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Document Review
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The Document Review Program in ACPS 15 is divided into two parts: 1. The Comment Maintenance portion can be accessed and maintained through the “File Maintenance” button [image: image2.png]


 off of the Main Entry screen. 2. The “Document Reviews” can be created/recorded or reviewed through the “Reviews” button [image: image3.png]


 on this same screen. 

The first portion or the “Comment Maintenance” portion is where the Comments can be created and maintained. After the File Maintenance button [image: image4.png]


 has been clicked on the Main Entry screen, the File Maintenance button bar will open.

[image: image76.wmf] 


Clicking on the newly included Comments File Maintenance button [image: image5.png]


, accesses the Comment Maintenance program. After this button is clicked, the user is taken to the Comment File Maintenance screen. 

A few buttons that will be found on every screen are the Cancel button [image: image6.png]


, and the OK button [image: image7.png]


. The cancel button will cancel the action, close the current screen and return the user to the previous screen. The OK button will accept the action, close the current screen and return the user to the previous screen.

Comment File Maintenance Screens
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The Quality Review data in the File Maintenance side of the program is protected from modification and/or deletion. If the users have Super User Authority, they have full rights to access and modify the data (the Hill PK Lab keeps a copy of the Parent Database). If the users have PMC Review Authority in their User, they have authority to view everything, but can add/modify/delete Local Comment Data only (L and Z type comments). This means that the screens for the Main Comments will open as Read Only, but the screens for the Local Comments will open with full maintenance rights. If the users do not have PMC Review Authority in their User, they enter with Read Only rights. 

This screen contains the database for Comments and the ability to maintain that data. The Group Number list reflects all the Groups that contain Comments. These groups are patterned after the AFMC Form 3019 that is used for the Contract File Content Checklist. After the user has clicked on the desired Group and selected one of the Group Numbers, the Comments for that Group are displayed in the Comment Maintenance list box as shown below. This list includes all the Comments for that group. 

If the user desires to add a New Group, they click on the “Add a New Group” button [image: image9.png]


. To edit the Group information, the user clicks on the “Edit Group” button [image: image10.png]


. To delete an existing Group, the user clicks on the “Delete Highlighted Group Record” button [image: image11.png]


. For all these actions, the following “Comment File Maintenance” screen will open for the user’s input.

The analyst at the Contracting Lab that is responsible for the maintenance of any given Comment is identified by User Code and by Name under “Analyst Information”. These assignments are made at the Contracting Lab and are included for reference and reporting purposes. The code under “Analyst Mod” identifies the User Code for the analyst who was the last one to modify that comment. The “binoculars button” at the right of the “Analyst Information” is for the purpose of populating the assignment information, i.e. analyst code and name, from the database of analysts in the Lab as depicted in the following screen that opens from the binoculars button.
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A general user can see this screen to help them with the User Codes to know the Names that are tied to them.

Comment File Maintenance Screen

[image: image13.png]wows [

Nome [

0K | Cancel





To Add a New Group
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To Edit an Existing Group
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Confirmation To Delete a Group Record
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The user then selects one of the Comments and edits it through the Pencil/Edit button [image: image17.png]


. This selection will open the Comment File Maintenance screen and allows the manager to edit the Comment as shown below:
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In addition to the referenced buttons, other action buttons will add [image: image19.png]


 delete [image: image20.png]


 and undelete deleted  [image: image21.png]


 comments. When the user deletes a comment, the program does not physically delete it, but places a deleted date in the management window. The user can then click the undelete button to remove the delete date and reactivate the comment. 

