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Welcome! 

The Global Acquisition and Assistance System (GLAAS) Team is pleased to present you with 
trainmg on USAIO's web-based acquisition and assistance (A&A) system, as part of our 
USAIOlWashington Deployment. Followmg training, you should be able to effectively perform 
your A&A actions in GLAAS, and understand USAID A&A business processes relevant to your 
role 

Given the pnority of this new system and Its Impact on Agency work. Agency management has 
asked for your fu ll cooperation and support in implementing GLAAS. To help achieve this. it IS 
important that each of you attend GLAAS training , as scheduled. Failure to do so may result in 
denial of GLAAS access until your traimng reqUirement is adequately fulfilled. 

To further maximize the effectiveness of your training experience, we encourage you to actively 
participate in your classroom instruction by asking about the system and the business process 
changes it brings. After all, the success of GLAAS depends upon youl 

Thank you in advance for your cooperation and ~!,joy your t~ 

... ~' , U I 
Moneel Petitto 
GLAAS Training Lead 

Terry P 
GLAAS 

~~~~-----------------
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GLAAS Course Objectives 

• Give USAID personnel the knowledge needed to 
effectively perform acquisition and assistance (A&A) 
actions in GLAAS 

• Explain how GLAAS fits into the USAID A&A 
business process for all users 

• Address questions about the system and business 
processes 
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What is GLAAS? 
(GLobal Acquisition and Assistance System) 

• World-wide, web-based procurement system for 
acquisition and assistance actions 

• Supports acquisition and assistance functions, such as: 
- Procurement Planning 
- Milestone Planning 
- Requisitioning 
- Soliciting and Evaluating 
- Creating Acquisition and Assistance Awards 
- Interagency Agreements 
- Making Modifications and Amendments 
- Reporting 

• Replacement for the MAARD, ProDoc and NMS/A&A for 
acquisition and assistance actions 
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The GLAAS A&A Process 

_ Award Soneltatlon 
Procurement r-- Requisition f-- and Funding f--

Planning Opportunity 
Award Administration 

1. Procurement Planning 
Plan acquisitions and assistance awards for a fiscal year, program or project. 

2. Requisition 
Create a requisition and commit funds in Phoenix. 

3. Solicitation and Funding Opportunity 
Issue a solicitation or funding opportunity to request proposals/applications 
and select a successful offeror. 

4. Award 
Create an award and obligate the funds in Phoenix. 

5. Award Administration 
Monitor, modify, incrementally fund and de-Obligate awards. 
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Buying Process 

Solicitation 
Procurement r-- Requisition ~ and Funding ~ Award ~ Adm1::::tlon 

Planning Opportunity 

1. Solicitation and Funding Opportunity 
- Create a Solicitation or Funding Opportunity 

2. Award 
- Create an Award 
- Route for approval 
- Obligate the funds in Phoenix 

3. Award Administration 
- Create Modifications to: 

- Add funding 
- De-obligate 
- Administrative modification 
- Close out 

1112009 GLAAS 102: Buying 

Transactions Not Handled in 
GLAAS 

• Leases 
• Bilateral obligations 
• Miscellaneous Obligating Documents (MOD) 
• Master Funding Documents (MFD) 
• TAs as obligating documents (Airline Tickets, 

UAB/HHE, etc.) 
• US Direct Hire Benefits and Allowances 

(Education Allowances, SMA, FSTA, TQSA, 
Emergency Travel, SF 1190 Grants, and OS 
3067) 
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What You Will Find in This Manual 

• Table of Contents 

• Topic Lessons 

11/2009 

- Lessons containing purpose and objectives and 
detailed user guides for each topic 

- Hands-on walkthroughs to step through each 
topic 

- Independent exercises 

- Supplementary user guides, such as how to add 
attachments and supporting documents 
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Logging Into GLAAS 

GLAAS is a single worldwide system. A" of USAID 
will log into the same website. 

( production 
Site __ 

httPS:/Iglaas.usaid.govt 1 

You must be logged into the USAID 
network to log into GLAAS. 
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GLAAS Passwords 

• You may have to use as many as two 
passwords in GLAAS depending on 
your role 

- Network Password used for: 
• GLAAS Login 
• GLAAS Approval 

- Phoenix Password 
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Logging Into GLAAS 

S 
G\.JJbal Acquisition 6 Assistance System 
Iha Uew h·. 'fl USAIO Ac:q"i!;1tl A· 'l~lenC" 

II't""'" U ... Ilame ECK 
Domain Name ==-==-----
Uetwort< P • •• " " ", 0 

USAIO· UAT 
FAR 07109 • AtOAR 10107 

3 
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GLAAS Welcome Page 
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1112009 GLAAS: Log In and Welcome Page 

GLAAS Document Screen Layout 
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Buyer Assignment/Reassignment 
Objectives 

• At the end of this topic, you will know: 
- Who is a Buyer in GLAAS 

- How to assign or reassign a Buyer to a Requisition 

1112009 GLAAS 102: Buyer AssignmentIRe
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Who is a GLAAS Buyer? 

• At USAID, the Buyer can be an A&A Specialist, 
a Contracting/Agreement Officer, an EXO or a 
Purchase Card Holder 

• The Buyer is responsible for creating Awards or 
Orders from a Requisition 

1112009 GlAAS 102: Buyer Assignment/Re
assigment 

Assigning a Buyer/A&A Specialist 

1. Program Managers assign the Supervisory 
Contracting/Agreement Officer or EXO as the Buyer 
during the Requisition approval process 

2. The Supervisory COlAO will then reassign the 
requisition to a different Buyer for processing 

3. Once a Buyer is assigned to a requisition, the 
requisition appears in the Buyer Workload folder, 
located in the Buyer's Inbox 
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GLAAS 102 USER GUIDE: 

ASSIGNING/REASSIGNING A 
BUYER 
PURPOSE: 
This user guide will show you how to assign or reassign the Buyer on a GLAAS Requisition. 
UBuyer" is a GLAAS term that refers to the person responsible for creating an Award or Order 
from a Requisition. At USAID, the Buyer can be an A&A Specialist, a Contracting 
Officer/Agreement Officer, an EXO, or a Purchase Card Holder. 

The Program Manager will assign the Supervisory Contracting/Agreement Officer or EXO as the 
Buyer on Requisitions during the approval process. When a Program Manager assigns a Buyer 
to a Requisition, the Requisition will appear in the assignee's Buyer Workload folder within the 
GLAAS Inbox. 

Reassignments can be performed as often as necessary. Only Contracting/Agreement Officers 
can reassign Buyers. The Supervisory Contracting/Agreement Officer should reassign the 
appropriate Buyer on the Requisition. 

BEFORE STARTING: 
1. You must have an approved requisition in GLAAS. 

2. In order to reassign a Buyer, you must be a Contracting/Agreement Officer. 
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STEPS: 

System 

I UtilitIes I 

Contnct: AJ[).527·C-CJ9..OX01 
WA TER TREA TIoIENT PLANT SERVICES 

Cont .. t1 A/[).696.CQ9.IDIIl5 
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IoIlGRA TED UNE ITEII 

Cont .. t1: AJD.LPA-1maDU 

d·l" 

C.nt,.1 Contrador R'Slllrltion 

Fed.ral ausln ... Opporlunih .. 

GlAS Informal anal W.blite 
GlAS Riporls 

GSA_,gM 
GSA C,batm,nt 
OFAC Tlm:Jr st Ust 
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Figure I: Welcome Screen 

Steps Section User Action Guidance 

1. GLAAS Sign On Log on to GLAAS (not shown). 

2. Welcome Click the Utilities link under System 
on the Access Panel. 

System Utilities 
Please select an option from the menu. 

i~:r l 
----

Return To Home 

Figure 2: System Utilities Screen 

Steps Section User Action Guidance 

3. System Utilities Click the Buyer link on the left-hand menu. 
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r 
r 

Requisition Number Originating Office 

REO-OAA-08-000001 LPA 

REO-OAA-08-000003 LPA_ 

Committed Amount 

$10,00000 

$5,000.00 

Cancel I 

StatuI Form Description 

Re eased View Form Performance Management Contract 
Released View Fonn IQC Contract for Office Supplies 

(2 results found) 

Select All Continue 

Figure 3: Buyer Assignment: Assign From Screen 

Steps Section User Action Guidance 

4. Buyer If you know the currently assigned When searching, you can use the 
Assignment: Buyer, you can search for a Requisition percent sign (%) as a wildcard 
Assign From based on the current Buyer. character to search for a partial 

If the requisition does not have an 
number or name. 

assigned buyer, you can choose to Clear the Site field when 
display all Unassigned Requisitions. searching for a document or a 

user. 
If you know the Requisition Number, 
enter it in the appropriate field. 

5. Buyer Click the Display button to show a list of 
Assignment: Requisitions that meet your search 
Assign From criteria. 
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£h::' lo,,~ ."JlII'II)(·I1! t.:;.: Inn I fl"lill 

Site: I _.J Include Related Sites: r Display I Cancel I 
r Unassigned Ii' Buyr-e_r.;...lm_·o_s _____ ~-.J 

Requisition Number. I 

Select Requlsilion Number Orlglnallng Office Commlned AmouUI 

$10,000.00 

$5,000.00 

SIalUs Form Description 

REQ.OAA-08-000001 LPA 

REQ.OAA-08-000003 LPA_ 

Released View FOrm Performance Management Contract 
Released View FOrm lac Contract for Office Supplies 

(2 results found) 

Figure 4: Buyer Assignment: Assign From Screen 

Steps Section User Action Guidance 

6. Buyer Click the Select All button if you want to GLAAS allows you to reassign the 
Assignment: assign the same buyer to all the Buyer to multiple Requisitions at a 
Assign From requisitions in the queue. time or to one Requisition at a 

OR 
time. 

Click individual checkboxes to select 
The View Form link allows you to 
see the Requisition form. 

requisitions you wish to assign to the 
Buyer. 

7. Buyer After you select a requisition, click the 
Assignment: Continue button. 
Assign From 
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Create Mi lestone Plan: r 
Buyer Notes: RE-ASSIGN FROM RRIOS TO NEGOTIATOR 1 01 

Requisition Number Originating Office Committed Amount Status 

REQ-OAA-08-000001 LPA $10,000.00 Released 

Figure 5: Buyer Assignment: Assign To Screen 

Steps Section User Action Guidance 

8. Buyer 
Click the lookup button ( . J) for the New 

If you check the Create Milestone 
Assignment: Plan checkbox, GLAAS will 
Assign To Buyer field to select the new Buyer's 

reassign the Buyer and then take 
user ID (not shown). 

you directly to the screen used to 

Enter notes regarding the reassignment create a Milestone Plan. 

in the Buyer Notes field. 

Click the Assign button to assign the 
requisition to the buyer. 

Site: II .Jlnclude Related Sites: r I Olsplay IC§!J 
to Unassigned (' Buye;.;.;-:.rI _____ ---=.J 

Requislbon Number. I 

Sele<1 Requisition Numbor Orlgln.dug Office Commhted Amount StolUl Form DHcrJptlon 

r AID-527-91 PERU 
r RE0-527-07-000043 PERU 
r RE0-527 -08-000048 USAIO _PERU 
r RE0-527-08-000049 USAlD_PERU 
r RE0-615.0B-OOOO06 USAlD_KENYA 
r RE0-615.08-000007 USAlD_KENYA 

($55.225 63) 
($555.71614) 
$2.76200 
$2.553.85 
$60.00000 
S60.00000 

Released View Form 527-0407-T-60020 
Released View Form Provide funding for the rehabllitabon of the Marginal Highway from 
Released View Form Two year of maintenance for Mlsslon"Oirector's official car 
Released View Form Purchase ofT oner and Drums for Xerox Wc 4150 photocopi ers 
Released VlewEorm 615.MAARD 
Released V;ewForm 615.MAARD J 

Figure 6: Buyer Assignment: Assign From Screen 

Steps Section User Action Guidance 

9. Buyer To assign a different Buyer to another After you have assigned a Buyer 
Assignment: requisition, repeat Steps 4-8. to the requisition(s), GLAAS 
Assign From 

If you are finished assigning Buyers, 
returns you to the screen where 
you can repeat the Buyer 

click the Cancel button'. Assignment process in the steps 
above. 
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System Utllftfes 

A .. ton 
Bwer 

I Return To Home I 

Please select an option from the menu. 

Figure 7: System Utilities Screen 

Steps Section User Action Guidance 

10. System Utilities Click the Return to Home link on the GLAAS returns you to the System 
left-hand menu. Utilities screen. 

The Buyer assignment task is 
complete. 
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Creating a Milestone Plan Objectives 

• At the end of this topic, you will know how to: 
- Create a Milestone Plan 
- Link a Requisition to a Milestone Plan 
- Set the baseline of the Milestone Plan 
- Update the Actual Dates Milestone Steps 

were completed 
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GLAAS Milestone Plans 

• Milestone Plans are used to track I 
key dates for individual A&A 
actions 

• Each task has a PAL T 
(Procurement Action Lead Time)
the number of days this task should 

Milestone Plan 

-Requisition rele.sed 1 
-Buyer .sslgned 1 
-Accept request 1 
-Solloltatlon Creation Date 1 
-Create letter RFP/SoW 2 
-Obtain Reviews 3 
-Issue letter of request 1 
-Reoelve propouls 10 

take to complete I 

• The A&A Specialist uses the '--- ---- ..... 
Milestone Plan to track planned 
and actual dates and can report on 
the differences 
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GLAAS 102 USER GUIDE: 

CREATING A MILESTONE PLAN 
PURPOSE: 
This user guide will show you how to create a Milestone Plan in GLAAS, link it to a Requisition, 
and set the Baseline, which starts the time tracking for your Milestone Plan. The Milestone Plan 
must be created from a Milestone Plan Template. You can select the appropriate template that 
corresponds to the identified action type on the APP/Requisition. 

BEFORE STARTING: 
1. In order to create a Milestone Plan you must be an A&A specialist or a 

Contracting/Agreement Officer. 

2. You should have a Requisition ready and open in GLAAS. 

3. Before starting, the Supervisory Contracting/Agreement Officer must assign the appropriate 
Buyer. 

STEPS: 

InbOlC 

Documtn .. 

Igrllil l 
pon 

S ' f\Gptl 

Took 
R.g~.t,cn R,u.rch 

Ripens 
SI.ndard 

F,d.,,,1 Rlponlng 
FPDS 

I Thfll 01" 5 IUII.ad mltH!)" In yo ... Inbox. 
i Cbc:khe'.lo .... ew 

i 
MIl .. tont Plan: MS-JRN.(B.USRGOOI 

Contra ... ~·Cl5lllDlI 
WA TER TREATMENT PLANT 

Contract. Al[)...6l56.C(B.(J11J)5 
L.ogiBkaSupptJltSewieea-drNw. (wi; .ndvehle"mMrMMCe 

Contl'lct: Alo.EiI$G-C.maDJ) 
LDptka ~ SfMCU- dmw. 'wi, .nd vtlvtlt m,nMMln 

ePA SOl"" . ..o.CFD-C-O!I«Illl 
GOA PIogmrttoptOVit»buit«Alc.ionel~"NDtt.I»mN.".Mtdt" 
Nigf,o.t •. 

SoUdatlOn SOL·LP,t..(8.(IJDJj 
eorr.,.fi.w Contm:t 101 htform.nce .".,.1MflI SMtCu 

Conll1lct: AlD-LP .... CQ9.U1J32 
CGnptlw. Cotttad fat P.tfotrnMr:. MaMgemft 5i1Ma.s 

SOIKiSltlon. SOL-521.(8.(111J)l 
WATER TREATMENT PlANT 

SalkillttOn'SOL~ 
MlGRATCDUNEITEII 

CantrKI: AIO-lPA-~ 

Figure I: Welcome Screen 

Steps Section User Action 

Ctnlr.! CGlCrador R.gil1rattot1 
Federal Buscnell Opportlmll.' 
GLAS InfoImltlonal W.bs", 
GLASR'pOI'I1 
G~ AIMIntl ll.1 
GS4 O.beRMnt 
OFAC TtmmlllJSt 

Cornpu"lI't:h 

1. GLAAS Sign On Log on to GLAAS (not shown). 

Holp I M,Pro6Io I SigroOut 

Cocllm,",: i 

Guidance 

2. Welcome Click the Create link on the Access Panel. 
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Document Type 
IMilestone Plan ;J 
Milestone Plan Name 
(MS-GLSTRN-09-00001 

Milestone Template 

I 0 
Milestone Plan Date 
IStartDate ::1"-1 ---C 

ConUnue I Cancel I 

Figure 2: Document Create Screen 

Steps Section User Action Guidance 

3. Document Complete the following fields: The Milestone Plan Name field is a 
Create free-form field, allowing any text to be 

• Document Type: Select entered. However, OAA requires that 
"Milestone Plan. n you use the following naming scheme 

• Milestone Plan Name: Enter a for Milestone Plans: MS-SITE-FY-

name for your Milestone Plan, Free-Form Description. You can have a 

based on the OAA-required maximum of 30 characters in the 

naming scheme (see guidance). name. 

• Milestone Template: Click the Select the template based on the 
action type identified in the Requisition. 

lookup button ( . ) to look for a 
standard Milestone Template. 
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Search Criteria 

r Site 

Ire Publici 

Search 
ITemplate Name:::J 

For 

Site ..::l 
1 

Template Name 

M 
AS:.. 
A'f1 

Description 

Cooperative Agreement Modification 
Administrative Contract Modification (AC) 
Award Fee Modification (AW) 
Basic Ordering Agreement (BO) 
Cooperative Agreement (Competitive) 
Cooperative Agreement (Non-Competitive) 
Cooperative Agreement (Tech Office Competition) 
Competitive Delivery Order 

Include Documents from: 

00 
~ 
C82 
~ 
m.Q 
.c..s 
~ 

Settle Terminations for Convenience 
Definitive Contract (Competitive) 

Max Results 
1100:::J 

INext I Page 1 of 4 (36 results found) 

Results per Page 
f16j 

Figure 3: Milestone Template Selection Screen 

Steps Section User Action 

4. Milestone The system defaults to Site but you will need to 
Template select Public in order to find the general templates. 
Selection 

Click the Display toolbar button to display a list of 
templates. 

Click the Next button to toggle to the next screen. 

Select a Template Name link. 

Guidance 

When searching. you can 
use the percent sign (%) 
as a wildcard character to 
search for a partial 
number or name. 

Clear the Site field when 
searching for a document 
or a user. 
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I 
~lO' L!'n"·· '.'f' " 

Document TYPe 

I t.1IlestonO? Plan 

Milestone Plan Name 

IMS.Gl STRN.og.OO()01 

Milestone Template 

I L I I 

I ConUnue I Cancel I 

Figure 4: Document Create Screen 

Steps Section User Action Guidance 

5. Document The Milestone Template name appears The Milestone Planning Dates are 
Create in the Milestone Template field. calculated based upon the Milestone 
Screen Plan Date selected here and the 

Select the Milestone Plan Date you Procurement Action Lead Times 
want to use to anchor this milestone (PALT) for each step. 
plan and then enter the anticipated 
Date in the second part of the field. • "Start Date" - The projected dates 

Click the Continue button to proceed. 
for each step are calculated from 
the date you plan to start the 
Milestone Plan. 

• "Award Date" - The projected dates 
for each step are calculated from 
the date you plan to issue the 
award. 

• "End Date" - The projected dates 
for each step are calculated from 
the final step of the Milestone Plan. 

<:"" Click the calendar button ( ~ ) to select 
a date or simply enter a date in the 
following format: MM/DDNYYY. 
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Milestone 

Main 

Route History 

Nooficabons 

Ownersh4p 

NB'Vlgator 

Retum To Home 

Name MS·GLSTBN·09·00001 
Linked Document (No Look) 

Sample Negotiator 
Date 04130/2009 

Calculate USing Calendar Day. 
Site USJ\lDfl'RAINING 

DescnpOon I 

Seq Oeacflptlon 
1 ACcept Request 
2 Prepare Rqst lor Applications 
3 Oblllln Necessary Reviews 
4 Issue Rqst ror Appllca~ons 
5 Receive PrOpoSal(s) 
6 PrepareEvalCOmml4wrd2Eva!Team 
7 Bnef Eva! Team 
B Request Tecnnlcal evalUation 
9 Request Audit($) 

10 PeJ10nn Cost AnalyslslRecelve 
11 Receive Audit(s) 
12 Determine CompetltVie Range 
13 Issue UnsuccesSflJI Letl2rs 
14 PreAward Bnenngs 

Figure 5: Main I General Screen 

Steps Section User Action 

Template Name CAl 

OJ 

..J 

6. Main! Click the Edit toolbar button to make 
General changes to the Milestone Plan. 

P,6LT P,oj.CI. d D.'. 
1 (None) 

14 (None) 
5 (NOne) 
1 (None) 

25 (None) 
2 (None) 
1 (None) 
1 (None) 
1 (None) 

15 (None) 
15 (None) 
3 (None) 
3 (None) 
5 (NOne) 

Guidance 

Retpo"slbI. P .lIly 

GLAAS pulls the details from the 
Milestone Plan Template into the new 
Milestone Plan. 
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Name MS-GLSTRN-09-00001 

Linked Document (No Link) 

Name: MS-GLSTRN-09-0000l 

Template Name: CAl 

1 Date: 104/30/2009 I ({:; r. Start Date (' Award Date (' End Date 

[Calculate Using: (' Working Days r. Calendar Days I 
p escription: MCC Program for independent media ...;;. 

strengthening. 

Select Seq Sub Step Description 

r. 1 Accept Request Accept Request 

r 2 Prepare Rqst for Applications Prepare Rqst for Applications 

(' 3 Obtain Necessary Reviews Obtain Necessary ReViews 

r 4 Issue Rqst for Applications Issue Rqst for Applications 
(' 5 ReceIVe PropOSal(s) ReceIVe PropoSal(s) 

r 6 PrepareEvaiComml4wrd2EvaiTeam PrepareEvaiComm/4wrd2EvaiTeam 
(' 7 Brief Eval Team Brief Eval Team 
(' 8 Request Technical Evaluation Request Technical Evaluation 

PALT 

14 

5 

25 

2 

Figure 6: Milestone Detail Screen 

Steps Section 

7. 

11/2009 

Milestone 
Detail 

User Action Guidance 

You can enter a new Date and new Date The Milestone Information screen lets 
Type, if you wish. you change the details of this 

Milestone Plan. 
Select Working Days or Calendar Days 

Enter a Description of the Milestone 
Plan. 

Working Days· GLAAS will calculate 
Milestone dates using a calendar of 
US Federal working days. It will not 
include Saturdays, Sundays or US 
Federal holidays as working days. 

Calendar Days - GLAAS will 
calculate Milestone Dates using 
regular calendar days, including 
Saturdays and Sundays, and US 
Federal holidays. 

Some PAL T fields can be edited, 
depending upon the Milestone 
Template chosen. 
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r 
r 

r 

r 

r 

r 

r 

Sub Step 

Accept Request 

2 Prepare Rqst for Applications 

:3 Obtain Necessary Reviews 

4 Issue Rqst for Applications 

5 Receive Proposal(s) 

6 PrepareEvaiComml4wrd2EvaiTeam 

7 Brief Eval Team 

8 Request Technical Evaluation 

Description 

Accept Request 

Prepare Rqst for Applications 

Obtain Necessary Reviews 

Issue Rqst for Applications 

Receive Proposal(s) 

PrepareEvaiComml4wrd2EvaITeam 

Brief Eval Team 

Request Technical Evaluation 

PAlT Projected Date 

14 

5 

25 

2 

Figure 7: Milestone Steps Screen 

Steps Section User Action Guidance 

8. Milestone Click the buttons on the Milestone You can modify the Milestone steps or 
Steps Steps toolbar to modify the Milestone add additional steps if needed. 

Plan. 

Click the Delete toolbar button d~h to 

Many of the steps in the Milestone Plan 
Templates are mandatory. If you try to 

delete a selected step. remove them from your Milestone Plan, 
you will receive an error message 

Click the Up and Down toolbar buttons informing you that you cannot delete 
(_ ) to move a step up or down the step. 
on the sequence. 

There are two ways to add a step: 

• Click the Add toolbar button {1Gb 
to add a step at the end of the 
displayed list. 

OR 

• Click the Insert toolbar button {llh 
to add a step above the current 
selected step. 
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~ Include Steps fro 

~;":::': __ ...JJlon Sile 

Accept Request 
Amendment Request 

APPOOC Approve Documentatlo 
APPWlNFNLE ApparentWinnerfma Evaluallo 
AWARD DATE Award Dale 
AWA PREP Prepare Award 
AWn APPRVP Award Approved 
AWn CANCLP Award Canceled 
Ol.!!.1.4.~~~ Award C osed 
AWn CMPLID Award Mar\<ed as Comp ete Dale 

PAL T Modlnable 

1 Yes 
2 Yes 
5 Yes 
?, Yes 

Yes 
7 Yes 

Y s 
Yes 
Yes 
Yes 

Show In list Field H.lme 

Yes Req Reee ved Dale 
Yes 
Yes 
Yes 
Yes Award Date 
Yes 

s Award Approved Oal 
Yes Award Canceled Dale 
Yes Award Closed Date 
Yes Award Completed Dale 

Next I Page 1 of 'iO (Too marry resu'ls Only '100 reneved Use Search op Ion ollml resulls.) 

Figure 8: Add Milestone Steps Screen 

Steps Section User Action Guidance 

9. Add Select a Search list criteria by "Code," When searching, you can use the 
Milestone "Description," "Field Name" or "PAL T" percent sign (%) as a wildcard 
Steps and enter the appropriate value in the character to search for a partial 

For field, number or name. 

Click the Display button. Clear the Site field when searching for 

Click a Code link to select a Milestone 
a document or a user. 

Step. 
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~'-~---------~-

'J C':.) • " ~:., I, • _I _ ,,. '+ ..:.. )( -;:. : ••••• ,! ... ' .... ! ", .1 " .. " •• ,! -- ~ - -~ - - ~ -
Stlta Seq Sub Sltp D.Kllpdon PAlT PIOJ'dld D~II R"poMib'e Pony 

,. , Accept Req .. "" Acttpl ReCjllOlI , -10 ,. 2 Prepare Rq51 fOr Application. Prepare Rqst lOr Application. 1""14 -I .:l ,. 3 Obtain Necessary Reviews Obtain Necessary Reviews ~ -I .:l 
r 4 Issue Rqst lor Applications I •• ue Rqst lor Application. ~ -I .:l 
r 5 Receive Proposal(s) Receive ProposaI(') ~ -I .:l 
r 6 PrepareEvaICommt4wru2EvaITeam PrepareEvaICommt4wrd2Eva!Team ~ -I.:l 
r 7 enel Eval Team enel Eva! Team ~ -I .:J 
r B Request Teennlcal evalUation Request Technical Eva;uanon ~ -I .:J 
r 9 Request Audil(S) Request Audil(.) r , ] .:l 

Figure 9: Milestone Steps Screen 

Steps Section User Action Guidance 

10. Milestone To change the length of time allowed for The Procurement Action Lead 
Steps a step, type the new number of days in Times (PALT) column shows the 

the PAL T field for that step. number of days that are anticipated 

Click the calculate button <li b to 
between each task. 

Some of the PAL T fields cannot be determine the Projected Dates 
according to changes made in the PAL T edited. The lengths of time for these 

(not shown). steps have been pre-set by your 
system site administrator 

Once you have set the baseline, the 
Projected Dates will move to the 
Original Date column-visible by 
scrolling to the right-and a record of 
them will be stored in GLAAS (not 
shown). 
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~~~~--~----.,,,, :,~ 

S.I ... S.q Sub St.p O ... rlpdon PAlT 

r 1 Atcept Request Accept Requeot 

r 2 Prepare Rqst tnr Applications Prepare Rqst lor AppncaUons .. 3 Obtain Nece.saoy Re\/lows 0IJta1n Necessary RI1\IIeWS 

r 4 ISsue Rqst lor Applications Issue Rqst tnr Applications 

r 5 Receive PmpOsal(s) Receive Pmposal(s) 

r 6 PrepareEvaJComml4Wrll2Eva1Team PrepareEvaIComrnl4WT1l2EvaITeam 

r 7 Briel Eval Team Brief Eval Team 

r 8 Request Technical EvaluaUon Request Technical Evaluation 

r 9 Request AUdl11') Request AUdIt(S) 

r 10 Pertnrm Cost Anat)'SlSlReceNe Pertnrm Cost AnaiysiSIRecei'le 

r 11 ReteNe AUdIt{S) Receive Aulllt(s) 

Figure 10: Milestone Steps Screen 

Steps Section 

11. Milestone 
Steps 

User Action 

Click the lookup button ( " to assign a 
Responsible Party. 

Click the notifications button (U ) to 
create either a "Reminder of Action," a 
"Completed Action" or a "Missed Due 
Date" notification for each Milestone 
Step (optional). 

1 

14 

5 

1 

25 

2 

1 

1 

1 

15 

15 

Projected Oat. R .... on .. bl. Pony 

jABECK 08 
jABECK .J.:i 
iMKAMAN .J.:.l 
IMKAMAN .Ja 
IAiiECK .Je 
IRRIOS .Ja 
IRRIOS .J.J 
IRRIOS .J.J 
IAiiECK .J.:i 
JRRIOS .J.!l 

I \ABE~ h 

Guidance 

When you assign a Responsible 
Party, GLAAS will automatically add 
this item as a task in that user's Inbox 
Task List. 
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r 21 ObtaIn Requesllng OInte Cone ODtain Requesllng OInte Cont ~ 
r 22 Obta,n Grant OIneer R .... oW(s) Obtain Grant OIIIter RevioW(S) r----a 
r 23 lJ5ueLEGNObcel1ssNtreofAwa IssueLEGNObCeI1SSNtreotAWG r----a 
r 24 OblnReclpRevlew&SlgnabJre OblnReclpReview&SlgnabJre r----a 
r 25 ReSOIll!! ISsues Resolve Issues r---2 
r 26 Prepare&CnducIPostAwaConferenc Prepare&CnducIPostAwaconrerenc r----a 
r 27 Obtain AO signabJreJobilgabon Obtain AO slgnabJreJob~ gabon r---2 
r 28 DIstribUte AWard Docs OIStribute Award Docs r----;-

----

Figure II: Milestone Steps Screen 

Steps Section User Action 

11. Milestone Once you have finished modifying the 
cont. Steps Milestone Plan, scroll to the bottom of the 

Milestone Steps section and review the 
Total PALT number. 

Click the Submit button. 

e 
-1.:) 

...--------1 .:-J 
-1.:-J ...--------18 
-1:::) 

...--------13 
3 

Guidance 

The system will automatically 
calculate the Total PAL T for this 
Milestone Plan once you click 
Submit or the calculate button 
(I h. 
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Route History 

Nonficanons 
OMIership 

N8V19·:0r 

Re:um To Home 

o...ner S-= Nil . .... ' 
Oat. 0413012009 

Calcula:e Us ng C_ Days 
S,te USAIDIIl\AlNING 

D.scnppon CC Program for Independert media 
strenglhering 

S_4 OltkflpdDh 
, ACCept Reque~n 

2 

Figure 12: Main I General Screen 

Steps Section User Action 

..J 

PAL T P •• ,.".d 0 .... R.., • .,.,,,t.Pa"Y 
B!C1<.Arna'lGit 
Betk. AmanGa 

, D5/D'12009 

'4 

Guidance 

12. Main! Click the Link tool bar button. The next step is to link the Milestone Plan 
General to a GLAAS Requisition. 

~II IIII~L~ln~k~O~p~tio~n~s:~r~N~o~L~in~k~I~r.~R~e~q~Ui~S ln~·o~n~l r~A~w~ar~d~I -~,~tra~c~t ~~~~~~~~~J~~ 
l- I Link To: lJl 
Clltk Submit 
to save 
ytJur dara 

> :a 

Requisition Number: 1 

Amendment Number: .-1----------

Figure 13: Link Document Screen 

Steps Section User Action 

13. Link Select the Requisition radio button to link 
Document this Milestone Plan to a Requisition. 

Click the lookup button ( ..:..:.J) next to the 
Link To field to find a Requisition. 

Guidance 
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S! arCh Criteria .. J 
r My Requisitions R'l)ulshJon Numb., Slatus Slatua Oat. R.quisltlontr R.qullJtJon Date Buy,r 

r Assigned to Me B!;Q,lll-U!l:QUUQUl Released 1012412008 Crawford. Catherine 1012412008 iEAMLEAD20. TEAMLEAD20 

I" Ali i ii&mm In Progress 10J3012008 Crawford. Cathenne 10J3012008 Crawford. Cathenne 
1210912008 Crawford. Cathenne --- I Released 1210912008 Crawford. Cathenne 

Regulsltlon Type - Released 1210912008 Crawford. Catherine 1210912008 TEAMLEAD20. TEAMLEAD20 

lAD 3 
B!;Q,lll-U!l:QQUQQ~ Released 1210912008 Crawford. Catherine 12109/2008 Crawford. Cathenne 
B!;Q,lll-Q!l:QQUQQ§ Released 1211112008 Crawford. Cathenne 1211112008 Crawford. Cathenne 

Version BEQ,lll-Q!l:QQ0008 In Progress 1212412008 Reed. Renee 1212412008 Reed. Renee 

Isase3 BEQ,l12-08-UOQQQ3 In Progress 1212912008 KaraOja. Wanjiku 1212912008 TEAMLEAD20. 'AMLEAD20 

-- ~ - B!;Q,114Q!l:UQUOQl In Progress 0311912008 Number One. Requlsltioner1 0311912008 
!Search B!;Q,114Q!l:UQQQQ2 Released 1012812008 KaraOja. WanJiku 10128/2008 TEAMLEAD20. LEAD20 
IRequislbOn Number 3 

~ For Page 1 of 10 (Too many results: Only 100 retrieved. Use Search options to lImIt results) 

Slte ,J 

I 
Include Related Sites; r 

Figure 14: Requisition Selection Screen 

Steps Section User Action Guidance 

14. Requisition Select Assigned to Me or All when searching Only "Released" Requisitions 
Selection for a Requisition. should be selected. 

Choose the appropriate Search field and enter 
information into the For field. 

Click the Display toolbar button to display a list 
of requisitions that meet your search criteria. 

15. Requisition Click a Requisition Number link to select a 
Selection Requisition. 

~~ ,~~~~~~~~~ 
Link Opnons: r No Link ~ Requisition r Award ICvl ·r,,· , ] 

Link To. --1 
ClI Gk SubmIt 
(o.sQVt 

I RequiSition Number: IREO-l11-08-000003 
your datu Amendment Number: I 

Figure 15: Unk Document Screen 

Steps Section User Action Guidance 

16. Link Click the Submit button to continue. The Requisition Number appears in 
Document the RequiSition Number field. 

Each Milestone Plan can only be 
associated with one Requisition. 
However. a requisition can be 
linked to multiple Milestone Plans. 
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Milestone 

Main 

S\,PPOl1lng 

Route History 

NoMcanons 

OwnershIp 

Navrgator 

Return To Home 

Name MS.GLSTRN-09.00001 Template Name CAl 
L,nked Document REQ-Il1.OS-000003 

Owner Sample NeaotWcr 
Date 04/3012009 

Calculate USIng Colmdor Day1 
S te US~G 

Descnpnon F Program for independent media 
gthening 

Seq DHC1 lptlon 
1 !\I:cept Request 
2 Prepa .. Rqst lor Applca1lon. 

.J 

PALl PI.,.cttd Da1t 
1 D5i0112D!19 

14 05/1512009 

Figure 16: Main 1 General Screen 

Steps Section User Action 

17. Main! If necessary, add supporting documents to 
General the Milestone Plan using the Supporting 

Docs link on the left-hand menu (not 
shown). 

Click the Set Baseline tool bar button. 

18. Main! GLAAS asks if you want to set the baseline 
General for this Milestone Plan (not shown). 

• Click the Yes button to set the 
baseline. 

OR 

• Click the No button to return to the 
Main I General screen. 

RespontJblt PQny 
BeCk. Amanaa 
Beck. Amana. 

Guidance 

All supporting documents need to 
be attached before a Baseline is 
set. 

Refer to the Adding Attachments 
and Supporting Documentation 
user guide for more information. 

The final step after creating the 
Milestone Plan is to Set Baseline. 

Once you set the baseline, GLAAS 
will edit the Milestone plan based 
on changes made to the original 
Milestone Template. 

Make sure you link the Milestone 
Plan to a Requisition before you set 
the baseline. 

Setting the baseline starts the clock 
on your PALT dates. 

Setting a baseline finalizes the 
details of the plan and begins the 
tracking process. Once the 
baseline has been set, you can no 
longer link a document or load a 
template. Most data becomes read 
only and automatically generated. 
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Milestone 

I General 

Related Info 
SUpportlng Docs 

Routelistory 

NoOfications 

Ownership 

NlMgator 

Rerum To Home 

Name MS-GLSTRN·09-oo001 Template Name CAl 
L nked Document: ltEQ-III-08-000003 

S_1a 
Date 0413012009 

Calculate USing Colardar Days 
Site USAIDlIRAINING 

DescnpOon MCC Program tor independent media 
strengthening 

..J 

DolY' Actuoll 
Seq Pna.,rlo. Unlr.. d O'(Um, hl linked V.~.n P,oJ.trad 0.\1. A(tU.lI Doll, 01laln011 D,lf' Susp.nd.d PAlT PAll DlIf.ltnc. 

1 Actept Request 0:110112009 (NCne) 0510112009 (None) 1 (NCne) 0 
2 Prepare Rq.t lor Appl'01lcn. 05/1512009 0511 512009 (Non.) 14 (NCne) 0 

'--______ 3 _O_Dtar_n_N._'._ ..... arv .. R_I!III ... - __________ 05I2_ 1lI2_0_09_.:....- 0517012009 (None) 5 (Ncne) 0 

Figure 17: Main I General Screen 

Steps Section User Action Guidance 

19. Main I Click the Edit toolbar button to edit the The Milestone Plan is successfully 
General Milestone Plan. associated with a Requisition and a 

baseline is set and ready for 
execution. 

You can still edit the Milestone Plan 
even after it has been baselined. 

As you start to execute the plan, you 
will edit the Milestone Plan to enter 
actual dates or edit projected dates, 
responsibilities, PALTs, etc. For 
example, due dates may change or 
there may be unavoidable delays. 

GLAAS will track the actual dates of 
these tasks against the projected 
dates in the Milestone Plan. 

Once a baseline has been set, the 
Clear Baseline toolbar button 
appears. It allows you to remove the 
baseline and reset the tracking 
process. 
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I"'" ' ,\""'''''' :+1 EJ x' -:' V '·3 __ __ ~ 
Doys 

Seq De..,lp!lon linked DocuRlln' linked Version ProJlcted 0.11 lock Actual Do'. Orlglnol 0.'0 SlIlp.nded P T 
r. I Accept Request 10510112009 r I ¢ 0510 112009 r-
r 2 Prepare Rqst lor Appllcanons 105/1512009 14 

r 3 Obtain Necessary Reviews 10512012009 ¢ r ¢ 0512012009 r- 5 

r 4 " sue Rqst lor Appllcanons 10512112009 if; r ¢ 0512112009 r-
r 5 Receive Proposal(s) 10611512009 if; r ¢ 0611512009 r- 25 

r 6 PrepareEvaiComml4wrd2EvaiTeam 10611712009 ¢ r if; 0611712009 r- 2 

r 7 Briel Eval Team 10611812009 ¢ r ¢ 0611812009 r-
r B Request Technical Evaluanon 10611912009 if; r ¢ 0611912009 r-
r 9 Request Audlt(s) 10612012009 ¢ r ¢ 0612012009 r-
r 10 Perform Cost AnalyslSlRecelve 10710512009 ¢ r if; 0710512009 r- 15 

r 11 Receive Audlt(s) 10712012009 ¢ r ¢ 0712012009 r- 15 

Figure 18: Milestone Steps Screen 

Steps Section User Action Guidance 

20. Milestone Modify the following fields: These fields will be pre-populated 
Steps 

Lock: Check the box to freeze this 
according to the Milestone Plan 

• template: 
date to prevent it from changing by 
other date calculations. • Description: Describes the 

Actual Date: Enter the date the task 
Milestone Step. 

• 
was actually completed. • Linked Document: Indicates if 

Days Suspended: Enter the number 
this step is directly linked to a 

• GLAAS action/document. 
of days a step is suspended. 

• Linked Version: Indicates 
which version of the document 
is linked to this step (Base vs. 
Amended). 

• Projected Date: Displays the 
estimated completion date for 
this step. 

• Original Date: Displays the 
original completion date from 
the baseline version. 

• PAL T: The planned 
Procurement Action Lead Time. 

GLAAS displays the Milestone 
Steps screen to show fields you 
have worked with earlier and 
additional new fields. 

Days Suspended: GLAAS will not 
count these days when calculating 
the difference between the 
baselined PAL T and the actual 
PALT, 
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11 
"f 

Days La l linked Documtnt linked Version Projected Oalt Lock ActuAl Doll. Ollgl..,1 D... SU1ptndtd PAL PAL T Ifftltnct l Rt,ponslblt Pony 

JO 
HOI" 

105JO 112009 .., r ~ D5J0112D09 r- 1 D IIABECK J 
10511512009 (!; r (!; 0511512009 r- 14 o IABECK :-!3 -! 
10512012009 (!; r ~ 0512012009 r- 5 o IRREED -1 3 -1 
10512112009 (!; r (!; 0512112009 r- 1 o IRREED -1 21 -1 
10611512009 if) r (!; 06115120D9 r- 25 o IABECK -1 .:) -1 

m 10611712009 (!; r It; 0611712009 r- 2 o IRRIOS -1 21 -1 
10611612009 (!; r ~ 0611612009 r- I o IRRIOS -18 -1 
10611912009 ¢ r (!; 0611912009 r- 1 o IRRIOS -1 o::l -1 
10612012009 if) r ..:; 0612012009 r- 1 o IABECK -18 -1 
10710512009 (!; r OS; 0710512009 r- 15 o IRRIOS -1 .:) -1 
10712012009 (!; r ¢ 0712012009 r- 15 o IABECK -1 .:) -1 

Figure 19: Milestone Steps Screen 

Steps Section User Action Guidance 

20. Milestone Modify the following fields: After a Note has been entered for a 
cont. Steps Milestone Step, the icon will change 

• Actual PALT: Enter the actual I 
PALT. from a lookup button (...:..:..:J) to an 

• Responsible Party: Click the asterisk button (-=J) (not shown). 

lookup button ( .. . 1) to assign a You have the option to print these 
Responsible Party. Notes on your Milestone Plan. 

• Notification: Click the notifications The Difference field is the difference 

button (O ) to create either a between the planned and actual 

"Reminder of Action," a "Completed PALTs. 

Action," or a "Missed Due Date" 
notification for each Milestone Step 
(Optional). 

• Notes: Click the lookup button 

(~) to add Notes about the 
specific Milestone step. 

Click the Submit button (not shown). 
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Mlleston. 

General 

Related Info 
SupJ)<Jrtmg Docs 

Route Hlslory 

Nonfi canons 

Ownershp 

NBVlgator 

I Return To Home 

Name MS· GLS'll\N·og·OOOOI 

Linked Document BEQ·III·08·00oo03 

Owner s_Je N'Iotiator 
Dale 04/3012009 

Calcllate USing Cllmclor D.,. 
S ,le USAlDII"RAINING 

Descnpbon 

Templale Name CAl 

.:.J 

Oap Atlual 
Linked Documlnt Llnkell Veillon Seq Ou c,lpdon ProJ'C'I.d 01', AduIOa" 01Iglll;1101l1. S"".ndtd PAll PALT Oltt".nc. RtIp 

1 AcCept Reque!t O!llllII2OO9 (None) ~112009 (Non.) 1 (None) 0 Bed<. 
2 Pn!pare Rqst tor Applcat10m 05l1~12009 (NOne) 0511512009 (None) 14 (None) 0 B.CIe. 
3 Obtain N ..... ary R~I!WS 0512012009 (None) 0512012009 (Non.) 5 (None) 0 Reed 
4 I .. u. Rq!t lor App~catlon. 0512112009 (NOne) 0512112009 (None) 1 (NOne) 0 Reed 
~ Receive Proposat(.) 06l1~ (None) 0611512009 (None) ~ (None) 0 Beck, 
6 Prep.,eEwlCll1nml4wn12EvatTeam 0611712DD9 (NOne) 0611712009 (None) 2 (None) 0 RIDS 
7 Brtel Eval Team 0611812009 (NOne) 06llBl2009 (None) 1 (NOne) 0 RIDS 
B Reque!t Te"mlcal evalUation 0611912009 (None) 0611912009 (None) 1 (None) 0 RIDS 
9 RequestAUdit(.) 06l2D12OO9 (None) 06l20I2009 (NOne) 1 (None) 0 Beck. 

___________ ~'o~p.ert.orn_'_C~D!t~AA.a.~~~:. ____________________ __ D7~m_~~D09~ __ ~(N.one~) __ ~0~7~ .. I2DD9 .. __ (NO~n~. __ r_~1~5 .(None .. ~) _____ 0 __ R.IDS., 

Figure 20: Main 1 General Screen 

Steps Section User Action Guidance 

21. Main! 
General Click the printer toolbar button 

the Milestone Plan. 
to print 

GLAAS will generate a PDF 
outside the system that can be 
saved, printed or emailed. 

11/2009 

A pop-up window will appear asking if you 
would like to print the Notes. 

Click the Return to Home link to return to 
the GLAAS Welcome Page (not shown). 
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GLAAS.102: 
Creating a Purchase 

Order 

December 2009 

Creating a Purchase Order Objectives 

• At the end of this topic, you will know how to: 
- Create purchase orders 

- Use a purchase card with a purchase order 

- Route the award 

- Report the award to FPDS-NG 

1212009 GLAAS 102: Creating a Purchase 
Order 

2 



Creating a Purchase Order 

1. An APP is created to plan the procurement 

2. The Requisition is created and associated to an APP 

3. The Requisition is released and funds are committed in Phoenix 

4. The Milestone Plan is created and linked to a Requisition 

5. The Purchase Order is created from the Requisition 

1212009 

APP 
01/2009 
o Health ServIces 
o 2007 DV 
oGHlHlDN 
0$100,000 

17 

p IMilestonel 
'V' I Plan I 

Requisition 
03/2009 
o Health Services ~ 
02007 DV L-,/ 
oGHlHIDN 
0$100,000 

17 

GLAAS 102: Creating a Purchase 
Order 

Purchase Order 

05/2009 
o Health Services 
o Competitive BId 
°2007DV 
oGHlHIDN 
0$100,000 17 

Creating a Purchase Order Roles & 
Responsibilities 

• The A&A Specialist -
- Creates the purchase order from a requisition 

- Generates the award package 

- Reports the award to FPDS-NG 

- Shares the finalized award with the COTR's site 

• The Contracting Officer or EXO -
- Approves the purchase order to initiate the obligation 

in Phoenix 

- Finalizes the FPDS-NG record 

1212009 GLAAS 102: Creating a Purchase 
Order 
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Creating a Purchase Order 

• Have a numbering mask with the instrument 
code "0" 
- e.g., AID-OAA-O-09-00006 

• Use the OF-34 7 cover page 

• Use the applicable Simplified Acquisition 
Procedure clause template in GLAAS 

1212009 GLAAS 102: Creating a Purchase 
Order 

Creating a Mission Purchase Order 

• The GLAAS Document Type "Purchase Order" 
is also used for a Mission Purchase Card Order 

• Have a numbering mask with the instrument 
code "V" 

- e.g., AID-OAA-V-09-00003 

1212009 GLAAS 102: Creating a Purchase 
Order 
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Header Text 

• The first 50 characters of Header Text is 
transferred to the Title field of the commitment or 
obligation in Phoenix 

• It must be short, meaningful and consistent 

1212009 

,.' rLm --- -.-

(Does not pont on Fonn) '-'"001 

Header ext PIET.\AI 2nd quarter FYeS cOIIIIi tment 

GLAAS 102: Creating a Purchase 
Order 

Header Text Standards - Awards 

• Contract or Grant: 
• Program name (acronym), vendor 
• Example: PIET, AAI 

• Purchase order: 
• Purpose (without any lead in) 
• Example: Newspaper subscription 

• PSC Contract: 
• Name of vendor, office 
• Example: John Doe, EGAT 

1212009 GLAAS 102: Creating a Purchase 
Order 
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GlAAS 102 USER GUIDE: 

CREATING A PURCHASE ORDER 
PURPOSE: 
This user guide will illustrate how to create a Purchase Order from a Requisition. 

BEFORE STARTING: 
1. A Requisition has been assigned to you in your Buyer Workload with the status of 

"Released." 

2. A Milestone Plan has been created, linked to a Requisition, and baselined. 

3. In order to create a Purchase Order, you must be an A&A Specialist, EXO or a Contracting 
Officer. 

4. In order to approve a Purchase Order, you must be a Contracting Officer or EXO. 

STEPS: 

Inbox 

Docum.nts 
I Create I 

Open 
SynopsIs 

Tools 
Regulat on Research 

Reports 
Standard 

Faderoll Reporting 

FPDS 

Syotom 

Setup 
UtilitieS 

P.t-ee nt uocumanu 

Gront AJO.51<1-A-1IJ.118.(D)32 
p." AtMricen Hu'k CHgemzaUon acttviieslOl ;,,(<<,1OU4 d~.ae~ 

Sollcill1ion. SOL·LPMB-OOOO3e 
Compolit.,. Contt.",lor Performance ManagetrHlnl S.tvico. 

Sollcitallon: SOL·LPMJ9.000015 
Compo/ilMI ConttlCllor Performance Managomont SoNices 

Solicit ali on SOL·()AA.(l8.IIOl24 
CONSTRUCTION OF sc/F AND SECRET AREA AT NeN COOP SITE IN 
LANSDOWNE VA. 

Funding Opportunity: RFMi27~ 
PI'f:1tiidfI r'IOn-Iood humaniaMf) ,ssisl~ in II'.tpOI).Y 10 en •• "hqu,h. 

Oul<1 Link 

Central Contractor Registration 

Federal Business Opportunities 

GL.AAS Informational Website 
GLAAS Rapo •• 

GSA Advanlage' 
GSA Debarment 
OFAC Tlnorilt wit 
CompuSlarch 

Figure J: Welcome Screen 

Steps Section User Action Guidance 

1. GLAAS Sign Log on to GLAAS (not shown). 
On 

2. Welcome Click the Create link on the Access 
Panel. 
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Document Type 

I Purchase Order 3 
Create From 

I Requisition ::1 
Purchase Order Numbering Masks 

I USAIDJRDMA- Purchase Order (AID-486-0-@#) 

Section Template 

I Select New 3 

Figure 2: Document Create Screen 

Steps Section User Action 

3. Document Complete the following fields: 
Create 

• Document Type: Select "Purchase 
Order." 

• Create From: Select "Requisition." 

• Purchase Order Numbering 
Masks: Select a numbering mask. 

• Section Template: Select "Select 
New" to load a clause template now 
or select "None" to add a template 
later. 

4. Document Click the Continue button. 
Create 

Continue I ~nce J 

Guidance 

GLAAS uses different instrument 
codes for different types of 
purchase orders: 

• "0" = Purchase Orders 

• "V" = Mission Purchase Card 
Orders 
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Search Criteria 

Requisition Number 
%00001 

Site -
IUSAIDfTRAINING 

Include Related Sites: r 

l i equ,s'tioner -=l I 
Bilateral Obligation Recor 

I 

Released Date Range 

Start Datel 

End Date " - - ---

Select line Items Requisition Number Released Date Requlsltloner Bilateral Obligation Record Number 

y REQ..660-09-00001 04/20/2009 RAMON RIOS. JR. 

Page 1 of 1 (1 results found) 

Figure 3: Create Purchase Order from Requisition Screen 

Steps Section User Action Guidance 

5. Create Search for a Requisition using one or Only Requisitions with a status of 
Purchase more of the following fields: "Released" will appear in th is search 
Order from screen. 
Requisition • Requisition Number 

When searching, you can use the 
• Requisitioner percent sign (%) as a wildcard 

• Buyer character to search for a partial number 
or name. 

Click the Display toolbar button. 
The Requisitioner field refers to the 
Requestor. 

Clear the Site field when searching for 
a document or a user. 
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~ct Line Items Requisition Number Released Date 

I!J RE0-660-09-00001 04/20/2009 
Requisitioner Bilateral Obligation Record Number 

RAMON RIOS, JR 

Page 1 of 1 (1 results found) 

Select Item Number Description Product o 0001 Office Computers 

Select Ali II Create II 
Oualifler Unit Ouantity Amount Line Item Type 

By Dollars $35,000.00 Not Specified 

Figure 4: Create Purchase Order from Requisition Screen 

Steps Section User Action Guidance 

Requestor 0 

RAYRIOS F 

6. Create Click the Y link in the Select Line A list of Requisition line items will 
Purchase Items column to select a Requisition. appear at the bottom of the screen. 
Order from 
Requisition 

7. Create Check the box in the Select column 
Purchase for each line item you want to pull into 
Order from the Purchase Order from the 
Requisition Requisition. 

Click the Create button. 
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Site: r Include Related Sites ~ Include Public 

Max Results: 1100 :::1 Results per Page: rs-:=J 

Next I Page 1 of 9 (42 results found) 

Figure 5: Clause Template Selection Screen 

Steps Section User Action Guidance 

8. Clause Search for a Clause Template by Clause Templates include the basic 
Template Template Name. FAR and AI DAR clauses you need for a 
Selection 

Click the Display button. 
Purchase Order. 

Select a Clause Template Name link to 
You must add the FAR clauses first; 
you will add the AIDAR clauses later. 

display a list of clause sections in the 
lower section of the screen. AIDAR templates always display 

"AI DAR" in the template name. 
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ARCHITECT-ENGINEERING-AIDAR pubrlc 
COMMERCIAL ITEMS (NON-VCE) Public 
COMMERCIAL ITEMS (UCE) Publi c 
COMMERCIAL ITEMS-AIDAR Public 

Next Page 1 of 9 (42 results found) 

~ B Supplies or ServicesiPrices 
~ C DescnptionlSpecificabons 
...- D Packaging and Marking 
~ E Inspecti on and Acceptance 
IV F Deliveries or Performance 
~ G Contract Administration Data 
...- H Special Contract Requirements 
IV Contract Clauses 
r J List of Documents, Exhibits and Other Attachments 

Supplies or SeMces and Prices 
Statement of Work 
Packaging and Marking 
Inspection and Acceptance 
De veries or Performance 
Contract Administration Data 
Special Contract Requirements 
Contract Clauses 
List of Documents, Exhibits and Other Attachments 

r K Representations, Certifications, and Other Statements of Bidders Representabons, Cerbfications, and Other Statements of Bide 
r L Instructions,Conditions, and Notices to Bidders Instructions, Conditions, and Notices to Bidders 

..... ~I.o.IIoA... ___ -i=valuation Factors for Award Evaluation Criteria 
Select All 

Figure 6: Clause Template Selection Screen 

Steps Section User Action Guidance 

9, Clause Click the Select All button to include all The Working with Clauses user guide 
Template of the clause sections in your Purchase shows you how to add, change and 
Selection Order. remove clauses from a GLAAS 

OR 
document. 

Check the boxes to select clause 
sections one at a time. 

10. Clause Click the Continue button to pull the 
Template clauses into your Purchase Order. 
Selection 
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Owner. NEGOTIATOR27 NEGOTIATOR27 
Requisition Number. (None) 
Solicitation Number. (None) 

Purchase Order is: ~ Priced r Unpriced 

Award Date: 05101 /2009 ((; 8 

Effective Date: 105/18/2009 ((; 

Admin Office: lEAST AFRICA 

Issuing Office: lEAST AFRICA 

Invoice Office· lEAST AFRICA 

Edlt l.J 
Edit .J 
Edlt l.J 

Vendor. IIBM 
B~r. l~N=EG~O=T1~A~T~O~R2=7~-----------

Type of Warrant Required. I LEVEL 1 

Contracbng Officer. r.:IC:-=07-:NTR=A-=CTI=N:-:-:G~O::-::F=FI;-::C=ER::-;2~O----- .J 
COTRIAOTR: ICOTR20 .J 

Primary Product! Service Code 17042 .J 
Primary Treasury Account Symbol: r------------------

Period of Performance: ,'"'""05=/1-8--/2-00-9-- \i) to 109/30/2009 

File Locabon: I 

Figure 7: Main I General Screen 

Steps Section User Action 

11. Main/ Complete the following Required (R) 
General and/or Optional (0) fields: 

Award Date: Enter the date the R 
award is signed. 

Effective Date: Enter the R 
Award's Period of Performance 
Start date. 

Admin Office: Select the code R 
for the Contracting Officer 
Technical Representative's 
(COTR) office. 

Issuing Office: Select the code R 
for the contracting office. 

Invoice Office: Select the code R 
for the office which receives the 
vendor invoice. 

Vendor: Select the Vendor code R 
for this award. 

Buyer: Select the A&A R 
Specialist for this award. 

Guidance 

GLAAS will auto-populate various fields 
based on the Requisition and system 
defaults. You may edit these fields. 

Click the Edit button ( Edit I) to modify 
office addresses will appear on forms. 

USAID is not currently using the 
Purchase Order is Priced/Unpriced 
field. 

Vendors assigned one of three special 
DUNS numbers in Phoenix will have 
their Vendor Name obscured in the 
Federal Procurement Data System-Next 
Generation (FPDS-NG): 

• For a sensitive domestic contractor, 
assign DUNS 790238638. 

• For a sensitive foreign contractor, 
assign DUNS 790238851. 

• For a miscellaneous foreign 
contractor, assign DUNS 
123456787. 
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Owner. NEGOTIATOR27 NEGOTIATOR27 
Requisition Number. (None) 
Solicitation Number (None) 

Purchase Order is: • Priced r Unpriced 

Award Date: 105/01/2009 ¢ ..) 

Effective Date' 105/18/2009 

Admin Office, I:E:-:-AS""T=-A:"::F=R":-::ICC7"A---- Edlt l.J 

Issuing Office: EAST AFRICA Edit I.J 

invoice Office' lEAST AFRICA Edlt l .J 

Vendor IIBM .J 

NEGOTIATOR27 

Type of Warrant Required' I LEVEL 1 '3 
Contracting Officer. ICONTRACTINGOFFICER20 .J 

COTRIAOTR: (COTR20 .J 

¢ to 109/30/2009 ~ ;,:) 

File Location: I 

Figure 8: Main 1 General Screen 

Steps Section User Action 

11. Main! Complete the following Required (R) and!or 
cont. General Optional (0) fields: 

Type of Warrant Required: R 
Select a warrant level. 

Contracting Officer: Select the R 
Contracting Officer for this award. 

COTRIAOTR: Select the COTR for R 
this award. 

Primary Product/Service Code: R 
Select the code for the goods or 
services on the award used to 
report to the Federal Procurement 
Data System-Next Generation 
(FPDS-NG). 

Period of Performance: Enter the R 
current active period of the award. 

File Location: Enter the physical 0 
location of any related files. 

12. Main/ Click the Additional Info link on the left-
General hand menu (not shown). 

Guidance 

The warrant level is validated 
against the Award TEC. 

Primary Treasury Account Symbol 
will be automatically populated by 
Phoenix once validations have been 
done. (Do NOT manually populate 
this field.) 
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Purchase Order 

Main 

General 

Additional lnfol 

Text 
Discount 
Summary 

Items 

Vendor 

Currency 

SynOPSIS 

o Package 

Supporting Docs 

Summary Report 

Protests 

Claims 

VaUdanons 

P'.h.' I.', • ... 1·. ' 1)1111,:,. 

PO Number AID-486-0-09-00001 

Version I SASE-In Progress::J 

Stage Award 

NetView Off 

Number of Items 1 

NTP I Vendor Signed On: I (l) 

Site: USAIDITRAINING 

Obllganon. $35,000.00 

Total Amount Without Opnons' $35,000.00 

Total Amount $35,00000 

ProJect 10' 
~~~~~~------~~--------------------~ Project Title' OFFICE COMPUTERS 

Subsistence: r 
Reference Your Text r-I -----------

NAICS Code. 423430 
Size Standard: 100 

Originating Office: I""'US""'A""ID"""IO=-=R""O"=C-------- Edit I.J 

Is this an IT-related purchase? 

