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30 June 2016 Revisions:

2.8.1 "Completing a Source Selection Decision Document” - p.48

2.8.1 "SSAC Recommendation” - p. 49

2.9 "Export" has been revised to read "Export and Export to PCF" - p. 52
2.9.1 "Export" has been added - p. 52

2.9.2 "Export to PCF" has been added - p. 54
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1.0 Introduction

1.1 What is ASSIST?

The Acquisition Source Selection Interactive Support Tool (ASSIST) is a secure web-based contracting tool used
to facilitate the coordination and management of all evaluation documentation generated in a source selection. It
is used by all functional areas within the acquisition community including Contracting, Legal, Small Business, and
Program Management/Customers.

Where ASSIST falls in the Acquisition Life Cycle in relation to other web-based contracting tools:

Pre-Award Post-Award
FEDBIZOPPS
|
0O
1 l |
Acquisition Planning e <—— Evaluation =——p Contract
Solicitation Proposal Award Closeout
Issued Due Date

ASSIST is only used for the evaluation portion of a Source Selection — from the closing date of a Solicitation and
receipt of proposals through contract award. Initial proposal submissions are received outside of ASSIST.
The Federal Business Opportunities Page (FEDBIZOPPS) website is used for the solicitation process (e.g.
posting, questions and responses, amendments, etc.). The Paperless Contract File (PCF) tool is where the
contracting personnel uploads, stores, and archives all of the official pre/post-award contractual records and
documentation, which must eventually be stored in PCF.

ASSIST Functionality

The functionality of the application contains the following primary components:

e Setup & Administration: the process involved in creating and configuring a Source Selection to adhere
to an evaluation approach.

e Evaluation Results: the process involved in documenting the results of the Government’s evaluation
(e.g. Findings/ENs, Summaries, and Evaluation Reports) within ASSIST.

e Document Workflow: the process involved in submitting documents for reviews and approvals.

e Exchanges with Offerors: the process involved in conducting on-line exchanges between the
Government and each Offeror through ASSIST2Industry.

1.2 ASSIST Groups

ASSIST users can be categorized into three (3) groups. Each group has its own rights and responsibilities within
the tool. The main group is the User. This is the working level group within ASSIST. The other two (2) groups
(Local Admin and VCE Admin) provide tool guidance and support when required. See below for more
information.
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%& Rights Responsibilities
e Request ‘new’ Source Selection e Serve as a role with specific
e Access assigned Source Selection permissions/privileges within a
e View/access documentation needed to perform Source Selection Team. (See
USER evaluation(s) (e.g. proposal files, solicitation, etc.) section 2.5 “Members” for more
e Document evaluation results information on Source Selection
e Review/approve evaluation results Team Roles.)
e Have exchanges with Offerors
e Same functionality available to a USER for e Setup ‘new’ Source Selections for
Source Selections within an assigned their Command/Agency.
,I&gi\:/ml\] command/organization e Perform administrative functions.
e Ability to create Source Selections for an e Train evaluation team(s).
assigned command/organization e Provide Tier | Helpdesk support.
e Same functionality available to a USER for all e Provide Tier Il Helpdesk Support.
Source Selections within ASSIST e Perform fixes and upgrades to
VCE ADMIN | | Ability to create Source Selections for all ASSIST.
commands/organizations

1.3 Accessing ASSIST

The URL for ASSIST is https://assistl.army.mil. To login to ASSIST:

1. The user must have a valid, active AKO account.

2. An ASSIST Account must then be created for a user using the individual's correct AKO name. The
user/account must be assigned a role within a Source Selection. See section 2.5 “Members” - to add,
edit, or remove members.

3. Anindividual may log into ASSIST with either an AKO Username/Password or via a CAC Login.
However, the user's CAC must be registered and up to date on the AKO website (www.us.army.mil)
otherwise the CAC login to ASSIST may not work.

NOTE: A Procuring Contracting Officer (PCO), Contract Specialist, or Source Selection Evaluation
Board (SSEB) Chair with a CAC can visit the ASSIST homepage to submit a request to use ASSIST in
support of an evaluation (see section 1.5 “How to Request Use of ASSIST”). However, any user can
view the process training videos available in the Source Selection University on the homepage. A user
will only be able to view or enter a Source Selection if they have an ASSIST Account and are assigned a
role within a Source Selection.

