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ACPS - 20 Years of Contracting Evolution

Welcome to the newest version of the Automated Contract Preparation System (ACPS). ACPSisa
comprehensive, FAR-based contract writing system. ACPS simplifies the process of creating numerous
types of contractual documents.

This updated version of ACPS still has all of the features and capabilities that you’ve known in the legacy
(Data General) version. We’ve taken those features, improved them, and added even more versatality with
these new features:

NAFI (formerly JEDA)

Purchase Requests and amendments
Amendments to solicitations
Modifications to contracts

Orders against basic documents
Conformed copies or changes only
E-mail

Attachments

Expanded clause logic

Enhanced clause fill-in process
Streamlined assembly process
Improved front page award process
Direct feed to J041, DD350, Fed Biz Ops, and NAFI

Iy Iy Ny Ny By Iy Iy

We are continually enhancing and improving ACPS to take advantage of current and future software
capabilities. The improved software and data structures will allow us to be more responsive to changing
technologies, process improvements, and corporate initiatives as well as higher level acquisition process
directives. These software structure improvements will allow you to use all the new technologies that are
emerging.



ACPS - 20 Years of Contracting Evolution

INTRODUCTION ...ttt ettt et r et r et nr e 2
DOCUMENT LEVEL ...ttt nn s 5
LINE ITEM LEVEL ..ot 16
DELIVERY LEVEL ...ttt n bt 21
ASSEMBLY LEVEL ..ot bbb r et bt 27
ATTACHMENTS. ...t ERROR! BOOKMARK NOT DEFINED.



Creating an Award

There are four main areas in creating any type of document, whether a purchase request, solicitation, or
award. These areas are: Document level, Line Item level, Delivery level, and Assembly. In any given
solicitation or award there are many variations that will occur depending on the type of document being
created. To see all or any of these variations, please refer to the user guide, accessible through the Help

button il This will bring up the ACPS User Manual in its entirety in PDF format. Any topic can then
be searched for more detailed information and instructions.

This booklet takes you step by step through the basic process of creating an award document.
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Document Level

il Automated Contract Preparation System (ACPS) - John B Dawson |EI|_|
I Sub-Systems ———— Filez and Services wieh Links / Email Help ! E:-:lt
Awards j B s
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Sources 4
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Synopsis
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TN )
a
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New [4(|000L CEZEEZEZEZZZEE FFP 21 0OCT Z002 Aa  OQRI-ORI FBZOZ® ORI Did ;I
I‘?\); First Article )
{ CDRLs J
Altachments o
GEF ’
Front Page Total
$57.000.00
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Update| [T g1 571.94 =l
|Thursday, 28 4ug 2003 |Release 15.06.16 21 Aug 2003 §)|

The buttons across the top of the screen provide access to File Maintenance, Clause look-up, e-mail, and
other features:

Sub-Systems:

2 o { Revi Web Links/Email:
ocument Reviews.

m|

@| - . FARSite Web Site.
Document Filing/Retention System.

ﬂl J041. H
EE DD350. = | NAICS Web Site.
BERNE
g El Email Services.
Offers.

il DEBAR Web Site.

Files and Services: Help/Exit:
_| Support Files & Maintenance. _| Help.*
_| Clause Information. _| Exit.
El Change Password.

ﬂl Locate a Document.

* The Help button will access the ACPS User Manual where further detail on any part of the software can
be found.



El Release notes. This button at the bottom of the workbasket screen will flash “NEW” when a
software release has been loaded to your site. By clicking the blue book button you can bring up a text
document of release notes. These are notes on what has been changed, added, or deleted in the ACPS
software.

Use the drop-down list box in the upper left corner to select the Award Workbasket. When you use this
program the first time, your award workbasket will be empty. Click the “New” button MNew  Diatthe
upper left-hand side of the screen to start a new award document. On the next screen, you will choose the
document type and decide whether you want the program to assign the document number automatically or
enter your own number.

The following choices will be available:
Mew Document

QuickDoC 4
Amend [ Modify  #
Crders b

Select “New Document” and the following screen will appear:

New Award x|
Parameter IZZZZ 'l
— Type of Contract
& Definitive Contract,. 6‘5' " Indefinite Delivery Contract
" Facilities Contract € Imprest Funds
= Purchase Order = Agreement
" Shart Farm Research " Lease Agreement
" Sales £ Pseudo ALE
" Government Dept Order " Letter Contract - Undefinitized
Agency: |5700 =] sie =]
& Dol [Fazgrooz |C =]
" NASA,
= Other than DoD
—gzign PIIN —— — Print PIM
ez {+ Mo ’75' Yez Mo
@l aE | Cancel |

The “Parameters” setting will fill in with your default parameter set by your ACPS System Administrator.
Select the type of award in the “Type of Contract” area.

The “Agency” and “Site” codes will fill in from your parameter setting.

The current default setting is “DoD.” The DoDAAN part of the document number will fill in from your
parameter setting. The letter in the 9" position is set based upon the type of award selected above. A
contract number can be manually entered at this point, or “Yes” can be selected under “Assign PIIN,”
automatically assigning the next sequential number to the new award document.

“Print PIIN” will default to “Yes.” (The “No” selection is used for specific, unusual situations.)

If you wish to import data into your new award from another document, use the Import button @ This
will bring up the following screen to select a document and Line Items (LIs) from:



R Import Data Into Award: F4261003C0181 lﬂ

Document Type
’7(" PR & 50L ¢ AwD  STK  TEMP ( BASIC (" OFFER

[~ Distributed Documents Only

Impart Document #ofllzs Type LI Mo Stock Na Guantity ACRMN  MNaun
F47&1001R0Z238 1l Z ;I
F4Z&1003R0078 1 E
F4Z&1003R0038 4 F
F4Z&1003R0033 g E
F4Z6100300063 1 E
F47610030004% 1 E
F4Z61003R01EE g E
F4Z&1003R01EE 1 E
-
Kl y
Ll Modification——————— r— |mport

I~ | Chiznge 0t 1 Al ltems

(" Select Bricing Sssignment I~ | Eriifasse B erumber

= Enter i :

R € 5elected Lineltems
) Funds
I~ | Berumben Selected L ] i St 6@'

[~ EnMassze Renumber 6@'

[mpart | Cancel |

If you are not importing, select “OK” at the “New Award” screen and begin creating the new award
document.