Potential Amount r-------

Figure 9: Main 1 Additional Info Screen 

Steps Section User Action Guidance 

13. Main! Complete the following Required (R) and!or Size Standard will auto-populate 
Additional Optional (0) fields: when the NAICS Code is selected. 
Info 

NTPNendor Signed On: Enter the 0 USAID is not currently using the 
date the "Notice to Proceed" was Project 10 field. 
issued or the date the vendor 
acknowledged the order. 

Site: Defaults to the site of the R 
Requisition. 

Project Title: The Project Title will 0 
populate from the Requisition if it 
was associated to an APP, 

Confirmed With: Use this field if 0 
you want the system to print the 
following on the award: "Do not 
duplicate, confirm order with 

" 

Subsistence: Check the box if the 0 
award is for food or shelter. 

NAICS Code: Select the R 
appropriate code from the list. 

Originating Office: Select the R 
code for the requesting office. 
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Potenti al Amount 

Supplies or Services: '-1 ---3"""'1· 
Construction: INo 3 

Performance-Based Service Acq: INo - Service where PBA is not used. 

Cost Acctg Standards Clause: IYes - CAS clause included 3 
Purchase Card Payment Method: I No 3 

Use of Recovered Maten al: r:"1 N-:-o-C::-:I-au-s-e-s-:-In-cl~ud-:-e-d:---------'::J 

rcialltem Acq. Procedures: I Commercial Item Procedures not used 3 
co's Determi nati on of Bus. Size: I Other than Small Business 3 

Figure 10: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Main/ Complete the following Required (R) and/or USAID is not currently using these 
cont. Additional Optional (0) fields: fields: 

Info 
Is this an IT -related R • Potential Amount 
purchase?: Select "Yes" if this 

Supplies or Services is related to an IT purchase. • 

Performance-Based Service R • Construction 

Acq: Select the appropriate • GWAC / GSA Purchase 
value from the dropdown list. 

Cost Acctg Standards Clause: R 
Select the appropriate value 
from the dropdown list. 

Purchase Card Payment R 
Method: Select "Yes" if a 
purchase card was used. 

Use of Recovered Material: R 
Select the appropriate value 
from the dropdown list. 

Commercial Item Acq. R 
Procedures: Select the 
appropriate value from the 
dropdown list. 

CO's Determination of-Bus. R 
Size: Select the appropriate 
value from the dropdown list. 
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Preferences 

SBA Contract Number. I 
FPDSNG 

PIID Referenced PIID FPDS Approval Number Date Finalized 

(None) 

GDAFlag 

Payment method 

INO .J 
r.::1D:=R::::E'::::Cr=-------------- .J DirectReimbursement 

IDCN# Environmental Determinabon Document Name 

Place of Performance 

Authorized Geographical Code 

1000 .J United States of America 
Ir:::oo:::':o:--------------- .J United States of America 

Figure II: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Main/ Complete the following Required (R) and/or The lower portion of the Additional 
cont. Additional Optional (0) fields: Info screen contains USAID-

Info specific "flex fields." 
SBA Contract Number: Type the 0 
SBA contract number, if GLAAS will auto-populate several 
applicable. fields based on information entered 

in the Requisition and system 
GOA Flag: Select "YES" if this R defaults. You may edit these fields 
action is for a Global Development as needed or required. 
Alliance initiative. 

If you are manually entering values 
Payment Method: Select from the R instead of using the lookup button 
list how the award will be paid. 

( .. . ), you must type the value 
Environmental Determination R exactly as it appears in the system 
Document Name: Enter a and in all uppercase letters. 
document title (if applicable), 
otherwise enter "N/A." Once the system interfaces with 

FPDS-NG, it will auto-populate the 
Place of Performance: Select the R PliO and the FPDS Approval 
three-digit code indicating the Number. 
country where the work will be 

All awards over $3,000 must be performed. 
reported to FPDS-NG. 

Authorized Geographical Code: R 
Select the three-digit code 
indicating the country that is 
authorizing the work to be done. 
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.= = 
22 CFR 216 Compliance Starus 

Benefiting Country Code 

SubcontractlSubgrant Plan Required 

IAPPROVED BY BEO .. I Approved by BEO I 
1000 .d United States of America 
I"""IN~O------------- .d No 

Performanced Based ContractlResults Oriented Grant INO 

Name of SubcontractorlSubgrantee 

Vessel Flag Priority 

Leveraging 

Purchase Card Alias 

Grants Under Contract/Contracts Under Grant 

Figure 12: Main I Additional Info Screen 

Steps Section User Action 

I 
I 

I 

13. Main/ Complete the following Required (R) and/or 
cont. Addition Optional (0) fields: 

allnfo 
22 CFR 216 Compliance Status: R 
Select an environmental 
compliance status code. 

Benefiting Country Code: Select R 
the code of the country that will 
benefit from this action. 

SubcontractlSubgrant Plan R 
Required: Select "YES" if a 
subcontract/subgrant plan is 
required. 

Performance Based Contractl R 
Results Oriented Grant: Select 
"YES" if this will be a performance-
based contract. 

Name of Subcontractor I 0 
Subgrantee: Enter the name of the 
subcontractor/subgrantee. if 
applicable. 

Vessel Flag Priority: Enter the flag 0 
priority. if applicable. 

Leveraging: Enter a value if this 0 
award was leveraged. if applicable. 

Grants Under Contract I 0 
Contracts Under Grant: Select 
"YES" if Grants Under Contract 
(GUCs) is authorized. 

.d No 

Guidance 

The Purchase Card Alias field is not 
applicable on the Purchase Order 
document. 
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Acctg Period I 

Reporting Acctg Period I 

Action Type Ipo .J Purchase Order 

AwardTEC 135000 

NMS Award Fee Amount I 

NMS Award Other Amount I 

AIDAR/Agency Exemptions to Competition 10 .J Not Applicable 

Competition (Yes/No) INO I NO 

EarmarklDi rective/Other IN/A .J Not Applicable 

EarmarklDirective/Other Description I 

Requisition Number (for mods only) 10 .J Not Applicable 
Send notification to Requestor(s) of unused funds on the I 
Requisition? YES .J YES 

Figure 13: Main I Additional Info Screen 

Steps Sect ion User Action Guidance 

13. Main/ Complete the following Required (R) and/or NMS Award Fee Amount and 
cont. Additional Optional (0) fields: NMS Award Other Amount 

Info are populated from NMS on 
Acctg Period: If blank, the financial 0 Migrated Awards. 
interface will default to the current 
accounting period. If the Effective 
Date of the award is outside the 
current accounting period, enter the 
two-digit fiscal month and four-digit 
fiscal year in MMNYYY format. 

Reporting Acctg Period: If blank, 0 
the financial interface will default to 
the current accounting period. If the 
Effective Date of the award is outside 
the current accounting period, enter 
the two-digit fiscal month and four-
digit fiscal year in MMIYYYY format. 

Action Type: Select a code R 
identifying the type of award action. 

Award TEC: Enter the Total R 
Estimated Cost of the Award. 

AIDARlAgency Exemptions to R 
Competition: Select a code to 
identify the type of exemption. 

Competition (Yes/No): Select "YES" R 
or "NO" to indicate if this action will be 
competed or not. 
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EarmarklDirectiveiOther 

EarmarklDirectiveiOther Descnption 

~ ~~~~ 
rl ------------------------

Requisition Number (for mods only) 10 
Send notification to Requestor(s) of unused funds on the lYE 
Requisition? I'''''S 

Figure 14: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Main I Complete the following Required (R) and/or 
cont. Additional Optional (O) fields: 

Info 
Earmark/Directive/Other: Select a R 
value to indicate if this award action is 
based on Congressional Earmark, 
Presidential Directive, or other 
mandate. Select "N/A" if not 
applicable. 

Earmark/Directive/Other R 
Description: Enter a short 
description of the Earmark, Directive 
or other mandate for the award when 
applicable. 

Requisition Number (for mods R 
only): If this is a modification, select 
the Requisition number. If this is a 
new award, select "0" for "Not 
Applicable." 

Send notification to Requestor(s) R 
of unused funds on the 
Requisition?: Select "YES" to send a 
notification to Requestor(s}, advising 
them of unobligated funds. Select 
"NO" to not notify the Requestor(s} of 
unobligated funds. 

14. Main I Click the Text link on the left-hand menu (not 
Additional shown). 
Info 
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~ 
Purchase Order 

Main 

General 

PO Number. AID-486-0-09-00001 

Version. I BASE-In Progress :.:J 
Stage' Award 

NetVlew Off 
Number of Items' 1 

Obligation. $35,000.00 

Total Amount Without Options $35,00000 
Total Amount $35,000.00 

Additional Info h i I2:t!3 . 

Text s po . p rr i ce Computers 
(Does not pnnt on Form) 

.;!. 

Discount 
Summary I 

Items - I SIlItemenl.$ I 
Vendor Header Text Office Computers -
Currency 

SynOpSIS 

o Package 
SIlItements 1 - _. - - - - - -_ .. -. 

Supporting Docs 

Summary Report 

Protests 

Claims 

F,,,",,To< I 
-l SIlItements 

-------
Validations 

Route H story 

Status History 

Notifications 

Note' I :::J 

-l SIlItements 
~ 

Figure IS: Main I Text Screen 

Steps Section User Action Guidance 

15. Main /Text Complete the following Required (R) WARNING! Do not enter 
and/or Optional (0) fields: sensitive procurement information 

Description: Enter a short R 
in the Description field. 

description of the item or services Each text field will hold up to 
that are going to be purchased seven typed pages. 
with this action. This will not print 

The first 255 characters of the on the award. 
Description will carry over to the 

Header Text: Enter a short (50 R Description field in Phoenix. 
characters or less) description of 

The first 50 characters of the the award. This will print out once 
at the top of the schedule on the Header Text will carry over to the 

award. Title field in Phoenix. 

Footer Text: Will print out once at 0 The Statements button contains 

the bottom of the schedule on the standard language and can be 

award. edited once loaded in the field . 

Notes: Enter any additional text 0 
for the award. This will not print on 
the award. 

16. Main /Text Click the Summary link on the left-hand USAID is not currently using the 
menu. Discount link. 
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Purchase Order 

Main 

General 
Additional Info 
Text 
Discount 

Vendor 

Currency 

Synopsis 

o Package 

Supporting Docs 

Summary Report 

Protests 

Claims 

Validations 

PO Number: AID-486-0-09-00001 

Version I BASE-In Progress:::J 

Stage Award 

Net Vi ew. Off 

Number of Items: 1 

Obligation $35,000.00 

Total Amount without Options $35,000.00 
Total Amount $35,000.00 

Genersl Edit I 

Owner NEGOTIATOR27 NEGOTIAT0R27 
Requisition Number: REQ-660-09-00001 
Solicitation Number. (None) 

Purchase Order IS: Priced 

Award Date 0510112009 ;.:) 

Effective Date. 05/1812009 
Vendor mM CORPORATION 

Buyer NEGOTIAT0R27 NEGOTIAT0R27 
Type of Warrant Required LEVEL 1 

Contracting Officer CONTRACTINGOmCER20 CONTRACTINGOmCER20 
COTRIAOTR" CT020 CT020 

Primary Product! Service Code· 7042 
Pnmary Product I Service Code Description. MINI &: MlCRO COMPUTER CONTROL DEVICES 

Figure 16: Main I Summary Screen 

Steps Section 

17. Main! 

18. 

11 /2009 

Summary 

Main! 
Summary 

User Action 

Review the information on this 
screen for accuracy. 

Click the Items link on the left-hand 
menu. 

Guidance 

At the Summary screen you are not 
required to enter any information. It is just 
a helpful checkpoint for you to review the 
information that you have entered on your 
document thus far. 

Click the various Edit buttons ( Edit b to 
make any changes. 
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Purchase Order 

Matn 

I Items 

Vendor 

PO Number AID-486-0-09-00001 
Version: BASE - In Progress 

Stage: Award 

Net View Off 
Number of Items 1 

Obligation: $35,000.00 
Total Amount Without Options: $35,000,00 

Total Amount $35,000.00 

Option Currency 

Synopsis 

Package 

Supporting Docs 

Summary Report 

Protests 

~scription 

~nlce Computers 

Item Status 

Claims 

Validations 

Route History 

Status History 

Notifications 

Suspense Items 

Figure 17: Items Screen 

Steps Section · User Action Guidance 

19. Items Click an Item number link. 
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~s 
Purchase Order 

I General 

Additional Info 

Ship To I Acct 

Payment 

Funding 

Discount 

Warranty 

Text 

Suspense Items 

Summary 

Validations 

Return 

Purchase Order Number AID-486-0-09-00001 

Item Number / Sub Item Number: I 

Item Number. 1 

Sub Item Number: I r ---

Sequence for Sub Number. r--

Item Number 0001 

Go To I 

User Product Code: r------------------------
Description: Office Computers 

Requisition Number: RE0-660-09-00001 Item# 0001 

Solicitation Number: (None) ··1 
Product Service Code: \7042 

=~=:-Period of Performance: 105/1812009 ¢ to 109/30/2009 

Calculate By Percentage: r 
Line Item Type: / r--------.J 

Contractor Proposal Amount I 

of 1 

I 

Figure 18: Items I General Screen 

Steps Section 

20. Items / 
General 

11/2009 

User Action 

Complete the following Required (R) 
and/or Optional (0) fields: 

Description: Enter a description R 
for the item. 

Solicitation Number: To 0 
associate a Solicitation to this line 
item, click the lookup button 

(.J). 

Product Service Code: Enter the R 
code to identify the product or 
service being or~ered. 

Period of Performance: Enter R 
the effective and completion 
dates for the item. 

Line Item Type: Select one, if 0 
applicable. 

Contractor Proposal Amount: 0 
This field will auto-populate if the 
award is created from a 
solicitation. 

Guidance 

USAID is not currently using these 
fields: 

• Sub Item Number 

• Sequence for Sub Number 

• User Product Code 

• Calculate By Percentage 
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Li ne Item Type: I ~ 
Contractor Proposal Amount Ir---------

Qualifi er. By Dollars ... 

Unit of Issue: I .J 
Quantity: I 

Unit Price: 1 r --------

Amount 135000.00 

Figure 19: Items I General Screen 

Steps Section User Action Guidance 

20. Items / Complete the following Required (R) and/or The Estimated Total Costs of the 
cant. General Optional (0) fields: items must add up to the Award 

TEC. The Estimated Total Cost 
Qualifier: Select "By Quantity" or "By R of the item must be entered on 
Dollars." the Items / General screen and 

Unit of Issue/Quantity/Unit Price: If RIO in the Ship To Value field. 

"By Quantity" was selected as the 
Qualifier, these are required fields. 

Amount: Enter the total estimated R 
cost for this item if "By Dollars" was 
selected as the Qualifier. 

21. Items / Click the Additional Info link on the left-hand 
General menu (not shown). 
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~s 
Purchase Order 

General 

I Addltional lnfo 

Ship To I Acct 

Payment 

Funding 

Discount 

Warranty 

Text 

Suspense Items 

Summary 

Validations 

Return 

I 

Purchase Order Number. AID-486-0-09-00001 

Item Number. I Sub Item Number. I 

Special Handling: II 
Invoice Matching: .-, (N- o-n-e)-:o:1-> 

Supplies or Services: , :0:1 
Inspection Required: 

Require First Article Testing: r 
Accountable Property: 

Unfunded Line item: r 
GFP: r 

Option Line Item: 

Figure 20: Items I Additional Info Screen 

Steps Section User Action 

22. Items / Complete the following Required (R) 
Additional and/or Optional (O) fields: 
Info 

Special Handling: Select special 
handling instructions. if 
applicable. 

Inspection Required: Check the 
box if inspection of the supplies 
are required. 

Require First Article Testing: 
Check this box if first article 
testing is required before the full 
shipment of goods. 

Unfunded Line Item: Check the 
box if this line item is subject to 
availability of funds and the 
accounting information is 
unknown. 

GFP: If the line .item is 
Government Furnished Property. 
check this box. 

Option Line Item: Check this 
box if this is an option line item. 

0 

0 

0 

0 

0 

0 

item Number 0001 

Go To 

of 1 

o 

Guidance 

Selecting any of the following 
checkboxes will zero out the 
obligation of the line item: 

• Unfunded Line Item 

• GFP 

• Option Line Item 

USAID is not currently using these 
fields: 

• Invoice Matching 

• Supplies or Services 

• Accountable Property 
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Anticipated Exercise Date: 

Number Days After Award: 1.------
Option Exercise Date: I 

FOB: IDestination :::J 

I Origin City: I 
Origin State: r---
CLiN Estimated Amount I 

Figure 21: Items I Additional Info Screen 

Steps Section User Action 

I 

22. Items I Complete the following Required (R) and/or 
cont. Additional Optional (0) fields: 

Info 
Anticipated Exercise Date: If RIO 
the Option Line Item is selected, 
you are required to enter the date 
you think you will exercise this 
option or enter the Number Days 
After Award you expect to 
exercise this option. 

FOB: Select an option, if this item 0 
has Free On Board (FOB) 
shipping. 

Origin City I State: Enter the RIO 
City and State if "Origin" is 
selected for FOB. 

CLiN Estimated Amount: The 0 
estimated amount of the line item 
is copied forward from the 
Requisition. 

23. Items / Click the Ship To I Acct link on the left-
Additional hand menu (not shown). 
Info 

Guidance 

If this is an option line item, Option 
Exercise Date will auto-populate 
when the option is exercised. 
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(gAAs 
Purchase Order 

General 

Additional Info 

I Ship To I Acct 

Payment 

Funding 

Discount 

Warranty 

Text 

Suspense Items 

Summary 

Validations 

Return 

Purchase Order Number: AID-486-0-09-00001 

Item Number I Sub Item Number: I 

Select Ship To 

o WASHINGTON SHIP-TO 

Item Number 0001 

Go To I 
of 1 

Quantity Ship To Value 

$35,000.00 
Deliver By 

10 Days After Award 

Figure 22: Items 1 Ship To 1 Acct Screen 

Steps Section 

24. 

11/2009 

Items I 
Ship To I 
Acct 

User Action Guidance 

Click the Ship To link. 
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Clltk Submll 
(0 save 
your d(HQ 

Purchase Order Number AID-486-0-09-00001 
Version BASE 

Descnption Office Computers 

nem Number 0001 

[ " !' ... v ' 1:'''11 ,.(111',11: 111. ; ':11': II : -------------------------------
Ship To-1 

Ship To:fNASHINGTON SHIP-TO edit I ~ ark F0r:j 

Ship To Value: 1$35.000.00 

Delivery Date: ~ ::lOR Days After. Award • /10 

Accounting Add Ed,t I. Delete 1 

Amount $35.000,00 

I ::--r· .. ·"- ~-,,-.. @~ -"'... ---,.., .~." ... om_"_ ••••. a._ 
L LAS R~qul3 ltlon OE Fundong 2000 (None) 04 GA10EX4 LPACC/OE 306·004 (None) (None) 

Submit I Cancel I 

Figure 23: Delivery Location I Accounting Detail Screen 

Steps Section User Action Guidance 

25. Delivery Complete the following Required (R) and/or 
Location / Optional (0) fields: 
Accounting 
Detail Ship To: Select the appropriate R 

office or mission code. 

Mark For: Enter the total 0 
estimated cost for this line item. 

Ship To Value: Enter the total R 
estimated cost for this item. This 
value should correspond to the 
Amount on the General screen 
for the line item. 

Delivery Date or Days After 0 
Award: Choose a delivery date, 
or specify delivery based on a 
certain number of days. 

26. Delivery Click the Account 10 number link. 
Location / 
Accounting 
Detail 
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Percent 100 

I 
Uninvoiced: r 

Payment Office: M/CFO/CMP 

Refresh Data From Requisition: _ __ -' 

Requisition Number: REQ-660-09-00001 Item# 0001 Disassoclate-Req I..J 

. 1 

Figure 24: Accounting Information Detail Screen 

Steps Section User Action Guidance 

27. Accounting Complete the following Required (R) WARNINGI Never change the 
Information and/or Optional (0) fields: Accounting information from the 
Detail Requisition. 

Amount: This is the committed R 
amount from the Requisition Subject to Availability of Funds: If 
and the amount to be obligated this box is checked on the Requisition, 
on the award. This should only the obligation for this Accounting line 
be changed, if you are will be zeroed out. 
obligating a lesser amount. 

Payment Office: Enter the R 
code for the office paying the 
invoice. 

Refresh Data from 0 
Requisition: Use this button to 
bring in updated information 
from the requisition, if it has 
been updated. 

Disassociate-Req: Use this 0 
button if the wrong requisition 
was used to create this 
accounting line. 

28. Accounting Click the Submit button. 
Information 
Detail 

29. Delivery Click the Submit button (not shown). 
Location / 
Accounting 
Detail 
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~s 
Purchase Order 

General 

AddlDonallnfo 

I Ship To I Acct 

Payment 

Funding 

Discount 

Warranty 

Text I 
Suspense items 

Summary 

Valldanons 

Return 

Purchase Order Number AID-486-0-09-00001 

Item Number I Sub Item Number I 
Item Number 0001 

GoTo I 
of 1 

Select Ship To 10 Ship To Mark For Quantity Ship To Value Deliver By 

D 1 WASHINGTON SHIP-TO $35.00000 10 Days After Award 

Figure 25: Items I Ship To I Acct Screen 

Steps Section User Action Guidance 

30. Items I Ship Click the Text link on the left-hand USAID is not currently using these 
Tol Acct menu. links on the left-hand menu: 

• Payment 

• Discount 

• Warranty 

Refer to the Creating a Contract from a 
Requisition user guide if this purchase 
order will be incrementally funded and 
to learn how to use the Funding link. 
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GtAAs 
Purchase Order 

General 

Additional Info 

Ship To I Acet 

Payment 

Funding 

Discount 

Warranty 

I Text 

Suspense Items 

I SummalY 
Validations 

Return 

Purchase Order Number AID-4S6-0-09-00001 

Item Number I Sub Item Number I 
Item Number 0001 

GoTo I 
of 1 

J I statements . 

FooterText ,--- ---------- - - --------, 

-=.J Statements .. 

Notes: ...---- ----- :::J 

-=.J statements ... 

:::J 

.:J statements 

Figure 26: Items I Text Screen 

Steps Section User Action Guidance 

31. Items / Complete the following Required (R) and/or USAID is not currently using the 
Text Optional (O) fields: Inspection Text field. 

Header Text: Enter text that is 0 Delete any text that should not be 
only applicable to this line item. It viewed by external audiences, such 
will print out above the current item as CLIN Total Estimated Amounts. 
on the award. 

Footer Text: Enter text that is only 0 
applicable to this line item. It will 
print out below the current item on 
the award. 

Notes: Enter text that is for 0 
internal purposes only. It will not 
print on the award. 

32. Items / Click the Summary link on the left-hand USAID is not currently using the 
Text menu. Suspense Items link. 
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~s 
Purchase Order 

General 

Additional Info 

Ship To I Acct 

Payment 

Funding 

Discount 

Warranty 

Text 

Suspense Items 

Purchase Order Number. AID-486-0-09-00001 

Item Number. I Sub Item Number. I 

General Edit I 
Item Number. 1 

Sub Item Number. 
Sequence for Sub Number. 

User Product Code· (None) 

Item Number 0001 

Go To 

of 1 

DescnptJOn r:IOffi,-:::-c-e-::C:-o-m-p-ut-e-rs---------------~--. 

RequISItion Number REQ-660-09-00001 Item# 0001 
Solicitation Number. (None) 

Product Service Code 7042 
Product Service Code Description MINI & MICRO COMPUTER CONTROL DEVICES 

Period of Performance. 05/1812009 to 0913012009 f) 

Calculate By Percentage. No 

Line Item Type 
Contractor Proposal Amount 

Qualifier ByDoDars 

Figure 17: Items I Summary Screen 

Steps Section User Action Guidance 

33. Items I Review the information on this screen for Click the various Edit buttons 
Summary accuracy. ( Edit) to make any changes. 

34. Items I Click the Validations link on the left-hand 
Summary menu. 
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Purchase Order 

General 

Additional Info 

Ship To I Acct 

Payment 

Funding 

Discount 

Warranty 

Text 

Suspense Items 

Summary 

PO Number AID-486-0-09-00001 
Versi on. BASE - In Progress 

No Errors Found 

Stage: Awerd 
NetVlew Off 

Number of Items' 1 

Figure 28: Items I Validations Screen 

Steps Section User Action 

35. Items / Correct the errors or warnings and then 
Validations click the Validations link again to re-

validate the line item. 

36. Items I Click the Return link on the left-hand 
Validations menu. 

Obliganon $35,000.00 
Total Amount Without Options $35,000.00 

Total Amount $35,000.00 

Guidance 

The Validations screen appears with 
a list of Error Messages and/or 
Warning Messages for this 
particular line item. 

Error Messages must be corrected 
to continue. 

Warning Messages should be 
corrected before continuing. but the 
system will not require it. 
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Purchase Order 

Main 

SynopsIs 

Package 

Supporting Docs 

Summary Report 

Protests 

Cialms 

Va'idahons 

Route History 

Status H story 

PO Number AID-486-0-09-00001 
VersIOn BASE - In Progress 

Itolll Dese.lptlon 

tml. Ollie. ComputOfS 

Stage Award 

NetVlew Off 
Number of Items 1 

Figure 19: Items Screen 

Steps Section User Action 

37. Items Click the Add toolbar button and 
repeat Steps 20-36, if you need to 
add additional CLiNs. 

OR 

Skip to Step 38 if not adding a new 
CLiN. 

38. Items Click the Vendor link on the left-
hand menu. 

Obligahon' $35.000.00 
Total Amount Without Opnons: $35.000.00 

Total Amount $35.000.00 

Option 
Itom Status Quantity 

.mAct ... 

Guidance 

The system will ask you to choose how you 
want to add the item: 

• From Requisition 

• From Solicitation 

• New 

• Duplicate Existing Contract 
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Purchase Order 

~~------ -
E .;II ;:'1::11" ' 11\,1"/11 1 • • : r,.")t~ I ~~ ;:;I:/'. :. 

PO Number AID-486-0-09-00001 
VersIon: BASE - In Progress 

Stage· Award 

NetVlew Off 
Number of Items· 1 

Obllga~on 1>35,000.00 
Total AmountVllthout Options· 1>35,000.00 

Total Amount $35,000.00 Mam 

Items 

Vendor 
Select Add.ess Coda Type Name Contact Nama Phone elly State ZIP DUNS 

General a Q.QQQ2 Purchase Order IBM CORPORATION 
Currency 

Synopsis 

Package 

Supporting Docs 

Summary Report 

Protests 

Claims 

QQQQ1 
Q.QQQ2 

Mailing IBM CORPORATION 
Remit To IBM CORPORATION 

Figure 30: Vendor I General Screen 

Steps Section User Action 

39. Vendor I Click an Address Code link. 
General 

FAIRFAX VA 
BETHESDA MD 
FAIRFAX VA 

Guidance 
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Click Submit 
to save 
your dUla 

, a 

PO Nu r AID-486-0-09-00001 

Version BASE-TnProgress 

Stage Award 
NetVlew Olf 

Number of Items 1 

Address Type: Mailing 
Name: IBM CORPORATION 

I Address Code: 100001 

Contact Name: 1 

Contact Phone: I 
Contact Fax: '--1 ----------

Contact Email: I 

Address Region: I Curre~t ~egi on - US::J 

Address1: Ip.o . BOX 30009 

Address2: I 
Address3: '--1 ------------

Address4: I 
City: r=IB=ETH=-=E:':'S=-DA~-------

State: IMD 
Zip: =120"""8--24--00--0-9--

Country: Ius 

DUNS: 
+4: 

..J 

Web Address: 1'""1 --------------

Obligation: $35,000.00 

Total Amount without Opti ons. $35,000.00 

Total Amount $35,000.00 

Figure 31: Vendor Address Screen 

Steps Section User Action Guidance 

40. Vendor Verify that the Address Code is 
Address associated with the correct address for the 

vendor. 

Click the Cancel button (not shown) if this 
is the correct address and Address Code, 
and then proceed to Step 44. 

41 . Vendor 
Click the lookup button ( .J) next to the Address 
Address Code field to search for the 
correct Vendor Address Code. 

11/2009 GLAAS 102 USER GUIDE: CREATING A PURCHASE ORDER 31 OF 51 



~ Search Criteria 

Search 

For 

Site D 
IUSAIDfTRAINING 

Include Related Sites r 

Max Results 
11003 
Results per Page 

rwJ 

Type Addr ... Line 1 e ll}' Stn.e Zip Country Provtnce C."nl}' 

Maiting P.O. BOX 30009 BETHESDA MD 20824-0009 US 
Maifing 12902 FEDERAL SYSTEMS PARK DR. FAIRFAX VA 220334421 US 
Mailing C/O USAID CASHIER 
Mailing PO BOX 905615 CHARLOnE NC 28290-5615 US 
Mailing cmBANK DE NEW CASTLE DE 19720-0000 US 
Mailing 6705 ROCKLEDGE DRIVE 
Mailing 12902 FEDERAL SYSTEMS PARK DR 
Mailing 1100WlLSONBLVD 
Mailing 1100 WIlSON BLVD 
Mailing 1100 WILSON BLVD 

I- I Page 1 of 2 (l1results found) 

Figure 32: Vendor Address Selection Screen 

Steps Section User Action Guidance 

42. Vendor Click the correct Address Code link for the Phoenix vendors will have different 
Address Address Type. address codes for: 
Selection 

• Physical addresses 

• Bank accounts 

• Currency codes 

Select an address code beginning 
with "000" or "001 n to pick a US 
Dollar vendor address. Select 
another appropriate address code 
for non-US Dollar awards. 

43. Vendor Click the Submit button to return to the 
Address Vendor screen (not shown). 
Selection 
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Purchase Order 

11"'; ,, .), ... ··'Id .. ,/ [ ' ~1~~ 1 I'r,·· ... 
---- -

PO Number AID-486-0-09-00001 
Version BASE - In Progress 

Stage: Award 
Net VIew. Off 

Number of Items· 1 

Obhgaoon $35.000.00 
Total Amount WithOut OpO ons $35.000.00 

Total Amount $35.00000 Main 

items 

Vendor 
Select Address Code Type Name Conlact Name Phone CUy Siale ZIP OUNS 

General I 
I Currency I 
Synopsis 

gPackage 

Supporting Docs 

Summary Report 

Protests 

Claims 

o QQQQ2 

QQQQ1 
QQQQ2 

Purchase Order IBM CORPORATION 
Maifing IBM CORPORATION 
Remit To IBM CORPORATION 

Figure 33: Vendor I General Screen 

Steps Section User Action 

44. Vendor I Click the Currency link on the left-hand 
General menu. 

FAIRFAX VA 22033-4421 
BETHESDA MD 20824-0009 
FAIRFAX VA 22033-4421 

Guidance 
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Purchase Order 

Main 

Items 

Vendor 

VersIOn: BASE - In Progress 

CIH((~I":)' 

Sase Currency. USD-US DoOars 

Stage: Award 
Net View ()jf 

Number of Items 1 

Obligation' S35,OOO.00 
Total Amount without Options: S35,OOO.00 

Total Amount: S35,OOO 00 

Recumng Ob6gatlon Pnnt Sase in Schedule: No 
I Currency Print Currency- USD-US Dollars 

SynopsIs 

Package 

Supportmg Docs 

Summary Report 

Protests 

Exchange Rates 
Se leci Code Nllme Exchllnge Rille Prlnl In Schedule 

Figure 34: Currency Screen 

Steps Section User Action 

45. Currency Click the Add toolbar button. 

Guidance 

GlAAS documents include Base 
Currency and Print Currency. 

The Award will be printed in the Print 
Currency. This will default from the 
Requisition. but can be changed if 
needed. 
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Cl,ck Submll 
to save 
your duc" 

P U:Ch3SC OUI(: ( InfoHn.11lon 

PO Number: AID-4S6-0-09-00001 
Version: BASE - In Progress 

DOCUHl<::li Sch:mljC: R.l le 

Stage: Award 

Net View. Off 

Number of Items. 1 

Base Currency. USD - US Dol/ars 

arget c urrency[J) 
Exchange Rate PI !!!!!!..-------

Pri nt in Schedule' r 

SubmIt I can~ 

Figure 35: Document Exchange Rate Screen 

ObligatIOn: 535,000.00 
Total Amount Without OptIOns 535,000.00 

Total Amount 535,000.00 £ 

Steps Section User Action Guidance 

46. Document 
Click the lookup button (.J) next to Exchange 

Rate Target Currency to select the currency 
you wish to add to this document. 

1112009 GLAAS 102 USER GUIDE: CREATING A PURCHASE ORDER 35 OF 51 



Search' I Code 3 For lEo/a! 

Max Results.1100 3 Results per Page f103 
Code Nome 

,f.C1l, E. Carib Dollar 
~ Egypt Pound 
~ EI Salvador Colon 
fEa Ethiopia Birr 
.EUB Euro 

Page 1 of 1 (5 resu~s found) 

Figure 36: Currency Selection Screen 

Steps Section User Action 

I DISPlay I Ca'lcel I 

47. Currency 
Selection 

Search for a target currency and select 
the currency Code link. 

Guidance 
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ClICk Submit 
to save 
your data 

-

PO Number: AID-~S6-0-09-00001 
VersIon: BASE - In Progress 

Documenl Excharlfjf. f~ :nc 

Base Currency 

arget Currency 

Exchange Rate 

SD - S DoUars 

EGP - Egypt Pound 

1562003 

P nt in Schedule r 

Figure 37: Document Exchange Rate Screen 

Steps Section User Action 

48. Document Click the Submit button. 
Exchange 
Rate 

Purchase Order PO Number AID-~86-0-09-00001 

VersIon: BASE - In Progress 

MaIO 

Items 

Vendor 
CUlIc:uq 

Base Currency. USD-US Dollars 
Recumng Obligati on Print Base in Schedule: No 

I Currency Pnnt Currency USD-US Dollars 
SynopsIs 

Exchange Rates 

Stage Award 

Net View: Off 

Number of Items· 1 

I Submit I Cancel 1 

Obfigation: S35,OOO 00 
Total Amount WIthout OptIOns· S35,OOO 00 -i 

Total Amounl S35,OOO.00 . ' 
£ 

Guidance 

Stage: Award 

Net VIew· Off 

Number of Items: 1 

Obfi gatlOn S35,OOO 00 
Total Amount Without Options S35,OOO 00 

Total Amount S35,OOO.00 

Package 

Supporting Docs 

Summary Report 

Protests 

Select Code Nllme Exchange Rate Print In Schedule 

o a me Egypt Pound 562003 

Claims 

Figure 38: Currency Screen 

Steps Section User Action Guidance 

49. Currency Click the Set Currency button. 
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Click Submil 
(0 ~"ve 

your dara. 

P urrh.l :; fl OrdN Inlofl Tl,l:IOIl 

PO Number AID-+86-0-09-00001 

Version: BASE - In Progress 

CUllrmq 

Base Currency /USD 

Print Base Currency In Schedu e? r 

Stage' Award 
Net View. Off 

Number of Items 1 

Print Currency ~ 

D 

r::::1 [] ~ Cancel I 

Obligation' S35.000.00 
Total Amount without OptIons: S35.000 00 

Total Amount: S35.000.00 • 

Figure 39: Currency Screen 

Steps Section User Action Guidance 

50. Currency 
Click the lookup button (J ) next to 

WARNINGI Do not change the Base 

Print Currency. 
Currency from the Requisition. 

Select the currency in which you want 
The Requestor must amend the 
Requisition to de-commit the funds 

the Award printed. and create a new Requisition if this 

Click the Submit button. information Is not correct. 

USAID is not currently using the Print 
Base Currency in Schedule field. 
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GkAAs 
Purchase Order 

Main 

Items 

Vendor 

,. 
PurCh:I',f; O,dc·, Inlo:rn:l:101l 

PO Number. AID-4S6-0-09-00001 
Version BASE - In Progress 

CCUCrlCY 

Base Currency USD-US Dollars 

Stage' Award 

Net View. Off 
Number of Items. 1 

Ob~gatl on SJS.OOO.OO 
Total Amount without Options. SJS.OOO.OO 

Total Amount· SJ5.000.00 ~ 

Recurnng Ob6ga on Ptfnt Base 10 Schedule No 

Supporting Docs 

Summary Report 

Protests 

Claims 

Print Currency EGP-Egypt Po nd 

Exchange Rates 
Select Code Name Exchange Rate Print in Schedule 

D ~ Egypt POWld 5 62003 0 

Figure 40: Currency Screen 

Steps Section 

51. Currency 

~s 
Purchase Order 

MaIO 

Items 

Vendor 

Recurnng Obllga on 

Currency 

SynopsIs 

Package 

I Cover Page 
Body 
Attachments 

User Action Guidance 

Click the Package link on the left-hand If you need to synopsize this Award on 
menu. 

PUJ(. Jl:l ~ (: O:d.:i Jn lOIlIl,l' IOi l 

PO Number: AID-4S6-0-09-0000 1 

Version: BASE - In Progress 

COY01 P;;qe 

FedBizOpps, refer to the Creating a 
Contract from a Requisition user guide 
for more information. 

Stage: Award 
Net View Off 

Number of Items: 1 

Obligati on' S35.000.00 
Total Amount without Opti ons' S35.000 00 

Total Amo nt S35.000.00 £ 

There is no form associated with this Purchase Order. 
Choose Change Form to associate a form. 

Figure 41: Package I Cover Page Screen 

Steps Section User Action Guidance 

52. Package I Click the Change Form toolbar button. When you first create a Purchase Order, 
Cover the Cover Page screen will be empty. 
Page 
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.F ... o~rm __ .......... __ .... Descrlption 

Order For Supplies (4/2006) 
Order For Suppli es (06-95) 

':':!'!-...J..:I:~:::u.-..;~tJ4 Solicitation 1 Order (Commercial) (4/02) 
SF 30 Modifi cati on of Contract 

Page 1 of 1 

Figure 42: Form Selection Screen 

Steps Section User Action Guidance 

53. Form Click the Form link to select a Cover 
Selection Page. 
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(;kAAs 
Purchase Order 

MaIO 

PO Number. AID~S6-0-09-00001 

Version BASE - In Progress 

Stage Award 

NetVIew Otf 

Number of Items 1 

Obligation $35,00000 
Total Amount without Options. S35,OOO 00 

Total Amount S35.000.00 

items 

Vendor 
OF-347 (412006) 

Recurnng Obbga on 
Additional Pages: (None) 

Currency 

SynopsIs 

Package 

Cover Page 
Body 
Attachments 

Date Signed: (None) 
Pnnt Bael< Page ~o 

4 ReqUl sl ~on!Reference Number System Cl!k\llate-REQ-~S6-09-000013 

6. Shlp To System Calculate 

Figure 43: Package I Cover Page Screen 

Steps Section User Action Guidance 

54. Package/ Click the Edit toolbar button to make GLAAS displays the sections/blocks from 
Cover changes to the sections/blocks of the the Cover Page that may be edited. 
Page Cover Page. 

Refer to the Filling Out a Form user guide 
for more information on how to work with 

Click the printer tool bar button ( ) to Cover Pages in GLAAS. 
open a new browser window and view 
the Award Cover Page as a PDF (not 
shown). 

55. Package/ Click the Body link on the left-hand 
Cover menu. 
Page 
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Purchase Order 

Number of Items 1 

Obligation $35,000.00 
Total Amount without Opnons $35,000.00 

Total Amount $35,000.00 Main 

Items 

Vendor 

Currency 

Synopsis 
Document Format USAID Washington Standard:l~ I 

Section 

A 

Summary Report B 

Protests 
C 
D 

Claims E 
Vahdanons F 
Route History G 

Status History H 

Notificaoons I 
J 

Suspense Items 
K 

OWnership L 
Navigator M 

Retum to Home 

Menll N~me Section Title 

Form Soljcjtation!Contract Form 
Suppnes Supplies or Services/Prices 
Description Description/Specifications 
Packaging Packaqing and Marking 
Inspection Inspection and Acceptance 
Deliveries Deliveries or performance 
Contract Admin Contract Admjnjstration Data 
Special Reqmts Special Contract Requjrements 
Clauses Contract Clauses 
Attachments List of Docyments Exhibits and Other Attachments 
RepS/Certs Representations Certifications and Other Statements of Bidders 
Instructions Instructions Conditions and Notices to Bidders 
Evaluation Evaluation Factors for Award 

Figure 44· Package I Body Screen . 

Steps Section User Action Guidance 

56. Package I Select the appropriate Clause GLAAS displays the clause sections that 
Body Grouping by using the dropdown list. will be included in the Award from the 

Click the Generate toolbar button. 
Clause Template. 

Click the View button to view an ".rtf' 
The Working with Clauses user guide 
explains how to work with GLAAS Clause 

(rich text format) version of the Templates in more detail. 
contract body (not shown). 

You can modify the existing body 
Do not send .rtf documents to people 
outside of USAID. Convert the .rtf to a 

clauses by clicking the Check Out non-editable Adobe Acrobat file before 
tool bar button to make changes sending it to a vendor or other outside 
outside of GLAAS, and then clicking party. 
the Check In toolbar to upload it back 
into GLAAS when you are done (not 
shown). 

57. Package I Click the Attachments link on the left-
Body hand menu. 
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Purchase Order PO Number: AID-486-0-09-00001 
Version BASE - In Progress 

··11,11" .... ' : -"·""""11 

Stage Award 
NetVlew Off 

Number of Items. 1 

ObligatJon' $35,000.00 
Total Amount Without Opnons $35,000.00 

Total Amount $35,000.00 Main 

Items 

Vendor 

Currency 

SynOPSIS 
Documents listed here will be included as part of the package sent to vendors. 

Package Selec:t Subjec:t Required Approved Attllchment Humber Locked File Hllme Exception Ve/slon 

Cover Page a Classified Information Nondisc No No ~ BASE 

Body 

I 0 Attachments I 
I Supporting Docs I 

Summary Report 

Figure 45: Package I Attachments Screen 

Steps Section User Action 

58. Package I Click the Add or Library toolbar button 
Attachments to add an attachment to the Award 

package (not shown). 

Modify an existing document by 
clicking the Check Out toolbar button 
to check the document out of GLAAS, 
and then, clicking the Check In toolbar 
button to upload it back into GLAAS 
after you have made changes (not 
shown). 

59. Package I Click the Supporting Docs link on the 
Attachments left-hand menu. 

Guidance 

Any attachments from the Requisition 
will be pulled into the Award. 

The Attachments screen contains 
documents for external use that may 
be sent to the vendor. Example: 
"Statement of Work." 

When checking a document back in, 
the file name must be the same as 
when it was checked out. 

The Adding Attachments and 
Supporting Documentation user guide 
explains how to add files to your 
GLAAS documents in more detail. 

Once a document is added here, you 
can use the Convert toolbar button to 
move the document from Attachments 
to Supporting Docs. 
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Purchase Order 

Main 

Items 

Vendor 

Currency 

Synopsis 

(l Package 

• Supporting Docs' 

PO Number: AID-486-0-09-00001 
Version BASE - In Progress 

Stage· Award 

NetView Off 

Number of Items 1 

Obligation: $35,000.00 
Total Amount without Options $35,000.00 

Total Amount $35,000.00 

Figure 46: Supporting Docs Screen 

Steps Section User Action Guidance 

60. Supporting Click the Add File or Library toolbar Any supporting documents from the 
Docs button to add a supporting document Requisition will be pulled into the 

to the Award package (not shown). Award. 

Modify an existing document by The Supporting Docs screen 
clicking the Check Out tool bar button contains documents for internal use 
to check the document out of GLAAS, that will not be sent to the vendor. 
and then clicking the Check In toolbar Example: "Cost Analysis." 
button to upload it back into GLAAS 

When checking a document back in, after you have made changes (not 
shown). the file name must be the same as 

when it was checked out. 

The Adding Attachments and 
Supporting Documentation user guide 
explains how to add files to your 
GLAAS documents in more detail. 

To allow only users with "Full Access" 
to view supporting documents. click 
the Detail tool bar button and then 
check the Confidential box (not 
shown). 

Once a document is added here. you 
can use the Convert toolbar button to 
move the document from Supporting 
Docs to Attachments (not shown). 

61. Supporting Click the Summary Report link on the 
Docs left-hand menu. 
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Purchase Order 

Main 

Items 

Vendor 

Currency 

SynOPSIS 

II Package 

Supporting Docs 

I Summary Reportt 

Protests 

Claims 

I Validations 

Route History 

Status History 

Notifications 

Suspense Items 

Ownership 

NaVIgator 

Return to Home 

PO Number .AID-486-0-09-00001 
Version BASE - In Progress 

Include All Pre-released Versions: J;T 

Include Pre-released Invoices: r 

Summary Report 

Stage: Award 

Net View: Off 
Number of Items: 1 

Obligation: $35.000.00 
Total Amount without Options. $35.000.00 

Total Amount $35.000.00 

Requested by NEGOTIAT0R27 NEGOTIAT0R27 
Award Number AID-486-0-09-00001 

Award Date 0510112009 
Closeout Date 

Period of Performance: 0511812009 to 0913012009 
Vendor IBM IBM CORPORATION 
Contact 
Phone: 
B~er. NEGOTIAT0R27NEGOTIAT0R27 

Phone' 
Contracting Officer CONTRACTINGOFFICER20 CONTRACTINGOFFICER20 

Phone 

Figure 47: Summary Report Screen 

Steps Section User Action Guidance 

62. Summary Review the Award information for The Purchase Order Summary 
Report accuracy. Report screen shows a high-level 

summary of the GLAAS Award. 

If changes need to be made, use the 
left-hand menu to go to the section 
which needs to be corrected. 

Pre-released Versions means 
multiple versions of the Purchase 
Order. 

USAID is not currently using the 
Include Pre-released Invoices field. 

63. Summary Click the Validations link on the left-hand The Protests and Claims links will 
Report menu. contain any protest or claim that was 

recorded. 

Click either link to review and update 
existing protests and claims or you 
can add new protests and claims (not 
shown). 
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~s 
Purchase Order 

I Main 
Items 

Vendor 

Currency 

SynOPSIS 

gPackage 

Supporting Docs 

Summary Report 

PO Number: AID-486-0-09-00001 
Version BASE - In Progress 

Warning Messages 

Stage Award 
NetView Off 

Number of Items 1 

Obligation $35,000.00 
Total Amount without Opnons $35,000.00 

Total Amount $35,000.00 

location Message Extended Text 

Main A Milestone Plan must be linked and the baseline set in the Milestone Plan Option 
Main IBM CORPORATION does not have an active CCR registration . 

Total Wamings 2 

Figure 48: Validations Screen 

Steps Section User Action Guidance 

64. Validations Correct the errors or warnings and The Validations screen appears with 
then click the Validations link again to a list of Error Messages and/or 
re-validate the Award (not shown). Warning Messages. 

Error Messages must be corrected to 
continue. 

Warning Messages should be 
corrected before continuing, but the 
system will not require it. 

If there are no GLAAS errors, a popup 
window will appear asking for your 
Phoenix credentials to validate in 
Phoenix; enter your Phoenix User 10 
and Password. 

65. Validations Click the Main link on the left-hand 
menu. 
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Purchase Order 

Main 

Additional Info 
Text 
Discount 
Summary 

Items 

Vendor 

Currency 

SynopsIs 

o Package 

Suppornng Docs 

Summary Report 

Protests 

Claims 

Validations 

IRoute History l 

Status HI story 

PO Number AlD-486-0-09-00001 

Version. I BASE-In Progress::J 

Stage Award 

NetView Off 
Number of Items 1 

Obligation $35,000.00 

Total Amount without Options $35,000.00 

Total Amount $35,00000 

OWner: NEGOTIATOR27 NEGOTIATOR27 
Requisition Number: REQ..660-09-00001 
Solicitation Number (None) 

Purchase Order is: Ii' Pnced r Unpriced 

Award Date: 105/01/2009 <!J ;:) 

Effective Date: 105/1812009 <P 

Admin Office: lEAST AFRICA 

Issuing Office: lEAST AFRICA 

Invoice Office: lEAST AFRICA 

Editl.J 

Edltl.J 

Edit I.J 

Vendor r.::IIB~M~------ .J IBM CORPORATION 

Buyer: INEGOTIATOR27 .J 

Type of Warrant Required: ILEVEL 1 
Contracting Officer I .... C...."O-NTR=:-"A-C"""TI"""N-,G-O-,F-=-FI"":'C--E-R2--0---- .J 

COTRIAOTR: ICT020 .J 

Figure 49: Main I General Screen 

Steps Section User Action Guidance 

66. Main! . Click the FPDS toolbar button to edit The A&A Specialist is responsible for 
General the FPDS-NG record (not shown). populating the FPDS-NG record. 

Click the Validate button at the top of The Contracting Officer is responsible 
the FPDS-NG record window (not for approving the FPDS-NG record. 
shown). 

The Award cannot be approved and 
Complete the required fields (not released without a valid FPDS-NG 
shown). record. 

Click the Save button and close the Refer to the Creating FPDS-NG 
browser window (not shown). Records Through GLAAS user guide 

for additional information about 
completing the FPDS-NG submission. 

67. Main! Click the Route History link on the 
General left-hand menu. 
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~s 
Purchase Order 

Main 

Items 

Vendor 

Currency 

SynOPSIS 

gPackage 

Supporting Docs 

Summary Report 

Protests 

Claims 

Validations 

PO Number. AID-486-0-09-00001 
Version. BASE - In Progress 

Stage. Award 

NetView Off 
Number of Items 1 

Obligation: $35,000.00 
Total Amount without OptIOns: $35,000.00 

Total Amount $35,000.00 

Route Role To In Date Out Date Comments Status Version Phone Site Routing Symbol 

I Route History 

Status Hi story 

------------------------------------------------------------------~ 
Figure 50: Route History Screen 

Steps Section User Action Guidance 

68. Route Click the Route tool bar button to begin The Route button allows the user to 
History the routing process (not shown). forward documents to other GLAAS 

users for review and approval. 

A&A Specialists must route all 
documents for Approval to the 
Contracting Officer. 

You can create routing list templates in 
My Profile. 

Refer to the Routing a Document user 
guide for further instructions. 

69. Route Click the Return To Home link on the Remember to return to the Milestone 
History left-hand menu (not shown). Plan associated to this Award and 

update the appropriate steps. 

After the Award has been approved and released by the CO, open the Award and 
complete the following steps giving the Admin Office access to the Award. 
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Protests 

Claims 

Validations 

Route History 

Status History 

Notifications 

Suspense Items 

Type of Warrant Requi red: 1 (None) 0:1 
Contracting Officer. ICONTRACTINGOFFICER20 

COTRJAOTR: ISREQUESTOR 

Primary Product! Service Code: IR408 -' 

Primary Treasury Account Symbol: /"'"1 -----------

Period of Performance: 1 ~ tol 

.J 
-' 

I OWnership File Location: 1"'"1-----------------
Navigator 

Figure 51: Main 1 General Screen 

Steps Section User Action 

70. Main! Click the Ownership link on the left-
General hand menu. 

71. Share Click the Edit toolbar button (not 
Document shown). 

~ Document ~1I:lI ed PuhlJ r.: 

Document Ownersl Pubfic Document P °vilege I Not Pubfic ::oJ 

I Pubfic 
User 

Group 

I Site 

Return 

Figure 52: Document Ownership I Public Screen 

Steps Section User Action 

72. Document Click the Site link on the left-hand 
Ownership! menu 
Public 

73. Document Click the Add toolbar button (not 
Ownership! shown). 
Site 

Guidance 

Guidance 
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I 
Search: For: 

ax Resuns· 11 00 0:1 Resu s per Page: f103 
Code Description 

A!AIQ OFFICE OF THE ADMINISTRA OR 
NArD/COO Office of the Chief Operating Officer 
NAlOICOOfM anagement Staff 
NAlPlCOO!PAC Program Analysis and Coordination Staff 
w..8fB. Office of the Assistant Administrator 
~ Office of the Assistant Administrator - ASIA 
AAlOCHA 
~ 
AAIEGAT 
AMlli 

Office of the Assistant Administrator 
Office ofthe Assistant Administrator 
Office of the Assistant Administrator 
Bureau for GH-Offi ce ofthe AssistantAdministrator 

Page 1 of 10 (Too many results. Only 100 retrieved. se Search options to limit results.) 

Figure 53: Site Selection Screen 

Steps Section User Action Guidance 

74. Site 
Selection 

Search for and select the COTR's site. This is the same as the Admin Office 
on the Main I General screen. 
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.. DIll 
DocumenlSh;lIH! Site 

Document Ownersl Selecl Site 

PubGc 
User 

Group 

I S te 

D 

Figure 54: Document Ownership I Site Screen 

Steps Section User Action 

75. Document Ensure the Privilege is Read Only. 
Ownership I 
Site 

76. Document Click the Return link on the left-hand 
Ownership I menu. 
Site 

77. Ownership Click the Return to Home link on the 
left-hand menu (not shown). 

Guidance 

This will allow the Admin Office to 
view the released award, and access it 
to create modifications and BPA Calls. 

11 /2009 GLAAS 102 USER GUIDE: CREATING A PURCHASE ORDER 51 OF 51 





'~~' USAID (i) ~ FROM THE AMERICAN PEOPLE 

GLAAS: 
My Profile & GLAAS Inbox 

November 2009 

My Profile and GLAAS Inbox 
Objectives 

• At the end of this topic, you will know how 
to: 
- Set defaults 
- Set up a Proxy 
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My Profile 

• You can set your GLAAS defaults for 
common fields, including: 

- Email notification options 

- Proxy 

- Office Code Defaults 

11/2009 GLAAS: My Profile & GLAAS Inbox 3 

My Profile: Email Notifications 

NotIfTcatfon Delivery Method: 

User Defined Notifications: IEmail ::I 
Automatic Document Nobfications: I PRISM Inbox .J 

Buyer Assignment Notifications· I PRISM Inbox---=, 

OVerdue Route Action Notifications I Email .:J 
Other System Notifications I PRISM Inbox ~ 

suom' l~ 
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My Profile: Proxy 

- I' 
User ID: IRRBTRAINEE1 0 

User Name: RRBTr"".l 
Emait RRBT ........ 1 

Start Date: 10512912009 

End Date: 1!5611212009 0$ 

Suom~ I Cancel I 

II 

Ii 
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My Profile: Office Code Defaults 

ITa 
~ l ,t ·,. ' : E, . . I . 

Onginating Office: IUSAID_EA 0 
Issue Office· lEAST AFRICA .J 

Ship To Office· IUSAID/EAlRAAO .J 
Mark For Office· I .J 

Admin Office: lEAST AFRICA .J 
Payment Office IEASTAFRICA .J 

Invoice Office. ~AST AFRICA .J 
Sponsori ng Offi ce: I .J 
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The GLAAS Inbox 

1112009 

Inbox - ~ 

I For Approval 
For Review 
CourtesY CODY 

Approved 
Disapproved 
Reviewed 
Proxied 

COrTlDJet/id 
Notifications 
Task List 
Buyer Workload 
Bypassed 
Return To Home 

These folders contain 
documents sent to you 

These folders contain 
documents you or others 
have already acted on 

These folders contain 
other key items, such as 
notifications, tasks and 
other useful reminders 
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GLAAS 102: 
Creating a Contract 

December 2009 

Creating a Contract Objectives 

• At the end of this topic, you will know how to: 
- Create both non-competitive and competitive 

contracts 

- Create a Personal Service Contract (PSC) 

- Add contract clauses and generate the award 
package 

- Route the contract 

- Post the Award Notice to FedBizOpps 
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Creating a Non-Competitive Contract 

1. An APP is created to plan the procurement 

2. The Requisition is created and associated to an APP 

3. The Requisition is released and funds are committed in Phoenix 
4. The Milestone Plan is created and linked to a Requisition 

5. The Contract is created from the Requisition 

1212009 

APP 
'112009 
• Health Services 
'2007DV 
'GHlHIDN 
• $100,000 

17 

p IMilestonel 
.z.7 I Plan I 

Requisition 
·312009 
• Health Services 
'2007DV 
'GHIHIDN 
• $100,000 

17 

GLAAS 102: Creating a Contract 

Contract 
·512009 
• Health ServIces 
• Competitive BId 
'2oo7DV 
·GHlHIDN 
'$100,000 17 

Creating a Competitive Contract 

1. An APP is created to plan the procurement 
2. The Requisition is created and associated to an APP 
3. The Requisition is released and funds are committed in Phoenix 
4. The Milestone Plan is created and linked to a Requisition 
5. The Solicitation is created from the Requisition 
6. The Contract is created from the Solicitation 

APP 
·112009 
• Health Svcs 
• 2007 DV 
'GHlHIDN 

Milestone 
Plan 

Requisition Solicitation 
• 31~009 • 412009 

c:) . Health Svcs c) . Health SVC5 c:) 
• 2007 DV • Comp BId 
• GHiHIDN • 2007 DV 

Contract 
· 512009 
• Health Svcs 
• Comp BId 
• 2007 DV 

3 

• $100,000 11 • $100,000 " • GHiHIDN " 
.J1DD.DDD 

'GHlHIDN _ 
'!100.DOO V 
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Creating a Contract Roles & Responsibilities 

For non-competitive contracts: 
• The A&A Specialist -

- Creates the contract from a requisition 
- Generates the award package 
- Updates FedBizOpps to announce the award notice through 

GLAAS 
- Posts the award to FPDS-NG from GLAAS 

• The Contracting Officer-
- Approves the contract to initiate the obligation in Phoenix 
- Finalizes the FPDS-NG record 
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Creating a Contract Roles & Responsibilities (cont) 

For competitive contracts: 
• The A&A Specialist -

- Creates the solicitation from a requisition 

- Creates the contract from a solicitation 

- Generates the award package 

- Updates FedBizOpps to announce the award notice through 
GLAAS 

- Posts the award to FPDS-NG from GLAAS 

• The Contracting Officer-
- Approves the contract to initiate the obligation in Phoenix 

- Finalizes the FPDS-NG record 
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Award Instrument Types 
,--

Code Instrument Type Document Type 

B Basic Ordering Agreement Contract 

C Contract Contract 

D Definitive Quantity Agreement Contract 

I Indefinite Quantity Agreement Contract 

S Personal Services Contract Contract 

Q Requirements Contract Contract 

Z Ribbon Contract (Buy-In) Contract 

BC Blanket Purchase Agreement Call BPACall 

E Blanket Purchase Agreement Setup BPASetup 

W DO Against USAID IQC Delivery Order 

M GSA Schedule Order Delivery Order 

N Other Federal Schedule Order Delivery Order 

1212009 GLAAS 102: Creating a Contract 7 

Award Instrument Types (cant) 

Code Instrument Type Document Type 

T Participating Agency Program (PAPA) IAA 

P Participating Agency Service Program (PASA) fAA 

R Resource Support Services IAA 

~ 
X Ribbon PASA IAA 

V Purchase Card Order Purchase Card OrderlPurchase 

I Order 

o~~O 0 Purchase Order Purchase Order 

A Cooperative Agreement Grant 

~ G Grant Grant 

c:y? LA Leader with Associate Award Grant 

L Associate Award Grant 
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Creating a Personal Services Contract (PSC) 

• Creating a PSC is like creating a regular contract 
except you: 
- Use a different numbering mask 

- Include specific PSC clauses from the database with 
all of the FAR, AIDAR and AAPD/CIB/ADS language 
you need for a PSC 

- Pick a standard GLAAS cover page and load a 
PSC form from the Library as an attachment 

1212009 GlAAS 102: Creating a Contract 

Sensitive Vendors in FPDS-NG 

• Sensitive vendors, such as PSCs, must be 
assigned one of three DUNS numbers: 
- Domestic contractor = DUNS 790238638 

- Foreign contractor = DUNS 790238851 

9 

- Miscellaneous foreign contractor = DUNS 123456787 
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Protecting Vendors in FPDS-NG 

• GLAAS transfers the vendor DUNS number to 
FPDS-NG 

• The Contractor Name from Contract field in 
FPDS-NG will be empty 

• In FPDS-NG, click the lookup button next to the 
Contractor Name from Contract field and select 
the contractor name associated to the DUNS 
number 
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GlAAS 102 USER GUIDE: 

CREATING A CONTRACT FROM A 
REQUISITION 
PURPOSE: 
This user guide will show you how to create a Contract from a Requisition. This functionality is 
used when creating a Contract from a Requisition or a Contract where the Solicitation was not 
created in GLAAS. 

