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ARMY SINGLE FACE TO INDUSTRY MANUAL SOLICITATION POSTING INSTRUCTIONS

1.0 INTRODUCTION


The following provides a brief instruction/guide for utilizing the manual solicitation posting process available on the Army Single Face to Industry (ASFI).  The ‘Manual Posting’ capability will require the approval of a designated Site Administrator.  Please refer to the ‘ASFI Government Users Registration Guide’ for additional information on obtaining approval to utilize the Manual Posting capability.  Once approved by the Site Administrator, the User will be able to utilize their Army Knowledge On-Line (AKO) accounts (UserID) and Password to access this capability.  

Users utilizing the ‘Manual Posting’ capability will be required to enter specific information regarding the solicitation.  No longer will the user be able to insert a ‘URL’ that points back to the ‘local web site’.  Users posting solicitations via the ‘Manual Posting’ will be required to upload the solicitation data/information to the ASFI.  All solicitation data entered via the ‘Manual Posting’ process will be housed centrally at the ASFI in lieu of the previous decentralized process.  Solicitation data received from EBS, the IBOP, and PADDS will still reside at the local site.

2.0 ACCESSING MANUAL POSTING CAPABILITY

To access the ‘Manual Posting’ capability the user selects ‘ASFI for Government Personnel’ from ASFI Home Page (http://acquisiton.army.mil).    
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2.1 UserID/Password Requirements 

Once at the ASFI for Government Personnel Page, the user selects ‘Manual Solicitation Posting’.  The user will then be prompted for their AKO UserID and Password.  Having AKO UserID and Password is not sufficient to gain access to the ‘Manual Posting’ area.  To be able to post the solicitations in this area requires the approval of your ‘Site POC’.   
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As indicated, the User MUST first be approved by the local ‘Site Administrator’ to access the ‘Manual Solicitation Posting’ capabilities.  Once the user has selected ‘Manual Solicitation Posting’ they will be required to enter their AKO UserID and Password.  

[image: image4.jpg]Army Single Face to Industry (ASFI)
Acquisition Business Web Site

"Serving the U.S. Army Acquisition Community"

Enter Network Password 21|

?} Please type your user name and password.

Site: ams13 redstone. amy. mil
Pre-Solicitation | Realm LOG ON USING YOUR AKO USERNAME pation & Award Processes
AND PASSWORD - asfistaging
[08:13:51:2611]

* FedBizOpps Ann Contract Award Notices

* ASFI Synopsis/Manual Sol User Name [Ieekumbar—
* Registration In
* Preparation & Submis Password
™ Save this password in your password fist

s |





2.2 AKO UserID/Password Without ASFI Approval

If the user has an AKO UserID and Password, but has not yet registered or been approved by the local ‘Site Administrator’ for manual posting they will receive the following information.  Please refer to the ‘ASFI Government Users Registration Guide’ for additional information on obtaining approval to utilize the Manual Posting capability.  
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3.0 Manual Posting Requirements

3.1 Select Contracting Office

If the user has successfully registered with both the AKO and the ASFI, the user is taken to the next screen below where they select the contracting office for which they are manually posting a solicitation.
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3.2 Solicitation Number

Upon selection of the contracting office, the user is then prompted to enter the solicitation number they will be manually posting.  
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Note; the ASFI allows the User to enter the thirteen (13)-digit solicitation number.  The ASFI DOES NOT allow the user to enter the solicitation number with dashes or other special characters.  Only alpha characters and numeric digits can be entered into this field.  Once the correct solicitation number has been entered, select the ‘continue’ icon.  

3.3 Solicitation Data Entry

The next screen requires that the user enter information/data regarding the solicitation number input.  The ASFI application will determine if the solicitation number entered equals a ‘New’ solicitation within the ASFI system, or is an amendment to an existing solicitation.  The user must continue to utilize ONE process for posting solicitation throughout the life of the solicitation.  So, if the user posted the solicitation via the ‘Manual Posting’ process, then all subsequent amendments must be posted using the same process. 

The ASFI is designed so the individual posting the solicitation via the ‘Manual Posting’ process is the designated point of contact (POC).  The individual that provides their UserID and Password to access the ‘Manual Posting’ capabilities will be shown as the POC for the solicitation/amendment.
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3.4 Solicitation Review

Once the user enters the solicitation information, they are required to review the data entered prior to submission.  If there is an error in the data entered the user has the option to go ‘back’ and correct the previously entered information.  However, if an error is noticed once the data has been submitted to the ASFI then the user will be required to enter an amendment.
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4.0 Manual Solicitation Posting Confirmation

Once the solicitation information/data has been successfully reviewed and submitted, the user will receive the following notice.
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5.0 Document Upload

As indicated by the above, the ‘manual posting’ process is not complete until the user uploads the solicitation file as an attachment to the ASFI.  Failure to complete this process will result in NO SOLICTATION file to be viewed by the user.  To utilize this function the user accesses the ‘Upload Document’ by selecting ‘… uploading your solicitation here.’

The process for uploading the solicitation using the ‘Manual Posting’ is similar to the process used to post attachments to solicitation received via electronic data interchange. (EDI).  

The ASFI application allows the following types (formats) to be uploaded; MSWord (*.doc), MSExcel (*.xls), Adobe PDF (*.pdf), text files (*.txt), zipped files (*.zip), and rich text format (*.rtf).  The ASFI does not allow executable files (*.exe) to be uploaded.  The following screen provides the ability to upload external documentation (solicitation).

5.1 Document Upload Process
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In this area the user would specify the Text/Document Description (e.g., Solicitation No. DAAE3203R0012).  The ‘browse’ feature allows the user to ‘browse’ their hard drive or access documents that may be available on their local area network (LAN) as shown below.  You cannot upload a file to the ASFI without first providing a Text Description of the document to upload.
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Once the file to be uploaded is found, the user highlights the selected file, and selects ‘Open’.  The selected file should appear in the ‘File to Upload’ block.  Once you have confirmed that this is the file to upload, and then just select ‘Upload the File’.  The next screen indicates to the user the ‘File Upload’ was successful.  If there are any other additional documents to upload then the user can select as appropriate and continue the process.  The ASFI process only allows for one file to be designated at a time to be uploaded.  

5.2 File Upload Confirmation
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5.3 Alternate File Upload Process

If the user has failed to upload the applicable attachment(s), or uploaded files that are not applicable to the solicitation then they can go to the ASFI ‘Government Buyer Options’ on the solicitation view and add or delete other attachments as necessary.  
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From the above screen the user needs to select ‘Government Buyer Options’.  This will take the user to the screen that allows for the user to add or delete attachments as applicable.
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From this area the user would utilize the process for uploading the files as described above.  
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NOTE:Please review your data before submitting to the ASFI system:

Solicitation Number: DAAE3203R0012

Amendment Number: 0000

Buyer Information:

NOTE: Buyer information shown below is based on the buyer that is currently logged in the system?
The buyer that is or will be the point of contact needs to enter/modify this solicitation.

Buyer Name: Lee Rumbar
Buyer E-mail: lee kumbar@us.army.mil
Buyer Phone: 999
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