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INSTRUCTIONS TO OBTAIN ACCESS TO ASFI FUNCTIONS 

1.0 INTRODUCTION

The ASFI is moving from the current state where it provides industry the capability to view and respond to solicitations to a web portal environment that will allow users (both government and industry) to conduct all aspects of business requirements as it pertains to the overall acquisition process.  In order to facilitate the movement of the ASFI from its current environment to a web portal it will be necessary to collect profile data on users.  The data collected will allow the user via their Army Knowledge On-Line (AKO) UserID and password or Common Access Card (CAC) to complete various acquisition functions.  The ASFI will deploy the capability for contracting personnel to complete various types of procurement notices.  By collecting user data and establishing profiles, the user will be able to complete functions without having to re-key redundant information.  

2.0 BASIC REQUIREMENTS


In order for Government personnel to utilize the capabilities that exist within the ASFI, the user must first be successfully registered in the Army Knowledge On-Line (AKO).  The ASFI is utilizing the AKO for authentication, so all capabilities are controlled via the AKO UserID and Password or the Common Access Card (CAC).  


If the user does not have an AKO UserID and Password they can register at either https://www.us.army.mil/portal/portal_home.jhtml or https://ako2.us.army.mil/reg/. 


If the user has not registered their Common Access Card (CAC) they can obtain information on how to register their CAC at https://ako2.us.army.mil/cacreg/cacreg1.html.

3.0 GENERAL REGISTRATION PROCEDURES

To commence the registration process a user must first go to the Army Single Face to Industry and select ‘ASFI for Government Personnel’.  Once at the ‘ASFI for Government Personnel’ Page the user needs to select ASFI Synopsis/Manual Solicitation Registration.  
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4.0 ESTABALISHING A SITE POINT OF CONTACT (POC) PROCEDURES

To fully complete the registration process, each contracting site/activity must designate a Site Point of Contact (POC).  The Site POC is responsible for approving new users/administrators, and revocation of users assigned to the contracting site/activity.   The Administration functions for the contracting site/activity may be delegated so multiple administrators can be assigned.  An example is given below:
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In this example Camp Hill has designated Jim Hill as the Site Administrator.
Following the initial registration of the Site POC (Jim Hill) additional personnel
register with the ASFI. Camp Hill decides to delegate administration authority.
In this example Sally Bee and Bill Able are designated as Administrators. As
additional users register (George Small, Jim Else, etc.) they select the
Administrator. The Administrator in turn receives an e-mail message indicating
that an individual has registered and is awaiting approval. Approval is accomplished
via a web interface.




Once the contracting office has successfully designated the Site POC, the profile will be established and an e-mail will be sent to the designated Site POC.  Contracting sites/activities that fail to successfully provide Site POC data will not be able to complete the registration process.  Once the Site POC is successfully registered and their profile established, additional users at the contracting site may begin the registration process.  

5.0 NAVIGATING THE REGISTRATION PROCESS

The ASFI registration process accommodates those individuals requiring the initial registration and those individuals that have already accomplished and been approved as a registered user.  If the user has never completed the ASFI registration process the user MUST select ‘REGISTRATION REQUEST’.   If the user has registered with the ASFI and established their user profile they can select ‘Registered Users’.
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Tn order to utiize capabiltes such as preparation and submission of synopsis data to FedBizOpps as well as mamal solcitation
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‘Registered Users" button below. If you are not registered with the ASFI, please register now by selecting the "Registration

Request” button below. Again, to use this capability within the ASFI you MUST be registered.

Registration Request Registered Users




To navigate past this area within the ASFI, the user is required to be successfully registered in the AKO.  
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To access the registration process, the user can utilize their AKO UserID and Password or their Common Access Card (CAC).

5.1 Registration Request

Upon selection of the registration request, the user will need to provide their AKO UserID and Password.  Once the user has successfully provided their AKO UserID and Password they will need to identify the MACOM for which they are registering. 
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Note:  National Guard Bureau, U.S. Property and Fiscal Offices personnel within a state will also be automatically registered for Air Guard Units within their respective states.  Personnel assigned to an Air Guard unit in a specific state may also be registered as a member of the USPFO within that state if required.
If a user represents multiple contracting offices, then the individual will have the option of registering for additional contracting offices upon successful completion of this (the initial) registration request.  Approval of the user is dependent upon the Site POC or Administrator(s) approval.  