1.3.1 Login Instructions

1. Enter https://assistl.army.mil as web address in internet browser.

NOTE: ASSIST is optimized for Microsoft Internet Explorer and Firefox. Not all features will work if
attempting to use ASSIST with another browser (e.g. Safari or Google Chrome).

2. Read the Consent Conditions and click | ACCEPT
3. Read the Classified Information warning and click | ACCEPT.

4. Either click AKO LOGIN to login in using AKO username and password or click CAC LOGIN to login using
CAC.


https://assist1.army.mil/
http://www.us.army.mil/
https://assist1.army.mil/
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1.4 ASSIST Homepage

Welcome System Admin

VCE ASSIST Documentation | Help

Los | Homs

e 'Source Selection University Aot and Assist SAP Hesouroes
This collection of animrated, 10-20 minute kng videos foflows a hard working group of Government employees a8 they expiors and discuss numeroys souree o e
ASSIST Request salection lopic o5 discussed rangs from the basic 1o the complex and cover  wide variety of subjects, bom a simple overview of the sourcs
process in the video entilled *Source Selection 1017 to whal is the difference belween “darilications’, rimurications”, and “discussions” in the video B S500P

Click the button to recuest & few Source Selection. gelect
Jek b enfilled *Exchanges”. Thess videos are an easy. shyays avaiabie way b sducate yoursed about the source selection process. Just dick and leam!
el Acquisation Requislng

Spurce Selection 101 Defence Federal ACQUISRIGN it Dl

Introduces the acquisiton novice to some bask concepts essential to bullding a good understanding of the source selection process.
My Source Sebections St Lantie STl R AT

= . Bolesand Respeaslhilies : ac g
(122014ME Describes In detal the roles and responsibilites of each member of a typial source selection organlzation, !
| “ietaial Acqutsition Dffice
L Cost Reatsm
160/15 Test 5 B Listen In on a detaled discussion of the concept of cost realism as i relates to propasal evaluation and source selection LETA Boest Vall Ouick Gk
BOC - LOCA ADMIN TRAINING Exchanges with Offerars
Bed — e hiee dfferent lypes of exchanges he Gevermment i rduct with ofteron proposals are received,

R S, Detated explanation of the e different lypes of exchanges the Govemment may conduct with oltercrs aller proposals are received
BOC - LOCAL ADMIN TANG - ASSIST UPDATES Source Selection Decision

Listen in &% a first time Source Selection Authorily (SSA) learns how bo make a source selection dedision
APG Tost

e The Cor
AT Sercen Understan he Govemment decides which bferars 1o keep within Compelitve Fange. AppiCaion Video RESOUNCES
SR - DEOR20LS
5 s fis, Mangation Videoy

By Fum) G660 Listen in on a discussion of some basic concepls to be considenad, and a logical thaught process b be applied, when selacting evalisation factons.
W - Test Belepss 51

Dibeieding
W 07022014 Leam the proper procedures and best praciices for conducting debriefings.
-EEHEIL Past Parformancs

MO il Pl Gy Learn what Past Pedormanse i and haw to evaluate B as a factor in a tradeotf

L0 oNTHLE
L0 2014228
D - Files

EH- D0S2015 - TEST RELEASE 66 - TRADECEE .

Four (4) sections of Homepage:

1. Request Use: Provides a user the ability to request the use of ASSIST. For instructions on submitting
request, see section 1.5 “How to Request Use of ASSIST".

2. My Source Selections: Displays a list of past and present Source Selections a user has access to.
Name of Source Selection will appear as a link. Click on specified link to enter desired Source Selection.

3. Source Selection University: Collection of animated, 10-20 minute long videos that educate users on
numerous Source Selection specific topics and processes. Videos can be launched within a browser or
can be saved to a local desktop or document folder and then viewed with Microsoft Media Player or
equivalent application.

4. Resources: Links to external websites where users can find additional information on the Source
Selection process.

5. Application Video Resources: Links to a collection of videos on topics such as: how to navigate
ASSIST, evaluation documentation that can be created, document actions, review/approval workflow of
documents, etc.

1.5 How to Request Use of ASSIST

A Procuring Contracting Officer (PCO), Contract Specialist, or Source Selection Evaluation Board (SSEB) Chair
with a CAC can visit the ASSIST homepage to submit a request to use ASSIST in support of an evaluation. The
user can request to use ASSIST for a new Source Selection event by clicking the ASSIST REQUEST button on
the ASSIST home page, complete the request form, and click SAVE to submit the request to an ASSIST
Administrator. See below for instructions on completing the form. An ASSIST Administrator will perform the initial
creation/setup of the Source Selection in ASSIST based upon information provided in the request form and will
contact the requestor with further instructions.

