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Preface 

Introduction

The AcquiLine web-based modular suite of acquisition solutions works seamlessly with the Department of Defense’s (DoD) Standard Procurement System (SPS) to automate manual processes and facilitate paperless acquisition in the DoD.  Solicitation and Response (SRweb) is a web-based application that provides the capability to search for and view Request for Quotations (RFQs), Request for Proposals (RFPs), and Invitations For Bids (IFBs).  SRweb also provides the capability to submit a secure quote online for RFQs.  Once a quote has been submitted, SRweb provides the capability to search, view, revise and delete the submitted quote.  In addition, SRweb provides the capability to search for and view awards. 

The SRweb User’s Guide is designed to be a comprehensive manual providing detailed procedures for the various system features of the product.  The manual is divided into seven sections:  Getting Started, Vendor Account Registration and Maintenance, Searching, Solicitations, Quotes, Batch Quotes, and Awards.  

Supported Browsers

SRweb is compatible with the following browsers:

· Microsoft Internet Explorer v5.5 and higher 

· Netscape Navigator v6.1 and higher

Required Software

SRweb requires the following software to utilize all of the site’s features:

· Microsoft Word 97 or higher

· Adobe Acrobat Reader  
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Chapter 1:  Getting Started

Welcome to SRweb, the premier web-based solicitation posting and vendor response application.  SRweb provides a method for vendors to view and respond to various business opportunities with real-time interaction.  SRweb is easy to use and increases efficiency and readiness in the solicitation and response processes. 

There are three types of SRweb users:  guest, user, and super user.  Guests are not required to log on to SRweb.  Users and super users log on to SRweb by entering a unique username and password that controls access to SRweb.  

1.1 SRweb Guest

An SRweb guest is a person accessing SRweb without being logged on to the web site.  A valid user account is not required to access SRweb.  Guests may search and view solicitations and awards without a user account.  However, a valid user account is required to quote on solicitations, view submitted quotes, and perform vendor maintenance.  For more information on obtaining a user account, refer to Chapter 2:  Vendor Account Registration & Maintenance.
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Figure 1.1:  SRweb Left Menu - Guest

The SRweb guest’s page contains the following hyperlinks:  Home, Login, Solicitations, Awards, View All Solicitations, Register As New Vendor, Download Solicitations, Contact Us, and Help.

1.1.1 Home

The Home hyperlink allows the SRweb guest to access the SRweb Home page.

1.1.2 Login

The Login hyperlink opens the Login page that allows the SRweb guest to log on as an SRweb user. 

1.1.3 Solicitations

The Solicitation hyperlink opens the Solicitation Search page that allows the SRweb guest to search for and view solicitations.

1.1.4 Awards

The Awards hyperlink opens the Awards Search page that allows the SRweb guest to search for awards.

1.1.5 View All Solicitations

The View All Solicitations hyperlink opens the Solicitations Search results page and displays all solicitations in SRweb.

1.1.6 Register As New Vendor

The Register As New Vendor hyperlink opens the Register As New Vendor page that allows the SRweb guest to start the registration process.

1.1.7 Download Solicitations

The Download Solicitations hyperlink opens the Download Solicitations page that allows the user to download solicitations from a specified date range.

1.1.8 Contact Us

The Contact Us hyperlink provides contact information for questions about the web site.

1.1.9 Help 

The Help hyperlink opens the SRweb Help page.

1.2 SRweb User

An SRweb user is a person who is logged on to SRweb and does not have super user rights.  A user must be registered prior to logging on to SRweb.  For more information on registration, refer to Chapter 2:  Vendor Account Registration & Maintenance. 
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Figure 1.2:  SRweb Left Menu - User

The SRweb user’s page contains the following hyperlinks:  Home, Logout, Solicitations, Quotes, Awards, View All Solicitations, Fast Track Quoting, Update User Information, Upload Batch Quotes, Download Solicitations, Download Fill-In Configuration, Contact Us, and Help.

1.2.1 Home

The Home hyperlink allows the SRweb user to access the SRweb Home page.

1.2.2 Logout

The Logout hyperlink allows the SRweb user to log out of SRweb. 

1.2.3 Solicitations

The Solicitation hyperlink opens the Solicitation Search page that allows the SRweb user to search for and view solicitations.

1.2.4 Quotes

The Quotes hyperlink opens the Submitted Quotes Search page that allows the SRweb user to search for submitted quotes.

1.2.5 Awards

The Awards hyperlink opens the Awards Search page that allows the SRweb user to search for awards.

1.2.6 View All Solicitations

The View All Solicitations hyperlink opens the Solicitations Search results page and displays all solicitations in SRweb.

1.2.7 Fast Track Quoting

The Fast Track Quoting hyperlink opens the Fast Track Quoting page that allows the SRweb user to enter the solicitation number and be taken directly to the quote form without actually searching for and opening the solicitation.

1.2.8 Update User Information

The Update User Information hyperlink opens the Update User Account page to update the SRweb user’s personal account. 

1.2.9 Upload Batch Quotes

The Upload Batch Quotes hyperlink opens the Upload Batch Quotes page that allows the SRweb user to submit a quote via the batch quoting process.

1.2.10 Download Solicitations

The Download Solicitations hyperlink opens the Download Solicitations page that allows the user to download solicitations from a specified date range.

1.2.11 Download Fill-In Configuration

The Download Fill-In Configuration hyperlink allows the user to download the current SRweb fill-in clause configuration.

1.2.12 Contact Us

The Contact Us hyperlink provides contact information for questions about the web site.

1.2.13 Help 

The Help hyperlink opens the SRweb Help page.

1.3 SRweb Super User

An SRweb super user is a person who is logged on to SRweb and has super user rights.  The user that initially registers a vendor in SRweb is the super user for that Commercial and Government Entity (CAGE) code.  The super user can add additional users, modify existing users, and maintain the vendor profile through account maintenance.  The super user account acts as the account administrator for the CAGE code.  For information on vendor account registration, refer to Chapter 2:  Vendor Account Registration &  Maintenance.
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Figure 1.3:  SRweb Left Menu – Super User

The logged in SRweb super user’s page contains the following hyperlinks:  Home, Logout, Solicitations, Quotes, Awards, View All Solicitations, Fast Track Quoting, Vendor Account Maintenance, Upload Batch Quotes, Download Solicitations, Download Fill-In Configuration, Contact Us, and Help.

1.3.1 Home

The Home hyperlink allows the SRweb super user to access the SRweb Home page.

1.3.2 Logout

The Logout hyperlink allows the SRweb super user to log out of SRweb. 

1.3.3 Solicitations

The Solicitation hyperlink opens the Solicitation Search page that allows the SRweb super user to search for and view solicitations.

1.3.4 Quotes

The Quotes hyperlink opens the Submitted Quotes Search page that allows the SRweb super user to search for submitted quotes.

1.3.5 Awards

The Awards hyperlink opens the Awards Search page that allows the SRweb super user to search for and view awards.

1.3.6 View All Solicitations

The View All Solicitations hyperlink opens the Solicitations Search results page and displays all solicitations in SRweb.

1.3.7 Fast Track Quoting

The Fast Track Quoting hyperlink opens the Fast Track Quoting page that allows the SRweb super user to enter the solicitation number and be taken directly to the quote form without searching for and opening the solicitation.

1.3.8 Vendor Account Maintenance

The Vendor Account Maintenance hyperlink opens the Account Maintenance page that allows the SRweb super user to manage vendor profiles and user accounts.  For more information regarding vendors, refer to Chapter 2:  Vendor Account Registration & Maintenance. 

1.3.9 Upload Batch Quotes

The Upload Batch Quotes hyperlink opens the Upload Batch Quotes page that allows the SRweb super user to submit a quote via the batch upload process.

1.3.10 Download Solicitations

The Download Solicitations hyperlink opens the Download Solicitations page that allows the user to download solicitations from a specified date range.

1.3.11 Download Fill-In Configuration

The Download Fill-In Configuration hyperlink allows the user to download the current SRweb fill-in clause configuration.

1.3.12 Contact Us

The Contact Us hyperlink provides contact information for questions about the web site.

1.3.13 Help 

The Help hyperlink opens the SRweb Help page.

1.4 Log in

1.4.1 Login Process

The login process requires the SRweb user to enter a valid username and password.  

To log on to SRweb:

1. From the left menu, click the Login hyperlink.

The Login page displays.
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Figure 1.4:  Login Page

2. Enter a valid username in the Username field.

3. Enter a valid password in the Password field.

4. Click the [Sign-in] button.

The Solicitation Search page displays.
1.4.2 Forget Password

SRweb allows the user to receive a new password if the user forgets their password.  

To obtain a new password:

5. From the left menu, click the Login hyperlink.

The Login page displays.

6. Enter the username in the Username field.
7. Click the [?Password?] button.  Click [OK] in the confirmation dialog box.
The new system-generated password is sent to the e-mail address associated with the user account.

1.5 Other Useful Tips

1.5.1 Auto-Calendar Feature

The Auto-Calendar feature allows the SRweb user to quickly select a date from a calendar interface.

To use the Auto-Calendar feature:

8. Click the Calendar icon [image: image5.png]


 next to the date fields.

The Auto-Calendar displays.
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Figure 1.5:  Auto-Calendar Feature

9. Select the appropriate month from the Month drop-down list box.

10. Select the appropriate year from the Year drop-down list box.

11. Click the appropriate day of the month in the calendar and click [OK] or double-click the day of the month.

The user may also manually enter dates directly into the Selected Date field.  For more information on acceptable date formats, refer to Section 1.5.2:  Valid Date Formats.

