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1. Scope

1.1 Identification
This document serves as the Government Customer user guide for the National Institutes of Health (NIH) Information Technology (IT) Acquisition and Assessment Center (NITAAC)/ Division of Information Technology Acquisition (DITA) Electronic-Government Ordering System (e-GOS), version 1.0. This User Manual (herein referred to as “the document” or “this document”) provides a detailed description for using e-GOS.

1.2 System Overview

The e-GOS application is an integrated, Web-based Task Order (TO) processing system that automates NITAAC’s Chief Information Officer-Solutions and Partners 2 Innovations (CIO-SP2i) Government Wide Acquisition Contract (GWAC).

The e-GOS application combines e-Business, Customer Relationship Management (CRM), workflow, and document management to streamline the process of GWAC ordering from concept to closeout, providing interfaces for Government Customers, Commercial Contractors, and NITAAC personnel to collaborate on meeting the procurement needs.

e-GOS will provide NITAAC, its customers, and commercial contractors the capability to process TOs and manage financial data using the Internet.
1.3 Document Overview

This document is compliant with the Software User Manual (SUM) Data Item Description (DID) of MIL-STD 498.  The purpose of this document is to provide e-GOS users the information necessary to create and administer TOs.  The following sections detail the steps necessary for an e-GOS user to accomplish complex acquisition tasks using the NITAAC CIO-SP2i GWAC. 

2. Other Relevant Sources
NITAAC has prepared a set of training materials in the form of Powerpoint presentations.  They are available on the NITAAC CIO-SP2i website, and include the following:

· Online Training – e-GOS Overview

· Online Training – e-GOS for Contractors

· Online Training – e-GOS for Customers

· Online Training – e-GOS for NITAAC Contracting Officer

· Online Training – e-GOS for NITAAC Financial Analyst

· Online Training – e-GOS for System Administrator

3. Software Summary

3.1 Software Application

The NITAAC/DITA e-GOS application streamlines GWAC ordering and fulfillment capabilities to Government Customers, Commercial Contractors, and NITAAC personnel. e-GOS is available on the World Wide Web and can be accessed via https://egos.nih.gov/egos/ . The e-GOS application will provide each of the different user constituents with unique benefits as described in Table 3.1. e-GOS User Roles and Functions.
Table 3.1. e-GOS User Roles and Functions

	Role
	
	e-GOS Functions

	Government Customers
	
	· Define, Compete, and Award TOs

· Manage TOs after award through closeout

	Commercial Contractors
	
	· Respond to TO solicitations
· Enter sales and status information after an order has been awarded

· Manage contract information and users

	NITAAC Contracting Officers (CO)
	
	· Approve or Disapprove TOs based on compliance with NITAAC guidelines, Federal regulations, and Fair Opportunity requirements

· Monitor and manage the ordering process from concept to closeout

	NITAAC Finance Team
	
	· Manage Account Receivables

· Ensure that NITAAC processing fees have been collected

· Ensure that fee receipts have been applied to the correct NIH account
· Reconcile payments against the NIH Business System
· Execute financial reports to facilitate day to day operations, end of year processing, and Executive Agent reporting

	NITAAC System Administrator
	
	· Manage users and groups

· Administer orders

· Manage database settings, connectivity, and execute ad-hoc queries

· Maintain application settings and system configuration

· Generate and develop reports

· Manage context-sensitive help contents

· Maintain the e-GOS record of the Federal Government organizational hierarchy


3.2 Software Environment

e-GOS is a Web-based system; therefore the user needs a Personal Computer (PC) (desktop or laptop) with a Web browser installed.  Any HTML 4.0 Web browser may be used, however, it is recommended that for Microsoft Internet Explorer (IE), version 7 or higher (with all the latest updates) be used. Furthermore, it is recommended that the user install the latest version of Adobe Acrobat Reader. Auto-generated reports in e-GOS are in PDF format. If the user needs to print reports, access to a printer is required.
3.3 Software Organization and Overview of Operation

From the user’s perspective there is only a single logical view to the e-GOS application, and that is through the Web, as described above.  The application and data layers of e-GOS are hidden from the user to enhance user-friendliness and minimize operational complexity.

The e-GOS application operates in real-time, in that user inputs are processed interactively.  The system is intended to be operational 24 x 7 x 365, with support available during NITAAC business hours (see Section 3.6).

In order to access and use e-GOS, the user must be established as a system user, and must identify himself or herself by authenticating each time a session is to be initiated.  Section 4.1, First-time User of the Software, provides details regarding the user registration process.  Section 4.2, Initiating a Session, describes the steps the user must take to authenticate and establish a working session.