NOTE: If a user is trying to access an existing Source Selection, but it is not listed for him/her under My
Source Selections on the ASSIST Homepage, the user should contact the Contracting Officer and/or
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Specialist to request or verify access. ASSIST REQUEST should be used to request new Source Selections
only.

Wedcome System Admin

VCE | ASSIST Poumtatn |t

Logout | Home

Hequest Use Source Selection Uniuersity — Assist and Assist SAP Resouroes
hlincill -2 videos follows a hard working group of Govemment employess as they explore and diszuss numerous source 00 Souren Selecton Proceiures
selection fopics ar T T T——— i e variaty of subjects, llom a simple everview of the souecee
selection process Selection 101 to what is the difference between “danfications’, ‘CommUNCATENE =T e N .

= ———
Contracting Activity Fsourcp Selection Information
Command: 1 Seléct 3 command... [=] Solicitation Number: |
Agency: = — Blw
Program Name/Description:
Requring Activity / Customer
Solicitation lssue Date; 3
Department 2 Select & department. = Proposal Submission Date:
PEQYCommand: - Award Forecast Data:
PM/Direcionate: £ Estmated Dollar Vahue:
Dascription seen by Offerors:
Contsct information 4 i Contect  Delete Contact
Role Harme Emai Fhare
Contracting OMcer
Spaciakist
Chair
Add Row

B - Tost Relcadg 63

B 07022014 W5oorce Soaction Approach

BW-00043014

What type of source selection do you need?
. Lritia) Phoes: [Rer @ Assist Assist Simphfied Acquisition Procedures 5
00 - 03172015 This source sekecuion will use the foliowing approach Help
b - 2014124 Tradeoff Lowest Prica Technically Accaptable
Award with or without discussions? Halp
With Discussions Without Discussions
15 this SoUrCe SedeCton LN 3 SSAC? Help
Vot Mo
Release Positive Findings?
Yes No
Save | Cancal

Request Form Instructions

1. Identify the Contracting Activity.

a) Selectthe COMMAND.

b) Selectthe AGENCY. NOTE: No values will be appear until a COMMAND is selected.
2. Identify Requiring Activity and/or Customer.

a) Selectthe DEPARTMENT.

c) Selectthe PEO/COMMAND. NOTE: No values will be appear untiil DEPARTMENTIs selected.

b) Selectthe PM/DIRECTORATE. NOTE: No values will be appear until DEPARTMENT and
PEO/COMMAND is selected.

3. Provide required information about Source Selection.

a) Fill out the Soliciation Number. NOTE: The available DODAAC values (first six characters of a
Solicitation Number) are determinded by seleted COMMAND and AGENCY.

b) Provide PROGRAM NAME/DESCRIPTION (free text). The PROGRAM NAME/DESCRIPTION is
how the Source Selection will appear under My Source Selections to all users with access to
evaluation.

¢) Identify the SOLICITATION ISSUE DATE.

d) Identify the PROPOSAL SUBMISSION DATE.
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e) ldentify the AWARD FORECAST DATE.

f) Fillin ESTIMATED DOLLAR VALUE.

g) Provide DESCRIPTION SEEN BY OFFERORS. The DESCRIPTION SEEN BY OFFERORS is what
will be used in ASSIST2Industry to identify the Source Selection to Offerors.

4. Identify the Contact Infromation for the PCO, Specialist and SSEB Chair. Only the PCO is required.
a) Highlight a role from the contact grid and click on the “EDIT CONTACT” button to receive the
UPDDATE CONTACT INFORMATION dialog box (see below).

Update Contact Information

Role: Specialist

AKO Name: [ Ll

First Name:

<

Middle Name:
Last Name:
Email:

Phone:

Cancel Add New Name

b) Type in the AKO NAME of the Contact. This field is “type ahead” enabled. If user has an exisiting
ASSIST acount, the AKO username will appear in a dropdown as it is being entered (see below).

Update Contact Information X

Role: Specialist b
AKO Name: | SAM.SPEC

First Mame:  SAM.SPEC
SAM.SPECIALIST

Middle Name:

Last Name:

Email:

Phone:

Save Cancel Add New Name

NOTE: If the AKO username does not appear, the Contact does not have an existing ASSIST Account.
An ASSIST Account must be created for the Contact using their AKO username. Click on the “ADD
NEW NAME” button to create an Account.