The Document Review Screens

This portion of the program is where the actual reviews are created and stored. After the user has clicked the Reviews button [image: image22.png]


, the Document Review List Workbasket is opened for the creation of, or the viewing of, the actual reviews as shown below. If the document being reviewed exists in the ACPS 15 system, the document data that exists in the document’s database will now be copied into this part of the program and will be reflected in this “Document Review Workbasket” and its associated screens. To get the document into this workbasket, the reviewer clicks the “Create New Review” button [image: image23.png]


. This button opens the “New Document Review” screen for the user to enter the document they wish to create a review for as follows:

New Document Review Screen
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After the user enters the document number (Solicitation, Award, Amendment or Modification), the document level detail from the ACPS 15 Document Database will be copied into the Document Review List Workbasket. If the reviewer enters a number that does not reside in the ACPS Document Database, the document number will be entered, but the entry will not contain any data. A review can still be created against this type of document, but the data will need to be manually entered by clicking all the buttons i.e. Total Value, Date, Buyer, Reviewer, and Awardee, and entering the data into all of their screens (Note: manual data entry is not yet possible, but will be available at a later time). The Document Review List Workbasket is described in detail below.

Document Review List Workbasket
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[image: image78.wmf]
As with the Maintenance side of the Document Quality Review program, there are certain restrictions, depending on the users’ information in the User database. If the user has  PMC Review authority, they have full rights within all the screens. If the user does not have PMC Review authority in User, they enter with certain restrictions. These restrictions are manifest by grayed out buttons and inactive windows. These restrictions prevent the user from affecting any of the data entered by the Reviewer. 

This screen contains a synopsis of the applicable information from the ACPS 15 Document Database. If the document being reviewed actually exists in a user’s workbasket, the data for the Total Value, Buyer, Reviewer, and Awardee automatically flows in from the database. If the document does not exist, the user can create the data by clicking in the individual screens and manually entering it. The Status and Date Buttons will be fully functional at a later time.

From this screen, the user can create reviews [image: image25.png]


, delete reviews [image: image26.png]


, open the internet to the FARSITE [image: image27.png]


, assemble the actual document using Word [image: image28.png]


, open to an email [image: image29.png]


, open the internet to the Debarred Contractor site [image: image30.png]


, open the ACPS 15 Help Document in PDF format through Acrobat [image: image31.png]


. The other buttons are also column headings and provide ways of entering and accessing data in relation to the reviews performed on the documents. The Status button [image: image32.png]


 will take the user to the same document status screen and functions as in any other workbasket, i.e. Active, Out for Review, Distributed. The Document Review button [image: image33.png]


, takes the user to the actual reviews done on the documents in the workbasket. The Total Value button [image: image34.png]Total Value



, will open a data screen which includes a lot of the information on the document, i.e. money, competition, synopsis, small business, security, etc. The date button [image: image35.png]


, will take the user to the Status History screen, the same as in the other ACPS 15 workbaskets. The Buyer button [image: image36.png]


, will open a screen that provides the information on the buyer, i.e. name, working section, and phone number. The Reviewer button  [image: image37.png]


, contains the information on the analyst who performed the reviews. The Awardee button  [image: image38.png]


, contains the information on the contractor who received the award and a link to the Vendor Maintenance portion of the ACPS 15 program.

The “Status” button [image: image39.png]


, is tied to the status of the document in the Main Workbaskets, i.e. Active, Distributed. It is still under construction. 

The “Document Review” button  [image: image40.png]


, takes the user to the screens that facilitate the creation and viewing of the actual reviews performed on the documents as follows:

If a review is being performed on a buyer’s document, the review document, when entered by the reviewer, will show up in the buyer’s Review Workbasket. The buyer can then view the review and/or enter a response at the main review level and/or at the comment level, via the Word button. (Note: The Word button appears to be the same button on the screens, but depending upon the user, works differently to add a different note to the review. This way the reviewer and the buyer can correspond back and forth concerning the review and the actions involved.) 

Review List Screen
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From the “Review List” screen, the user can create and view the three types of document reviews performed against documents: Solicitation, Clearance and Post Award. This screen contains a number of functions, i.e. “if the user is the Reviewer, the Word button [image: image42.png]


, acts as a Reviewer’s Note to Buyer and opens Word to provide a way for the reviewer to enter notes/statements to the buyer concerning the overall review. If the user is the Buyer, the Word button [image: image43.png]