Finally, Web-servers are not permitted to invoke actions on the user’s local environment; therefore, features common to word processing applications, such as automatic saving of data, cannot be supported.  It is therefore strongly advised that users save their work often to protect against loss of data. 
3.4 Contingencies and Alternate States and Modes of Operation

The e-GOS application does not support alternate modes of operation.

3.5 Security and Privacy

The e-GOS application is secured by encrypting the communications channel by using 128-bit SSL.  Access control is maintained internally; users are required to register and authenticate their identity to use the system.  On an annual basis, users are required to accept the e-GOS Rules of Behavior and Electronic Signature Agreement (ESA) (see Section 4.1.4).  The e-GOS application is a U.S. Government system; there is no right of privacy on this system.

Contact the system administrator at the number provided in Section 3.6 if you have any questions regarding security, if your account is locked, or if you are having trouble connecting with your ID.
3.6 Assistance and Problem Reporting

For assistance with using e-GOS, including account/login or other problems, please contact the NITAAC System Administrator by calling or sending an e-mail to:

· 1-888-773-6542
· egossupport@od.nih.gov
NITAAC’s business hours are 8 a.m. to 5 p.m. eastern time, Monday through Friday, excluding Federal holidays.

4. Access to the Software

4.1 First-time User of the Software

4.1.1 Equipment Familiarization
e-GOS is a Web-based system, the user only needs to be familiar with his/her own PC.
4.1.2 Access Control

The e-GOS application requires user registration and authentication.  To obtain a username and password and permission to access e-GOS, users must register online and accept the e-GOS Rules of Behavior and Electronic Signature Agreement.  Please refer to section, 4.1.3, “Installation and Setup”, for instructions on registering to use e-GOS.

Once successfully registered, refer to Section 4.2, Initiating a Session, for instructions on signing-on and initiating an e-GOS session.

External users can change their passwords at anytime while signed in to e-GOS. Please refer to Section 5.3.1, Changing Your Password.  NIH users will need to change their passwords through the NIH Active Directory Interface, not e-GOS.
e-GOS generates reports and forms.  These reports and forms will be labeled accordingly as to the nature of the sensitivity of the data contained in these documents.  All users must take necessary precautions to ensure that the documents are treated according to the labeled security requirement.
4.1.3 Installation and Setup

e-GOS does not require the installation of any software beyond the user’s Web browser and Adobe Acrobat Reader.  

4.1.4 User Registration

Users must register to use the system.  User registration consists of the following steps:

· Accessing the e-GOS home page

· Registering user information: e-mail address, system password, and contact information;

· Accepting the e-GOS Rules of Behavior;

· Accepting the Electronic Signature Agreement; 

· Confirming intent to register; and

· Registration acceptance by NITAAC system administrator (for Contractors, this is done by the Contractor Program Manager).
1. Access the e-GOS home page by pointing your Web browser to https://egos.nih.gov/egos/ . The system loads the Warning Banner (Figure 4‑1).
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Figure 4‑1. Warning Banner

2. Read the warning and click OK to continue. e-GOS loads the User Sign On screen (Figure 4‑2).
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Figure 4‑2. User Sign On Screen

3. On the sign on screen, click the First Time User? Register Here link located under the login box. The First Time Registration screen appears (Figure 4‑3). 
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Figure 4‑3. First Time Registration

If you are an NIH user:

a. Enter your existing Active Directory user name followed by nih.gov (e.g., smithw@nih.gov)

b. Click Continue. e-GOS verifies your login information against the Active Directory. 

c. Review the Active Directory information presented. Click Continue. The Registration screen loads, with your Active Directory account information pre populated. 

d. Click Continue to continue to the Rules of Behavior screen (Step 2; Figure 4‑5).
If you are a non-NIH user:
a. Enter your official business e-mail address. 

b. Click Continue.

c. Complete the Customer Registration (Figure 4‑4), which includes the following information:

E-mail address (required)

Password (required)

· Passwords must contain at least eight characters, including at least one uppercase letter, at least one lowercase letter, and at least one numerical digit. 

Confirm Password (required): Reenter your selected password.

Secret Question (required): Enter a question you wish the system to ask you in case you forget your password.

Secret Answer (required): Enter the answer to your Secret Question.

Confirm Secret Answer (required): Reenter the Secret Answer.