NOTE: The detail button 55' indicates that there are one or more screens following that selection.

The following screen will appear to make selections that apply to the award: (NOTE: Items with ellipses
(.. .) have follow-on screens for more detail and/or to fill in applicable clauses.)
Award - F4261003C0181 |

— Method of Solicitation
[ S&P ..

[~ Sealed Bidding ...
[~ Megohiated ..
[~ Letter Cortract ..

— Special Conditions
= Bundled Contract

" Performance Baged Service Contract
i Cortingency

" Humanitarian Operation

i Peacekeeping Operation

"~ Defense Against or Recovery From Terorism
or Huclear, Biological, Chemical or R adiclogical
Attack

[~ Kultiple desard Contract Fair Dppartunity ‘

[~ “Wartime [Operation Code/Mame]

|
OF. | Cancell

The “SAP,” “Sealed Bidding,” and “Negotiated” selections will bring up the following screen:




Award - F4261003C0181 ﬂ

— Specialties - Acquisiion Dmbudsman

P I
HAUSHAN SASNA - |Capt. Geaorge &. Smith
[~ Indefinite Delivery Contract Contemplated ... Location
[~ Unpriced Actions Contemplated ... IPKL' Hill 4FE UT
[ Annual Representations and Certifications Fhane
[~ Fast Pay Procedures Apply ISD‘I I??? 01 =l I
[~ Jwi0D - NIB/NISH
AccepianceDays [ ] RFP DETAIL| IFB DETAIL|
0K | Cancel |

This screen provides information for certifications and representations which would be used if an award is
done as a stand-alone, or on any basics or bilaterals where there was no solicitation done. The “RFP

DETAIL” button provides access to Part 15 clauses. The “IFP DETAIL” button accesses items applicable
to IFB solicitations.

Selecting “Letter Contract” will bring up the following screen:

Unpriced Actions | x|
— Returt Signed Copies of Contract bp Date — Subcontracting Plan—————————
I_ I— I Flan ||
Dated I— I_ I—

— Limitations of Government Liability
Ceiling Amount of Espenditures
Ceiling Amount of Goy, Liability

Contract Action Type Propogal Type
D ate:

Definitization I

Submizgion of Proposal I

Begin Megotiations I

Submizgion of Make or Buy Plan I I I
Submizzion of Subcontracting F'Ianl I I
Submizgion of Cost or Pricing Data I I I

r— Contract &ction will Include ak |
MTE Amount

" Cost/Price Ceiling

£ Firrn Fired Price I Cancel

FRONT PAGE SCREEN --

When you finish with this area, the Front Page screen will appear. This screen can also be brought up with
the Front Page button | Front Page |




Award - F4261003C01581 x|

Ih o Lol o] fax 50D | j EXCP
S l 0% ol g N ﬂ@

Office Spmbol Issuing Office  Prigrity

IF'KAEE Ml |FA82DD Mll j Ml FOB Requirements ¢ Orgin § Destination ¢ Other

FMS Reguirements [T *es Electronic Inwaice [ Yes

Buyer |J0hn B. Dawszon PR#: I I_I I |
Ctr. Ofer, R ay Williams - =
| Raj{ P | ol 2
Ml [~ Dan't Show Email sddress
[ lzsued Pursuart ta the Small Business Competitiveness Contractor iz €% iz not required ta sign and
D'emonstration Program retumn I 0 copies.

Awardee Infarmation I Doc Detail | 4 | pl 0K, | Cancel |

If you have imported a PR or a solicitation, the information from that document will be filled in. If you
have not imported a document, you will need to fill in the necessary information. Some information will be
filled in from your parameters as set by your local ACPS System Administrator.

Q Enter DO or DX rating

O Enter SCD code and NAICS code

O Enter the PR number and/or solicitation number if it has not been imported (this places the PR
number and/or the solicitation number on the front page). The dates of those documents are
placed in the remaining 3 fields using the Calendar buttons.

The “Doc Detail” button allows you to edit the selections on the Method of Solicitation screen.

NOTE: i next to a selection means there is a lookup feature available.

To select the awardee and include applicable information , click | Awardeelnformation |
Awvardee Information x|
Awardee Code || Ml |
Offer Mumber [~ Preaward Survey  — Transportation by Sea
Acceptance Days I vl ~ “es i Mo £ Mo Response
Dizcount Terms -
I J — Type of Busineszs
Offier Date I I I | Time I_ - W " Large Business
Total Offer Dollars " Small Business...
Place of Performance = Educational Institution..

" Urnited States (" Outside United States

Facility Eodel G@I FIPS

" Non-Profit Organization...

" Fareign [FMS Antemational dgreement]

Cit_p| Eodel T aiiff or Regulated Business
StatedCount I Cod l_ = UNICOR
e = " Other Governmant Agencies

tare than one offer received  Yes (% Mo

ﬂl ak. | Cancel |

Use the binocular button to access the vendor database.