1.5.2 Valid Date Formats

In addition to using the Auto-Calendar feature, the user may also manually enter a date into all SRweb date fields.  SRweb accepts the following date formats:

	MM-DD-YYYY
	M/DD/YYYY
	MM/DD/YYYY

	MM DD YYYY
	M D YYY
	MM.DD.YYYY

	MM-DD-YY
	M.DD.YYYY
	MM/DD/YY

	MM DD YY
	M-DD-YY
	MM.DD.YY

	M-D- YYYY
	M/DD/YY
	M/D/YYYY

	M D YYYY
	M DD YY
	M-D-YY

	M/D/YY
	M.DD.YY
	M D YY

	M.D.YY
	Mon DD YYYY
	MM-D-YYYY

	MM/D/YYYY
	Mon DD YY
	MM D YYYY

	M.D.YYYY
	Mon D YYYY
	MM-D-YY

	MM/D/YY
	Mon D YY
	MM D Y

	MM.D.YY
	M-DD-YYYY
	


1.5.2 Navigation

When the [Back] or [Forward] buttons on the browser are clicked, the information displayed on the page does not get automatically updated.  It is strongly recommended to limit the use of the [Back] and [Forward] buttons of the browser and use the navigation controls provided within the SRweb pages instead.

1.5.3 Session Time out

When the user logs on to SRweb, an SRweb session starts.  If the session remains inactive for more than thirty minutes (i.e. the user does not interact with the web site) the session is terminated.  When the user returns and performs an action that requires the user to be logged on, SRweb displays a notice requesting the user to log on again to start a new session.
1.6 E-mail Notifications

1.6.1 E-mail Notification for System-generated Password

An e-mail notification is sent to a user e-mail address (specified in the user profile) when a new system-generated password is requested.  The e-mail includes the username and the new password generated by the system.  

Chapter 2:  Vendor Account Registration & Maintenance
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SRweb requires users to register in order to submit quotes.  Once registered, vendors can create new user accounts and perform both vendor and user account maintenance.  Agents, vendors who are authorized to quote for other vendors, also have the ability to maintain copies of vendor profiles to be used for quoting.

2.1 Vendor Registration

To register on SRweb:

12. From the left menu, click the Register As New Vendor hyperlink.

The Register As New Vendor page displays.
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Figure 2.1:  Register As New Vendor Page

The Register As New Vendor page provides important information for registrants and should be read carefully before proceeding.  The SRweb user can then scroll down to begin registration.  

13. Enter a CAGE code in the Enter CAGE Code to begin registration process field.

14. Click the [Register] button.

The Vendor Registration page displays.

15. Click [Cancel] to exit the Register As New Vendor page.

If your organization does not have a record of the vendor’s information, a link to the Central Contractor Registration (CCR) web site is provided.
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Figure 2.2:  Vendor Registration Page

If the CAGE has already been registered on SRweb, the name and e-mail address of the person designated as the super user is provided.  
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Figure 2.3:  Register As New Vendor Page

SRweb pre-fills the Company Data section.  The information cannot be changed on SRweb but is updated from your organization’s record of the vendor’s information.

If your organization does not have a record of the vendor’s information, the Company Data section is editable.
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Figure 2.4:  Vendor Registration Page

16. Enter the company name in the Company Name field.  

17. Enter the business address in the Business Address field.  

18. Enter the city in the City field.  

19. Select the state from the State drop-down list box.  

20. Select the country from the Country drop-down list box.  

21. Enter the ZIP code in the ZIP Code field.  

22. Enter the DUNS code in the DUNS field.

23. Enter the DUNS +4 code in the DUNS + 4 field.
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Figure 2.5:  Vendor Registration Page

The information entered in the Account Administrator/Super User section is used to create the first super user for the account.  If another user attempts to register the same CAGE, this super user’s information is used as the POC information.  If your organization has a record of the vendor’s information, the super user information is pre-filled with the contact information from that record.  However, this information is editable.

24. Enter the username in the Username field.  The username is used to log on to SRweb.

25. Enter the full name in the Full Name field.  

26. Enter the phone number in the Phone Number field.  

27. Enter the fax number in the Fax Number field

28. Enter the e-mail address in the E-mail Address field.  The user’s password is sent to this e-mail address.

[image: image12.png]Representations and Certifications

‘Small Business Program Representation
€ Large Business

€ Small Business

€ Histarically Black College or University or Minority Institution.
€ NonProfitInstitution

€ Forsign Supplier

€ Other Educational

€ Shelter Workshop

€ Other

If answered Small Business ahove, select from the following f applicable;

Small Business Type
™ HUBZone Smal Business
™ Disadvantaged Business
™ Other Vetersn

™ Service-Related Veteran
™ Very Small Business

™ Woman. Owned Business

IfSmell Disedvantaged Business, please select from the following

Etforic Group |




Figure 2.6:  Vendor Registration Page

The Representations and Certifications section consists of the Small Business Representation, Small Business Types, and Ethnic Group.  This information populates the online quote form and may be changed at that time.  For batch quoting, this information is included in the quote if the Small Business Representation, Small Business Type, or Ethnic Group tags are left blank in the batch quote.  For more information on online quoting, refer to Chapter 5:  Quotes.  For more information on batch quoting, refer to Chapter 6:  Batch Quotes.
29. Select the appropriate radio button for the Small Business Program Representation. 

30. If the Small Business radio button is selected for the Small Business Program Representation, select the applicable Small Business Type check box.  Multi-selection is permitted.

31. If the Small Business radio button is selected for the Small Business Program Representation and the Disadvantaged Business check box is selected for the Small Business type, select an ethnic group from the Ethnic Group drop-down list box.
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Figure 2.7:  Vendor Registration Page

If your organization has a record of the vendor information, the TIN, Type of Organization, and Common Parent fields do not display. 

32. Enter the Tax Identification Number (TIN) in the TIN field.

33. From the Type of Organization drop-down list box, select the type of organization.

34. Select the N/A check box if Common Parent information is not applicable to the CAGE.

35. If Common Parent information is applicable, enter the name in the Name field.

36. If Common Parent information is applicable, enter the TIN in the TIN field.

37. From the Affirmative Action Compliance drop-down list box, select an Affirmative Action Compliance type.  For further information, FAR 52.222-25 may be viewed by clicking the FAR 52.222-25 hyperlink.

38. From the Previous Contracts and Compliance Reports drop-down list box, select a Previous Contracts and Compliance Report type.

39. Select the Yes radio button if the CAGE agrees to use alternate dispute resolution in accordance with DLAD clause 52.233-9001.  Select the No radio button if the CAGE does not agree to use alternate dispute resolution in accordance with DLAD clause 52.223-9001.
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Figure 2.8:  Vendor Registration Page

Prompt Payment Discount information entered here populates the online quote form and may be changed at that time.  For batch quoting, Prompt Payment Discount information is included in the quote if the Discount Terms tags are left blank in the batch quote.  For more information on online quoting, refer to Chapter 5:  Quotes.  For more information on batch quoting, refer to Chapter 6:  Batch Quotes.

40. If applicable, enter the percentage amount in the 10 Days Prompt Payment Discount field.

41. If applicable, enter the percentage amount in the 20 Days Prompt Payment Discount field.

42. If applicable, enter the percentage amount in the 30 Days Prompt Payment Discount field.

43. If applicable, an additional Prompt Payment Discount may be entered.  Enter the number of days in the Days Prompt Payment Discount field.  Then enter the percentage amount in the corresponding Days % field.

Payment Terms information entered here is populated on the online quote form and may be changed at that time.  For batch quoting, Payment Terms are pulled from this profile and included in the quote if the Net Days or Quote Valid For tag is left blank in the batch quote.

44. Enter the number of days in the Net Days field. 

45. Enter the number of days the quote is valid for in the Quote Valid For field. 
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Figure 2.9:  Vendor Registration Page

There are several types of e-mail notifications sent to vendors.  Some notifications are solicitation-based such as amendment announcements. Where applicable, chapters in this User Guide have sections to summarize the e-mail notifications received.  For more information on e-mail notifications, refer to Chapter 4:  Solicitations, Chapter 5:  Quotes, Chapter 6:  Batch Quotes, and Chapter 8:  Awards.

46. Enter a primary e-mail address to receive solicitation information in the Primary 
E-mail Address for Solicitation Information field.  This e-mail address receives notifications of posted solicitations that are sent to vendors concerning solicitations such as matching criteria, amendments, etc.

47. Enter a backup e-mail address to receive solicitation information in the Backup 
E-mail Address for Solicitation Information field.  If an e-mail address is entered, the backup e-mail address receives the same notifications as the primary e-mail address.

There are also e-mail notifications sent to vendors that are award-based such as awardee notification and notification of posted modifications and delivery orders.  Where applicable, chapters in this User Guide have sections to summarize the e-mail notifications received.  For more information on e-mail notifications, refer to Chapter 4:  Solicitations, Chapter 5:  Quotes, Chapter 6:  Batch Quotes, and Chapter 8:  Awards.
48. If the primary and backup e-mail addresses for receipt of award information is the same as the solicitation information e-mail addresses, select the Same as Solicitation Information check box.

49. If the Same as Solicitation Information check box is not selected, enter a primary e-mail address to receive award information in the Primary E-mail Address for Award Information field.  This e-mail address receives notifications of posted awards, modifications, delivery orders, and delivery order modifications.

50. Enter a backup e-mail address to receive award information in the Backup E-mail Address for Award Information field.  If an e-mail address is entered, the backup e-mail address receives the same notifications as the primary e-mail address.

51. SRweb sends an e-mail notification to unsuccessful offerors when an award is posted. Select the Disable Unsuccessful Offeror Notification check box if an e-mail notification is not desired in cases where the CAGE is not the awardee of a posted award.
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Figure 2.10:  Vendor Registration Page

SRweb sends e-mail notifications to vendors when criteria entered in their vendor profiles match posted solicitations.  If the vendor matches more than one criterion on a solicitation, for example NSN and FSC, the vendor receives one e-mail notification.

52. To be notified of solicitations that contain specific NSNs, enter the NSNs in the NSN text box.  Use commas to separate multiple NSNs and use the following format: XXXX-XX-XXX-XXXX.

53. To be notified of solicitations that contain specific FSCs, enter the FSCs in the FSCs text box.  Use commas to separate multiple FSCs.

54. Click the [Submit] button to submit the registration.  At this time, SRweb performs validations on the information entered.  If any errors exist, the error messages display at the top of the page and must be corrected before submission.

Click [Cancel] to exit the Vendor Registration page.

