ACPS 15

Frequently Asked Questions

Last Updated 23 April 2001
Use the Ctrl+F key combination to activate the Find function of your browser. Look for key words related to the issue you want to research.

Question:

I lost a document (solicitation or contract) from my workbasket. Where did it go? Can I get it back? What is the process?

Answer:
Version 15.00.25 included a new “Find Document” feature. Click the binocular button in the right column of the main screen or at the top of any document workbasket. 
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In the resulting dialog box, enter the document number you are looking for.
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Make sure all alpha characters are in upper-case and use no dashes. Press the “Search” button. 
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If the document is found, further fields will open on the dialog box for entering the type of document (solicitation, etc.) and the three-digit buyer code. After filling in these fields and clicking “OK,” users need to go out of the workbasket and then come back in to refresh the contents and see the restored document. Some data may be missing, so the document should be reviewed and any missing data replaced.

Question:

How do I put in a date older than 1995 on the calendars in ACPS 15?

Answer:
To get a year that is earlier than what is listed on the drop-down list, highlight the year field with your cursor and type in the year (e.g., 1966); then select the month, and then the day. Be sure you select the day last. The correct date should then be listed in red at the bottom of the screen. Be sure this is the date you want.  
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Question:

How do I manually add, delete, or modify clauses for my document that the system didn’t select for me?

Answer:
Adding Clauses

To manually add clauses to your document, during assembly, and while on the “Document Clauses” screen (pictured below), click the “Add” [image: image5.bmp] button on the top button bar.
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This will bring up a window that allows you to choose the types of clauses you want to choose from for adding to your document. 
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Available selections are:

· List All—A comprehensive list of all clauses in the system.

· Appendix E—A list of system clauses that have no way of being automatically selected by the system based on a user’s selections in the screens. Note: This selection includes the –499 blank, multi use clauses that are available in each section A through M.

· Enter Regulation Number—If you know the FAR number of a clause you want to add, click the radio button and type the number in this box and press “OK.”

· Unique Department—Unique DoD clauses (probably none currently available).

· Unique Command—Unique AFMC clauses (probably none currently available).

· Unique Agency—Unique Air Force clauses (probably none currently available).

· Unique Local—Unique local clauses (there may be a few available depending on your site).

· Enter Index Name—If you know the MADES index name (e.g., SOLALL) click the radio button and type the index name in this box. Press “OK,” and all associated clauses will be added to your document.

“Appendix E” or “Unique Local” are the most likely selections you will take.

Assuming you want to choose from Appendix E clauses (the process works the same for selecting from the other types of clauses), select the “Appendix E” radio button (as shown in the window above) and press “OK.” This will bring up an empty list box. To view the available clauses, press the eyeglass button and the first group of 40 will be listed. To get to the next group of 40, press the right-pointing VCR button [image: image8.bmp] at the top right of the screen. (This second group of 40 is where you’ll find the -499 all-purpose, “blank” clauses for each of the sections A through M.)
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When you see the clause(es) you want to add, highlight it (them). Clicking once on the clause selects it, clicking it again de-selects it. When you have all the clauses you want selected, press “OK.” Hint: Using the bottom scroll bar, you can scroll to the right to see the MADES number of each clause.

The added clauses will appear in the bottom area of the “Document Clauses” screen. (Clauses in the upper area are the ones automatically selected based on system logic.)
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If you need to add more clauses, repeat the above process. 

Modifying Clauses

If any of the clauses on the “Document Clauses” screen has an “M” to the left of the FAR regulation number, the clause is “m”odifiable. If you highlight the clause (only one at a time), then click the edit button [image: image11.bmp], the clause will be displayed in Microsoft Word for you to modify. Make your changes, save, and exit from Word. (This is the method you will use to modify the -499 all-purpose, “blank” clauses you added previously under the “Adding…” instructions.)

Deleting Clauses

If you need to delete a clause, highlight it and press the trash can button [image: image12.bmp] at the top of the screen.

Any added clauses will now be included in your assembled document. Any modified clauses will show with your modifications. And any deleted clauses will not show in your document.
Question:
The front-page numbering on my document is not accurate. The document is seven pages long, but the block on the front page says “1 of 1.”

Answer:

This is a Word limitation. This calculated field properly displays the total pages in the document after selecting Print Preview or Print in Word 2000 only. The calculated field does not work in earlier versions of Word. As users migrate to Word 2000, this problem will remedy itself.

Question:
I have a hard time remembering how to get to various screens. Are there any hints for navigation?

Answer:

If you’ll keep in mind the three “levels” the system uses to build a document—Document, Line Item, and Delivery—the following lists of topics associated with each will get you closer to the screen you need.

Document Level

Document # (Front Page) Button

DO/DX Rating

SCD Code

NAICS

Doc Detail Button 

Evaluation Criteria

Indefinite Delivery Contract

Unpriced Actions (Definitizations)


RFP Button

Decisions Will be Held to Evaluate Offer and Award


Government will Accept Alternate Proposals


Information for Planning Purposes


Facsimile Proposals


Place of Performance Different from Address of Offeror

Audit and Record Negotiations Examination by Comptroller General Waived

Order of Precedence

Technically Acceptable Source Selection Process

Pre-proposal Conference

Security Clearance Required

Award to be made on All or None Basis

Proposal Samples Required

Price Competition anticipated but may not be realized

Intent to Incorporate Contractor’s Proposal

Use of Non-Government Advisors

Prime Contractor Must Agree to Cooperate with Service Contractor

Contractor May be Required to Travel

Contractor Required to Conduct Training

Previously Qualified Offerors When Qualification Requirements do not Exist

Total Value (Clause Dollars) Button

Clause Dollar Threshold

Type Document (Service/Supply)