BEFORE STARTING: 
1. A Milestone Plan has been created, linked to a Requisition, and baselined. 

2. A Requisition has been assigned to you in your Buyer Workload with the status of 
"Released." 

3. In order to create a Contract, you must be an A&A Specialist or a Contracting Officer. 

4. In order to approve a Contract, you must be a Contracting Officer. 

STEPS: 
Htlp I Mr P,.fiI. I Sign Out 

Inbox 

Docum,nts 

I Create I 
Open 
SynopsIs 

Tools 
Regulation Research 

Repons 

Standard 

Fed,roll R,ponlng 
FPOS 

Sysllm 

Setup 
UM!I " 

B TIle •• 4 • • 7 IImlad mtlStlgl, In YOUI Inbox. 
i Click he,. to VlSW 

i 
Grant AJO.514·MJJ.()8.()(J(l3 
Pen AfMncan HR'" o,g.nfZlrton «IMt;., IOf inlftCliou, dlM'»3 

Sohe,t."on SOL·LPA-IBOOOO39 
Compet~MI Contr"" for P.""""."". M.nog.mert 5._ •• 

Sohed,tion: SOL·LPMl9-OOIXlI5 
Compol~No Contr.ct for PetfOf1NflCfl M.nagomonl SelVlCO. 

SoIlCnatiDn SOL·OAA-D6OOlJ24 
CONSTRUCTION OF SClF AND SECRET AREA AT NEW COOP SITE IN 
LANSOONNE VA 

Funding Opportunnr RFA-527-D9-111Xl27 
PfC.IVIdg non-food hUINMINI.n .Mi3l1ltC. If) '.¥KJN~ to .n .. Tthqu,k. 

Figure I: Welcome Screen 

Steps Section User Action 

1. GLAAS Sign Log on to GLAAS (not shown). 
On 

2. Welcome Click the Create link on the Access 
Panel. 

Ouiet Link 

Cent,..1 Contractor R8Qlstration 

Federal Bustna'S OppOllUMI81 
GLAAS Informallonal Website 

GlAAS Rapods 
GSA AIIY.nt.gel 
GSA Olbonnont 
OFAC To".n.t USI 
Compusearch 

Guidance 

Doeument. r-
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Document Type 

II Contract ::J 
Create From 

II Requisition 

Contract Information 

ISeCtionTemplale: ISelectNew -II 
Report 10 FPDS as a Stand-alone Contract ~ 

MAS Number 

Continue II Cance! 

Figure 2: Document Create Screen 

Steps Section 

3. Document 
Create 

4. Document 
Create 

User Action 

Complete the following fields: 

• Document Type: Select 
"Contract." 

• Create From: Select "Requisition." 

• Contract Numbering Mask: Select 
a numbering mask. 

• Section Template: Select "Select 
New" to load a clause template now 
or select "None" to add a template 
later. 

• Report to FPDS as a Stand-alone 
Contract: Check the box if you do 
not wish to issue Delivery/Task 
Orders against this Contract. 

Click the Continue button. 

Guidance 

GLAAS uses different instrument 
codes for different types of contracts: 

• "B" = Basic Ordering Agreement 

• "C" = Contract 

• "0" = Definite Quantity Contract 

• "I" = Indefinite Quantity Contract 

• "Q" = Requirements Contract 

• "S" = Personal Services Contract 

• "Z" = Ribbon Contract (Buy-In) 

For instrument codes "s" and "C" you 
must check the Report to FPDS as a 
Stand-alone Contract box. 

All awards over $3,000 must be 
reported to the Federal Procurement 
Data System-Next Generation (FPDS
NG). 

Refer to the Creating a Contract from a 
GLAAS Solicitation user guide if you 
are creating a competitive contract 
from a Solicitation. 

Refer to the Creating a Personal 
Service Contract (PSC) user guide if 
you are creating a PSC. 
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Search Criteria 

I Requisition Number 
Ireq-527 -09-001241 

Site Q 

I 
Include Related Sites: r 

Released Date Range 

Start Datel 

End Date "'-1 -----

Sort by 
I Requisition Number 

Max Results 
/100 il 

Select line Items Requisition Numbe. Released O.,te Requlsitlone, Bllate.al Obligation Reco.d Numbe. 

y REQ-527-09-001241 04/1412009 Sample Requestor 

Page 1 of 1 (1 resJlts found) 

Figure 3: Create Contract from Requisition Screen 

Steps Section User Action Guidance 

5_ Create Clear the Site field and search for a Only Requisitions with a status of 
Contract from Requisition using one or more of the "Released" will appear in this search 
Requisition following fields: screen. 

• Requisition Number When searching I you can use the 

Requisitioner 
percent sign (%) as a wildcard 

• character to search for a partial 

• Buyer number or name. 

Click t~e Display toolbar button. The Requisitioner field refers to the 
Requestor. 
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Search Criteria 

Requlsltton Number 
Iraq-527 -09-001241 

Select lin. lIems Requl.ldon Numb.r Released Dale Requlsilioner Bllaloral Obligation Record Nnmb.r R 

y RE0-527-09-001241 04/14/2009 Sample Requestor f 

Slte J 

I 
Include Related Sites; 

Requlsltloner 
ISREQUESTOR 

Bilateral Obligation Recor 

I 
Buyer -

Originating Office ..d 
I 
Released Date Range 

Start Datel 

End Datef 

Sort by 
I Requisition Number 

Max Results 

11063 
Results per Page 

f53 

Page 1 of 1 (1 results found) 

· 1 

Select J llem Number Oescrlpllon 

f;; 0001 WAlERTREATMENT 
Deselect All I~I 

Product Quollfler 

By Dollars 

Figure 4: Create Contract from Requisition Screen 

Steps Section User Action 

6. Create Click the Y link in the Select Line 
Contract from Items column to select a Requisition. 
Requisition 

7. Create Check the box in the Select column 
Contract from for each line item you want to pull into 
Requisition the Contract from the Requisition. 

Click the Create button. 

J 

Unit Quanllty Amounl Une Ilem Type 

$200.000.00 Not SpeCified J 

Guidance 

A list of Requisition line items will 
appear at the bottom of the screen. 

11/2009 GLAAS 102 USER GUIDE: CREATING A CONTRACT FROM A REQUISITION 40F65 



Template Name: I DIsplay I Cancel 1 

Site: IUSAIDITRAINING .J r Include Related Sites r;; Include Public 

Max Results: 11 00 ::J Results per Page: f'5'::J 
aause Template Name Site 

COST REIMBURSEMENT RESEARCH AND DEVELOPMENT-AIDAR Public 
I COST REIMBURSEMENT SERVICES I Public 
COST REIMBURSEMENT SERVICES-AIPAR Public 
COST REIMBURSEMENT SUPpLY Public 
COST REIMBURSEMENT SUPpLY-AIDAR Public 

Prey 1 Next I Page 3 of 8 (40 results found) 

Include Section Number Section Title 

lCJ A Solicitation/Contract Form 
r B Supplies or Services/Prices 
r C Descripti on/Specifi cati ons 
r D Packaging and Marking 
r E Inspection and Acceptance 
r F Deliveries or Performance 

Figure 5: Clause Template Selection Screen 

Steps Section User Action 

8. Clause Search for a Clause Template by 
Template Template Name. 
Selection 

Click the Display button. 

Select a Clause Template Name link 
to display a list of clause sections in 
the lower section of the screen. 

Guidance 

Section Type 

Solicitation/Contract Form 
Supplies or Services and Pri ces 
Statement of Work 
Packaging and Marking 
Inspecti on and Acceptance 
Dehvenes or Performance 

Clause templates include the basic 
FAR and AIDAR clauses you need for 
a Contract. 

You must add the FAR clauses first; 
you will add the AIDAR clauses later. 

AIDAR templates always display 
"AIDAR" in the template name. 

11/2009 GLAAS 102 USER GUIDE: CREATING A CONTRACT FROM A REQUISITION 50F 65 



Template Name: I 
Site: ..:..... r Include Related Sites r.o Include Public 

Max Results: '-00 • Results per Page: 5 • 

Clau • • Template Harne SI,. 
COST REIMBURSEMENT RESEARCH ANP PEVELOPMENT-AIDAR Public 
COST REIMBURSEMENT SERViCES PubliC 
COST REIMBURSEMENT SERVICE5.AIDAR Public 
COST REIMBURSEMENT SUppLY Publi c 
COST REIMBURSEMENT SUppLY- AlpAR Public 

PreY I Next I Page 3 of 9 (42 results found) 

,,,, B Supplies or ServicesJPrices Supplies or Services and Prices 

'" C DescripnonlSpecificanons Statement of Work 
;;;0 D Packaging and Marking Packaging and Marking 
IV E Inspection and Acceptance Inspection and Acceptance 
,;;0 F Deliveries or Peliormance Deliveries or Peliormance 
r.> G Contract Administration Data Contract Administration Data 
ill' H Speci al Contract Requirements Special Contract Requirements ... I Contract Clauses Contract Clauses 
,... J List of Documents, Exhibits and Other Attachments List of Documents, Exhibits and Other Attachments 

Representations, Certifications, and Other Statements of Bidders Representations, Certificanons, and Other Statemen s 
Instrucnons,Condltions, and Notices to Bidders Instructions, Conditions, and Notices to Bidders 

\-'--_--'.u.... ___ --" Evaluation Factors for Award Evaluation Criteria 

Figure 6: Clause Template Selection Screen 

Steps Section User Action Guidance 

9, Clause Click the Select All button to include all The Working with Clauses user guide 
Template of the clause sections in your Contract. shows you how to add, change and 
Selection remove clauses from a GLAAS 

OR document. 

Check or uncheck the boxes to select 
clause sections one at a time. 

10. Clause Click the Continue button to pull the 
Template clauses into your Contract. 
Selection 
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I 
Contract 

Main 

Contract Number AID-527-C-09-00001 

Version: 1 BASE-In Progress 3 

Stage Award 

NetView Off 

Number of Items 1 

Obligation 

Total Amount without Opti ons· 
Total Amount 

General I .-------"'"'!"'--.,.."..-------------~ ...... ----,~----... 
Additional Info 
UCA 
Text 
Limits 
Discount 
Volume Discount 
Summary 

Items 

Vendor 

Currency 

SynopsIs 

(I Package 

(I Supporting Docs 

Summary Report 

Award Date: 105/01/2009 
Award Type· Ir.:F"....ix-ecl-~pn.,..· c-e-------.3 

Effective Date: 105115/2009 

Completion Date: [09/30/2010 

Admin Office: =[P-E~RU------- Edltl.J 

Issuing Office: IPERU Edit I.J 

Invoice Office. PERU 

Vendor. r-[A-C-HN-I-S-SC-H----- .J ACHARYA NISHITH-SCHEDULER 

Buyer. /TRAINER9 .J 
Type of Warrant Required: [LEVEL 1 

Figure 7: Main 1 Gener al Screen 

Steps Section User Action Guidance 

11. Main I Complete the following Required (R) The Effective Date populates the 
General and/or Optional (0) fields: Obligation's Document Date field in 

Phoenix. 
Award Date: Enter the date R 
the award is signed. The Effective Date must be on or after 

the Requisition Date for all associated 
Award Type: Select the R Requisitions. 
main award type for this 
contract GLAAS will auto-populate several fields 

based on information entered in the 
Effective Date: Enter the R Requisition and system defaults. You may 
Award's Period of edit these fields as needed or required. 
Performance start date. 

Click the Edit button ( Edit I) to modify Completion Date: Enter the R 
Award's Period of how office addresses will appear on 

Performance end date. forms. 

Admin Office: Select the R The Award Type selected here is 

code for the Contracting reported to FPDS-NG. 

Officer Technical Refer to the Creating FPDS-NG Records 
Representative's (COTR) Through GLAAS user guide for more 
office. information on which award types are 

Issuing Office: Select the R reported to FPDS-NG. 

code for the contracting 
office. 
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~s 
Contract 

Main 

General 

Additi onal lnfo 
UCA 
Text 
Umits 
Discount 
Volume Discount 
Summary 

Items 

Contract Number: AID-527-C-09-00001 

Version: 1 BASE-In Progress OJ 
Stage. Award 

Net View. Off 
Number of Items: 1 

Owner: trainer9 trainer9 

Award Date: 105/0112009 <:'; 8 
Award Type: !Fixed-price 

Effective Date: 105/1512009 

Completion Date: 109/30/2010 

Admin Office: ."lp""'E~R-U-------

Obligation 

Total Amount Without Opti ons 
Total Amount 

Vendor Issuing Office: IPERU 

Currency Invoice Office: PERU 
Synopsis ~-:::-:-~==-:-:------ I 

Vendor: IACHNISSCH -..J ACHARYA NI fTH-SCHEDULER 
II Package 
II Supporting Docs Buyer: ITRAINER9 -.J 

Summary Report Type of Warrant Required: ILEVEL 1 OJ 
Protests Contracting Officer: r:IJ-=c-=o":"'AOO::----------- -.J 

Claims COTRIAOTR: IJCOTR 
-------~~=-~~~======~==~~~==~~ 

Figure S- Main I General Screen -

Steps Section User Action Guidance 

11. Main I Complete the following Required (R) GLAAS will auto-populate several fields 
cont. General and/or Optional (0) fields: based on information entered in the 

Requisition and system defaults. You may 
Invoice Office: Select the R edit these fields as needed or required. 
code for the office that 
receives the vendor invoices. 

Click the Edit button ( Edit I) to modify how 

Vendor: Select the Vendor R office addresses will appear on forms. 
code for this award. 

The warrant level is validated against the 

Buyer: Select the A&A R Award TEC. 

Specialist for this award. 
Vendors assigned one of three special 

Type of Warrant Required: R DUNS numbers in Phoenix will have their 

Select a warrant level. Vendor Name obscured in FPDS-NG: 

Contracting Officer: Select R • For a sensitive domestic contractor, 

the Contracting Officer for assign DUNS 790238638. 

this award. For a sensitive foreign contractor, • 
COTRIAOTR: Select the R assign DUNS 790238851. 

COTR for this award. • For a miscellaneous foreign contractor, 
assign DUNS 123456787. 
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~s 
Contract 

Main 

Text 
Limits 
Discount 
Volume Discount 
Summary 

Items 

Vendor 

Currency 

SynOPSIS 
II Package 

II Supporting Docs 

Summary Report 

Protests 

Claims 

Validations 

Route History 

Status Hi story 

Notifications 

Suspense Items 

Contract Number AID-527-C-09-00001 

Version 1 BASE-In Progress ::J 
Stage: Award 

Net View. Off 
Number of Items" 1 

OWner trainer9 tralner9 

Award Date: 105/01/2009 t;; ~ 

Award Type" lFixed-price 

Effective Date: 105/15/2009 

Completion Date: 109/30/2010 

Admin Office" Ir=P~ER~U~------ Edit I ~ 
ISSUing Office: IPERU Edit I ~ 
Invoice Office: r=lp"=E-=-R:-:"U------- Edit 1 ~ 

Obligation 

Total Amount Without Options 
Total Amount 

Vendor: IACHNISSCH ~ ACHARYA NISHITH-SCHEDULER 

Buyer: /TRAINER9 ~ 
Type of Warrant Required: 1 LEVEL 1 

Contracting Officer: IrJC-=-O~A~O-::----------- ~ 

COTRIAOTR: IJCOTR ~ 

~p_ri_m_a~ry_p_ro_d_u_ct_l _se_M_"_Ce_C_o_d_e:,IFU=09=9==================I~ 
Primary Treasury Account Symbol: I 

Peri od of Performance: 05115/2009 <t; to 09130/2010 <t; ~ 

File Location: 

Figure 9: Main I General Screen 

Steps Section User Action Guidance 

11. Main! Complete the following Required (R) Primary Treasury Account Symbol 
cont. General and!or Optional (0) fields: will be automatically populated by 

Phoenix once validations have been 
Primary Product/Service R done. (Do NOT manually populate this 
Code: Select the code for the field.) 
goods or services on the 
award used to report to FPDS-
NG. 

Period of Performance: R 
Enter the current active period 
of the award. 

File location: Enter the 0 
physical location of any 
related files. 

12. Main! Click the Additional Info link on the 
General left-hand menu. 
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NTPNendor Signed On: I 
rIS-ire-: ~U~S~A=ID~nR=A~IN~I~NG~==========================~~ 

Requisition Number. REQ.527-09-001241 
Solicitation Number. (None) 

Project ID: r----- - - -.J 
ProjectTIUe: f ,--- --------------------------

Confirmed With: I 

Figure 10: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Main/ Complete the following Required (R) Size Standard will auto-populate when 
Additional and/or Optional (0) fields: the NAICS Code is selected. 
Info 

NTPNendor Signed On: Enter 0 USAID is not currently using the 
the date the "Notice to Proceed" Project 10 field. 
was issued or the date the 
vendor acknowledged the 
order. 

Site: Defaults to the site of the R 
Requisition. 

Project Title: The Project Title 0 
will populate from the 
Requisition if it was associated 
to an APP. 

Confirmed With: Use this field 0 
if you want the system to print 
on the award: "Do not duplicate, 
confirm order with .. 

Subsistence: Check the box if 0 
the award is for food or shelter. 

NAICS Code: Select the R 
appropriate code from the list. 

Originating Office: Select the R 
code for the requesting office. 

11/2009 GLAAS 102 USER GUIDE: CREATING A CONTRACT FROM A REQUISITION 10 OF 65 



Is this an IT-related purchase?: INo .:J 
Potential Amount I 

Supplies or Services: I r----3"" 
Construction: I No :o:J 

GWAC / GSA Purchase: r 
Performance-Based Service Acq: INo - Service where PBA is not used. :::oJ 

Cost Acctg Standards Clause: IYes - CAS clause included iJ 
Purchase Card Payment Method: I No iJ 

Use of Recovered Material: I r-N-o-C-I-au-s-e-s -In-cl-ud-e-d---------.:::oJ 

Commercial Item Acq. Procedures: I Commercial Item Procedures not used iJ 
I CO's Determination of Bus. Size: I Other than Small Business iJ 

Figure I I: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Main/ Complete the following Required (R) and/or USAID is not currently using these 
cont. Additional Optional (0) fields: fields: 

Info 
Is this an IT -related R • Keep Item Numbers Constant 
purchase?: Select "Yes" ifthis on DOITO (not shown) 
is related to an IT purchase. 

Potential Amount • 
Performance-Based Service R 
Acq: Select the appropriate • Supplies or Services 

value from the dropdown list. • Construction 

Cost Acctg Standards Clause: R • GWAC I GSA Purchase 
Select the appropriate value 
from the dropdown list. 

Purchase Card Payment R 
Method: Select "Yes" if a 
purchase card was used. 

Use of Recovered Material: R 
Select the appropriate value 
from the dropdown list. 

Commercial Item Acq. R 
Procedures: Select the 
appropriate value from the 
dropdown list. 

CO's Determination of Bus. R 
Size: Select the appropriate 
value from the dropdown list. 
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1l,.jdltOIl 'lilmorro ~lron 

Preferences 

I SBA Contract Number. I 
FPDSNG 

I Report to FPDS as a Stand-alone Contract P' 

PliO Reference PliO FPOS Approval Number [Date Finalized 

(None) 

Figure 12: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Mainl Complete the following Required (R) Once the system interfaces with FPDS-
cant. Additional and/or Optional (0) fields: NG. it will auto-populate the PliO and 

Info the FPOS Approval Number. 
SBA Contract Number: RIO 
Type the SBA contract 
number. if applicable. 

Report to FPOS as a Stand· RIO 
alone Contract: Check the 
box if you do not wish to 
issue Delivery/Task Orders 
against this Contract. 
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.:'I~ I.hi.fcn.-I IIt, IO:IIi;;l [() 1 1 

GDAFlag: INO -.J 
Payment method: I!5IRECT .J 

IN/A 
-

Environmental Determination Document Name. 

Place of Performance: 1527 .J 
Authorized Geographical Code: 1000 .J 
22 CFR 216 Compliance Status: IEXEMPT - OE EXPENSE -
Benefiting Country Code: 1527 J 
SubcontractlSubgrant Plan Required: INO .J 

Figure 13: Main 1 Additional Info Screen 

Steps Section User Action Guidance 

13. Main I Complete the following Required (R) The lower portion of the Additional 
cont. Additional and/or Optional (0) fields: Info screen contains USAID-specific 

Info "flex fields." 
GOA Flag: Select "YES" if this R 
action is for a Global Development GLAAS will auto-populate several 
Alliance initiative. fields based on information entered 

in the Requisition and system 
Payment Method: Select from the R defaults. You may edit these fields 
list how the award will be paid. as needed or required. 

Environmental Determination R If you are manually entering values 
Document Name: Enter a instead of using the lookup button 
document title (if applicable), I 
otherwise enter "N/A." (...:..:..:J), you must type the value 

exactly as it appears in the system 
Place of Performance: Select the R and in all uppercase letters. 
three-digit code indicating the 
country where the work will be 
performed. 

Authorized Geographical Code: R 
Select the three-digit code 
indicating the country that is 
authorizing the work to be done. 

22 CFR 216 Compliance Status: R 
Select an environmental 
compliance status code. 

Benefiting Country Code: Select R 
the code of the country that will 
benefit from this action. 

SubcontractlSubgrant Plan R 
Required: Select "YES" if a 
subcontract/subgrant plan is 
required. 
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I Performanced Based ContractiResults Oriented Grant IYES ~ 
Name of SubcontractorlSubgrantee: I 

I -
Vessel Flag Priority: 

Leveraging: I .-
Grants Under ContracUContracts Under Grant (YES .. . 

COTR/AOTR Assigned Date: \04121/2009 ($ 

Has COTRIAOTR designation letter been signed by all parties 
and delivered to the assigned CTO and all other parties? iYES 

---- .d 
Has a hard copy been placed in the OAA contract award file?: IYES ~ 

Figure 14: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Main/ Complete the following Required (R) and/or 
cont. Additional Optional (0) fields: 

Info 
Performance Based Contract R 
IResults Oriented Grant: Select "YES" 
if this will be a performance-based 
contract. 

Name of Subcontractorl Subgrantee: 0 
Enter the name of the 
subcontractor/subgrantee if applicable. 

Vessel Flag Priority: Enter the flag 0 
priority, if applicable. 

Leveraging: Enter a value if this award 0 
was leveraged, if applicable. 

Grants Under Contract/Contracts 0 
Under Grant: Select "YES" if Grants 
Under Contract (GUCs) is authorized. 

COTRIAOTR Assigned Date: Enter R 
the date that the COTR was assigned 
to this award. 

Has COTRIAOTR designation letter R 
been signed by all parties and 
delivered to the assigned 
COTRIAOTR and all other parties? 
Select "YES" or "N/A." 

Has a hard copy been placed in the R 
OAA contract award file? Select 
"YES" or "N/A." 
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Acctg Period: 

Reporting Acctg Period: 

I Action Type: 

. AwardTEC: 

1 ~CA=1=1 ~ ____________________ I~ 
12604574 . 

NMS Award Fee Amount 

NMS Award Other Amount 

IDAR/Agency Exemptions to Competition: o 

Figure 15: Main I Additional Info Screen 

Steps Section User Action 

13. Main/ Complete the following Required (R) 
cont. Additional and/or Optional (0) fields: 

Info 
Acctg Period: If blank, the 
financial interface will default to 
the current accounting period. If 
the Effective Date of the award 
is outside the current accounting 
period, enter the two-digit fiscal 
month and four-digit fiscal year 
in MMIYYYY format. 

Reporting Acctg Period: If 
blank, the financial interface will 
default to the current accounting 
period. If the Effective Date of 
the award is outside the current 
accounting period, enter the 
two-digit fiscal month and four-
digit fiscal year in MMIYYYY 
format. 

Action Type: Select a code 
identifying the type of award 
action. 

Award TEe: Enter the Total 
Estimated Cost of the Award. 

AIDARlAgency Exemptions to 
Competition: Select a code to 
identify the type of exemption, or 
select "0" if the award is 
competitive. 

Guidance 

If the award is incrementally funded, 
the Award TEC will be greater than 
the committed amount. This is the 

0 Requestor's way to specify the 
award TEC and to indicate that you 
should increase the amount on the 
Solicitation / Award. 

NMS Award Fee Amount and NMS 
Award Other Amount are 
populated from NMS on Migrated 
Awards. 

0 

R 

R 

R 
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Competition (Yes/No): NO 

EarmarklDirective/Other. r.INI:-:":A:--'---------------
EarmarklDirective/Other Description: 1 

Requisition Number (for mods only): .... 10----------------
Send notification to Requestor(s) of unused funds on the IYES 
Re uisition? 

Figure 16: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Main I Complete the following Required (R) and/or 
cont. Additional Optional (0) fields: 

Info 
Competition (Yes/No): Select R 
"YES" or "NO" to indicate if this 
action will be competed or not. 

Earmark/Directive/Other: Select a R 
value to indicate if this award action 
is based on Congressional Earmark, 
Presidential Directive, or other 
mandate. Select "N/A" if not 
applicable. 

Earmark/Directive/Other R 
Description: Enter a short 
description of the Earmark, Directive 
or other mandate for the award 
when applicable. 

Requisition Number (for mods R 
only): If this is a modification, select 
the Requisition number. If this is a 
new award, select "0" for "Not 
Applicable." 

Send notification to Requestor(s} R 
of unused funds on the 
Requisition?: Select "YES" to send 
a notification to Requestor(s), 
advising them of unobligated funds. 
Select "NO" to not notify the 
Requestor(s) of unobligated funds. 

14. Main I If this is an Undefinitized Contract Action 
Additional (UCA), click the UCA link on the left-hand 
Info menu (not shown). 

OR 

Click the Text link on the left-hand menu (not 
shown) and skip to Step 17. 
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Contract 

MaIO 

General 
Additional Info 

UCA 

Text 
LImits 
Discount 
Volume Discount 
Summary 

~ems 

Vendor 

Curre~cy 

Synopsis 

o Package 

o Supporttng Docs 

Summary Report 

Contract Number AID-527-C-09-oo001 

Version. 'SASE-In Progress :::1 

Undefinitized Contract Achon: 

Stage Award 

NetVlew Off 
Number of ttems I 

Obllgabon $200.000.00 

Total Amountwltllout Opbons $200.000.00 
Total Amount $200.000.00 

r-----
Project Officer I -----.1 

Project Officer Site· 

Contractor Proposal Date - ESbmated: r 
Contractor Proposal Date - Actual· " --- .$) , 

Complehon of Negohahons Date - ESbmated l r ------- 0 9 

Complebon 01 Negobations Dale - Actual: I <i) cl 

Definitization of Contract Date - ESbmated: ..;; ..J 
Definitizabon of Contract Date _ Actuat r, ------- .$I t:l 

Defimbzabon Amount- Esbmated: I 
DeflnlhzationAmount - Actual: r, ----

Figure 17: Main I UCA Screen 

Steps Section User Action Guidance 

15. Main / UCA Complete the following Required (R) If this is not a UCA action, this 
and/or Optional (0) fields: entire screen is optional. 

Undefinitized Contract Action: R The UCA section is mainly used for 

This field defaults to "No_" Select Letter Contracts. 

"Yes" from the dropdown list if 
this is a UCA. 

Project Officer: Select a project 0 
officer from the dropdown list. 

Contractor Proposal Date 0 
(Estimated and Actual): Enter 
the estimated and actual dates 
when the contractor will submit 
the proposal. 

Completion of Negotiations 0 
Date (Estimated and Actual): 
Enter the estimated and actual 
dates when the negotiations will 
be (or were) completed. 

Definitization of Contract Date 0 
(Estimated and Actual): Enter 
the estimated and actual dates 
when the award is definitized. 

Definitization Amount 0 
(Estimated and Actual): Enter 
the estimated and actual Award 
amounts. 
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Print on Form: I J 

Current Status: , " 

Remarks: r------ -

Summary of Monthly Actions: I 
Print on Form: I J 

Figure 18: Main I UCA Screen 

Steps Section User Action 

15. Main I UCA Complete the following Required (R) 
cont. and/or Optional (0) fields: 

Print on Form: Defaults to "No;" 
select "Yes" to print the 
estimated and actual dates and 
contract amount on the Award 
form. 

Current Status: Enter a brief 
description of the UCA's status. 

Remarks: Enter any remarks 
about the UCA. 

Summary of Monthly Actions: 
Enter a description of each 
month's UCA actions. 

Print on Form: Defaults to "No;" 
select "Yes" to print the status, 
remarks and summary on the 
Award form. 

0 

0 

0 

0 

0 

16. Main I UCA Click the Text link on the left-hand menu 
(not shown). 

.J 

Guidance 
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Contract 

Man 

General 
Addltional lnfo 
UCA 
TOld: 

DlscOIJnt 

Contract Number. AlD-527-C·09·00001 

Version. ISASE-In Progress .:1 

~ .. c 

Stage Award 

NetVI~ Olf 
Number of Items I 

escnp on. I\TER TREAlMENT PLANT SERVIC (Does not prtnt on Form) 

Reedertext 

Ob~gabon. $200.000.00 

Totat Amount Without Opbons $200.000.00 

Total Amount $200.000.00 

Statements . 

Vendor 

Currency 

SynOPSIS 

Q Package 

l~ 
~--~F~oo:te:rT~e:xt--====================~:=~:-----~~~ 

9 Supporting Docs 

Summary Report 

Protests 

Clams 

I VaJldabons 

Route History 

Figure 19: Main I Text Screen 

Steps Section User Action 

17. Main! Complete the following Required (R) and!or 
Text Optional (0) fields: 

Description: Enter a short R 
description of the item or services to 
be purchased with this action. This 
will not print on the award. 

Header Text: Enter a short (50 R 
characters or less) description of the 
award. This will print out once at the 
top of the schedule on the award. 

Footer Text: Will print once at the 0 
bottom of the schedule on the award. 

Notes: Enter any additional text for 0 
the award. This will not print on the 
award. 

18. Main! Click the Summary link on the left-hand 
Text menu. 

.J Statements.:....J 

Statements . 

Guidance 

WARNINGI Do not enter sensitive 
procurement information in the 
Description field. 

Each text field will hold up to seven 
typed pages. 

The first 255 characters of the 
Description carry over to the 
Description field in Phoenix. 

The first 50 characters of the Header 
Text carry over to the Title field in 
Phoenix. 

The Statements button contains 
standard language and can be 
edited once loaded in the field. 

Refer to the Creating a Competitive 
Indefinite Quantity Contract (IQC) 
user guide to learn about using 
Limits. 

USAID is not currently using these 
links on the left-hand menu: 

• Discount 

• Volume Discount 
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{;MAs 
Contract 

Main 

General 
Additional Info 
UCA 
Text 
Limits 
Discount 
Volume Discount 

Summa 

I items I 
Vendor 

Currency 

Synopsis 

(I Package 

(I Supporting Docs 

Summary Report 

Protests 

Claims 

Contract Number AID-527-C-09-00001 

Version: I SASE-In Progress:::J 

Stage Award 

NetVlew Off 
Number of Items, 1 

General Edit I 
Own er trainer9 trainer9 

Award Type Fixed-price 

Award Date 05/0112009...J 

Effective Date 05/1512009 

Completion Date 09/3012010 ~ 

Obligation 

Total Amount without Optl ons 
Total Amount' 

Vendor ACHAR.YANISHlTH-SCHEDULER 
Buyer trainer9 trainer9 

Type of Warrant Requi red' LEVEL 1 
Contractmg Officer .Till COlAO 

COTR/AOTR. Joe COTR 
Primary Product I Service Code, U099 

Primary Product I Service Code Description: OTHER EDUCATION .AND TRAINING SERVICES 
Primary Treasury Account Symbol: (None) 
Period of Performance 05/1512009 to 0913012010 .=l 

File Location (None) 

Figure 20: Main I Summary Screen 

Steps Section User Action Guidance 

19. Main! Review the information on this screen for At the Summary screen you are not 
Summary accuracy. required to enter any information. It is 

just a helpful checkpoint for you to 
review the information that you have 
entered on your document thus far. 

Edlt l 
Click the various Edit buttons ( ) 
to make any changes. 

20. Main/ Click the Items link on the left-hand 
Summary menu. 
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Contract 

Main 

j ltems 

Vendor 

Currency 

SynOPSIS 

G Package 

G Supportmg Docs 

SummalY Report 

Protests 

Clams 

Val daoons 

Route HlstolY 

Contract Number AJD-S27-C-09-00OO1 
Version BASE- In Progress 

I~'; Dncdpdoll 
WATER TREAlMENT 

Figure 21: Items Screen 

Steps Section User Action 

Stage Award 
NetVlew Off 

Number of ttems I 

21_ Items Click an Item number link_ 

Obhgaoon $200,000 00 
Total Amount WithOut Opoons $200,00000 

Total Amount $200,00000 

Optlen 
Itlm Statut Ouan1ity AmouR1 V •• aton AC1Jon 

~"" kINo $lID,DOO.OO BASE Mel 

Guidance 
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Contract 

I General 
Additional Info 

Ship To I Acct 

Payment 

Funding 

Discount 

Warranty 

Text 

Suspense Items 

Summaty 

Validations 

Return 

Contract Number. .AID-S27-C-09-00001 Item Number 0001 of 1 

Item Number 1 Sub Item Number. 1 Go To I 

Item Number. 11 
Sub Item Number. .... 1 ---

Sequence for Sub Number. 1 
User Product Code: .... 1 ------------

I D,,,option rATERTREAThENT 

Requisition Number. REQ..527-09-001 241Item# 0001 

Solicitation Number. (None) 

Product Service Code: lu099 --1 
Product Service Code Description: OTHER EDUCATION AND TRAINING SERVICES 

Period of Performance: 10511512009 ¢ to 10913012010 ¢ ...J 
Calculate By Percentage: r 

Print Detail' r 
Line Item Type: 1.-------

Contractor Proposal Amount 1 

Figure 22: Items I General Screen 

Steps Section 

22. Items / 
General 

User Action 

Complete the following Required (R) 
and/or Optional (0) fields: 

Description: Enter a description 
for the item. 

R 

Solicitation Number: To 0 
associate a Solicitation to this line 

item, click the lookup button ( .. ,). 

Product Service Code: Enter the R 
code to identify the product or 
service being ordered. 

Period of Performance: Enter R 
the effective and completion 
dates for the item. 

Print Detail: Check the box if you 0 
want to print additional 
information about the line item on 
the cover page (Le., Award Type) 

Line Item Type: Select one, if 0 
applicable. 

Guidance 

USAID is not currently using these 
fields: 

• Sub Item Number 

• Sequence for Sub Number 

• User Product Code 

• Calculate By Percent 

If the Award is created from a 
Solicitation, the Contractor 
Proposal Amount will auto
populate. For a non-competitive 
contract, it will be blank. 

The Period of Performance for line 
items which are not marked as 
optional must be within the Award's 
Period of Performance. 
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I i 

i 

Qualiti er. I By Dollars 

Award Type: I Cost 

Unit of Issue: I ~ 
Quantity: I 

Estimated Unit Cost 1..-------- - -
Estimated Total Cost: 1200000.00 

Figure 23: Items I Ge neral Screen 

Steps Section User Action 

22. Items / Complete the following Required (R) and/or 
cont. General Optional (0) fields: 

Qualifier: Select "By Quantity" or R 
"By Dollars." 

Award Type: Select the R 
appropriate Award Type. Based 
upon this selection, additional 
fields may appear. 

Unit of RIO 
Issue/Quantity/Estimated Unit 
Cost: If "By Quantity" was 
selected as the Qualifier, these 
are required fields. 

Estimated Total Cost/Amount: R 
Enter the total estimated cost for 
this item if "By Dollars" was 
selected as the Qualifier. 

23. Items / Click the Additional Info link on the left-
General hand menu (not shown). 

---- -

- --- -- ---

Guidance 

Based upon which Award Type 
you select, the Amount fields may 
change. 

The Estimated Total Costs of the 
items must add up to the Award 
TEC. The Estimated Total Cost of 
the item must be entered on the 
Items / General screen and in the 
Ship To Value field. 
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Contract 

General 

I Additi onallnfo 
Ship To I Acct 

Payment 

Funding 

Discount 

Warranty 

Text 

Suspense Items 

Ittl l rt IrliOI,(,atlo l l 

Contract Number .AID-527-C-09-00001 Item Number 0001 of 1 

Item Number: I Sub Item Number: I Go To 

Special Handling: , D 

Inspection Required: 
Require First Article Testing: 

Accountable Property: r 

Figure 24: Items I Additional Info Screen 

Steps Section User Action Guidance 

24. Items / Complete the following Required (R) and/or USAID is not currently using these 
Additional Optional (0) fields: fields: 
Info 

Special Handling: Select special 0 • Invoice Matching 
handling instructions, if applicable. 

Supplies or Services • 
Inspection Required: Check the 0 

Accountable Property box if inspection of the supplies • 
are required. Checking the box for Require First 

Require First Article Testing: 0 Article Testing will give an 

Check this box if first article testing additional option for Days After at 

is required before the full shipment the Ship To level. 

of goods. 
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Unfunded Line Item: r 
GFP' r 

Days After Award: 1 

Option Exercise Date: r""1 -----

FOB: IDestinationo:J 

Origin City: 

Origin State: '-1 --

CLiN Estimated Amount 1200000 

Figure 25: Items I Additional Info Screen 

Steps Section User Action 

24. Items I Complete the following Required (R) andlor 
cont. Additional Optional (0) fields: 

Info 
Unfunded Line Item: Select the 0 
checkbox if this line item is subject 
to availability of funds and the 
accounting information is unknown. 

GFP: If the line item is Govemment 0 
Furnished Property, check this box. 

Option Line Item: Check this box if 0 
this is an option line item. 

Anticipated Exercise Date: If the RIO 
Option Line Item is selected, you are 
required to enter the date you think 
you will exercise this option, or enter 
the number of Days After Award 
you expect to exercise this option. 

FOB: Select an option if this item 0 
has Free On Board (FOB) shipping. 

Origin City I State: Enter the City RIO 
and State if "Origin" is selected for 
FOB. 

CLIN Estimated Amount: The RIO 
estimated amount of the line item is 
copied forward from the Requisition. 

Guidance 

Selecting any of the following 
checkboxes will zero out the 
obligation of the line item: 

• Unfunded Line Item 

• GFP 

• Option Line Item 

If this is an option line item, 
Option Exercise Date will 
auto-populate when the option 
is exercised. 
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~s 
Contract 

General 

Additional Info 

I Ship To I Acct 
Payment 

Funding 

Discount 

Warranty 

Text 

Suspense Items 

Summary 

Validations 

Return 

Contract Number. AID-527-C-09-00001 of 1 

Item Number I Sub Item Number: 

Item Number 0001 

GoTo I 

For Ouantlty Ship To Value Deliver By 

$200,000.00 10 Days After Award 

Figure 26: Items 1 Ship To 1 Acct Screen 

Steps Section User Action Guidance 

25. Items I Click the Ship To I Acct link on the 
Additional left-hand menu. 
Info 

26. Items I Ship Click the Ship To link. 
To I Acct 
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~s ( ,'JI t!r .)1,: Ir.:+)u II ~dIOII 

Contract Number: AID-527-C-09-00001 
VersIOn' BASE 

Descnption WATER TREATMENT 

Click Submil 
Item Number 0001 Amount $200,000.00 

10 >ave 
your dara 

Shi To-1 
Ship To: ~SAID/PERU Edit -.JMark For I 

Ship To Value: 1$200,000.00 

Delivery Date: I if; :.::J OR Days After. 1 Award 

Accounting Add I ~ Delete I 
Acconnl ACCOIUllblU Code ACCOUfIlUlO Templale Stmt BFY End BFY FlUId Oper,ltlnu Un" (OPI Prooram Areil Distribntlon Code P 
ID 

(None) 0706194·RSC OE 2009 (None) OE 120-0420 110-011 (None) 

Submit I Cancel I 

Figure 27: Delivery Location 1 Accounting Detail Screen 

Steps Section User Action Guidance 

27. Delivery Complete the following Required (R) and/or 
Location / Optional (O) fields: 
Accounting 
Detail Ship To: Select the office code R 

for your site or mission. 

Mark For: Select the office that 0 
will actually receive the items or 
service. 

Ship To Value: Enter the total R 
estimated cost for this item. This 
value should correspond to the 
CLiN Estimated Amount on the 
Items I Additional Info screen 
for the line item. 

Delivery Date or Days After 0 
Award: Choose a delivery date, 
or specify delivery based on a 
certain number of days 

28. Delivery Click the AccountlD number link. 
Location / 
Accounting 
Detail 
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.J Sub-Object Code SOC /111110 

Program Target I -----------------------~ 

Percent 

I Fully Funded Amount 1200000.00 

Obligated Amount I Uninvoiced: I 

Subject to Availability of Funds: r 

Project Number. 

Payment Office. IPERU Edltl.J 
Refresh Data From Requisition: Refresh 

Requisition Number REQ-527-09-001241 Item# 0001 Disassoclate-Req ~ 

Cancel I -----.j'-_.J. Calculate 

Figure 28: Accounting Information Detail Screen 

Steps Section User Action Guidance 

29. Accounting Complete the following Required (R) WARNINGI Never change the 
Information and/or Optional (0) fields: Accounting information from the 
Detail Requisition. 

Fully Funded Amount: This is R 
the committed amount from the Subject to Availability of Funds: 
Requisition and the amount to If this box is checked, the obligation 
be obligated on the award. This for this Accounting line will be 
should only be changed if you zeroed out. 
are obligating a lesser amount. 

Payment Office: Enter the R 
code for the office paying the 
invoice. 

30. Accounting Click the Submit button. 
Information 
Detail 

31. Delivery Click the Submit button (not shown). 
Location / 
Accounting 
Detail 
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Contract 

General 

Additional Info 

I Ship To J Acct 
Payment 

I Funding I 
Discount 

Warranty 

Text 

Suspense Items 

Contract Number. AID-527-C-09-00001 Item Number 0001 of 1 

Item Number I Sub Item Number. I Go To I 

Select Ship To ID Ship To Mark For Quantity 

D 1 USAIDIPERU 

Ship To Value Deliver By 

$200,000.00 10 Days After Award 

Figure 29: Items I Ship To I Acct Screen 

Steps Section User Action Guidance 

32. Items I Ship Click the Funding link on the left- USAID is not currently using the 
To I Acct hand menu. Payment link on the left-hand menu. 
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Contract 
!c!o!"tr!ac!t!~!m~be!r!Am!!,s!v~,c!'~!'!OO!OO!l~!!n~em!~!!mb!e!r~OOO!1:::0:f :l ::::::::::::::::::::::::::::::::::::~!~ 

ttem Number r- Sub nem ~mber r- Go To I General 

1 
AddtUonallnfo 
Ship To l Acct 
Payment Funding Typo:llncrtmenti lly Fundo(3 

I Funding 
Discount 
Warranty 

Incrementall y Fundad Through (Da'a): ~==;r-- 0 .:l 

TaXI 
Suspense nems 
Summary 
Valldanons 
Retum 

Accounl lD 

Add New Account 

Accounting Cod. 

Figure 30: Items I Funding Screen 

Steps Section User Action 

33. Items I Select "Incrementally Funded" from the 
Funding Funding Type dropdown list if the award 

is incrementally funded. 

Incrementally Funded Through (Date): 
Enter the date through which the item is 
incrementally funded. 

OR 

Select "Fully Funded" from Funding Type 
dropdown list if the award is fully funded. 

Ship To 

L:=..;:~ __ -JUSAlOIPERV .:. 

Guidance 

.-~ 

Oellle 

If this is a fully funded award you can 
skip to Step 37. 

Selecting "Incrementally Funded" 
from the dropdown list will change 
the obligation amount to zero in the 
Obligated column. 

If the sum of the accounting lines is 
less than the line item amount, the 
award is considered to be 
incrementally funded. 

If the Obligated amount has been 
changed to zero, you will enter the 
correct obligated amount in the 
Incrementally Funded Amount 
field. 
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I Incrementally Funded Amount 1200000.00 

I Obligated Amount I ~·· 
Subject to Availability of Funds: r 

Uninvoiced: I.; · · · _. 

ProJect Number: 1 r--------------------

Payment Office: IPERU 

Requisition Number: (None) ~ 

Calculate 

Figure 31: Items I Funding Screen 

Steps Section User Action 

Add New Account Add from Requisition 

Guidance 

34. Items / Complete the following Required (R) When you are incrementally funding, 
Funding and/or Optional (0) fields: the Fully Funded Amount field is 

Incrementally Funded Amount: R 
ignored. 

Enter the amount of incremental 
funding against this accounting 
line for this action. 

35. Items / Click the Save button. 
Funding 
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Contract 

General 

AddlD onal lnlo 

S" pTo / Acct 

Payment 

I Funding 

ConlTact Number AID·527·C·09· 00001 kem Number 0001 0' 1 

ttem Number r- Sub ttem Number r- Go To I 

Funding Typo: Iineramentally Funded:.:J 

Ineremlntolly Funded Through (Ootlt. l:::pj""mno=tO=--- oS .:J 

Discount Add Now Act O,",,1 I Add ~om FI.qu.srtlOft I 

Suspense Items 

Summary 

Vahdahons 

Retum 

Accoun110 

L 

Accounting Code 

1"'''''") 

F,,11y Fundld Amount ObllO.ted Ship T. 

5200!1Jl 00 5200!1Jl 00 I USAlDIPERU :.:J 

Figure 32: Items I Funding Screen 

Steps Section User Action Guidance 

36. Items I Verify that the amounts in Ship To Value The Obligated Amount will equal the 
Funding and Obligated are correct. amount you are obligating against 

this accounting line for this action. 

37. Items I Click the Text link on the left-hand menu. The Ship To Value will equal the 
Funding Award TEC. 

USAID is not currently using these 
links on the left-hand menu: 

• Discount 

• Warranty 
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Contract 

General 

AddItional Info 

Ship To I ACCl 

Payment 

FundIng 

DIscount 

Warranty 

I Text 
Suspense Items 

I Summary I 
VabdatJons 

Return 

Contract Number: AID-527-C-09-00001 Item Number 0001 

Item Number I Sub Item Number I Go To ~ 

",,"ocT"" I 

FooterText: I 

Notes: 

,",p." " T "" I 

Figure 33: Items I Text Screen 

Steps Section User Action 

38. Items / Complete the following Required (R) and/or 
Text Optional (0) fields: 

Header Text: Enter text that is 0 
only applicable to this line item. It 
will print out above the current item 
on the Contract. 

Footer Text: Enter text that is only 0 
applicable to this line item. It will 
print out below the current item on 
the Contract. 

Notes: Enter text that is for 0 
internal purposes only. It will not 
print on the Contract. 

39. Items I Click the Summary link on the left-hand 
Text menu. 

ot l 

-C.l statements. 

:J 

Statements 

..:J Statements 

..:.J Statements 

Guidance 

USAID is not currently using the 
Inspection Text field. 

Delete any text that should not be 
viewed by external audiences, such 
as CLiN Total Estimated Amounts. 

USAID is not currently using the 
Suspense Items link on the left-
hand menu. 
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~s 
Contract 

General 

AdditJonal lnfo 

Ship To I Acct 

Payment 

Funding 

Discount 

Warranty 

Text 

Contract Number: AlD-527-C-09-00001 Item Number 0001 of 1 

Item Number: I Sub Item Number I Go To I 

General Edit I 
Item Number 

Sub Item Number 
Sequence for Sub Number 

Award Type: Fixed-price 

User Product Code (None) 
Description r.-:r:-:-A:-::T=E=R~TR=E:-::A-=TM::-:-::E~NT=---------------': 

Fully Funded Amount $200,000.00 

Obligated Amount $200,000.00 

Figure 34: Items I Summary Screen 

Steps Section User Action Guidance 

40. Items I Review the information on this screen for Click the various Edit buttons 
Summary accuracy. ( Edit) to make any changes. 

41. Items I Click the Validations link on the left-hand 
Summary menu. 
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Contract Contract Number AID-527-C-09-00001 
Version BASE - In Progress 

Warning Messages 

Stage Award 
NetVlew Off 

Number of Items· 1 

Obligation· $200.000.00 
Total Amount WIthout Options $200.000.00 

Total Amount $200.000.00 General 

Additional Info 

Ship To I Acct 

Payment 

Funding 

Discount 

Warranty 

Location Message Extended Text 

Item: 0001 Associated to Req· REQ.527-09-001241 item: 0001 which is on open amend: 000001 y 

Total Wamlngs. 

Text 

Suspense Items 

Summary 

J Vali dations I 
_ Return I 

Figure 35: Items I Validations Screen 

Steps Section User Action 

42. Items / Correct the errors or warnings and then 
Validations click the Validations link again to re-

validate the line item. 

43. Items I Click the Return link on the left-hand 
Validations menu. 

Guidance 

The Validations screen appears with 
a list of Error Messages and/or 
Warning Messages for this 
particular line item. 

Error Messages must be corrected 
to continue. 

Warning Messages should be 
corrected before continuing, but the 
system will not require it. 
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Contract 

MaIO 

Currency 

SynopsiS 

UPackage 

8 Supporting Docs 

Summary Report 

Protests 

Claims 

Val dauons 

Route H story 

Status HI story 

Nouficahons 

Suspense Items 

Ownership 

NavrgatOf 

Return to Home 

Contract Number AJD-527-C-09-00001 
VerSIon BASE - In PrOlV"SS 

hom Ona'prlon 
lUll WATER TllEATMEI'IT 

Stage A ..... d 
NetVlew 01£ 

Number of nems I 

Obltgauon $200,000.00 
Total Amo..,t WIthout Options $200,000.00 

Total Amount $200,000.00 

Option 
111m Stilus OUilnllty Amount V.rslon A(;1lon 

h m Ac1", S2OO,ooo OO BASE Add 

Figure 36: Items Screen 

Steps Section User Action Guidance 

44. Items Click the Add tool bar button and repeat The system will ask you to choose 
Steps 22-43, if you need to add additional how you want to add the item: 
CUNs. 

• From Requisition 
OR 

• From Solicitation 
Skip to Step 45 if not adding a new CUN, 

New • 
• Duplicate Existing Contract 

45. Items Click the Vendor link on the left-hand 
menu. 
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Contract Contract Number. AID-527-C-09-00001 
Version BASE - In Progress 

Stage Award 

NetView Off 

Number of Items 1 

Obllgaoon $200.000.00 
Total Amount Without Opo ons $200.000.00 

Total Amount $200.00000 Main 

Items 

Vendor Seleet Address Code Type Name Conblet Name Phone City SI4Ie ZIP DUNS 

General 

Currency 

I 
SynOPSIS 

(i Package 

o QQQQ1 
QQ.QQ1 

~al~ng AC AAYA NISHrrH·SCHEO ER 
Remll To ACHARYA NISHrrH·SCHEOU ER 

Figure 37: Vendor I General Screen 

Steps Section User Action 

46. Vendor I Click an Address Code link. 
General 

OR 

Select the Address and click the Edit 
tool bar button. 

ARlING ON VA 22202 
AAUNG 0 VA 22202 

Guidance 
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Vendor Address . 

Address ype Mai ing 
arne: ACHARYA NISHITH-SCHEDULER 

IAddress Code. 100001 I I 
Contact arne: 1 

Contact Phone: I 
Contact Fax. 1.------------

Contact Email: I 

Address Region ICUITent Region - US::J 

Address h 600 SOUTH EADS STREET 

Address2' IAPT 11 345 

Address3 ' I 
Address4' 1.---------------

City: IARlINGTON 

State. IVA 
Zip ' 1r-="22~2~0-::-2 ----

Country. JUS 
"'-

Figure 38: Vendor Address Screen 

Steps Section User Action 

47. Vendor Verify that the Address Code is 
Address associated with the correct address for the 

vendor. 

Click the Cancel button (not shown) if this 
is the correct address and Address Code, 
and then proceed to Step 52. 

48. Vendor 
Click the lookup button ( .. . I) next to the Address 
Address Code field to search for the 
correct Vendor Address Code. 

Guidance 
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Search Criteria 

Search 
IAddress Code 3 
For 

Include Related Sites r 

Max Results 

11003 
Results per Page 
[103 

SUe Type Address Line 1 City Stole Zip DUNS Country Province County 

Mailing 1600 SOUTH EADS STREET AR I G 0 VA 22202 S 

Page 1 of (1 resu!ts fa d) 

Figure 39: Vendor Address Screen 

Steps Section User Action Guidance 

49. Vendor Click the correct Address Code link for the Phoenix vendors will have different 
Address Address Type. address codes for: 
Selection 

• Physical addresses 

• Bank accounts 

• Currency codes 

Select an address code beginning 
with "000" or "001" to pick a US 
Dollar vendor address. Select 
another appropriate address code 
for non-US Dollar awards. 
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II 

Address ype Mailing 
Name· ACHARYA NISHITH-SCHEDULER 

A r .n';.:> 100001 I -
Contact arne: I .J 
Contact Phone. I 

Contact Fax: I 

Contact Email. I 

Address Region I Current Region - US..:J 

Address 11600 SOUTH EADS STREET 

Address2 IAPT. 11345 

Address3: I 

Address4· I 

City. IARLINGTON 

State· IVA 

Zip· 122202 

Country. Ius 

Figure 40: Vendor Address Screen 

Steps Section User Action Guidance 

50. Vendor Complete the following Required ( R ) Information entered here will not 
Address and/or Optional (0) fields: update the Phoenix record. 

Contact Name: Type the Vendor 0 
Point of Contact's name, if 
available. 

Contact Phone: Enter the 0 
vendor's phone number, if 
available. 

Contact Fax: Enter the vendor's 0 
fax number, if available. 

Contact Email: Enter a vendor 0 
contact email, if available. 

51. Vendor Click the Submit button (not shown). 
Address 
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~s 
Contract 

Mam 

Items 

Vendor 

General 

Currency 

Synopsis 

o Package 

Contract Number AID-527-C-09-00001 
Version BASE - In Progress 

Stage Award 
NetVlew Off 

Number of Items 1 

Select Address Code Type Name Contact Name 

U 00001 Mai~ng AERO COSTA SOL S A 
00001 RemitTo AERO COSTA SOL S A 

Figure 41: Vendor I General Screen 

Steps Section User Action 

52. Vendor I Click the Currency link on the left-hand 
General menu, 

ObhgatJon' $200,000.00 
Total Amount Without Options' $200,000.00 

Total Amount $200,000.00 

Phone City State ZIP DUNS 

SAN JOSE 
SAN JOSE 

Guidance 
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Contract Contract Number AID-527-C-09-00001 
Version BASE - In Progr~ss 

Slage Award 
NetVlew Off 

umber of ttems· 1 

Obllgalion" '>"V'J,vV"-l1 

Total Amount IVithoU! Options" 
Total Amount. Ma:n 

Items 

Vendor 
CUUr.lh) , ,z; . 

Recumng Ob'· gallon 

I Currency 

Base Currency: USD-US Do' ars 
Prin Base in Schedu e No 

Pnnt Currency. USD·US DoDars 
SynopsIs 

Package 

Supporling Docs 

Summary Report 

Protests 

Exchange Rates 
Select Code Nllme Exchange Rate PrInt In Schedule 

Cla ms 

Figure 42: Currency Screen 

Steps Section User Action 

53. Currency Click the Add tool bar button. 

. 

Guidance 

GLAAS documents include Base 
Currency and Print Currency. 

The Award will be printed in the Print 
Currency. This will default from the 
Requisition, but can be changed if 
needed. 
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(0 )UVt 

ConUJct In:OHnail tjn 

Contract Number AlD-5~· -C-09-00001 
Version BASE - In Progress 

Stage· Award 
Net View. Off 

Number of Items. 1 

your clu,,, OOCUlrlt-nt EJ'dl.UI9t: f.::1I,: 

Base c urrenjlY - US Do a s 
Target Curren ~ 

Exchange Rate 

Pnnt in Schedule 

Figure 43: Document Exchange Rate Screen 

Steps Section User Action 

54. Document 
Click the lookup button ( .. ) next to Exchange 

Rate Target Currency to select the currency 
you wish to add to this document. 

Ob gallon· 520'),00- · 
TOIal Amount WIthout Opllons S~OI),.)O( 

Total Amount S~Oi) ,OI)( .. 
.J 

Guidance 
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search·I Code :o:l For EO 

Max Results·11 OO .:J Results per Page· f103 
Code Neme 

~ E Carib Dollar 
~ Egypt Pound 
fl.Q EI Salvador Colon 
Eea Ethlopia Birr 
f.UB Euro 

Page 1 of (5 results found) 

Figure 44: Currency Selection Screen 

Steps Section User Action 

I Dlsplay I cil:.nce1 I 

55. Currency 
Selection 

Search for a target currency and select 
the currency Code link. 