2.2 Profile Maintenance 

There are two types of profiles in SRweb – vendor profiles and agent profiles.  Vendor profile maintenance is performed for the CAGE under which a super user is registered.   Agents, vendors who are authorized to quote for other vendors, can maintain agent profiles once they have been authorized to quote on the vendor’s behalf.   

2.2.1 Vendor Profile Maintenance

Once logged on, the super user may perform account maintenance which includes managing vendor and user accounts.  

To perform vendor account maintenance:

55. From the left menu, click the Vendor Account Maintenance hyperlink.

The Account Maintenance page displays.
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Figure 2.11:  Account Maintenance Page

56. Click the Manage Vendor Accounts hyperlink.

The Manage Vendor Account page displays.  

[image: image18.png]. ]
Manage Vendor Accounts

Accounts For Which You Are Authorized To Quote
©caeE CompayName  LestGdaed

8NT24 AMERICAN MANAGEMENT SYSTEMS, INC. Mon May 13145204 EDT 2002




Figure 2. 12:  Manage Vendor Accounts Page

All accounts for which the logged on vendor is authorized to quote are listed on the Manage Vendor Accounts page.  Agents may see multiple vendor profiles listed here that can be maintained.  For more information on editing an agent profile, refer to Section 2.2.2:  Agent Profile Maintenance.

57. Click the CAGE hyperlink to open the vendor profile.

The Edit/Update Vendor Profile page displays.
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Figure 2.13:  Edit/Update Vendor Profile Page

58. Make the appropriate changes on the Edit/Update Vendor Profile page. 

Note:
For more information on how to enter information in the vendor profile, refer to Section 2.1:  Vendor Registration.

59. Click [OK].  If any errors exist, the error messages display at the top of the page and must be corrected before proceeding.

60. Click [Cancel] to exit the Edit/Update Vendor Profile page.

2.2.2 Agent Profile Maintenance

An agent is an SRweb user that is authorized to quote for another vendor.  If a vendor would like to allow an agent to quote on its behalf, the vendor must send an official letter to your organization detailing the request.  Once received, the SRweb System Administrator performs Agent Maintenance to give the agent the ability to quote for the vendor.  The agent may then maintain a copy of the vendor’s profile.  When an agent updates a vendor profile, the updates apply only to that copy of that vendor’s profile in SRweb.

To perform agent profile maintenance:

61. From the left menu, click the Vendor Maintenance hyperlink.

The Account Maintenance page displays.

62. Click the Manage Vendor Accounts hyperlink.

The Manage Vendor Accounts page displays.

Once the SRweb System Administrator has established the relationship, the agent is able to view and maintain all accounts for which a quote may be submitted. 

[image: image20.png]. |
Manage Vendor Accounts

Accounts For Which You Are Authorized To Quote
©caeE CompayName  LestGdaed

8NT24 AMERICAN MANAGEMENT SYSTEMS, INC. Mon May 13145204 EDT 2002

w09 YOUNG PRODUCTS, INC.




Figure 2.14:  Manage Vendor Accounts Page

63. Click the CAGE hyperlink to open the vendor profile.

The Edit/Update Vendor Profile displays.
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Figure 2.15:  Edit/Update Vendor Profile Page

64. Make the appropriate changes on the Edit/Update Vendor Profile page.  The Company Data which includes Company Name, Business Address, City, State, Country, ZIP Code, DUNS, and DUNS + 4, is read-only if your organization has a record of the vendor’s information.  All other fields are editable.
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Figure 2.16:  Edit/Update Vendor Profile Page

65. The super user information for the vendor account does not populate from your organization’s record of the vendor’s information.  Instead, the agent’s super user information is pre-filled.  This information is editable.

Note:
For more information on how to enter information in the agent profile, refer to Section 2.1:  Vendor Registration.

66. Click [OK].  If any errors exist, the error messages display at the top of the page and must be corrected before proceeding.

67. Click [Cancel] to exit the Edit/Update Vendor Profile page. 

2.3 User Maintenance 

User Maintenance can be performed once a super user logs on to SRweb.  Once logged on, users can be added, edited, and deleted from SRweb.

2.3.1 Adding a User Account

SRweb super users have the ability to create users for a vendor account.  Once created, users can log on and submit quotes.   

To add a user account:

68. From the left menu, click the Vendor Account Maintenance hyperlink.

The Account Maintenance page displays.
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Figure 2.17:  Account Maintenance Page

69. Click the Manage User Accounts hyperlink.

The Manage User Accounts page displays.
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Figure 2.18:  Manage User Accounts Page

70. Click the [Add] button to add a new user account.

The Add a New User Account page displays.
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Figure 2.19:  Add a New User Account Page

71. Enter a username in the Username field.  The username is used to log on and cannot be changed once the user account is saved.

Passwords may be either system-generated or entered manually.  System-generated and manually entered passwords must be at least eight characters and include one from each of the following groups:

	Description
	Examples

	English Upper Case Letters
	A, B, C

	English Lower Case Letters
	a, b, c

	Westernized Arabic Numerals
	0, 1, 2

	Non-alphanumeric (special characters)
	{}[],.<>;:'"?/|\`~!@#$%^&*()_-+=


Table 2.1:  Password Requirements

72. Select the Generate Password check box for a system-generated password.  The system-generated password is sent to the user’s e-mail address once the user account is saved.  

73. To manually enter a password, enter a password in the Password field.   

74. To verify the manually entered password, enter the password in the Verify Password field. 

75. Enter a full name in the Full Name field.

76. Enter a phone number in the Phone Number field.

77. Enter a fax number in the Fax Number field.

78. Enter an e-mail address in the E-mail field.  The system-generated password is sent to this address.

79. To grant the user rights as a super user, select the Super User check box.  For more information on the rights of a super user, refer to Chapter 1:  Getting Started.

80. Click [OK].  If any errors exist, the error messages display at the top of the page and must be corrected before proceeding. 

81. Click [Cancel] to exit the Add a New User Account page.

2.3.2 Editing a User Account as a Super User

Once the user accounts are created, the SRweb super user may log on to update the accounts when needed.  

To edit a user account as a SRweb super user:

1. From the left menu, click the Vendor Account Maintenance hyperlink.

The Account Maintenance page displays.
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Figure 2.20:  Account Maintenance Page

2. Click the Manage User Accounts hyperlink.

The Manage User Accounts page displays.
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Figure 2.21:  Manage User Accounts Page

3. Select the appropriate user account radio button and click the [Edit] button.

The Update User Account for <Username> page displays.
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Figure 2.22:  Update User Account for <Username> Page

4. Make the appropriate changes to the user account.  Only SRweb super users can view or update the Super User check box.

Note:
Super users cannot change the Super User status for their personal accounts.

5. Click [OK].  If any errors exist, the error messages display at the top of the page and must be corrected before proceeding.

6. Click [Cancel] to exit the Update User Account for <Username> page.

2.3.3 Editing a Personal User Account

Once the user accounts are created, SRweb users may log on to update their personal account information.

To edit a personal user account:

1. From the left menu, click the Update User Information hyperlink.

The Update User Account for <Username> page displays.
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Figure 2.23:  Update User Account for <Username> Page

2. Make the appropriate changes to the user account.  The username is not editable.

3. Click [OK].  If any errors exist, the error messages display at the top of the page and must be corrected before proceeding.

4. Click [Cancel] to exit the Update User Account for <Username> page.

2.3.4 Deleting a User Account

Only SRweb super users may delete user accounts.  Once deleted, users may no longer log on but may visit SRweb as guests.  For more information about SRweb guests, refer to Chapter 1:  Getting Started.

To delete a user account:

1. From the left menu, click the Vendor Account Maintenance hyperlink.

The Account Maintenance page displays.
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Figure 2.24:  Account Maintenance Page

2. Click the Manage User Accounts hyperlink.

The Manage User Accounts page displays.
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Figure 2.25:  Manage User Accounts Page
3. Select the appropriate user account radio button and click the [Delete] button.  Click [OK] in the confirmation dialog box.

The Manage User Accounts page displays and the deleted user account no longer displays.
Note:
At least one super user account must remain for each vendor profile.

2.4 E-mail Notifications for Vendor Account Registration & Maintenance

2.4.1 E-mail Notification for Confirmed Registration

An e-mail notification containing the username and password is sent to the e-mail address entered for the super user when a vendor’s registration is submitted.  

2.4.2 E-mail Notification for System-Generated Password

An e-mail notification containing the username and password is sent to the e-mail address entered in the user’s account when a super user requests a system-generated password for the user.  
An e-mail notification containing the username and password is sent to the e-mail address entered in the user’s personal account when the user requests a system-generated password.  
Chapter 3:  Searching
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SRweb provides guests and users the ability to search for solicitations and awards.  In addition, SRweb users can access quotes that have been submitted for their CAGE code including quotes that have been submitted by agents.

3.1 Solicitations Search

To search for solicitations:

82. From the left menu, click the Solicitations hyperlink.

The Solicitation Search page displays. 
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Figure 3.1:  Solicitation Search Page

83. Enter search criteria in the Search Criteria field.  The Search Criteria field is not case-sensitive and accepts alphanumeric and special characters.

The percent sign is the wildcard for searching in SRweb and is defaulted in the Search Criteria field.  Entering only a wildcard and clicking the [Search] button yields all solicitations in SRweb.  To narrow the search, enter characters and wildcards.  Examples of search criteria are:

SP0710%:  Search results are solicitations that begin with “SP0710”

%0001:  Search results are solicitations that end in “0001”

%T%:  Search results are solicitations that contain the letter “T”

SP%10:  Search results are solicitations that begin with “SP” and end in “10”

Note:
To search for a solicitation and its amendments, enter the Solicitation Number followed by a percent sign “%”.

84. Select the appropriate Records per page radio button to define the number of records that should display per page in the search results.
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Figure 3.2:  Solicitation Search Page

85. From the Search By drop-down list box, select the appropriate Search By criteria. 

86. If “Issue Date” or “Closing Date” is selected from the Search By drop-down list box, enter a date in the Start Date field.