If you know the CAGE code for the contractor, type it in the “Code” field. Otherwise you may click the
binoculars to look up the information. You will be shown a screen similar to this:

Yendor File Maintenance

Code [000E2 ﬂ

Hame IMAHlNE ELECTRIC 5YSTEMS ﬂ
0006 MARINE ELECTRIC &
0o09e JANESTOWN METAL MARINE SALES, INC.
oooss HNILLI-SWITCH MAMUFACTURING CO
001368 CORNING FREQUENCY CONTROL INC
00z13 MN3D INC.
00z a8 CEF INDUSTRIES, INC
o046z GOCDRICH CORPCORATICH
003539 DEL MAR AVIONICS
00evd PRESSCUT INDUSTRIES INC
00736 DONALDSON COMPAMY INC.
0opJa DYNAMIX CORPORATICHN ok |
O0H30 ENAELE INDUITRIES INCORFORATED
00QR4 EDEL ENGINEERING CORF. LI Cancel |

The VCR buttons at the top of the screen will let you maneuver through the database. When you have
selected the desired vendor, click “OK” and the following detail screen will appear.

Detail MARINE ELECTRIC SYSTEMS 00062 ﬂ
Responsible | Tupe of Bus | N&ICS/FSC | Addresses | Faciiy | @asws | Pocs |
V%”fdﬂ Jonoez £=e2 [oooez 80300 DUNS [051051132 TIN [221535203
Leaal Bus Mame [MARINE ELECTRIC SYSTEMS ssi oo o0 [oooo
Doing Business | Last CCR Update [05405 2003
Division | CCR Status [2CTIVE
Street1 [33ROUTE 17 SOUTH
Street 2 |
City [19510 |EAST RUTHERFORD
County [003 |BERGEN
State [34 [
County [Uss, JUMITED sTATES Armallss-s5M |
Zip 7073 [2156 Postal Code |
No Emp [ 001 - 439 -
WEB Address |
Debar Statu
ak | Cancel |

Make any desired changes for the document and click “OK” to return to the awardee screen. Click “OK” on
that screen to go to the Clause Dollars screen:
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CLAUSE DOLLAR SCREEN --

Award - F4261003C0181 il
Tatal Value

’7 I $L00 ) Systern 4+ System S upport Additional Requirements |

" Service i+ Supply [ Some Service

IAirframes and Related Assemblies [414) j 6@'

— Competition Requirements—————— — Small Digadwantaged Business - — Labor Law:
+ Full & Open ... 66' [~ Evaluation I_ < v Walsh-Healey
™ Full & Open After Restrictions - [~ Service Contract Act ...

¢~ Other Than Full & Open ... I Participation .. [~ Davis Bacon Act
[~ Professional Employees

[~ Additional Labor Law Begrints ..

" Mo Competition Bequirements ...

P Twpe————— [~ Securiy Level
" Commercial ... [~ Classified
% Man Commercial [ Sensitive

[ Proseribed

Ll_bl Ok | Cancel |

On this screen, enter the total dollar value of the award (this pulls in clauses based on the dollar thresholds).
Make any other selections as necessary. The “Commercial/Non Commercial” selections on this screen
pertain to Part 12 clauses.

. . ] . i Additional Requirements . ) )
To provide more detailed information on the award, click This mainly applies to

large dollar buys and pertains to all other parts of the FAR except Parts 14 and 15. This screen is brought
up:

Additional Requirements - F4261003C0181 x|
[~ Orgarnizational Conflicts of Interest... [~ Contract Adminigtration. ..
[ Liquidated Damages... [ Contract Modifications. ..
[~ Special Contracting Methods. .. [~ Subconbacting Policies and Procedures
I~ Small Business Subcontracting Programs. .. [” Walue Engineering...
[~ Privacy &ct Applies [~ Termination of Contracts. .
I~ Foreign Acquisition... I Indemnification Required
[ Paterts, Data and Copyrights... I~ Use of Government Sounces. ..
[~ Bonds and Insurance. .. I~ Solicitation Provisions and Contract Clauses...
[~ Taxes..
[~ Protests, Disputes and Appeals...
Cancel |

These selections are arranged by FAR Parts 11 through 52. On this screen you may make as many
selections as needed for the award. Most of these selections will bring up an additional screen or screens for
you to more clearly define the selection(s) made. For each selection made the appropriate clauses will be
brought into the document. Click “OK?” to return to the Clause Dollars screen. On that screen click “OK” to
continue on to the Funds screen.
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FUNDS AT DOCUMENT LEVEL --

This screen allows fund cite and ACRN entry at the document level (enter desired ACRNSs here and then

assign them to the Line Items):
Funds PIIN: F4261003C0181 1[

‘ Dl Jl El MultipIeFundsl AEHNsAssignedtoDocl FundciteTempIatesl PaymentMethodl Elausesl ‘
‘ Preamble Naote | Biling Instruction Maote B8] Payment Instruction Mote | ‘

Fund Citation

=

-
A 13

Dollarsl $0.00 O nitiated. € Committed) ¢ Obligated ¢ Deobligated ¢ Mo Change

ok | Eancell

Click to display a listing of fund citations in your site’s database:

Template Fund Cites x|

3 bl

S7E4930 FCO4 64 1 47 E3 15329E 01NOOO 00000 329Z00 672300 |a
i0 1234567590 0957654321 24680 97531 000000 00000 000000 FO440G
11 5703010 110 Z000 47 20 1-——-— —————— ————— ooooo0 ———-—— 1
iz This is a test to see what a free form fundecite edits like.
z9 5730600 Z80 2000 47 12 69659597 516140 59200 669500 504400 |1
ZL S676879579
4F 9711¥8242 4F0 2000 63 03 —————— Qooooo 00000 ———-——— 504400 ]
54 397E4930 540 2000 47 E3 150000 01MNOOO 00000 000000 672300 1
GE S7E4930FLzZ0 BE7 2000 47 E3 AJEFG 011000 00000 000005 672300 1
GIiI ST7E4930FCOH oHO 2000 47 E3 FD20Z0 01NOOO 00000 000000 &72300 ]'I
4 3

In order to override the automatically generated ACEN, enter an ACEN here |

Feference |

ok | Cancell

Select the appropriate fund cite(s) for the document. Click “OK” and it will be added to the “Funds” screen
list box. Click “OK” to continue. You will be returned to the solicitation workbasket.