Cl,ck Submll 
101uve 
you, dQfQ 

;:a: !!$¥ 

CO:1lrJu fn:'JII":1'IulI 

Contract Number AID-Sli -C-09-0000 

Version BASE - In Pro!!l"ess 

DOCUI'I,;n) b d l ,1I1lJ f ' I~ atp 

Base Currency USD - US Dollars 

arget Currency EGP. Egypt Pound 

Exchange Rate • 62003 

Print In Schedule r 

Figure 45: Document Exchange Rate 

Steps Section User Action 

56. Document Click the Submit button. 
Exchange 
Rate 

Stage Award 
Net View Olf 

Number of Items: 1 

Guidance 

ObkgatlOn S2oo,OO • 

Total Amount without Options SlOO,OO( 

Total Amount: S200,~~ 

Guidance 
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Contract 

Ma n 

~ems 

Vendor 

Rerumng Ob5gatlon 

I C rrency 
S ynOPSIS 

Package 

Supporting Docs 

Summary Report 

Protests 

C alms 

Validations 

Roure History 

Contrad Number AID-~1--C-09-0000 1 

Version BASE -In Progress 

Base Currency USD-US Do ars 
Prim Base 10 Sched e No 

Pont CurrenC)' USD-US Do ars 

Exchange Rates 

Stage' Award 
Net View. Ott 

Number of ttems. 1 

Select Code Ilame Exchange Rate Print In Schedule 

D ~ Egypt Pou d 562003 0 

Figure 46: Currency Screen 

Steps Section User Action 

57. Currency Click the Set Currency button. 

Guidance 

11/2009 GLAAS 102 USER GUIDE: CREATING A CONTRACT FROM A REQUISITION 450F65 



Click Submit 
10 SQViI! 

you, dora. 

I 
t:onll .1C: In!Orm., tlon 

Contract Number AJD-S27-C-09-00001 
Version. BASE - In PrO!lf~SS 

Base Currency' IUSD 

Print Base Currency in Schedule? r

Pnnt Currency /liSD 

Stage' Award 
Net View. Off 

Number of Items 1 

Figure 47: Currency Screen 

Steps Section User Action 

58. Currency 
Click the lookup button (~) next to 
Print Currency. 

Select the currency in which you want 
the Award printed. 

Click the Submit button. 

Obi gation S200.00(· 
Total Amount without Options S;OO.OO( 

Total Amount S200.0~(l 

Guidance 

WARNINGI Do not change the Base 
Currency from the Requisition. 

The Requestor must amend the 
Requisition to de-commit the funds 
and create a new Requisition if this 
information Is not correct. 

USAID is not currently using the Print 
Base Currency in Schedule field. 
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Contract 

MaIO 

Items 

Con~act ' f , :Of",a~cn 

Contract Number AID-S:!--C -09-00001 
Version BASE - In Progress 

Stage. A"'ard 

Net View ()jf 

Number of Items 1 

Ob5gation S:!oo.oor · 
Total Amount v.1thout Options S200.00( 

Total Amount S200.00C . 
I 

CUJ: (,-l1<.)' • 

Vendor Base Currency' USD-US Do! ars 
Recurnng Obugaoon Print Base in Schedule. No 

Pnnt Currency- EGP-Egypt Po d 

~~.;...---..... Exchange Rates 
Select Code flame Exchange Rate Print in Schedule 

SupportlOg Docs 

Summary Report 

Protests 

D fQE Egypt Po ' d 5 62003 0 

Figure 48: Currency Screen 

Steps Section User Action 

59. Currency Click the Synopsis link on the left-hand 
menu if you are required to submit an 
Award Notice to FedBizOpps (not 
shown). If you do not need to synopsize 
the award. proceed to Step 64. 

Guidance 

You must have a FedBizOpps 
user 10 and password in order to 
post a synopsis to FedBizOpps 
directly from GLAAS. 
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Main 

Items 

Vendor 

Currency 

I Synopsis 
o Package 

o Supporting Docs 

Contract Number AID-527-C-09-00001 
Version BASE - In Progress 

Stage Award 

NetView Off 

Number of Items 1 

Select Submit Date Action Code Subject 

No Synopsis found 

Figure 49: Synopsis Screen 

Steps Section User Action 

60. Synopsis Click the Add toolbar button. 

Obligation' $200,000.00 
Total Amount without Options. $200,000.00 

Total Amount $200,000.00 

Guidance 
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F edSIZ.OppS 

Action Code: IAward Notice o:J 
Submission Date: (None) 

Transmission Date: (No e) 

Classifi cation Code- lu ~ Education and Training Servi ces 

NAICS Code: (None) ~ 
Su~ect : ~IW-A-T-E-R=TR-EA--T-M-E-N-T -P-LA-~N-'T-S-E-R-~-C-ES-------- I 

Soli citation Number. I 
I Contact Points: INegotiator, Sample @ ; CONTRACTINGOFFld 

Figure 50: FedBizOpps Screen 

Steps Section User Action Guidance 

61. FedBizOpps Complete the following Required (R) and/or 
Optional (O) fields: 

Action Code: Select the type of action R 
for this synopsis. 

SubmissionlTransmission Date: Will R 
auto-fill when the synopsis is 
submitted for transmission. 

Classification Code: An R 
alphanumeric code used to categorize 
goods or services. 

NAICS Code: Will auto-fill if selected R 
on the Main / General screen. 

Subject: Will auto-fill from the Main I R 
Text Header field. Verify the text is 
appropriate for external audiences. 

Solicitation Number: Enter the 0 
Solicitation number if one was used to 
award this contract. 

Contact Points: Will auto-fill the R 
Buyer's name from the Main I General 
screen. 
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Contracting Office Address 

Name: IUSAID Peru 

Address Re ion: Current Region - US ... 

Address1 100001 
Address2 t"""1 - --- - - - - - - ----

Address3 r-
Address4 Ir--- --- - -- - ------

City I 
State 1- - ·--

Zip 

Country 1- ---

Figure S I: FedBizOpps Screen 

Steps Section User Action 

61. FedBizOpps Complete the following Required (R) and/or 
cont. Optional (O) fields: 

Contracting Office Address: Will R 
auto-fill from the Issuing Office on 
the Main I General screen. 

Guidance 
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- -~~- . -- --~ ="-, =-==- --=- ~ -"=--=- -=- -=--=-
Web Link 

II URL: I 
Descri pti on: jUSAIDffRAINING 

-

I Email 

Address: I@ 
Description: lNegotiator, Sample 

I! 
- ~-~ = -=--=-

Figure 52: FedBizOpps Screen 

Steps Section User Action Guidance 

61 . FedBizOpps Complete the following Required (R) andlor Since FedBizOpps does not allow 
cont. Optional (O) fields: you to send attached 

documentation through GLAAS 
Web Link: Enter the URL of the RIO even though there is a field for 
website that gives additional Attachments, you may include a 
information for this award. If you webpage address in your 
enter a URL, you must enter a synopsis to reference additional 
Description that will become the information. 
title of the line. 

Email: Enter the Email Address RIO 
of the A&A Specialist for the 
award. If you enter an Email 
Address, you must type the A&A 
Specialist's name in the 
Description field. 
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Contract Information 

Award Number: IAID-527-C-09-00001 

Award Amount 1200000 

Line Item Number: 1'""1 ------

Award Date: 105/01/2009 

- -- ----- ------------
Attachments 

Add I 
Description URL MIME 

Figure 53: FedBizOpps Screen 

Steps Section User Action 

62. FedBizOpps Click the Submit button. 

63. FedBizOpps Click No when the screen to transmit to 
FedBizOpps pops up (not shown). 

64. Synopsis Click the Package link on the left-hand 
menu (not shown). 

Guidance 

GLAAS will auto-populate the 
Contract Information fields based on 
information entered in the Award and 
system defaults. You may edit these 
fields as needed or required. 

GLAAS will prompt you to enter a 
FedBizOpps user ID and password 
(not shown). 

The Contracting Officer will transmit 
the Award Notice after approving the 
contract. 
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Contract 

Main 

Items 

Vendor 

Currency 

SynOPSiS 

Package 

Cover Page 

Body 
o Attachments 

o Supporting Docs 

Summary Report 

Contract Number. AID-527-C-09-00001 
Version. BASE - In Progress 

Figure 54: Package I Cover Page Screen 

Steps Section User Action 

Stage. Award 
NetVlew Off 

Number of Items 1 

Obi gation $200,000.00 
Total Amount WithOut Opbons' $200,000.00 

Total Amount $200,00000 

There Is no form associated with this Contract. 
Choose Change Form to associate a form. 

Guidance 

65, Package I Click the Change Form toolbar button. 
Cover Page 
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Search: Form ... For. I Display I Cancel I 
Results per page: / 10 :3 
Form Description 

OF347(4/2006) Order For Supplies (4/2006) 
OF347(6-95) Order For Supplies (06-95) 
SF 1442 Solicitation I Award (Construction) 
SF 1447 Solicitation I Contract 
SF 1449(4/2002) Solicitation I Order (Commercial) (4/02) 
SF 252 Architect - Engi neer Contract 
I SF 26 I Award I Contract 
~ Modification of Contract 
SF 33 Award Schedule A Only 

Page 1 of 1 

Figure 55: Form Selection Screen 

Steps Section User Action Guidance 

66. Form Click the Form link to select a Cover 
Selection Page. 
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Contract 

Main 

tems 

Vendor 

Currency 

SynOPSIS 

Package 

Summary Report 

Protests 

Claims 

Va!ldaUOns 

Route History 

Status Hi story 

Nobficabons 

Suspense Items 

Ownership 

Contract Number. AID-527-C-09-00001 
Version BASE - In Progress 

AddltJonal Pages 
Pnnt Tnparbte Signature Page No 

3 EffecOve Date Print EfFective Date 

Stage Award 

Net View. Off 
Number of Items. 1 

4 ReqUlslbon Number System Calculate-REQ-527-09-001241 

10. Submit InvOices to Address Shown In Item' (None) 

11 Ship To/Mark For System Calculate 

13 Authonty for Using Other than Full and Open Compeuoon (None) 

14 Accounung and Appropriation system Calculate-See Schedule 

16 TABLE OF CONTENTS 

[XI SEC DESCRIPTION 

PART 1- THE SCHEDULE 
A SOLICITATION/CONTRACT FORM 

Figure 56: Package I Cover Page Screen 

Steps Section User Action 

67. Package / Click the Edit toolbar button to make 
Cover changes to the sections/blocks of the 
Page Cover Page. 

Click the printer tool bar button ( ) to 
open a new browser window and view 
the Award Cover Page as a PDF (not 
shown). 

68. Package / Click the Body link on the left-hand 
Cover menu. 
Page 

Obligation $200.000.00 
Total Amount Without Options $200.000.00 

Total Amount $200.000.00 

PAGES 

Guidance 

GLAAS displays the sections/blocks 
from the Cover Page that may be 
edited. 

Refer to the Filling Out a Form user 
guide for more information on how to 
work with Cover Pages in GLAAS. 

1112009 GLAAS 102 USER GUIDE: CREATING A CONTRACT FROM A REQUISITION 55 OF 65 



Contract 

Main 

ttems 

Vendor 

Currency 

Summary Report 

Protests 

Oalms 

Va'ldaoons 

Route History 

Status History 

NoOficaOons 

Contract Number AID-527-C-09-00001 

Versi on BASE - In Progress 
Stage: Award 

NetView Off 

Number of ttems 1 

Document Format USAID Washi ngton Standard: llim 

View Selected Template(s): llim 
Clause Grouping: r:D~o-n-'ot""s-ep-a-ra"""te""'R::-e""fe-re-n-ce-'fr;-o'-m-;F::-u!1"'T=-e-'xt'-'3 

Section 

A 
B 
C 
D 
E 
F 
G 
H 
I 

Menu Name Sedion TItl. 

Form SolicitationlConlract Form 
Supplies Supplies or SeryjcesiPrices 
Description DescOptionlSpecifications 
Packaging Packaging and Marking 
Inspection Inspection and Acceptance 
DeliveOes Deliveries or performance 
Contract Admin Contract AdmlOistration Data 
Special Reqmts Special Contract Requirements 
Clauses Contract Clauses 

Ob~ gation' $200,000.00 

Total AmountWithoutOpnons $200,000.00 

Total Amount $200,000.00 

_ ~. L _. • -. _._ _ 

Suspense Items 
J Attachments List of Docyments Exhibits and Other Attachments 
K 

Ownership L 
RepS/Certs Representations Certifications and Other Statements of Bidders 
Instructions Instructions CQnditions and Notices to Bidders 

Navigator M Evaluation Evaluation Factors for Award 
Retum to Home 

Figure 57: Package I Body Screen 

Steps Section User Action Guidance 

69, Package I Select the applicable FAR and AIDAR The Working with Clauses user guide 
Body clauses, explains how to work with GLAAS 

Clause Templates in more detail. 

WARNING! GLAAS generates the 
package as a Rich Text Format (rtf) 
file; remember to convert your 
package to PDF before posting 
externally, 

You must add FAR clauses first, and 
then add AIDAR clauses. 

AIDAR templates always display 
"AIDAR" in the clause name, 

70, Package I Click the Attachments link on the left-
Body hand menu. 
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Contract Contract Number AID-527-C-09-00001 
VersIOn BASE - In Progress 

Stage Award 

NetVlew Off 

Number of Items 1 

Documents listed here will be included as part of the package sent to vendors 

Obhgabon, $200.000,00 
Total Amount Without Opbons $200.000.00 

Total Amount $200.000.00 Main 

Items 

Vendor 

Currency 

SynOPSIS 

Package Select Subject Required Approved Anacllmenr Numb .. Locked Flit Name Exception Venlon 

o Classified Informabon Nondlsc No No 
CTO Letter for Contracts (Acqu No No 
Statement of Work No No 

Summary Report 

Figure 58: Package I Attachments Screen 

Steps Section User Action 

71. Package / Click the Add or Library toolbar button 
Attachments to add a document to the Award 

package (not shown). 

Modify an existing attachment by 
clicking the Check Out tool bar button 
to check the document out of GLAAS, 
and then clicking the Check In toolbar 
button to upload it back into GLAAS 
after you have made changes (not 
shown). 

72. Package / Click the Supporting Docs link on the 
Attachments left-hand menu. 

Guidance 

~ BASE 
CTOlelter ACQCL-1) doc BASE 
Statement of Work doc BASE 

Any attachments from the Requisition 
will be pulled into the Award. 

The Attachments screen contains 
documents for external use that may 
be sent to the vendor. Example: 
"Statement of Work." 

When checking a document back in, 
the file name must be the same as 
when it was checked out. 

The Adding Attachments and 
Supporting Documentation user guide 
explains how to add files to your 
GLAAS documents in more detail. 

Once a document is added here, you 
can use the Convert toolbar button to 
move the document from 
Attachments to Supporting Docs. 
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Contract 

Main 

ttems 

Vendor 

Currency 

Synops s 
gPaekage 

ConlTaet Number A}D-5Z/-C-09-00001 
Version' BASE-r..Pro~" 

Stage Award 
NetVI(JW OfF 

Number of ttems 1 

Obllganon $200.000 00 
Total Amount wilhout OpbOns $200.000.00 

Total Amount $200,000.00 

SubJlct R.qulr.d Approv.d Lotk.d FII. Nom. V .... on 

'" Cost Analysis No No Cost Analysis doc BASE 

I a Supporting Doe4 

I Summary Report I 
Protests 

Claims 

VahdabOOs 

Route History 

Status History 

Nobfiean ons 

Suspense tems 

Ownership 

NaVIgator 

Return to Home 

Figure 59: Supporting Docs Screen 

Steps Section 

73_ Supporting 

74. 

Docs 

Supporting 
Docs 

User Action 

Click the Add File or Library tool bar 
button to add a supporting document 
to the Award package (not shown)_ 

Modify an existing document by 
clicking the Check Out tool bar button 
to check the document out of 
GLAAS, and then clicking the Check 
In tool bar button to upload it back 
into GLAAS after you have made 
changes (not shown). 

Click the Summary Report link on 
the left-hand menu. 

Guidance 

Any supporting documents from the 
Requisition will be pulled into the 
Award. 

The Supporting Docs screen contains 
documents for internal use that will not 
be sent to the vendor. Example: "Cost 
Analysis." 

When checking a document back in, the 
file name must be the same as when it 
was checked out. 

The Adding Attachments and 
Supporting Documentation user guide 
explains how to add files to your 
GLAAS documents in more detail. 

To allow only users with "Full Access" to 
view supporting documents, click the 
Detail toolbar button and then check 
the Confidential box (not shown). 

Once a document is added here, you 
can use the Convert tool bar button to 
move the document from Supporting 
Docs to Attachments. 
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~ I 
Contract 

Main 

Items 

Vendor 

Currency 

Synopsis 

o Package 

Contract Number AID-527-C-09-00001 
VersIon' BASE - In Progress 

Contract Information 

Include All Pre-released Versions: 

Stage Award 
NetVlew Off 

Number of Items 1 

Refresh 

Include Pre-released Del very Orders: r 
o Supporting Docs Include Pre-released Invoices: r 

I Summary Report ' 
Protests 

Claims 

Summary Report 
Requested by trainer9 lrainer9 

Contract Number AID-527-C-09-00001 
Award Date 05/01/2009 

EffectlveDate 05/1512009 
Completion Date 09/3012010 

Closeout Date 
Penod of Performance 05/1512009 to 0913012010 

Obligation $200,000.00 
Total Amount WIthout Options' $200,000.00 

Total Amount $200,000.00 

Validations I 
Route History 

Status HI story 

Notlficabons 

Suspense items 

Ownership 
Vendor ACHNISSCHACHARYANISHITH

SCHEDULER 

Figure 60: Summary Report Screen 

Steps Section User Action Guidance 

75. Summary Review the Award information for accuracy. The Contract Summary Report 
Report screen shows a high-level summary 

of the GLAAS Award. 

If changes need to be made, use 
the left-hand menu to go to the 
section which needs to be 
corrected. 

Pre-released Versions means 
multiple versions of the Contract. 

USAID is not currently using the 
Include Pre-released Invoices 
field. 

76. Summary Click the Validations link on the left-hand The Protests and Claims links will 
Report menu. contain any protest or claim that 

was recorded. 

Click either link to review and 
update existing protests and claims 
or you can add new protests and 
claims (not shown). 
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Contract 

, Main 

Items 

Vendor 

Currency 

SynOPSIS 

o Package 

" Supporting Docs 

SummaI}' Report 

Protests 

Claims 

I Validations 

Route Hi stOI}' 

Status Hi stOI}' 

I 
Contract Number AIO-527-C-09-00001 

Version BASE - In Progress 

Error Messages 

Stage Award 
NetVlew OfF 

Number of Items 1 

Obligabon $200.000.00 
Total Amount without Opbons $200.000.00 

Total Amount $200.000.00 

loc~tl on Message EKlended TeKl 

IteOO" 0001 Incrementally Funded Amount must be less than the Discounted Item Total. 

Warning Messages 

location Message EKlended TeKl 

Main AERO COSTA SOL S A does not have an acbve CCR registration. 
Main A Milestone Plan must be linked and the baseline set in the Milestone Plan Option 
Item 0001 Associated to Req: REQ..S27-09-00l24l item: 0001 which is on open amend. 000001 Y 

Total Errors Total Warnings 3 

Figure 61: Validations Screen 

Steps Section User Action Guidance 

77. Validations Correct the errors or warnings and then The Validations screen appears with 
click the Validations link again to re- a list of Error Messages and/or 
validate the Award (not shown). Warning Messages. 

Error Messages must be corrected 
to continue. 

Warning Messages should be 
corrected before continuing, but the 
system will not require it. 

If there are no GLAAS errors, a 
popup window will appear asking for 
your Phoenix credentials to validate 
in Phoenix; enter your Phoenix User 
ID and Password. 

78. Validations Click the Main link on the left-hand menu. 
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Contract 

Main 

General 
Additional Info 
UCA 
Text 
limits 
Discount 
Volume Discount 

Items 

Vendor 

Currency 

SynopsIs 

II Package 

II Supporting Docs 

Summary Report 

Contract Number AID-527-C-09-0000I 

VerSion. I BASE-In Progress::J 

Stage: Award 

etVlew. Off 
Number of Items' 1 

General EMI 

OWner trainer9 trainer9 
Award Type Fixed-price 

Award Date 0510112009 .) 

Effective Date 0511512009 

Completion Date 0913012010 0 

Obligation' $200,000 00 

Total Amount Without Options. $200,000.00 
Total Amount' $200,000.00 

Vendor ACHARYANISHITH-SCHEDULER 
Buyer trainer9 trainer9 

Type of Warrant ReqUired LEVEL 1 
Contracting Officer Jill COlAO 

COTRIAOTR Joe COTR 
Pnmary Product! Service Code: U099 

Primary Product! Service Code DeSCription' OTImREDUCATION.AND TRAINING SERVICES 
Primary Treasury Account Symbol (None) 

Period of Perfomnance 05/1512009 to 0913012010 ..:'l 
File Location' (None) 

Figure 62: Main I General Screen 

Steps Section User Action Guidance 

79. Main/ Click the FPDS toolbar button to edit The A&A Specialist is responsible for 
General the FPDS-NG record (not shown). populating the FPDS-NG record. 

Click the Validate button at the top of The Contracting Officer is responsible 
the FPDS-NG record window (not for approving the FPDS-NG record, 
shown). 

The Award cannot be approved and 
Complete the required fields (not released without a valid FPDS-NG 
shown). record . 

Click the Save button and close the Refer to the Creating FPDS-NG 
browser window (not shown). Records Through GLAAS user guide 

for additional information about 
completing the FPDS-NG 
submission. 

80. Main/ Click the Route History link on the left-
General hand menu (not shown). 
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~s 
Contract 

Main 

~ems 

Vendor 

Contract Number AID-527-C-09-00001 
Version BASE - In Progress 

Stage Award 
NetVlew Off 

Number of Items 1 

Obll gall on' $200.000.00 
Total AmountwithoUl Opbons' $200.000.00 

Total Amount $200.000.00 

Currency 

Synopsis 

" Package 

" Supporbng Docs 

Summary Report 

Protests 

Route Role To In Oat. Out Date Comm.nts Status Version Phone Sit. Routing Symbol 

Claims 

Va'i dations 

I Route History 

Figure 63: Route History Screen 

Steps Section User Action 

81. Route History Click the Route tool bar button to begin 
the routing process (not shown). 

82. Route History Click the Return to Home link on the left 
hand menu (not shown). 

Guidance 

The Route toolbar button allows the 
user to forward documents to other 
GLAAS users for review and 
approval. 

A&A Specialists must route all 
documents for Approval to the 
Contracting Officer. 

You can create routing list templates 
in My Profile. 

Refer to the Routing a Document 
user guide for further instructions. 

Remember to return to the 
Milestone Plan associated to this 
Award and update the appropriate 
steps. 

After the Award has been approved and released by the CO, open the Award and 
complete the following steps giving the Admin Office access to the Award. 
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Protests 

Claims 

Validations 

Route History 

Status History 

NotJfi cati ons 

Suspense Items 

Type of Warrant Required: I (None) ::J 
Contracting Officer. ICONTRACTINGOFFICER20 

COTR/AOTR: ISREQUESTOR 

Primary Product! Service Code: IR408 ~ 
Primary Treasury Account Symbol: r"1 -----------

Period of Performance: I 
I Ownership File Location: r"1-----------------
Navigator 

Figure 64: Main I General Screen 

Steps Section User Action Guidance 

83. Main! Click the Ownership link on the left-
General hand menu. 

84. Share Click the Edit toolbar button (not 
Document shown). 

~s I DoclJ lllent Sh3f€d PublJ C 

Document Ownersl Public Document Privilege. I Not Public iJ 

I PublIc 
User 

Group 

I Site 
i 

Return 

Figure 65: Document Ownership I Public Screen 

Steps Section User Action Guidance 

85. Document Click the Site link on the left-hand 
Ownership ! menu. 
Public 

86. Document Click the Add tool bar button (not 
Ownership ! shown). 
Site 
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I 
I Display I Cancel I 

Code Description 

A!8IQ OFFICE OF HE ADMINISTRA OR 
AlAlQiCOQ Office of the Chief Operating Officer 
AlAlQ!COQIM anagement Staff 
NAlQ/COQIPAC Program Analysis and Coordination Staff 
8hlHB Office of the Assistant Administrator 
~ Office of the Assistant Administrator - ASIA 
M roCHA Office of the Assistant Administrator 
~ Office of the Assistant Administrator 
MEGA Office of the Assistant Administrator 
Miill:1 Bureau for G -Office of the AssistantAdministrator 

~ Page 1 of 10 (00 many resu: s Onl. 100 retrieved se Search options to limit resu s) 

Figure 66: Site Selection Screen 

Steps Section User Action Guidance 

87. Site Search for and select the COTR's site. This is the same as the Admin Office 
Selection on the Main I General screen. 
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Gw-s _.-
[)ocuml::it St13Jed Site-

Document Ownersl Select Site Privilege 

D SAiDiPERU II Read Only ;1 
Pub c 

User 

Group I Site 

Figure 64: Document Ownership 1 Site Screen 

Steps Section User Action 

88. Document Ensure the Privilege is Read Only. 
Ownership I 
Site 

89. Document Click the Return link on the left-hand 
Ownership I menu. 
Site 

90. Ownership Click the Return to Home link on the 
left-hand menu (not shown). 

Guidance 

This will allow the Admin Office to 
view the released award. 
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GLAAS 102 USER GUIDE: 

CREATING A CONTRACT FROM A 
GLAAS SOLICITATION 
PURPOSE: 
This user guide will show you how to create a Competitive Contract from a Solicitation in 
GLAAS. By creating the contract from the Solicitation, most of the information from the previous 
documents that were used to create the Solicitation will carry forward to the Contract, including 
the Vendor bid information. 

BEFORE STARTING: 
1. In order to create a Contract, you must be an A&A Specialist or Contracting Officer. 

2. In order to approve or release a Contract, you must be a Contracting Officer. 

3. A Milestone Plan has been created and linked to the Requisition. 

4. You should have a Solicitation with the status of "Released." 

Inbox 

Documents 

I Create I 
Open 

SynopSis 

Tooh 
Regulation Ra,"rch 

Repolts 
Standard 

Fed.r'.! Reponing 
FPOS 

Sysllm 

Selup 

Util ities 

P e ' tnt 00 umttlt~ 

Grant: AlIJ.5U.,A..OO.()8.()!D32 
P.n A",.tkan HH.h O'9.niZlltlOl1 ectivlt,.5 101 miectlOU3 d,:tHHa 

Soljcij.llon SOL·LPMS-000038 
Compolit;.., Con/"ct lor Petlormanc. M._ment SeMctls 

Sol",htlon: SOL·LPM9-000015 
CompolitNl> Con/roct lor P, tlormanc. Ma_nt SOMal' 

Sotd.,IO" SOL-~4 
CONSTRUCTION OF SClF AND SECRET AREA AT NEW COOP SITE IN 
LANSDOWNE VA. 

fundmg Opportun~r RFA-527-09-11DJ27 

Uyj t; t, In~ 

Central Contractor Registration 
Federal BUSlnl.s OppOr1Unltles 

GlAAS lnformational Website 

GLAAS Roports 
GSA Adv.nlagel 

GSA Deb.on. nt 
QfH:. T.""". I Usl 
Campus.llth 

P_nor>Iood~niI.~n'~"""","IJlJOfIS. lo an;;._;;:.;haIJ;.::,:;.;aI<;:... ____ ~ _____ ~~ ______ _....a 

Figure I: Welcome Screen 

Steps Section User Action Guidance 

1. GLAAS Sign Log on to GLAAS (not shown). 
On 

2. Welcome Click the Create link on the Access 
Panel. 
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Document TyPe 

I I Contract 

(Sohcltatlon 

Contract Numbering Masks II LPA- CONTRACT (AID-LPA-C-@}#) 

Contract Information 

I Section Template: I From Solicitation:::J I 
Report to FPDS as a Stand-alone Contract ~ 

Figure 2: Document Create Screen 

Steps Section User Action 

3. Document Complete the following fields: 
Create 

• Document Type: Select 
"Contract. " 

• Create From: Select 
"Solicitation." 

• Contract Numbering Mask: 
Select a numbering mask. 

• Section Template: Select one of 
the following options: 

- (None) - No clause template 
is loaded. 

- Select New - Load a new 
clause template. 

- From Solicitation - Load the 
clause template from the 
Solicitation. 

• Report to FPDS as a Stand-
alone Contract: By checking this 
box, you will be unable to issue 
Delivery/Task Orders against this 
Contract, such as an IQC. 

Guidance 

Refer to the Creating a Contract from a 
Requisition user guide if you are creating 
a Contract from a Requisition without a 
Solicitation. 

Refer to the Creating a Personal Service 
Contract (PSC) user guide if you are 
creating a PSC. 

GLAAS uses different instrument codes 
for different types of contracts: 

• "B" = Basic Ordering Agreement 

• "C" = Contract 

• "0" = Definite Quantity Contract 

• "I" = Indefinite Quantity Contract 

• "Q" = Requirements Contract 

• "S" = Personal Services Contract 

• "Z" = Ribbon Contract (Buy-In) 

For instrument codes "s" and "C" you 
must check the Report to FPDS as a 
Stand-alone Contract box. 

If you want the Contract to use the same 
clauses as the Solicitation, but include 
updated versions, select "From 
Solicitation" for Section Template. 

All awards over $3,000 must be reported 
to the Federal Procurement Data 
System-Next Generation (FPDS-NG). 
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Document Type 

Create From 

I Solicitation ::1 
Contract Numbering Masks 

Ir:-L=pA----,c,-:O:-NTR=-A-c~T:--,(-AI=D--,-L=PA---C--@#~lc----------------, 

Contract Information 
Section Template: I'-F:-ro-m-::S::-o::-lic7"ita""""'ti:-on--;· 

Report to FPDS as a Stand-alone Contract ;.; 

Package Body 

I Do Not Copy - --::J I 
MAS Number 

Continue I Cancel I 

Figure 3: Document Create Screen 

Steps Section User Act ion Guidance 

3. Document Complete the following field : If you want the clauses to match 
cont. Create exactly as they were in the 

Package Body: Select one of the Solicitation, select "None" for 
following options: Section Template and select "Copy 

• Do Not Copy: The package from as Package Body" for Package 

the Solicitation is not copied. Body. 

• Copy as Package Body: The 
package from the Solicitation is 
copied over as the Contract body. 

• Copy as Attachment: The 
package from the Solicitation is 
copied over as an Attachment. 

• Copy as Supporting Document: 
The package from the Solicitation is 
copied over as a Supporting 
Document. 
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I ~S 
Document Type 

C (ontract _. '--. 

Create From 

1 Solicitation 3 
Contract Numbering Masks 

I LPA- CONTRACT (AID-LPA-C-@-#) 

Contract Information 
Secti on Template: r:1 F=-r-om--=S=-07Iic--:'"it-a"":'tio-n-3'''' 

Report to FPDS as a Stand-alone Contract 

Package Body 

IDo Not Copy 

MAS Number 

Continue JI ~~ncel J 

Figure 4: Document Create Screen 

Steps Section User Action Guidance 

4. Document Click the Continue button. laC's under a Shared Ceiling will 
Create require the MAS Number field to be 

populated. 

This is the only page that you can 
link a Contract to a MAS document. 
If you fail to link the document here, 
you will have to delete the current 
award and start over. 
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Search Criteria 

rr:S~OI~ic~lt-=atl70..;::n-=-N~u:;;m:::b::-:er::---, Solicitation Number SOL line Item BID line Item Issue Date Issuing OffIce Owner 

IlsOL-LPA-08-000006 SOL-LPA-08-000006 Y Y 1210312008 LPA Nickens-Gamer, Gabrielle 

Site -r------
Include Related Sites: r 

Buyer -I I -

Issue Date Range 

Start Oatel ----

End Date 1- ---
Sort by 
ISoHcitation Number 3 

Max Results 
11003 

Results per Page 

f53 

Page 1 of 1 (1 results found) 

Figure 5: Create Contract from Solicitation Screen 

Steps Section User Action 

5. Create Search for the correct Solicitation 
Contract from using one or more of the following 
Solicitation fields: 

• Solicitation Number 

• Buyer 

Click the Display tool bar button. 

Guidance 

Only Solicitations with a status of 
"Released" will appear in this search 
screen. 

When searching. you can use the 
percent sign (%) as a wildcard 
character to search for a partial 
number or name. 

Clear the Site field when searching for 
a document or a user. 
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Search Criteria 

Solicitation Number 
SOL-LPA-08-000006 

Site .d , 
Include Related Sites: 

Issue Date Range 

Start Datel 

End Date 1'"1 -----

Sort by 
Solicitation NUn1ber ::1 

Max Results 
' 100 ::J 
Results per Page 
[5""3 

Solicitation Numbe. SOL Line item BID Line Item Issue Date Issllino Office Owne, 

SOL-LPA-08-000006 y Y 1210312008 LPA Nickens-Gamer, Gabrielle 

Page 1 of 1 (1 results found) 

Choose Vendor: ACCORD ENGINEERING L TO • 

r·"· r-'.mO.. ._.,.", ,,' , .... ,,, 
~ 0001 Salaries 0 

~ 0002 Travel Expenses 0 

Quantity Amollnt 

$1,200,000.00 
$90,000.00 

Select All -'C:-re-.. :-'te'" 

Figure 6: Create Contract from Solicitation Screen 

Steps Section User Action Guidance 

6. Create Click the Y link in the BID Line Items If you select BID Line Items and then 
Contract from column to select a Vendor from the choose the Vendor, the bid amounts 
Solicitation Solicitation. from that Vendor's responses will 

Select the winning Vendor from the 
appear for selection (shown). 

Choose Vendor dropdown list. OR 

Select one or more line items to pull If you select SOL Line Items, and 
forward from the Solicitation into the then select the line items that appear 
Contract. at the bottom of the page, the system 

Click the Create button to create the 
will only carry forward the estimated 
line items from the Solicitation (not 

Contract. shown). 

Using SOL Line Items will require 
you to enter Vendor information on 
the award. 
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Include Section 

17 A - Soli citati on/Contract Form 
17 B - Supplies or Services/Prices 
P" C - Description/Specifications 
P" D - Packaging and Marking 
17 E - Inspection and Acceptance 
~ F - Deliveries or Performance 
~ G - Contract Administration Data 
~ H - Special Contract Requirements 
17 1- Contract Clauses 
.EJ J - List of Documents, Exhibits and Other Attachments 
r K - Representations, Certifications, and Other Statements of Bidders 
r L -lnstructions,Conditions, and Notices to Bidders 
r M - Evaluation Factors for Award 

Continue Cancel I 

Figure 7: Section Selection Screen 

Steps Section User Action Guidance 

7. Section Check or uncheck the boxes to select By selecting the Section, you will 
Selection clause sections you want to carry copy all the clauses and Fill In values 

forward to the award. used in the Solicitation. 

Click the Continue button. The Working with Clauses user guide 
shows you how to add, change and 
remove clauses from a GLAAS 
document. 
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Owner: Sample Negotiator 

Award Date: 104/20/2009 ~ td 

Award Type: I Cost 

Effective Date: 104l20i2009 

Completion Date: 

Admin Office: ILPA Edit Il .J 

Figure 8: Main I General Screen 

Steps Section User Action Guidance 

8. Main/ Complete the following Required (R) GLAAS will auto-populate several 
General and/or Optional (0) fields: fields based on information entered in 

the Solicitation and system defaults. 
Award Date: Enter the date R You may edit these fields as needed or 
the Award is signed. required. 

Award Type: Select the R 
Click the Edit button ( Edit I) to modify main award type for this 

contract. how office addresses will appear on 
forms. 

Effective Date: Enter the R 
Award's Period of The Award Type selected here is 
Performance Start date. reported to FPDS-NG. 

Completion Date: Enter the RIO 
Award's Period of 
Performance End date. 

Admin Office: Select the R 
code for the Contracting 
Officer Technical 
Representative's (COTR) 
office. 
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r, - - ----- --- - - ---- - - - - --

Issuing Office: rLPA EditJ ~ I 

Invoice Office: , '- ------ Edit l.J I 

Vendor: IACCORENGIN .J ACCORD E~INEERING L TO 

Buyer: IGGARNER .J 
Type of Warrant Required: ILEVEL 3 

Figure 9: Main I General Screen 

Steps Section User Action Guidance 

8. Main! Complete the following Required (R) GLAAS will auto-populate several fields 
cont. General and!or Optional (0) fields: based on information entered in the 

Solicitation and system defaults. You 
Issuing Office: Select the R may edit these fields as needed or 
code for the contracting required. 
office. 

Invoice Office: Select the R Click the Edit button ( Edit I) to modify 

code for the office that how office addresses will appear on 
receives the vendor invoices. forms. 

Vendor: Select the Vendor R The warrant level is validated against 
code for this award. the Award TEC. 

Buyer: Select the A&A R Vendors assigned one of three special 

Specialist for this award. DUNS numbers in Phoenix will have 
their Vendor Name obscured in FPDS-

Type of Warrant Required: R NG: 
Select a warrant level. 

• For a sensitive domestic contractor, 
assign DUNS 790238638. 

• For a sensitive foreign contractor, 
assign DUNS 790238851. 

• For a miscellaneous foreign 
contractor, assign DUNS 
123456787. 

9. Main! Refer to the Creating a Contract from a 
General Requisition user guide to finish creating 

this document. 
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GlAAS 102 USER GUIDE: 

CREATING A PERSONAL SERVICE 
CONTRACT (PSC) 
PURPOSE: 
This user guide will show you how to create a Personal Service Contract (PSC) from a 
Requisition. Creating a PSC is like creating a regular Contract except you: use a different 
numbering mask; use special "PSC" Clauses that include all of the FAR, AIOAR and 
AAPO/CIB/AOS language; and select a standard GLAAS cover page, but load a 
PSC form from the GLAAS Library as an Attachment. 

BEFORE STARTING: 
1. In order to create a PSC, you must be an A&A Specialist, Contracting Officer, or Executive 

Officer (EXO). 

2. A Requisition must have been created, approved and released. 

3. In order to approve or release a PSC, you must be a Contracting/Agreement Officer or EXO. 

STEPS: 
Help I M1 Pn>fiIo I S>gn Oul 

w~ CDm p S~mp ' p Npgol ' .ltor ..... 

(nbox 

Documents 

I Create I 
Open 
SynOJ)ll1 

Tools 

Regul.tlon Re$sarch 

Reports 

Standard 

Federal Reporting 
FPOS 

System 

Stlup 
Utllit .. 

~ n ........ 7 auu •• d 018""9" In YOUI Inbox. a Click hera 10 View 

Gr.lnl. AJD-514·MXJ.08.00032 
Pen ArMrican HeaAh Organization ICIMtHl~ fOllnfadiou$ dltJH_~ 

Sohehalion: SOL·LPMBOOOOll 
~I~'" Con/fact (Of Pelfomumee "'.nagement SOIVU. 

SoIiehallOn SOL·LPM5000015 
Compot~;,.. Contf«1 for P.lfOtmance "'~ SelVice. 

SoliciiallOn SOl..QAA.III.aIIl24 
CONSTRUCTION OF SClF AND SECRET AREA AT NEW COOP SITE IN 
lANSDOWNE VA 

funding Opportunrty- RFA-527.Q9.QDJ27 
p~ f'IOl)o/ood humanitarian IlMi3lance If) ~ 10 en ftllnlQJ". 

Figure I: Welcome Screen 

Steps Section User Action 

I. GLAAS Sign Log on to GLAAS (not shown). 
On 

2. Welcome Click the Create link on the Access 
Panel. 

Oulck Inf 

Central Contraclor R.gistr.l1ion 
Federal Business OPPol'lunitlls 
GLAAS Informational Websda 

GLAAS Reports 
GSA Advanlagel 
GSA Oebarment 
OFN:. Terror .. t Uot 
Compunan:h 

Guidance 

Documenl· j 
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Document Type 

II Contract ::J I 
Create From 

II Requisition 31 
Contract Numberin Masks 

M/OAA- Personal Services Contract (AID-OAA-S-@}#) 

Contract Information 

Section Template: I Select New : 1 
Re£.ort to FPDS as a Stand-alone Contract ~ 

MAS Number 

J 

Continue Cancel I 

Figure 2: Document Create Screen 

Steps Section User Action Guidance 

3. Document Complete the following fields: Refer to the Creating a Contract from 
Create a GLAAS Solicitation user guide if 

• Document Type: Select you are creating a PSC from a 
"Contract. " Solicitation. 

• Create From: Select "Requisition." GLAAS uses the US" instrument code 

• Contract Numbering Mask: Select for Personal Service Contracts. 

a numbering mask. For instrument codes"S" and "c" you 

• Section Template: Select "Select must check the Report to FPDS as 

New" to load a clause template now a Stand-alone Contract box. 

or select "None" to add a template All awards over $3,000 must be 
later. reported to the Federal Procurement 

• Report to FPDS as a Stand-alone Data System-Next Generation 

Contract: Check the box if you do (FPDS-NG). 

not wish to issue Delivery/Task 
Orders against this Contract. 

4. Document Click the Continue button. 
Create 
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Search Criteria 

Requisition Number 
Ilreq-oaa-09-000 198 

Select Line Items Requisition Number Released Date Requisitioner 

Renee Reed y REQ-OAA-09-000198 04/22/2009 

Site G] Page 1 of 1 (1 results found) 

Include Related Sites: 

Requisitioner .. , 

Bilateral Obligation Recor 
I - ' 
Buyer -I 
ISNEGOTlATOR 

Originating Office -J 

Figure 3: Create Contract from Requisition Screen 

Steps Section User Action Guidance 

5. Create Clear the Site field and search for a Only Requisitions with a status of 
Contract from Requisition using one or more of the "Released" will appear in this search 
Requisition following fields: screen. 

• Requisition Number When searching, you can use the 

Requisitioner 
percent sign (%) as a wildcard 

• character to search for a partial 

• Buyer number or name. 

Click the Display toolbar button. The Requisitioner field refers to the 
Requestor. 
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I.earch Criteria 

I Requisition Number 
!req-oaa-09-000198 

Site -

Include Related Sites: ,.. 

Requlsitioner -

Bilateral Obligation Recor 

Buyer ..::l 
ISNEGOTIATOR 

Originating Office -r- -
Released Date Range 

Start Date' 

End Date I 

Sort by 
I Requisition Number 

Max Results 
[ 100 3 

Results per Page 

15"3 

Select Une Items Requisition Number Released Date Requlsltloner Bilateral Obligation Record Numb 

y REO-OAA-09-000198 0412212009 Renee Reed 

Page 1 of 1 (1 results found) 

Sele ct Item Number Description Product 

IV' 0001 Salaries R408 

~ 0002 Direct Costs R408 

Select All JI Create I 

Ouallfier Unit 

By Donars 

By Donars 

Ouantlty Amount Une Itom Type 

$350,000.00 Not Specified 

$25,000.00 Not Specifi ed 

Figure 4: Create Contract from Requisition Screen 

Steps Section User Action Guidance 

6. Create Click the Y link in the Select Line A list of Requisition line items will 
Contract from Items column to select a Requisition. appear at the bottom of the screen. 
Requisition 

7. Create Check the box in the Select column 
Contract from for each line item you want to pull 
Requisition into the Contract from the 

Requisition. 

Click the Create button. 
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Site: . r Include Related Sites ,~ Include Public 

Max Results: f 1 00 • Results per Page: fS--::l 
Clau .. Templ.lIe Name Site 

COST REIMBURSEMENT RESEARCH ANP PEYELOPMENT-AIDAR Public 
COST REIMBURSEMENT SERVICES PubUc 
COST REIMBURSEMENT SERYICES-AIPAR Public 

COST REIMBURSEMENT SUPPL Y-AlpAR 

PreY I Next I Page 3 of 9 (42 results found) 

11I~llIdo Soc:tlon Number Sec:tlon Tille 

r A SolicitanoniContract Form 
r B Supphes or ServicesJPrices 
r C DescripnonlSpeclHcations 
r D Packaging and Marking 
r E Inspection and Acceptance 
r: F Deliveries or Performance 

Figure 5: Clause Template Selection Screen 

Steps Section User Action 

8. Clause Search for a Clause Template by 
Template Template Name. 
Selection 

Click the Display button. 

Select a Clause Template Name link 
to display a list of clause sections in 
the lower section of the screen. 

Soc:tlon Type 

SoficitalioniContract Form 
Supplies or Services and Prices 
Statement of Work 
Packaging and Marking 
Inspection and Acceptance 
Deliveries or Performance 

Guidance 

Clause templates include the basic 
FAR and AIDAR clauses you need for 
a Contract. 

You must add the FAR clauses first; 
you will add the AI DAR clauses later. 

USAID is not currently using a PSC-
specific template. 

You will add the "Personal Services 
Contracting (PSC) Action (AID 300-1)" 
form later as an attachment. 
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' .. 1 11 1". 1" "11"" ,,:" .1' '' ' ''11' 

Template Name: Display I Cancel I 
Site: .d r Include Related Sites IV Include Public 

Max Results: 1003 Results per Page: 1"53 
Clau_. Template Harne Sire 

COST REIMBURSEMENT RESEARCH AND DEYELOPMENT-AIDAR Public 
COST REIMBURSEMENT SERYICES PubliC 
COST REIMBURSEMENT SERVICES-AIDAR 
COST REIMBURSEMENT SUppLY 
COST REIMBURSEMENT SUppLY-AlpAR 

Prey I N~ Page 3 of 9 (42 results found) 

Iv 

I'" 
IV 

iO' 

IV 

Ii1 
;;1 

IV 

B 
C 
D 
E 
F 
G 
H 

Supplies or ServiceslPrices 
Description/Specifications 
Packaging and Marl<ing 
Inspection and Acceptance 
Deliveries or Performance 
Contract Administration Data 
Special Contract Requi rements 
Contract Clauses 

Public 
Public 
Public 

,.. J List of Documents, Exhibits and Other Attachments 

Supplies or Services and Prices 
Statement of Work 
Packaging and Marl<ing 
Inspection and Acceptance 
DeRveries or Performance 
Contract Administration Data 
Special Contract Requirements 
Contract C lauses ' 
Li st of Documents, Exhibits and Other Attachments 

r K Representations, Certifications, and Other Statements of Bidders Representations, Certifications, and Other Statements 
r L Instructions,Conditions, and Notices to Bidders Instructions, Conditions, and Notices to Bidders 

F b:=L...lXl,-----" Evaluation Factors for Award Evaluation Criteria 

Figure 6: Clause Template Selection Screen 

Steps Section User Action Guidance 

9. Clause Click the Select All button to include all The Working with Clauses user guide 
Template of the clause sections in your Contract. shows you how to add. change. and 
Selection remove clauses from a GLAAS 

OR document. 

Check or uncheck the boxes to select 
clause sections one at a time. 

10. Clause Click the Continue button to pull the 
Template clauses into your Contract. 
Selection 
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~s 
Contract 

Main 

General 

Additional Info 
UCA 
Text 
Limits 
Discount 
Volume Discount 
Summary 

Items 

Vendor 

Currency 

SynopsIs 

Package 

Supporting Docs 

Summary Report 

Protests 

Claims 

Contract Number. AID-OAA-S-09-00029 

Version. I BASE-In Progress::! 

Stage Award 

NetView Olf 
Number of Items. 2 

Owner. trainer9 trainer9 

Award Date: 05106/2009 (; .=l 

Award Type: IFixed-price 

Effecbve Date: 10513012009 

Completion Date: 109130/2010 .:l 

Admin Office. ILPA Ed1tl.J 

Issuing Office: I.-,LP=-A:-------- Edit I.J 

Invoice Office: IMlCFO Edit I.J 

Obligation $375,000.00 

Total Amount Without Options $375,000.00 
Total Amount $375,000.00 

Vendor. IAEEA .J A E E A 

Buyer. ISNEGOTIATOR .J 

Type of Warrant Required: I LEVEL 1 ::! 
Contracting Officer. I,....,.JC"....O~A-.,O--------- .J 

Figure 7: Main 1 General Screen 

Steps Section User Action Guidance 

II. Main/ Complete the following Required (R) The Effective Date populates the 
General and/or Optional (0) fields: Obligation's Document Date field in 

Phoenix. 
Award Date: Enter the date the R 
award is signed, The Effective Date must be on or after 

the Requisition Date for all associated 
Award Type: Select the main R Requisitions. 
award type for this contract 

GLAAS will auto-populate several 
Effective Date: Enter the Award's R fields based on information entered in 
Period of Performance Start date. the Requisition and system defaults. 

Completion Date: Enter the R 
You may edit these fields as needed or 

Award's Period of Performance 
required. 

End date. 
Click the Edit button ( Edit I) to modify 

Admin Office: Select the code for R how office addresses will appear on 
the Contracting Officer Technical forms. 
Representative's (COTR) office. 

The Award Type selected here is 
Issuing Office: Select the code R reported to FPDS-NG. 
for the contracting office. 

Refer to the Creating FPDS-NG 
Records Through GLAAS user guide 
for more information on which award 
types are reported to FPDS-NG. 
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(;kAAs 
Contract 

Main 

Additional Info 
UCA 
Text 
Limits 
Discount 
Volume Discount 
Summary 

Items 

Vendor 

Currency 

Synopsis 

Package 

Supporting Docs 

Summary Report 

Protests 

Claims 

Obligation. Contract Number: AID-OAA-S-09-00029 

Versi on 1 BASE-In Progress ::J 
Stage' Award 

NetView Off 
Number of Items 2 

Total Amount without Options' 

Total Amount 

Owner: trainer9 trainer9 

Award Date: ~5/06/2009 ~ ::) 
Award Type: 1 Fixed-pri ce 

Effective Date. 10513012009 ~ 

Completion Date: r-I ---- ~ ...J 

Admin Office, ILPA Edltl.J 

Issuing Office: ..... IL=-PA.,...------- Edltl.J 

Invoice Office: MlCFO 

Vendor: r.IA-=E=EA~------ .J A E E A 

Bl!y'9r: ISNEGOnATOR .J 

Type of Warrant Requi red: 1 LEVEL 1 ::J 
Contracting Officer r.IJC=-O""'A:-:O,---------- .J 

COTRIAOTR: IJCOTR 

Figure 8: Main I General Screen 

Steps Section User Action Guidance 

11. Main I Complete the following Required (R) GLAAS will auto-populate several fields 
cont. General and or Optional (0) fields: based on information entered in the 

Requisition and system defaults. You 
Invoice Office: Select the R may edit these fields as needed or 
code for the office that receives required. 
the vendor invoices. 

Vendor: Select the Vendor R Click the Edit button (. Edit I) to modify 

code for this award. how office addresses will appear on 
forms. 

Buyer: Select the A&A R 
Specialist for this award. The warrant level is validated against 

the Award TEC. 
Type of Warrant Required: R 
Select a warrant level. Vendors assigned one of three special 

DUNS numbers in Phoenix will have 
Contracting Officer: Select R their Vendor Name obscured in FPDS-
the Contracting Officer for this NG: 
award. 

• For a sensitive domestic 
COTRIAOTR: Select the R contractor, assign DUNS 
COTR for this award. 790238638. 

• For a sensitive foreign contractor, 
assign DUNS 790238851 . 

For a miscellaneous foreign contractor, 
assign DUNS 123456787. 
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Contract 

Main 

Text 
Limits 
Discount 
Volume Discount 
Summ8IY 

Items 

Vendor 

Currency 

SynopsIs 

Package 

Supporting Docs 

Summary Report 

Protests 

Claims 

ValldaDons 

Route H.story 

Status Hi story 

Notlficaoons 

Suspense Items 

Contract Number AID-OAA-S-09-00029 

Version 1 BASE-In Progress ::oJ 

Stage Award 

NetVlew Off 
Number of Items 2 

OWner: trainerS trainerS 

Award Date: Jj5l06/2009 ¢ .:J 

Award Type: IFixed-price 

Effective Date: 10513012009 if; 

Completion Date: 1 '. Cl 

Admin Office: ILPA Edit !-' 

Issuing Office: I....,LP=-A:-------- Ed~ !-' 

Invoice Office: IMlCFO Edit 1-' 

Obligation $375.00000 

Total Amount Without Options $375.000.00 
Total Amount $375.000.00 

Vendor IAEEA .J A E E A 

Buyer ISNEGOTlATOR .J 
Type of Warrant Required: !LEVEL 1 ::oJ 

Contracting Officer: Ir.'JC=-O=-A:-:O:---------- .J 

COTRIAOTR. IJCOTR .J 
I Primary Product I Service Code. !R408 0 

Primary Treasury Account Symbol: I 

I Penod of Performance: 10513012009 ~ to I09130/2010 ¢2J1 

File Location- 1 

Figure 9: Main I General Screen 

Steps Section User Action Guidance 

11. Main! Complete the following Required (R) Primary Treasury Account Symbol 
cont. General and!or Optional (O) fields: will be automatically populated by 

Phoenix once validations have been 
Primary Product/Service R done. (Do NOT manually populate this 
Code: Select the code for field.) 
the goods or services on 
the award used to report to 
FPDS-NG. 

Period of Performance: R 
Enter the current active 
period of the award. 

File Location: Enter the 0 
physical location of any 
related files. 

12. Main! Click the Additional Info link on the 
General left-hand menu. 
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: of Ij IIlUI/ .:1 II (lIrfi :~ 1011 . '.i _ 

NTPNendor Signed On: , 
~IS-it-e :~IU~S~A--ID~~=-A~IN~IN~G----------------------------J-ft ... I 

Requisition Number: REQ-OAA-09-000198 I. 
Solicitation Number: (None) 

Project 10: "'-1 - ---------~ 

Project Title: r- -.----
Confirmed With: I 

Subsistence: r 
I NAICS Code: 561990 .-J1 
Size Standard: $6.50 

Originating Office: ILPA_ Edlt l~ 1 
- - .- J. 

Figure 10: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Main/ Complete the following Required (R) Size Standard will auto-populate when 
Additional and/or Optional (0) fields: the NAICS Code is selected. 
Info 

NTPNendor Signed On: Enter 0 USAID is not currently using the 
the date the "Notice to Proceed" Project 10 field. 
was issued or the date the 
vendor acknowledged the 
order. 

Site: Defaults to the site of the R 
Requisition. 

Project Title: The Project Title 0 
will populate from the 
Requisition if it was associated 
to an APP. 

Confirmed With: Use this field 0 
if you want the system to print 
on the award: "Do not duplicate, 
confirm order with " 

Subsistence: Check the box if 0 
the award is for food or shelter. 

NAICS Code: Select the R 
appropriate code from the list. 

Originating Office: Select the R 
code for the requesting office. 
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Supplies or Services: I 0::1 
Construction: INo 0::1 

GWAC I GSA Purchase: r 
Performance-Based Service Acq: INo - Service where PBA is not used. :o:J 

Cost Acctg Standards Clause: IVes - CAS clause included 3 
Purchase Card Payment Method: I No 0::1 

Use of Recovered Material: Ir-N-o-C-Ia-u-s-e-s -In-cl-ud-e-d-------o::1-... 

Commercial Item Acq. Procedures: I Commercial Item Procedures not used 0::1 
CO's Determination of Bus. Size: I Other than Small Business 0::1 

Figure I I: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Main/ Complete the following Required (R) and/or USAID is not currently using these 
cont. Additional Optional (0) fields: fields: 

Info 
Is this an IT -related R • Keep Item Numbers Constant 
purchase?: Select "Yes" if this on DalTO (not shown) 
is related to an IT purchase. 

Potential Amount • 
Performance-Based Service R 

Supplies or Services Acq: Select the appropriate • 
value from the dropdown list. • Construction 

Cost Acctg Standards Clause: R • GWAC/GSA Services 
Select the appropriate value 
from the dropdown list. 

Purchase Card Payment R 
Method: Select "Yes" if a 
purchase card was used. 

Use of Recovered Material: R 
Select the appropriate value 
from the dropdown list. 

Commercial Item Acq. R 
Procedures: Select the 
appropriate value from the 
dropdown list. 

CO's Determination of Bus. R 
Size: Select the appropriate 
value from the dropdown list. 
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Preferences 

I SBA Contract Number. I 
FPDSNG 
I Report to FPDS as a Stand-alone Contract ~ 

PIID Reference PliO FPOS Approval Number Date Finalized 

(None) 

Figure 12: Main 1 Additional Info Screen 

Steps Section User Action Guidance 

13. Main I Complete the following Required (R) Once the system interfaces with FPDS-
cont. Additional andlor Optional (0) fields: NG, it will auto-populate the PliO and 

Info the FPOS Approval Number. 
SBA Contract Number: RIO 
Type the SBA contract 
number, if applicable. 

Report to FPOS as a Stand- RIO 
alone Contract: Check the 
box if you do not wish to 
issue Delivery/Task Orders 
against this Contract. 
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r .ddllior :;i li lr.) lIr l ; lIor: 

I GDAFlag: INO J 
Payment method: IDIRECT J 
Environmental Determination Document Name: IN/A 

Place of Performance: [000 J 
Authorized Geographical Code: [000 J 
22 CFR 216 Compliance Status: IEXEMPT - OE EXPENSE J JI 

Figure 13: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Main I Complete the following Required (R) The lower portion of the Additional 
cont. Additional andlor Optional (0) fields: Info screen contains USAID-specific 

Info "flex fields." 
GDA Flag: Select "YES" if R 
this action is for a Global GLAAS will auto-populate several 
Development Alliance. fields based on information entered in 

the Requisition and system defaults. 
Payment Method: Select R You may edit these fields as needed 
from the list how the award or required. 
will be paid. 

If you are manually entering values 
Environmental R instead of using the lookup button 
Determination Document 

( J ), you must type the value exactly Name: Enter a document 
title (if applicable), otherwise as it appears in the system and in all 
enter "N/A." uppercase letters. 

Place of Performance R 
Code: Select the three-digit 
code indicating the country 
where the work will be 
performed. 

Authorized Geographical R 
Code: Select the three-digit 
code indicating the country 
that is authorizing the work to 
be done. 

22 CFR 216 Compliance R 
Status: Select an 
environmental compliance 
status code by using the 

I 
lookup button ( ... ). 
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-- ----
Benefiting Country Code: 1000 .d il 
Subcontract/Subgrant Plan Required: I""'N,..,..O-------------- .J 

~P_e_rto_~_an_c_ed_B_a_se_d_C_o_ntr_a_ctIR __ e_su_~s_o_n_· e_rn_ed_G_r_a_nt ____ ,I=~=s============================~.J 
Name of SubcontractorlSubgrantee: I 

Vessel Flag Priority: I 

Leveraging: I 
Grants Under Contract/Contracts Under Grant I""'N,..,..O--------------- .J 
~C-O-~--A-O-TR--As-s-ig-ne-d-D-a-te-: -----------------,I~(~~/2~212~00~9~----------------------~ ¢ 

Has CO~AOTR designation letter been signed by all parties 
and delivered to the assigned CO~AOTR and all other lr-ve""S"....------------------' I 
parties? T ~ --.J 

Has a hard copy been placed in the OAA contract award fi le?: I~s .J 

Figure 14: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Main/ Complete the following Required (R) and/or 
cont. Additional Optional (0) fields: 

Info 
Benefiting Country Code: Select the R 
code of the country that will benefit 
from this action. 

Subcontract!Subgrant Plan R 
Required: Enter "YES" if a 
subcontracting plan is required. 

Performance Based Contract! R 
Results Oriented Grant: Enter "YES" 
or "NO." 

Name of Subcontractorl 0 
Subgrantee: Enter the name of the 
subcontractor, if applicable. 

Leveraging: Enter if this award was 0 
leveraged. 

COTRIAOTR Assigned Date: Enter R 
the date that the COTR/AOTR was 
assigned to this award. 

Has COTRIAOTR designation letter R 
been signed by all parties and 
delivered to the assigned 
COTRIAOTR and all other parties? 
Enter "YES" or "N/A." 