87. If “Issue Date” or “Closing Date” is selected from the Search By drop-down list box, enter a date in the End Date field.
Note:
Once “Issue Date” or “Closing Date” is selected from the Search By drop-down list box, the Search Criteria field becomes read-only.  To enter search criteria, a different Search By option must be selected from the Search By drop-down list box.

Note:
Issue and closing dates can be entered manually or by using the Auto-Calendar feature.  For more information on the Auto-Calendar, refer to Chapter 1:  Getting Started.
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Figure 3.3:  Solicitation Search Page

88. From the Sort By drop-down list box, select the appropriate Sort By criteria.

89. Click the [Search] button.  

The Search executes and the Solicitation Search Results page displays.
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Figure 3.4:  Solicitations Search Results Page

90. To scroll through the search results page by page, click the Page Number hyperlinks at the top or bottom of each page.

91. To view a solicitation, click the Solicitation Number hyperlink.  For more information on viewing solicitations, refer to Chapter 4:  Solicitations.  The solicitation search only searches solicitations that have not been awarded.  To search for solicitations that have been awarded, refer to Section 3.3:  Awards Search. 

92. If the user chooses to change the search, click the here hyperlink to return to the Solicitation Search page.

To search for all solicitations:

93. From the left menu, click the View All Solicitations hyperlink.

The Solicitation Search Results page displays with all solicitations in SRweb.
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Figure 3.5:  Solicitations Search Results Page
3.2 Submitted Quotes Search

Submitted quote searches can be done on online and batch quotes submitted to SRweb.  SRweb users have the ability to view and edit quotes that have been submitted for their CAGE codes including those submitted by agents.  For more information on quoting, refer to Chapter 5:  Quotes.

To search for submitted quotes: 

94. From the left menu, click the Quotes​ hyperlink.

The Submitted Quotes Search page displays.
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Figure 3.6:  Submitted Quotes Search Page

95. Enter search criteria in the Search Criteria field.  The Search Criteria field is not case-sensitive and accepts alphanumeric and special characters.

The percent sign is the wildcard for searching in SRweb and is defaulted in the Search Criteria field.  Entering only a wildcard and clicking the [Search] button yields all submitted quotes in SRweb.  To narrow the search, enter characters and wildcards.  Examples of search criteria are:

SP0710%:  Search results are solicitations that begin with “SP0710”

%0001:  Search results are solicitations that end in “0001”

%T%:  Search results are solicitations that contain the letter “T”

SP%10:  Search results are solicitations that begin with “SP” and end in “10”

Note:
To search for quotes submitted for a solicitation and its amendments, enter the Solicitation Number followed by a percent sign “%”.
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Figure 3.7:  Submitted Quotes Search Page

96. Select the appropriate Records per page radio button to define the number of records that should display per page in the search results.

97. From the Search By drop-down list box, select the appropriate Search By criteria.

The User Name is the full name of the person who has submitted the quote, not the name used to log on to SRweb.

98. If “Quote Date & Time” is selected from the Search By drop-down list box, enter a date in the Start Date field.

99. If “Quote Date & Time” is selected from the Search By drop-down list box, enter a date in the End Date field.  

Note:
Once “Quote Date & Time” is selected from the Search By drop-down list box, the Search Criteria field becomes read-only.  To enter search criteria, a different Search By option must be selected from the Search By drop-down list box.

Note:
Quote Dates can be entered manually or by using the Auto-Calendar feature.  For more information on the Auto-Calendar, refer to Chapter 1:  Getting Started.
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Figure 3.8:  Submitted Quotes Search Page

100. From the Sort By drop-down list box, select the appropriate Sort By criteria. 

101. Click the [Search] button.  

The Search executes and the Submitted Quotes Search Results page displays.
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Figure 3.9:  Submitted Quotes Search Results Page

102. To scroll through the search results page by page, click the Page Number hyperlinks at the top or bottom of each page.

103. If the document’s RFQ Status is “Open”, the user may click the Open Quote icon [image: image41.png]R



 to edit the quote.  For more information on editing a quote, refer to Chapter 5:  Quotes.

104. If the document’s RFQ Status is “In Evaluation”, the user may click the View Quote [image: image42.png]R



 icon to view the Quote Summary.  For more information on viewing quotes, refer to Chapter 5:  Quotes.
105. If the document’s RFQ Status in not “In Evaluation”, the user may click the Delete icon 
[image: image43.wmf] 

 for quotes.  For more information on deleting quotes, refer to Chapter 5:  Quotes.

106. If the user chooses to change the search, click the here hyperlink to return to the Submitted Quotes Search page.

3.3 Awards Search

To search for awards:

107. From the left menu, click the Awards hyperlink.
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Figure 3.10:  Award Search Page

108. Enter search criteria in the Search Criteria field.  The Search Criteria field is not case-sensitive and accepts alphanumeric and special characters.

The percent sign is the wildcard for searching in SRweb and is defaulted in the Search Criteria field.  Entering only a wildcard and clicking the [Search] button yields all awards in SRweb.  To narrow the search, enter characters and wildcards.  Examples of search criteria are:

SP0710%:  Search results are solicitations that begin with “SP0710”

%0001:  Search results are solicitations that end in “0001”

%P%:  Search results are solicitations that contain the letter “P”

SP%10:  Search results are solicitations that begin with “SP” and end in “10”

Note:
To search for awards and corresponding modifications, delivery orders, and delivery order modifications, enter the Award Number followed by a percent sign “%”.

109. Select the appropriate Records per page radio button to define the number of records that should display per page in the search results.
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Figure 3.11:  Awards Search Page

110. From the Search By drop-down list box, select the appropriate Search By criteria.

111. If “Award Date” is selected from the Search By drop-down list box, enter a date in the Start Date field.

112. If “Award Date” is selected from the Search By drop-down list box, enter a date in the End Date field.
Note:
Once “Award Date” is selected from the Search By drop-down list box, the Search Criteria field becomes read-only.  To enter search criteria, a different Search By option must be selected from the Search By drop-down list box.

Note:
Award dates can be entered manually or by using the Auto-Calendar feature.  For more information on the Auto-Calendar, refer to Chapter 1:  Getting Started.
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Figure 3.12:  Awards Search Page

113. From the Sort By drop-down list box, select the appropriate Sort By criteria. 

114. Click the [Search] button.  

The Search executes and the Award Search Results page displays.
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Figure 3.13:  Awards Search Results Page

115. To scroll through the search results page by page, click the Page Number hyperlinks at the top or bottom of each page.

116. To view an award, click the Award Number hyperlink.  For more information on viewing Awards, refer to Chapter 7:  Awards.

117. If the user chooses to change the search, click the here hyperlink to return to the Award Search page.

Chapter 4:  Solicitations
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SRweb allows guests and users to search for and view solicitations and amendments.  SRweb supports the following solicitation types: SF 18, SF 33, SF 1442, and SF 1449.

Online, the solicitation data is presented in a tab format.  The solicitation information is divided into four tabbed sections:  Solicitation, Clauses, Attachments, and Add’l Info.  Each tab displays different information pertaining to the solicitation.  Solicitations can also be viewed offline using the XML format.
Only SRweb users are able to quote on open solicitations.  SRweb users are also able to subscribe in order to receive e-mail notifications of amendments.    

4.1 [image: image91.png]MNewSearch  View Previous Search Results

Solicitation
RC5033-02-T-0002

Amendments

RC5033

002-0001

RC5033-02-T-0002-0002

Clanses

[seeachments| Ama1xo

ISECTION J List of Dacuments, Exhibits and Other Attachments
[Tabte OF Contents

DOCUMENT TYPE  DESCRIPTION

Summery OFChanges  Summary Of Changes




Viewing a Solicitation

Figure 4.1:  Solicitations Search Results Page 

To view a solicitation online:

1. From the Solicitations Search Results page, click the Solicitation Number hyperlink.  For more information on searching, refer to Chapter 3:  Searching. 
The Solicitation View page displays.
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Figure 4.2:  Solicitation View Page

2. To begin a new search, click the New Search hyperlink to return to the Solicitation Search page.  For more information on searching, refer to Chapter 3:  Searching. 
The Solicitation Search page displays.

3. To view the previous search results, click the View Previous Search Results hyperlink to return to the results from the previous search.  For more information on searching, refer to Chapter 3:  Searching.

The Solicitations Search Results page displays.
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Figure 4.3:  Solicitation View Page Header – User

4. To submit a quote for the solicitation, click the Submit Quote hyperlink to enter a response to the displayed solicitation.  For more information on submitting quotes online, refer to Chapter 5:  Quotes.

Quote Input Form – Step 1 displays.

Note:  
Only SRweb users are able to submit quotes using SRweb.

Note:  
The following types of solicitations are viewable in SRweb:  SF 18, SF 33, SF 1442, and SF 1449.  However, the SRweb user is unable to submit quotes for Request for Proposals (RFPs) or Invitation for Bids (IFBs).  To respond to an RFP or IFB, the Buyer must be contacted directly.
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The solicitation may have associated amendments.  Amendments reflect updated changes to the original solicitation.  Amendments are listed under the Amendments heading.  To view a solicitation amendment, click the Solicitation Number hyperlink.

Figure 4.4:  View of Solicitation with Amendments
Note:  
Only the conform copy (or most recent version) of the solicitation displays in the search results.  However, once in solicitation view, the guest or user is able to view previous versions of the solicitation.

4.1.1 Solicitation Tab

The Solicitation tab displays the solicitation cover page.  The information on the Solicitation tab always displays first.
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Figure 4.5:  Solicitation Tab
To access the Solicitation tab:

1. Click the Solicitation tab. 
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Solicitation Information displays.

Figure 4.6:  Solicitation View Page

2. Click the Printable Cover Page hyperlink to display a printer-friendly version of the solicitation cover page.  For more information on printing, refer to Section 4.2:  Printing.
Cover page displays.

3. Click the Continuation Pages hyperlink to display a printer-friendly version of the solicitation cover pages which includes information such as line items, inspection and acceptance terms, delivery, and clauses.