Update Contact Information

Role: Specialist -
AKO Name: w
First Name:
Middle Name:

Add New Person
Last Name:

- AKO Name:

Ermail:

First Mame:
Phone:

Middle Name:

Cancel Add New Name Last Mame:

Email:
I Phone:

Cancel
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Complete all fields in dialog box. DO NOT include @us.army.mil in AKO NAME. Also, a Middle Name
does not have to be identified. Upon completion, click on ADD button to create ASSIST ACCOUNT.

¢) Click on the AKO Username name from dropdown. The remaining fields will be automatically
populated (first name, middle name, last name, email and phone).
d) Click SAVE to update contact.
5. Answer the source selection approach questions.

a) What type of source selection? ASSIST or ASSIST Simplified Acquisition Procedures.

b) LPTA or Tradeoff? Tradeoff and Lowest Priced Technically Acceptable (LPTA) are two different
bases for selecting the successful Offeror in an acquisition utilizing the competitive negotiation process.
Tradeoff means that the Government will choose the successful Offeror by evaluating some combination
of cost/price factors and non-cost factors such as Technical, Past Performance, and Small Business
Participation and making tradeoffs between the cost/price and the non-cost merits of competing
proposals. Such tradeoffs may allow the Government to exercise the discretion to select other than the
lowest priced Offeror or other than the highest technically rated Offeror as the successful Offeror. LPTA
means that the Government will choose the successful Offeror by first evaluating some non-cost factors
to determine which Offerors are considered to have met the minimum standard of being "Acceptable”.
Once all the Offerors who are at least "Acceptable" have been identified, the successful Offeror will be the
one who has the lowest cost/price proposal. No tradeoffs are allowed and the lowest cost/price always
wins. Which basis for award is being utilized by a particular acquisition can be found in the Source
Selection Plan and in Section M of the solicitation.

NOTE: The selection of LPTA or Tradeoff determines the evaluation methodologies and resulting
ratings/definitions available for factors in the Source Selection. If LPTA is selected, acceptable/not
acceptable ratings are available for all non-cost/price factors. If tradeoff is selected combined
technicallrisk ratings, separate technical and risk ratings, performance confidence assessments and/or
acceptable/not acceptable ratings are available for all non-cost/price factors. See section 2.4 “Factors”
for more information.

¢) Award with or without discussions? Award without discussions means the government intends to
evaluate proposals and select the successful Offeror without having any exchanges with the competing
Offerors, except for the very limited type of exchange called "clarifications." Award with discussions
means the Government intends to evaluate proposals, make a competitive range determination, conduct
meaningful discussions with all Offerors included in the competitive range, allow Offerors to revise
proposals, and evaluate final proposal revisions before selecting the successful Offeror. All exchange
types permissible by the Federal Acquisitions Regulations (clarifications, communications, and
discussion) can be utilized when awarding with discussions.

d) Is this Source Selection utilizing a SSAC? The Source Selection Advisory Council (SSAC) is a
group of senior Government officials with functional expertise who are appointed to assist the Source
Selection Authority (SSA) throughout the source selection process. The SSAC, if utilized, is required by
DOD to prepare a written comparative analysis of the competing proposals and provide award
recommendation to the SSA. DOD requires an SSAC for acquisitions with a value equal to or greater than
$100M. The SSAC is optional for acquisitions less than $100M.

e) Release Positive Findings? Set to NO by default.
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1.6 Layout of ASSIST

e Systam Admin

ation | Help

Logout | Home

VCF I ASS I ST TS - 07302014 (INITIAL Phase)

y Revie dings/ENs
My Workspace = -

(ance (click this bar to open/ dose bet)
Updale Pending

S Panging My Action (§) Findings SetFier | Summarze | Evpor Displayed | Export Selacled | Reassign Authar | Add Finding | Edit Finding | Vicw Finding | DessteNegate
FindngsENs (8) Finding /D Offe  Factor SubFactor Type Subject Phase Author Workflow Status. Final State LastUpdate  Exchange zent Retumed
st Type
Evaluationg {3