If your fund cite is not in the database, click the gl button on the main Funds screen to enter a fund cite.

The following screen will be displayed:
Funds PIIN: F4261003C0181 1'

r— Organization

{+ Ajr Force By W/ artes L0} " Other

r— Fund Citation

ACRN [ oac| PE Code |
I Y )
L-SUBI BPl DOD&AAD I
Fund Code I MFPI Dollars I $0.00
Yearl EEIEI Reference I

ak | Eancell

12



Enter the fund cite information in the appropriate blocks and click “OK” to return to the “Funds” screen.

Click “OK?” to return to the solicitation workbasket.

You have completed the first portion of your award. Your workbasket will look similar to this one:

[l Automated Contract Preparation System (ACPS) - John B Dawson - |EI|5|
I Sub-Systems ————— Filez and Services Wieb Links / Email Help # E it
Awards g > Blilzds) | #alelo| | 2|6
b (EV] R s = | S LY I 1l ¢
Cc-untl ] Statusl Front Fage | Clause Dollars I Histary | P& | FFI I Awardee I Hof Llg
Mew DIACT Fdz5l003C0180 $345, 777 ZBAUGZO0Z OCSM0 Z |l
Assemble a ACT F4ZglO03CO1S1 5435 000 GZO03 00062
———|ACT F4Z£1003M00327 $97,.000 ESAUGZ003Z OLEL4 1
Attzchmeants
Motes 4
Sources 4
Packaging
Ship Ta
S -
;’Iiiunds @
Synopsis )
DD350 4
GFF 4
AGDE 3
-
LINE ITEMS | Top=L | SYEIFSE | ra | mewen  |Funss]l manee | STl | Transpet]| Pra |
e Hawy || d
l"("-\1- First Article )
q CORLs J
Altachments o
GEF ’
Front Page Total
Incrememtal Total
Updatel j
|Thursday, 28 Aug 2003 [Release 15.06.16 21 Aug 2003 li}|

The buttons along the top of the document workbasket area

History

Statusl Clauze Dollars I

parts of the document after it has been created.

Front Page

Document Status Change x|

 Statu
% fctive

€ Out far Review

" Cancel

= Lock [send to PCO]
€ (U leek (et e B uper
" Distribute

@l Buyer/PCO Notes Ok | Cancel |

“Status” will bring up this screen

| Pa | P |

are used to access various

to show what the status of the selected

document is or to change its status. The “Front Page” and “Clause Dollars” buttons will bring up the

previous screens (above).
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“History” will show this screen:

Status History - F4Z61003C0161 il
Assigned Type of Complete
Statuz Location By Review Date Time  Owner Date
Active ZRAUCZO0Z 14:Z1 LlEZA ;I

-

Dietails,.. | Diays [hfa... |

Assoc. Doc. | Aszzoc Poms | Doc Track Ok | Cancel |

“PA” will bring up the document level Pricing Arrangement screen:

Type Contract Pricing Codes ﬂ
Code Description Prirnary
A FPR Fixed Price Fedetermination o
[J FFP  Fim Fixed Price e
[~ K FPEPA Fixed Price EPA o
L FFRI Fixed Price w/ performance incentive o
[T R CPAF Cost Plus Award Fee i
TS CR Cost Contract Mo Fee “
["T C5 CostShating o
[U CPFF CostPlusFised Fee o
[T% CPIF Costs Plus Incentive Fee e

[w/ performance incentive)]
% T&M  Time and Material i
T2 LH Labar-Hour

r
He-EvaIuatel _}l ()3 | Eancell

This is where the specific pricing arrangement code for the document is set. Normally, you will not need to
fill out this screen as the Line Item (LI) pricing arrangement will automatically fill this in for document
level.

Document Priority x|
Code
Selection ;I

=]

0K LI

“PRI” will bring up this screen:

“Awardee” will bring up the Awardee Information screen (as shown previously).

14



Me v ]
Aszemble [
Attachments
Mot es

Sour ces

Sm Business

TFunds =
Spnopsis
L350
GFF
The buttons along the left hand side of the document workbasket area =t= = will become available
for use as they apply to the selected document. The little round button on the right side of the named button
will turn red when data has been entered for the item, such as the document level fund cite above,

Funds @ I

15



Line Item Level

[ Automated Contract Preparation System (ACPS) - John B Dawson _ O] x|

Sub-Systems ————— Files and Services ‘wieb Links / Email Help # Exlt
Avards o plalpEs | sliislsl eS| 2l

Countl 3 StatusI Front Page I Clauze Dollars I Histomny I Fa I FRI I Aurardes I H#of Lls
Mew 0 ACT F4E51003C0OLE0 $345,777 ZBAUGEZOO0Z QCaMo 2 -

Gl $435,000
Aszemble @, =
ACT F4261003H009? £97.,.000 ZSAUGZDDS OLEL4 1

Attachments

Notes

Sources

Packaging
Ship Ta
im Business &

Funds -

SynopEis
D350
GFP
LD

-
LINE ITEMS  Tupell | svzrse |0 Ba |1 melven  |Funds|| Gannep || Shipmo | Trenspon] P |
H [ ;I
First Article.
DRL=
AlEehments o
GFF

Front Page Tokal

Incrememtal Tokal
Updatel | ;I

[Thursday, 28 4ua 2003 |Release 15,0616 21 Aug 2003 §>|

To create a Line Item (L1), highlight (select) a document in the upper workbasket and then select the
“New” button in the lower part of the screen under the “LINE ITEMS title. The following
pop-p menu will appear:

Add {Mew) Line Ikem
GQUICKLine
Copy Single Line Tkem

Copy Multiple Line Items gelect “Add (New) Line Item.” The following screen will appear:

16



Define Type Line Item |

~ Twpe
* Regular NSN ‘ * Supplies and E quipment

" Sub [Stand alone]
I~ | Mot Separately Friced

" Services and Construction...
™ ELIM Associated LI I
" Reserved  Data..