Title (e.g., Mr., Ms., Dr.); First Name (required); Middle Initial; Last Name (required); Suffix (e.g., Sr., Jr., III)

Position/Job Title (required)  Customers may enter their user role, e.g., Contract Officer (CO) Accountable Management Official (AMO), Contracting Officer’s Technical Representative (COTR), Information Systems Security Officer (ISSO)
Company (required)

Business Unit

Division

Group

Street Address, City, State, and Zip Code (required)

Telephone and fax numbers (required)
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Figure 4‑4. Customer Registration

4. Click Continue. The Rules of Behavior screen (Figure 4‑5) loads. 
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Figure 4‑5. Rules of Behavior

5. Read the Rules of Behavior. If you do not accept the Rules of Behavior, click Decline. You will be permitted to complete the registration process but your account will not be activated to use the e-GOS system.
6. If you acknowledge and accept the Rules of Behavior, click Accept. The Electronic Signature Agreement screen (Figure 4‑6) appears.

7. Read the Electronic Signature Agreement. If you do not accept the Electronic Signature Agreement, click Decline. You will be permitted to complete the registration process but your account will not be activated to use the e-GOS system.
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Figure 4‑6. Electronic Signature Agreement

8. If you acknowledge and accept the Electronic Signature Agreement, click Accept. The Confirm and Submit screen (Figure 4‑7) appears.
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Figure 4‑7. Confirm and Submit 

9. Review your information on the Confirm and Submit page. If any of the information is incorrect, use the Back button on your Web browser to return to the Customer Registration page and edit your information. 

If the information on the Confirm and Submit page is correct, click Register to confirm your registration. The Registration Confirmed page (Figure 4‑8) loads.


[image: image8]
Figure 4‑8. Registration Confirmed

10. Click Continue to e-GOS to return to the User Sign On page (Figure 4‑2). 

· The NITAAC System Administrator will review your registration request and activate your account. You may sign in to e-GOS before the approval; however you will not have access to any contract areas.

4.2 Initiating a Session

1. Open your Web browser and point it to https://egos.nih.gov/egos/ . The User Sign On (see Figure 4‑2) screen appears.

2. Enter your User ID and Password. 

3. Click Sign On. 

If you are a non-NIH user and cannot remember your password: 

1. Click Forgot your password? Click Here. under the sign on box. The Reset Your Password page appears. 

2. Enter your User ID, which is the same as the e-mail address you used to register.

3. Click Submit. The page refreshes to show your Secret Question established during registration. 

4. Enter the Secret Answer you established during registration. 

5. Click Submit. The system displays a confirmation message and e-mails you a new password.

If you are an NIH user, you will need to use the NIH Active Directory Interface for password maintenance; not e-GOS.
4.2.1 Contract Home Page

1. After sign in, e-GOS displays the Contract Home Page (Figure 4‑9).

2. Select the Chief Information Officer – Solutions and Partners 2 Innovations icon to begin. The CIO-SP2i Home Page loads (Figure 4‑10).
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Figure 4‑9. Contract Home Page

4.2.2 CIO-SP2i Home Page

The CIO-SP2i Home Page (Figure 4‑10) provides a dashboard interface to e-GOS contract activities, as shown in Figure 4.11.  
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Figure 4‑10. CIO-SP2i Home Page
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Figure 4‑11. CIO-SP2i Menu

The CIO-SP2i Home Page contains the following:

1. CIO-SP2i Menu (Figure 4‑11)
2. Messages (displays a listing of system-generated messages to the user),

3. Action Items (displays a listing of system-generated action items to the user); and

4. Task Orders (displays a listing of the orders active in the system).

The interface also contains breadcrumb links to Contracts Home Page and the CIO-SP2i Home Page.

4.3 Stopping and Suspending Work

It is critical that you save your work frequently as the e-GOS application does not automatically save data.  Users must click the appropriate button to ensure that data is saved.  If you logout without saving, your work will be lost.

Furthermore, for security reasons, user sessions will expire after 20 minutes of inactivity.  This requires you to sign on to the system again. Unsaved work will be lost if your session expires.

To safely stop or suspend work, save your work, and press the LOGOUT link (or button) on the top, right-hand corner of your screen.

5. Processing Reference Guides

5.1 Capabilities

The e-GOS application’s Government Customer interface allows you to define, compete, and award TOs.  This section provides comprehensive instructions to process an order.
5.2 Conventions

e-GOS is a Web-based application that uses standard Web conventions, including navigation links and function buttons. e-GOS is Section 508 compliant.

Each screen capture is immediately followed by a description of the fields and data presented on the screen capture, unless otherwise specified.
5.3 Processing Procedures

5.3.1 Changing Your Password

1. Click Change Password on the CIO-SP2i Menu (Figure 4‑11). The Change Your Password page loads (Figure 5‑1).
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Figure 5‑1. Change Your Password 
2. Enter your User ID, Old Password, New Password, Confirm New Password.