Solicitation information displays.
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Figure 4.7:  Continuation Pages

4.1.2 Clauses Tab

The Clauses tab includes all clauses associated with the solicitation.  The Clauses tab indicates the appropriate solicitation section for each clause.  In addition, SRweb indicates if the clauses are incorporated by reference or full text.  
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Figure 4.8:  Clauses Tab

To access the Clauses tab:

118. Click the Clauses tab. 

Clause information displays.
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Figure 4.9:  Clauses Tab Information
119. Click the Clause Number hyperlink to view the clause.

Clause text displays.
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Figure 4.10:  Clause Text

4.1.3 Attachments Tab
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The Attachments tab displays attachments associated with the solicitation, including Summary of Changes documents and Add Text information. 

Figure 4.11:  Attachments Tab

To access the Attachments tab:

1. Click the Attachments tab. 

Attachment information displays. 
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Figure 4.12:  Attachments Tab 
Note:  
The Summary of Changes describes the differences between the amendment and the prior version of the solicitation.  The Summary of Changes can be accessed on the Attachments tab.  
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Figure 4.13:  Summary of Changes on the Attachments Tab

2. Click the Attachment Name hyperlink to view the attachment.

Attachment text displays.
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Figure 4.14:  Attachment Text

4.1.4 Add’l Info Tab

[image: image105.png]Solicitation
RC5020-02-T-0001

MNew Seatch

Printable Cover Page

Clanses [strachments| A11Bg0

View Previous Sesrch Results

Amendments

Continuation Pages

(202.555.1234

REQUEST FOR QUOTATIONS |THIS RFQ [X]15 []13 NOT A SMALL BUSINESS [PAGE. (OF PACES
{THIS IS NOT AN ORDER)  SET-ASIDE A A
1 REQUESTNO. [ DATEISSUED |3 /4 CERT_FORNAT. [RATING
REQUISITION/PURCHASE ~ DEF. UNDER EDSA
RCE020-02-T- 2002-04-18 00:00:00 [REQUEST NO. e ALTDYER
B DS REG. 1
(54 1SSUED BY 6. DELIVER BY (Date)
913 AWILGC
11051 FAIRCHILD STREET SEE SCHEDULE
WILLOW GROVE ARS , PA , 19090.6203
us
5B, FOR INFORMATION CALL: (Name and Telephonz no,) (N collect [1. DELIVERY
calls) SEE SCHEDULE
Michelle Way

/8. TO: NAME AND ADDRESS, INCLUDING ZIP CODE

. DESTINATION (Consignee and address, including ZIP.
(Code)

SEE SCHEDULE

Phone FAX:




The Add’l Info tab displays past procurement history for the NSNs specified in the solicitation. 

Figure 4.15:  Add’l Info Tab

To access the Add’l Info tab:

1. Click the Add’l Info tab. 

Add’l Info displays.
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Figure 4.16:  Add’l Info Tab 

Vendors may download a batch of solicitations in XML format for a specified issue date range.  To download and view solicitations offline in XML format:

120. From the left menu, click the Download Solicitations hyperlink.

The Download Solicitations page displays.

[image: image48.png]€] EET=
c 5 DEG|AGESE LYY [ = |
File Edit View Favortes Tools Help

Links @]TEST OEweb @] CLIENT SRweb &]PRuebv23 @]CLENT OEweb &]TEST SRweb @)Arbapiod &]AMAEveday &]5SLPRweh @]VECDSRweb &]VECODEweh )
Adiess [B] htps://vecotest sms. com/SRwebi e s =l @t

MEDCOM Contracting Center - North Atlantic

Download Solicitations

StartDate

Solicitations End Date
Awards

iew All Solicitations _-
Register As New Vendor
Bwnioad Saiiciations

Contact Us
Help

F Related Linksi}
aus

Aty Acauisition
Central Contractor
Reaistration
‘Custorner Suvey Form
'DFAS Vendor Pay Guide
Electronic Commerce
Resource Center

€] s vecotes ams con/SFwebi/dowrioadsols 0 [ 18 @ meret




Figure 4.17:  Download Solicitations Page

121. Enter an issue date in the Start Date field.   

122. Enter an issue date in the End Date field.

Note:
Start and end dates can be entered manually or by using the Auto-Calendar feature.  For more information on the Auto-Calendar, refer to Chapter 1:  Getting Started.

123. Click the [Download] button.

The File Download dialog box displays.
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Figure 4.18: File Download Dialog Box
124. Click the [Save] button.

The Save As dialog box opens.
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Figure 4.19: Save As Dialog Box

125. Click the [Save] button.

The solicitation download is completed.

4.2 Printing

The Printable Cover Page hyperlink allows SRweb users and guests to view a printer-friendly version of the solicitation cover page.  The continuation pages can be printed in the same manner as the cover page by accessing the Continuation Pages hyperlink instead of the Printable Cover Page hyperlink.

To print the solicitation cover page and continuation pages:

1. Click the Printable Cover Page hyperlink.

Cover page displays.
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Figure 4.20:  Printable Cover Page
2. Using the browser’s print functionality, print the cover page.

Cover page prints. 

3. Click the Continuation Pages  hyperlink.

Continuation pages display.

4. Using the browser’s print functionality, print the continuation pages.

Continuation pages print.

4.3 Subscribing 
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The SRweb user may subscribe to receive e-mail notification of amendments to a particular solicitation by clicking the [Subscribe] button that displays on the Solicitation tab.  Once subscribed, the user receives an e-mail notification to the account specified in the logged in user’s profile when an amendment is posted to SRweb.

Figure 4.21:  Solicitation Information Page

4.4 E-mail Notifications

4.4.1 E-mail Notification for Solicitation Information 

An e-mail notification is sent to the Solicitation Information primary and backup e-mail addresses (specified in the vendor profile) when a posted solicitation contains any NSNs or FSCs that match those entered in a vendor profile.  This e-mail notification is also sent to the Solicitation Information primary and backup e-mail addresses listed in agent profiles.  For more information on the vendor profile, see Chapter 2:  Vendor Account Registration & Maintenance. 

4.4.2 E-mail Notification for Solicitation Amendment (for Subscribing)

An e-mail notification is sent to the user account e-mail address when the user has subscribed to a solicitation and an amendment is posted to SRweb.  For more information on the user account, refer to Chapter 2:  Vendor Account Registration & Maintenance.  

4.4.3 E-mail Notification for Solicitation Amendment (for Quoting)

An e-mail notification is sent to the Prepared By CAGE Solicitation e-mail address (specified in the vendor profile) if an amendment to the solicitation on which the SRweb user quoted is posted to SRweb.  For more information on the vendor profile, refer to Chapter 2:  Vendor Account Registration & Maintenance.  For more information on quoting, refer to Chapter 5:  Quotes.
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Chapter 5:  Quotes

SRweb only allows SRweb users to submit a quote in response to an open solicitation.  The SRweb user is taken through five steps of the quote form followed by a quote summary which allows the SRweb user to verify quote information prior to submission.  The SRweb user can also edit or cancel a previously submitted quote while a solicitation remains open.  After a solicitation closes, the SRweb user is only permitted to view previously submitted quotes.  

5.1 Submitting a Quote

The SRweb user can access the quote form from the Solicitation View page or the Fast Track Quoting page.    
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Figure 5.1:  Solicitation View Page

To access the quote form from the Solicitation View page:

1. Click the Submit Quote hyperlink.

The Quote Input Form -  Step 1 page displays.
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Figure 5.2:  Fast Track Quoting Page

To access the quote form from the Fast Track Quoting page:

2. Enter the appropriate solicitation number in the Solicitation Number field.

3. Click [OK].

The Quote Input Form -  Step 1 page displays.
4. Click the [Close] button to exit the Fast Track Quoting page.

5.1.1 Quote Input Form – Step 1
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Figure 5.3:  Quote Input Form – Step 1 Page

To complete the Quote Input Form – Step 1 page:

The Solicitation Number is read-only and represents the solicitation corresponding to the quote.  The Login CAGE code is also read-only and represents the user currently logged on to SRweb.

5. From the Quoting for CAGE drop-down list box, select the appropriate Quoting for CAGE code.

The choices in the Quoting for CAGE drop-down list box include all vendors for which the current SRweb user is authorized to quote.  For more information on vendor agents, refer to Chapter 2:  Vendor Account Registration & Maintenance.

Only one quote can be submitted for a CAGE code on any given solicitation.  Therefore, if the SRweb user selects a Quoting for CAGE code that has a previously submitted quote for the given solicitation, the SRweb user cannot continue with submitting a new quote.  An existing quote can be edited via the Submitted Quotes Search.  For more information on the Submitted Quotes Search, refer to Chapter 3:  Searching.
6. From the Bid Type drop-down list box, select the appropriate Bid Type.  The choices in the Bid Type drop-down list box include the following:

· Alternate Bid:  The quote is an alternate bid to the requirements specified in the solicitation.

· Bid With Exception:  The quote is taking exception to the requirements specified in the solicitation.

· Bid Without Exception:  The quote is in accordance with the requirements specified in the solicitation. 

· No Bid:  The Quoting for CAGE is not submitting a quote for the given solicitation.

Note:
If the bid type equals “No Bid”, the system does not require the user to complete the entire quote form.  The system only allows the user to enter comments if desired before submission.

7. Enter a percentage amount in the 10 Days Prompt Payment Discount field.  This information pre-fills from the Vendor Profile for the Quoting for CAGE code but can be changed on the quote.

8. Enter a percentage amount in the 20 Days Prompt Payment Discount field.  This information pre-fills from the Vendor Profile for the Quoting for CAGE code but can be changed on the quote.

9. Enter a percentage amount in the 30 Days Prompt Payment Discount field.  This information pre-fills from the Vendor Profile for the Quoting for CAGE code but can be changed on the quote.

10. Enter an additional Prompt Payment Discount if applicable.  Enter a number of days in the Days Prompt Payment Discount field.  Enter a percentage amount in the corresponding Days % field.  This information pre-fills from the Vendor Profile for the Quoting for CAGE code but can be changed on the quote.

11. Enter the net days in the Net Days field.  This information pre-fills from the Vendor Profile for the Quoting for CAGE code but can be changed on the quote.

12. Enter a vendor quote number in the Vendor Quote Number field.

13. Enter the number of days that a quote is valid in the Quote Valid For field.  This information pre-fills from the Vendor Profile for the Quoting for CAGE code but can be changed on the quote.