, acts as a Buyer’s Note to Reviewer and opens Word to provide a way for the Buyer to respond to the Review, i.e. Comments, Clauses and Notes. It should be noted, because of a Word quirk, if the user wants the Comment Notes to align indented from the Comment upon assembly, they will need to enter an indent before beginning to type the note text (see sample of assembled review at the end of this documentation). As with all Word Note buttons in the ACPS 15 screens, the user can click the right mouse to access the ability to delete the note. The “Review Document Assembly” button [image: image44.png]


, accesses Word to view the complete review (all comments, notes--both Reviewer and Buyer notes--and clauses referenced); the “Add a “New Document Review” button [image: image45.png]


, takes the user to the “Add New Review” screen where they can create a review for the document; the “Add a New Comment and/or Note to Review” button [image: image46.png]


, takes the user to the “Review Comments for” screen where comments and notes and clauses can be added to the review; and the “Delete Highlighted Review Record” button [image: image47.png]


, provides a way for the user to delete the review altogether (after a verification screen). 

This screen references the Review Type, the number of each type created against the document, the date the review was created, the number of comments included in the review, the analyst code and name that created the review, and if the user scrolls over with the bottom scroll bar, they will be able to view the reference number added for the review. The date the review was closed (all comments and notes have been coordinated with the buyer and no other changes will be made to the review) is also set and referenced by a checkbox and date at the top of the screen as follows:

[image: image48.png]¥ Date Closed 11 FEB 2003




This action will freeze the review so that any subsequent comment changes (in the comment maintenance) will not enter into the review that has been coordinated and agreed to. All of these data will transfer to the front page of the assembled review.

New Review Screen
The “New Review” screen contains all the features needed to create any of the three types of reviews. 
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First the user selects the Type of Review by clicking the dropdown arrow as shown above. A “Type” selection must be made by physically clicking one of the Types (the “OK” button stays grayed out until the Type selection has been made). This activates the program to enter the appropriate number of review for that type. This “No” block will be system filled by the next sequential number for that type. The user next identifies the “Date” of the review. The program automatically enters the “Analyst Code and Name” of the analyst using the system and creating the review. Upon clicking the “OK” button, the newly created review will be entered into the “Document Review List” screen.

After the Review is added to the “Review List” screen, the user then clicks the “Add a New Comment and/or Note to Review” button [image: image49.png]


, to go to the “Review Comments” screen to add the Comments and Comment Notes that apply to the review. 

The “Reference Number” [image: image50.png]Reference No.
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 is available for users to add a reference number to the Review.

Review Comments Screen

The details from the “Review List” screen are reflected at the top of the screen. The user then clicks the desired Group Number and the Comments tied to that Group would be reflected in the “Cmt No” window. The user now selects a Comment to add and clicks the “Add Comment” button [image: image51.png]Add Comment



. This action enters the Comment into the “Review Comments” block.
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The Groups and Comments accessed are brought in from the Comments Maintenance side of the Document Review program. The user can view the whole Comment reflected in the “Cmt No” and “Review Comments” windows by double clicking the Comment in the list boxes, or by clicking the “eye glasses button” [image: image53.png]


. 

After the desired Comment has been selected, the user clicks the Add Comment button [image: image54.png]Add Comment



 to make the Comment selected part of the review being created.

 The user can then add a “Note” to the Comment. This can consist of anything the analyst desires to say to the buyer about the comment, or if the user is a Buyer, note responses can be entered and included to the Reviewer. The user adds “Note(s)” to the comment, by clicking the “Word” button [image: image55.png]


. This button opens Word and facilitates the entry of Note(s) to each Comment. As this is done, the “N” for “Note Atch” reference then changes from: “N” to: “Y” to indicate the Note being added. If the Comment involves other Clauses than those referenced inside the comment itself (clauses that should have been included or clauses that were included and shouldn’t have been), the analyst can include those clauses as part of the review by clicking the “Clauses” button [image: image56.png]


. It is important to note that each Clause included counts as a separate entry against the Buyer (for the record’s sake). If the user wants to identify the comment added as a “Critical” comment, they click the “Critical” button [image: image57.png]


. This will place a “Critical” identifier in the list box and in the assembled review.