3. Click Change Password on the Change Your Password page.
4. If the username and old password authenticate and the new password and the new password confirmation match, your password will be reset and you will be taken to the Password Change Confirmation Page (Figure 5‑2). 
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Figure 5‑2. Password Change Confirmation 

5. Click Logout. You will be taken to the User Sign On page (Figure 4‑2) 

5.3.2 Processing Task Orders

5.3.2.1 Defining a Task Order

The process of defining a TO requires the following steps:

· Beginning and naming the TO,

· Selecting the points of contact (POC) for the TO,

· Setting the required parameters to ensure regulatory compliance,

· Setting the order processing schedule, which serves as the timeline of events throughout the competition process,

· Providing response instructions,

· Uploading file attachments that specify requirements,

· Defining the scope,

· Selecting the contract type, and

· If applicable, electronically signing the Task Order Request Package (TORP) Certification.

5.3.2.2 Beginning and Naming a New Task Order

Throughout the TO definition process, use the Save and Next buttons at the bottom of each screen, or the links provided in the Definition Menu sidebar to navigate through the definition steps. 

When you complete a step, click the Complete checkbox at the top of each page. The corresponding checkbox will fill on the Definition Menu. Always save your work before proceeding to another step.
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Figure 5‑3. Task Order Title Page

1. Click New Task Order on the CIO-SP2i Menu (see Figure 4‑11). The Task Order Title page appears (see Figure 5‑3). 

2. On the Task Order Title page, enter a brief, descriptive title for the new TO. 

3. Click Save to save your work, or click Next to save your work and proceed to the next step.

5.3.2.3 Selecting the Points Of Contact
The Points of Contact page allows you to assign the TO POCs, as shown in Figure 5‑4.
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Figure 5‑4. Points of Contact
You must select three primary POCs and three alternate POCs.  These are:

1. The primary and alternate Contracting Officer (CO),

2. The primary and alternate Accountable Management Official (AMO), and

3. The primary and alternate Contracting Officer Technical Representative (COTR).

If needed, a fourth POC, the Information System Security Officer (ISSO) can be selected.
Since you initiated the TO, you are designated as the “Owner”, which allows e-GOS to automatically pre-populate the POC selection dropdowns with the names of individuals who are linked to your organization.  If the person you want to designate does not appear in the dropdown list, it may indicate that either the user has not registered with e-GOS or the user’s account has been suspended.

1. Use the dropdown lists to select the appropriate names for each of the POCs. You may enter the same name more than once.  

2. Click the Save button to store the information you have entered.  When you click Save, e-GOS populates the page with the complete POC information of the users you selected.  Alternatively, you can click Next to save your information and go to the next step.

5.3.2.4 Defining the Task Areas 
The Task Areas definition page (Figure 5‑5) identifies the contract Task Areas to which your order applies.
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Figure 5‑5. Contract Type
1. Click the checkboxes next to the Task Areas that pertain to your TO.

2. Click Save to save your work, or Next to save your work and proceed to the next step.

5.3.2.5 Selecting the Contract Type

The Contract Type page (Figure 5.6) provides you with five choices of contract type, including:

· Firm Fixed Price (FFP)

· Time and Materials (T&M)

· Cost Plus Fixed Fee (CPFF)

· Cost Plus Award Fee (CPAF)

· Cost Sharing (CS)
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Figure 5‑6. Contract Type

1. Select the radio button next to the contract type that applies to your order.

2. Click Save to save your work, or Next to save your work and proceed to the next step.

5.3.2.6 Setting Regulatory Compliance Parameters

The Regulatory Compliance page is divided into three sections, Opportunity Type, Other Information, and Required Certifications as shown in Figure 5‑7. 
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Figure 5‑7. Regulatory Compliance
1. Use the Opportunity Type section to determine the set of contractors to which this TO will be issued for response.  The factors involved are whether the TO is a fair opportunity or a sole source, and whether the contractor(s) are qualified to fulfill orders under the qualification areas set forth in their contracts.  
The following fields must be completed:
	Fair Opportunity?  
	If the TO is a fair opportunity, select Yes and skip to the Other Information section; otherwise select No and continue.

	Fair Opportunity Exception
	This field is required if Fair Opportunity was selected as No.  

From the Fair Opportunity Exception dropdown, choose the FAR 16.505 b2 clause that is appropriate for this TO.  

Please note that FAR 16.505 b2(iv), “Satisfy Minimum Guarantee”, has been disabled since it only applied to the first year of the Contract.

	Provide Justification
	Enter a text description of the justification for this TO being designated an exception to fair opportunity or click attach file to upload a file.

	Contractor
	Select the sole source contractor for the fair opportunity exception.  Please note that the sole source contractor must still satisfy the criteria of qualification for the appropriate Task Area.