5.2 Access Request; Synopsis and/or Manual Solicitation Posting

Once the individual selects the MACOM, they will be required to identify the type of registration access they are seeking; either synopsis posting, or manual solicitation posting.  Only one selection can be made at a time.  If the individual is seeking registration for both the synopsis and manual posting, then they need to complete the initial registration process for one of the processes (synopsis or manual posting). 
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5.3 Selecting Contracting Office(s)

Once the selection has been made as to synopsis or manual posting, the individual will need to select the contracting office for which they are seeking approval.

[image: image8.jpg]Army Single Face to Industry (ASFI)
Acquisition Business Web Site

“Serving the U.S. Army Acquisition Community”

NOTE: If your contract office DOES NOT appear in the option list above, you site HAS NOT established a site
POC within the ASFI FedBizOpps synopsis system!

Please establish a site POC by clicking HERE.





6.0 SITE POC/ADMINISTRATOR REGISTRATION PROCESS

If the contracting office that you are registering for does not appear in the drop down it may be due to the fact that no Site Point of Contact (POC) has been designated for the contracting office.  In order to proceed with the registration a Site POC needs to be identified, and successfully registered.  The user must select ‘Please establish a site POC by clicking HERE’.  As indicated above, the Site POC is authorized to approve new users/administrators, and process the revocation or deletion of user profiles.
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Please choose the site for which you are establishing a Point of Contact:





6.1 Selecting Contracting Office(s)

The designated Site POC should find their contracting site/activity on the ‘drop down’ listing.  Once a contracting office is located and selected the user is presented with the below screen with the data regarding the selected contracting site/activity already completed.  If the contracting site/activity is not listed then the user can select ‘My site DOES NOT appear in this menu!’.

6.2 Site POC Profile

The user (Site POC) will be required to provide the data shown below.  The following data is MANDATORY; POC Name, POC Commercial Phone, and POC E-Mail.  
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Contract Office Information:

Office ID: DAAB22
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Country: GE
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If the contracting site/activity was not located in the previous ‘drop down’ then the user will be presented with a ‘blank’ form where the data will need to be entered by the user.  All data within the ‘Contract Office Information’ is MANDATORY.  As indicated above, the following data is MANDATORY for the ‘Site Point of Contact’; POC Name, POC Commercial Phone, POC E-Mail, and AKO UserID.
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Contract Office Information:

Office ID:

Office Name: [

State or Province:
Zipcode:

Country:

site Point of Contact information:
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6.3 Site POC Registration Approval Process

Upon completion/submission of the above data, the following screen is provided.

[image: image12.jpg]Army Single Face to Industry (ASFI)
Acquisition Business Web Site

"Serving the U.S. Army Acquisition Community"

Your request for site POC has been sent to ASFI.

Upon receipt of the requested information at ASFI, please allow 24 hours for ASFI to
process and respond to this request.

Your POC will be notified via email once this request has been processed by ASFI.

Thank you!





6.4 Site POC E-Mail Notification

As shown above, the ASFI will process the information and a subsequent e-mail notification will be forward to the designated Site POC informing them that they have been successfully registered.  See sample e-mail below:

Sample E-Mail Text to Site Administrator: 

To:  jhill@camphill.army.mil


From: Web Devlopment [www@ami2.redstone.army.mil]

SUBJECT:  ASFI Site POC Designation

You have successfully registered with the Army Single Face to Industry as the Site POC for (Insert Contracting Office).  As the Site POC you are authorized to approve new users/administrators, and process the revocation or deletion of user/administrator profiles. Your access to the ASFI is via your AKO UserID and Password or Common Access Card (CAC).. 

Address any questions you may have to asfi@redstone.army.mil.

Once the Site POC has been successfully registered other personnel at the contracting site/activity may begin the registration process.  The registration process is basically the same as shown above.  The following information provided will highlight the differences.  