Has a hard copy been placed in the R 
OAA contract award file? Enter 
"YES" or "N/A." 
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Acctg Period: 

Reporting Acctg Period: 

Action Type: Ips -.J 
AwardTEC: 1~75~0~0~00~------------------------

NMS Award Fee Amount: I 
NMS Award Other Amount: 

I AIDARlAgency Exemptions to Competition: 10 

Figure 15: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Main/ Complete the following Required (R) and/or If the award is incrementally 
cont. Additional Optional (0) fields: funded. the Award TEC will be 

Info greater than the committed 
Acctg Period: If blank. the financial 0 amount. This is the Requestor's 
interface will default to the current way to specify the award TEC 
accounting period. If the Effective Date and to indicate that you should 
of the award is outside the current increase the amount on the 
accounting period. enter the two-digit Solicitation / Award. 
fiscal month and four-digit fiscal year 
in MMNYYY format. NMS Award Fee Amount and 

NMS Award Other Amount are 
Reporting Acctg Period: If blank. the 0 populated from NMS on Migrated 
financial interface will default to the Awards. 
current accounting period. If the 
Effective Date of the award is outside 
the current accounting period. enter 
the two-digit fiscal month and four-digit 
fiscal year in MMNYYY format. 

Action Type: Select a code R 
identifying the type of action. 

Award TEC: Enter the Total R 
Estimated Cost of the Award. 

AIDARlAgency Exemptions to R 
Competition: Select a code to identify 
the type of exemption. 
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Competition (YesJNo): INO -.J 
EarmarklDi rective/Other. IN/A -.J 
EarmarklDirective/Other Description: 1 
Requisition Number (for mods only): 10 IJ 
Send notification to Requestor(s) of unused funds on the 

IYES ReQuisition? -.J 
Figure 16: Main I Additional Info Screen 

Steps Section User Act ion Guidance 

13. Main I Complete the following Required (R) and/or 
cont. Additional Optional (0) fields: 

Info 
Competition (Yes/No): Enter "YES" R 
or "NO" if this action will be competed 
or not. 

Earmark/Directive/Other: Select a R 
value to indicat~ if this award action is 
based on Congressional Earmark, 
Presidential Directive, or other 
mandate. Select "N/A" if not 
applicable. 

Earmark/Directive/Other R 
Description: Enter a short description 
of the Earmark, Directive or other 
mandate for the award when 
applicable. 

Requisition Number (for mods R 
only): Select the requisition number 
used to modify this award, otherwise 
select "0" if it is a new award. 

Send notification to Requestor(s) of R 
unused funds on the Requisition?: 
Select "YES" to send a notification to 
Requestor(s), advising them of 
unobligated funds. Select "NO" to not 
notify the Requestor(s) of unobligated 
funds. 

14. Main I Click the Package link on the left-hand menu Refer to the Creating a Contract 
Additional (not shown). from a Requisition user guide to 
Info complete the Main / UCA, Main / 

Text, Items, Vendor, Currency, 
and Synopsis screens. 
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Contract 

Main 

ttems 

Vendor 

Recurnng Ob Iga 0 

Currency 

SynopsIs 

Package 

Cover Page 
Body 
Attachments 

Supporting Docs 

Summa Re ort 

ConU act Inrormauon 

Contract Number: AID-OAA-S-09-00029 
VersIon. BASE - In Progress 

A1!achmc nls SelectIOn 

Stage: Award 
Net View: OtT 

Number of Items: 2 

Documents listed here will be i cl ded as pa of the package sent to ve do s 

Obllg 
Total Amount ""ithout Op 

Total 

Select Subject Required Approved Attachment Number Locked File Name I Exception Version 

Figure 17: Package I Attachments Screen 

Steps Section User Action Guidance 

15. Package I Click the Attachments link on the left- Refer to the Creating a Contract from 
Cover Page hand menu (not shown). a Requisition user guide to complete 

the Package I Cover Page, and 
Package I Body screens. 

16. Package I Click the Library toolbar button to add Any attachments from the Requisition 
Attachments a document from the GlAAS Library. will be pulled into the Award. 

The Attachments screen contains 
documents for external use that may 
be sent to the vendor. Example: 
"Statement of Work." 

The GlAAS Library contains 
commonly used procurement 
documents. Each site has a library that 
is maintained by its Site Administrator. 

The Adding Attachments and 
Supporting Documentation user guide 
explains how to add files to your 
GlAAS documents in more detail. 
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Search Crite ria 

Search Description 

II ~s~ub:je:ct~~3~ ____ ~~~~~~~~~~~~~~~~~~~ ~or Personal Services Contracting (PSC) 
Personal Services Contracts IPSC) SO'lcitatlon Letter IL-17) File Name - SO PSC( -17) DOC 
USPSC-WASHDC-GS USPSC-Vi AS DC-GS 

Page 1 of 1 (4 res Its found) 

Include Related Sites: r 

Figure I 8: Library Selection Screen 

Steps Section User Action Guidance 

17. Library Clear the Site field and search for the The Library Selection screen lists all 
Selection "Personal Services Contracting (PSC) of the documents in your site's GLAAS 

Action (AID 300-1)" form using the Library. 
following fields: 

When searching, you can use the 
• Search: Defaults to "Subject." percent sign (%) as a wildcard 

For: Enter "%psc." 
character to search for a partial 

• number or name. 

18. Library Click the Display toolbar button. 
Selection 

19. Library Click the Subject link. 
Selection 
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ClIck Submit 
ru l"ve 
your data 

Subject. 'Personal Services Contracting (PSC) Action (AID 300-1) 

Attachment Number I 
Attachment Sequence. 1.-----

Approver " ------------

Approval Date 
Author .-, ------------

Exception G 
Required? r I Rle Name , 300 1 doc Detach II 

Description (up to 32.000 characters) 

Personal SelVlces Contracting (PSG) Action (AID 300-1) 

I Submit II Cancel I 
History 

o 

OJ 

.:.J 

Figure 19: Details Screen 

Steps Section User Action Guidance 

20. Details Add basic information about the The Subject and Description fields 
attachment on this screen. will default from the Library. They can 

be changed if necessary. 

The title of the document appears in 
the File Name field. 

Refer to the Adding Attachments and 
Supporting Documentation user guide 
for more information. 

21. Details Click the Submit button. 
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(gAAs 
Contract 

Mam 

Items 

Vendor 

Recurnng Obfigat:on 

Currency 

SynopsIs 

Package 

Cover Page 

Contract Number AID-OAA-S-09-000:!9 
VersIOn: BASE - In Progress 

Stage: Award 

Net View: 0lI' 
Number of Items: 2 

Documents listed here will be included as part of the package sent to vendors 

Obfigation: 
Total Amount without Optlons. 

Total Amount· 

Select Subject RequIred Approved 

o 
Attachment Number locked File Name I 

a300-1 doc o Personal SelVices Contracting 0 

Figure 20: Package I Attachments Screen 

Steps Section User Action Guidance 

22. Package I Modify the attachment by clicking the When checking a document back in, 
Attachments Check Out toolbar button to check the the file name must be the same as 

document out of GLAAS, and then when it was checked out. 
clicking the Check In tool bar button to 

The Adding Attachments and upload it back into GLAAS after you 
have made changes (not shown). Supporting Documentation user guide 

explains how to Check In and Check 
Out GLAAS documents in more detail. 

23. Package I Refer to the Creating a Contract from a 
Attachments Requisition user guide to complete 

your document. 
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te\U5AID \!!It::'~ FROM THE AMERICAN PEOPLE 
~ 

GLAAS 102: 
Processing an Award 

Modification 

November 2009 

Award Modifications Objectives 

• At the end of this topic, you will know how 
to process three types of modifications, 
including: 
- Add new funding 
- De-obligate funds 
- Administrative modifications 
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Modifying an Award 

• Requestors create a Requisition for 
Modification 

• A&A Specialists use the Requisition for 
Modification to modify the award 

1112009 GLAAS 102: Processing an Award Modification 

Add Funding Modification 
Workflow - RFM 

d F'undlno (lner.mentet Funding, New WOft(J to an Award vi • • Requlsklon For ModlflC8Uon 
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Admin I De-obligate Modification 
Workflow - RFM 
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Processing a Modification 

• The Buyer must: 
- Open the Requisition for Modification and review 

the Text screen to see changes to be made 

- Proceed to Award, pulling the changes forward 

- Review Screens for Accuracy 

- Generate the FPDS-NG or FAADS report 

- Update the Cover Page 

- Run GLAAS & Phoenix Validations 

- Route to the COlAO for Approval 
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GLAAS 102 USER GUIDE: 

MODIFYING AN AWARD TO ADD 
FUNDING USING A REQUISITION 
FOR MODIFICATION 
PURPOSE: 
This user guide will show you how to process a modification to add funding to an Award 
beginning with a released Requisition for Modification. 

BEFORE YOU START: 
1. In order to process a modification for an Order or Award, you must be an A&A specialist or a 

Contracting/Agreement Officer. 

2. A Requisition for Modification has been created, approved and released in GLAAS. 

3. A Milestone Plan for the modification has been created, linked to the Requisition for 
Modification, and baselined. 

NOTE: 
The screenshots in this user guide apply to Contracts, but the process for modifying Assistance 
Awards is the same. 
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STEPS: 

Documents 
Create 

~ 
Synopsis 

Tools 
Regulation Research 

Reports 
Standard 

Federal Repolting 
FPDS 
FMDS I FMDS Plus 

System 
Setup 
Utilities 

Rnc €-nt Document s 

Contract: A1D-527·C-08-00008 
English Writing Program for FSN employees for the 
period of 03'1CY08thru ()5IOQfOB. The course will .. (J!if!J 
I!W§) 

Contract: A1D·527·C-08-00003 
DEOBUGATION OF UNUSED FUNDS English Writing 
Training for FSN employees for the period of 
03'1CY200. ~ 

Requisition: REO-526-09-000047 
Software for Windows 2000 XP 

Requisition: REO-527 -09·000117 
Software for Windows 2000 XP 

Requisition: REQM-527-09-000094 
The purpose of this modification is to obligate additional 
funding in the amount of $10, thereby bri.. (~ 

ick Links 

Central Contractor Registration (CCR) 

Congressional Districts 

Federal Business Opportunities 

GlAAS Informational Website 

GLMS Reports 

GSA Advantagel 

GSA Debarment 

Office of Foreign Assets Control (OFAC) 

Compusearch 

--------~================~ 
Figure I: Welcome Screen 

Steps 

I. 

2. 

11/2009 

Section User Action Guidance 

GLAAS Sign On Log on to GLAAS (not shown). 

Welcome Click the Open link on the Access 
Panel. 

OR 

Type in the Requisition for Modification 
Number in the Document search field, 
click the Go button, and then skip to 
Step 6. 
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Search Type 
IBasic ::J 

Requisition Type 
I All 

Search 
Requisinon Number • 

For 
REQM-527 -09-000089 

Site ..d 

Requisition Number lew line hems Requisition Date Requlsltloner 

REQM-S27-09-000089 y 07/0712009 COTRREQlWO. COTRREQ02 

Page 1 of 1 (1 results found) 

Figure 2: Document Selection Screen 

Steps Section 

3. Document 
Selection 

4. Document 
Selection 

S. Document 
Selection 

11/2009 

User Action Guidance 

Complete the following fields: Select From will default to "My 
Requisitions." Change this to 

• Document Type: Select "All Requisitions" when 
"Requisition. " searching for requisitions 

• Select From: Select "All created by others. 

Requisitions. " When searching, you can use 

• Search: Defaults to "Requisition the percent sign (%) as a 

Number." wildcard character to search for 
a partial number or name. 

• For: Enter the Requisition for 
Modification number. Clear the Site field when 

searching for a document or a 
user. 

Click the Search toolbar button. 

Click the Requisition Number link. 
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~s · 
Requisition for M 

Main 

General 
Award Info 
Additional Info 
UCA 
Project 

lText l 
Change Text 
Limits 
Defaults 
Summary 

(TemSl 
~ 

Requisition Number REQM-527-09-000104 

VersIOn. I BASE-Released ::.:J 
Onglnal Document AID-527-C-08-00004 

Onginating Office Code USAID_PERU 
Name USAID_PERU 

Address 1 (None) 
Address2 (None) 
Address3 (None) 
Address4 (None) 

City (None) 
State (None) 

ZIP (None) 
Country: (None) 

Stage: Released Requisilion 

Net View: Off 

Number of Items 2 

Total Amount $2,000.00 
Commitment $2,000.00 

Figure 3: Main I General Screen 

Steps Section 

6, Main! 
General 

7. Main! 
General 

8. Main !Text 

9, Main! Text 

10. Items 

II. Items 

12. Main !Text 

11/2009 

User Action Guidance 

Review the information for accuracy. In creating the Requisition for 
Modification, the Requestor has already 
entered much of the necessary 
information. You are reviewing for 
accuracy. 

Click the Text link on the left-hand 
menu. 

Review the Description and Header Description and Header Text will 
Text fields (not shown). contain information concerning the 

changes to be made in this 
modification. 

Click the Items link on the left-hand 
menu. 

Review the fields on the Items If you do not agree with the line items or 
screens (not shown). the funding location, contact the 

Requestor and instruct her or him on 
how to appropriately add the funding. 

Click the Main link on the left-hand 
menu (not shown). 

Click the Proceed to Award toolbar 
button. 
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9AAs 
Select Document Mask Contract Modification (#) .. 

Reason for Modification: I Funding Only Action 

I Create I Cancel 

Figure 4: Create New Modification Screen 

Steps Section 

13. Create New 
Modification 

14. Create New 
Modification 

11/2009 

User Action Guidance 

Select the "Contract (or Grant) The Reason for Modification 
Modification (#)" Document Mask. selection is transmitted to FPDS-NG 

Select the appropriate Reason for 
for Acquisition Awards. This field does 
not appear for Assistance Awards. 

Modification. 

Click the Create button. GLAAS processes this Requisition for 
Modification into an Award 
modification. 
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Modification created. 
Do you want to open document? 

Figure 5: Create New Modification Screen 

Steps Section 

IS. Create New 
Modification 

11/2009 

User Action Guidance 

Click the Yes button to continue. If you are performing a de-obligation or 
other unfunded modification, please 
refer to the Processing a De-obligation 
or Administrative Modification user 
guide. 
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~. 
Oocum~:)~ 3ha:€d Publi c 

Document Ownersl Pub5c Document Privilege I Not Public ::::I 

I Pub c 
User 

Group 

Site 

Retum 

Figure 6: Document Shared Public Screen 

Steps Section User Action 

16. Main / General Click the Ownership link on the left-
hand menu (not shown). 

17. Document Click the Edit toolbar button (not shown). 
Shared Public 

18. Document Click the Site link on the left-hand menu. 
Shared Public 

~s 
Document Ownersl Select Slle Privilege 

a USAIDIPER I Read Only ::::I 
Public 

User 

Group 

.1 Site I I Return I 

Figure 7: Document Shared Public Screen 

Steps Section User Action 

19. Document Click the Delete toolbar button. 
Shared Site 

Click OK when asked if you wish to 
delete the site (not shown). 

20. Document Click the Return link on the left-hand 
Shared Site menu. 

Guidance 

While the modification is in 
process, you must un-share the 
document with the Admin Office. 

Guidance 
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(;ws . Iiiiliiii 
Contract 

Main 

General 
Additional Info 
UCA 
Place of Perton 
Text 
Change Text 
Limits 
Discount 
Volume Discou 
Summary 

ptems l 
Vendor 

Contract Number. AID-527-C-OB-00004 

Version 102-ln Progress 

Stage. Modified Award 

Net View. Off 
Nllmhp.r of ItpmR " 

Owner. Renee Reed 

Award Date: 0711512009 

Award Type: Fixed-price 

Effective Date: 10711512009 

Completion Date· 0510912008 

Admin Office: PERU 
==-._----

Issuing Office: PERU 

Invoice Office; IPERU 

Obligation· $2.( 

Total Amount WIthout Opnons. $2.( 

Toti'll Amollnt" ,;" r 
• 

Ed tl-1 
Edltl.J 
Edit l.J 

================~ 

Figure 8: Main I General Screen 

Steps Section 

21. Main I 
General 

22. Main I 
General 

11/2009 

User Action Guidance 

Review and update the fields on If necessary, update the values in: 
this screen as needed. 

• Effective Date 

• Completion Date 

• Period of Perfonnance (not shown) 

• Buyer (not shown) 

• Contracting Officer (not shown) 

• COTRIAOTR (not shown) 

Click the Items link on the left-hand 
menu. 
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(;tAAs . 
Contract I 
MaiO 

I Items 
Vendor 

Recurring Obli gao 

Currency 

SynOPSIS 

Package 

Suppornng Docs 

Contract Number. AID-527-C-08-00004 
Version. 02 - In Progress 

Stage: Modified Award 
NetVlew Off 

Number of Items 2 

Ih.·IOS 

1 English Writing Coach - Charlotte Bentch This modificatio 
I!Dl2 Supplies (Textbooks, Pens and Pencils) 

1200 3 

Option 
Item Stiltus 

hem Acti¥e 
em Acllve 

Obligation $2 
Total Amount WIthout Opb ons $2 

Total Amount $2 
.!. 

Ouantlty Amount Version Action 

$0.00 02 Edll 
52,COl.re 02 Add 

Figure 9: Items Screen 

Steps Section 

23. Items 

11/2009 

User Action Guidance 

Click the Item number link that is The Award modification pulls in changes 
being modified. to the line items made on the Requisition 

for Modification. You will see values in the 
Amount column on lines that have been 
affected. 

Only the items that have been modified 
will appear if the Net View is set to "OFF." 
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~s 
Contract 

I General 
Additional Info 

UCA 

Ship To ' Acct 

Payment 

Funding 

Discount 

Warranty 

Text 

Suspense Items 

I Summary I 
Validations 

Return 

Contract Number AID-S27-C-08-00004 Item Number 00002 

Item Number Sub Item Number ,-- Go To I 

Item Number W--
Sub Item Number: I 

,-----
Sequence for Sub Number I 

User Product Code: r 

of 2 

Description: [SUPPlies (Textbooks. Pens and Pencils) 

Requisition Number: REQM-527-09-000104ltem# 00002 

Solicitation Number (None) .. J 
Product Service Code: ,"""U,..,..0..,...09:O----- ----.J 

Product Service Code Description: EDUCATION SERVICES 

Period of Performance: 07/31/2009 <$ to '-:::10"""9':-:""30"""/2":"":0""'0"""9- . -.J 

Figure 10: Items I General Screen 

Steps Section 

24. Items I 
General 

11/2009 

User Action Guidance 

Click the Summary link on the left-
hand menu. 
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~s 
Contract 

General 

AddltJonallnfo 

UCA 

Ship To / Acct 

Payment 

Funding 

Discount 

Warranty 

Text 

Suspense Items 

I Summary I 
Validations 

I Retuml 

Contract Number. .AID-521-C-08-00004 

Item Number I Sub Item Number I 

General Edit 

Item Number: 2 
Sub Item Number: 

Sequence for Sub Number 
User Product Code (None) 

Item Number 00002 

GoTo I 
of 2 

Descri ption '-S'-up- p-'-h-es- (T=e- xtb-'--o-oks'--, P~e-n-s-a-nd"""'P~e-n-'ci~IS7'") ----- ----, 

Fully Funded Amount $2,000.00 

Obligated Amount $2,000.00 

Requisition Number REQM-527-09-000104 Item# 00002 

Figure I I: Items I General Screen 

Steps Section User Action Guidance 

25. Items! Review the information for accuracy The field name for the amount may be 
Summary and edit as necessary. different based upon the Award Type 

(e.g .• Estimated Total Cost . Total 
Amount). 

Click the various Edit buttons ( Edit I) 
to make any changes. 

26. Items! Click the Return link on the left-hand 
Summary menu. 

27. Items Click the Main link on the left-hand If the award is in a foreign currency. 
menu (not shown). you can validate the exchange rate by 

clicking the Currency link on the left-
hand menu (not shown). 

WARNINGI Do not change the Base 
Currency. 

28. Main! Click the Additional Info link on the 
General left-hand menu (not shown). 
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Synops s 
Package 

Supporting Docs 

Summary Report 

Protests 

Claims 

Performance-Based Service Acq rNo - Service where PBA is not used. 

Cost Acctg Standards Clause rYes - CAS clause included --:3 
Purchase Card Payment Method fNQ--3 

se of Recovered Material I '-"N~o-=C"""la-us-e-s-lnc-lu-d-ed-----~ 
Commercial Item Acq Procedures I Commercial Item Procedures not used --::J 

Figure 12: Main I Additional Info Screen 

Steps Section 

29. Main! 
Additional 
Info 

30. Main! 
Additional 
Info 

11/2009 

User Action Guidance 

Validate the following Required (R) and!or 
Optional (0) fields: 

Performance Based Services R 
Acq: Select the appropriate 
value from the dropdown menu. 

Cost Acctg Standards Clause: R 
Select the appropriate value 
from the dropdown menu. 

Purchase Card Payment R 
Method: Select "Yes" if a 
purchase card was used. 

Use of Recovered Material: R 
Select the appropriate value 
from the dropdown menu. 

Commercial Item Acq. R 
Procedures: Select the 
appropriate value from the 
dropdown menu. 

CO's Determination of Bus. R 
Size: Select the appropriate 
value from the dropdown menu. 

Click the Change Text link on the left-hand 
menu (not shown). 
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~ ... -------------------Contract 

Main 

Genera 
Additional Info 
UCA 
Place of Perfon 
Text 
Change Text 
limits 
Discount 
Volume Discou 
Summary 

Items 

Vendor 

Recurnng Obllgab 

Currency 

Synopsis 

I Package I 

Contract Number AID-527-C-08-00004 

Version. 102-ln Progress 

Stage Modified Award 

Net View. Off 
NllmhAr of ItAme; ? 

I Header litem Text ::1 

LIST OF CHANGES: 
Reason for ModlficatJon : Funding On~ Action 

l'Total Amount for this Modification: $2,000.00 
New Total Amountforthis Version: $2,000 00 
New Total Amountforthls Award: $2,000.00 
Ob6gated Amount for this Modification: $2,000.00 
New Total Obligated Amount for thi 5 Award: $2,000.00 
Buyer changed 
from Luisa CaIValio 
to NEG004 NEG OF OUR 

-

Obligatio 

Total Amount Without Opbon 
TO{FlI Amollr 

Figure 13: Main I Change Text Screen 

Steps Section 

31. Main! 
Change Text 

32. Main! 
Change Text 

33. Main! 
Change Text 

11 /2009 

User Action Guidance 

Click the Generate tool bar button. Clicking the Generate tool bar button 

OR 
will produce a system-generated list 
of fields that have changed on this 

Manually enter the purpose of this modification. You can use the 

modification. Generate toolbar button, manually 
enter your own text, or edit the 
system-generated text. 

Verify that the changes that will be Any text in this box will display on the 
made to this Award appear in the text Standard Form for this modification. 
field. Delete any text that you do not want 

on the form. 

Click the Package link on the left-hand 
menu. 
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Contract 

Main 

Items 

Vendor 

Recurnng Obligan 

Currency 

SynOPSIS 

Package 

Cover Page 
Body 
~acRmenfS I 

Supporting Docs 

Summary Report 

Protests 

Claims J Vall dabons 

Route History 

Status History 

Version' 02 - In Progress 
Stage: Modified Award 

NetView Off 

Obligation: $2._' 
Total Amount WithOut Options $2. 

Number of Items 2 
========T=odtal Amount ~ 

'. 1+ 1.: , t-' I 'I~ ' _ _ _ _ __ 

SF-30 

Additional Pages: (None) 
PrintTnpartlte Signature Page No 

3 Effecbve Date. Print See 'Block 16C' 

4 Requislbon Number System Calculate - REQM-527-09-000104 

5 Project Number (None) 

12 Accounting and Appropriation Data System Calculate - See Schedule 

13 This item only applies to Modifications of Contracts/Orders 

D. Other (Specify type of modification and authority): Terminate contract pursuant to FAR 52. 252-2(t) 

E. Important Contractor is required to sign this document and retum 1 copies. 

Figure 14: Package I Cover Page Screen 

Steps Section 

34. Package I 
Cover Page 

Package I 
Cover Page 

11/2009 

User Action Guidance 

If you are working on a Contract Upload any documentation relating to 
modification, click the Change Form the modification under the 
tool bar button. Attachments or Supporting Docs 

screens. 
OR 

If you are modifying an Assistance 
Refer to the Adding Attachments and 
Supporting Documentation user guide 

Award, do not use the GLAAS Cover for more information. 
Page. Instead, click the Attachments 
link on the left-hand menu, add the 
Assistance modification form located in 
the GLAAS Library (not shown) and 
skip to Step 37. 

Select the "SF 30 - Modification of 
Contract" form (not shown). 
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Contract 

Main 

Items 

Vendor 

Recurring Obli gatl 

Currency 

Synopsis 

Package 

I Cover Page 
Body 
Attachments 

Supporting Docs 

Summary Report 

Protests 

Claims 

I Validations I 
Route Hi story 

Status HI story 

Contract Number AID-527-C-08-00004 

Versi on: 02 - In Progress 

SF-30 

Additional Pages (None) 
PrintTripartite Signature Page No 

3. Effective Date: Print See 'Block 16C' 

Stage Modified Award 

Net View. Off 
Number of Items: 2 

4 Requisition Number System Calculate - REQM-527-09-000104 

5 Project Number (None) 

12 Accounting and Appropnation Data' System Calculate - See Schedule 

13 This Item only appli es to Modifications of Contracts/Orders 

( 

Total AmountwithoL 
TotE 

D. Other (Specify type of modification and authority): Terminate contract pursuant to FAR 52.252-2(f) 

E. Important Contractor is required to sign this document and retum 1 copies. 

Figure 15: Package I Cover Page Screen 

Steps Section 

36. Package / 
Cover Page 

37. Package / 
Cover Page 

38. Validations 

11/2009 

User Action Guidance 

Click the Edit toolbar button to make GLAAS displays the sections/blocks 
changes to the sections/blocks of the from the Cover Page that may be 
Cover Page. edited. 

If you do not edit block 13 you will Refer to the Filling Out a Form user 
receive an Error Message when you guide for more information on how to 
validate this Award in GLAAS. work with Cover Pages in GLAAS. 

Click the Submit button (not shown). 

Click the Validations link on the left- The Validations screen appears with a 
hand menu. list of Error Messages and/or 

Correct the errors or warnings and 
Warning Messages for this particular 
line item (not shown). 

then click the Validations link again to 
re-validate the Award (not shown). Error Messages must be corrected to 

continue. 

Warning Messages should be 
corrected before continuing, but the 
system will not require it. 

Click the Main link on the left-hand 
menu (not shown). 
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I ~ .• • '" C011ract In l l): II1 :1tJOIl - - _ 

Contract 

General 
Additional Info 

CA 
Place of Perforr 

Change Text 
"mlts 

Discount 
Volume Discour 
Summary 

Items 

Vendor 

Recurring Obi gatt( 

Currency 

Synops's 

Package 

Supporting Docs 

Summary Report 

Protests 

Claims 

Vadabons 

I Route History I 
C' . ... ". U ... .. ...... ~ 

Contract Number" AID·527·C·08·0000~ 

Version: 102.ln Progress ::J 
Stage )1odified Award 

Net View Otf 
Number of Items 2 

Obijgabon S •• OOO 00 

Total Amount w thout Options S2.0oo 00 
Tota Amount 52.00000 

Gl! l\IHa llillorlllatlO11 • ~. 

Owner Renee Reed 

Award Date 107/1512009 <; .:) 

Award Type Wixed'Price 

Effective Date 107/1512009 ~ 
Completion Da e 10510912008 <; .J 

Admin Office IPERU ~ ~ 
ISSuing Office lr.:p~ER==U-:--------~ ~ 

Invoice Office IPERU ~ ~ 
Vendor IBENTCCHARL ~ BENTCH CHAR OITE 

Buyer INEGOTIATOR04 ~ 
ype of \ {arrant Required 1 LEVEL 1 

Contracting Officer Ir=D.,...v,..,.AN.,..,-----------~ 

CO~AO R IJSANFORD ~ 
Primary Product I Service Code luo09 ~ 

Pnmary reasury Account Symbol 1.-----------

Period of Performance 10311012008 ~ to 10510912008 
File Location 1"'1----------------

Figure 16: Main I General Screen 

Steps Section 

39. Main I 
General 

40. Mainl 
General 

11/2009 

User Action Guidance 

Click the FPDS-NG (Acquisition) or Refer to the Creating FPDS-NG 
FAADS (Assistance) toolbar button Records Through GLAAS user guide 
(not shown). for more information. 

Update and validate the FPDS-NG or 
FAADS record prior to routing and 
approving the Award modification (not 
shown). 

Click the Route History link on the 
left-hand menu. 
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~.-------------------Contract 

Main 

Items 

Vendor 

Recurring Obllgati 

Currency 

Synopsis 

Package 

Supporting Docs 

Summary Report 

Protests 

Claims 

Validations 

I Route History 

Contract Number. AlD-S27-C-OB-00004 

Version 02 -InProgress 

Stage- Modified Award 

NetView Off 
Number of Items: 2 

Obi 
Total Amount Without ( 

Total J. 
J 

Route Role To In Date Ol/t Date Comments Status Version 

(None) FiOSlm;iallo~rfa!:~ 04/08/2008 07:05 PM Y Approved 01 
CO QQSlOb Vsm 04/0812008 07:03 PM 04/08/2008 07:04 PM N Approved 01 
(None) QQaob ~s;!o 04/08/2008 07:03 PM N Originator 01 
CO QQaob Va~ 04/04/200804:29 PM 04/08/200807:04 PM N Approved 01 
(None) Lui5Si ~arvallo 04/04/2008 04-29 PM N Originator 01 
(None) Eioao!:iallme!fa!:~ 03/07/200803:50 PM Y Approved BASE 
CO DQ!:!Oh ~an 03/07/200803:49 PM 03/07/200803:49 PM N Approved BASE 
(None) QOaOD VslO 03/07/200803:49 PM N Originator BASE 
CO QQaob Va!] 03/0712008 Ot 15 PM 03/07/200803:49 PM N Approved BASE 
(None) I.ui 51:! CI:!!YS!IIQ 03/07/200801.14 PM N Originator BASE 

Figure 17: Main I Route History Screen 

Steps Section User Action Guidance 

41. Route Click the Route tool bar button to begin The Route tool bar button allows the 
History the routing process (not shown). user to forward documents to other 

GLAAS users for review and 
approval. 

A&A Specialists must route all 
documents for "Approval" to the 
Contracting/Agreement Officer. 

You can create routing list 
templates in My Profile. 

Refer to the Routing a Document 
user guide for further instructions. 

42. Route Click the Return to Home link on the left-
History hand menu (not shown). 

After the modification has been approved and released by the COlAO, open the 
Award and complete the following steps giving the Admin Office access to the 

Award. 
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Protests 

Claims 

Validations 

Route History 

Status History 

Noti fications 

Suspense Items 

I Ownership 

Navigator 

Type of Warrant Required: I(NOne) ::::J 

Contracting Officer. ICONTRACTINGOFFICER20 

COTRIAOTR: ISREQUESTOR 

Primary Product! Service Code: IR408 ~ 
Primary Treasury Account Symbol: r"1-----------

Period of Performance: I ~ tol 
File Location: I 

Figure 18: Main I General Screen 

Steps Section User Action 

43. Main! Click the Ownership link on the left-
General hand menu. 

44. Share Click the Edit toolbar button (not 
Document shown). 

GkAAs I Document Shared Puhllc 

Document Ownersl Public Document Privilege I ot Public :0:1 

I Pub c 
User 

Group 

I Site 
Return 

Figure 19: Document Shared Public Screen 

Steps Section User Action 

45. Document Click the Site link on the left-hand 
Shared menu. 
Public 

46. Document Click the Add toolbar button (not 
Shared Site shown). 

Guidance 

Guidance 
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• 
Code Oescrlpllon 

A!8IO OFRCE OF THE AD ~INISTRATOR 
NAlDI'COO Office of the Chief Operatmg Officer 
NAJDiCOO?t Management Staff 
NAJD'COQiPAC Program Analysis and Coordination Staff 
M'AE8 Office of the Assistant Administrator 
~ Offi ce of the Assistant Administrator - ASIA 
MlDCHA Office of the AsSistant Admimstrator 

~ 
MlEGAT 

AMlli 

Offi ce of the Assistant Admimstrator 
Offi ce of the Assistant Administrator 
Bureau for GH-Office of the AssistantAdmJnlstrator 

I O sp ay I Cancel I 

Page 1 of 10 (Too many resu s Only 100 retrieved se Search options 0 limit res s) 

Figure 20: Site Selection Screen 

Steps Section User Action Guidance 

47. Site Search for and select the This is the same as the Admin Office 
Selection 

11/2009 

Contracting/Agreement Officer on the Main / General screen. 
Technical Representative's 
(COTRIAOTR) site. 
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UOCllm~ilt Sh::1rcd Slle 

Document Owners I Select Site Privilege 

a SAIDIPER I Read Only .j 
Pubhc 

Figure 21: Document Shared Site Screen 

Steps Section User Action Guidance 

48. Document Ensure the Privilege is "Read Only." This will allow the Admin Office to view 
Shared Site the released Award, and access it to 

create modifications. 

49. Document Click the Return link on the left-hand 
Shared Site menu. 

50. Ownership Click the Return to Home link on the 
left-hand menu (not shown). 
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GLAAS 102 USER GUIDE: 

PROCESSING A DE-OBLIGATION OR 
ADMINISTRATIVE MODIFICATION 
PURPOSE: 
This user guide will show you how to modify an award to de-obligate funds or to process an 
administrative modification. 

BEFORE STARTING: 
1. In order to process a modification for an Order or Award, you must be an A&A Specialist or 

a Contracting/Agreement Officer. 

2. A Requisition for Modification must has been created, approved and released in GLAAS. 

3. A Milestone Plan for the modification has been created, linked to the Requisition for 
Modification, and baselined. 

NOTE: 
The screenshots in this user guide apply to Contracts, but the process for modifying Assistance 
Awards is the same. 
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STEPS: 

Oocum .... 

"'-10_ 1 
Synopsfs 

T .... 
CGrhd: AO-527-c.QI..CIOOO1 
WA rut TREA71fENTAANT 

SPA Seh4a: AD-CFo.E'.QI.(IOD01 
G1M Prttt/rI-*»~ Male HUe.oo .. , MtviNaitJMN1icPmNpri, , adu,. NlgHO' ••. 

Sc*::bIIcn: 5a..-lPA..OI-ODDDD6 
~ c;o"tnctttwPltttbn!Mnu "" ..... IIts.mc.. 

Ccnrld: AD-lP~ 
~ COI:Wct tor PltfOnMIIC# M,,,,,.,,,,.., s.Mt:fs 

SaIc:IItian: SOL.srt.Q9.Cl)QOO1 
WATER 7R8TNENTPf.,ANT 

.... PIII"t MS-'JRN.(S.usROD01 

SaIIthlIartSOl-OM..Q8..(XX025 
NlGRAfm UNE fTEM 

CorCrect: AO.t.P~ 

CenttelCotir1IctarRegisttlltion ,--OLAS l1tClflftldanllWebsl. OUS_ 
0$,,_ .... 
os,o. ............ 

ClACTem:ristUst 

~ 

Figure I: GLAAS Welcome Screen 

Steps Section User Action Guidance 

1. Welcome Log on to GLAAS (not shown). 

2. Document Click the Open link on the Access Panel. 
Selection 

OR 

Type in the Requisition for Modification 
Number in the Document search field, click 
the Go button, and then skip to Step 6. 
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Search Type 
IBasic ::J 

Requisition Type 

I All 

Search 
Requi si~on Number .:J 

For 
REQM-527 -09-000089 

Site .d 

I Requliiilon Number f lew line hems 

REQM-52Z-Q9-000089 y 

Page 1 of 1 (1 results found) 

Figure 2: Document Selection Screen 

Steps Section User Action 

3, Document Complete the following fields: 
Selection 

• Document Type: Select 
"Requisition," 

• Select From: Select "All 
Requisitions." 

• Search: Defaults to "Requisition 
Number." 

• For: Enter the Requisition for 
Modification number. 

4. Document Click the Search toolbar button. 
Selection 

5. Document Click the Requisition Number link. 
Selection 

Requlsldon Dilte 

0710712009 
Requlsltlonor 

COTRREQTWO,COTRREQ02 

Guidance 

Select From will default to "My 
Requisitions," Change this to 
"All Requisitions" when 
searching for requisitions 
created by others. 

When searching, you can use 
the percent sign (%) as a 
wildcard character to search for 
a partial number or name. 

Clear the Site field when 
searching for a document or a 
user. 
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- -

~s PlOceed 10 I\ward 

Requisition for Moc Requisltron Number REQ~-696-10-00000 1 

Version I BASE-Released .::1 
Main Onglnal Document AID-696-C-09-9002005 

General 

Stage. Rdeased Requisition 

Net Vew Off 

Number of Items· 0 

Total Amount SO 00 
Commitment· SO 00 

Award Info 
Additional Info 
I CA 

G,mer:1llnfofll131.on __ . _ _ _ __ ~. _ _ • J 

Change Text 
imits 

Defa s 
Summa!) 

Items 

Vendor 

Supporting Docs 

" Form Info 

Currency 

Vahdations 

Groups 

Orlglnatmg Office Code. LPA_ 
Name LPA_ 

Address 1 00001 
Address2 ( -.Jone) 
Address3 (None) 
Address4 (None) 

City ( one) 
State (None) 

ZIP (None) 
Country (None) 

Ovmer Chris ~ag:: 
ReqUISItIon Date 10 1S :009 

Requlsitloner Chris ~agy 
Buyer Student BuyerO 1 

Buyer ASSign Date 10 1S 2009 

Figure 3: Main I General Screen 

Steps Section User Action Guidance 

6. Main! Review the information for accuracy. In creating the Requisition for 
General Modification, the Requestor has already 

entered much of the necessary 
information. You are reviewing for 
accuracy. 

7. Main! Click the Text link on the left-hand 
General menu. 

S. Main! Text Review the Description and Header Description and Header Text will 
Text fields (not shown). contain information concerning the 

changes to be made in this 
modification. 

9. Main! Text Click the Proceed to Award toolbar 
button. 
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Select Document Mask Contract Modification (#) • 

[Re'8son for ModificatIon: IFunding Only Action 

I Create I Cancel I 

Figure 4: Create New Modification Screen 

Steps Section User Action Guidance 

10. Create New Select the "Contract (or Grant) The Reason for Modification 
Modification Modification (#)" Document Mask. selection is transmitted to FPDS-NG 

Select the appropriate Reason for 
for Acquisition Awards. This field does 
not appear for Assistance Awards. 

Modification. 

11. Create New Click the Create button. GLAAS processes this Requisition for 
Modification Modification into an Award 

modification. 
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Modifi cati on created. 
Do you want to open document? 

Figure 5: Create New Modification Screen 

Steps Section User Action Guidance 

12. Create New Click the Yes button to continue. 
Modification 

11/2009 GLAAS 102: PROCESSING A DE-OBLIGATION OR ADMINISTRATIVE MODIFICATION 6 OF 19 



Gws • Uocument Sh:m:(J PubliC 

Document Ownersl P b IC Document Pnvilege. I at Pubhc iJ 

I Public 
User 

Ret m 

Figure 6: Document Shared Public Screen 

Steps Section User Action Guidance 

13. Main! General Click the Ownership link on the left- While the modification is in 
hand menu (not shown). process, you must un-share the 

document with the Admin Office. 

14. Document Click the Edit toolbar button (not shown). 
Shared Public 

15. Document Click the Site link on the left-hand menu. 
Shared Public 

Document Ownersl Select 

o 
Site Privilege 

SAID/PERU I Read Only iJ 

Figure 7: Document Shared Public Screen 

Steps Section User Action Guidance 

16. Document Click the Delete toolbar button. 
Shared Site 

Click OK when asked if you wish to 
delete the Site (not shown). 

17. Document Click the Return link on the left-hand 
Shared Site menu. 

18. Main! Click the Items link on the left-hand 
Ownership menu (not shown). 
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Contract 

Man 

I Items 
Vendor 

Recumng Ob~gab on 

Currency 

Synops's 

Package 

Net View Olf II1pOlI 

. • d Award 

VersIOn: 01 - In Progress 

l:cm5 _ , . 

I '~ml """p"," ~ Salaries 
D.QQZ Direct Cost 

pe 

Option 
Item Status 

Item ActlV& 
Item Act" , 

Quantiry Amount Version Action 
5700 000 00 BASE Add 

S50 OOQ 00 BASE Add 

Figure 8: Items Screen 

Steps Section User Action Guidance 

19. Items If New View is off, click the Net Ensure that Net View is "On" before you 
View On toolbar button (not proceed. 
shown). 

20. Items If you are processing an 
administrative modification, skip to 
Step 30. 

OR 

If you are processing a de-
obligation and/or adjusting the 
Award TEe, open the line item that 
requires modification by clicking the 
Item number link. 
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Contract 

I General 
Add t/onal lnfo 

UCA 

ShlpTo i Acd 

Payment 

Funding 

Discount 

Warranty 

Contrad Number AID-696-C-09-900200S Item Number 0001 

Item Number. I Sub Item Number r Go 0 

Hem G£: nel.1! 

Item Number 0001 
Sub Item Number 

Sequence for Sub Number 
User Produd Code G'one) 

Descripfi on es 

of ;: 

Figure 9: Items I General Screen 

Steps Section User Action Guidance 

21 . Items I Click the Modify toolbar button. 
General 

Not on current mod fication 
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Summary 

ValJdations 

Return 

Period of Performance 104/0112007 

Calculate By Percentage: 1-
Print Detail r 

ine Item Type 1,---------~ 
Contractor Proposal Amount I 

r=-~------' 

Qualifier By Dollars 

Award Type ICOsi -----3-.· 
nit of Issue I J 

Quantity- I 
FSjrnatpd I 'pit Cost [ 

Estimated 

Figure 10: Items I General Screen 

Steps Section User Action Guidance 

22. Items I If you are changing the CLIN The field name for the amount may be 
General Estimated Amount of an item, the different based upon the Award Type 

new amount should be entered on selected here (e.g. Estimated Total 
the Items IGeneral screen. Cost, Total Amount). 

If you are only reducing the 
obligated value of this item, skip 
this step and go directly to Step 23. 

23. Items I Click the Funding link on the left-
General hand menu (not shown). 
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IIl'ln lJ· f o ll l l ;J'j Oi I 

Contract Contract Number. AID-696-C-09-900:l00S 

Item Number I Sub Item Number 

Item Number 0001 

Go 0 I 
o 2 

General 

Add ts onal lnfo 

UCA 
fundHH) I ,'(counlmg :"urnm.1fl 

Stup To I Acct 

Pa~ment 

I Funding 
Discount 

Warrant}' 

Text 

Suspense Items 

Summary 

Vabdatsons 

Return 

F d n9 Type Ilncrementa!ly Funded il 
Incrementa Iy Funded Through IDatel 1 r ---- $ .) 

r Accounting Code 

LPA OE Funding 

Sh: To Summsrv 

Fully Funded Amount 

5350000 00 

Figure I I: Items I Funding Screen 

Steps Section User Action 

24. Items I Select the Account 10 that you 
Funding want to de-obligate. 

25. Items I If you are only reducing the 
Funding obligated value of this item, skip 

this step and continue to Step 26. 

If you are reducing the CUN 
Estimated Amount of an item, 
change the amount displayed in the 
Ship To Value field . 

Obligated 

50 0 

Guidance 
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Incrementa I Funded Amount· 120000.00 

ninvoiced' ,-

Subject to Avaitabitity of Funds. 1-
Project umber: 1 ---------------

Payment Office. r 
Requisition umber: ( one) .J 

Calcula e 1 Save 1_ Oele e I Add ·lew Account Add from ~equlSttiOn 

Figure 12: Items 1 Funding Screen 

Steps Section User Action Guidance 

26. Funding I Verify whether you have selected WARNING! Do not edit the Phoenix 
Accounting "Fully Funded" or "Incrementally Accounting information when performing 
Summary Funded" as the Funding Type (not the de-obligation. 

shown). 

Verify that the Obligated Amount 
is "$0.00." 

27. Accounting If the Funding Type was "Fully The n~t obligation amount will be the 
Information Funded," update the Fully Funded amount that has been obligated to date 
Detail Amount to reflect the net obligation against this Account 10 minus the 

amount. amount you wish to de-obligate. 

If the Funding Type was For example, if you previously obligated 
"Incrementally Funded", update the $24,390 against Account 10 "1" and you 
Incrementally Funded Amount to want to de-obligate $4,390, you would 
reflect the net obligation amount. enter $20,000 in the appropriate amount 

field. 

28. Items I Click the Return link on the left-
Funding hand menu (not shown). 

29. Items Click the Main link on the left-hand 
menu (not shown). 

30. Main I Click the Change Text link on the 
General left-hand menu (not shown). 

11/2009 GLAAS 102: PROCESSING A DE-OBLIGATION OR ADMINISTRATIVE MODIFICATION 12 OF 19 



.. 
GtAAs Conl fd' t Irl lOl rnal lOIi ~,' .'. a • •• ....-

Conl/dCI Contract Number ~-OOlOO.l 

Version 101. ln Progress 3 
Stage Modified Award 

Net View Off 

ObhgallOn ($4,390.110) 

Tolal Amount Without OpliOns ($4.390.00) 

Total Amount ($4.390.00) Main 

General 
Add~iDnallnfo 

UCA 
Text 

I Chanae Text 

Um~s 

Discount 
Volume Discount 
Summary 

Items 

Vendor 

Currency 

Synopsis 

Package 

Supporting Docs 

Summary Report 

Protests 

Claims 

VahdallOns 

Route History 

J 

Number of Items 1 

I Header I ttem Text 3 

UST OF CHANGES: 
Total Amount for this Modificalion: ($4,390.00) 
New Total Amount for this Version: $20,000.00 
New Total Amount for this Award: $20,000.00 
Obligated Amount for this Modification: ($4 ,390.00) 
New Total Obligated Amount for this Award; $20,000.00 
Requisdlon Number (for mods only) changed to 
CHANGES FOR UNE ITEM NUMBER: 1 

1T0tai Amount changed 
from 524,390.00 to $20.000 00 

-

Figure 13: Change Text Screen 

Steps Section User Action 

31. Main! Click the Generate tool bar button, 
Change Text 

OR 

Manually enter the purpose of this 
modification. 

32. Main! Verify that the changes that will be 
Change Text made to this Award appear in the text 

field. 

33. Main! Click the Package link on the left-hand 
Change Text menu. 

Guidance 

Clicking the Generate toolbar button 
will produce a system-generated list of 
all the fields that have changed on this 
modification. You can use the 
Generate toolbar button, manually 
enter your own text, or edit the system-
generated text. 

Any text in this box will display on your 
Standard Form for this modification. 
Delete any text that you do not want on 
your form. 
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Contract Contract Number. AJD-696..C.09.O 

Version 01 -In Progress 

Stage: ModifiedAward 
Net View: Off 

Number of Items: I 

Obligation ($4.390.00) 

Total Amount without Options ($4.390.00) 

Total Amount: ($4.390.00) Main 

Items 

Vendor 

Currency 

Synops s 

Package 

There is no form associated with this Contract. 

Cover Page 

Body 
Altachments 

Supporting Docs 

Summary Report 

Protests 

Claims 

Validations 

Route History 

Status History 

Notifications 

Suspense Items 

Choose Change Form to associate a form. 

Figure 14: Package 1 Cover Page Screen 

Steps Section User Action Guidance 

34. Package I If you are working on a Contract Upload any documentation relating to 
Cover Page modification, click the Change Form the modification under the 

toolbar button. Attachments or Supporting Docs 

OR 
screens. 

If you are modifying an Assistance 
Refer to the Adding Attachments and 
Supporting Documentation user guide 

Award, do not use the GLAAS Cover for more information. 
Page. Instead, click the Attachments 
link on the left-hand menu, add the 
Assistance modification form located in 
the GLAAS Library (not shown) and 
skip to Step 41. 

35. Package I Select the "SF 30 - Modification of 
Cover Page Contract" form (not shown). 
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Main 

Items 

Vendor 

Currency 

I SynopsIs 

Package 

I Cover Page 

Body 
Attachments 

Supportmg Docs 

Summary Report 

Contract Number .AlD-696-C-09-000005 

Version, Ot -In Progre .. 

Addit ional Pages (None) 
Pnnt Tnpartlte Signature Page No 

3 Effective Date PlintElfeetive Date 

Stage' Modified Award 
Net View Off 

Number of Items. J 

4 Requlslhon Number System CoIcuJe1e - (None) 

5 Project Number (None) 

12 Accountmg and Appropriation Data System CoIcuJete - See Schedule 

13 This Item on y applies to Modifications of Contracts/Orders 

E, Important: Contractor is not required to sign this document. Route History 

Status History 

Notifications 

Suspense Items 

Ownership 

Navigalor 

J 
16C Date Signed (None) 

Pnnt Ship To WlIhEechLille (formulliolliY.) 

Figure 15: Package I Cover Page Screen 

Steps Section User Action 

36. Package / Click the Edit toolbar button to make 
Cover Page changes to the sections/blocks of the 

Cover Page. 

If you do not edit block 13 you will 
receive an Error Message when you 
validate this Award in GLAAS. 

Click the Submit button (not shown). 

37. Package / Click the Validations link on the left-
Cover Page hand menu. 

Correct the errors or warnings and then 
click the Validations link again to re-
validate the Award (not shown). 

38. Validations Click the Main link on the left-hand 
menu (not shown). 

== 

Obligation ($4.390.00) 

Total Amount Without Options ($4,39000) 

Total Amount ($4.390.00) 

Guidance 

GLAAS displays the sections/blocks 
from the Cover Page that may be 
edited. 

Refer to the Filling Out a Form user 
guide for more information on how to 
work with Cover Pages in GLAAS. 

The Validations screen appears with a 
list of Error Messages and/or Warning 
Messages for this particular line item 
(not shown). 

Error Messages must be corrected to 
continue. 

Warning Messages should be 
corrected before continuing. but the 
system will not require it. 
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Contract 

Main 

Items 

Vendor 

Currency 

SynopsIs 

Package 

Supporting Docs 

Summary Report 

Protests 

Claims 

Validations 

I Route Hist02 

Status History 

NotificatIOns 

Suspense Items 

Ownership 

Navigator 

Keturn to Home 

I 

I 

Contract Number: AID-696-C.09-OOOOO5 

Version' 01 - In Progress 

Stage: ModifieclAwercl 

Net View Off 

Number of Items 1 

ObligatIOn: ($4,390.00) 

Total Amount Without Options ($4,390.00) 

Total Amount ($4,390.00) 

Route Role To In Date Out Date Comments Status Verelon Phone SIte Routing Symbol 

Figure 16: Route History Screen 

Steps Section User Action Guidance 

39. Main! Click the FPDS (Acquisition) or FAADS Refer to the Creating FPDS-NG 
General (Assistance) toolbar button (not shown). Records Through GLAAS user guide 

Update and validate the FPDS-NG or 
for more information. 

FAADS record prior to routing and 
approving the Award modification (not 
shown). 

40. Main! Click the Route History link on the left-
General hand menu (not shown). 

41. Route Click the Route toolbar button to begin The Route toolbar button allows the 
History the routing process (not shown). user to forward documents to other 

GLAAS users for review and approval. 

A&A Specialists must route all 
documents for "Approval" to the 
Contracting! Agreement Officer. 

You can create routing list templates in 
My Profile. 

Refer to the Routing a Document user 
guide for further instructions. 

42. Route Click the Return to Home link on the 
History left-hand menu. 
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After the modification has been approved and released by the CO, open the 
Award and complete the following steps giving the Admin Office access to the 

Award. 

Protests 

Claims 

Validations 

Route Hi story 

Status History 

Notifications 

Suspense Items 

Type of Warrant Required: 1 (None) :3 
Contracti ng Offi cer: ICONTRACTINGOFFICER20 

COTRJAOTR: ISREQUESTOR 

Primary Product I Service Code: IR408 -.J 
Primary Treasury Account Symbol: ..... 1 ----------

Period of Performance: I 
I Ownership File Location: '-1 ----------------

Navigator 

Figure 17: Main I General Screen 

Steps Section User Action 

43. Main I Click the Ownership link on the left-
General hand menu. 

44. Share Click the Edit toolbar button (not 
Document shown). 

~ ()ot:uJtlcnt Sh ~lf ed Put)!IC 

Document Ownersl Pub ·c Document Privilege. INot Public 3 

User 

Group 

I Site 

Return 

Figure 18: Document Shared Public Screen 

Steps Section User Action 

45. Document Click the Site link on the left-hand 
Shared menu. 
Public 

46. Document Click the Add toolbar button (not 
Shared Site shown). 

Guidance 

Guidance 

11/2009 GLAAS 102: PROCESSING A DE-OBLIGATION OR ADMINISTRATIVE MODIFICATION 17 OF 19 



Search. For: Cancel I 
ax Results 11003 Resutts per Page 1103 

Code Description 

A:A!Q OFFICE OF THE AOMINISTRA TOR 
NAtO/COO Office of the Chief Operating Officer 
NAtO/COO!M anagement Staff 
N AlOICOOiPAC Program Analysis and Coordination Staff 
MiAEB Office of the Assistant Administrator 
~ Office of the Assistant Administrator - ASIA 
MDCHA Office of the Assistant Administrator 
~ Office of the Assistant Administrator 
MlEGAT Office of the Assistant Administrator 

Bureau for G -Office of the AssistantAdministrator 

~e~: Page 1 of 10 ( oomanyresults Only 100 retrieved. seSearchoptionsto hmit res . s j 

Figure 19: Site Selection Screen 

Steps Section User Action Guidance 

47. Site Search for and select the This is the same as the Admin Office 
Selection Contracting! Agreement Officer on the Main I General screen. 

Technical Representative's 
(COTR!AOTR) site. 
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~. II 
DooJJnenl Shared Site 

Document Ownersl Select Slle 

Pubhc 

User 

Group I Site 

Q 

Figure 20: Document Shared Site Screen 

Steps Section User Action 

48. Document Ensure the Privilege is "Read Only." 
Shared Site 

49. Document Click the Return link on the left-hand 
Shared Site menu. 

50. Ownership Click the Return to Home link on the 
left-hand menu (not shown). 

Guidance 

This will allow the Admin Office to view 
the released Award, and access it to 
create modifications. 

11/2009 GLAAS 102: PROCESSING A DE-OBLIGATION OR ADMINISTRATIVE MODIFICATION 19 OF 19 





GLAAS 102: 
Creating a Solicitation 

November 2009 

Creating a Solicitation Objectives 

• At the end of this topic, you will know how to: 
- Create a Solicitation from a Requisition 

- Add contract clauses and solicitation package 
documentation 

- Post the Solicitation to FedBizOpps 

- Route the Solicitation 

- Amend a released Solicitation 
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Creating a Solicitation Process 

• A Solicitation is created from a Requisition 

• The A&A Specialist routes the document to the 
Contracting Officer for review 

• The Contracting Officer will be able to open the 
Solicitation to edit, approve, and release in GLAAS 

• The A&A Specialist will post the released Solicitation 
to FedBizOpps 

11/2009 GLAAS 102: Creating a Solicitation 

Creating Solicitations Roles & 
ResQonsibilities 

• The A&A Specialist -
- Creates a Solicitation 
- Sends the synopsis to FedBizOpps 
- Generates contract documentation 
- Enters vendor bids 
- Posts the Solicitation on FedBizOpps after CO 

approval 

• The Contracting Officer -
- Approves and releases the Solicitation in GLAAS 

• The Technical Panel-
- Evaluates the bids 
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Total Estimated Cost vs. Commitment 
Amount 

• You will have to upward adjust the line item and Ship To 
amounts based on the CLIN Estimated Amount 

- - - -, 

Requisition 

Committed: $50 

Solicitation 
TEC:$100 

Committed: $50 

I Line Item $50 1-------t>I Line Item $100 

I Ship To $50, Ship To $100 

I Accounting $50 . L Accounting $50 

I ~_~_-_--------------~----------------~--~ 
1112009 GLAAS 102: Creating a Solicitation 

Approving Solicitations 

• All Solicitations require a Contracting Officer to be the 
last reviewer on the route list 

• For Solicitations more than $100,000, but less than 
$10 million, an OSOBU Advisor and a CO are required 
to approve the document (AIOIW only) 

• For Solicitations more than $10 million, the Contract 
Review Board, the OSOBU Advisor and CO are all 
required to approve the document 

• Missions may establish additional policies for routing 
and approving Solicitations 

• Solicitations must be released in GLAAS and posted 
separately to FedBizOpps 
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GLAAS 102 USER GUIDE: 

CREATING A SOLICITATION 
FROM A REQUISITION 
PURPOSE: 
This user guide will show you the steps you must complete in order to create a Solicitation from 
a Requisition. 

BEFORE STARTING: 
1. In order to create a Solicitation from a Requisition, you must be an A&A Specialist or 

Contracting Officer. 

2. A Requisition must have been created, approved and released. 

3. You should have created a Milestone Plan and associated it to the Requisition for this 
action. 
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rnbo. 

Ootnments 
I Ceeale I 

Open 
SynopsIs 

Tool. 
Regulallon Researth 

RepollS 
Standard 

Federal Reponing 
FPDS 

Thll. alt 3 IInrud mossagH In YOIII Inbox. 
Cick here 10 >iew 

Recont Dcumen $ 

Sotic~ation. SOL·OAA(8.(JXXl25 
MIGRATED UNE ITEM 

Conlrect AIl).LPA-J.al.!IDl4 

Figure I: Welcome Screen 

Steps Section User Action 

1. GLAAS Sign Log on to GLAAS (not shown). 
On 

2. Welcome Click the Create link on the Access 
Panel . 

Quick Llnf s 

Central Contredor Regislration 
Federal Business Opportun~ies 

G!AS Informational Webs~e 
G!AS Reports 
GSA Advanlagel 
GSA Debarment 
OFAC Terrorisl Usl 
Compuse.rth 

Guidance 
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Document Type 

ISolicitation ~ I 

Create From 

I Requisition 3 
Solicitation Numbering Masks 

USAIDlPeru- Solicitation (SOL-S27-@#) 

Section Template 

I Select New ·1 

I Continue I Cancel 

Figure 2: Document Create Screen 

Steps Section User Action Guidance 

3. Document Complete the following fields: You will create a Solicitation 
Create from a Requisition. 

• Document Type: Select "Solicitation." 

Create From: Select "Requisition." 
Choosing "Select New" in the 

• Section Template field tells 

• Solicitation Numbering Masks: Select GLAAS to show you a list of 

a Numbering Mask. Clause Templates. You pick 
and choose Clause Templates 

• Section Template: Choose "Select to create the Body of the 
New" to load a clause template now or Solicitation. 
select "None" to add a template later. 

You will not be prompted here 
to pick a Clause Template if you 
choose "None." Clause 
templates can be selected at 
any time in the Package Body. 