2. The Other Information section collects miscellaneous information about the TO.  
The following fields must be completed:
	Funding Strategy
	Enter a brief description of the TO’s funding strategy or click attach file to upload a file.

	Incumbent
	Enter the name of the incumbent, if any.

	Independent Government Cost Estimate (IGCE)
	Enter the total dollar amount for the IGCE and click attach file to upload the details of the IGCE.

	Performance Based Contract
	Select Yes if this TO meets Performance Based Contracting requirements; otherwise select No.

	Provide Justification
	If you responded No to the Performance Based Contract field above, you must provide a justification.

	Quality Assurance Surveillance Plan
	Select whether or not the government is requesting the contractor to submit a Quality Assurance Surveillance Plan

	Severable / Non-Severable Services
	Select whether the services requested in the SOW are severable or non-severable


3. The Required Certifications section is used to ensure that the TO is compliant with ITIRB, Anti-Bundling, and IT Security provisions.  This section serves to protect customers and contractors alike in ensuring that the TO is properly reviewed before award.  

The following fields must be completed:
	ITIRB Review
	Indicate the requirement for review by the ITIRB as appropriate for your agency. Click attach file to upload a file.

	Anti-Bundling
	Indicate whether this order complies with anti-bundling regulations. Click attach file to upload a file.

	Brand Name Specification
	Indicate whether the order specifies brand names. Click attach file to upload a file.

	Task Order Security Attachment (DHHS customers only)
	Indicate whether this order requires approval by the Information System Security Officer (ISSO).  If approval is required, both the ISSO and COTR must electronically sign the Solicitation Certification and the SRDP Certification (see Section 5.3.1.8) when awarding the order.


4. Click Save to save your work; or Next to save your work and proceed to the next step.

5.3.2.7 Answering the DME & EVM Questions

The Development, Maintenance, and Enhancement (DME) & Earned Value Management (EVM) screen is used to answer questions about the requirements in the SOW.  The screen will present a slightly different set of options depending on the customer’s agency.  The full DHHS screen is shown below (Figure 5‑8); the non-DHHS screen is simpler.
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Figure 5‑8. Answer DME & EVM Questions
The first question asks if any portion of this TO is for development, modernization, or enhancement.  If no, click that radio button and then click Save to save your work, or Next to save your work and proceed to the next step.
If the answer to the first question is Yes, the additional questions about DME will be asked.  Enter the appropriate answer(s) and then click Save to save your work, or Next to save your work and proceed to the next step.

5.3.2.8 Setting the Order Processing Schedule

The Order Processing Schedule page allows you to define the order processing timeline.  You can define the timeline in terms of either absolute dates or relative intervals. Dates and times are based on the eastern time zone. The Absolute Schedule view is shown in Figure 5‑9. 
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Figure 5‑9. Order Processing Schedule (Absolute View)
Click Relative Schedule View to switch entry mode from absolute dates to relative intervals.  The Relative Schedule View is shown in Figure 5‑10. 
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Figure 5‑10. Order Processing Schedule (Relative View)

By entering data in one view, the values in the other view are automatically adjusted.  In either representation, the timeline dates are defined as such:

	Release Date
	The date and time at which e-GOS will release this TO to the qualified contractor community for competition.

	Questions Deadline
	Contractors may submit questions until this date. e-GOS automatically prohibits contractors from submitting questions after this date has passed.

	Proposal Deadline
	The date by which all proposals for this TO must be submitted for consideration. e-GOS automatically prohibits contractors from submitting proposals after this date has passed.

	SRDP Deadline
	This estimated date informs NITAAC as to when an SRDP will be submitted for approval.

	TO Approved
	The estimated date by which you would like NITAAC to approve the TO and authorize award.

	Purchase Order
	The estimated date by which you plan to issue the purchase order for this TO.


Click Save to save your work, or Next to save your work and proceed to the next step.

5.3.2.9 Providing Response Instructions

The Response Instruction page (Figure 5‑11) enables you to specify to the contractors the manner in which responses are to be submitted.
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Figure 5‑11. Response Instructions
The Response Instructions page includes the following fields:
	Proposal Preparation Instructions
	Enter your requirements for the proposal; this may include document format, such as font, point size, and software formats (i.e. MS Word, WordPerfect, PDF, etc.).

	Proposal Format
	Select Written, Oral, or Both.

	Other Instructions
	Enter any additional text that you want the contractors to view.

	Comments to NITAAC
	Enter any additional text that you want only NITAAC to view.


Click Save to save your work, or Next to save your work and proceed to the next step.