. CPEAH-0004 BAH  CostPrice CostPrice  Cost Price Concem INITIAL WALT DISNEY1  Comiracting Finding Pending 1062014 CLARIFICATION
Sumemarnies (0) Concem Officer Approval W37 AM
B My Documents PRGO-0004 oo Fasl Pefomance Mingr o Sateite Information  INITIAL MARY MACINTOSHChar Finang Pendrg TVOsE014 CLARIFICATION
Clercal for Gonfract XXX Appooval 03827 AM
Fideg sy Emor
Evaluations PPCCCO001 CCC Past PeMormance Agverse  Subcontractor Past  INITIAL MARY MACINTOSHCeniracing Finding Pending 062014 COMMUNICATION
Summaries Fasl Pertomance Officer Agproval 103920 AM
Performance
Information
TSICCCO0001 CCC Technical Management Defciency  Rao Frequancy INITIAL MICKEY MOUSE  Comtracting Finding Pendng V062014 DESCUSSION
Officer Approval 103423 AN
T318AH0004 BAH Technical Management Strengh  Wamanfy NITIAL BART.SIMPSON  Contracting Findng Pendng 062014 NO_EXCHANGE
Officer Appeaval 103326 AM
TOOGD00O1  GD Terms and  Condition & INITIAL SAM SPECIALIST Confracling Finding Pending 10062014 COMMUNICATION
Condiions  Assumption # 10, omcer Approval 003328 AM
Source Selection
Manage Multiple Doca . .
EN withount rasponse # EN with response  Maora Info on Statuses and Final Stames
Administration

The ASSIST application is laid out into three (3) main sections; each section is used for different purposes.

1. ASSIST Banner: Provides access to Documentation view. In Documentation, users have access to
Source Selection Files (e.g. Solicitation, SSP, etc...), Basis for Award, Offerors’ proposals, and
miscellaneous reference material including: factors criteria, member information, workflow, external
reference links and Finding Types (rating/definitions). See Section 1.6.2 “Documentation” for more
information on this view. The Banner also provides quick access to Help, Logout and the Home Page.

2. Left Navigation Panel: Broken out into four (4) sections/stack panels:

e My Workspace: Available to all users. Provides access to documents pending action by a user
(Pending My Action) or access to all documents created by user no matter what their state is in the
workflow (My Documents). More information on the “Pending My Action” view can be found in
Section 4.0 “Workflow”.

e Source Selection: Available to all users. Provides access to all documents created and saved for
the Source Selection, whether the documents are created by the user or a fellow Source Selection
Team member. Every user is assigned a Source Selection Team role during Setup and
Administration. Users will only see documents in the Source Selection view that pertains to their
assigned role. See section 2.5 “Members” for more information on role based security. Documents
can be viewed by “All Offerors” or can be sorted by specified Offeror.

NOTE: Documents can be viewed by document type - Findings/ENs, Evaluations, or Summaries - in
any of the My Workspace or Source Selection views. In My Workspace or Source Selection view, click
on the plus (+) sign located to the left of any subcategory (e.g. Pending My Action, My Documents, All
Offerors, Specific Offeror) to expand and show available document types. Click on desired type to view
documents.
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e Manage Multiple Docs: This view is only available to PCO, Specialist, SSEB Chair, Legal and

Virtual Contracting Enterprise

Administrators. Provides the user assigned one of these roles with the ability to perform various
administrative actions in bulk. See section 4.2.2 “Administrative Workflow Actions” for information on
Manage Multiple Docs is also where the action of releasing ENs to an Offeror is
performed. The action of accepting an EN and an Offerors response is also performed from this view.
See section 5.0 “Exchanges with the Offerors” for more information on this process
e Administration: This view is only available to PCO, Specialist, SSEB Chair and

these actions.

Administrators. Provides the user assigned one of these roles with the ability to setup their source

selection and administer ASSIST to meet the requirements of the Source Selection Team and their
evaluation approach. See section 2.0 “Set Up and Administration” for more information on this

process.

3. Workspace: Area where users view ASSIST generated documents (Findings/ENs, Evaluations and

Summaries) and perform actions for these documents. Content changes as user selects different views

from the stack panel.

1.6.1 Document Grid

Findings/ENs, Evaluations, and Summaries appear in a grid within ASSIST. These grids will appear within the
workspace view after a specified document type is selected from any of the subcategories in My Workspace or
Source Selection. Columns headings in the grid identify pertinent information about the documents listed in the
rows below. The columns and displayed information will vary based upon the selected document type. The table
below identifies all column headings used in ASSIST, what documents they are available for, and a brief

description of what the displayed information means.