4. Document Click the Continue button. 
Create 
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Search Criteria 

Site ..::1 

Include Related Sites: r 

Requisitioner -
SREQUESTOR 

Requisition Date Range 

Start Datel 
End Date r-I -----

Select Line Items Requisition Number Requisition Date Requlsltloner Buyer 

y REQ..527-09-001241 04/13/2009 Sample Requestor CONTRACTINGOFFICER20 

Page 1 of 1 (1 results found) 

Figure 3: Create Solicitations from Requisition Screen 

Steps Section User Action Guidance 

5. Create Search for a Requisition using one or Only Requisitions with a status of 
Solicitations more of the following fields: "Released" will appear in this search 
from screen. 
Requisition • Requisition Number 

When searching, you can use the 
• Requisitioner percent sign (%) as a wildcard 

• Buyer character to search for a partial number 
or name. 

Click the Display toolbar button. 
The Requisitioner field refers to the 
Requestor. 

Clear the Site field when searching for 
a document or a user. 
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D ISpl("JI/ HI C!8 ~~'::Irctl Cilt.}il("1 
- _._--Search Criteria 

Sol.ct lin. h. m. Requlshlol1 Numb.. Requhhion Oat. R.qultlllone, Buy •• Requisition Number 
Ireq-527.09-001241 m RE0-527·09-001241 04/13/2009 Sample Requestor CONTRACTINGOFFICER20 CONTRACTINGOFRCER20 

Site .,;l 
1 
Include Related Sites: r 

Requlsltioner 
ISREQUESTOR 

Buyer _I 
itONTRACTINGOFFICER2 

Requisition Date Range 

Start Datel 

End Date 

Sort by 
Requisition Number ::I 
Max Results 

11oo .:J 
Results per Page 

f53 

Page 1 of 1 (1 resutts found) 

S.llct Ito In Humba. O •• cripdon P,odud Unit 01l01n1l1)' Amount o 0001 WATER TREATMENT $200.00000 

~ctAU ~~1 

Figure 4: Create Solicitations from Requisition Screen 

Steps Section User Action Guidance 

6. Create Click the Y in the Select Line Items A list of Requisition line items will 
Solicitations column to select a Requisition. appear at the bottom of the screen. 
from 
Requisition 

7. Create Check the box in the Select column for 
Solicitations each line item you want to pull into the 
from Contract from the Requisition. 
Requisition 

Click the Create button. 
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Site: r Include Related Sites ~ Include Public 

Max Results: / 100 :::J Results per Page: f53 
Clause Templale Harne SIIe 

~~T~~~~~~~~~~~~~l;l.!I.l!:lY!.l:!lli&b!~ Public 
COST REIMBURSEMENT SERViCES Publi c 
COST REIMBURSEMENT SERVICES-AIPAR Public 
COST REIMBURSEMENT SUPPLY Public 
COST REIMBURSEMENT SUpPLY-AIDAR Public 

Prev N~ Page 3 of 9 (42 results found) 

Include Section Humber Section nIle 

r A Solicitation/Contract Form 

r B Supplies or Services/Prices 

r C Description/Specifications 

r D Packaging and Marking 

r E Inspection and Acceptance 

r F Deliveries or Performance 

Figure 5: Clause Template Selection Screen 

Steps Section User Action 

8. Clause Search for a Clause Template by 
Template Template Name. 
Selection 

Click the Display button. 

Select a Clause Template Name link to 
display a list of clause sections in the 
lower section of the screen. 

Section Type 

Solicitation/Contract Form 

Supplies or Services and Prices 

Statement of Work 

Packaging and Marking 

Inspection and Accej!)tance 

Deliveries or Performance 

Guidance 

Clause Templates include the basic 
FAR and AIDAR clauses you need for a 
Contract. 

You must add the FAR clauses first; 
you will add the AIDAR clauses later. 
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II 
Template Name: 1 ~~~ Cancel 1 

Slte- IUSAIDIPERU .J r Include Related Sites i;1 Indude Public 

Max Results: 1100 ::oJ Results per Page: f53 
CI.u ... Tl mpl.lt N.me She 
COST REIMBURSEMENT RESEARCH ANP PEVELOPMENT-AIPAR Public 
COST REIM3URSEMENT SERVICES Pubfic 
COST REIMBURSEMENT SERVICES-AIPAR PubliC 
COST REIMBURSEMENT SUPPLY Public 
COST REIMBURSEMENT SUPPL Y-AIDAR PubliC 
PISMANTLING pEMOLmON OR REMOVAL OF IMPROVEMENTS Public 
DISMANTLING DEMOLmON OR REMOVAL OF IMPROVEMENTS-AIPAR Public 
FACILmES Public 
FACILmES-AlpAR Pubhc 
FIXED PRICE CONSTRUCTION Public 

NelCI J Page 1 of 5 (42 results found) 

B 
C 
o 
E 
F 
G 
H 

Supplies or SemcesiPnces 

DescnptionlSpecificanons 

Packaging and Marking 

Inspecn on and Acceptance 

Dehvenes or Performance 

Contract Administration Data 

SpeCial Contract ReqUirements 

Contract Clauses 

List of Documents. Exhibits and Other Attachments 

Supphes or Services and Pnces 

Statement of Wor!< 

Packaging and Marking 

Inspection and Acceptance 

Delivenes or Performance 

Contract Administration Data 

Special Contract ReqUirements 

Contract Clauses 

List of Documents. Exhibits and Other Attachments 

r 
r 
r 
r 
r 
r 
r 
r 
r 
r 
r 

J 
K 

L 
Representations. CertifiCations. and Other Statements of Bidders Representations. Cernfications. and Other Statements of Bidders 

Instrucnons.Condlbons. and Notices to Bidders instructions. Condinons. and Nontes to Bidders 
,...-L~_-A4-___ --.Evaluation Factors for Award Evaluation Cnteria 

Figure 6: Clause Template Selection Screen 

Steps Section User Action Guidance 

9. Clause Click the Select All button to include aU The Working with Clauses user guide 
Template of the clause sections in your shows you how to add, change and 
Selection Solicitation. remove clauses from a GlAAS 

Solicitation or Award. 
OR 

Check or uncheck the boxes to select 
clause sections one at a time. 

10. Clause Click the Continue button to pull the 
Template clauses into your Solicitation. 
Selection 
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I~ SohcltaOon Number. 501-527-09-000001 Stage 5oticitation Number of ttems 1 

Version' I SASE-In Progress::1 Net View Off Total Amount $200.00000 
Mam 

General 

Additional Info 
Text 
Summary 

Items 

Currency 

SynOPSIS 

Package 

g SuppOrting Docs 

Vendor 

Message Center 

Evaluation Plan 

Analysis 

Protests 

Validations 

Route History 

Status History 

Owner. Sample Negobator 
Requisition Number. RE0-527-09-001241 

MAS Number. (None) 

Date Issued: 10412012009 " 

Depository: I 
NAICS Code: 561499 -:d 

Size Standard: $6.50 
Suyer. "'IN=EG::-:O=::n=-=A':'TO=-=R=-=1 .J 

Contracting Officer. ~ONTRACnNGOFFICER20 

Admin Office: IPERU 
-:d 

~-:d 
Etlil '" 

Figure 7: Main I General Screen 

Steps Section User Action 

11. Main! Complete the following Required (R) and!or 
General Optional (0) fields: 

Date Issued: Enter the date the 
Solicitation will be issued. 

Type of Solicitation: Select the type of 
Solicitation being created. 

Solicitation Procedure: Select the 
submission procedure for the 
Solicitation. 

Anticipated Type of Contract: Select 
the type of contract to be awarded. 

NAICS Code: Click the lookup button 

( ·~S to select the appropriate code. 

Buyer: Select the User 10 of the 
appropriate A&A Specialist. 

Contracting Officer: Select the User 10 
of the Contracting Officer. 

Admin Office: Select the code for the 
COTR's office. 

Issuing Office: Select the code for the 
contracting office. 

Guidance 

GLAAS will auto-populate 
several fields based on 
information entered in the 

R Requisition and system defaults. 
You may edit these fields as 

R needed or required. 

Click the Edit button ( Edit I) to 
R modify how office addresses will 

appear on forms. 

USAIO is not currently using the 
R Depository field. 

R 

R 

R 

R 

R 
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I I Primary Product I SeMce Code: jU099 

SOB%' i 
HUB Zone % 

.JI 

Responses Due 
r=, o=-ate- : r:::'j05l2~012;;;:0;;;:09;==~ .... -::;-~ ~8 J 

TIme: [1 700 (USe 24 hour formal Example 2:30 pm = 1430) 

TIme Zone: iLT" r 
I coPies:~_ 

Synopsis 
Synopsized: .. 

Date: 1""'04""12=112=00 ..... 9 - .;; 

Transmitted Date: 10412112009 .;; 

Published Date: 10412112009 .;; 

Reason Not Synopsized: j .::. 

Figure 8: Main I General Screen 

Steps Section User Action 

12. Main/ Complete the following Required (R) and/or 
General Optional (0) fields: 

Primary Product/Service Code: Select 
an appropriate code from the list. 

SOB %: Type a whole number 1-100 
representing a preference calculation for 
SDB. 

HUB Zone %: Type a whole number 1-
100 representing a preference calculation 
for HUB Zone. 

Date: Enter the date the vendors must 
submit their Bids/Responses. 

Copies: Enter the number of 
Bid/Response copies to be received. 

Synopsized: Check this box if you plan to 
synopsize. 

Date: Enter the date on which the contract 
action was synopsized. 

Transmitted Date: Enter the date the 
action was sent to FBO to be published. 

Published Date: Enter the date the action 
was published by FBO. 

Reason Not Synopsized: Enter a reason 
if you do not synopsize the Solicitation. 

R 

0 

0 

R 

R 

RIO 

RIO 

RIO 

RIO 

RIO 

13. Main/ Click Additional Info link on the left-hand menu 
General (not shown). 

Guidance 

GLAAS will auto-populate 
several fields based on 
information entered in the 
Requisition and system 
defaults. You may edit these 
fields as needed or required. 

If this Solicitation does not 
need to be synopsized on 
FedBizOpps (FBO): 

• Leave the Synopsized 
checkbox unchecked. 

• Reason Not Synopsized 
is required if you do not 
synopsize the Solicitation. 
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Technical Point of Contact ICT020 . ~ 

Site: (USAIDn-RAINING .J 
Agreements Officer: r 

Period of Performance: r05/01/2009 

Is this an IT-related purchase 1: I No 3 
~ to r09/30/2009 ~ 8 

Potential Amount r-------
Suppli es or Servi ces: I :3 

Construction: INo :::1 
GWAC I GSA Purchase: r 

Figure 9: Main 1 Additional Info Screen 

Steps Section User Action 

14. Main I Complete the following Required (R) and/or 
Additional Optional (0) fields: 
Info 

Technical Point of Contact: Add or 
change the point of contact if 
necessary. 

Agreements Officer: Leave this field 
blank. 

Period of Performance: Add or 
change the effective and completion 
dates if necessary. 

Is this an IT -related purchase?: 
Select "Yes" if this is IT related. 

Guidance 

USAID is not currently using 
these fields: 

0 • Potential Amount 

• Supplies or Services: 
Leave field blank. 

N/A 
• Construction 

0 GWAC/GSA Services: Leave 
field unchecked. 

0 
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GDAFlag INO J 
Place of Performance -.J 
Authonzed Geographical Code 1'::"100=-=0-------------- -.J ~nited States of America 

SubcontractlSubgrant Plan Required IYES .J r es 

Performanced Based Contract/Results Oriented Grant INO .J No 

Acctg Penod 

Reporting Acctg Period 

IACtiOnrype 

.AwardTEC 

r.:-I D::-:K1-==~ ________ ___ ~J IDefinitiVe Contract (Compebbve) 

12604574 _ 

Figure 10: Main 1 Additional Info Screen 

Steps Section User Action Guidance 

14. Main/ Complete the following Required (R) and/or The lower portion of the 
cont. Additional Optional (0) fields: Additional Info screen 

Info contains USAID-specific "flex 
GOA Flag: Select "YES" if the Solicitation R fields." 
is a Global Development Alliance action. 

GLAAS will auto-populate 
Place of Performance: Enter the three- R several fields based on 
digit code indicating the country where information entered in the 
the work will be performed. Requisition and system 

Authorized Geographical Code: Enter R defaults. You may edit these 

the three-digit code indicating the country fields as needed or required. 

that is authorizing the work to be done. If you are manually entering 

Subcontract/Subgrant Plan Required: R 
values instead of using the 

Select "YES" if a subcontracting plan is lookup button ( " ), you must 
required. type the value exactly as it 

Performance Based Contract/Results R 
appears in the system and in 

Oriented Grant: Select "YES" if this will 
all uppercase letters. 

be a performance-based contract. If the award is incrementally 

Action Type: Enter the code that R 
funded, the Award TEC 
amount will be greater than 

identifies the type of procurement action. the committed amount. This 

Award TEC: The total estimated cost of R is the Requestor's way to 

the award is copied forward from the specify the award TEC and 

Requisition. an indicator for you to upward 
adjust the amount on the 
Solicitation. 

15. Additional Click the Text link on the left-hand menu (not 
Info shown). 
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Solicitation 

MaIO 

General 
Additional Info 

Summary 

Currency 

SynOPSIS 

Package 

II Suppo ng Docs 

Vendor 

Message Center 

Evaluat on Plan 

Analysis 

Protests 

Valldabons 

Solicitation Number SOL-527-09-000001 

Version I BASE-In Progress 3 
Stage Solicila!ion 

NetVlew Off 

Number of Items I 

Total Amount $200.000.00 

HeaderText This i s an ( Filling the Contract or Service Type here). 
The Government will issue task orders that are e i ther ( 
Fill.ng the Type here) or ( Fi l ling the type here). The 
Contractor must perform the services set forth in task 
orders at prices consi stent with section B oC this contract. __ 

FooterText This is an ( Filling the Contract or -Service Type here). 
e Government will issue t ask orders that are either ( 

Fill i ng the Type here) or ( Fill i ng the type here). The 
Contractor mus t perform the services set forth in task 
orders at price. consistent wi th section B of this contract. 

Statements 

statements .. 

statements 

Figure II: Main 1 Text Screen 

Steps Section User Action Guidance 

16. Main! Complete the following Required (R) and!or GLAAS will auto-populate several 
Text Optional (0) fields: fields based on information entered 

in the Requisition and system 
Description: Enter a short description R defaults. You may edit these fields 
of the item or services that are going as needed or required_ 
to be advertised with this Solicitation. 
The information will not print on the Use the Main I Text screen to enter 
Solicitation form. text that applies to all line items in 

the Solicitation. 
Header Text: Enter header text or 0 
click the Statements button to the You can also cut and paste text 
right of the field and select header information into these fields. 
text. The information will appear 

Each field will hold up to seven typed immediately above the line item 
information on the Solicitation form. pages. 

Footer Text: Enter footer text or click 0 The Statements button contains 

the Statements button to the right of standard language and can be 

the field and select footer text. The edited once loaded in the field. 

information will appear immediately 
below the line item information on the 
Solicitation form. 

Notes: Enter notes or click the 0 
Statements button to the right of the 
field and select notes. The information 
will not appear on the Solicitation form. 

17. Main! Click the Summary link on the left-hand 
Text menu. 
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Solicitation 

Main 

General 
Additional Info 
Text 

Items 

Currency 

Synopsis 

Package 

II Supporting Docs 

Vendor 

Message Center 

Evaluation Plan 

Anatisis 

Protests 

Solicitation Number. SOL-527-09-00000l 

Version' I SASE-In Progress ::oJ 

Stage: Solicitation 

Net View. Off 

General Edit I 
Owner Sample Negotiator 

Number of Vendors SoliCited 0 
Number of Vendors Responded. 0 

RequisltJon Number. REQ-527-09-001241 
Date Issued: 04/20/2009 

Type of SolicltalJon 5 - RFP 
Soil citati on Procedure(FPDS)' Negotiated ProposallQuote 

AntiCipated Type of Contract(FPDS) Cost 

Depository: (None) 
NAICS Code 561499 

Size Standard $6.50 

Buyer negotiatorl negotiatorl 

Number of Items. 1 

Total Amount $200,000.00 

Contracti ng Offi cer. CONTRACTINGOFFICER20 CONTRACTIN"GOFFICER20 
--~ 

Figure 12: Main I Summary Screen 

Steps Section User Action Guidance 

18. Main! Review the information on this screen At the Summary screen you are not 
Summary for accuracy. required to enter any information. It is 

just a helpful checkpoint for you to 
review the information that you have 
entered on your document thus far. 

. .. Edit I 
Click the vanous Edit buttons ( ) 
to make any changes. 

19. Main ! Click the Items link on the left-hand 
Summary menu. 
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Solicitation 

Main 

I ttems 

Currency 

SynOPSIS 

Package 

o Supporting Docs 

Vendor 

Message Cer ter 

Eva1uabon Plan 

Soilcltabon Number SOL-~27·09·000001 
Version BASE 

Figure I 3: Items Screen 

Steps Section User Action 

Ell 
Status Iu Prosress 
Stage SoliClbdlOD 

Net View Off 

Number of Items 1 
Total AmoU'lt $200,000 00 

Option 
',.m Stalul Ouonllty Alnoll nl V.,.lon Action 

~..., "<too S2OO,IJXJ III BASE Add 

Guidance 

20. Items Click an Item number link to view Item 
Details. 
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Solicitation 

I General 

AddlUonal lnfo 

Ship To 1 Acct 

Text 

SummalY 

Vahdanons 

Return 

SolicltaUon Number SOL-527-09-000001 

Item Number. I Sub Item Number 1 

Item Number. 11 

Sub Item Number. 1,----
Sequence for Sub Number 1 

Item Number 0001 

GoTo I 

User Product Code: r-I ----

Description: jWATERTREATMENT 

I 
Requisition Number. RE0-527-09-001241 Item# 0001 

Bid Sample Quantity: I 
FOB: '-I D~e-'-s~:-' na-'-ti:-on- 3'· 

Origin City: 1 

Origin State: r--
Product Service Code: .-~ - - - - - ---

of 1 

Product Service Code Description. SERVICES (MANAGEMENT/SUPPOR1) 

Penod of Perfonmance: 104/2012009 Q to 10913012009 Q ..J 
---::==--====~ 

Figure 14: Items I General Screen 

Steps Section User Action Guidance 

21_ Items / Complete the following Required (R) and/or USAID is not currently using 
General Optional (0) fields: these fields: 

Description: Enter a description for the R • Sub Item Number 
item. 

• Sequence for Sub 
Requisition Number: The system will R Number 
display the linked Requisition information. 

User Product Code • 
Bid Sample Quantity: If ordering 0 
Supplies, enter the sample amount you 
would like to receive with the bid. 

FOB: GLAAS defaults to "Destination" for 0 
shipping responsibility. If "Origin" is 
selected, then the Origin City and Origin 
State fields must be entered. 

Product I Service Code: Enter the code 0 
to identify the product or service being 
ordered. 

Period of Performance: Enter the R 
effective and completion dates for the 
item. 

11/2009 GLAAS 102 USER GUIDE: CREATING A SOLICITATION FROM A REQUISITION 15 OF 37 



Calculate By Percentage: 

Line Item Type: I ,J 
Qualifier. I By Dollars :=:I 

Award Type: Cost :::J 
Unit of Issue: I -.J 

Quantity: I 
;-------

Estimated Unit Cost I 
Estimated Total Cost 1=20::-'::'O=OOc=-O,=OO,.-----

Figure IS: Items 1 General Screen 

Steps Section User Action Guidance 

21. Items / Complete the following Required (R) and/or Based on the Award Type, this 
cont. General Optional (0) fields: screen may have additional fields. 

Line Item Type: Select an 0 The Estimated Total Cost is the 
appropriate type if applicable. committed amount from the 

Qualifier: Do not change the R 
Requisition. 

entry, which defaults from the If the Award Type is "Fixed Price", 
Requisition. the committed amount would 

populate the Amount field (not 
Award Type: Select the Award R shown). 
Type. Based upon this selection 
some additional fields may appear If the award will be incrementally 
or will be labeled differently. funded, adjust the Solicitation line 

item amounts to reflect the total 
Unit of Issue/Quantity/Est. Unit R/O estimated cost for the award, which 
Cost: If "By Quantity" was will be greater than the committed 
selected on the Requisition as the amount. This value can be found on 
Qualifier, these are required the Award TEC field on the Main / 
fields. Additional Info screen. 

Estimated Total Cost: Enter the R If adjusting the dollar amounts from 
total estimated cost for this item. the Requisition, you will need to do 

If "By Dollars" was selected on the 
it in two places for each line item: 

Requisition as the Qualifier, this • Adjust the line item Estimated 
field is read/write. If "By Quantity" Total Cost on the Items / 
was selected on the Requisition as General screen. 
the Qualifier, the amount in this 
field will auto-populate. • Adjust the Ship To Amount on 

the Items / Ship To screen (not 
shown). 

USAID is not currently using the 
Calculate By Percentage field. 

22. Items / Click the Additional Info link on the left-
General hand menu (not shown). 
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Accountable Property: r 
Unfunded Li ne Item: r 

GFP: r 
Opti on Li ne Item: r 

~nticipated Exercise Date: ~~ 
~----------------~======~--~ 

Number of Days After Award: 

Supplies or Services: 

Figure 16: Items I Additional Info Screen 

Steps Section User Action 

23. Items / Complete the following Required (R) and/or 
Additional Optional (0) fields: 
Info 

Unfunded Line Item: Check this 0 
box if this line item will not have 
any funding associated with it and 
to zero out the committed value of 
the item. 

GFP: Check this box if the item is 0 
Government Furnished Property 
and to zero out the value of this 
item. 

Option Line Item: Select this 0 
checkbox if this is an option line 
item and to zero out the committed 
value of the item. 

Anticipated Exercise Date: If the RIO 
Option Line Item is selected, you 
are required to enter the date you 
think you will exercise this option. 
Or enter the Number of Days 
After Award you expect to 
exercise this option. 

24. Additional Click the Ship To I Acct link on the left-hand 
Info menu (not shown). 

Guidance 

USAID is not currently using 
these fields: 

• Accountable Property 

• Su pplies or Services 
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~s 
Solicitation 

General 

Additional Info 

I Ship To I Acct 

Text 

Summary 

Validations 

Retum 

Solicitation Number: SOL-S27-09-000001 

Item Number: I Sub Item Number: I 
Item Number 0001 

GoTo I 
of 1 

Mark For Ouantity Amount Deliver By 

$200.000.00 10 Days After Award 

Figure 17: Items I Ship To I Acct Screen 

Steps Section User Action Guidance 

25. Items I Ship To change the Ship To Amount: The Ship To Amount will be the 
To I Acct committed amount from the 

Select a Ship To and click the Edit Requisition. 
toolbar button 

OR 

Click the Ship To link. 
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CII(~ )ubm, l 
(0 suva 
your durQ 

Solicitation Number SOL-527-09-000001 
Version. BASE 

DescnptJon. WATER TREATMENT 

Item Number 0001 

Ship To-1 
Ship To: ~SAIDIPERU Edit I.JMark For:j 

Amount 1$200,000.00 

Delivery Date: 1.------ f!; 8 OR Days After 1 Award iJbo 
Accounting Add I Edit I Delete I 

Amount $200,000.00 

Accollnt Accounth,u Co<le ACCOlUdb,U T . ,,,,,lilIe Slolrt BfY EIIII BfY flllld Opel ilIlnlJ Unlt (OP) Pro(Jt.llll Alo" Dlstl lb.slon Codo 
ID 

L (Nona) 0706194·RSC OE 2009 (114) OE 120-0420 11(}{111 (None) 

Figure 18: Delivery Location I Accounting Detail Screen 

Steps Section User Action Guidance 

26. Delivery Edit the Delivery Date I OR Days The Ship To Amount will be the 
Location I After if necessary. committed amount from the 
Accounting Requisition. 
Detail 

The Accounting information is copied 
from the Requisition. This represents 
the committed amount for this 
Solicitation line item. 

Do not change the Accounting 
information in a Solicitation. 

WARNINGl Changing the funding 
information in a Solicitation will prevent 
you from processing your GLAAS 
Award and will cause problems with 
reconciliation. 

27. Delivery Click the Submit button to save your 
Location I changes. 
Accounting 
Detail 
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~s 
Solicitation 

General 

Additional Info 

Summary 

Validations 

Retum 

Solicitation Number: SOL-527-09-000001 

Item Number. ,-- Sub Item Number I 
Item Number 0001 

Go To J 
of 1 

Select Ship To 10 

a 1 
Ship To Mark For Quantity Amount Deliver By 

USAlP1PERU $200,000.00 10 Days After Award 

Figure 19: Ship To 1 Accounting Screen 

Steps Section User Action Guidance 

28. Ship Tol Click the Text link on the left-hand The Ship To I Acct screen should 
Acct menu. reflect any changes you made on the 

Delivery Location I Accounting 
Detail screen. 
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GtAAs 
Solicitation Solicltabon Number: SOL-527·09·000001 Item Number 0001 0 1 

General 

AddlOonallnfo 

Ship To I Acct 

Return 

Item Number. I Sub Item Number I Go To I 

Figure 20: Items 1 Text Screen 

Steps Section User Action 

29. Item Text Complete the following Required (R) and/or 
Optional (0) fields: 

Header Text: Enter header text or 0 
click the Statements button to the 
right of the field and select header 
text. The information will appear 
immediately above the line item 
information on the Solicitation form. 

Footer Text: Enter footer text or click 0 
the Statements button to the right of 
the field and select footer text. The 
information will appear immediately 
below the line item information on the 
Solicitation form. 

Notes: Enter notes or click the 0 
Statements button to the right of the 
field and select notes. The 
information will not appear on the 
Solicitation form. 

30. Item Text Click the Summary link on the left-hand 
menu. 

= 

Statements ... 

Statements ... 

.:J Statements. 

Statements 

Guidance 

Use the Items I Text screen to 
enter text that only applies to this 
particular line item. 

WARNING! Delete text that 
should not be viewed by external 
audiences such as CLiN Total 
Estimated Amounts. 

You can cut and paste text from 
other documents into the GLAAS 
text fields. Each field will hold up 
to seven typed pages. 

The Statements button contains 
standard language and can be 
edited once loaded in the field. 

Both the Header Text and the 
Footer Text will carry forward to 
the Award. 

USAID is not currently using the 
Inspection Text field. 
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~s 
Solicitation 

General 

Additional Info 

Ship To I Acct 

Text 

Summa 

Validations 

Return 

Solicitation Number SOL-527-09-000001 

Item Number: I Sub Item Number, 

General Edit I 
Item Number: 

Sub Item Number: 
Sequence for Sub Number: 

User Product Code' (None) 

Item Number 0001 

GoTo I 

Description ..... W- A-TE- R'-TR- E-A-T-M-E-NT-- ----

Requisition Number: REQ-527-09-001241 Item#OOOl 

Bid Sample Quantity: 
FOB: Destination 

Origin City: 
Origin State, 

Product SerYI ce Code: 
Period of Performance, 04120/2009 to 09/30/2009 .::1 

Calculate By Percentage' No 

Line Item Type' 
Qualifier: By Dollars 

of 1 

Figure 21: Items 1 Summary Screen 

Steps Section User Action Guidance 

31. Item Review the Item Summary screen to verify The Summary screen displays 
Summary that all information is accurate. information that has been entered 

so far 

Click the Edit button ( Edit) on this 
screen if something needs to be 
changed. 

32. Item Click the Validations link on the left-hand 
Summary menu. 
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S"I!C\i ::-,ilOfl h lfJ fl u::ihO ri' . ,-. -. - . -

Solicitation Solicitation Number SOL-527-09-000001 
Version BASE 

Status. In Progress 
Stage. Solicitation 

NetView Off 

Number of Items 
Total Amount $200,000.00 

General 

Additional Info 

Ship To I Acct 

Text 

Summary 

No errors Found 

Validations 

Return 

Figure 21: Items I Validations Screen 

Steps Section User Action Guidance 

33. Items / Correct the errors or warnings and then The Validations screen appears with 
Validations click the Validations link again to re- a list of Error Messages and/or a list 

validate the line item. of Warning Messages. 

Error Messages must be corrected 
to continue. 

Warning Messages should be 
corrected before continuing. but the 
system will not require it. 

34. Items / Click the Return link on the left-hand 
Validations menu. 
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........ ' ~ ,'vlllr''''''," .~etl 

Solicitation Sof cltanon Number 501-527-09-000001 
VersIon BASE 

Status In Progress 
Stage 5olialallon 

NetV,ew Off 

Number of Items 1 

Main 

ttems I 
Currency I 
S~OPSIS J 
Package ' I.m DHCflpilon 

• Supporting Docs 
l1li1 WATER TREATMENT 

Vendor 

Message Center 

Evaiuab on Plan 

Figure 13: Items Screen 

Steps Section 

35. Items 

36. Items 

37. Currency 

User Action 

Repeat Steps 20-34 if you need to 
Edit/Review additional items. 

Click the Currency link on the left-
hand menu. 

Click the Synopsis link on the left-
hand menu to synopsize this 
Solicitation for FedBizOpps {not 

Total Amount $200.000 00 

Opdon 
hem StatuI Ouanthy Amount V'Rlon Action 

K. Ad.... S2OO,IDl 00 BASE Add 

Guidance 

Refer to the userguide Creating a 
Contract from a Requisition for 
instructions on adding a foreign print 
currency. 
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Solicitation SolicitatIOn Number SOL-527-09-000001 

Version' BASE 
Status In Progress 

Stage. Solicitation 
NetView Off 

Number of Items. 1 
Total Amount: $200,000.00 

Main 

Items 

Currency 

SynopsIs 
Select Submit Date Action Code Subject 

FedBizOpps I 
Package 

No Synopsis found. 

Figure 14: Synopsis I FedBizOpps Screen 

Steps Section User Action 

38. Synopsis / Click the Add toolbar button. 
FedBizOpps 

Guidance 

A Synopsis is required in order to post 
the Solicitation to the FedBizOpps 
website. 

If you entered a Reason not 
Synopsized on the Main I General 
screen, you do not need to synopsize 
the Solicitation. 
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F('(IBr: ') I'r.·' ---------------------------------------------

Click Submit 
to ~Qve 
your dara 

Action Code: I Sources Sought 
Submission Date: (None) 

Transmission Date: (None) 
=-::-::-:::-:-:-~----

Response Date: 105/20/2009 ~ 

Classification Code: fLj- -.J Education and Training Services 

NAICS Code: 561499 ..:.:J 
Subject IWATER TREATMENT PLANT 

Figure 15: FedBizOpps Screen 

Steps Section User Action 

39. FedBizOpps Complete the following Required (R) and/or 
Optional (0) fields: 

Action Code: Select the type of action for R 
this Synopsis. 

SubmissionlTransmission Date: These R 
dates will auto-populate when the 
Synopsis is submitted for transmission. 

Response Date: This date will auto- R 
populate if the Responses Due Date was 
entered on the Main I General screen. 

Classification Code: Select the R 
appropriate alphanumeric code to 
categorize the goods or services ordered. 

NAICS Code: This code will auto- R 
populate if entered on the Main I General 
screen. 

Subject: This field will auto-populate from R 
the Header Text field on the Main I Text 
screen. Verify the text is appropriate for 
external audiences. 

Contact Points: This field will auto- R 
populate the Buyer's name from the Main 
I General screen. 

Set-Aside: Select an appropriate value 0 
from the dropdown list if applicable. 

Guidance 

GLAAS displays the 
information needed to post a 
Synopsis of this Solicitation 
on FedBizOpps. 

Most of the information in the 
Synopsis is pulled from the 
Solicitation itself. You can 
change these fields if 
necessary. 

You must have a 
FedBizOpps user 10 and 
password in order to post a 
Synopsis to FedBizOpps 
directly from GLAAS. 
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Contractin Office Address 

Name: IUSAID Peru 

Address Region: I Current Region - US :::oJ 

Address1 100001 
Address2 .-, ------- - - - - -----

Address3 
Address4 " -------------

City I 
State I 

Zip I 
Country I 

Web Link 

URL: Iwww.usaid.gov/index.html 

Description: IOffice of the Assistant Adminstrator 

email 

Address: Inegotiator1@usaid.goq 

Description: 'negotiator1. negotiator1 

Figure 26: FedBizOpps Screen 

Steps Section User Action 

44. FedBizOpps Complete the following Required (R) and/or 
cont. Optional (0) fields: 

Contracting Office Address: This 
field will auto-populate the address that 
was selected as the Issuing Office on 
the Main I General screen. 

Web Link: Enter the URL and 
Description of the web link that gives 
additional information about this 
Solicitation. Both of these fields must 
be entered or they may both be left 
blank. 

Email: This field will auto-populate the 
email address for the Contracting 
Officer if it was entered in the system. 

Guidance 

R 

RIO 

0 
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I 
DescriprJon 

DescripUon: 

C h c lc Submit 
to ~" .. .. 
YOllr dora 

Place of Performance 

Name: 

Address Region: I Current Region - US • 

Address 1 

Attachments 

Address2 

Address3 

Address4 

a ty 

State 

Zip 

Counby 

O.,,,IIptl.,, URl MIME 

L SUDmI! " Cancel - -- t-

Figure 27: FedBizOpps Screen 

Steps Section User Action 

44. FedBizOpps Complete the following Required (R) and/or 
cont. Optional (0) fields: 

Description: Enter additional 0 
information about the Solicitation. 

Place of Performance: Enter the 0 
address in which the service is 
performed or supplies delivered. 

40. FedBizOpps When the Synopsis is complete and approved by 
the CO, click the Submit button to submit the 
information to FedBizOpps. 

GLAAS will prompt you to enter a FedBizOpps 
user 10 and password (not shown). 

After entering a user 10 and password, click the 
Transmit button to send the Synopsis to 
FedBizOpps (not shown). 

41 . Synopsis Click the Package link on the left-hand menu (not 
shown). 

Guidance 

USAIO is not currently using 
the Attachments field. 

The CO must review the 
Synopsis prior to posting on 
FedBizOpps. 

Your FedBizOpps user 10 
and password will be different 
from your GLAAS user 10 
and password. 

After submitting the Synopsis, 
GLAAS will display a Submit 
Date (not shown). 
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GkAAs 
Solicitation Solicitation Number S01-527-09-000001 

Version. BASE 
Status' In Progress 
Stage. Solicitation 

NetView Off 

Number of Items 1 
Total Amount $200,000.00 

Main 

Items 

Currency 

SynopsIs 

Package There is no form associated with this Solicitation. 

Cover Page 

Body 
Attachments 

o Supporting Docs 

Vendor 

Choose Change Form to associate a form. 

Figure 28: Package I Cover Page Screen 

Steps Section User Action Guidance 

42. Package I Click the Change Form toolbar button. 
Cover 
Page 
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F 0 trn ::::8 18( tion 

Search: I Form :3 Fod l 

Results per page: ['1"0'3 
Form Description 

SF 1442 Solicitation f Award (Construction) 

SF 1447 Solicitation 1 Contract 

I SF 1449(4/2002)1 Solicitation 1 Order (Commercial) (4/02) 

SF 18 Request for Quotations 

Amendment Of Solicitation 

Solicitation Schedule A Only 

Figure 29: Form Selection Screen 

Steps Section User Action 

43. Form Click the Form link to select a Cover 
Selection Page. 

Guidance 

I Display I Cancel I 
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~s 
I Soll~ltation 

Main 

Items 

Currency 

SynOPSIS 

Package 

Vendor 

Message Center 

Evaluation Plan 

Solicitation Number SOL-527-09-000001 
Version BASE 

SF-1449 (412002) 

Additional Pages' (None) 

10. This Acquisition IS Unrestricted 

NAICS 561499 
Size Standard $6.50 

15 Deliver To System Calculate 

Pnnt Ship To WIIh Each Line (for multi only) 

Status' In Progress 

Stage. Solicitation 

NetVlew Off 

Number of Items' 1 
Total Amount $200,000.00 

Figure 30: Package 1 Cover Page Screen 

Steps Section User Action Guidance 

44. Package / Click the Edit toolbar button to make GLAAS displays the sections/blocks 
Cover changes to the sections/blocks of the from the Cover Page that may be 
Page Cover Page, edited. 

Refer to the Filling Out a Form user 
Click the printer tool bar button ( ) to guide for more information on how to 
open a new browser window and view work with Cover Pages in GLAAS. 
the Solicitation Cover Page as a PDF 
(not shown), 

45. Package / Click the Body link on the left-hand 
Cover menu to review the clauses in the 
Page Solicitation. 
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Solicitation Solicltabon Number SOL-527-09-000001 
Version BASE 

Staws In Progrm 
Stage Solicitation 

NetVlew OfF 

Number of Items 1 

Total Amount $200.000.00 

Main 

ttems 

Currency 

SynOpSIS 

Package 

;:., ,f ll.t,I)n to,1tty ..:.. I' 

Document Format USAID Washington Standard: ~ 

Cover Page 

BOOt 

View Selected Template(s): ~ 

a ause Grouping 100 not separate Reference from Fun Text ~ 

Attachments 
g Supporting Docs Section Menu Nome Section Thle 

Form 
Supplies Supplies or ServicesIPrices 
Description Description/Specifications 
Packaging Packaging and Marking 
Inspection Inspection and Acceptance 
Dehveries Deliyeries or Performance 
Contract Admin Contract Administration Data 
SpeCial Reqmts Special Contract RegUlrements 
Clauses contract Clauses 
Attachments List ofPocuments Exhibits and Other Attachments 

Vendor 

Message Center 

EvaluatIOn Pia, 

AnalysIs 

Protests 

Valldabons 

Route History 

Staws History 

Nobficabons 

Ownership 

NaVigator 

A 
B 
C 
o 
E 
F 
G 
H 
I 
J 
K 
L 
M 

RepS/Cens Representations Certifications and Other Statements of Bidders 
Instructions Instructions Conditions and Notices to Bidders 
Evaluation Evaluation Factors for Award 

Retum to Home 

Figure 31: Package I Body Screen 

Steps Section User Action Guidance 

46. Package I GLAAS shows the clause sections that The Working with Clauses user guide 
Body will be included in the Solicitation from shows you how to add, change, and 

the Clause Template. remove clauses from a GLAAS 
Solicitation or Award. 

You can add, change, or remove 
clauses if necessary. Click on the You must add FAR clauses first, and 
Section Title of a section to drill down then add AI DAR clauses. 
into the clauses for each section (not 

AIDAR templates always display shown). 
"AI DAR" in the template name. 

You can add another Clause Template 
by clicking the Load Template toolbar 
button (not shown). 

47. Package I Click the Generate toolbar button when GLAAS generates a modifiable Rich 
Body the clauses are complete. Text Format (.rtf) document that 

includes all of the clauses for your 
Solicitation (not shown). 
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Solicitation son citation Number SOL-527-09-000001 

Version BASE 
Status In Progress 
Stage SoheilaliOll 

NetVlew Off 

Number of ~ems 1 

Total Amount $200.000.00 

Main 

Items 

Currency 

SynOPSIS 
Seled Sub!... Required Approved An.dlmen! Numb., Looked lie .m. ..Ion 

a BODY No No SOL-527-Q9-000001 rtf SE 

Vendor 

Message Center 

Evaluation Plan 

Analysis 

Protests 

Validations 

Route History 

Status History 

Nollficabons 

Ownership 

NaVIgator 

Return to Home 

Document Format USAID Washington Standard. ~ 

View Selected Template(s)' ~ 
Clause Grouping. 100 not sepa-ra-te-=R'-ef::-e-re-nc-e-:-fr-om-=Fu""'II-=Te- xt--'· 

So .. lon SoCllo" TWo 
A Solicitatioo/Contract Form 
B Supplies or SelYices/Prjces 
C pescription/Specifications 
D PackagjOQ and Mar1<ing 
E Inspection and Acceptance 
F Dehvenes or performance 
G Contract Administration Data 
H SpeCial Contract Requirements 
I Contract Clauses 
J List of Documents Exhibits and Other Attachments 
K Representations Certificabons and Other Statements of Bidders 
L Instrycbons Condlbons and Notices 10 Bidders 
M Evaluation Factors for Award 

Figure 32: Package I Body Screen 

Steps Section User Action 

48. Package I Modify the Solicitation document by 
Body clicking the Check Out toolbar button 

to check the document out of GLAAS, 
and then clicking the Check In toolbar 
button to upload it back into GLAAS 
after you have made changes (not 
shown). 

49. Package I Click the Attachments link on the 
Body left-hand menu. 

Guidance 

Checking documents in and out of GLAAS 
prevents multiple people from editing the 
same document at the same time. 

When checking a document back in, the 
file name must be the same as when it 
was checked out. 

You can click the ".rtf' link under File 
Name to view the Solicitation document, 
but any changes you make will not be 
saved in GLAAS. You must Check Out 
and Check In to make edits to the 
document. 

The Working with Clauses user guide 
shows you how to Check Out and Check 
In documents. 
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Solicitation 

Main 

items 

Currency 

SynOpSIS 

Package 

Cover Page 
OSody 

Attachments 

o Supporting Docs 

Solicitation Number: SOL-S27-09-000001 

Version' BASE 

Status In Progress 

Stage Solicitation 
NetView Off 

Number of Items 1 
Total Amount $200,000.00 

Documents listed here will be included as part of the package sent to vendors. 

Select Subject Required Approved Attachment Number Locked File Name Exception Version 

Figure 33: Package 1 Attachments Screen 

Steps Section User Action Guidance 

50. 

51. Package I Click the Add or Library toolbar button Any attachments from the Requisition 
Attachments to add an attachment to the Solicitation will be pulled into the Solicitation. 

package (not shown). 
The Attachments screen contains 

Modify an existing attachment by documents for external use that may 
clicking the Check Out toolbar button be sent to the vendor. Example: 
to check the document out of GLAAS, "Statement of Work." 
and then clicking the Check In toolbar 

When checking a document back in, button to upload it back into GLAAS 
after you have made changes (not the file name must be the same as 

shown). when it was checked out. 

The Adding Attachments and 
Supporting Documentation user guide 
explains how to add files to your 
GLAAS documents in more detail. 

Once a document is added here, you 
can use the Convert toolbar button to 
move the document from 
Attachments to Supporting Docs. 

52. Package I Click the Supporting Docs link on the 
Attachments left-hand menu. 
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~s 
Sol/citation Solicitation Number SOL-527-09-000001 

Version BASE 
Status In Progress 
Stage Solicitation 

NetVlew Off 

Number of Items 1 
Total Amount $200,000.00 

Main 

Items 

Currency 

SynopsIs 

o Package 

I 0 Supporting Docs' 

Vendor 

Message Center 

,., 

r 

Subject Requhed Approved 

Statement of Work No No 
Classified Information Nondisc No No 
CTO Letter for Contracts (Acqu No No 
Cost Analysis No No 

Figure 34: Package I Supporting Docs Screen 

Steps Section User Action 

53. Package I Click the Add File or Library toolbar 
Supporting button to add a supporting document 
Docs to the Solicitation package. 

Modify an existing document by 
clicking the Check Out tool bar button 
to check the document out of GLAAS. 

Locked File Hilme Velslon 

~t§I!2!Il~ot Qt WO(];gQ!;; BASE 
s(312 pgf BASE 
CTOI!2trec ACQ(I.-1) QQ!: BASE 
I:Q51 Ma~is .doc BASE 

Guidance 

Any supporting documents from the 
Requisition will be pulled into the 
Solicitation. 

The Supporting Docs screen contains 
documents for internal use that will not 
be sent to the vendor. Example: "Cost 

and then clicking the Check In toolbar Analysis." 
button to upload it back into GLAAS 

When checking a document back in. the after you have made changes (not 
shown). file name must be the same as when it 

was checked out. 

The Adding Attachments and Supporting 
Documentation user guide explains how 
to add files to your GLAAS documents in 
more detail. 

To allow only users with "Full Access" to 
view supporting documents. click the 
Detail toolbar button and then check the 
Confidential box (not shown). 

Once a document is added here. you can 
use the Convert toolbar button to move 
the document from Supporting Docs to 
Attachments. 
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~s 
I Solicitation 

Main 

Solicitation Number: SOL-S27-09-000001 

Version. BASE 
Status In Progress 

Stage. Solicitation 

NetVlew Off 

Number of Items: 1 
Total Amount $200,000.00 

Items 

Currency 

SynOpSIS 

o Package 

o Supporting Docs 

Vendor 

Message Center 

Evaluati on Pia 

AnalysIs 

Protests 

No errors Found 

Figure 35: Validations Screen 

Steps Section User Action 

54. Package / Click the Validations link on the left-
Supporting hand menu (not shown). 
Docs 

55. Validations Correct the errors or warnings and then 
click the Validations link again to re-
validate the Solicitation (not shown). 

56. Validations Click the Route History link on the left-
hand menu. 

Guidance 

Refer to the Creating a Vendor List 
and Vendor Responses user guide 
for more information on how to use 
the Vendor link. 

USAID is not currently using the 
following links: 

• Evaluation Plan 

• Analysis 

Evaluations of Solicitations will 
continue to be handled outside of 
GLAAS and the results will be 
uploaded to GLAAS as a supporting 
document. 

The Validations screen appears 
with a list of Error Messages and/or 
Warning Messages. 

Error Messages must be corrected 
to continue. 

Warning Messages should be 
corrected before continuing, but the 
system will not require it. 
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~s 
Solicitation SOlicitation Number SOL-527-09-000001 

Version BASE 
Status. In Progress 
Stage Solicitation 

NetVlew Off 

Number of Items 1 
Total Amount S200,OOO.OO 

Main 

Items 

Currency 

SynopsIs 

II Package 

ROllte Role To In Date Ollt Date Comments St"tllS Version Phone Site ROlltlng Symbol 

II Supporting Docs 

Vendor 

Message Center 

Evaluation Plan 

AnalysIs 

Protests 

Validations 

Status HlstolY 

Figure 36: Route History Screen 

Steps Section User Action 

57. Route History Click the Route toolbar button to begin 
the routing process (not shown). 

58. Route History The Solicitation has been routed for 
review and approval. 

59. Route History Click the Return To Home link on the 
left-hand menu (not shown). 

Guidance 

The Route tool bar button allows the 
user to forward documents to other 
GLAAS users for review and 
approval. 

You can create routing list templates 
in My Profile. 

Refer to the Routing a Document 
user guide for further instructions. 

Once the Solicitation is approved and 
released in GLAAS by the CO, the 
A&A Specialist needs to log into 
FedBizOpps and post it. 
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GLAAS 102 USER GUIDE: 

AMENDING A SOLICITATION 
PURPOSE: 
This user guide will show you how to amend a Solicitation and will define all required fields. 

BEFORE STARTING: 
1. In order to amend a Solicitation, you must be a Contracting Officer. 

2. You should have a Solicitation with the status of "Released." 

IlIbo)( 

Documents 
Create 

I Open I 
Synopsis 

Tools 
RegulatIon Research 

Rlpons 
Standard 

Federal ReponIng 
FPDS 

Contract· AlO-LPA-C-Q9.i11J32 
Ccmpe/il .. ConI_I lor P.r1~nt:. Monage"",nt 5_. 
SolicitatlDn: SOL-lPMBmOJ; 
Ccmpe/~Ne ConI,",1 lor Per1onn.nt:O M,_m.nt S.rviee. 

SolieR.IiDn: SOL-527.Q9.(](DDl 
WATER TREA TMENT PLAIIT 

MillStona Plan' M5-TRN-09-USRGDOl 

SoIlellltlon: SOL·O".a.oe.mms 
MIGRA TED UNE ITEM 

Contract· AlO-LPA-1-IJ9.m[)()4 

Ouic~ Inl 

Cantral Contractor Registration 
F.daral8usin8GS 0PP0r1unltle. 

GlAS lnformatlonal W,bslte 
GlAS Reports 
GSA Advantagel 
GSA Oabormenl 
OFIJ£ r.".rislLJ.t 
Compus •• n:h 

Figure I: Welcome Screen 

Steps Section User Action Guidance 

1. GLAAS Sign Log on to GLAAS (not shown). 
On 

2. Welcome Click the Open link on the Access 
Panel to search for a Solicitation, and 
then go to Step 3. 

OR 

Click a Document link under Recent 
Documents, and then go to Step 4. 
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Search Type 

IBasic 3 
Select From 
I All Soli citations 3 
Search 

I SOL-LPA-08-000006 

line Items Issue Date Buyer 

y 1210312008 Nickens-Gamer, Gabnelle 

Page 1 of 1 (1 results found) 

Figure 2: Document Selection Screen 

Steps Section User Action Guidance 

3. Document Complete the following fields: Select From will default to "My 
Selection Solicitations." Change this to "All 

• Document Type: Select Solicitations" when searching for 
"Solicitation." solicitations created by others. 

• Select From: Select "All When searching, you can use the 
Solicitations. " percent sign (%) as a wildcard 

• Search: Defaults to "Solicitation character to search for a partial 

Number." number or name. 

• For: Enter the Solicitation Clear the Site field when searching for 

number. a document or a user (not shown). 

4. Document Click the Search tool bar button. 
Selection 

5. Document Click the Solicitation Number link. 
Selection 
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~s 
Solicitation 

Main 

I General 

Additional Info 
Text 
Summary 

Items 

Currency 

SynopsIs 

o Package 

Supporting Docs 

Vendor 

Message Center 

EvaluatIOn Plan 

Solicitation Number SOL-LPA-08-000006 

Version ISASE-Releasedi] 

Stage: Award 

NetView Off 

Owner Gabrielle Nickens-Gamer 

Number of Vendors Solicited: 1 
Number of Vendors Responded. 1 

RequiSitIOn Number. (None) 
Date Issued 12/0312008 

Type of SoliCitati on: 5 - RFP 
SoliCitation Procedure(FPDS)' Negotiated Proposal/Quote 

Anticipated Type of Contract(FPDS): Cost 
Depository (None) 

NAICS Code' 561499 

Size Standard $6.50 

Number of Items 2 

Total Amount $1,090,000.00 

Figure 3: Main I General Screen 

Steps Section User Action Guidance 

6. Main I Select the Amend tool bar button. The Solicitation must be in a 
General "Released" status in order for the 

Amend button to appear. 

Amendment Number: 000001 

I Create I Cancel 

Figure 4: Create Amendment Screen 

Steps Section User Action Guidance 

7. Create Click the Create button. The Amendment Number is 
Amendment automatically generated. Do not 

modify. 
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Solicitation 

Main 

General I 
Additional Info 
Text 
C angeText 
SummalY 

Items I 
Currency 

SynOPSIS 

Package 

Supporllng Docs 

Vendor 

Message Center 

Evaluabon Plan 

AnalysiS 

Protests 

Vahdabons 

Solicltabon Number SOL-LPA-08-000006 

Version' II 000001-ln Progress .. 