5.3.2.10 Uploading Attachments

The Attachments page (Figure 5‑12) allows you to upload files to e-GOS.
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Figure 5‑12. Attachments
The Attachments page consists of two windows, Attach File and List of Attachments.  As you upload files in the Attach File window, the List of Attachments window enumerates those files.  

To attach a file, provide the following information:

	Document Type
	Tag the document you are uploading with one of the choices in this dropdown selection box.  Possible choices are:

· Statement of Work (SOW)

· SOW Attachment

· Justification for Exception to Fair Opportunity

· Funding Strategy

· Independent Government Cost Estimate (IGCE)

· Justification for ITIRB

· Justification for Bundling

· Justification for Brand Name 

· Other

	Title
	Enter a brief file title.

	Description
	This field is optional and is intended for providing further descriptive information about the file, if necessary.

	File to Attach
	Enter the path and filename of the file you want to attach. Click the Browse button to navigate your local computer file system to locate the file.


Click the Attach button.  The file appears in the List of Attachments window.

The List of Attachments window allows you to remove attached files.  

1. Click the checkbox in the Remove column to select the files that you want to remove

2. Click the Update button to remove the selected files.

5.3.2.11 Security Certification

For DHHS customers only - If you indicated that ISSO review of the TORP Security Attachment is necessary (see Section 5.3.2.6), the COTR and the ISSO must complete the Solicitation Certification (Figure 5‑13).  
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Figure 5‑13. Security Certification

If you are the COTR or ISSO, complete the Solicitation Certification as follows:

11. Click Solicitation Certification under the Task Order Request Package (TORP) section of the Definition Menu.

12. Read the TORP Certification text and review the appropriate TORP information. 

13. If you approve the TORP, click the I Approve button. You will be prompted with the E-SIGN window (Figure 5‑14). 
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Figure 5‑14. E-Sign Window
a. Enter your e-GOS user ID and password.
b. Click E-Sign.
14. If you do not approve, click I Disapprove. The system prompts you to provide a reason for your disapproval.  

a. Enter your reason for disapproval. 
b. Click Submit.
15. Once the COTR or ISSO approves the certification, the red text “Requires … Signature” will be replaced with the officer’s name and date of approval.  

16. Once both parties have signed the certification, the system generates a PDF document, which is available under the DOCUMENTS tab at the top of the screen. The PDF contains the full document with both electronic signatures.

If you indicated that ISSO Review was not necessary, the COTR must E-Sign the TORP stating that fact.  The screen shown in Figure 5‑15 will be presented:
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Figure 5‑15. Security Certification Not Applicable

17. Click the I Certify button. 
18. Enter your e-GOS user ID and password to certify (see Figure 5‑14)

5.3.2.12 COTR Training Date 
The Contract Officer’s Technical Representative (COTR) must certify their last date of COTR training.
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Figure 5‑16. COTR Training Certification

If you are the COTR, complete the COTR Training Certification as follows:

19. Click COTR Training under the Task Order Request Package (TORP) section of the Definition Menu to bring up the screen shown above in Figure 5‑16.

20. Click the I Certify button. You will be prompted with the E-SIGN window (Figure 5‑17). 
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Figure 5‑17. COTR Training E-Sign Window
a. Enter your training date, e-GOS user ID and password.
b. Click E-Sign.
5.3.3 Submitting the TORP to NITAAC for Approval and Release

5.3.3.1 Approving Official Signature 

If you are the Approving Official, certify the solicitation as follows:
1. Click Approving Official Signature under the Submit Task Order section of the Definition Menu. The Approving Official Signature page loads (Figure 5‑18).  Note that in the example shown there are errors in the TORP package that must be corrected.  To correct any errors, click on the appropriate link(s) in the Definition Menu to bring up those screens.
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Figure 5‑18. Approving Official Signature
2. Once errors are corrected (if any), read the Solicitation Certification text and review the appropriate TORP information. 

3. If you approve the TORP, click the I Certify button. You will be prompted with the E-SIGN window (Figure 5‑14).

4. Enter your e-GOS user ID and password.

5. Click E-Sign. The date and time of the COTR approval displays in the window.

5.3.3.2 Submitting the Approved TORP to NITAAC

To submit the TORP to NITAAC for approval and release, complete the following steps:

21. Click Review and Submit from the Submit Task Order section of the Definition Menu. e-GOS loads the Task Order Summary page (Figure 5‑19).
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Figure 5‑19.  Task Order Summary

22. Review the information. If it is correct, click Submit TORP to NITAAC from the Activity Menu. The Confirm Action (Figure 5‑20) page loads. This page will display any errors that you must correct before submittal. If you encounter errors, click the DEFINITION tab at the top of the window to return to the Definition Menu.
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Figure 5‑20. Confirm Action–Submit TORP to NITAAC
You have two choices on the Confirm Action page:

1. To submit the TORP for NITAAC approval: 
a. Click Submit. e-GOS confirms the TORP submittal.
b. Click Done. The system returns you to the CIO-SP2i Home Page.
23. If you do not want to submit the TORP:

a. Click DEFINITION on the upper right-hand corner of the screen. This will return you to the TO definition pages for revision.
· After submission, the Definition tab disappears and the TO status changes to Submitted. You cannot make changes to the TO while NITAAC reviews it.  