Column Heading Finding/ENs Evaluation Summaries Description

Finding ID X Identifier assigned to each Finding/EN created in
system for reference

Offeror X X X Offeror document is created for

Factor X X X Factor document is created for

Subfactor X X X Subfactor (if applicable) document is created for
Finding/EN Type (e.g. Strength, Weakness,

Type X .
Deficiency, etc...)

Subject X Subject of Finding/EN
Phase document was created in (e.g. Initial, Interim,

Phase X X X .
Final)

Author X X X Author of document

Workflow X X Current reviewer in control of document (person in
workflow where document is sitting)

Status X Status of document in ASSIST

Final State X Final state of Finding/EN after evaluation

Last Update

X

Date/Time stamp of last update to document — in
Eastern Time

Last Log Entry

Not by Default*

Last action taken on document

Type of exchange for Finding/EN (e.g. No Exchange,

Exchange Type X Clarification, Communication, Discussions)
Sent X Date/Time stamp Finding/EN was sent to Offeror — in
Eastern Time
Date/Time stamp Finding/EN was returned from
Returned X Offeror —in Eastern Time
Rating X Rating assigned to Offeror

*Not available by default but can be made available in the grid (see Configuring the Grid below).
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Configuring the Document Grid

The grid provides some control on how information is listed. The grid/columns can be customized in three (3)
ways: Add or remove columns to the grid, change the order of columns, or sort the grid by a specific column.
Any changes made to the grid or columns will be persistent while working in the same session.

1) Add or remove columns to the table: To the right of the last column in the grid, hold the mouse to the
right hand side of that last column heading in the grid, and a down-arrow will appear in the heading (right
hand side). Click this down arrow, go to columns, and then click on the column name(s) to be
added/removed.

2) Change the order of columns in the table: Click on the column heading and drag it across the column
headers, and drop it (or release the mouse) when the column is in the desired location.

3) Sort atable by a specific column: Sorting a column can be done in the following two ways:

a) Click a column heading to sort the list alpha numerically by that column (and click again to reverse the
sort); or

b) To the right of the last column in the grid, hold the mouse to the right hand side of that last column
heading in the grid, and a down-arrow will appear in the heading (right hand side). Click this down
arrow, then click SORT ASCENDING or SORT DESCENDING.

The sort order of a grid will remain intact if the user leaves and comes back to the view. The selected sort

will apply to all grids of the same document type (e.g. Findings/ENs, Evaluations or Summaries).

1.6.2 Documentation

The Documentation view provides read only access to Source Selection Files (e.g. Solicitation, SSP, etc...),
Offerors’ proposals, and miscellaneous reference material including: factor evaluation criteria, member’s
information, workflows, external reference links and Finding Types (ratings/definitions). Click on the
Documentation link located in the ASSIST banner to open this view in a new browser window (see below).

VCE ASS I ST EH - 04072014 (INITIAL Phase) ;)';:-Ju.wm.r.m

Logoan | Home
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Welcome System Admin

VCE | ASSIST Cocunertaion | Hep

Logout | Home

Src Sel Documents +  Source Selection Documents

Source Selection Files
File Mame File Type Poster Upleaded

1. TECHNICAL EVALUATION APPROACH. The process will

Basis For Award consider the following:
Basis For Award

a. Understanding of the Problems. The proposal will be evaluated to determine the extent to which it demonstrates a clear understanding
of all features involved in solving the problems and meeting the requirements; and the extent to which uncertainties are identified and resolutions

- Technical
Technical ‘ propased.
T Citers b. Feasibility of Approach. The proposal will be evaluated to determine the extent to which the proposed approach is workable and the
Ratngs end results achievable. The proposal will be evaluated to determine the extent to which successful performance is contingent upon unproven devices and
Small Business that require i _ The proposal will be evaluated to determine the level of confidence provided the Government with

AAA Fies
respect to the offeror's methods and approach in successfully meeting the requirements in a timely manner. The proposal will be evaluated to determine

the extent to which the offeror is expected to be able to successfully complete the proposed tasks and technical requirements within the required
schedule. In the event that enhancements are proposed, the enhancements will be evaluated to determine whether the approach taken is feasible and will
result in an end product that fully meets or exceeds the RFP requirements.