ID_ IE IE I Ling Item Mumber " Other...

" First Article Ansurance Policy. .

(" Research, Development, Test and Evaluation...

Sub Noun
‘ & Commercial ltem ¢ Man-Commercial ltem | I
— Sub Title
I~ | [hsuranee Faliey Dption ‘Year
B Bl
ClEdE  CEdD ST
1 AN Cartrastons b ust St s |
! N Applicable

Ok | Cancell

Either accept the default settings or select a different type of LI and/or LI number at this screen. This screen
is only accessed once per LI. If you need to change the type of LI, you will need to delete the LI and
recreate it to access this screen again.

Click “OK” and the following TYPE LI SCREEN will appear:

Stock No - LI 0001 x|
Stock Mo PR Mo's aszociated with Line [tem
e | e PR No MCode  LINa.
I‘I E20 IEBESEBEBE I :I —
List of Stock Mumbers for this Document ﬂ

-

Print Stock Mumber & Yes ~ Mo

r Ling Ikermn Priorty Oty ar——— =

- ] »
M Dwer W j
I Nt slziE /s
nder =l
— Trade 4cts and &gresments————————————— ¢ Input/Output Stack Mo... [ Surplus...

Total Clause Dollars $435,000.00  Alemate Stock No —
i+ Buy American Act/Balance of Prnts. Pam. o I Repail
+ MNane

" Trade Agreements Act I~ FMS
" Maorth American Free Trade Agree (MAFTA]
i Waiver/Exemptions...

[~ Construction Material NAS I Fareign Conditians...

I~ Brand Mame or Equal...

B e ==

Enter the stock number and any other applicable information for the L1 on this screen. If you don’t have the
correct stock number, selecting the “FSC” button will bring up the following screen to search the database
for a valid stock number:

Supplies and Equipment ﬂ
group [ - |
Group Type I j

FSC Code I

17



After filling in the L1 information click “OK” and the following SVC/FSC SCREEN will appear:

[ Stock# 1620565656565 |
Heaun |4 Big sirplaine Part
I o o Additional Description @l
Description Supplemental Description
= E
Pragram. System and Equipment Codes (End ltam] Qualified Source
= =) O%
. l| L
Kl o | | L [ |
I~ Qualification Regmts. .. I~ Mext Higher Assembly ...
I Required Sources... [~ Physzical ltem Markings...
I Enwvironment/S afety... [~ Foreign Restrictions. ..
I~ Exempt from Fareign Disclozure [~ Stock List Price..
@l 0K, | Cancel |

If there is data in the stock number database for your stock number it will automatically be brought into this
screen (and your document). Any changes or additions to this information will save for the current
document only unless the stock number is not in the main database, in which case any entered data for the
number will write a new record to the stock number database once. (After that only the ACPS System
Administrator can add, change, or delete the stock number record.)

After the stock number screen has been finished the “Pricing Arrangement” or PA SCREEN will appear:

Pricing Arrangement: F4261003C0181 ﬂ
Preamble Mate | Title I
Noun Pricing Arrangement Miankibe Fremat -
FFFP CFPOTF CT8M CLH CCR O | | CMiwMaw  CAtemate Packagng (~ Other
List All... " Altemate Quantity ¢ Quantity Range * Clear Farmat
|Firm Fixed Price |
3 W r = W

I~ Change Defaults

Title Unit of |33 Tite Title

IQuantit}l j Ml |Unit Price j IAmount 'l

OOk o O Test e f  CTest

[ mm [ [ oow [ oo

[~ Do Mot Calculate

| PA Notes Contractar Mate EIEI LI HBffBShl 0K, | Cancell

(NOTE: The default setting is Firm Fixed Price, with a single quantity fill-in. This screen allows many
different pricing arrangements and many variations on quantities and LI set-ups which are beyond the
scope of this instruction. For further detail on pricing arrangements see the ACPS User Manual. Also,
dependent sub CLINS — those without deliverables -- are created at this screen. See the ACPS User Manual

for further detail on this.)

On this screen, you may enter an introduction to the LI by clicking “Preamble Note.” You may also enter a
“Title” for the LI.
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Fill in the LI quantity in the highlighted field. Fill in a unit price and then click on the total price field to
have the program calculate the quantity multiplied by the unit price. Additional notes can be added using
the Notes buttons at the bottom left of the screen. These notes will appear in the LI schedule of your
document. “PA Notes” will print above the NSN information and “Contractor Note” will print below all of
the LI information.

Click “OK” to continue.

Once a LI has been established the Delivery, Funds, and Quality Assurance areas will be available to fill in.

FUNDS AT LI LEVEL --
When you click the following screen is displayed:

Funds PIIN: F4261003C0181 CLIN: 0001 |

Dl {?l '@'l Multiple: Fundsl ACRMz Assigned to Docl Fundcite Templatesl F'aymenll\-'lethodl Elausesl

Preamble Note | Billing Instiuction Note  #] Papment [nstruction Hote

Fund Citation

|- |

" o

Dollarsl $0.00 Cilhitigted) € ICommitted)  CI0HGated] € Dectligated) € Mo Change

(] 4 | Eancell

The buttons across the top of the screen are used as follows:

Ql il and El Add, Edit, and Delete ACRN records.

This provides the ability to assign more than one ACRN to a CLIN (Contract Line Item
Number). DFARS requires that multiple ACRNS on a CLIN be broken out into separate Informational sub-
CLINSs. This button is not available at the document level.

| ACFNs Assigned to Doc | This will display the document level ACRNSs previously chosen. This button is not

available at the document level.