14. Select the Yes radio button for Accept Packaging if the quote accepts the packaging requirements specified in the solicitation.  Select the No radio button for Accept Packaging if the quote does not accept the packaging requirements specified in the solicitation.

15. Select the Basic Ordering Agreement (BOA)/Federal Supply Schedule (FSS) checkbox if appropriate.

16. If the BOA/FSS checkbox is selected, enter the contract number in the Contract Number field.

17. If the BOA/FSS checkbox is selected, enter the expiration date in the Expiration Date field.

Note:
The expiration date can be entered manually or by using the Auto-Calendar feature.  For more information on the Auto-Calendar, refer to Chapter 1:  Getting Started.

18. Enter comments in the Comments field.

19. To continue to Step 2, click the [Next>] button.  If any errors exist in Step 1, the error messages display at the top of the page and must be corrected before proceeding.  

20. To cancel the quote, click [Cancel].  Click [OK] in the confirmation dialog box.  Click the [Close] button on the Transaction Cancelled page.

5.1.2 Quote Input Form – Step 2

Step 2 of the quote form allows the SRweb user to enter line item information.  The top of the page displays the line item for which the SRweb user is currently entering quote information and the total number of line items.
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Figure 5.4:  Quote Input Form – Step 2 Page

To complete the Quote Input Form – Step 2 page:

The Solicitation Number is read-only and represents the solicitation corresponding to the quote.  The Login CAGE is also read-only and represents the SRweb user currently logged on.  Quoting for CAGE and Bid Type are read-only and display information entered in Step 1.

The Line Item Number, Purchase Request Number, CLIN Type, NSN/Part Number, Description, and Extended Description fields are read-only and display the requirements specified in the solicitation.

21. Enter a quantity in the Quantity field.  The quantity pre-fills from the solicitation requirements but can be changed on the quote.

22. Enter a unit price in the Unit Price field.  

23. The Unit of Issue is read-only and displays the requirements specified in the solicitation.

24. The Total Amount field is read-only and automatically calculated by the system based on the quantity and unit price entered.

25. Select the Yes radio button if a quantity larger than the solicitation quantity can be obtained at the same price.  Select the No radio button if a quantity larger than the solicitation quantity cannot be obtained at the same price.

26. If the Yes radio button was selected indicating that a quantity larger than the solicitation quantity can be obtained at the same price, enter the maximum quantity in the What’s the maximum quantity for the total price quoted? field.
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Figure 5.5:  Quote Input Form – Step 2 Page

27. If desired, enter appropriate stepladder pricing information in the Stepladder Pricing Information fields.  The stepladder pricing information pre-fills from the solicitation requirements.  The SRweb user has the ability to enter information for the stepladder pricing information specified in the solicitation requirements or enter new stepladder pricing information.  To enter new stepladder pricing information:

· Click the [Add] button.

· Enter appropriate quantities and unit price in the From Quantity, To Quantity, and Unit Price fields.

Note:
SRweb allows the user to enter information for the stepladder pricing information corresponding to the solicitation requirements.  However, when entering new requirements, SRweb only allows whole numbers for the quantity fields.

Note:
If the quoted quantity falls within one of the stepladder pricing quantity ranges, the system automatically updates the unit price to reflect the unit price for the given stepladder pricing range.  This is reflected on the quote summary.  For more information on the quote summary, refer to Section 5.1.6:  Quote Summary Form.

28. Enter appropriate delivery information in the Delivery Information fields.  The delivery quantity information pre-fills from the solicitation requirements but can be changed on the quote.  The delivery information fields depend on the type of delivery specified in the solicitation requirements.  The following types of delivery may appear in the solicitation:

· Required Delivery Date:  This allows the SRweb user to enter a single delivery date.

· ADC/AFATA delivery:  This allows the SRweb user to specify a delivery period and a delivery interval.  (Refer to Figure 5.5 for this type of delivery)

· Period of Performance:  This allows the SRweb user to specify a start date and end date for the period of performance.

In addition to various types of delivery, the solicitation may also include a multiple delivery schedule that can be a combination of all delivery types.

29. Enter the delivery quantity in the Delivery Information Quantity field.  The delivery information quantity pre-fills from the solicitation requirements but can be changed on the quote.

Note:
The sum of the delivery quantities must equal the line item total quantity unless the solicitation requirements state differently.

30. Enter the appropriate quantity variances in the Quantity Variance + and – fields.

31. The Period and Opt # are read-only and display the requirements specified in the solicitation.

32. From the FOB drop-down list box, select the appropriate FOB.  The FOB pre-fills from the solicitation requirements but can be changed on the quote.

33. If “Origin” was selected from the FOB drop-down list box, enter a city in the City field.

34. If “Origin” was selected from the FOB drop-down list box, enter a state in the State field.

35. If “Origin” was selected from the FOB drop-down list box, enter a country in the Country field.
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Figure 5.6:  Quote Input Form – Step 2 Page

36. Select the appropriate Inspection Point radio button.  The Inspection Point pre-fills from the solicitation requirements but can be changed on the quote.

37. If the Origin or Other radio button is selected for Inspection Point, enter a Government Inspection Supplies CAGE code in the Govt Insp Supplies CAGE field or enter a Government Inspection Supplies Address in the Govt Insp Supplies Address field(s).

38. If the Origin or Other radio button is selected for Inspection Point, enter a Government Inspection Packaging CAGE code in the Govt Insp Packaging CAGE field or enter a Government Packaging Supplies Address in the Govt Insp Packaging Address field(s).

39. Enter line item comments in the Comments field.

40. To go back to the first line item, click the [First CLIN] button.  To go back to the previous line item, click the [Previous CLIN] button.  To move forward to the next line item, click the [Next CLIN] button.  To move forward to the last line item, click the [Last CLIN] button.  These buttons are only enabled if multiple line items exist.  If any errors exist on the current line item, the error messages display at the top of the page and must be corrected before proceeding.  

41. To continue to Step 3, click the [Next>] button after completing Step 2 for all line items.  To go back to Step 1, click the [<Back] button after completing Step 2 for all line items.  If any errors exist in Step 2, the error messages display at the top of the page and must be corrected before proceeding.  

42. To cancel the quote, click [Cancel].  Click [OK] in the confirmation dialog box.  Click the [Close] button on the Transaction Cancelled page.

5.1.3 Quote Input Form – Step 3

Step 3 of the quote form allows the SRweb user to answer a series of representations, certifications, and questions related to various clauses.
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Figure 5.7:  Quote Input Form – Step 3 Page

To complete the Quote Input Form – Step 3 page:

The Solicitation Number is read-only and represents the solicitation corresponding to the quote.  The Login CAGE is also read-only and represents the SRweb user currently logged on.  Quoting for CAGE and Bid Type are read-only and display information entered in Step 1.

1. From the Small Business Program Representation drop-down list box, select the appropriate small business representation.  This information pre-fills from the Vendor Profile for the Quoting for CAGE code but can be changed on the quote.

2. If “Small Business” was selected from the Small Business Program Representation drop-down list box, select one or many Small Business Type check boxes.  This information pre-fills from the Vendor Profile for the Quoting for CAGE code but can be changed on the quote.

3. If “Small Business” was selected from the Small Business Program Representation drop-down list box and the “Disadvantaged” Small Business Type check box was selected, select an ethnic group from the Ethnic Group drop-down list box.
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Figure 5.8:  Quote Input Form – Step 3 Page

4. Select the Yes radio button if Hazardous Material Identification and Material Safety Data varies by line item.  Select the No radio button if Hazardous Material Identification and Material Safety Data does not vary by line item.

5. Select the Yes radio button if hazardous material is being offered.  Select the No radio button if hazardous material is not being offered.  If Hazardous Material Identification and Material Safety Data varies by line item, this selection must be made for each line item.

6. From the Identify hazard material to be delivered under any resultant contract drop-down list box, select the appropriate hazard material.  If Hazardous Material Identification and Material Safety Data varies by line item, this selection must be made for each line item.

Note:
For more information on Hazardous Material Identification and Material Safety Data, click the FAR 52.223-3 or DFARS 252.223-7001 hyperlink.

7. Select the Yes radio button if Material Requirements vary by line item.  Select the No radio button if Material Requirements do not vary by line item.

8. From the What type of material is being offered? drop-down list box, select the type of material being offered.  If Material Requirements vary by line item, this selection must be made for each line item.

Note:
For more information on Material Requirements, click the FAR 52.211-5 hyperlink.

Note:
If “New/Unused Government Surplus” is selected, the SRweb user must complete the Surplus Material Form.  The form can be accessed on SRweb by clicking the DLAD 52.211-9000 hyperlink.
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Figure 5.9:  Quote Input Form – Step 3 Page

9. From the Source of Supply Material Quoted As drop-down list box, select the approved source of supply for the material.  This selection must be made for each line item.

10. From the Product Offered drop-down list box, select the type of product being offered in the quote.  This selection must be made for each line item.

Note:
The Product Offered question only displays on the quote form when the solicitation includes clause DLAD 52.217-9002.  For more information on Product Offered, click the DLAD 52.217-9002 hyperlink.

11. If “Alternate Product” or “Superceding P/N” is selected from the Products Offered drop-down list box, enter the CAGE code in the CAGE field and the part number in the Part Number field.

12. If “Exact Product” is selected from the Products Offered drop-down list box, select the CAGE code and part number from the Approved CAGE/Part Number drop-down list box.  If the Approved CAGE/Part Number drop-down list box is not available, enter the CAGE code in the CAGE field and the part number in the Part Number field.

13. If “Previously Evaluated/Approved P/N” is selected from the Products Offered drop-down list box, enter the CAGE code in the CAGE field, the part number in the Part Number field, and the contract or solicitation number in the Contract/Solicitation Number field.

14. Select the Yes radio button if the Buy American Act and Balance of Payment Program Certification varies by line item.  Select the No radio button if the Buy American Act and Balance of Payment Program Certification does not vary by line item.  

15. From the Buy American Act drop-down list box, select the type of product being offered.  If Buy American Act varies by line item, this selection must be made for each line item.