BBB Files
CCC Files

Past Performance

c. Adequacy of The propasal will be evaluated to determine whether the offeror's methods and approach have
‘adequately and completely considered, defined, and satisfied the req specified in the The propesal will be evaluated to determine
Cost/Price the extent to which each req of the has been in the proposal in accordance with the proposal submission section of the
solicitation.
Management Access to the evaluation criteria, ratings/definitions, or

Offerors’ Proposals is available within selected Factor

4 External Links 7

5 Members

Workflows

P —
Finding Types

The Documentation view has a left navigation panel that can be broken out into seven (7) sections:

1. Source Selection Documents: Accessible to all members. Provides access to non-factor specific files
(e.g. Proposals) that are relevant to the conduct of the Source Selection evaluation. Examples include:
Source Selection Plan (SSP), Solicitation, Amendments, Evaluation Templates, Training, or Other
relevant files.

2. Basis for Award: Accessible to all members. Provides access to the Basis for Award. The Basis for
Award is commonly defined in Section M of the Solicitation.

3. Factor Information: Accessible to Source Selection Team members assigned within that Factor/Subfactor
(e.g. Evaluator, Subfactor Chair, and Factor Chair). Also accessible to members assigned a role of
Contracting Officer, Contract Specialist, Lawyer, Chair, Deputy Chair, SSA, SSAC or Reader All.
Provides access to evaluation criteria, ratings/definitions, and Offeror’s proposals for selected factor.

4. External Links: Accessible to all members. Provides access to external websites where users can find
additional information on the Source Selection process.
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5. Members: Accessible to all members, except Contract Advisors. Provides access to list of members
that make up the Source Selection Team. This list includes each member’s role or roles and contact
information.

6. Workflows: Accessible to all members. Pictorial of the workflows for an Evaluation, Finding/EN or
Summary.

7. Finding Types: Accessible to all members. The term 'Finding', as used in ASSIST, refers to each
individual aspect of merit (both positive and negative) that the Government evaluation team observes and
documents as a result of assessing the proposal against the Government solicitation requirements.
ASSIST has been programmed with eleven different types/categories of Findings that an evaluation team
may use. This view provides access to the Finding Types that will be available for use in a Source
Selection.

2.0 Setup & Administration

A Source Selection in ASSIST must be configured to support the requirements of each unique evaluation
approach. The ability to configure a Source Selection is performed in Administration. Administration is accessible
throughout the course of an evaluation to allow for the ability to update or modify a Source Selection as needed.
As stated above, the Administration Tab is only available to the PCO, Specialist, SSEB Chair and Administrators.

To access Administration in ASSIST:

1. Enter a Source Selection by clicking on the appropriate link from the ‘My Source Selections’ section on
the home page.

2. Click on ‘Administration’ located in the left navigation panel.

I_'r‘ VC E AS SI ST Mass Document Test (INITIAL Phase)

My Workapace ADMINISTRATION

Source Selection

Manage Multiple Docs

Administration

NOTE: Setup & Administration can only be performed by an Admin (Local or VCE) or a user assigned a
role of Contracting Officer, Contract Specialist or SSEB Administrator.
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There are nine (9) components of the Administration section.

e Profile: Modify the Source Selection profile.

e Source Selection Files: Add Source Selection files (e.g. Source Selection Plan (SSP), Solicitation,
Amendments, Evaluation Templates, Training, or Other relevant files).

e Finding Types: Specify which Finding Types will be used for the Source Selection evaluation.

e Factors: Manage/add the Basis of Award, Factors, and Subfactors.

e Members: Add, edit or remove members and their roles.

o Workflow Routing: Define the review and approval sequence for documents created in ASSIST.

e Offerors/Proposals: Add Offerors, manage Offeror contacts and upload proposal files.

e Decision Documents: Change phase of evaluation (e.g. Initial, Interim, Final) by creating Decision
Documents (e.g. Competitive Range Determination, the SSAC Recommendation or the SSA Decision).

e Export: Export all evaluation documents for Source Selection.

2.1 Profile

Profile provides the ability to update information submitted with Source Selection Request. See 1.5 How to
Request Use of ASSIST for information pertaining to any of the fields on this page.

Profiles

Contracting Activity Source Selection Information

Comenand: ACC [=] Solicitation Number:
Ageney: ACC-HI - WISOKN x| 15 rix|. a1az
Program e/ Descnphon: EH - 10082015 - TESTING RELEZ
Requiring Activity § Custormes
Solicitation lssue Date: 2015 June 02
Departrment: DEPARTMENT OF ARMY ol | Proposal Submission Date: 2015 Juby 03
PEO SOLDIER - Award Focecast Date: 2015 October 06
Ot HO, PEO SOLDIER -l Estimated Dollar Value: 250000000
Descripbion seen by Offerors: EH - 10082015 - TESTING RELES
Source Salaction Approach
Type of source selection:
Assist Agsist Simplified Acquisition Provedures
Help

This source sebectson will use the following approach:

Is this Source Sebection utilizmg a SSAC?