If NITAAC approves the TORP, it will be scheduled for release to the qualified contractor community on the release date.  

If NITAAC requests revisions to the TO, you will receive e-mail notification with details regarding the requested revisions.  This will return the TO to the Definition state so you can modify it.

5.3.3.3 Processing Task Order Questions & Answers

During the period between the Release Date and the Questions Deadline, contractors can submit questions to you regarding the TO.  As contractors submit questions, you may view and answer these questions.  However, you cannot release the contractor questions and your answers until the Questions Deadline has passed.  

To view and answer questions, 

2. Log in to e-GOS and browse to the CIO-SP2i Home Page (see Section 4.2). 
3. Select the TO from the Task Orders window on the CIO-SP2i Home Page
4. Click View and Answer Questions in the Activity Menu. e-GOS will present you with the Task Order Questions page shown in Figure 5‑21.
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Figure 5‑21. Task Order Questions

The Task Order Questions page presents a list of questions submitted by all contractors.  The questions are presented anonymously and are released anonymously.  

5. Below each question, enter your answers in the provided text field. 

6. To save your work, click the Update button.

7. After you answer the questions, submit the questions and answers for NITAAC review by clicking Submit Questions to NITAAC on the Activity Menu. e-GOS displays the Confirm Action page (Figure 5‑22).  You do not have to wait until the Q&A period ends to submit answers for approval.  Answers can be submitted periodically (e.g., every day), plus the one final submission after the Q&A period ends.
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Figure 5‑22. Confirm Action

24. Click Submit to release the Q&A to NITAAC for approval.

25. Click Done to return to the Task Order Summary page.

Once you submit the questions and answers, NITAAC will review them and either approve and release them or request revisions. 

If NITAAC approves the Q&A, they will be released to the contractor community in a PDF file placed under the Documents tab.   If answers have been released periodically, each subsequent PDF will contain the full set of questions and answers up to that point.
If NITAAC requests revisions to the Q&A, you will receive e-mail notification with revision details.

5.3.3.4 Reviewing Response Details

Any time after the Task Order is released for competition, the customer can view the details about which contractors have responded to the request (either with a proposal or a no-response).  The response screen (Figure 5‑23) is accessed by clicking the Response Details link under the Selection menu.
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Figure 5‑23.  Response Details Screen
5.3.3.5 Processing the Selection Recommendation Documentation Package (SRDP)

When you are ready to make your award selection, 

8. Log in to e-GOS and browse to the CIO-SP2i Home Page (see Section 4.2). 

9. Select the TO in Evaluation status from the Task Orders window on the CIO-SP2i Home Page. The Selection page loads (Figure 5‑24).
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Figure 5‑24. SRDP–Selection 

26. To review contractor proposals, click the Documents tab at the top of the screen.

27. Review and complete the following sections:
	Award Decision

	Title
	The title of the Task Order as defined by you or your agency

	Accountable Management Official (AMO)
	The Accountable Management Official of record from your agency and contact information

	Contractors Submitting Proposals
	The list of contractors submitting proposals for consideration and associated evaluation files

	Prime Contractor Recommended for Award
	Selection list of the contractors being considered. Select the prime contractor you are recommending using this selection box.


	Documentation of Award Decision

	Evaluation Results
	1. Click this link to upload evaluation documents for each of the contractors submitting proposals.  The Evaluations page loads (Figure 5‑25). 

2. Use the Contractor dropdown list to select the contractor for which you want to upload an evaluation file.

3. Click Browse to locate the evaluation file on your local drive. 

4. Click Attach. The page refreshes and the evaluation file is listed in the List of Evaluations window. To delete a file, click the corresponding checkbox and click Update. 

5. Click Selection in the Selection Menu to return to the Selection page.

	Rationale Results
	Enter a narrative explaining your rationale for recommending the selection, or upload a file containing the rationale.