Stage .Amended Solicitalion 

I NetView On I 

Owner. Sample Negotiator 
Requisition Number. (None) 

MAS Number. (None) 

Date Issued: ,r.'R2J::-:0=:3:':::/2""00=:S'-- Ii; 

Type of Solicitation: 5 - RFP 
~~~~---~~~--" Solicitabon Procedure: Negotiated ProposaVQuote 

Anticipated Type of Contract Icost 

Depository: I 0 
NAICS Code: 561499 .1 

Size Standard: $6.50 
Buyer. r:::G-=GA7:R::'CN-:::E==R-----.J 

Contracting Officer. ICONTRACTINGOFFICER20 

Admin Office: [LPA Edltl.J 

Number of Items 2 

Total Amount $1.090.000.00 

Figure 5: Main I General Screen 

Steps Section User Action Guidance 

a. Main! All Main level fields are now editable The Version dropdown list on the 
General and can be updated. top of the Main I General screen 

allows you to toggle between the 
"Released" and amended "In 
Progress" versions of the document. 

Use the left-hand menu to navigate 
through the document. 

9. Main! Click the Items link on the left-hand 
General menu. 
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Solicitation 

Main 

' Items 
Currency 

Synopsis 

Package 

Supporting Docs 

Vendor 

Message Center 

Evaluabon Plan 

Figure 6: Items Screen 

Steps Section 

10. Items 

11/2009 

Number of ttems 2 
Vers,on 000001 Total Amount SI.090.000 00 

NetV,ew On 

Opdon 
Irlln St"fll . Ou. nllty Amount Vel' Ion Action 

nom "'1.. $1.000.000 00 BASE AIU 
hem Acl,.. $00.000.00 BASE Add 

User Action Guidance 

Click the Item number link to update an Refer to the Creating a Solicitation 
existing item on an Amended Solicitation, user guide for additional detailed 
or to add a new item, simply select the Add steps. 
toolbar button. 
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Solicitation 

I General 

AdditJonallnfo 

Ship To I Acct 

Text 

Summary 

Validations 

Retum 

Solicitation Number. SOL-LPA-08-000006 Item Number 0001 

Item Number I Sub Item Number. I Go To 

Item Number 0001 

Sub Item Number 
Sequence for Sub Number 

User Product Code (None) 

Requisition Number (None) 

Bid Sample Quantity. 
FOB Destination 

Ongln City: 
Ongln State. 

Product Service Code. R40S 

of 2 

--~================-=====~~ 

Figure 7: Items I General Screen 

Steps Section User Action Guidance 

11. Items I Click the Modify toolbar button to amend When you first open an existing line 
General the line item. item, you are viewing a Read-Only 

version of the line item. 

The Not on current amendment 
statement indicates that the existing 
line item is not yet in the Amended 
Solicitation. 
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Solicitation 

I General 

Additional Info 

Ship To I Acct 

Text 

Summary 

Return 

Solicitation Number: SOL-LPA-08-000006 

Item Number: I Sub Item Number I 

Item Number: 11 
Sub Item Number. r'1 ---

Sequence for Sub Number. I 
User Product Code: 

Requisition Number. (None) 

Item Number 0001 

GoTo I 

Bid Sample Quantity. jr-----

FOB: IDestination i] 

Origin City. 

Origin State: r-
Product Service Code: =IR-40-,S----

of 2 

Figure 8: Items I General Screen 

Steps Section User Action Guidance 

12. Items I Update the fields that need to be changed. All fields are now editable and can 
General be updated on this item. 

If you are going to increase or 
decrease the amount, make sure to 
enter the new total amount on the 
Items I General, Items I Ship To 
and Items I Accounting screens 
(not shown). 

13. Items I Click the Return link on the left-hand 
General menu. 
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Solicitation 

MaIO 

lems 
Currency 

SynOPSIS 

Package 

Suppol1lng Docs 

Vendor 

Message Center 

Evaluation Plan 

.J 11 ,11'I'11'· l)f'''I . I"l-ll 

SollotaDon Number SOL-LPA-08-0oo006 
Version 000001 

It. tn Otterlpllon 
!IIIIl. Sobri" 
IlIIZ Tmel Elpon ••• 

---
Figure 9: Items Screen 

Steps Section User Action 

Status r.. Pro ...... 
Stage Amended SolicilalJoD 

NetVlew 00 

14. Items Click the Main link on the left-hand 
menu. 

Number of lems 2 
Total Amount £1.090.00000 

Option 
Item Stllttrs 

Guidance 

IltmAcI;" 
hemAtIn 

Having returned to the Items screen, 
you can review which items were 
edited and on which version of the 
document. 

11/2009 GLAAS 102 USER GUIDE: AMENDING A SOLICITATION 8 OF 13 



Solicitation 

Main 

General 
Additional Info 
Text 

Change Text I 
Summary 

Items 

Currency 

SynopsIs 

Package 

Supporting Docs 

Vendor 

Message Center 

SoliCitation Number SOL-LPA-08-000006 

Version· !000001-ln Progress ::J 

Ch.iJhjt: i.-.: ~ 

! Header l item Text ::J 

LIST OF CHANGES: 
CHANGES FOR LINE ITEM NUMBER: 1 

Stage Amended Solicitation 

NetVlew. On 

Start Date changed from 3D-OCT-08 to 29-MA Y-09 
End Date changed from 31-DEC-08 to 31-DEC-09 

CHANGES FOR DELIVERY LOCATION: WASHINGTON SHIP-TO 
Days after award changed from 1 to 15 

Number of Items 2 

Total Amount SI.090.000.00 

Figure I 0: Main I Change Text Screen 

Steps Section User Action Guidance 

15. Main! Click the Change Text link on the left-hand Change Text is only available on 
General menu to display the Main / Change Text Amended Solicitations. 

screen. 

16. Main! Click the Generate toolbar button. GLAAS tracks all the changes made 
Change in the amended version. 
Text If you have changed the clauses in the 

Package/Body, select the Header /Item The text that is generated can be 
Text dropdown list and select "Clause Text." edited. It will print on the schedule of 

the Solicitation. 

17. Main! Click the Validations link on the left-hand 
Change menu to validate this Solicitation (not shown). 
Text 
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Solicitation Number of Items' 1 Soli citation Number SOL-S27-09-000001 
Version. BASE 

Status In Progress 
Stage Solicitation 

NetView Off 

Total Amount $200,000.00 

Main 

Items 

Currency 

Synopsis 

Package There is no form associated with this Solicitation. 

Cover Page Choose Change Form to associate a form. 

Body 
Attachments 

o Supporting Docs 

Vendor 

Figure I I: Package I Cover Page Screen 

Steps Section User Action 

18. Package Click the Change Form toolbar button. 
I Cover 
Page 

Forrn :::eledlon 

Search: I Form 3 For: II 
Results per page: f'103 
Form Oescription 

SF 1442 Solicitation 1 Award (Construction) 
SF 1447 Solicitation 1 Contract 
SF 1449(4/2002) Solicitation 1 Order (Commercial) (4/02) 

Request for Quotations 

Amendment Of Solicitation 
Solicitation Schedule A Only 

Figure 12: Form Selection Screen 

Steps Section User Action 

19. Package I Click the Form link to select a Cover 
Cover Page. 
Page 

Guidance 

I Display I Cancel I 

Guidance 
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Solicitation 

Main 

Items 

Currency 

Synopsis 

Package 

CoverPege 

Body 
Attachments 

Supporting Docs 

Vendor 

Message Center 

Evaluabon Plan 

AnalysIs 

SO'lcitation Number SOL-LPA-OB-000006 
Version. 000001 

SF-30 

Additional Pages (None) 
Date Signed' (None) 

5 Project No (If applicable). (None) 

Status' In Progress 
Stage Amended Solicitation 

NetVlew On 

11 The above numbered solicltaOon IS amended as set forth In Item 14 

The hour and date specified for receipt of offers is elC1ended. 

Number of Items 2 
Total Amount 1».090.000.00 

Offers must acknowledge receipt of this amendment prior to the hour and date specified in the solicitation or as 
methods: (a) By compleMg Items 8 and 15. and returning 3 copies of the amendmen~ (b) By acknowledging ree 
the offer submitted: or (e) By separate letter or telegram which indudes a reference to the solieltanon and amen. 

Figure 13: Package I Cover Page Screen 

Steps Section User Action Guidance 

20. Package / Click the Edit toolbar button to make GLAAS displays the sections/blocks 
Cover changes to the sections/blocks of the from the Cover Page that may be 
Page Cover Page. edited. 

Refer to the Filling Out a Form user 
Click the printer toolbar button ( ) to guide for more information on how to 
open a new browser window and view work with Cover Pages in GLAAS. 
the amended Solicitation Cover Page 
as a PDF (not shown). If you selected the "SF-30" for this 

amended Solicitation and changed the 
Response Due Date on the Main I 
General screen, you will have to Edit 
this form to reflect that change in Block 
11. 

21. Package / Click the Validations link on the left-
Cover hand menu (not shown). 
Page 
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~s 
Solicitation 

Main 

Items 

Currency 

SynOPSIS 

Package 

SuppOrting Docs 

Vendor 

Message Center 

Evaluation Plan 

AnalysIs 

Protests 

I Validanons 

I ~oute R,st0!l: 
I 
I 

Solicitation Number. SOL-LPA-08-000006 

Version 000001 

No Errors Found 

Status In Progress 
Stage Amended Solicitation 

NetView On 

Number of Items 2 
Total Amount $1,090,000.00 

Figure 14: Validations Screen 

Steps Section User Action Guidance 

22. Validations Correct the errors or warnings and The Validations screen appears with a 
then click the Validations link again to list of Error Messages and/or Warning 
re-validate the Solicitation (not Messages. 
shown). 

Error Messages must be corrected to 
continue. 

Warning Messages should be corrected 
before continuing, but the system will not 
require it. 

If you did not fill in the Phoenix funding 
information in the Accounting 
Information sections you will receive 
error messages about these missing 
values. 

If there are no GLAAS error messages, 
the system will prompt you to validate in 
Phoenix. If you are not approving the 
document and committing funds, click 
the No button (not shown). 

23. Validations Click the Route History link on the 
left-hand menu. 
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Solicitation Solici tation Number SOL-LPA-08-000006 
Version 000001 

Status In Progress 

Stage Amended SoliC1lalion 
NetVlew On 

Number of Items 2 

Tota Amount S1,090,OOO.00 
Main 

Items 

Currency 

SynOPSIS 

Package 

Supporting Docs 

Vendor 

Message Center 

Evaluan on Plan 

AnalysIs 

Protests 

Va IdaMns 

I Route History 

Status History 

ROII.e Role 
(None) 
(None) 

To In O •• e 

Gabnelle Nickens-Gamer 
Gabrielle Nickens-Gamer 

Ou.Oa.o Comments 

12103/200803:23 PM N 
1210312008 03 23 PM Y 

S.a.us VOIslolI 

Approved BASE 
Originator BASE 

Phon. SI1. 

USAlDfTRAINING 
USAIDfTRAlNING 

Figure 15: Route History Screen 

Steps Section User Action Guidance 

24, Route Click the Route toolbar button to begin The Route tool bar button allows the 
History the routing process (not shown). user to forward documents to other 

GLAAS users for review and 
approval. 

You can create routing list templates 
in My Profile. 

Refer to the Routing a Document user 
guide for further instructions. 

25. Route Click the Return to Home link on the 
History left-hand menu (not shown). 
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GLAAS 102: 
Creating a Solicitation 

November 2009 

Creating a Solicitation Objectives 

• At the end of this topic, you will know how to: 
- Create a Solicitation from a Requisition 

- Add contract clauses and solicitation package 
documentation 

- Post the Solicitation to FedBizOpps 

- Route the Solicitation 

- Amend a released Solicitation 
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Creating a Solicitation Process 

• A Solicitation is created from a Requisition 

• The A&A Specialist routes the document to the 
Contracting Officer for review 

• The Contracting Officer will be able to open the 
Solicitation to edit, approve, and release in GLAAS 

• The A&A Specialist will post the released Solicitation 
to FedBizOpps 

11/2009 GLAAS 102: Creating a Solicitation 

Creating Solicitations Roles & 
ResQonsibilities 

• The A&A Specialist -
- Creates a Solicitation 
- Sends the synopsis to FedBizOpps 
- Generates contract documentation 
- Enters vendor bids 
- Posts the Solicitation on FedBizOpps after CO 

approval 

• The Contracting Officer -
- Approves and releases the Solicitation in GLAAS 

• The Technical Panel-
- Evaluates the bids 

11/2009 GLAAS 102: Creating a Solicitation 
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Total Estimated Cost vs. Commitment 
Amount 

• You will have to upward adjust the line item and Ship To 
amounts based on the CLIN Estimated Amount 

- - - -, 

Requisition 

Committed: $50 

Solicitation 
TEC:$100 

Committed: $50 

I Line Item $50 1-------t>I Line Item $100 

I Ship To $50, Ship To $100 

I Accounting $50 . L Accounting $50 

I ~_~_-_--------------~----------------~--~ 
1112009 GLAAS 102: Creating a Solicitation 

Approving Solicitations 

• All Solicitations require a Contracting Officer to be the 
last reviewer on the route list 

• For Solicitations more than $100,000, but less than 
$10 million, an OSOBU Advisor and a CO are required 
to approve the document (AIOIW only) 

• For Solicitations more than $10 million, the Contract 
Review Board, the OSOBU Advisor and CO are all 
required to approve the document 

• Missions may establish additional policies for routing 
and approving Solicitations 

• Solicitations must be released in GLAAS and posted 
separately to FedBizOpps 

1112009 GLAAS 102: Creating a Solicitation 
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GLAAS 102 USER GUIDE: 

CREATING A SOLICITATION 
FROM A REQUISITION 
PURPOSE: 
This user guide will show you the steps you must complete in order to create a Solicitation from 
a Requisition. 

BEFORE STARTING: 
1. In order to create a Solicitation from a Requisition, you must be an A&A Specialist or 

Contracting Officer. 

2. A Requisition must have been created, approved and released. 

3. You should have created a Milestone Plan and associated it to the Requisition for this 
action. 
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rnbo. 

Ootnments 
I Ceeale I 

Open 
SynopsIs 

Tool. 
Regulallon Researth 

RepollS 
Standard 

Federal Reponing 
FPDS 

Thll. alt 3 IInrud mossagH In YOIII Inbox. 
Cick here 10 >iew 

Recont Dcumen $ 

Sotic~ation. SOL·OAA(8.(JXXl25 
MIGRATED UNE ITEM 

Conlrect AIl).LPA-J.al.!IDl4 

Figure I: Welcome Screen 

Steps Section User Action 

1. GLAAS Sign Log on to GLAAS (not shown). 
On 

2. Welcome Click the Create link on the Access 
Panel . 

Quick Llnf s 

Central Contredor Regislration 
Federal Business Opportun~ies 

G!AS Informational Webs~e 
G!AS Reports 
GSA Advanlagel 
GSA Debarment 
OFAC Terrorisl Usl 
Compuse.rth 

Guidance 
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Document Type 

ISolicitation ~ I 

Create From 

I Requisition 3 
Solicitation Numbering Masks 

USAIDlPeru- Solicitation (SOL-S27-@#) 

Section Template 

I Select New ·1 

I Continue I Cancel 

Figure 2: Document Create Screen 

Steps Section User Action Guidance 

3. Document Complete the following fields: You will create a Solicitation 
Create from a Requisition. 

• Document Type: Select "Solicitation." 

Create From: Select "Requisition." 
Choosing "Select New" in the 

• Section Template field tells 

• Solicitation Numbering Masks: Select GLAAS to show you a list of 

a Numbering Mask. Clause Templates. You pick 
and choose Clause Templates 

• Section Template: Choose "Select to create the Body of the 
New" to load a clause template now or Solicitation. 
select "None" to add a template later. 

You will not be prompted here 
to pick a Clause Template if you 
choose "None." Clause 
templates can be selected at 
any time in the Package Body. 

4. Document Click the Continue button. 
Create 
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Search Criteria 

Site ..::1 

Include Related Sites: r 

Requisitioner -
SREQUESTOR 

Requisition Date Range 

Start Datel 
End Date r-I -----

Select Line Items Requisition Number Requisition Date Requlsltloner Buyer 

y REQ..527-09-001241 04/13/2009 Sample Requestor CONTRACTINGOFFICER20 

Page 1 of 1 (1 results found) 

Figure 3: Create Solicitations from Requisition Screen 

Steps Section User Action Guidance 

5. Create Search for a Requisition using one or Only Requisitions with a status of 
Solicitations more of the following fields: "Released" will appear in this search 
from screen. 
Requisition • Requisition Number 

When searching, you can use the 
• Requisitioner percent sign (%) as a wildcard 

• Buyer character to search for a partial number 
or name. 

Click the Display toolbar button. 
The Requisitioner field refers to the 
Requestor. 

Clear the Site field when searching for 
a document or a user. 
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D ISpl("JI/ HI C!8 ~~'::Irctl Cilt.}il("1 
- _._--Search Criteria 

Sol.ct lin. h. m. Requlshlol1 Numb.. Requhhion Oat. R.qultlllone, Buy •• Requisition Number 
Ireq-527.09-001241 m RE0-527·09-001241 04/13/2009 Sample Requestor CONTRACTINGOFFICER20 CONTRACTINGOFRCER20 

Site .,;l 
1 
Include Related Sites: r 

Requlsltioner 
ISREQUESTOR 

Buyer _I 
itONTRACTINGOFFICER2 

Requisition Date Range 

Start Datel 

End Date 

Sort by 
Requisition Number ::I 
Max Results 

11oo .:J 
Results per Page 

f53 

Page 1 of 1 (1 resutts found) 

S.llct Ito In Humba. O •• cripdon P,odud Unit 01l01n1l1)' Amount o 0001 WATER TREATMENT $200.00000 

~ctAU ~~1 

Figure 4: Create Solicitations from Requisition Screen 

Steps Section User Action Guidance 

6. Create Click the Y in the Select Line Items A list of Requisition line items will 
Solicitations column to select a Requisition. appear at the bottom of the screen. 
from 
Requisition 

7. Create Check the box in the Select column for 
Solicitations each line item you want to pull into the 
from Contract from the Requisition. 
Requisition 

Click the Create button. 
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Site: r Include Related Sites ~ Include Public 

Max Results: / 100 :::J Results per Page: f53 
Clause Templale Harne SIIe 

~~T~~~~~~~~~~~~~l;l.!I.l!:lY!.l:!lli&b!~ Public 
COST REIMBURSEMENT SERViCES Publi c 
COST REIMBURSEMENT SERVICES-AIPAR Public 
COST REIMBURSEMENT SUPPLY Public 
COST REIMBURSEMENT SUpPLY-AIDAR Public 

Prev N~ Page 3 of 9 (42 results found) 

Include Section Humber Section nIle 

r A Solicitation/Contract Form 

r B Supplies or Services/Prices 

r C Description/Specifications 

r D Packaging and Marking 

r E Inspection and Acceptance 

r F Deliveries or Performance 

Figure 5: Clause Template Selection Screen 

Steps Section User Action 

8. Clause Search for a Clause Template by 
Template Template Name. 
Selection 

Click the Display button. 

Select a Clause Template Name link to 
display a list of clause sections in the 
lower section of the screen. 

Section Type 

Solicitation/Contract Form 

Supplies or Services and Prices 

Statement of Work 

Packaging and Marking 

Inspection and Accej!)tance 

Deliveries or Performance 

Guidance 

Clause Templates include the basic 
FAR and AIDAR clauses you need for a 
Contract. 

You must add the FAR clauses first; 
you will add the AIDAR clauses later. 
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II 
Template Name: 1 ~~~ Cancel 1 

Slte- IUSAIDIPERU .J r Include Related Sites i;1 Indude Public 

Max Results: 1100 ::oJ Results per Page: f53 
CI.u ... Tl mpl.lt N.me She 
COST REIMBURSEMENT RESEARCH ANP PEVELOPMENT-AIPAR Public 
COST REIM3URSEMENT SERVICES Pubfic 
COST REIMBURSEMENT SERVICES-AIPAR PubliC 
COST REIMBURSEMENT SUPPLY Public 
COST REIMBURSEMENT SUPPL Y-AIDAR PubliC 
PISMANTLING pEMOLmON OR REMOVAL OF IMPROVEMENTS Public 
DISMANTLING DEMOLmON OR REMOVAL OF IMPROVEMENTS-AIPAR Public 
FACILmES Public 
FACILmES-AlpAR Pubhc 
FIXED PRICE CONSTRUCTION Public 

NelCI J Page 1 of 5 (42 results found) 

B 
C 
o 
E 
F 
G 
H 

Supplies or SemcesiPnces 

DescnptionlSpecificanons 

Packaging and Marking 

Inspecn on and Acceptance 

Dehvenes or Performance 

Contract Administration Data 

SpeCial Contract ReqUirements 

Contract Clauses 

List of Documents. Exhibits and Other Attachments 

Supphes or Services and Pnces 

Statement of Wor!< 

Packaging and Marking 

Inspection and Acceptance 

Delivenes or Performance 

Contract Administration Data 

Special Contract ReqUirements 

Contract Clauses 

List of Documents. Exhibits and Other Attachments 

r 
r 
r 
r 
r 
r 
r 
r 
r 
r 
r 

J 
K 

L 
Representations. CertifiCations. and Other Statements of Bidders Representations. Cernfications. and Other Statements of Bidders 

Instrucnons.Condlbons. and Notices to Bidders instructions. Condinons. and Nontes to Bidders 
,...-L~_-A4-___ --.Evaluation Factors for Award Evaluation Cnteria 

Figure 6: Clause Template Selection Screen 

Steps Section User Action Guidance 

9. Clause Click the Select All button to include aU The Working with Clauses user guide 
Template of the clause sections in your shows you how to add, change and 
Selection Solicitation. remove clauses from a GlAAS 

Solicitation or Award. 
OR 

Check or uncheck the boxes to select 
clause sections one at a time. 

10. Clause Click the Continue button to pull the 
Template clauses into your Solicitation. 
Selection 
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I~ SohcltaOon Number. 501-527-09-000001 Stage 5oticitation Number of ttems 1 

Version' I SASE-In Progress::1 Net View Off Total Amount $200.00000 
Mam 

General 

Additional Info 
Text 
Summary 

Items 

Currency 

SynOPSIS 

Package 

g SuppOrting Docs 

Vendor 

Message Center 

Evaluation Plan 

Analysis 

Protests 

Validations 

Route History 

Status History 

Owner. Sample Negobator 
Requisition Number. RE0-527-09-001241 

MAS Number. (None) 

Date Issued: 10412012009 " 

Depository: I 
NAICS Code: 561499 -:d 

Size Standard: $6.50 
Suyer. "'IN=EG::-:O=::n=-=A':'TO=-=R=-=1 .J 

Contracting Officer. ~ONTRACnNGOFFICER20 

Admin Office: IPERU 
-:d 

~-:d 
Etlil '" 

Figure 7: Main I General Screen 

Steps Section User Action 

11. Main! Complete the following Required (R) and!or 
General Optional (0) fields: 

Date Issued: Enter the date the 
Solicitation will be issued. 

Type of Solicitation: Select the type of 
Solicitation being created. 

Solicitation Procedure: Select the 
submission procedure for the 
Solicitation. 

Anticipated Type of Contract: Select 
the type of contract to be awarded. 

NAICS Code: Click the lookup button 

( ·~S to select the appropriate code. 

Buyer: Select the User 10 of the 
appropriate A&A Specialist. 

Contracting Officer: Select the User 10 
of the Contracting Officer. 

Admin Office: Select the code for the 
COTR's office. 

Issuing Office: Select the code for the 
contracting office. 

Guidance 

GLAAS will auto-populate 
several fields based on 
information entered in the 

R Requisition and system defaults. 
You may edit these fields as 

R needed or required. 

Click the Edit button ( Edit I) to 
R modify how office addresses will 

appear on forms. 

USAIO is not currently using the 
R Depository field. 

R 

R 

R 

R 

R 

11/2009 GLAAS 102 USER GUIDE: CREATING A SOLICITATION FROM A REQUISITION 80F37 



I I Primary Product I SeMce Code: jU099 

SOB%' i 
HUB Zone % 

.JI 

Responses Due 
r=, o=-ate- : r:::'j05l2~012;;;:0;;;:09;==~ .... -::;-~ ~8 J 

TIme: [1 700 (USe 24 hour formal Example 2:30 pm = 1430) 

TIme Zone: iLT" r 
I coPies:~_ 

Synopsis 
Synopsized: .. 

Date: 1""'04""12=112=00 ..... 9 - .;; 

Transmitted Date: 10412112009 .;; 

Published Date: 10412112009 .;; 

Reason Not Synopsized: j .::. 

Figure 8: Main I General Screen 

Steps Section User Action 

12. Main/ Complete the following Required (R) and/or 
General Optional (0) fields: 

Primary Product/Service Code: Select 
an appropriate code from the list. 

SOB %: Type a whole number 1-100 
representing a preference calculation for 
SDB. 

HUB Zone %: Type a whole number 1-
100 representing a preference calculation 
for HUB Zone. 

Date: Enter the date the vendors must 
submit their Bids/Responses. 

Copies: Enter the number of 
Bid/Response copies to be received. 

Synopsized: Check this box if you plan to 
synopsize. 

Date: Enter the date on which the contract 
action was synopsized. 

Transmitted Date: Enter the date the 
action was sent to FBO to be published. 

Published Date: Enter the date the action 
was published by FBO. 

Reason Not Synopsized: Enter a reason 
if you do not synopsize the Solicitation. 

R 

0 

0 

R 

R 

RIO 

RIO 

RIO 

RIO 

RIO 

13. Main/ Click Additional Info link on the left-hand menu 
General (not shown). 

Guidance 

GLAAS will auto-populate 
several fields based on 
information entered in the 
Requisition and system 
defaults. You may edit these 
fields as needed or required. 

If this Solicitation does not 
need to be synopsized on 
FedBizOpps (FBO): 

• Leave the Synopsized 
checkbox unchecked. 

• Reason Not Synopsized 
is required if you do not 
synopsize the Solicitation. 
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Technical Point of Contact ICT020 . ~ 

Site: (USAIDn-RAINING .J 
Agreements Officer: r 

Period of Performance: r05/01/2009 

Is this an IT-related purchase 1: I No 3 
~ to r09/30/2009 ~ 8 

Potential Amount r-------
Suppli es or Servi ces: I :3 

Construction: INo :::1 
GWAC I GSA Purchase: r 

Figure 9: Main 1 Additional Info Screen 

Steps Section User Action 

14. Main I Complete the following Required (R) and/or 
Additional Optional (0) fields: 
Info 

Technical Point of Contact: Add or 
change the point of contact if 
necessary. 

Agreements Officer: Leave this field 
blank. 

Period of Performance: Add or 
change the effective and completion 
dates if necessary. 

Is this an IT -related purchase?: 
Select "Yes" if this is IT related. 

Guidance 

USAID is not currently using 
these fields: 

0 • Potential Amount 

• Supplies or Services: 
Leave field blank. 

N/A 
• Construction 

0 GWAC/GSA Services: Leave 
field unchecked. 

0 
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GDAFlag INO J 
Place of Performance -.J 
Authonzed Geographical Code 1'::"100=-=0-------------- -.J ~nited States of America 

SubcontractlSubgrant Plan Required IYES .J r es 

Performanced Based Contract/Results Oriented Grant INO .J No 

Acctg Penod 

Reporting Acctg Period 

IACtiOnrype 

.AwardTEC 

r.:-I D::-:K1-==~ ________ ___ ~J IDefinitiVe Contract (Compebbve) 

12604574 _ 

Figure 10: Main 1 Additional Info Screen 

Steps Section User Action Guidance 

14. Main/ Complete the following Required (R) and/or The lower portion of the 
cont. Additional Optional (0) fields: Additional Info screen 

Info contains USAID-specific "flex 
GOA Flag: Select "YES" if the Solicitation R fields." 
is a Global Development Alliance action. 

GLAAS will auto-populate 
Place of Performance: Enter the three- R several fields based on 
digit code indicating the country where information entered in the 
the work will be performed. Requisition and system 

Authorized Geographical Code: Enter R defaults. You may edit these 

the three-digit code indicating the country fields as needed or required. 

that is authorizing the work to be done. If you are manually entering 

Subcontract/Subgrant Plan Required: R 
values instead of using the 

Select "YES" if a subcontracting plan is lookup button ( " ), you must 
required. type the value exactly as it 

Performance Based Contract/Results R 
appears in the system and in 

Oriented Grant: Select "YES" if this will 
all uppercase letters. 

be a performance-based contract. If the award is incrementally 

Action Type: Enter the code that R 
funded, the Award TEC 
amount will be greater than 

identifies the type of procurement action. the committed amount. This 

Award TEC: The total estimated cost of R is the Requestor's way to 

the award is copied forward from the specify the award TEC and 

Requisition. an indicator for you to upward 
adjust the amount on the 
Solicitation. 

15. Additional Click the Text link on the left-hand menu (not 
Info shown). 
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Solicitation 

MaIO 

General 
Additional Info 

Summary 

Currency 

SynOPSIS 

Package 

II Suppo ng Docs 

Vendor 

Message Center 

Evaluat on Plan 

Analysis 

Protests 

Valldabons 

Solicitation Number SOL-527-09-000001 

Version I BASE-In Progress 3 
Stage Solicila!ion 

NetVlew Off 

Number of Items I 

Total Amount $200.000.00 

HeaderText This i s an ( Filling the Contract or Service Type here). 
The Government will issue task orders that are e i ther ( 
Fill.ng the Type here) or ( Fi l ling the type here). The 
Contractor must perform the services set forth in task 
orders at prices consi stent with section B oC this contract. __ 

FooterText This is an ( Filling the Contract or -Service Type here). 
e Government will issue t ask orders that are either ( 

Fill i ng the Type here) or ( Fill i ng the type here). The 
Contractor mus t perform the services set forth in task 
orders at price. consistent wi th section B of this contract. 

Statements 

statements .. 

statements 

Figure II: Main 1 Text Screen 

Steps Section User Action Guidance 

16. Main! Complete the following Required (R) and!or GLAAS will auto-populate several 
Text Optional (0) fields: fields based on information entered 

in the Requisition and system 
Description: Enter a short description R defaults. You may edit these fields 
of the item or services that are going as needed or required_ 
to be advertised with this Solicitation. 
The information will not print on the Use the Main I Text screen to enter 
Solicitation form. text that applies to all line items in 

the Solicitation. 
Header Text: Enter header text or 0 
click the Statements button to the You can also cut and paste text 
right of the field and select header information into these fields. 
text. The information will appear 

Each field will hold up to seven typed immediately above the line item 
information on the Solicitation form. pages. 

Footer Text: Enter footer text or click 0 The Statements button contains 

the Statements button to the right of standard language and can be 

the field and select footer text. The edited once loaded in the field. 

information will appear immediately 
below the line item information on the 
Solicitation form. 

Notes: Enter notes or click the 0 
Statements button to the right of the 
field and select notes. The information 
will not appear on the Solicitation form. 

17. Main! Click the Summary link on the left-hand 
Text menu. 
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Solicitation 

Main 

General 
Additional Info 
Text 

Items 

Currency 

Synopsis 

Package 

II Supporting Docs 

Vendor 

Message Center 

Evaluation Plan 

Anatisis 

Protests 

Solicitation Number. SOL-527-09-00000l 

Version' I SASE-In Progress ::oJ 

Stage: Solicitation 

Net View. Off 

General Edit I 
Owner Sample Negotiator 

Number of Vendors SoliCited 0 
Number of Vendors Responded. 0 

RequisltJon Number. REQ-527-09-001241 
Date Issued: 04/20/2009 

Type of SolicltalJon 5 - RFP 
Soil citati on Procedure(FPDS)' Negotiated ProposallQuote 

AntiCipated Type of Contract(FPDS) Cost 

Depository: (None) 
NAICS Code 561499 

Size Standard $6.50 

Buyer negotiatorl negotiatorl 

Number of Items. 1 

Total Amount $200,000.00 

Contracti ng Offi cer. CONTRACTINGOFFICER20 CONTRACTIN"GOFFICER20 
--~ 

Figure 12: Main I Summary Screen 

Steps Section User Action Guidance 

18. Main! Review the information on this screen At the Summary screen you are not 
Summary for accuracy. required to enter any information. It is 

just a helpful checkpoint for you to 
review the information that you have 
entered on your document thus far. 

. .. Edit I 
Click the vanous Edit buttons ( ) 
to make any changes. 

19. Main ! Click the Items link on the left-hand 
Summary menu. 
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Solicitation 

Main 

I ttems 

Currency 

SynOPSIS 

Package 

o Supporting Docs 

Vendor 

Message Cer ter 

Eva1uabon Plan 

Soilcltabon Number SOL-~27·09·000001 
Version BASE 

Figure I 3: Items Screen 

Steps Section User Action 

Ell 
Status Iu Prosress 
Stage SoliClbdlOD 

Net View Off 

Number of Items 1 
Total AmoU'lt $200,000 00 

Option 
',.m Stalul Ouonllty Alnoll nl V.,.lon Action 

~..., "<too S2OO,IJXJ III BASE Add 

Guidance 

20. Items Click an Item number link to view Item 
Details. 
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Solicitation 

I General 

AddlUonal lnfo 

Ship To 1 Acct 

Text 

SummalY 

Vahdanons 

Return 

SolicltaUon Number SOL-527-09-000001 

Item Number. I Sub Item Number 1 

Item Number. 11 

Sub Item Number. 1,----
Sequence for Sub Number 1 

Item Number 0001 

GoTo I 

User Product Code: r-I ----

Description: jWATERTREATMENT 

I 
Requisition Number. RE0-527-09-001241 Item# 0001 

Bid Sample Quantity: I 
FOB: '-I D~e-'-s~:-' na-'-ti:-on- 3'· 

Origin City: 1 

Origin State: r--
Product Service Code: .-~ - - - - - ---

of 1 

Product Service Code Description. SERVICES (MANAGEMENT/SUPPOR1) 

Penod of Perfonmance: 104/2012009 Q to 10913012009 Q ..J 
---::==--====~ 

Figure 14: Items I General Screen 

Steps Section User Action Guidance 

21_ Items / Complete the following Required (R) and/or USAID is not currently using 
General Optional (0) fields: these fields: 

Description: Enter a description for the R • Sub Item Number 
item. 

• Sequence for Sub 
Requisition Number: The system will R Number 
display the linked Requisition information. 

User Product Code • 
Bid Sample Quantity: If ordering 0 
Supplies, enter the sample amount you 
would like to receive with the bid. 

FOB: GLAAS defaults to "Destination" for 0 
shipping responsibility. If "Origin" is 
selected, then the Origin City and Origin 
State fields must be entered. 

Product I Service Code: Enter the code 0 
to identify the product or service being 
ordered. 

Period of Performance: Enter the R 
effective and completion dates for the 
item. 
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Calculate By Percentage: 

Line Item Type: I ,J 
Qualifier. I By Dollars :=:I 

Award Type: Cost :::J 
Unit of Issue: I -.J 

Quantity: I 
;-------

Estimated Unit Cost I 
Estimated Total Cost 1=20::-'::'O=OOc=-O,=OO,.-----

Figure IS: Items 1 General Screen 

Steps Section User Action Guidance 

21. Items / Complete the following Required (R) and/or Based on the Award Type, this 
cont. General Optional (0) fields: screen may have additional fields. 

Line Item Type: Select an 0 The Estimated Total Cost is the 
appropriate type if applicable. committed amount from the 

Qualifier: Do not change the R 
Requisition. 

entry, which defaults from the If the Award Type is "Fixed Price", 
Requisition. the committed amount would 

populate the Amount field (not 
Award Type: Select the Award R shown). 
Type. Based upon this selection 
some additional fields may appear If the award will be incrementally 
or will be labeled differently. funded, adjust the Solicitation line 

item amounts to reflect the total 
Unit of Issue/Quantity/Est. Unit R/O estimated cost for the award, which 
Cost: If "By Quantity" was will be greater than the committed 
selected on the Requisition as the amount. This value can be found on 
Qualifier, these are required the Award TEC field on the Main / 
fields. Additional Info screen. 

Estimated Total Cost: Enter the R If adjusting the dollar amounts from 
total estimated cost for this item. the Requisition, you will need to do 

If "By Dollars" was selected on the 
it in two places for each line item: 

Requisition as the Qualifier, this • Adjust the line item Estimated 
field is read/write. If "By Quantity" Total Cost on the Items / 
was selected on the Requisition as General screen. 
the Qualifier, the amount in this 
field will auto-populate. • Adjust the Ship To Amount on 

the Items / Ship To screen (not 
shown). 

USAID is not currently using the 
Calculate By Percentage field. 

22. Items / Click the Additional Info link on the left-
General hand menu (not shown). 
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Accountable Property: r 
Unfunded Li ne Item: r 

GFP: r 
Opti on Li ne Item: r 

~nticipated Exercise Date: ~~ 
~----------------~======~--~ 

Number of Days After Award: 

Supplies or Services: 

Figure 16: Items I Additional Info Screen 

Steps Section User Action 

23. Items / Complete the following Required (R) and/or 
Additional Optional (0) fields: 
Info 

Unfunded Line Item: Check this 0 
box if this line item will not have 
any funding associated with it and 
to zero out the committed value of 
the item. 

GFP: Check this box if the item is 0 
Government Furnished Property 
and to zero out the value of this 
item. 

Option Line Item: Select this 0 
checkbox if this is an option line 
item and to zero out the committed 
value of the item. 

Anticipated Exercise Date: If the RIO 
Option Line Item is selected, you 
are required to enter the date you 
think you will exercise this option. 
Or enter the Number of Days 
After Award you expect to 
exercise this option. 

24. Additional Click the Ship To I Acct link on the left-hand 
Info menu (not shown). 

Guidance 

USAID is not currently using 
these fields: 

• Accountable Property 

• Su pplies or Services 
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~s 
Solicitation 

General 

Additional Info 

I Ship To I Acct 

Text 

Summary 

Validations 

Retum 

Solicitation Number: SOL-S27-09-000001 

Item Number: I Sub Item Number: I 
Item Number 0001 

GoTo I 
of 1 

Mark For Ouantity Amount Deliver By 

$200.000.00 10 Days After Award 

Figure 17: Items I Ship To I Acct Screen 

Steps Section User Action Guidance 

25. Items I Ship To change the Ship To Amount: The Ship To Amount will be the 
To I Acct committed amount from the 

Select a Ship To and click the Edit Requisition. 
toolbar button 

OR 

Click the Ship To link. 
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CII(~ )ubm, l 
(0 suva 
your durQ 

Solicitation Number SOL-527-09-000001 
Version. BASE 

DescnptJon. WATER TREATMENT 

Item Number 0001 

Ship To-1 
Ship To: ~SAIDIPERU Edit I.JMark For:j 

Amount 1$200,000.00 

Delivery Date: 1.------ f!; 8 OR Days After 1 Award iJbo 
Accounting Add I Edit I Delete I 

Amount $200,000.00 

Accollnt Accounth,u Co<le ACCOlUdb,U T . ,,,,,lilIe Slolrt BfY EIIII BfY flllld Opel ilIlnlJ Unlt (OP) Pro(Jt.llll Alo" Dlstl lb.slon Codo 
ID 

L (Nona) 0706194·RSC OE 2009 (114) OE 120-0420 11(}{111 (None) 

Figure 18: Delivery Location I Accounting Detail Screen 

Steps Section User Action Guidance 

26. Delivery Edit the Delivery Date I OR Days The Ship To Amount will be the 
Location I After if necessary. committed amount from the 
Accounting Requisition. 
Detail 

The Accounting information is copied 
from the Requisition. This represents 
the committed amount for this 
Solicitation line item. 

Do not change the Accounting 
information in a Solicitation. 

WARNINGl Changing the funding 
information in a Solicitation will prevent 
you from processing your GLAAS 
Award and will cause problems with 
reconciliation. 

27. Delivery Click the Submit button to save your 
Location I changes. 
Accounting 
Detail 
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~s 
Solicitation 

General 

Additional Info 

Summary 

Validations 

Retum 

Solicitation Number: SOL-527-09-000001 

Item Number. ,-- Sub Item Number I 
Item Number 0001 

Go To J 
of 1 

Select Ship To 10 

a 1 
Ship To Mark For Quantity Amount Deliver By 

USAlP1PERU $200,000.00 10 Days After Award 

Figure 19: Ship To 1 Accounting Screen 

Steps Section User Action Guidance 

28. Ship Tol Click the Text link on the left-hand The Ship To I Acct screen should 
Acct menu. reflect any changes you made on the 

Delivery Location I Accounting 
Detail screen. 
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GtAAs 
Solicitation Solicltabon Number: SOL-527·09·000001 Item Number 0001 0 1 

General 

AddlOonallnfo 

Ship To I Acct 

Return 

Item Number. I Sub Item Number I Go To I 

Figure 20: Items 1 Text Screen 

Steps Section User Action 

29. Item Text Complete the following Required (R) and/or 
Optional (0) fields: 

Header Text: Enter header text or 0 
click the Statements button to the 
right of the field and select header 
text. The information will appear 
immediately above the line item 
information on the Solicitation form. 

Footer Text: Enter footer text or click 0 
the Statements button to the right of 
the field and select footer text. The 
information will appear immediately 
below the line item information on the 
Solicitation form. 

Notes: Enter notes or click the 0 
Statements button to the right of the 
field and select notes. The 
information will not appear on the 
Solicitation form. 

30. Item Text Click the Summary link on the left-hand 
menu. 

= 

Statements ... 

Statements ... 

.:J Statements. 

Statements 

Guidance 

Use the Items I Text screen to 
enter text that only applies to this 
particular line item. 

WARNING! Delete text that 
should not be viewed by external 
audiences such as CLiN Total 
Estimated Amounts. 

You can cut and paste text from 
other documents into the GLAAS 
text fields. Each field will hold up 
to seven typed pages. 

The Statements button contains 
standard language and can be 
edited once loaded in the field. 

Both the Header Text and the 
Footer Text will carry forward to 
the Award. 

USAID is not currently using the 
Inspection Text field. 
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~s 
Solicitation 

General 

Additional Info 

Ship To I Acct 

Text 

Summa 

Validations 

Return 

Solicitation Number SOL-527-09-000001 

Item Number: I Sub Item Number, 

General Edit I 
Item Number: 

Sub Item Number: 
Sequence for Sub Number: 

User Product Code' (None) 

Item Number 0001 

GoTo I 

Description ..... W- A-TE- R'-TR- E-A-T-M-E-NT-- ----

Requisition Number: REQ-527-09-001241 Item#OOOl 

Bid Sample Quantity: 
FOB: Destination 

Origin City: 
Origin State, 

Product SerYI ce Code: 
Period of Performance, 04120/2009 to 09/30/2009 .::1 

Calculate By Percentage' No 

Line Item Type' 
Qualifier: By Dollars 

of 1 

Figure 21: Items 1 Summary Screen 

Steps Section User Action Guidance 

31. Item Review the Item Summary screen to verify The Summary screen displays 
Summary that all information is accurate. information that has been entered 

so far 

Click the Edit button ( Edit) on this 
screen if something needs to be 
changed. 

32. Item Click the Validations link on the left-hand 
Summary menu. 
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S"I!C\i ::-,ilOfl h lfJ fl u::ihO ri' . ,-. -. - . -

Solicitation Solicitation Number SOL-527-09-000001 
Version BASE 

Status. In Progress 
Stage. Solicitation 

NetView Off 

Number of Items 
Total Amount $200,000.00 

General 

Additional Info 

Ship To I Acct 

Text 

Summary 

No errors Found 

Validations 

Return 

Figure 21: Items I Validations Screen 

Steps Section User Action Guidance 

33. Items / Correct the errors or warnings and then The Validations screen appears with 
Validations click the Validations link again to re- a list of Error Messages and/or a list 

validate the line item. of Warning Messages. 

Error Messages must be corrected 
to continue. 

Warning Messages should be 
corrected before continuing. but the 
system will not require it. 

34. Items / Click the Return link on the left-hand 
Validations menu. 
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........ ' ~ ,'vlllr''''''," .~etl 

Solicitation Sof cltanon Number 501-527-09-000001 
VersIon BASE 

Status In Progress 
Stage 5olialallon 

NetV,ew Off 

Number of Items 1 

Main 

ttems I 
Currency I 
S~OPSIS J 
Package ' I.m DHCflpilon 

• Supporting Docs 
l1li1 WATER TREATMENT 

Vendor 

Message Center 

Evaiuab on Plan 

Figure 13: Items Screen 

Steps Section 

35. Items 

36. Items 

37. Currency 

User Action 

Repeat Steps 20-34 if you need to 
Edit/Review additional items. 

Click the Currency link on the left-
hand menu. 

Click the Synopsis link on the left-
hand menu to synopsize this 
Solicitation for FedBizOpps {not 

Total Amount $200.000 00 

Opdon 
hem StatuI Ouanthy Amount V'Rlon Action 

K. Ad.... S2OO,IDl 00 BASE Add 

Guidance 

Refer to the userguide Creating a 
Contract from a Requisition for 
instructions on adding a foreign print 
currency. 
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Solicitation SolicitatIOn Number SOL-527-09-000001 

Version' BASE 
Status In Progress 

Stage. Solicitation 
NetView Off 

Number of Items. 1 
Total Amount: $200,000.00 

Main 

Items 

Currency 

SynopsIs 
Select Submit Date Action Code Subject 

FedBizOpps I 
Package 

No Synopsis found. 

Figure 14: Synopsis I FedBizOpps Screen 

Steps Section User Action 

38. Synopsis / Click the Add toolbar button. 
FedBizOpps 

Guidance 

A Synopsis is required in order to post 
the Solicitation to the FedBizOpps 
website. 

If you entered a Reason not 
Synopsized on the Main I General 
screen, you do not need to synopsize 
the Solicitation. 
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F('(IBr: ') I'r.·' ---------------------------------------------

Click Submit 
to ~Qve 
your dara 

Action Code: I Sources Sought 
Submission Date: (None) 

Transmission Date: (None) 
=-::-::-:::-:-:-~----

Response Date: 105/20/2009 ~ 

Classification Code: fLj- -.J Education and Training Services 

NAICS Code: 561499 ..:.:J 
Subject IWATER TREATMENT PLANT 

Figure 15: FedBizOpps Screen 

Steps Section User Action 

39. FedBizOpps Complete the following Required (R) and/or 
Optional (0) fields: 

Action Code: Select the type of action for R 
this Synopsis. 

SubmissionlTransmission Date: These R 
dates will auto-populate when the 
Synopsis is submitted for transmission. 

Response Date: This date will auto- R 
populate if the Responses Due Date was 
entered on the Main I General screen. 

Classification Code: Select the R 
appropriate alphanumeric code to 
categorize the goods or services ordered. 

NAICS Code: This code will auto- R 
populate if entered on the Main I General 
screen. 

Subject: This field will auto-populate from R 
the Header Text field on the Main I Text 
screen. Verify the text is appropriate for 
external audiences. 

Contact Points: This field will auto- R 
populate the Buyer's name from the Main 
I General screen. 

Set-Aside: Select an appropriate value 0 
from the dropdown list if applicable. 

Guidance 

GLAAS displays the 
information needed to post a 
Synopsis of this Solicitation 
on FedBizOpps. 

Most of the information in the 
Synopsis is pulled from the 
Solicitation itself. You can 
change these fields if 
necessary. 

You must have a 
FedBizOpps user 10 and 
password in order to post a 
Synopsis to FedBizOpps 
directly from GLAAS. 
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Contractin Office Address 

Name: IUSAID Peru 

Address Region: I Current Region - US :::oJ 

Address1 100001 
Address2 .-, ------- - - - - -----

Address3 
Address4 " -------------

City I 
State I 

Zip I 
Country I 

Web Link 

URL: Iwww.usaid.gov/index.html 

Description: IOffice of the Assistant Adminstrator 

email 

Address: Inegotiator1@usaid.goq 

Description: 'negotiator1. negotiator1 

Figure 26: FedBizOpps Screen 

Steps Section User Action 

44. FedBizOpps Complete the following Required (R) and/or 
cont. Optional (0) fields: 

Contracting Office Address: This 
field will auto-populate the address that 
was selected as the Issuing Office on 
the Main I General screen. 

Web Link: Enter the URL and 
Description of the web link that gives 
additional information about this 
Solicitation. Both of these fields must 
be entered or they may both be left 
blank. 

Email: This field will auto-populate the 
email address for the Contracting 
Officer if it was entered in the system. 

Guidance 

R 

RIO 

0 
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I 
DescriprJon 

DescripUon: 

C h c lc Submit 
to ~" .. .. 
YOllr dora 

Place of Performance 

Name: 

Address Region: I Current Region - US • 

Address 1 

Attachments 

Address2 

Address3 

Address4 

a ty 

State 

Zip 

Counby 

O.,,,IIptl.,, URl MIME 

L SUDmI! " Cancel - -- t-

Figure 27: FedBizOpps Screen 

Steps Section User Action 

44. FedBizOpps Complete the following Required (R) and/or 
cont. Optional (0) fields: 

Description: Enter additional 0 
information about the Solicitation. 

Place of Performance: Enter the 0 
address in which the service is 
performed or supplies delivered. 

40. FedBizOpps When the Synopsis is complete and approved by 
the CO, click the Submit button to submit the 
information to FedBizOpps. 

GLAAS will prompt you to enter a FedBizOpps 
user 10 and password (not shown). 

After entering a user 10 and password, click the 
Transmit button to send the Synopsis to 
FedBizOpps (not shown). 

41 . Synopsis Click the Package link on the left-hand menu (not 
shown). 

Guidance 

USAIO is not currently using 
the Attachments field. 

The CO must review the 
Synopsis prior to posting on 
FedBizOpps. 

Your FedBizOpps user 10 
and password will be different 
from your GLAAS user 10 
and password. 

After submitting the Synopsis, 
GLAAS will display a Submit 
Date (not shown). 
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GkAAs 
Solicitation Solicitation Number S01-527-09-000001 

Version. BASE 
Status' In Progress 
Stage. Solicitation 

NetView Off 

Number of Items 1 
Total Amount $200,000.00 

Main 

Items 

Currency 

SynopsIs 

Package There is no form associated with this Solicitation. 

Cover Page 

Body 
Attachments 

o Supporting Docs 

Vendor 

Choose Change Form to associate a form. 

Figure 28: Package I Cover Page Screen 

Steps Section User Action Guidance 

42. Package I Click the Change Form toolbar button. 
Cover 
Page 
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F 0 trn ::::8 18( tion 

Search: I Form :3 Fod l 

Results per page: ['1"0'3 
Form Description 

SF 1442 Solicitation f Award (Construction) 

SF 1447 Solicitation 1 Contract 

I SF 1449(4/2002)1 Solicitation 1 Order (Commercial) (4/02) 

SF 18 Request for Quotations 

Amendment Of Solicitation 

Solicitation Schedule A Only 

Figure 29: Form Selection Screen 

Steps Section User Action 

43. Form Click the Form link to select a Cover 
Selection Page. 

Guidance 

I Display I Cancel I 
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~s 
I Soll~ltation 

Main 

Items 

Currency 

SynOPSIS 

Package 

Vendor 

Message Center 

Evaluation Plan 

Solicitation Number SOL-527-09-000001 
Version BASE 

SF-1449 (412002) 

Additional Pages' (None) 

10. This Acquisition IS Unrestricted 

NAICS 561499 
Size Standard $6.50 

15 Deliver To System Calculate 

Pnnt Ship To WIIh Each Line (for multi only) 

Status' In Progress 

Stage. Solicitation 

NetVlew Off 

Number of Items' 1 
Total Amount $200,000.00 

Figure 30: Package 1 Cover Page Screen 

Steps Section User Action Guidance 

44. Package / Click the Edit toolbar button to make GLAAS displays the sections/blocks 
Cover changes to the sections/blocks of the from the Cover Page that may be 
Page Cover Page, edited. 

Refer to the Filling Out a Form user 
Click the printer tool bar button ( ) to guide for more information on how to 
open a new browser window and view work with Cover Pages in GLAAS. 
the Solicitation Cover Page as a PDF 
(not shown), 

45. Package / Click the Body link on the left-hand 
Cover menu to review the clauses in the 
Page Solicitation. 
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Solicitation Solicltabon Number SOL-527-09-000001 
Version BASE 

Staws In Progrm 
Stage Solicitation 

NetVlew OfF 

Number of Items 1 

Total Amount $200.000.00 

Main 

ttems 

Currency 

SynOpSIS 

Package 

;:., ,f ll.t,I)n to,1tty ..:.. I' 

Document Format USAID Washington Standard: ~ 

Cover Page 

BOOt 

View Selected Template(s): ~ 

a ause Grouping 100 not separate Reference from Fun Text ~ 

Attachments 
g Supporting Docs Section Menu Nome Section Thle 

Form 
Supplies Supplies or ServicesIPrices 
Description Description/Specifications 
Packaging Packaging and Marking 
Inspection Inspection and Acceptance 
Dehveries Deliyeries or Performance 
Contract Admin Contract Administration Data 
SpeCial Reqmts Special Contract RegUlrements 
Clauses contract Clauses 
Attachments List ofPocuments Exhibits and Other Attachments 

Vendor 

Message Center 

EvaluatIOn Pia, 

AnalysIs 

Protests 

Valldabons 

Route History 

Staws History 

Nobficabons 

Ownership 

NaVigator 

A 
B 
C 
o 
E 
F 
G 
H 
I 
J 
K 
L 
M 

RepS/Cens Representations Certifications and Other Statements of Bidders 
Instructions Instructions Conditions and Notices to Bidders 
Evaluation Evaluation Factors for Award 

Retum to Home 

Figure 31: Package I Body Screen 

Steps Section User Action Guidance 

46. Package I GLAAS shows the clause sections that The Working with Clauses user guide 
Body will be included in the Solicitation from shows you how to add, change, and 

the Clause Template. remove clauses from a GLAAS 
Solicitation or Award. 

You can add, change, or remove 
clauses if necessary. Click on the You must add FAR clauses first, and 
Section Title of a section to drill down then add AI DAR clauses. 
into the clauses for each section (not 

AIDAR templates always display shown). 
"AI DAR" in the template name. 

You can add another Clause Template 
by clicking the Load Template toolbar 
button (not shown). 

47. Package I Click the Generate toolbar button when GLAAS generates a modifiable Rich 
Body the clauses are complete. Text Format (.rtf) document that 

includes all of the clauses for your 
Solicitation (not shown). 

11/2009 GLAAS 102 USER GUIDE: CREATING A SOLICITATION FROM A REQUISITION 32 OF 37 



Solicitation son citation Number SOL-527-09-000001 

Version BASE 
Status In Progress 
Stage SoheilaliOll 

NetVlew Off 

Number of ~ems 1 

Total Amount $200.000.00 

Main 

Items 

Currency 

SynOPSIS 
Seled Sub!... Required Approved An.dlmen! Numb., Looked lie .m. ..Ion 

a BODY No No SOL-527-Q9-000001 rtf SE 

Vendor 

Message Center 

Evaluation Plan 

Analysis 

Protests 

Validations 

Route History 

Status History 

Nollficabons 

Ownership 

NaVIgator 

Return to Home 

Document Format USAID Washington Standard. ~ 

View Selected Template(s)' ~ 
Clause Grouping. 100 not sepa-ra-te-=R'-ef::-e-re-nc-e-:-fr-om-=Fu""'II-=Te- xt--'· 

So .. lon SoCllo" TWo 
A Solicitatioo/Contract Form 
B Supplies or SelYices/Prjces 
C pescription/Specifications 
D PackagjOQ and Mar1<ing 
E Inspection and Acceptance 
F Dehvenes or performance 
G Contract Administration Data 
H SpeCial Contract Requirements 
I Contract Clauses 
J List of Documents Exhibits and Other Attachments 
K Representations Certificabons and Other Statements of Bidders 
L Instrycbons Condlbons and Notices 10 Bidders 
M Evaluation Factors for Award 

Figure 32: Package I Body Screen 

Steps Section User Action 

48. Package I Modify the Solicitation document by 
Body clicking the Check Out toolbar button 

to check the document out of GLAAS, 
and then clicking the Check In toolbar 
button to upload it back into GLAAS 
after you have made changes (not 
shown). 

49. Package I Click the Attachments link on the 
Body left-hand menu. 

Guidance 

Checking documents in and out of GLAAS 
prevents multiple people from editing the 
same document at the same time. 

When checking a document back in, the 
file name must be the same as when it 
was checked out. 

You can click the ".rtf' link under File 
Name to view the Solicitation document, 
but any changes you make will not be 
saved in GLAAS. You must Check Out 
and Check In to make edits to the 
document. 

The Working with Clauses user guide 
shows you how to Check Out and Check 
In documents. 
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Solicitation 

Main 

items 

Currency 

SynOpSIS 

Package 

Cover Page 
OSody 

Attachments 

o Supporting Docs 

Solicitation Number: SOL-S27-09-000001 

Version' BASE 

Status In Progress 

Stage Solicitation 
NetView Off 

Number of Items 1 
Total Amount $200,000.00 

Documents listed here will be included as part of the package sent to vendors. 

Select Subject Required Approved Attachment Number Locked File Name Exception Version 

Figure 33: Package 1 Attachments Screen 

Steps Section User Action Guidance 

50. 

51. Package I Click the Add or Library toolbar button Any attachments from the Requisition 
Attachments to add an attachment to the Solicitation will be pulled into the Solicitation. 

package (not shown). 
The Attachments screen contains 

Modify an existing attachment by documents for external use that may 
clicking the Check Out toolbar button be sent to the vendor. Example: 
to check the document out of GLAAS, "Statement of Work." 
and then clicking the Check In toolbar 

When checking a document back in, button to upload it back into GLAAS 
after you have made changes (not the file name must be the same as 

shown). when it was checked out. 

The Adding Attachments and 
Supporting Documentation user guide 
explains how to add files to your 
GLAAS documents in more detail. 

Once a document is added here, you 
can use the Convert toolbar button to 
move the document from 
Attachments to Supporting Docs. 

52. Package I Click the Supporting Docs link on the 
Attachments left-hand menu. 
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~s 
Sol/citation Solicitation Number SOL-527-09-000001 

Version BASE 
Status In Progress 
Stage Solicitation 

NetVlew Off 

Number of Items 1 
Total Amount $200,000.00 

Main 

Items 

Currency 

SynopsIs 

o Package 

I 0 Supporting Docs' 

Vendor 

Message Center 

,., 

r 

Subject Requhed Approved 

Statement of Work No No 
Classified Information Nondisc No No 
CTO Letter for Contracts (Acqu No No 
Cost Analysis No No 

Figure 34: Package I Supporting Docs Screen 

Steps Section User Action 

53. Package I Click the Add File or Library toolbar 
Supporting button to add a supporting document 
Docs to the Solicitation package. 

Modify an existing document by 
clicking the Check Out tool bar button 
to check the document out of GLAAS. 

Locked File Hilme Velslon 

~t§I!2!Il~ot Qt WO(];gQ!;; BASE 
s(312 pgf BASE 
CTOI!2trec ACQ(I.-1) QQ!: BASE 
I:Q51 Ma~is .doc BASE 

Guidance 

Any supporting documents from the 
Requisition will be pulled into the 
Solicitation. 

The Supporting Docs screen contains 
documents for internal use that will not 
be sent to the vendor. Example: "Cost 

and then clicking the Check In toolbar Analysis." 
button to upload it back into GLAAS 

When checking a document back in. the after you have made changes (not 
shown). file name must be the same as when it 

was checked out. 

The Adding Attachments and Supporting 
Documentation user guide explains how 
to add files to your GLAAS documents in 
more detail. 

To allow only users with "Full Access" to 
view supporting documents. click the 
Detail toolbar button and then check the 
Confidential box (not shown). 

Once a document is added here. you can 
use the Convert toolbar button to move 
the document from Supporting Docs to 
Attachments. 
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~s 
I Solicitation 

Main 

Solicitation Number: SOL-S27-09-000001 

Version. BASE 
Status In Progress 

Stage. Solicitation 

NetVlew Off 

Number of Items: 1 
Total Amount $200,000.00 

Items 

Currency 

SynOpSIS 

o Package 

o Supporting Docs 

Vendor 

Message Center 

Evaluati on Pia 

AnalysIs 

Protests 

No errors Found 

Figure 35: Validations Screen 

Steps Section User Action 

54. Package / Click the Validations link on the left-
Supporting hand menu (not shown). 
Docs 

55. Validations Correct the errors or warnings and then 
click the Validations link again to re-
validate the Solicitation (not shown). 

56. Validations Click the Route History link on the left-
hand menu. 

Guidance 

Refer to the Creating a Vendor List 
and Vendor Responses user guide 
for more information on how to use 
the Vendor link. 

USAID is not currently using the 
following links: 

• Evaluation Plan 

• Analysis 

Evaluations of Solicitations will 
continue to be handled outside of 
GLAAS and the results will be 
uploaded to GLAAS as a supporting 
document. 

The Validations screen appears 
with a list of Error Messages and/or 
Warning Messages. 

Error Messages must be corrected 
to continue. 

Warning Messages should be 
corrected before continuing, but the 
system will not require it. 
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~s 
Solicitation SOlicitation Number SOL-527-09-000001 

Version BASE 
Status. In Progress 
Stage Solicitation 

NetVlew Off 

Number of Items 1 
Total Amount S200,OOO.OO 

Main 

Items 

Currency 

SynopsIs 

II Package 

ROllte Role To In Date Ollt Date Comments St"tllS Version Phone Site ROlltlng Symbol 

II Supporting Docs 

Vendor 

Message Center 

Evaluation Plan 

AnalysIs 

Protests 

Validations 

Status HlstolY 

Figure 36: Route History Screen 

Steps Section User Action 

57. Route History Click the Route toolbar button to begin 
the routing process (not shown). 

58. Route History The Solicitation has been routed for 
review and approval. 

59. Route History Click the Return To Home link on the 
left-hand menu (not shown). 

Guidance 

The Route tool bar button allows the 
user to forward documents to other 
GLAAS users for review and 
approval. 

You can create routing list templates 
in My Profile. 

Refer to the Routing a Document 
user guide for further instructions. 

Once the Solicitation is approved and 
released in GLAAS by the CO, the 
A&A Specialist needs to log into 
FedBizOpps and post it. 
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GLAAS 102 USER GUIDE: 

AMENDING A SOLICITATION 
PURPOSE: 
This user guide will show you how to amend a Solicitation and will define all required fields. 

BEFORE STARTING: 
1. In order to amend a Solicitation, you must be a Contracting Officer. 

2. You should have a Solicitation with the status of "Released." 

IlIbo)( 

Documents 
Create 

I Open I 
Synopsis 

Tools 
RegulatIon Research 

Rlpons 
Standard 

Federal ReponIng 
FPDS 

Contract· AlO-LPA-C-Q9.i11J32 
Ccmpe/il .. ConI_I lor P.r1~nt:. Monage"",nt 5_. 
SolicitatlDn: SOL-lPMBmOJ; 
Ccmpe/~Ne ConI,",1 lor Per1onn.nt:O M,_m.nt S.rviee. 

SolieR.IiDn: SOL-527.Q9.(](DDl 
WATER TREA TMENT PLAIIT 

MillStona Plan' M5-TRN-09-USRGDOl 

SoIlellltlon: SOL·O".a.oe.mms 
MIGRA TED UNE ITEM 

Contract· AlO-LPA-1-IJ9.m[)()4 

Ouic~ Inl 

Cantral Contractor Registration 
F.daral8usin8GS 0PP0r1unltle. 

GlAS lnformatlonal W,bslte 
GlAS Reports 
GSA Advantagel 
GSA Oabormenl 
OFIJ£ r.".rislLJ.t 
Compus •• n:h 

Figure I: Welcome Screen 

Steps Section User Action Guidance 

1. GLAAS Sign Log on to GLAAS (not shown). 
On 

2. Welcome Click the Open link on the Access 
Panel to search for a Solicitation, and 
then go to Step 3. 

OR 

Click a Document link under Recent 
Documents, and then go to Step 4. 
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Search Type 

IBasic 3 
Select From 
I All Soli citations 3 
Search 

I SOL-LPA-08-000006 

line Items Issue Date Buyer 

y 1210312008 Nickens-Gamer, Gabnelle 

Page 1 of 1 (1 results found) 

Figure 2: Document Selection Screen 

Steps Section User Action Guidance 

3. Document Complete the following fields: Select From will default to "My 
Selection Solicitations." Change this to "All 

• Document Type: Select Solicitations" when searching for 
"Solicitation." solicitations created by others. 

• Select From: Select "All When searching, you can use the 
Solicitations. " percent sign (%) as a wildcard 

• Search: Defaults to "Solicitation character to search for a partial 

Number." number or name. 

• For: Enter the Solicitation Clear the Site field when searching for 

number. a document or a user (not shown). 

4. Document Click the Search tool bar button. 
Selection 

5. Document Click the Solicitation Number link. 
Selection 
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~s 
Solicitation 

Main 

I General 

Additional Info 
Text 
Summary 

Items 

Currency 

SynopsIs 

o Package 

Supporting Docs 

Vendor 

Message Center 

EvaluatIOn Plan 

Solicitation Number SOL-LPA-08-000006 

Version ISASE-Releasedi] 

Stage: Award 

NetView Off 

Owner Gabrielle Nickens-Gamer 

Number of Vendors Solicited: 1 
Number of Vendors Responded. 1 

RequiSitIOn Number. (None) 
Date Issued 12/0312008 

Type of SoliCitati on: 5 - RFP 
SoliCitation Procedure(FPDS)' Negotiated Proposal/Quote 

Anticipated Type of Contract(FPDS): Cost 
Depository (None) 

NAICS Code' 561499 

Size Standard $6.50 

Number of Items 2 

Total Amount $1,090,000.00 

Figure 3: Main I General Screen 

Steps Section User Action Guidance 

6. Main I Select the Amend tool bar button. The Solicitation must be in a 
General "Released" status in order for the 

Amend button to appear. 

Amendment Number: 000001 

I Create I Cancel 

Figure 4: Create Amendment Screen 

Steps Section User Action Guidance 

7. Create Click the Create button. The Amendment Number is 
Amendment automatically generated. Do not 

modify. 
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Solicitation 

Main 

General I 
Additional Info 
Text 
C angeText 
SummalY 

Items I 
Currency 

SynOPSIS 

Package 

Supporllng Docs 

Vendor 

Message Center 

Evaluabon Plan 

AnalysiS 

Protests 

Vahdabons 

Solicltabon Number SOL-LPA-08-000006 

Version' II 000001-ln Progress .. 

Stage .Amended Solicitalion 

I NetView On I 

Owner. Sample Negotiator 
Requisition Number. (None) 

MAS Number. (None) 

Date Issued: ,r.'R2J::-:0=:3:':::/2""00=:S'-- Ii; 

Type of Solicitation: 5 - RFP 
~~~~---~~~--" Solicitabon Procedure: Negotiated ProposaVQuote 

Anticipated Type of Contract Icost 

Depository: I 0 
NAICS Code: 561499 .1 

Size Standard: $6.50 
Buyer. r:::G-=GA7:R::'CN-:::E==R-----.J 

Contracting Officer. ICONTRACTINGOFFICER20 

Admin Office: [LPA Edltl.J 

Number of Items 2 

Total Amount $1.090.000.00 

Figure 5: Main I General Screen 

Steps Section User Action Guidance 

a. Main! All Main level fields are now editable The Version dropdown list on the 
General and can be updated. top of the Main I General screen 

allows you to toggle between the 
"Released" and amended "In 
Progress" versions of the document. 

Use the left-hand menu to navigate 
through the document. 