This will display a listing of all the fund cites in your site’s database.

This button will bring up a screen with various Electronic Funds Transfer clauses to choose
from if applicable. This is not available at the LI level.

This button will bring up a screen with various funds clauses to choose from if applicable, such as
Cost and Pricing, Cost Accounting Standards, Contract Financing, etc. This is not available at the LI level.
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Select | ACANs Assigneg o Doc | and the following screen will appear with any fund cites previously selected or

entered at the document level:

ACRNs Assigned to Document 5'
[ = B
hh 9711H5242 4F0 2000 63 03 ————-—-— 000000 00000 —------— 504400 ];I

E
a | 3

In order to owverride the autornatically generated ACEMN, enter an ACEN here I

Feference |

Ok | Cancell

Select the applicable fund cite for the current LI and click “OK.”

QA/INSPECTION -
The button will bring up the following screen:

Inspection/Acceptance - F4261003C0181 - Line Ite 5[

—Inspecton————————————— [ Acceptance

[~ Prelirminary E

f* Drigin 6@'(" Destination & Origin - Destination

r Criteria
% Commercial % Complas & Critical ' Commat
" Mil/FED Spec " Non-Complex £ Mon-critical (' Peculiar
— Quality Azsurance (Part 46]
= Commercial Practice [~ waranty..
& Standard [ Limitation of Liability...
. [T Government Inspection
£ Cantractor Inspection 4 Acceptance Reports...
£ Higher Level Quality Requirement...
& Certificate of Confarmance [COC)
£ Ingpection 12w Basic BOA/BPA/Contract
1w DD1423

Ok | Eancell

Make the appropriate selections for the solicitation IAW the AFMC Form 807, Recommended Quality
Assurance Provisions and Special Inspection Requirements. Some selections will bring up additional
screens to provide more detailed information and/or clause fill-ins. Click “OK” to return to the LI
Workbasket.
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For “Preliminary” and “Origin” inspection, click the eyeglass button to access the address fill-in(s) for the
point of inspection. The address database can be accessed from here and an address selection made:

Place of Inspection - Origin x|

— Type of Address

€ Combractar Address ] |

£ Contractar Facilib
" Packaging Flant
€ Other |

Code |

Namel

Streat |

City |

State l_ Zip l—_l—

Calnty |

weh |

— 34 Inspector

0 | Cancell

Ship To, Transportation, and Packaging will become available after a Delivery has been created.

With the LI highlighted in the workbasket, click to build one or more delivery schedules for
the line item.
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Delivery Level

Delivery - Award No F4261003C0181 - Line Item Mo 0001 ﬂ
‘ [ Clauses @@ ] <] n] ‘
—Start Delivery
" After Receipt OF [AR0) Speciied Date ¢ TEC ¢ TBD 0=y i ] ez Band
A o] |
LI ‘ I~ | Dt e arths ‘
—Stop Delivery
" LfterBecept MRERE] € Specfied Mate: CITEE £ TED I~ |Specified Periad
=
Ha 05/ Ranger [0 Start //Stop | shpTe | MVF| Pack]|| Rea | Desied il Desied
Ok Cancel

Click the new delivery button El and the “Start Delivery” selections will become available to start
building a delivery schedule. As you make selections, appropriate clauses are pulled in. Depending on the
selection made, a follow-on screen will appear to add more detail. In this case “After Receipt of (ARO)”
was selected for “Start Delivery.” The “Delivery Quantity” is automatically brought in from the LI Pricing
Arrangement area. The number 120 was manually entered, “Calendar Days” and “Written Notice of
Award” were selected from drop down menus in the “Period” and “After Receipt Of” fields.

Delivery No D001 x|

— Delivery Quantity
I 1220000

—After Receipt OF [ARO]
MNumber  Period
|'| 20 ICaIendar Days j

Ok | Eancell

To edit any of the delivery schedules, highlight the delivery in the list box and click | SAaL 10D

If you are editing Delivery #1, you may change any of the information, but in doing so, the rest of the
delivery schedules for the LI will be deleted. This is because the FAR allows only one heading per line
item.
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If you are editing a delivery schedule other than the first one, you will be able to change only those areas
that are NOT grayed out.

You are also able to define your Ship To and Packaging requirements here as well as in the LI area. “Mark
For” and “Requisition Number and Priority” are only accessable in the Delivery screen. The difference is
that in the delivery schedule you can specify multiple Ship To addresses and PACRNS, whereas at the line
item level, you may specify only one. You must create a delivery before you can access the Ship To,
Transportation, and Packaging areas.

SHIP TO --

When you click the following screen will be displayed. If the Ship To codes were added
from the Award workbasket (document level) or L1 workbasket (L1 level) areas, those codes will be listed
on this screen. You can then select which code is needed for the specific delivery you are working on.
Otherwise, add a Ship To record as follows:

List of Document Ship to Codes ﬂ

. . MaPAC"s [F5]
Ship To Code City State  Shipto b for

B

[

J| Bl |  Detaur sk ToCodel
_l_l_l : k. | Cancell

When you click E you can select either FMS or Non FMS. The following screen is brought up for a
Non FMS Ship To entry: (The Default Ship To Code button will bring up the Non FMS address screen with
the Ship To address as assigned by your ACPS System Administrator for your parameter.)