Note:
The Buy American Act question only displays on the quote form when the solicitation includes clause DFARS 252.225-7001 or DFARS 252.225-7000 and the quote is above $2,500 and less than or equal to $100,000.

16. If “Non-qualifying Country End Product” is selected from the Buy American Act drop-down list box, enter a country name in the Non-qualifying Country field.

17. If “Qualifying Country End Product” is selected from the Buy American Act drop-down list box, select a country from the Qualifying Country drop-down list box.
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Figure 5.10:  Quote Input Form – Step 3 Page

18. Select the Yes radio button if the Buy American Act North American Free Trade Agreement Implementation Act Balance of Payment Program varies by line item.  Select the No radio button if the Buy American Act North American Free Trade Agreement Implementation Act Balance of Payment Program does not vary by line item.  

19. From the Buy American Act (NAFTA) drop-down list box, select the type of product being offered.  If Buy American Act (NAFTA) varies by line item, this selection must be made for each line item.

Note:
The Buy American Act (NAFTA) question only displays on the quote form when the solicitation includes clause DFARS 252.225-7036 or DFARS 252.225-7036 Alt 1.

20. If “NAFTA Country End Product” is selected from the Buy American Act (NAFTA) drop-down list box, select a country from the NAFTA Country drop-down list box.

21. If “Other Foreign End Product” is selected from the Buy American Act (NAFTA) drop-down list box, enter a country name in the Other Foreign Country field.

22. If “Qualifying Country End Product” is selected from the Buy American Act (NAFTA) drop-down list box, select a country from the Qualifying Country drop-down list box.

23. Select the Yes radio button if Duty-Free Entry Evaluation varies by line item.  Select the No radio button if Duty-Free Entry Evaluation does not vary by line item.  

24. Select the Yes radio button if duty-free entry is being requested.  Select the No radio button if duty-free entry is not being requested.  If Duty-Free Entry Evaluation varies by line item, this must be answered for each line item.

25. If duty-free entry is being requested, select the Yes radio button if the foreign supplies are currently in the United States or select the No radio button if the foreign supplies are not currently in the United States.  If Duty-Free Entry Evaluation varies by line item, this must be answered for each line item.

26. If duty-free entry is being requested, select the Yes radio button if the duty on foreign items has been paid or select the No radio button if the duty on foreign items has not been paid.  If Duty-Free Entry Evaluation varies by line item, this must be answered for each line item.

27. If duty-free entry is being requested, enter the amount included in the offer to cover such duty in the What amount is included in the offer to cover such duty? field.

Note:
For more information on Duty-Free Entry Evaluation, click the DFARS 252.225-7003 hyperlink.
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Figure 5.12:  Quote Input Form – Step 3 Page

28. Select the Yes radio button if the Higher Level Quality System varies by line item.  Select the No radio button if the Higher Level Quality System does not vary by line item.

Note:
The Higher Level Quality System question only displays on the quote form when the solicitation includes clause FAR 52.246-11.  For more information on Higher Level Quality System, click the FAR 52.246-11 hyperlink.

29. From the Which higher level quality system do you propose drop-down list box, select a higher level quality system.  If Higher Level Quality System varies by line item, this must be selected for each line item.

30. If “Other” is selected from the Which higher level quality system do you propose drop-down list box, enter the higher level quality in the If Other is selected, specify the higher quality level.  If Higher Level Quality System varies by line item, this must be entered for each line item.

31. Select the No radio button if the quote is not providing any end product mined, produced or manufactured in a corresponding country as listed for that end product.  Select the Not aware of any such use of child labor based on good faith effort radio button if the quote for CAGE is not aware of providing any end product mined, produced or manufactured in a corresponding country as listed for that end product.  Select the Yes radio button if the quote is providing any end product mined, produced or manufactured in a corresponding country as listed for that end product.  

Note:
The Child Labor Certification question only displays on the quote form when the solicitation includes clause FAR 52.222-18.

32. To continue to Step 4, click the [Next>] button after completing Step 3.  To go back to Step 2, click the [<Back] button after completing Step 3.  If any errors exist in Step 3, the error messages display at the top of the page and must be corrected before proceeding.  

33. To cancel the quote, click [Cancel].  Click [OK] in the confirmation dialog box.  Click the [Close] button on the Transaction Cancelled page.

5.1.4 Quote Input Form – Step 4

Step 4 of the quote form allows the SRweb user to submit information for all vendor fill-in clauses.  Step 4 presents clauses that are present on the solicitation that have been configured as fill-in clauses by the SRweb System Administrator.  Before quoting, vendors may download the current fill-in clause configuration.  

To download the fill-in clause configuration list:

126. From the left menu, click the Download Fill-In Configuration hyperlink.

The File Download dialog box displays.
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Figure 5.13: File Download Dialog Box
127. Click the [Save] button.

The Save As dialog box opens.
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Figure 5.14: Save As Dialog Box

128. Click the [Save] button.

The fill-in configuration list download is completed.
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Figure 5.15:  Quote Input Form - Step 4 Page

To complete the Quote Input Form – Step 4 page:

The Solicitation Number is read-only and represents the solicitation corresponding to the quote.  The Login CAGE is also read-only and represents the SRweb user currently logged on.  Quoting for CAGE and Bid Type are read-only and display information entered in Step 1.

129. To view the text of the fill-in clause, click the Clause Number hyperlink.  

The clause text displays.

130. Enter fill-in data in each Numbered fill-in data field.

131. To continue to Step 5, click the [Next>] button after completing Step 4.  To go back to Step 3, click the [<Back] button after completing Step 4.  If any errors exist in Step 4, the error messages are displayed at the top of the page and must be corrected before proceeding.  

132. To cancel the quote, click [Cancel].  Click [OK] in the confirmation dialog box.  Click the [Close] button on the Transaction Cancelled page.

5.1.5 Quote Input Form – Step 5

Step 5 of the quote form allows the SRweb user to attach documents to the quote.  Attachments cannot be attached to a quote when the Bid Type selected in Step 1 is “Bid Without Exception.”
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Figure 5.16:  Quote Input Form – Step 5 Page

To complete the Quote Input Form – Step 5 page:

The Solicitation Number is read-only and represents the solicitation corresponding to the quote.  The Login CAGE is also read-only and represents the SRweb user currently logged on.  Quoting for CAGE and Bid Type are read-only and display information entered in Step 1.

133. Click the [Browse…] button to browse to the appropriate attachment on the user’s computer or enter the file name in the Attach File field.

The Choose file dialog box displays.
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Figure 5.17:  Choose file Dialog Box

134. Navigate to the appropriate file and click the [Open] button.

The Quote Input Form – Step 5 Page displays.
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Figure 5.18:  Quote Input Form – Step 5 Page

135. Click the [Attach to Quote] button.

The Quote Input Form – Step 5 Page displays with the listing of attachments.

Note:
Uploading an attachment may take a long period of time based on the size of the file.  Please do not repeatedly click the [Attach to Quote] button as the file uploads.

To view an attachment:

1. Click the File Name hyperlink for the desired attachment.  

The attachment text displays.
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Figure 5.19:  Quote Input Form – Step 5 Page

To remove an attachment:

2. Select the Remove checkbox for the appropriate attachment.

3. Click the [Remove] button.  Click [OK] on the confirmation page.

4. To continue to the Quote Summary Form, click the [Next>] button after completing Step 5.  To go back to Step 4, click the [<Back] button after completing Step 5.  If any errors exist in Step 5, the error messages display at the top of the page and must be corrected before proceeding.    

5. To cancel the quote, click [Cancel].  Click [OK] in the confirmation dialog box.  Click the [Close] button on the Transaction Cancelled page.

5.1.6 Quote Summary Form

The Quote Summary Form allows the SRweb user to verify all quote information.  
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Figure 5.20:  Quote Summary Form Page

136. To go back and make corrections to the quote form, click the [<Back] button.

Quote Input Form – Step 5 Page displays.

137. To submit the quote, click the [Submit] button.  Click the [Close] button on the Quote Submitted page.

138. To cancel the quote, click [Cancel].  Click [OK] in the confirmation dialog box.  Click the [Close] button on the Transaction Cancelled page.

5.2 Viewing and Editing a Quote

The SRweb user may view a submitted quote at any time and may also edit a submitted quote prior to the solicitation closing date.  If an agent has submitted a quote for a vendor, the vendor has authority to view or edit the submitted quote.  The agent also has authority to view or edit the submitted quote unless the vendor has previously edited the quote.  Once a vendor edits the quote, the agent may search for the submitted quote, but no longer has authority to edit or view the submitted quote.

To view or edit a quote when the RFQ status is “Open” (before the solicitation closing date):

1. From the submitted quote search results, click the Open Quote icon [image: image69.png]R



.  For more information on the Submitted Quotes Search, refer to Chapter 3:  Searching.
Quote Input Form – Step 1 Page displays.

2. Make the appropriate changes to the quote form and submit the quote.  For more information on submitting a quote, refer to Section 5.1:  Submitting a Quote.

Note:
If only viewing the quote or no changes are made, click [Cancel] to exit the quote form.  Click [OK] in the confirmation dialog box.  Click the [Close] button on the Transaction Cancelled page. 

To view a quote when the RFQ status is “In Evaluation” (after the solicitation closing date):

3. From the submitted quote search results, click the View Quote icon [image: image70.png]R



.  For more information on the Submitted Quotes Search, refer to Chapter 3:  Searching.

The Quote Summary Form page displays.

4. Click the [Close] button to exit the Quote Summary Form page.

5.3 Deleting a Quote

The SRweb user may delete a submitted quote any time prior to the solicitation closing date.  If an agent has submitted a quote for a vendor, the vendor has authority to delete the submitted quote.  The agent also has authority to delete the submitted quote unless the vendor has previously edited the quote.  Once a vendor edits the quote, the agent no longer has authority to delete the submitted quote.

To delete a quote:

6. From the submitted quote search results, click the Delete Quote icon [image: image71.png]


.  Click OK on the confirmation page.  Click the [Close] button on the Quote Cancelled page.  For more information on the Submitted Quotes Search, refer to Chapter 3:  Searching.