Competition (8a, Set Asides)

Labor Laws

Additional Requirements Button

Liquidated Damages

Special Contracting (Options, Multi Year, Demonstration Milestones)

Small Business Subcontracting

Privacy Act

Foreign Acquisition

Patents, Data and Copyrights

Bonds and Insurance

Taxes

Protests, Disputes and Appeals

Contract Administration

Contract Modifications

Engineering Change Proposal

Subcontracting Policies and Procedures

Value Engineering

Termination of Contracts

Indemnification Required

Use of Government Sources

Solicitation Provisions and Contract Clauses

Line Item Level
LI# Button

Pricing Arrangements

Line Item Quantity

Foreign Conditions

Quantity Variations

GFP

SVC/FSC Button

Stock Number descriptions

Program Equipment Codes

Manufacturer/Part Numbers

Preamble

Title

Type LI Button

Input Schedule

Alternate Stock Number

Associated PRs

Sub Line Items


Quantity Range


Quantity Discount


First Article (Also FA button at top of screen)

Funds Button

Fund cites and ACRNs

Payment Method Button  (EFT)


Clauses Button

Cost and Pricing


CAS


Contract Financing

QA/Insp Accp Button

Quality Assurance

Inspection/Acceptance

Ship To Button
Ship To codes

Name and address

Trans Button

Transportation Specifics

Pack Button

Packaging Information

Delivery Level
After Receipt Of

Specified Date

TBC

TBD

Delivery Period

Specified Period

Delivery Quantity
Question:
Working from an advance PR, or just getting a head start on your solicitation, you start ACPS 15 and begin to build it. As far a I can tell, the date you load the advance data is the date that will go in the "Date Issued" block. That means you will either need to issue the solicitation that day, redo the entire solicitation on the date you want to issue it, or fix the "Date Issued" block in MS Word.

Answer:

Both the issued date and the effective date are automatically re-calculated for the date of the distributed assembly. The effective date becomes editable but the issued date does not. We're re-assessing this process to allow more user freedom for assigning the dates.

Question:

In an award/delivery order, I had problems with the program adding the total dollars amounts of my line items. The line items totaled one number, while the face page had a different number. 

Answer:

Dollar Amounts. There are two dollar-amount areas: one drives clauses, one shows on the front page. The reason two are necessary is that in order to drive the right clauses the "clause dollars" may have to be higher for anticipated future events (e.g., options) while the front page amount is what will show on the "instant" (the one you're working on) document. When you have completed your line items, press the "Update" button on the line item workbasket screen. This should total the amounts in the line items and update the front-page (not the clause dollars) dollar amount.

Question:

In the length, width, and depth [of military long line packaging] the decimals are being placed incorrectly.  It is not 140.0 but should read 14.0.  

Answer:
The entry fields in the (Military) Long Line Packaging screen accept what the user keys in. In the case of an entry field that accepts datum with places to the right of the decimal, like “Depth”, a user should key in the digits to the left of the decimal, then the decimal, then the digits to the right of the decimal, including zero(s); otherwise, a user might key in the digits to the left of the decimal and press the “Tab” key to move to the next field when the digits to the right of the decimal are zero(s). Watch these inputs very closely.  

 

Question:
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One user created two documents then deleted them. A second user then tried reusing both deleted PIINs (document numbers). In the case of the first PIIN, the buyer was unsuccessful in reusing it and got a “Duplicate PIIN” error. 

 

In the case of the second PIIN, the user was able to use the number, but when assembling the document, she was getting data that remained from the original (supposedly) deleted document. Contractor notes, in particular, showed up.
 

Answer:

These both appear to be cases of incomplete deletions. The system has missed deleting some piece of information (different information in each case mentioned above.) 

 

In cases where either a known deleted PIIN cannot be successfully reused or data originating in an old deleted document is showing up; the user should contact their administrator. The administrator should then look up the Delete Status file for the buyer who deleted the document in the acps\output\ directory using the file naming convention comprised of the three-digit user code, underscore character, delstat.doc (e.g., 3LE_delstat.doc). The administrator should e-mail this file to the Lab for analysis to determine why the document was not completely deleted. Note that this file reflects only the last deletion performed by the buyer. A subsequent deletion will replace the contents of this file with the status information for the latest deletion.

Question:
Why is my (buyer) e-mail address showing up in the contractor address Block 9?

Answer:
This problem has been fixed and will be included in release 15.00.25.
Question:

In the screens I added additional information for Block 18. When the document printed, why was all the Block 18 information run together with no new lines for paragraphs?

Answer:
The text boxes we had been using would not hold any special characters, including hard returns. So even though the user puts them in the screen, they don’t show up in the document.

As of this writing (23 March 2001), we have prototyped the first note that uses Word instead of plain text. We expect the next release (15.00.25) will have all notes in Word format, allowing anything that can be done in Word to be put in a note area.

Question:

Where do I put in addresses for DD250s?
Answer:

In the Line Item Workbasket, select a line item then choose the "QA/Insp Accp" button.
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On the Inspection/Acceptance screen choose the "Government Inspection & Acceptance Reports..."
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On the next screen, select the "DD250 Required" radio button and "Yes" on the following screen for "Special Distribution" 

[image: image15.png]- 0280 e
ol i Dociet

€ Invoice
€ Packing List

(o]




 [image: image16.png]DD250 Required

Special Distibution of DD250
€ Yes.

No

(o]





You will then get several possible addresses for sending DD250s.


FARSite Home
Conrad Naegle, Procurement Analyst