NOTE: To delete a Ship To record entirely from a document, it must be deleted at the document level.
This is true for Packaging records (PACRNS) and fund cites (ACRNS) as well. Deleting at the L1 level
removes the association to the specific line item, but the record still remains in the document and that
information will appear in clauses.
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x|

| Print * ez { No |

—Ship To
] 12|34
Namel
Divisic-nl
Streetl
|
City |
state|  ZpCode[ |
Cc-untryl
Mate to Contractor Naote to Buyer 0]

Ok, | Cancell

The “1,” “2,” and “3” buttons will bring up only the Ship To address for Transportation Address Codes
i

(TACs) A, B, and C, respectively. Choosing
entire address database.

brings up the following screen to search your site’s

Address List ll
Addrezz Code Mame Type IA Ore j%
TED T2 BE DETERMINED ESHIF TO 2 -

FZ388F 388 FW CSHIPTO 3

FzC130 O0-ALC/ ML D WVEMDOR

FELGNT OO-LLC/LG E VEN-REMIT
FWEM-FPAREMT

FGELMSO 00-ALC/ MA G VENFACILITY

FGMASL DO-ALC/ MR H DODask

FEZ029 DDHU HILL FACILITY | DODAAC

FBE2035 OC-ALC - TISD 4 ADMIN

FEZO&S 78 TRANS 30 EPD%TE[

FE4407 375 SUPS LGS 0 lacal b

FE4887 56 SUPS LGSZ P test hd

FBS612 SELWLGS

FD5294 51 SUP LGSDR PACAF RECY SCTN hd

Ok Cancel

You may select all of the Ship To addresses you need for the entire document at this point, or you may
select them as you create each LI or Delivery. The selected address(es) will appear on the document Ship
To screen. Choose the one needed for the delivery you are working on.
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List of Document Ship to Codes x|

_ _ MAPAC's [FMS)
Ship Ta Code City State  Ship to Mark far

LFBE20Z29 HILL LFE uT =]
AFB2039 TINKER AFE OK

ROEINZ AFE

=
Ok | Cancell

Click “OK” to continue. You will be returned to the Delivery screen with the selected Ship To code now
displaying.

il @ E Default Ship To Code |

The Mark For button will bring up the following screen:

Mark For x|
=
[~
Default Mark For |~ 0K | Cancel |

“Default Mark For” will input a predetermined piece of text as set for your parameter, otherwise enter your
information and click “OK.”

The Requisition Number button will bring up the following screen:

Requisition Number =5 x|
R equigition Mumber Pricirity

I [

Ok, Cancel

The Mark For and the Requisition Number/Priority will print out in the LI schedule.

PACKAGING --

To add packaging requirements by creating a PACRN, select in the delivery area or in the LI
area. A PACRN is the code assigned to a piece of packaging information that applies to a L1 or a delivery
and is used to cross reference this information with the L1 schedule and the applicable clauses. The
following screen will appear:
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LIST OF PACRNS - F4261003C0181 il

PACRM [Drescription

Ll El El Azzocisted Ll'sl ok | Cancel |

Click the Add button E and the following screen will be displayed:

PKG/BARCODE MARKING - F4261003C0181 ﬁl

PACRN : IF'A.L‘«

v BAR. CODE MARKING REQUIRED
Additional Bar Coding or Marking Reguirements
Exceeding those af MIL-STD-129 IF

[~ 100% INSPECTION
I~ Unigue Clause MNBR

ez ... ¢ Mo

" Specification Commercial Packaging [A5THM-D-3951] ...
" Contractar Commercial Packaging [Commercial Best Practice] ...

" MIL Long Line Packaging ...

= MIL-5TD-2073-1/5P1/5 pecification ...

" Engineered or Specialized containers

(" Packaging Data

= No Packaging

Ok | Cancell

The PACRN(s) will be automatically generated as packaging requirements are created and added to the
document. Enter the appropriate information AW the AFMC Form 158, Packaging Requirements.
Selections with ellipses ( ... ) have follow on screens to enter additional information that will fill in the
appropriate clauses. Click the “OK” button to continue. The information will display in the list box
(previous screen). Click “OK” to continue. You may create the PACRNS you need for the entire document
at one time and then assign them to specific deliveries or LIs, or you may create them as you create each LI
and/or delivery schedule. To assign a PACRN to a LI or delivery, highlight the desired PACRN on the list
and click “OK.” At the LI level the following screen will appear:

Do wou want ko update ALL of the Delivery infarmation Far this Line Item with the
selecked PACRN 7

es 5] Zancel

Click “Yes” to continue.
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TRANSPORTATION --

Transportation requirements can be entered only after the Ship To address has been determined and
entered.

Select for the desired LI. The following screen will appear:

TRANS - (AWD) F4261003C0181 = ll
— SHIFMENT FROM
i COVUS St Wiews Source List ====3> Ml @
[~ DCOMUS Source View
— SHIFMENT TO
IFB2DZS L3 | .
I_ (i) ) Tentative est., Foar Eval Thl
1 CONWE Lacation € N Bwal of Transporkation Easts
) W IS Laatiat
—SPECIAL REQUIREMEMTS
I~ Tmckload/Carload [~ GBL Shipments I~ AS| Candidate
I~ Report of Shipment [REPSHIP) [~ CREP/Repair I~ Mote to Buyer
r— Shipping Characteristics
Air SpecialL|Air Timanszion | &ir c:omm-l'wau &pecial—[wmer Comm-lT\rpe Carg1?r¢iqh Tranz. Crtl, Codes
Handling Code | Code adity Code| Hundling Code| adity Cods |Cade Clazzifiestion 12 3 4
Becurity
Theight Length  Width Height Cubic Feet Cubsic Inches Clazsifiestion
00 0 0 0 000 000
Frequirements I Stock Mumber DataI Deliven | k. Cancel

Input for this area is derived from the AFMC Form 1653, Transportation Data for Solicitations, as well as
any transportation terms agreed to during negotiations. The Ship To code and TAC will automatically fill
in to this screen. You can look at the detail of the Ship To address, but you cannot make changes to the
Ship To record from the Transportation area. You may select either or both CONUS and OCONUS for the
“Shipment From” but only one for the “Shipment To”. Further detail screens will appear to enter applicable
detail (Origin, Destination, Contractor’s Facility, additional clauses, etc.) Click “OK” when you have
completed the necessary information and you will be returned to the L1 Workbasket.