5.4 E-mail Notifications

5.4.1 E-mail Notification for Quote Confirmation

An e-mail notification is sent to the Prepared By CAGE Solicitation e-mail address (specified in the vendor profile) confirming the quote submission.  For more information on the vendor profile, refer to Chapter 2:  Vendor Account Registration & Maintenance.

5.4.2 E-mail Notification for Amendment 

An e-mail notification is sent to the Prepared By CAGE Solicitation e-mail address (specified in the vendor profile) if an amendment to the solicitation on which the SRweb user quoted is posted to SRweb.  For more information on the vendor profile, refer to Chapter 2:  Vendor Account Registration & Maintenance.  
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Chapter 6:  Batch Quotes

SRweb allows users to submit a quote in response to an open solicitation via batch quoting.  Batch quoting allows the SRweb user to submit multiple quotes within the same batch file.  The batch file format is XML-based and can be downloaded from SRweb. In addition, acceptable codes for each field in the batch quoting template, the SRweb fill-in clause configuration, and XML-formatted solicitations can be obtained from SRweb.  For more information on viewing solicitations in the XML format, refer to Chapter 4:  Solicitations.  For more information on downloading the fill-in clause configuration, refer to Chapter 5:  Quotes.

6.1 Uploading a Batch Quote

A vendor or an agent may upload a batch quote.  A batch quote file may contain one or many quotes for one or many vendors.  The system validates that the SRweb user uploading the batch quote is authorized to submit a quote for the Prepared By CAGE code (the CAGE code that prepared the quote) contained in the batch quote.  In addition, the system validates that the Prepared By CAGE code has authority to quote for the Quote For CAGE code (the CAGE code that the quote is being submitted for) contained in the batch quote.

To create a batch quote:

139. From the left menu, click the Upload Batch Quotes hyperlink.

The Upload Batch Quote Page displays.
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Figure 6.1:  Upload Batch Quotes Page

140. Click the Batch Quote XML template to download the batch quoting template.

This document provides the file template for a valid batch quote.

141. Click the Batch Quoting Code List to open the batch quote acceptable code list.

This document provides the valid codes for each element in the batch quote.

To upload a batch quote:

142. From the left menu, click the Upload Batch Quotes hyperlink.

The Upload Batch Quotes page displays.
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Figure 6.2:  Upload Batch Quotes Page

143. Click the [Browse…] button to select the batch file to be uploaded from the user’s computer.

The Choose file dialog box opens.
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Figure 6.3:  Choose File Dialog Box 

144. Navigate to the appropriate file and click the [Open] button.

The Upload Batch Quotes Page displays.
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Figure 6.4:  Upload Batch Quotes Page

145. Click the [Upload] button to upload the batch quote.

The Batch Quote Errors page displays.
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Figure 6.5:  Batch Quote Errors Page

146. Click the [Submit] button to submit the quotes without errors.  Quotes with errors may be corrected and uploaded again.  

The Batch Quote Submission Status page displays.

Note:
When fixing errors in quotes, please remember that quote information is interdependent.  Therefore, fixing one error in the batch file may also correct other errors.  Fix the applicable errors first and re-upload the batch file. 
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Figure 6.6:  Batch Quote Submission Status Page

147. Click the [Close] button.

148. Click [Cancel] to exit the Batch Quote Errors page without uploading quotes without errors.

6.2 Viewing and Editing a Batch Quote

The SRweb user may view a submitted quote at any time and may also edit a submitted quote prior to the solicitation closing date.  If an agent has prepared a quote for a vendor, the vendor has authority to view or edit the submitted quote.  The agent also has authority to view or edit the submitted quote unless the vendor has previously edited the quote.  In addition, the Login CAGE (the CAGE code corresponding to the user logged on to SRweb) that uploaded the original batch quote has authority to edit or view the submitted quote unless the vendor or agent has previously edited the quote.  Once a vendor edits the quote, the agent and the Login CAGE that uploaded the quote may search for the submitted quote but no longer have authority to edit or view the submitted quote.  Once an agent edits a quote, the Login CAGE that uploaded the quote no longer has authority to edit or view the submitted quote.

To edit a quote via batch quoting before the solicitation closing date:

7. Upload a batch quote file which includes the appropriate edits.  For more information on uploading a batch quote, refer to Section 6.1:  Uploading a Batch Quote.

To view or edit a quote online before the solicitation closing date:

5. From the submitted quote search results, click the Open Quote icon [image: image80.png]R



.  For more information on the Submitted Quotes Search, refer to Chapter 3:  Searching.

Quote Input Form – Step 1 Page displays.

6. Make the appropriate changes to the quote form and submit the quote.  For more information on viewing and editing a submitted quote online, refer to Chapter 5:  Quotes.

Note:
If making no changes or only viewing the quote, click [Cancel] to exit the quote form.  Click [OK] in the confirmation dialog box.  Click the [Close] button on the Transaction Cancelled page.    

To view a quote after the solicitation closing date:

7. From the submitted quote search results, click the View Quote icon [image: image81.png]R



.  For more information on the Submitted Quotes Search, refer to Chapter 3:  Searching.

The Quote Summary Form displays.

8. Click the [Close] button to exit the Quote Summary Form page.

6.3 Deleting a Batch Quote

The SRweb user may delete a submitted quote online any time prior to the solicitation closing date.  If an agent has submitted or a Login CAGE has uploaded a quote for a vendor, the vendor has authority to delete the quote.  The agent and Login CAGE that uploaded the quote also have authority to delete the submitted quote unless the vendor has previously edited the quote.  In addition, the Login CAGE that uploaded the original batch quote has authority to edit or view the submitted quote unless the vendor or agent has previously edited the quote.  Once a vendor edits the quote, the agent and Login CAGE that uploaded the quote no longer have authority to delete the submitted quote.  Once an agent edits a quote, the Login CAGE that uploaded the quote no longer has authority to delete the submitted quote.

To delete a quote:

149. From the submitted quote search results, click the Delete Quote icon [image: image82.png]


.  Click [OK] on the confirmation page.  For more information on the Submitted Quotes Search, refer to Chapter 3:  Searching.

6.4 E-mail Notifications

6.4.1 E-mail Notification for Batch Quote Confirmation

An e-mail notification is sent to the Prepared By CAGE Solicitation e-mail address (specified in the vendor profile) confirming the quote submission.  For more information on the vendor profile, refer to Chapter 2:  Vendor Account Registration & Maintenance.

6.4.2 E-mail Notification for Amendment 

An e-mail notification is sent to the Prepared By CAGE Solicitation e-mail address (specified in the vendor profile) if an amendment to the solicitation on which the SRweb user quoted is posted to SRweb.  For more information on the vendor profile, refer to Chapter 2:  Vendor Account Registration & Maintenance.
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Chapter 7:  Awards

Awards are displayed on SRweb as Adobe Acrobat (.pdf) documents.  SRweb allows SRweb guests and users to search for and view awards that have been posted to SRweb.  Any posted award modifications, delivery orders, and delivery order modifications can also be viewed. 

7.1 Viewing the Award

To view an award:
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Figure 7.1:  Awards Search Results page

1. Click the Award Number hyperlink on the Award Search Results page.  For more information on searching, refer to Chapter 3:  Searching.

The Award Information page displays.
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Figure 7.2:  Award Information page

Note:   The award information may include modifications, delivery orders, and delivery order modifications.  To view a modification, delivery order, or delivery order modification, click the Award Number hyperlink.

2. Click on the New Search hyperlink to return to the Award Search page.

3. Click on the View Previous Search Results to return to the results from the previous search.  For more information on searching, refer to Chapter 3:  Searching. 

4. Click the document hyperlink to view desired award, modification, delivery order, or delivery order modification.
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The award document displays.

Figure 7.3:  Award Document View

7.2 E-mail Notifications

7.2.1 E-mail Notification for Award/Successful Offeror

An e-mail notification is sent to the Award Information Primary and Backup e-mail address (specified in the vendor profile) when an SRweb user is selected as the awardee the award is posted to SRweb.  For more information on the vendor profile, refer to Chapter 2:  Vendor Account Registration & Maintenance.

7.2.2 E-mail Notification for Award Modification

An e-mail notification is sent to the Award Information Primary and Backup e-mail address (specified in the vendor profile) when an award has been modified where the SRweb user is the awardee of the original award and the modification is posted to SRweb.  For more information on the vendor profile, refer to Chapter 2:  Vendor Account Registration & Maintenance. 

7.2.3 E-mail Notification for Unsuccessful Offeror

An e-mail notification is sent to the Award Information Primary and Backup e-mail address (specified in the vendor profile) when a CAGE code that quoted on the solicitation was not the selected awardee and requested unsuccessful offeror notifications (specified in the vendor profile), when the award is posted to SRweb.  For more information on the vendor profile, refer to Chapter 2:  Vendor Account Registration & Maintenance.  
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In This Chapter…


Using the functions described in this chapter the user can:


View an award


Receive e-mail notifications relating to awards
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In This Chapter…


Using the functions described in this chapter the user can:


Submit a quote 


View & edit a quote


Delete a quote


Receive e-mail notifications relating to quotes





In This Chapter…


Using the functions described in this chapter the user can:


Submit a quote via batch quoting 


View & edit a quote submitting via batch quoting


Delete a quote


Receive e-mail notifications relating to quotes
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In This Chapter…


Using the functions described in this chapter the user can:


View a solicitation online


View a solicitation offline using XML


Print a solicitation


Subscribe to a solicitation


Receive e-mail notifications relating to solicitations 





In this Chapter…


Using the functions described in this chapter the user can:�


Search for solicitations


Search for submitted quotes 


Search for awards





In This Chapter…


Using the functions described in this chapter the user can:


Register a vendor account


Maintain a vendor account


Maintain a vendor-agent Account


Create & manage user accounts


Receive e-mail notifications relating to vendor registration and maintenance





In This Chapter…


Using the functions described in this chapter the user can:


Learn about SRweb guests 


Learn about SRweb users


Learn about SRweb super users


Log on to SRweb


Get other useful tips
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