Clause List Screen
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This is the screen that enables the user to reference the clauses that are applicable to the Comment, specifically those comments that cover the Clauses Section of the contractual document, i.e. comments 12(BP), 12(BQ), 12(BT), 62(AD), 62(AE), and 62(CA). They do this entering the Clause Reference(s) (FAR or MADES) in the “Add New Clause No” block and clicking the ” Add Clause” button [image: image59.png]


. The Clauses added will be reflected in the “Clauses Associated with Review Comment” block and will print under the Comment they are tied to. If the user desires to enter more than one clause, they just repeat the process to add all clauses desired. Each of the added clauses will reference to each applicable Comment in the Review and each clause included will serve as a database count in the records. 

Document Review Detail Screen

The “Total Value” button [image: image60.png]Total Value



, takes the user to the “Document Review Detail” screen. This screen provides a lot of miscellaneous data from the Main Document Database, i.e. Front Page Amount, Total Value Amount, Competition and Document processing status as the following screen depicts. This information will automatically flow in if the document actually exits in the ACPS 15 database, and can be manually entered if not. The “Review Summary” radio buttons will eventually be linked to the actual document and will be turned on to indicate that part of the document creation was performed by the buyer. The review has full control of when the buyer is able to see the review. The buyer will not be able to see the review until the reviewer has clicked the “Release to Buyer for Viewing/Review” checkbox [image: image61.png]v Release to Buyer for Viewing/Review



 at the bottom of this screen. When this checkbox has been checked, the program places a copy of the review in the buyer’s reviews workbasket and the buyer will have the ability to read and respond to the review. See screen print below.
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Status History Screen

The “Status and Date” buttons ([image: image63.png]


, [image: image64.png]


) are not fully functional at this time, but will be completed at a later time. Currently, they take the user to the “Status History” screen. This screen will be a reflection of the “Status History” screen and data contained under the “Date” button and on the ACPS 15 Main Document Workbasket as follows:
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Buyer Information Screen

The “Buyer” button [image: image66.png]


, takes the user to the “Buyer Information” screen. This screen provides information on the buyer that is or has handled the acquisition, i.e. buyer code, name, office symbol and phone as follows. This information will automatically flow in if the document actually exits in the ACPS 15 database, and can be manually entered if not.

The binoculars button [image: image67.png]


 enables the assignment or change thereof of the buyer in documents that were entered for review (that weren’t originally created in ACPS).
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Reviewer Information Screen

The “Reviewer” button [image: image69.png]


, takes the user to the “Reviewer Information” screen. This screen provides information on the reviewer that is performing or has performed the review, i.e. reviewer’s buyer code, name, office symbol and phone. This information will automatically flow in if the document actually exits in the ACPS 15 database, and can be manually entered if not. The binoculars button [image: image70.png]


 enables the assignment or change thereof of the reviewer. This will also activate a physical move of the document to the assignee’s reviews workbasket.
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Award Vendor Information Screen

The “Awardee” button [image: image72.png]


, takes the user to the “Award Vendor Information” screen.  This screen provides information on the vendor or contractor that received the award, i.e. Vendor Code, name, address, etc. This screen also contains a “binoculars” button that takes the user to the Main Vendor database for more vendor information. This information will automatically flow in if the document actually exits in the ACPS 15 database, and can be manually entered if not. If the Awardee information comes in from a document that actually exists in ACPS 15, the data will be filled into the block and come in grayed out so it can not be modified except through the main document. If the document is not in ACPS 15, the screen will come up blank, the user can click the binoculars button and go to the Vendor database to select one, or the information can be manually input by typing it into the blocks on the screen. (See screen below:)
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Assembly

By clicking the “Assembly” button [image: image74.png]


, on the Main Document Review Workbasket, the user can assemble the actual document (Front Page, Line Item Schedule, Clauses, Attachments, and Audit Report). By clicking the “Assembly” button at the Document Review Level, the user can assemble the Review Report. The Review Report will consist of the following in this order: Short Form containing basic information, Reviewer’s Main Note, Buyer’s response to Review at the Main Level, A Comment, Clauses, Reviewer’s Comment Note, Buyer’s response to Reviewer’s Comment Note and then a new Comment if applicable. (see sample below)
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