Assembly

Click the button (located at the left hand side of the document workbasket area) to assemble
the document. This screen will be displayed:
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Document Assembly F42610-03-CO181 x|
— Optiar Wig
¥ Front Page [~ Attachments
_ o Diraft
¥ Line ltem [+ Docurnent Surmmmarny
v Clauzes [~ Reduce "ahite Space ¢ Final [all fil-ins)
I~ MADES Mumber I DOEE0 [T Syrepsis
—Auward Agreements — Amend/tod
= Front Page I~ [Frovisiarns " | Conformed Eopy
" littached
{* Bilateral [ Feps and Certs E Y T —
" reorporated
— Formats Output
D ocument
[Uniform (UCF] =] Ll ifsesend ] 2D
Form [ EMail ]
I Letter Contract ﬂ
Clause | HTRAL [~ |FedBizlEps
I By Reference j
coree |

In the “View” area “Draft” will be the default setting. The “Final” setting will cause the program to stop for
any clause that has a fill-in with no data entered yet. You may enter the applicable data on the screen that

appears, or you may return to the program after assembly and fill in the appropriate screens there.

After you have chosen the specifics appropriate for your document click “OK” to start the assembly

process.

During the assembly, the program will pause to show you the clauses that have been selected based on
selections you made on all the previous screens as you were building your document. Here you may add
additional clauses (individually or by index), modify any clauses that allow editing, or delete those you
don’t want. You can also find additional information about a given clause by clicking on any of the buttons

at the top of the screen.

Document Clauses

x|

Clist | Title Dl Hist Dl HsTxtDlHefTHtDl Full Dl F'Langl:ll

A AR

Document Mumnber |F42B1 0ozcoan

Fillin Mod  Regulation Mumber Clauze Title
£z.z202-1 A DEFINITIONS ﬂ
52.203-3 L GRATUITIES
52.203-5 4 COVENANT AGAINST CONTINGENT FEES
Sz.203-6 A FRESTRICTIONS ON SUBCONTRACTOR SALES TO THE GOVERNMENT
52.203-7 L ANTI-KEICKEACK PROCEDURES
52.203-8 4 CANCELLATION, FESCISSION, AND RECOVERY OF FUNDS FOR ILLEGAL OR IM_
B _’I_I
Added Clauses: Added Indexes:
= =
Kl

Cancel
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The buttons across the top of the screen are:
CLIST - A listing of all clauses (DFARS, FAR, AF, MAJCOM, Local).
TITLE - Title details.

HIST - Shows the complete history actions and dates for the clause. HsTxt will display the text file for a
given history action.

REF TXT - Shows what will print in a document for a clause with fill-ins when the clause is brought in by
reference. Clauses without fill-ins do not have a Ref Txt file.

FULL - Displays the full text of the clause.
PLANG - Displays the prescribing language of the clause.

Once you have determined that the clauses are correct for your document, click “OK” to continue the
assembly process and finish your document.

Attachments

Attachments can be included with your document. Click at either the document or the LI
level. The following screen will be displayed:

x

¥ Docurment

" Dozument File

ak | Cancell

Click “OK?” to go to the next screen:

Specifications/Attachments: Doc No. F4261003C0181 Line Item No. =]
[ Military Specs or Standards £ pplicable Specs not Attached I ,l @ | E | @.l
Attachment/Specification Title Date Moof Pages  Twpe
Attachment S pecification Listbox 0k | Cancel |
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If you choose the “Specs not Attached” button, this screen will be brought up:

Location of specification{s} not attached |

[ Listed in G54 Index and may be obtained

[~ Listed in DODISS or DODS010.12-L and may be obtained
[~ Mat listed in GS2& Index - Available from Designated Source
[~ Mot Listed in GS& Index - Available for Examination

[~ Copy may be obtained from Designated Source

[ Available for Examination from Designated Source

[~ Use of Cancelled Military Specifications & Standards

ok | Cancell

Specs not Attached

Make any selections needed for the document. The selections will bring up additional screens to provide
more detailed information about the attachment. Click “OK” to return to the main attachment screen.

To add an attachment, click E The following screen will be displayed:

Record Type Selection x|

| heorperate

" Aftached
" Electionie € FPaper
£~ Lacation

ak | Eancell

Choose “Attached.” If you then choose “Electronic” you are taken to your Windows Explorer feature to
locate the file needed. If you choose “Paper” you are taken to the following screen where you describe the
papers you want to attach: (“Location” will bring up the above “Location of Specifications” screen.)

Attach Specifications |
Title ;I
" Date I I I |
i UnD ated I
i Open I
Farm Mo. |
Mo, of Pages/Fils Sizel
File Mame: |

Ok, | Eancell

Click “OK” when you are finished and you will be returned to the Solicitation Workbasket.
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When you assemble the document, make sure you check the “Attachments” box in the “Options” area on
the Document Assembly screen. After assembly is complete, you will be in Microsoft Word. There will be
numerous windows open. The first two windows will be your document and the Summary Report. Any
additional windows open will be the attachments you added.

The attachments must be printed separately from the document. You can print while you are viewing the
attachment after assembly.

If you are using E-Mail, the attachments will automatically be included with the transaction.

DISTRIBUTION --

When you are finished creating and editing your document and ready to send it out, you can ‘lock down’
the clauses and provisions by “Distributing” your document. Do this at the Status screen (shown in the
document level description). Distributing a document will cause it to assemble one last time with the
current clauses and/or provisions. No further changes will be allowed to the document in the ACPS system
after this. Any future changes required will need to be done by modification. The document will retain
clauses effective on the date of distribution. (NOTE: The distribution process also feeds data to the J041
system as well as maintaining the integrity of the document. ALSO - changes made in Word after the
document has been assembled do not save to the document.)
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