9. Main! Click the Items link on the left-hand 
General menu. 
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Solicitation 

Main 

' Items 
Currency 

Synopsis 

Package 

Supporting Docs 

Vendor 

Message Center 

Evaluabon Plan 

Figure 6: Items Screen 

Steps Section 

10. Items 

11/2009 

Number of ttems 2 
Vers,on 000001 Total Amount SI.090.000 00 

NetV,ew On 

Opdon 
Irlln St"fll . Ou. nllty Amount Vel' Ion Action 

nom "'1.. $1.000.000 00 BASE AIU 
hem Acl,.. $00.000.00 BASE Add 

User Action Guidance 

Click the Item number link to update an Refer to the Creating a Solicitation 
existing item on an Amended Solicitation, user guide for additional detailed 
or to add a new item, simply select the Add steps. 
toolbar button. 
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Solicitation 

I General 

AdditJonallnfo 

Ship To I Acct 

Text 

Summary 

Validations 

Retum 

Solicitation Number. SOL-LPA-08-000006 Item Number 0001 

Item Number I Sub Item Number. I Go To 

Item Number 0001 

Sub Item Number 
Sequence for Sub Number 

User Product Code (None) 

Requisition Number (None) 

Bid Sample Quantity. 
FOB Destination 

Ongln City: 
Ongln State. 

Product Service Code. R40S 

of 2 

--~================-=====~~ 

Figure 7: Items I General Screen 

Steps Section User Action Guidance 

11. Items I Click the Modify toolbar button to amend When you first open an existing line 
General the line item. item, you are viewing a Read-Only 

version of the line item. 

The Not on current amendment 
statement indicates that the existing 
line item is not yet in the Amended 
Solicitation. 
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Solicitation 

I General 

Additional Info 

Ship To I Acct 

Text 

Summary 

Return 

Solicitation Number: SOL-LPA-08-000006 

Item Number: I Sub Item Number I 

Item Number: 11 
Sub Item Number. r'1 ---

Sequence for Sub Number. I 
User Product Code: 

Requisition Number. (None) 

Item Number 0001 

GoTo I 

Bid Sample Quantity. jr-----

FOB: IDestination i] 

Origin City. 

Origin State: r-
Product Service Code: =IR-40-,S----

of 2 

Figure 8: Items I General Screen 

Steps Section User Action Guidance 

12. Items I Update the fields that need to be changed. All fields are now editable and can 
General be updated on this item. 

If you are going to increase or 
decrease the amount, make sure to 
enter the new total amount on the 
Items I General, Items I Ship To 
and Items I Accounting screens 
(not shown). 

13. Items I Click the Return link on the left-hand 
General menu. 
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Solicitation 

MaIO 

lems 
Currency 

SynOPSIS 

Package 

Suppol1lng Docs 

Vendor 

Message Center 

Evaluation Plan 

.J 11 ,11'I'11'· l)f'''I . I"l-ll 

SollotaDon Number SOL-LPA-08-0oo006 
Version 000001 

It. tn Otterlpllon 
!IIIIl. Sobri" 
IlIIZ Tmel Elpon ••• 

---
Figure 9: Items Screen 

Steps Section User Action 

Status r.. Pro ...... 
Stage Amended SolicilalJoD 

NetVlew 00 

14. Items Click the Main link on the left-hand 
menu. 

Number of lems 2 
Total Amount £1.090.00000 

Option 
Item Stllttrs 

Guidance 

IltmAcI;" 
hemAtIn 

Having returned to the Items screen, 
you can review which items were 
edited and on which version of the 
document. 
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Solicitation 

Main 

General 
Additional Info 
Text 

Change Text I 
Summary 

Items 

Currency 

SynopsIs 

Package 

Supporting Docs 

Vendor 

Message Center 

SoliCitation Number SOL-LPA-08-000006 

Version· !000001-ln Progress ::J 

Ch.iJhjt: i.-.: ~ 

! Header l item Text ::J 

LIST OF CHANGES: 
CHANGES FOR LINE ITEM NUMBER: 1 

Stage Amended Solicitation 

NetVlew. On 

Start Date changed from 3D-OCT-08 to 29-MA Y-09 
End Date changed from 31-DEC-08 to 31-DEC-09 

CHANGES FOR DELIVERY LOCATION: WASHINGTON SHIP-TO 
Days after award changed from 1 to 15 

Number of Items 2 

Total Amount SI.090.000.00 

Figure I 0: Main I Change Text Screen 

Steps Section User Action Guidance 

15. Main! Click the Change Text link on the left-hand Change Text is only available on 
General menu to display the Main / Change Text Amended Solicitations. 

screen. 

16. Main! Click the Generate toolbar button. GLAAS tracks all the changes made 
Change in the amended version. 
Text If you have changed the clauses in the 

Package/Body, select the Header /Item The text that is generated can be 
Text dropdown list and select "Clause Text." edited. It will print on the schedule of 

the Solicitation. 

17. Main! Click the Validations link on the left-hand 
Change menu to validate this Solicitation (not shown). 
Text 
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Solicitation Number of Items' 1 Soli citation Number SOL-S27-09-000001 
Version. BASE 

Status In Progress 
Stage Solicitation 

NetView Off 

Total Amount $200,000.00 

Main 

Items 

Currency 

Synopsis 

Package There is no form associated with this Solicitation. 

Cover Page Choose Change Form to associate a form. 

Body 
Attachments 

o Supporting Docs 

Vendor 

Figure I I: Package I Cover Page Screen 

Steps Section User Action 

18. Package Click the Change Form toolbar button. 
I Cover 
Page 

Forrn :::eledlon 

Search: I Form 3 For: II 
Results per page: f'103 
Form Oescription 

SF 1442 Solicitation 1 Award (Construction) 
SF 1447 Solicitation 1 Contract 
SF 1449(4/2002) Solicitation 1 Order (Commercial) (4/02) 

Request for Quotations 

Amendment Of Solicitation 
Solicitation Schedule A Only 

Figure 12: Form Selection Screen 

Steps Section User Action 

19. Package I Click the Form link to select a Cover 
Cover Page. 
Page 

Guidance 

I Display I Cancel I 

Guidance 
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Solicitation 

Main 

Items 

Currency 

Synopsis 

Package 

CoverPege 

Body 
Attachments 

Supporting Docs 

Vendor 

Message Center 

Evaluabon Plan 

AnalysIs 

SO'lcitation Number SOL-LPA-OB-000006 
Version. 000001 

SF-30 

Additional Pages (None) 
Date Signed' (None) 

5 Project No (If applicable). (None) 

Status' In Progress 
Stage Amended Solicitation 

NetVlew On 

11 The above numbered solicltaOon IS amended as set forth In Item 14 

The hour and date specified for receipt of offers is elC1ended. 

Number of Items 2 
Total Amount 1».090.000.00 

Offers must acknowledge receipt of this amendment prior to the hour and date specified in the solicitation or as 
methods: (a) By compleMg Items 8 and 15. and returning 3 copies of the amendmen~ (b) By acknowledging ree 
the offer submitted: or (e) By separate letter or telegram which indudes a reference to the solieltanon and amen. 

Figure 13: Package I Cover Page Screen 

Steps Section User Action Guidance 

20. Package / Click the Edit toolbar button to make GLAAS displays the sections/blocks 
Cover changes to the sections/blocks of the from the Cover Page that may be 
Page Cover Page. edited. 

Refer to the Filling Out a Form user 
Click the printer toolbar button ( ) to guide for more information on how to 
open a new browser window and view work with Cover Pages in GLAAS. 
the amended Solicitation Cover Page 
as a PDF (not shown). If you selected the "SF-30" for this 

amended Solicitation and changed the 
Response Due Date on the Main I 
General screen, you will have to Edit 
this form to reflect that change in Block 
11. 

21. Package / Click the Validations link on the left-
Cover hand menu (not shown). 
Page 
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~s 
Solicitation 

Main 

Items 

Currency 

SynOPSIS 

Package 

SuppOrting Docs 

Vendor 

Message Center 

Evaluation Plan 

AnalysIs 

Protests 

I Validanons 

I ~oute R,st0!l: 
I 
I 

Solicitation Number. SOL-LPA-08-000006 

Version 000001 

No Errors Found 

Status In Progress 
Stage Amended Solicitation 

NetView On 

Number of Items 2 
Total Amount $1,090,000.00 

Figure 14: Validations Screen 

Steps Section User Action Guidance 

22. Validations Correct the errors or warnings and The Validations screen appears with a 
then click the Validations link again to list of Error Messages and/or Warning 
re-validate the Solicitation (not Messages. 
shown). 

Error Messages must be corrected to 
continue. 

Warning Messages should be corrected 
before continuing, but the system will not 
require it. 

If you did not fill in the Phoenix funding 
information in the Accounting 
Information sections you will receive 
error messages about these missing 
values. 

If there are no GLAAS error messages, 
the system will prompt you to validate in 
Phoenix. If you are not approving the 
document and committing funds, click 
the No button (not shown). 

23. Validations Click the Route History link on the 
left-hand menu. 
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Solicitation Solici tation Number SOL-LPA-08-000006 
Version 000001 

Status In Progress 

Stage Amended SoliC1lalion 
NetVlew On 

Number of Items 2 

Tota Amount S1,090,OOO.00 
Main 

Items 

Currency 

SynOPSIS 

Package 

Supporting Docs 

Vendor 

Message Center 

Evaluan on Plan 

AnalysIs 

Protests 

Va IdaMns 

I Route History 

Status History 

ROII.e Role 
(None) 
(None) 

To In O •• e 

Gabnelle Nickens-Gamer 
Gabrielle Nickens-Gamer 

Ou.Oa.o Comments 

12103/200803:23 PM N 
1210312008 03 23 PM Y 

S.a.us VOIslolI 

Approved BASE 
Originator BASE 

Phon. SI1. 

USAlDfTRAINING 
USAIDfTRAlNING 

Figure 15: Route History Screen 

Steps Section User Action Guidance 

24, Route Click the Route toolbar button to begin The Route tool bar button allows the 
History the routing process (not shown). user to forward documents to other 

GLAAS users for review and 
approval. 

You can create routing list templates 
in My Profile. 

Refer to the Routing a Document user 
guide for further instructions. 

25. Route Click the Return to Home link on the 
History left-hand menu (not shown). 
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r~~USAID 
~ FROM THE AMERICAN PEOPLE 

GLAAS 1 02: Creating a 
Funding Opportunity 

November 2009 

Creating a Funding Opportunity Objectives 

• At the end of this topic, you will know how to: 
- Create a Funding Opportunity from a 

Requisition 

- Add standard provisions and supporting 
documentation 

- Create the Funding Opportunity Synopsis in 
Grants.gov 

- Route the Funding Opportunity 

1112009 GlAAS 102. Creating a Funding 
Opportunity 

2 



Creating a Funding Opportunity Roles & 
Responsibilities 

• The A&A Specialist 
- Creates a Funding Opportunity 

- Sends the synopsis to Grants.gov 

- Generates the standard provisions and supporting 
documentation 

- Posts the Funding Opportunity on Grants.gov after AO approval 

• The Agreement Officer 
- Approves and releases the Funding Opportunity 

• The Technical Panel 
- Evaluates the responses outside of GLAAS 

- Ensures that the TEC Memo is uploaded to the Funding 

11/2009 

Opportunity as a Supporting Document 

GLAAS 102: Creating a Funding 
Opportunity 

3 



GLAAS 102 USER GUIDE: 

CREATING A FUNDING 
OPPORTUNITY 
PURPOSE: 
This user guide will show you how to create a Funding Opportunity from a Requisition in 
GLAAS. A Funding Opportunity is used to create a Request for Application (RFA) or Annual 
Program Statement (APS) for a planned assistance award (grant or cooperative agreement). 

BEFORE STARTING: 
I. In order to create a Funding Opportunity, you must be an A&A Specialist or an Agreements 

Officer. 

2. A Requisition has been assigned to you in your Buyer Workload with the status of 
"Released." 

3. A Milestone Plan has been created and linked to the Requisition. 

4. In order to approve a Funding Opportunity, you must be an Agreements Officer. 
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Inbox 

Documents 

I Create I 
Open 
SynopsIs 

Tools 
Regulat on Re~earch 

Reports 
Stand. rd 

Fedelal Reponing 
FPDS 

System 

Setup 
Ut.lties 

G .. nt· AI()'51~ 
Pan Armrican He,kh OrgMizaUon actiriws for fnledious di •• NS 

Solic~.1io", SOL·LPMJ8.OOmB 
Comp«~'" Contract lor Pe"_nee 1I,_nt S.tvico. 

Soli.italion: SOL·LPMJ9.000015 
Comp«~Nv Contract lor P."ormance Msnagomen/ Sotvico. 

Solidalion. SOL-0AMJ8.000024 
CONSTRUCTION OF SClF AND SECReT AREA AT NEWCOOP SITE IN 
LANSOCIMIE VA. 

Funding Opportunity- RF.v.i27.Q9.000027 
p~ non-fODd huiNMwn .~1NtCt* in fPspoM' to MJ Nrthqulllt.tiI 

Figure I: GLAAS Welcome Screen 

Steps Section User Action 

I. GLAAS Sign Log on to GLAAS (not shown). 
On 

2. Welcome Click the Create link on the Access 
Panel. 

ul( ~ Inl 

Central Contractor Regictration 
F edtral Business OpPDrtun-ltill 
Gt.AAS fnformationaf Website 
GlAAS Rlports 
GSA AdYont.gel 
GSA Debarment 
OFAC Terrorist US! 
Campu ... rdt 

Guidance 
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~s 

Create From 

II Requisition 

Funding 0 ortunlty Numberin Masks 

USAIDlPeru- Requestfor Applications (RFA-527-@-#) 

Section Template 

If<NOOef · 1 

Continue II Cancel I 

Figure 1: Document Create Screen 

Steps Section User Action Guidance 

3. Document Complete the following fields: There are two Funding Opportunity 
Create Numbering Masks: 

• Document Type: Select 
"Funding Opportunity." • RFA (Request for Applications) 

• Create From: Select • APS (Annual Program Statement) 
"Requisition. n 

This user guide steps you through 
• Funding Opportunity selecting a Section Template later in the 

Numbering Masks: Select an document process. If you wish to load a 
appropriate Funding Opportunity Section Template right away. choose 
mask for your site. "Select Clause Template" (not shown). 

• Section Template: There are 
three options to choose from: 

- (None): No clause template 
is loaded. 

- Select PPT: USAID is not 
currently using this option. 

- Select Clause Template: 
Select and load a new clause 
template. 

4. Document Click the Continue button. 
Create 
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Search Criteria 

Requisition Number View Line Items Requisition Numb.. RequlsJ'lou Da'e RequlsJ,lone, Buye, 

Lrr_eQ-,:..5_2_7-_09-_0_0_12_4_2 _--,I 'i RE0-527-09-001242 0412212009 Renee Reed CONTRACTINGOFFICER20 CONTRACTINGOFFICER20 

Site _ Page 1 of 1 (1 results found) 

Include Related Sites: r 

Requlsltloner .;J 

Buyer ;I r 
Figure 3: Create Funding Opportunity from Requisition Screen 

Steps Section User Action Guidance 

5. Create Funding Search for a Requisition using one or Only Requisitions with a status of 
Opportunity more of the following fields: "Released" will appear in this 
from search screen. 
Requisition • Requisition Number 

When searching. you can use the 
• Requisitioner percent sign (%) as a wildcard 

• Buyer character to search for a partial 
number or name. 

Click the Display toolbar button. 
The Requisitioner field refers to 
the Requestor. 

Clear the Site field when searching 
for a document or a user. 
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Search Criteria 

Requisition Number 
Ireq-527 -09-001242 

Site ..::1 

Include Related Sites: r 

Requisltioner .::l 

Buyer -J 

Requisition Date Range 

Start Datel 

End Date r-I - ----

Sort by 
1 Requisition Number ..:J 

Results per Page 

rs3 

View line Items Requisition Number 

y. -0 -

Page 1 of 1 (1 results found) 

Requisition Dilte 

0412212009 
Requlsltloner Buyer 

Renee Reed CONTRACTINGOFFICER20 

Item Number Description Product Unit Ou.lntll)' Amount 

0001 Re-construction $1.500,000.00 

Figure 4: Create Funding Opportunity from Requisition Screen 

Steps Section User Action Guidance 

6. Create Click the Requisition Number of the Only "Released" Requisitions will 
Funding document you are searching for. appear in this search screen. 
Opportunity 
from 
Requisition 
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~s 
Funding Opportunity 

Main 

General 

Contacts 
Addibonallnfo 
Text 
SummaI)' 
rrency Cu 

Syn 

Tem 

Pa 

OS 
Ap 

Eva 

An 

Va 

Ro 
Sta 

opsis 

plates 

ckage 

upportmg Docs 

pllcant 

luatlon Plan 

alysis 

fidatJons 

ute History 

tus History 
.::~ . ..... . .. . 

FundIng Opportunity Number: RFA-527-09-000027 

Version I SASE-In Progress 3 

ner: amole Ow SIN eaotiator 

Stage Funding Opportunrty 

NetVlew Off 

Program 1itle: IHumanitarian Assistance for Earthquake Crisis 
-

Program DeSCriPtion' l;nis Grant is for re-construci tion programs in Peru as a 
response to the devastation due to massive earthquake. 

Date Issued: 104/2212009 
Requisition Number. REQ-527-09-001242 

Award Information 

Estimated Total Program Funding: 14000000 --
Expected Number of Awards: \4 

Award Ceinng: 14000000 

Award Floor. 11 000000 

:o:J 

--' 
Statements .. I 

Figure 5: Main I General Screen 

Steps Section User Action Guidance 

7. Main! Complete the following Required (R) and!or GLAAS will auto-populate 
General Optional (0) fields: several fields based on 

information entered in the 
Program Title: Enter the Title for this R Requisition and system defaults. 
Funding Opportunity Program. You may edit these fields as 

Program Description: Enter a R needed or required. 

description for the Funding Opportunity. Much of this information will be 

Date Issued: Enter the date the R used to populate the Grants.gov 

Funding Opportunity was issued. 
Synopsis. 

Estimated Total Program Funding: R 
Enter the total amount of funding you 
expect to make available for awards 
under your Funding Opportunity. 

Expected Number of Awards: Enter R 
the expected total number of awards. 

Award Ceiling: Enter the maximum R 
dollar amount available for an individual 
award under your Funding Opportunity. 

Award Floor: Enter the minimum dollar R 
amount available for an individual 
award under your Funding Opportunity. 
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II Anticipated Start Date: 105/25/2009 

Anticipated Period of Performance: 105/0112009 

Construction: Ives ..:1 

<'1 to 109/30/2011 

CFDA Number 

I~I 
Select CFDA Number Agency Program Title 

Figure 6: Main I General Screen 

Steps Section User Action Guidance 

7. Main! Complete the following Required (R) and!or 
cont. General Optional (O) fields: 

Anticipated Start Date: Enter or select R 
the Funding Opportunity Start Date. 

Anticipated Period of Performance: R 
Enter or select the beginning and 
ending dates for the Period of 
Performance associated with your 
Funding Opportunity. 

Construction: Select "Yes" if your R 
Funding Opportunity is for a 
construction project. Select "No" if your 
Funding Opportunity is not for a 
construction project. 

CFDA No.: Assign a Catalog of Federal R 
Domestic Assistance (CFDA) number. 

8. Main! Click the Add button below the CFDA Number. 
General 

11 /2009 GLAAS 102 USER GUIDE: CREATING A FUNDING OPPORTUNITY 7 OF 38 



Search: I Code :::J For: 

Max Results: r 100 ::3 Results per Page: rro3 

Code Agency 

USAID 
USAID 
USAID 
USAID 
USAID 

Description 

USAID Foreign Assistance for Programs Overseas 
Cooperative Development Program (CDP) 
Ocean Freight Reimbursement Program (OFR) 
Non-Governmental Organization Strengthening (NGO) 
Institutional Capacity Building (ICB) 

USAID 
USAID 

Foreign Assistance to American Schools and Hospitals Abroad (ASHA) 
Food for Peace Development Assistance Program (DAP) 

USAID Food for Peace Development Assistance Program (DAP) 
USAID Food for Peace Emergency Program (EP) 
USAID Food for Peace Emergency Program (EP) 

Next I Page 1 of 2 (14 results found) 

Figure 7: CFDA Number Screen 

Steps Section User Action Guidance 

9. CFDA Search for the appropriate CFDA Number. 
Number 
Selection Click the Display button. 

Click the link to select the correct CFDA 
Number under Code. 

(0. Main/ Click the Contacts link on the left-hand 
General menu (not shown). 
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Funding Opportunl Funding Opportunity Number: RFA-527-09-000027 

Versi on: I BASE-In Progress 3 
Stage: Funding Opportunity 

Net Vi ew: Off 
Main 

General 

I Contacts 

Text 
Summary 

Currency 

Synopsis 

Templates 

Package 

g Supporting Docs 

Applicant 

Grants S ecialist GS .J 
~~~~~==============~ 

Program Manager. I ..J 
Agreements Officer. AO ------------------~ 

Technical Point of Contact ICT020 

Admin Office: PERU 

Issuing Office: IPERU 

Sponsoring Office: IN/A 

Figure 8: Main 1 Contacts Screen 

Steps Section User Action Guidance 

II. Main/ Complete the following Required (R) The Program Manager field can be left 
Contacts and/or Optional (O) fields: blank. 

Grants Specialist: Enter the R 
name of the Grants Specialist. 

Agreements Officer: Enter the R 
name of the Agreements Officer 
assigned to approve this 
document. 

Technical POC: Select a name 0 
of Technical Point of Contact. 

Admin Office: Verify the code R 
that represents the AOTR's 
office. 

Issuing Office: Verify the code R 
which represents the 
contracting office. 

Sponsoring Office: Select R 
"N/A." 

12. Main / Click the Additional Info link on the left-
Contacts hand menu. 
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~s 
Funding Opportuni Funding Opportunity Number: RFA-S27-09-000027 

Version~ I BASE-In Progress 3 
Main 

General 
Contacts 

I Additional Info I 
Text 
Summary 

Currency 

Synopsis 

Templates 

Package 

o SUPPOrtl ng Docs 

Applicant 

Evaluati on Plan 

Site: IUSAIDfTRAINING 

Eligibility Information 

Ability to Apply is: I Unrestricted 

Additional Information on Eligibility 

Additonal informtion regarding eligibilty goes here 

Cost Sharing/Matching Required: f'N03 

Figure 9: Main I Additional Info Screen 

Stage: Funding Opportunity 

Net View: Off 

..::.I 

Steps Section User Action Guidance 

13. 

11/2009 

Main/ 
Additional 
Info 

Complete the following Required (R) and/or 
Optional (0) fields: 

Ability to Apply is: Select R 
"Restricted" or "Unrestricted," as 
applicable. 

Eligible Applicants: If RIO 
"Restricted" is selected above, 
select one or more Government 
Codes and/or Non-Government 
Organizations (not shown). 

Additional Information on RIO 
Eligibility: Enter additional 
information to explain recipient 
qualifications. 

Cost Sharing/Matching R 
Required: Select "Yes" if grants 
awarded under this program 
require funds from other sources. 
Select "No" if your Funding 
Opportunity can proceed without 
cost sharing or cost matching. 
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(;w.s 
Funding Opportuni Funding Opportunity Number. RFA-527-09-000027 

Versi on: 1 BASE-in Progress :::J 
Stage: Funding Opportunity 

NetView Off 
Main 

General 
Contacts 

Additional lnfol 

Text 
Summary 

Currency 

SynopsIs 

Templates 

Package 

g Supporting Docs 

Applicant 

Evaluation Plan 

Application Submission Information 

Applications Due Date: 105/29/2009 

Applications Due Date Explanation: 

Time: 1400 

Time Zone: L T 

Copies: 12 

..:J 

Figure 10: Main Additional Info Screen 

Steps Section User Action Guidance 

13. Main I Complete the following Required (R) andlor For Time Zone, enter or select "L Til 
cont. Additional Optional (0) fields: to indicate Local Time. 

Info 
Applications Due Date: Choose a R 
deadline by which applicants must 
submit their responses. 

Applications Due Date RIO 
Explanation: Enter any additional 
information regarding the due date 
or to provide an explanation, if you 
do not specify a due date. Type 
the text exactly as you want it to 
display in the synopsis on the 
Grants.gov web site. 

Time: Enter time in a 24 hour RIO 
format (2:30 pm = 1430). 

Time Zone: Enter or select the R 
time zone of the time of due date. 

Copies: Enter the number of R 
copies the applicant must submit 
when they apply for the Funding 
Opportunity. 
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~s 
Funding Opportuni 

Main 

General 
Contacts 

I Additional Info I 
Text 
Summary 

Currency 

Synopsis 

Templates 

Package 

g Supporti ng Docs 

Applicant 

Evaluati on Plan 

Analysis 

Validations 

Route Hi story 

Status History 

Notifications 

Ownership 

Navigator 

Funding Opportunity Number. RFA-527-09-000027 

Versi on I BASE-In Progress ::.:J 
Stage: Funding Opportunity 

Net View: Off 

Funding Information 

Funding Instrument Type 

r Grant r Cooperative Agreement 
r Procurement Contract ., Others 

Funding Activity Category 
r Agriculture r Arts 
r Business and Commerce r Community Development 
r Consumer Protection ~ Disaster Prevention and Relief 
r Education r Employment, Labor and Training 
r Energy r Environment 
r Food and Nutrition r Health 
r Housing r Humanities 
r Income Security and Social Services r Information and Statistics 
r Law, Justice and Legal Services Natural Resources 
r Regional Development r Science and Technology and other 

Research and Development 
r Transportation ,- Other 

Figure II: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Main/ Complete the following Required (R) and/or If Cooperative Agreement is 
cont. Additional Optional (0) fields: chosen as a Funding Instrument 

Info Type, then a description of 
Funding Instrument Type: Select R substantial involvement must be 
the appropriate Funding entered. 
Instrument Type. 

If Other is selected as a Funding 
Funding Activity Category: R Activity Category, please enter 
Select the appropriate activity an explanation in the field that 
categories for this Funding displays. 
Opportunity. 
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GOA Ffag INO .J 
Place of Performance 1527 .J Rep bbc of Peru 

Authorized Geographical Code 1000 .J U Ited States of Amenca 

Subcontract!S bgrant Plan Required INO .J No 
~ I Based Contract/Results Onented GrallllliO .J No 

Acctg Period I 

Reporting ACdg Period I 

Figure 12: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Main/ Complete the following Required (R) and/or The lower portion of the 
cont. Additional Optional (0) fields: Additional Info screen contains 

Info USAID-specific "flex fields." 
GOA Flag: Select "YES II if this action R 
is for a Global Development Alliance GLAAS will auto-populate 
initiative. several fields based on 

information entered in the 
Place of Performance: Select a R Requisition and system defaults. 
three-digit code indicating the country You may edit these fields as 
where the work will be performed. needed or required. 

Authorized Geographical Code: R If you are manually entering 
Select the three-digit code indicating values instead of using the 
the country that is authorizing the I 
work to be done. lookup button ( .. :J), you must 

type the value exactly as it 
SubcontractlSubgrant Plan R appears in the system and in all 
Required: Select "YES" if a sub-grant uppercase letters. 
plan is required. 

Performance Based R 
ContractlResults Oriented Grant: 
Select "YES" if this will be a results-
oriented award. 

Acctg Period: If blank, the financial 0 
interface will default to the current 
accounting period. If the Effective 
Date of the award is outside the 
current accounting period, enter the 
two-digit fiscal month and four-digit 
fiscal year in MMIYYYY format. 

Reporting Acctg Period: If blank, the 0 
financial interface will default to the 
current accounting period. If the 
Effective Date of the award is outside 
the current accounting period, enter 
the two-digit fiscal month and four-
digit fiscal year in MMIYYYY format. 
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Action ype IGR1 -.J Grant (Co mpetitive) 

Award EC 14000000 

A1DARIAgenc Exemptions to Competition 10 -.J otApplica ble 

Competition (Yes' 0) IYES -.J YES 

Earmark/Directive!other IDIRECTIVE -.J Directive 

EarmarktDirectivelother Descnption IDisaster Relief 

Figure 13: Main I Additional Info Screen 

Steps Section User Action Guidance 

13. Main! Complete the following Required (R) and as 
cont. Additional needed, Optional (0) fields: 

Info 
Action Type: Select a code R 
identifying the type of acquisition or 
assistance action. 

Action TEC: The total estimated R 
cost of the award is copied forward 
from the Requisition. If the award is 
to be incrementally funded, this 
amount will be greater than the 
committed amount. 

AIDARlAgency Exemptions to R 
Competition: Select a code to 
identify the type of exemption. 

Competition (Yes/No): Enter "YES" R 
or "NO" if this action will be 
competed or not. 

Earmark/Directive/Other: Select a R 
value to indicate if this award action 
is based on a Congressional 
Earmark, Presidential Directive, or 
other mandate. Select UN!A" if not 
applicable. 

Earmark/Directive/Other R 
Description: Enter a short 
description of the Earmark, Directive 
or other mandate for the award 
when applicable. 

14. Main! Click the Text link on the left-hand menu (not 
Additional shown). 
Info 
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Funding Opportunl Funding Opportunity Number RFA-527-09-000027 

Version I BASE-In Progress :::J 
Main 

General 
Contacts 
Additional Info 

Text 
Summary 

urrency 

SynOpSIS 

Templates 

Package 

g Supporting Docs 

Applicant 

EvaluatIOn Plan 

AnalysIs 

Validations 

Route HI story 

He""T." I 

Foot"T." I 
Notes: I 

Figure 14: Main I Text Screen 

Steps Section User Action 

Stage Funding Opportunity 

Net View. Off 

Guidance 

OJ 

.J 

::oJ 

.J 

:.:OJ 

Statements .. 

Statements. 

15. Main I Complete the following Required (R) and as GLAAS will auto-populate 
Text needed, Optional (0) fields: several fields based on 

information entered in the 
Description: Enter a short R Requisition and system defaults. 
description of the item or services You may edit these fields as 
that are going to be advertised with needed or required. 
this Funding Opportunity. It will 
carry over to the Award. Each field will hold up to seven 

Header Text: Enter header text or 0 
typed pages. 

click the Statements button to the The Statements button contains 
right of the field and select header standard language and can be 
text. edited once loaded in the field. 

Footer Text: Enter footer text or 0 
click the Statements button to the 
right of the field and select footer 
text. 

Notes: Enter notes or click the 0 
Statements button to the right of the 
field and select notes. 

16. Main I Click the Summary link on the left-hand menu. 
Additional 
Info 
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Funding Opportunl Fundmg Opportunity Number RFA-527-09-000027 

Version /SASE-In Progress3 

Stage Funding Opportunity 

NetView Off 
Mam 

General 
Contacts 
Addibonallnfo 
Text 

Summary 

Currency 

I SynOPSIS 
Templates 

Package 

\I Supporting Docs 

Appl cant 

Evaluation Plan 

AnalysIs 

Validations 

Route History 

Status HI stOry 

(~ I'II,,, , ."IISL In lll -.11! . . . 

General Edit 

Owner Sample Negotiator 
Program Title Humanitarian Assistance for Earthquake Crisis 

Program DescnptlOn 

This Grant is for re-construci tion programs in p~ as a 
response to the devastat i on due to massive earthquake. 

Date Issued 0412212009 
Requlsloon Number REQ-527-09-001242 

Number of Appli cants 0 
Number of Responses 0 

Award Information 
Esbmated Total Program Funding 4000000 

Expected Number of Awards 4 

Figure I S: Main I Summary Screen 

Steps Section User Action Guidance 

17. Main I Review the screen to verify that all The Summary screen displays 
Summary information is accurate. information that has been entered 

thus far. 

You can click the various Edit buttons 

Edit I . 
( ) on this screen if something 
needs to be changed. 

18. Main I Click the Synopsis link on the left-hand 
Summary menu. 
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Funding Opportunl Funding Opportunity Number: RFA-527-09-000027 
Version. BASE 

Main 

Currency 

Synopsis 

I Grants.gov 

Templates 

Package 

g Supporti ng Docs 

Applicant 

Evaluation Plan 

Analysis 

Validations 

(" .. :,n!s. !Ju·· .. 

No records found. 

Figure 16: Synopsis 1 Grants.gov Screen 

Steps Section User Action 

19. Synopsis I Click the Add tool bar button. 
Grants.gov 

Status: In Progress 

Stage: Funding Opportunity 

Net View Off 

Guidance 
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Action Code: Grants Notice 

I Post Date: 104/30/2009 ~ 
Submission Date and Time: (None) 

Pull Additional Synopsis Data from Version: BASE-In Progress :::1 

IArchive Date: I $1 
Federal Agency Name: IUSAID 

Full Announcement Link 

Announcement URL: Ihttp://\fIMMI.grants.gov 

URL Description: Ihttp://w\t.iw.grants.gov 

Agency contac~ Add II 

Select Name Title Phone Email Address Email Descriptor 

Validate Save & Return 

Figure 17: Synopsis I Grants.goy Screen 

Steps Section User Action 

20. Synopsis / Complete the following Required (R) and/or 
Grants.gov Optional (0) fields: 

Post Date: Enter the date the R 
Funding Opportunity would be 
posted on Grants.gov. 

Archive Date: Enter the date to be RIO 
archived. 

Announcement URL: Enter the R 
URL for Grants.gov. 

21. Synopsis / Click the Add button next to Agency Contact. 
Grants.gov 

Continue to Preview Cancel I 

Guidance 

Archive Date is only required 
when the Applications Due Date 
is not provided on the Main I 
Additional Info screen. 

Any Announcement URL web 
address must begin with "http://." 

The URL Description 
automatically populates when the 
Announcement URL is typed in. 
You may modify this field. 

Agency Contact information 
should be populated. 
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Clic.k Submit 
to save 
your dara 

Jame: IGrant Brown 

Title. IA&A Specialist 

I Phone: 1202-555-1234 
Email Address: I r-g-b-ro-\>lj-'n-@-u-s-a'-·d-.g-o-v------------

Email Descriptor: I 

Submit II CanCel I 

Figure 18: Agency Contact Screen 

Steps Section User Action Guidance 

22. Agency Complete the following Required (R) and/or 
Contact Optional (0) fields: 

Name: Enter the Agency contact R 
name. 

Title: Enter the Agency contact title. RIO 

Phone: Enter the Agency contact's RIO 
phone number. 

Email Address: Enter the Agency R/O 
contact's email address. 

Email Descriptor: Enter a brief 0 
description of the Agency contact's 
email address. 

23. Agency Click the Submit button. 
Contact 
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Granls QOv ~ ." ". ". . : • " ' ".- - • 

Action Code Grants Notice 

Post Date" 104130/2009 ~ 
Submission Date and Time' (None) 

Pull Additional Synopsis Data from Version: 1":1 B~A~S:-::E:--~ln-::P~ro-g-re-s-s-3'" 

Archive Date: I ($ 

Federal Agency SAID 

Full Announcement Link 

Announcement R Ihttp Ilwww.grants.gov 
RL Description r:-Ihtt-p-,-:-;/~-v"-I.~-v"-gr-a-nt-s-.g-ov---------------------

Agency Contact Add I Edit I Delete I 

Select Name Title Phone Email Address Email Descriptor 

.. Grant Brown A&A Spedalist 202-555-1234 gbrown@usaid gov 

Validate Save & Retum II Cont'nue to Preview II Cancel I 

Figure 19: Synopsis I Grants.gov Screen 

Steps Section User Action Guidance 

24. Synopsisl Click the Continue to Preview button. 
Grants.gov 
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Grants.gov 

Submission Date and Time: (No e) 
Funding Opportunity Number: RFA-OAA-09-000003 

Action Code: Grants Notice 
Post Date: 04 302009 

Archive Date: (None) 
Announcement URL: http: .... nn .... . grants .goy 

URL Description: http: ,,·ww.grants,goY 

Agency Contact 

-

Name Title Phone Email Address Email Descriptor 

Grant Brow'n A&A Specialis 202-55l=:-1234 gbrown@usaid,gov 

Figure 20: Synopsis I Grants.gov Screen 

Steps Section User Action Guidance 

25. Synopsis! Review the information on this screen for At the Summary screen you are not 
Grants.gov accuracy. required to enter any information. It 

is just a helpful checkpoint for you to 
review the information that you have 
entered on your Synopsis thus far. 

Click the various Edit links to make 
any changes. 
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Non-Govemment organlzatI ons" 
11 - NatIve American tnbal organizations No 
(other than Federally recognized bribal govemments) 
13 - Nonprofits that do not have a 501(c)(3) status With the IRS, No 
other than Institutions of higher education 

12 - Nonprofits haVIng a 501 (c)(3) status With the IRS, 
other than instItutions of higher educatIon 
20 - Pnvate institutions of higher educatIon 

21 -IndiViduals No 

23 - Small businesses No 

22 - For-profit organizations other than small busmesses 
25 - Others (see text field entitled "Additional InformatIon I 

AdditIonal Information on Eligibility Additonal informtion regarding eligibilty goes here 

Return to synopSIS ust Return I Continue II 

Figure 21: Synopsis I Grants.goy Screen 

Steps Section User Action Guidance 

26. Synopsis I Click the Continue button. 
Grants.gov 

Click the YES button to submit the Synopsis (not 
shown). 
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Grants.gov sends a reply email upon receipt of a synopsis submission. 
The email will either confirm a successful submission or describe the reason(s) It failed. 
The Reply-To Email below is the address to which the confirmation will be sent. Add or change as necessary. 

Posting Account Code: lusaidtest 

Password: ...-1.-.-. -•• -.-.-----
Reply-to Email: I~usaid .gov 

Transmit Later 

Figure 22: Grants.gov Transmission Screen 

Steps Section User Action Guidance 

27. Grants.gov Enter the Posting Account Code The Posting Account Code and 
Transmission and your Password. Password should auto-populate. 

Enter the Reply-to Email. The Reply-to Email may auto-

Click the Transmit Now button. 
populate; if not, enter the appropriate 
email address. 

You must have a Grants.gov user 10 
and password in order to post a 
Synopsis to Grants.gov directly from 
GLAAS. 

28. Synopsis Click the Package link on the left-
hand menu (not shown). 
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~s 
Funding Opportuni Funding Opportunity Number: RFA-527-09-000027 

Version. BASE 

Status: In Progress 

Stage Funding Opportunity 

etVlew: Off Main 

Currency 

Synopsis 
FlJndlCll1 ( tPP,) dIJ 11 1t·/8odv 

Templates Document Format Default View 

Package 

I Bo~ I 
Attachments 

View Selected Template(s): View 

Clause Grouping: All Reference then Full Text per database ... 

Figure 23: Package I Body Screen 

Steps Section User Action Guidance 

29. Package / Select "All Reference then Full Text The Working with Clauses user guide 
Body per database" from the Clause explains how to work with GLAAS 

Grouping dropdown list. Clause Templates in more detail. 

Click the Load Template toolbar 
button. 
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~ Include Public Site: IUSAIDffRAINING .J Include Related Sites: r u.... ........... 

I Search: !Template Name 3 For: IFunding Opportunity 

Max Results: /100 3 Results per Page: f53 Clause Templates: I Display All 

Clause Template Name Site Description Recommended 

I FUNDING OPPORTUNlTY lpUbliC Funding Opportunity Template No 

Page 1 of 1 (1 results found) 

Figure 24: Template Selection Screen 

Steps Section User Action Guidance 

30. Template Search for the appropriate Template 
Selection Name. 

Click the Display button. 

Click the Clause Template Name link 
to display a list of clause sections in 
the lower section of the screen. 

11/2009 GLAAS 102 USER GUIDE: CREATING A FUNDING OPPORTUNITY 
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Yes 

Cancel I 
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~ Include Public Site: rUSAIDrrRAINING .J Include Related Sites: r Display I Cancel I 
Search: ITemplate Name .2:1 For: IFunding Opportunity 

Max Results: 1100 :0::1 Results per Page: rs-3 Clause Templates: ! Di splay All =:] 

Clause Template Name Site Description Recommended Included 

FUNDING OPPORTUNITY Public Funding Opportunity Template No Yes 

Page 1 of 1 (1 results found) 

Select Section Number Section Title Section Type 

f'i' CP Cover Page Custom 
r--:.:..f'i' __ ..&....::;O'-___ --.General Body Custom 

Select All I Continue I 

Figure 25: Template Selection Screen 

Steps Section User Action Guidance 

3/. Template Click the Select All button to include GLAAS displays the clause sections 
Selection all of the clauses in your Funding that will be included in the Award from 

Opportunity. the Clause Template. 

OR 

Check or uncheck the boxes to select 
clause sections one at a time. 

32. Template Click the Continue button. 
Selection 
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~s 
Source TItle Option Target Title 

Cover Page ~ e I Cover Page :::oJ 
r Create New 
r Oo not Add 

General Body • . I General Body 3 
r Create New 
r oo not Add 

I Submit J Cancel I 

Figure 26: Section Match Options Screen 

Steps Section User Action Guidance 

33. Section Confirm that the Option fields are set 
Match to Merge into and then click the 
Options Submit button. 
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~s 
'./:::ll.:toOtil?(1 (!.:·n.:.r::'li.~!. ; : ');ill ')lll'~ ---

Funding Opportunl Funding OpportumlyNumber: RFA-527-09-000027 
Version BASE 

Status In Progress 
Stage: Funding Opportunity 

NetView Off Main 

Currency 

Synopsis 

Templates 

Package 

I BoW I 
I Attachments I 
o Supporting Docs 

Appli cant 

Evaluation Plan 

AnalySIS 

Document Format Default Yim 

View Selected Template(s): Yim 
Clause Grouping: ,'-;"-::-11 =Re-'=fe-'-r-en-ce- thc.--e-n-=F:-:ul:-::I T=-ext"""'-pe- r-:database"3 

Section Menu Name Sectlou Tille 

CP Cover Page Cover Page 
FO General Body General Body 

Figure 27: Package I Body Screen 

Steps Section User Action 

34. Package! Click the Generate toolbar button. 
Body 

35. Package! Modify the Funding Opportunity 
Body document by clicking the Check Out 

tool bar button to check the document 
out of GLAAS, and then clicking the 
Check In toolbar button to upload it 
back into GLAAS after you have made 
changes (not shown). 

36. Package! Click the Attachments link on the left-
Body hand menu. 

Guidance 

GLAAS generates a modifiable Rich 
Text Format (.rtf) document that 
includes all of the clauses for your 
Funding Opportunity (not shown). 

Checking documents in and out of 
GLAAS prevents multiple people from 
editing the same document at the 
same time. 

When checking a document back in, 
the file name must be the same as 
when it was checked out. 

You can click the ".rtf' link under File 
Name to view the Funding Opportunity 
document, but any changes you make 
will not be saved in GLAAS. You must 
Check Out and Check In to make 
edits to the document. 

The Working with Clauses user guide 
shows you how to Check Out and 
Check In documents. 
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9AAs 
Funding Opportunl~ Funding Opportunity Number: RFA-527-09-000027 Status In Progress 

Version BASE Stage Funding Opportunity 

NetView Off' Main 

Currency 

SynOPSIS 

Templates 

Package 
Documents listed here Will be included as part of the package senllo applicants 

o Body Select Subject Required Approved Anilcillnen! NUlnbel Locked File Name I Excepllon Version 

o AOTR Letter for Grants No No AOTR+Letter+-+Grants doc BASE 

Figure 28: Package 1 Attachments Screen 

Steps Section User Action Guidance 

37. Package I Click the Add or Library tool bar Any attachments from the Requisition 
Attachments button to add an attachment to the will be pulled into the Funding 

Funding Opportunity package (not Opportunity. 
shown). 

The Attachments screen contains 
Modify an existing document by documents for external use that may 
clicking the Check Out tool bar button be sent to the applicant. Example: 
to check the document out of GLAAS, "Statement of Work." 
and then clicking the Check In toolbar 

When checking a document back in, button to upload it back into GLAAS 
after you have made changes (not the file name must be the same as 

shown). when it was checked out. 

The Adding Attachments and 
Supporting Documentation user guide 
explains how to add files to your 
GLAAS documents in more detail. 

Any attachments from the Requisition 
will be pulled into the Award. 

Once a document is added here, you 
can use the Convert tool bar button to 
move the document from 
Attachments to Supporting Docs. 

38. Package I Click the Supporting Docs link on the 
Attachments left-hand menu. 
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~s 
Funding Opportunl~ Funding Opportunity Number RFA-527-09-000027 Status In Progress 

Main 

Currency 

SynOPSIS 

Templates 

gPackage 

Applicant 

Docs 

VersIOn' BASE 

Subject Required Approved Locked 

r- SOW No No 
File Name 

Stage Funding Opportunity 
NetView Off 

Version 

Statement Of Work doc BASE 

Figure 29: Supporting Documents Screen 

Steps Section User Action Guidance 

39. Package I Click the Add File or Library toolbar Any supporting documents from the 
Supporting button to add a supporting document Requisition will be pulled into the 
Docs to the Funding Opportunity package Funding Opportunity. 

(not shown). 
The Supporting Docs screen 

Modify an existing document by contains documents for internal use 
clicking the Check Out toolbar button that will not be sent to the applicant. 
to check the document out of GLAAS, For example, the TEC Memo 
and then clicking the Check In toolbar documenting the recommendation of 
button to upload it back into GLAAS the Evaluation Committee. 
after you have made changes (not 

When checking a document back in, shown). 
the file name must be the same as 
when it was checked out. 

The Adding Attachments and 
Supporting Documentation user guide 
explains how to add files to your 
GLAAS documents in more detail. 

To allow only users with "Full Access" 
to view supporting documents, click 
the Detail tool bar button and then 
check the Confidential box (not 
shown). 

Once a document is added here, you 
can use the Convert tool bar button to 
move the document from Supporting 
Docs to Attachments. 

40. Package I Click the Applicant link on the left-
Supporting hand menu. 
Docs 
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~s ,'--+ -- " - • 

Funding Opportunity Funding Opportunity Number RFA-527-09-000027 

Version BASE 
Status In Progress 

Stage Funding Opportunity 
Net View. Off Main 

Currency 

Synopsis 

Templates 

gPackage 

Select Code Nil me ConMct Phone Address Code Solicited Responded City State Zip DUNS 

g Supporting Docs 

Applicant 

Applicants List 

Responses 

Figure 30: Applicant J Applicants List Screen 

Steps Section User Action 

41. Applicant I Click the Add Applicant (Select 
Applicants Type) toolbar button. 
List 

Select "Add Permanent" from the 
dropdown list (not shown). 

Guidance 

"Add Permanent" refers to applicants 
that already exist in the financial 
system, Phoenix, and can be used on 
Awards. 

"Add Temporary" refers to applicants 
in GLAAS that must also be created in 
Phoenix before they can be used on 
awards. 

"Add Suggested" refers to vendors that 
come over from a Requisition and can 
be either permanent or temporary 
vendors. 
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="-'-"-'~I CENTER FOR STRATEGIC AND INTERNATIONAL STUDIES 

• 
For 

Page 1 of 1 (1 results found) 

ICESTINST 

Active CCR Registration 
ISoth3 
Max Results 

J1003 
Results per Page 

1103 

Figure 31: Applicant Selection Screen 

Steps Section User Action 

42. Applicant Search for the Applicant from the 
Selection Applicant Selection screen. 
Screen 

Click the Applicant Code link. 

Guidance 

11/2009 GLAAS 102 USER GUIDE: CREATING A FUNDING OPPORTUNITY 32 OF 38 



Funding Opportunity Funding Opportunity Number RFA-527-09-000027 
Version: BASE 

Status· In Progress 

Stage: Funding Opportuni 

Net Vi ew Off Main 

Currency 

Synopsis 

Templates 

g Package 

g Supporting Docs 

Appli cant 

Applicants List 

Responses 

Select Code Name 

o CES]NST CENTER FOR STRATEGIC AND INTERNATIONAL STUDIES 

Figure 32: Applicant I Applicants List Screen 

Steps Section User Action Guidance 

43. Applicant I Click the Responses link on the left- GLAAS will periodically download any 
Applicants hand menu. responses that applicants have 
List submitted through Grants.gov. 
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(gAAs 
Funding Opportunity Funding Opportunity Number: RFA-527-09-000027 Status In Progress 

Main 

Currency 

Synopsis 

Templates 

gPackage 

g Supporting Docs 

Applicant 

Applicants List 

Responses I 

Version: BASE Stage: Funding Opportunity 

NetView Off 

Figure 33: Applicant I Responses Screen 

Steps Section 

44. 

11/2009 

Applicant I 
Responses 

User Action 

Click the Add Applicant (Select Type) 
tool bar button. 

Select "Add Permanent" from the 
dropdown list (not shown). 

Guidance 
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==":=<-!,..II...;'-"<-L..I CENTER FOR STRATEGIC AND INTERNATIONAL STUDIES 

Page 1 of 1 (1 results found) 

Active CCR Registration 
ISoth ij 

Max Results 
1100 ij 

Results per Page 
10 .... 

Figure 34: Applicant Selection Screen 

Steps Section User Action 

45. Applicant Search for the Applicant from the 
Selection Applicant Selection screen. 
Screen 

Click the Applicant Code link. 

Guidance 
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Funding Opportunity Funding Opportunity Number RFA-527-09-000027 Status: In Progress 

Main 

Currency 

Synopsis 

Templates 

gPackage 

g Supporting Docs 

Applicant 

Applicants List 

I Responses 

Version BASE 

Responses 

Stage Funding Opportunity 
NetView Off 

Select Code Name Representative 

D CESTINST CENTER FOR STRATEGIC AND INTERNATIONAL STUDIES 

Figure 35: Applicant I Responses Screen 

Steps Section User Action Guidance 

46. Applicant! Click the Validations link on the left- Use the appropriate toolbar button to 
Responses hand menu (not shown). Eliminate or Un-eliminate Applicant 

Responses from this list (not shown). 
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~s 
Funding Opportunl~ Funding Opportunity Number. RFA-S27-09-000027 

Version. BASE 
Status. In Progress 

Stage' Funding Opportunity 

Net Vi ew: Off Main 

Currency 

Synopsis 

Templates 

o Package 

g Supporting Docs 

Applicant 

Evaluation Plan 

Analysis 

Validations 

Route History 

No Errors Found 

Figure 36: Validations Screen 

Steps Section User Action Guidance 

47. Validations Correct the errors or warnings and then The Validations screen appears with 
click the Validations link again to re- a list of Error Messages and/or 
validate the Funding Opportunity (not Warning Messages for this particular 
shown). line item. 

Error Messages must be corrected to 
continue. 

Warning Messages should be 
corrected before continuing. but the 
system will not require it. 

48. Validations Click the Route History link on the left-
hand menu. 
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~s 
Funding Opportunl~ Funding Opportunity Number. RFA-527-09-000027 

Version. BASE 
Status In Progress 

Stage. Funding Opportunity 

Net View: Off Main 

Currency 

Synopsis 

Templates 

gPackage 

Route Role To In Date Oln Date Comments Status Version Phone Site Rotnlng Symbol 

g Supporting Docs 

Apphcant 

Evaluation Plan 

Anatysis 

Validations 

I Route History 

Status History 

Notifications 

OWnership 

Figure 37: Route History Screen 

Steps Section User Action Guidance 

49. Route Click the Route tool bar button to begin The Route tool bar button allows the 
History the routing process (not shown). user to forward documents to other 

GLAAS users for review and approval. 

A&A Specialists must route all 
documents for Approval to the 
Agreements Officer. 

You can create routing list templates 
in My Profile. 

Refer to the Routing a Document user 
guide for further instructions. 

50. Route Click the Return To Home link on the 
History left-hand menu. 
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Ii'USAID ~ FROM THE AMERICAN P£OPLE 

,--

GLAAS 102: Creating an 
Assistance Award 

December 2009 

--

Creating an Assistance Award Objectives 

• At the end of this topic, you will know how to: 
- Create an Assistance Award from a 

Requisition 

- Generate a cover letter and standard 
provisions 

- Create the F AADS Report 

- Route the Assistance Award for review 

1212009 GLAAS 102: Creating an Assistance 
Award 

2 



Creating an Assistance Award Process 

1. An APP is created to plan the procurement 
2. The Requisition is created from the APP 
3. The Requisition is released and funds are 

committed in Phoenix 
4. The Milestone Plan is created and linked to a 

Requisition 
5. The Funding Opportunity is created from the 

Requisition 
6. The Assistance Award is created from the 

Requisition 

1212009 GLAAS 102: Creating an Assistance 
Award 

Creating an Assistance Award Roles & 
Responsibilities 

• The A&A Specialist -
- Creates an Assistance Award from a Requisition 

- Generates the Award package 

3 

- Posts the Funding Opportunity to Grants.gov after AO 
approval 

- Creates the F AADS Report 

• The Agreement Officer -
- Reviews and approves the Funding Opportunity 

- Reviews and approves the Assistance Award to 

1212009 

initiate the obligation in Phoenix 

GLAAS 102: Creating an Assistance 
Award 

4 



GLAAS 102 USER GUIDE: 

CREATING AN ASSISTANCE 
AWARD 
PURPOSE: 
This user guide will show you how to create an Assistance Award in GLAAS, which includes all 
types of grants and cooperative agreements. 

BEFORE STARTING: 
1. In order to create the Assistance Award, you must be an A&A Specialist or an Agreement 

Officer. 

2. In order to approve an Assistance Award, you must be an Agreement Officer, Assistant 
Administrator or Mission Director. 

3. A Requisition has been created, approved and released. 

4. A Milestone Plan has been created and linked to the Requisition. 

STEPS: 

Inbox 

Oocuments 

I Create I 
Open 
SynopsIs 

TOGh 
Regulation Research 

Reports 
Standard 

Federal Reponing 
FPOS 

System 
Selup 
Utlitl8S 

Grant: Al0-514-MJO.OII«Il32 
Pan Americen HNkh OiganillrlOn ec:tNiM~ for inffICl1CW3 dlSHNS 

Sol,edotlon: SOL·LPMJI.OOOO3II 
Compel~'" Con/,IC/ for Perform.ra /hnogemen/ S.Mce. 

Solien.'ion. SOL·LPMl9-OOOO15 
Compel~'" Contrlct for Performora Ma"'9"lTIfInI SeNies. 

SoIlCdatlOtl· SOL·0AA-0B00:XJ24 
OONS7RUCTION OF SClF AND SECRET AREA AT NEW COOP SITE IN 
LANSOOWNE VA 

Fundlllg Opportunny- RFA-527-09-!DXJ27 
P_ non-Iood hunwJitwn .S3iliJora In "'_ I • • n urlhQumI. 

Oulol. Ink' 

Central Contractor Regrstration 
Fedlral8usiness Opportunities 

GLAAS Informational Weblut. 

GLAAS Reports 

GSA_nlage' 
GSA O.barment 
OFPC Terrorisl ust 
Compuaaarch 

Figure I: GLAAS Welcome Screen 

Steps Section User Action Guidance 

1. GLAAS Sign Log on to GLAAS (not shown). 
On 

2. Welcome Click the Create link on the Access 
Panel. 

1112009 GLAAS 102 USER GUIDE: CREATING AN ASSISTANCE AWARD 1 OF 46 



Document Type 

JIGrant _A_ 
Create From 

[ USAIDlPe~ Grant (AID-527 -G-~) 

.l§ntfnue J I Cancel I 

Figure 2: Document Create Screen 

Steps Section User Action Guidance 

3. Document Complete the following fields: GLAAS uses different instrument codes 
Create for different types of Assistance 

• Document Type: Select Awards: 
"Grant." 

• "A" = Cooperative Agreement 
• Create From: Select 

"Requisition." • "G" = Grant 

• Grant Numbering Masks: • "LA" = Associate Award 
Select a numbering mask. 

"L" = Leader Award • 
• Section Template: Select 

"(None)." 

Click the Continue button. 
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Grant 

Main 

General 

Additionsl lnfo 

Place of Performan 
Text 
Summary 

Items 

Recipient 

Currency 

Package 

Supporting Docs 

Invoice and Payment 

Va'idanons 

Route History 

Status History 

Nonficanons 

Suspense Items 

Ownership 

NaVigator 

Return to Home 

Grant Number. AID-527-G-08-00015 

Version I BASE-In Progress"3 

Stage' Award 

NetVlew Off 
Number of Items 1 

Requisinon Number. REQ.527-0B-OOOOS1 
SoJicitBnon Number. (None) 

Funding Opportunity Number. (None) 

Obligation $1,500,000.00 

Total Amount Without opnons $1,500,000.00 
Total Amounr $1,500,000,00 

Project 10: ,.---- '--------~ 

~----------------·----I Projectlide: !Provide emergency relief supplies 

Confirmed With. 
Subs! stence: 

NAICS Code: (None) --J 
Size Standard: None 

Originating Office: IUSAID_PERU 

Potential Amount 

Supp~es or Services: Ir---::J-'· 
Construction: [N03 

GWAC I GSA Purchase: r 

Figure 7: Main I Additional Info Screen 

Steps Section User Action Guidance 

9, Main/ Complete the following Required (R) The CFDA numbers assigned to USAID 
Additional and/or Optional (0) fields: can be located by searching for all 
Info numbers beginning with "98," 

CFOA Number: Enter or R 
select the Catalog of Federal The following fields are not used on 
Domestic Assistance (CFDA) Assistance Awards: 
number, 

Project 10 • 
Site: This defaults to the site R 

Confirmed With of the requisition. • 

Project Title: This populates 0 • Subsistence 

from the Funding • NAICS Code 
Opportunity. 

• Size Standard 
Originating Office: This R 
defaults to the requesting • Potential Amount 
office. 

Supplies and Services • 
Construction: Select "Yes" 0 

GWAC/GSA Purchase or "No." • 
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GWAC I GSA Purchase: r 

Technical Officer 

Name: 

Mail Stop: 

Phone: 

,..-- ---
~-------------

Email Address: " - - ------------------------------ ----

Recipient Congressional District No.: r 
Recipient City Code: J-I ---~ 
Recipient City Name: (None) 

Recipient County Code. (None) 
Recipient County Name: (None) 

Recipient State Code: (None) 
Recipient State Name: (None) 

Figure 8: Main I Additional Info Screen 

Steps Section User Action 

9. Main / Complete the following Required (R) 
cont. Additional and/or Optional (0) fields: 

Info 
Technical Officer: Enter the 0 
appropriate contact 
information for the AOTR: 

• Name 

• Mail Stop 

• Phone 

• Email Address 

Recipient Congressional R 
District No.: Enter the 
appropriate district number. 

Recipient City Code: Select R 
the city code. 

Guidance 

A link to the list of U.S. Congressional 
Districts can be found on the GLAAS 
Welcome screen. 
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Name of SubcontractorlSubgrantee' 

Grants 

COTRIAOTR Assigned Date: 
as COTRIAOTR designation letter been signed by all parties 

and delivered to the assigned COTRIAOTR and all other 
parties? 

Figure 10: Main 1 Additional Info Screen 

Steps Section User Action 

19/2009 

9. Main/ Complete the following Required (R) 
cont. Additional and/or Optional (0) fields: 

Info 
Performance Based Contract R 
IResults Oriented Grant: 
Select "YES" if this will be a 
performance-based award. 

Name of Subcontractorl 0 
Subgrantee: Enter the name of 
the subgrantee if applicable. 

Grants Under Contracts 0 
IContracts Under Grant: Select 
"YES" if contracts can be issued 
under this Grant. 

COTRIAOTR Assigned Date: R 
Enter the date that the AOTR 
was assigned to this award. 

Has the COTRIAOTR R 
designation letter been signed 
by all parties and delivered to 
the assigned COTRIAOTR and 
all other parties? Select "YES" 
or "N/A." 

Has a hard copy been placed R 
in the OAA contract award 
file? Select "YES" or "N/A." 

Guidance 
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