7.0 ASFI GOVERNMENT USER REGISTATION

As shown in the previous information (screen shots) regarding the registration of the Site POC, the user will be required to provide their AKO UserID and Password to access this portion.  Once they have successfully provided their AKO UserID and Password they will be required to select the MACOM for which they are registering.  Once the MACOM is selected they will be required to indicate what type of access they are registering for, either synopsis or manual (solicitation) posting.  Once this is selected the user will be required to select the contracting office they are registering.  As stated above, if the contracting site/activity has not provided accurate AKO information then the Site POC must register first.  Upon selection of the contracting office the user will be presented with one of the screens shown below.

7.1 Registration

a.  Registration Profile Exists

If the ASFI shows that the individual is successfully registered with the ASFI then they will receive the following screen.  This indicates that the individual attempting to register is already successfully registered.
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You have already registered and been approved to post a synopsis for this site within the ASFI system!
If you have questions about posting your synopsis, please contact your approving administrator.

Your approving administrator data is provided below:

123-456-7890





b.  No User Profile  


If however, the individual has not successfully registered with the ASFI, or their AKO information was not successfully migrated they will receive the below screen. 
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Note:  When an individual registers the following data is MANDATORY, the selection of an Administrator, User Name, User Commercial Phone, and User E-Mail Address.  The registering individual must select an Administrator to approve the registration request.  The initial Administrator for a contracting office/activity is the designated Site POC.  Note:  The Site POC once registered can delegate Administration capabilities to others within the contracting office.  The delegation of Administration capabilities can be accomplished at the same time the Site POC approves the user.  Upon successful completion of the User data, the user will be provided with their User Registration profile.  DO NOT attempt to click on ‘SUBMIT” icon multiple times.  

8.0 USER REGISTRATION CONFIRMATION

Once the information has been submitted this completes the registration process and the individual is provide with the below screen.
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Your registration data has saved to the database. An email was generated to your
approving administrator notifying them of your registration. You will be notified via email
as soon as your approving administrator approves your access to ASFI,

Thank you.

Return to regsiter for anather site |

Retumn to regsiter for another posting type I

Return to regsiter for another MACOM I

Exit registration






At this time the user can elect to register with another site or MACOM, or elect to register to accomplish another type of posting (i.e. synopsis or manual solicitation posting).  If the current registration is all that the individual is registering, then the user selects ‘Exit Registration’.  

8.1 E-Mail Approval Notice to Administrator

Upon completion of this portion of the registration an e-mail will be sent to the selected Administrator.  The e-mail will indicate that a new user has registered and is awaiting approval (see below).  

Sample E-Mail Text:

To:  lkumbar@hqamc.army.mil 

From: Web Devlopment [www@ami2.redstone.army.mil]

SUBJECT:  ASFI User Registration

The following user has registered for access to the Army Single Face to Industry FedBizOpps Pre-Solicitation Application.

APPROVAL AUTHORIZES THE INDIVIDUAL TO SUBMIT SYNOPSIS DATA TO THE FEDERAL BUSINESS OPPORTUNITIES WEB SITE ON BEHALF OF YOUR CONTRACTING ACTIVITY.

To approve, please login to the Registered Users portion of the ASFI page and approve the user or delete their registration as necessary. https://https5.redstone.army.mil/brs/asfi/FedbizoppsRegDefault.

Name: Diane Lockhart

Contracting Office: DAAA08
Email: dlockhart@osc.army.mil

Commercial Phone Number: 309-782-1234


DSN Phone Number: 793-1234

Facsimile Phone Number: 793-0987

9.0 APPROVAL PROCESS


Upon receipt of the above e-mail by selected Administrator, the approval process can be accomplished.  To approve the individual, the Administrator will need to access the ASFI for Government Personnel.  Once at this location the Administrator will need to select ASFI Synopsis/Manual Solicitation Registration.  Once at the below page the Administrator will need to select ‘Registered User”.  
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‘Registered Users" button below. If you are not registered with the ASFI, please register now by selecting the "Registration

Request” button below. Again, to use this capability within the ASFI you MUST be registered.