	Negotiated Amounts
	Enter the base and option year award amounts.  The system will automatically calculate fees as appropriate and update the Non-NIH Fee and Total columns.
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Figure 5‑25. Evaluations

28. If you are a DHHS customer, the order will require a Task Order Security Certification.  In the Selection Menu, you will see the Selection Certification link. Click the Selection Certification link to electronically sign the Selection Certification.  If the Task Order had requirements reviewable by the ISSO, both a COTR and an ISSO must sign this certification in order to submit the recommendation to NITAAC.  If there were no security requirements, only the COTR must sign.
29. Click Save to save your work.  

30. To confirm your submission request, click Review & Submit from the Selection Menu. e-GOS returns you to the Task Order Summary page (Figure 5‑19). 

31. Review all information, then click Submit SRDP to NITAAC on the Activity Menu. The Submit SRDP to NITAAC page loads (Figure 5‑26). 
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Figure 5‑26. Submit SRDP to NITAAC
32. Click Submit.
33. Click Done. The system returns you to the CIO-SP2i Home page. Note the status of the TO changed to read “Selection Made.”

5.3.4 Order Administration

After NITAAC approves and releases the SRDP award, the TO progress can be tracked and updated using the order administration features.

10. From the CIO-SP2i Home page, click the TO you want to review in the Task Orders window. The Administration page loads (Figure 5‑27).
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Figure 5‑27. Administration

34. The Administration Menu, in the upper left-hand corner, displays a link for the Notes page
35. Click the Notes link. The Notes page loads (Figure 5‑28). Here you can add and view notes regarding a TO. 

36. Enter the note text in the Customer Notes area.

37. Click Submit.
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Figure 5‑28. Notes
6. Notes

The following acronyms may appear in the e-GOS system or this document.

Table 6.1. Acronyms 

	Acronym
	Meaning

	AMO
	Accountable Management Official

	ANSI
	American National Standards Institute

	AWRD
	Award Authorized State

	AWTF
	Automated Workforce Tracking Fund

	CAN 
	Common Accounting Number

	CIO-SP2i
	Chief Information Officer-Solutions and Partners 2 Innovations

	CLSD
	Order Closed State

	CO
	Contracting Officer

	CONUS
	Continental United States

	COTR
	Contracting Officer Technical Representative

	CPAF
	Cost Plus Award Fee

	CPFF
	Cost Plus Fixed Fee

	CRM
	Customer Relationship Management

	DHHS
	Department of Health and Human Services

	DID
	Data Item Description 

	DITA
	Division of Information Technology Acquisition

	DOD
	Department of Defense 

	e-GOS
	Electronic-Government Ordering System

	ESA
	Electronic Signature Agreement

	E-SIGN
	Electronic Signature

	FFP
	Firm Fixed Price

	FTP
	File Transfer Protocol

	FUND
	Funded State

	GC
	Global Catalog

	GFE
	Government Furnished Equipment

	GFI
	Government Furnished Information

	GWAC
	Government-Wide Acquisition Contract

	HTTP
	Hyper Text Transfer Protocol

	HTTPS
	Secure Hyper Text Transfer Protocol

	IAA
	Inter-Agency Agreement

	IE
	Internet Explorer

	IGCE
	Independent Government Cost Estimate

	ISSO
	Information System Security Officer

	ITIRB
	Information Technology Investment Review Board

	KB
	Kilobytes

	MB
	Megabytes

	MIL-STD-498
	Military Standard 498

	MIPR
	Military Interdepartmental Purchase Request

	MOU
	Memorandum of Understanding

	NBS
	NIH Business System

	NFT
	NITAAC Finance Team

	NIH
	National Institutes of Health

	NITAAC
	National Institutes of Health Information Technology Acquisition and Assessment Center

	OCONUS
	Outside of Continental United States

	OD
	Office of the Director

	OFM 
	NIH Office of Financial Management

	OIT
	Office of Information Technology

	PDF
	Adobe Portable Document Format

	PFIL
	Pending Fill State

	PO
	Purchase Order

	POC
	Point of Contact

	Q&A
	Question and Answers

	RFQ
	Request for Quotation

	RFRL
	Ready for Release State

	ROB
	Rules of Behavior

	ROC
	Record of Call

	SAM
	Security Accounts Manager

	SMTP
	Simple Mail Transfer Protocol

	SOW
	Statement of Work

	SQL
	Structured Query Language

	SRDP
	Solution Recommendation Documentation Package

	SRS
	System Requirements Specification

	SSL
	Secure Sockets Layer

	SUM
	Software User Manual

	T&M
	Time and Materials

	TBD
	To Be Determined / To Be Decided

	TCP/IP
	Transmission Control Protocol / Internet Protocol

	TLS
	Transport Layer Security

	TO
	Task Order

	TORP
	Task Order Requirements Package

	TOSA
	Task Order Security Attachment

	URL
	Uniform Resource Locator

	XML
	Extensible Markup Language
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