeout Checklist (DD Form 1597)

· Menu Path: Procurement – PostAward – Closeout – Contract Closeout Checklist (DD Form 1597)

· DFARS 204.804-1(2) requires the completion of a DD1597 Contract Closeout Checklist (or agency equivalent) for actions valued above the simplified acquisition threshold.  PD2 does not require the completion of this form.  Users must ensure that the DD1597 is completed when required by regulation.

· Final Step in Contract Closeout.  Highlight the award and select Procurement – PostAward – Closeout – Closeout Award.  The system will place a "Closed Out" stamp on the basic award and all modifications against that award.

2.14.5.3 Reactivating Awards

· Menu Path: Utilities – System Administration – Reactivate

· PD2 provides a System Administration task Reactivate that allows authorized users to reopen awards.

2.15 Top Things to Remember about PD² XE "Top Things to Remember about PD²" 
· After logging in to PD2, your first step should be to select Windows – Cascade.  This will ensure that all cabinets are properly displayed and will provide a visual cue of the active cabinet.  New documents are created in the Active cabinet so it is critical that the correct cabinet is open prior to creating any documents.

· Do not work in your Inbox or Outbox.  

· Close Word and Excel prior to generation to avoid document generation errors and/or lost documents.

· To unapprove a document, add another approval sheet and select Unapproved from the Approval Types dropdown field.

· To access the Date Calendar feature, place your cursor in the date field, hold down the “Shift” key and double-click your mouse.

· Avoid minimizing documents.  It's easy to forget that you have already opened the document and PD2 will not prevent you from opening the document again.  When multiple copies of the same document are open, problems can occur.   

· Be patient when generating.  Always wait for the system notification that generation has completed.

· Consider adding your name at the end of a route list so the document is automatically returned to you at the end of the route.  

· Prior to release of an award or modification, you must click on the Funds Available block.  This is also true of documents that do not obligate funds, e.g. agreements, IDC contracts.

· SGGAR: Save, Generate CLINs, Generate Document, Approve, Release.

· SAVE AND SAVE OFTEN!

· Use the % sign as a wild card when performing a search.

· Prior to the release of any award or modification, run the Army Integrity Tool.

· If you make changes to the document after initial generation, remember to regenerate.
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