Registration Request Registered Users




As noted in the e-mail above, the Administrator will be required to use their AKO UserID and Password to obtain access.

Once the Administrator has gained access to the ASFI via the ‘Registered Users’ icon, using their AKO UserID and Password they will be presented with the following options as shown below. 
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User Lee Kumbar has the following options:

* Change AKO password
* Modify Personal Information
* Grant User Privileges

* Return to ASFI Synopsis/Manual Solicitation Registration

* Return to ASFI homepage





9.1 Approval Process


a.  Access Request; Synopsis and/or Manual Solicitation Posting

Once the Administrator has selected the contracting site, they will be required to select what type of access they are granting approval.  The type of access the individual seeking approval is within the e-mail received by the Administrator.  
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b.  Select Contracting Office/Site

To approve an individual for which an e-mail has been received the Administrator will select Grant User Privileges.  Since one Administrator can be assigned to multiple sites, the Administrator will need to select which site requires approval.  To authorize individuals access to the ASFI capabilities the 
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c.  User Approval Process

Upon selection of the type access the Administrator will be provided with the below screen that shows a listing of ALL individuals that have registered for the site/access.  This listing will show the status of the individual’s registration, whether approved or not approved.  

[image: image20.jpg]Army Single Face to Industry (ASFI)
Acquisition Business Web Site

"Serving the U.S. Army Acquisition Community"

Please choose a person to administer for synopsis posting:

Carla Eckenrod - NOT APPROVED
Chris Bone - NOT APPROVED
Gene Duncan - APPROVED

John Gooch - NOT APPROVED

Continue





NOTE:  The designated Site POC has privileges to view ALL registrations for a given site/access.  An Administrator can only view those individuals for who they have granted authority by site/access.  

The approving authority needs to select the individual for which they are granting access.  Once they have selected the individual the following information is provided.
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On this screen the approving authority (Administrator) has the ability to approve the User, and if desired can designate the User as an Administrator.  Once the approving authority has selected the process for which they are granting approval the individual will receive an e-mail.  If the Administrator approves the individual for the process and as an Administrator the user will receive two (2) e-mails.  Once e-mail will inform the user that they have been approved, and the other e-mail will inform them that they have been authorized as an administrator.

10.0 SAMPLE E-MAIL FOR APPROVAL OF SYNOPSIS

[image: image22.jpg]Tou have been approved to access the Ay Single Face to Industry FedBizOpps system for sysnopsis preparation and subrmission under site DDDDDD.
You wil utilize your existing Army Knowledge OnLine (AK O) user ID and password to access the ASFI FedBizOpps system. You can modify your personal
information (phone, faz and email address) n the ASFI system at any time by visiting the following link - Update profile. If your phone number, fax number or
email address changes in the future, please update this information with ASFI at the Update profile link provided above.

Thank youl

ASFI Team





11.0 SAMPLE E-MAIL FOR APPROVAL OF ADMINISTRATOR PRIVILEDGES

[image: image23.jpg]Your have been granted administrator privileges under site DDDDDD for the Army Single Face to Industry system.
These privileges allow you the ability to approve or deny user registrations to the ASFI system for any user that has registered and chosen you as their approving
admunistrator.

Thank you!
ASFI Team





12.0 USER APPROVAL CONFIRMATION


Once the selection has been made and submitted, the approval process is complete for that individual/user.  If there are additional individuals to approve the Administrator will have the option of approving additional personnel as shown below.
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User profile Gene Duncan has been approved for Synopsis Posting within the ASFI system
. An email was generated to notify Gene Duncan of approval.
Thank you.
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In this example Camp Hill has designated Jim Hill as the Site Administrator.
Following the initial registration of the Site POC (Jim Hill) additional personnel
register with the ASFI. Camp Hill decides to delegate administration authority.
In this example Sally Bee and Bill Able are designated as Administrators. As
additional users register (George Small, Jim Else, etc.) they select the
Administrator. The Administrator in turn receives an e-mail message indicating
that an individual has registered and is awaiting approval. Approval is accomplished
via a web interface.