# Yes No
Release Positive Findings?
Yes No
Save Changas

Update any field on page and click SAVE CHANGES button.

The award with or without discussions question under the Source Selection Approach must be changed from
_ without discussions to with discussions if the Source Selection was initially set up to award without

~ 7| discussions and during the course of the evaluation it was determined that discussions with the Offerors must
be held. This change will permit the Source Selection to have a Competitive Range Determination and enter
into discussions as opposed to going to award. See section 2.8 “Decision Documents” for more information.

2.2 Source Selection Files

Source Selection Files provides the ability to upload and manage non-factor specific files relevant to the conduct
of the Source Selection. Examples of files uploaded and managed from this page include: Source Selection Plan
(SSP), Solicitation, Amendments, Evaluation Templates, Training, or Other relevant files. Files uploaded here will
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be accessible to all users by accessing “Documentation” from the link in the banner and then selecting Source
Selection Documents tab on the left navigation panel (see section 1.6.2 “Documentation” view).

Adding a File
1. Click the ADD FILE button.
Source Selection Files View File | Delete Fil:eL Change FileType
File Hame File Type Date Created Created By
2. Select the ‘File Type’ from the first dropdown field in the Upload File dialog box. The ‘File Type’ can be
used to sort all uploaded documents into categories, making it easier for users to find what they are
looking for.
Upload File x|,
File Type: 2 [Select File Type... |
File: 3 I Bmwse._.l
Note files over 300MB are not supported
4 Reset Close
3. Click BROWSE to navigate to a local directory (or a share drive) where the files are saved. Select (single
click) the file you want to add/upload then click OPEN.
IMPORTANT! Files over 300MB are not supported and will not successfully upload into ASSIST.
4. Click SUBMIT.

The file, once uploaded, will appear in the Source Selection File grid. The Upload File dialog box will remain open
to allow for further files to be uploaded until complete. When complete, click on CLOSE button to close dialog
box. At any point in time, click the RESET button to return all fields to default values.

Viewing a File

1.
2.

3.

Select a file from the Source Selection File grid.
Click the VIEW FILE button located in upper right hand side of Source Selection Files grid.
2 -
Source Selection Files Delete Fie | AddFile | Change FileType
File Name File Type Daf® Created Created By
I Solictation.docx Solicitation 031372014 10:58:16 AM SYSTEM.ADMIN I
SSEP for Cost Type Contract & no SSAC.doc S5P 03/13/2014 10:58:32 AM SYSTEM.ADMIN
Amendment.docx Amendments 03132014 10:58:10 AM SYSTEM.ADMIN
Follow browser instructions to open or save file.
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Deleting a File
1. Select a file from the Source Selection File grid (see Step 1 from viewing a file above).

2. Click the DELETE FILE button located in upper right hand side of Source Selection Files grid.

= .
Source Selection Files View File | Delete File || Add File | Change FileType

File Hame File Type Date Created Created By

Solicitation.docx Solictation 03/13/2014 10:58:16 AM SYSTEM.ADMIN
SSEP for Cost Type Contract & no SSAC doc ssp 03/13/2014 10:58:32 AM SYSTEM.ADMIN
Amendment.docx Amendments 0341372014 10:58:10 AM SYSTEM.ADMIN

3. A Dialog box will appear to confirm delete. Click YES and file will be removed.

Changing File Type
1. Select a file from the Source Selection File grid (see Step 1 from viewing a file above).
2. Click the CHANGE FILE TYPE button located in upper right hand side of Source Selection Files grid.

Source Selection Files View File | Delete File | AddFile | Change FileType

File Hame File Type Date Created Created By

Solicitation.docx Solicitation 03M13/2014 10:58:16 AM SYSTEM.ADMIN
SSEP for Cost Type Contract & no SSAC.doc S5P 03M3/2014 10:58:32 AM SYSTEM.ADMIN
Amendment.docx Amendments 031372014 10:58:10 AM SYSTEM. ADMIN

3. Select new File Type from dropdown in dialog box that appears and click SUBMIT button to change.

Update File Type X
File Name: Solicitation.docx
3' File Type: Solicitation "I

Close

2.3 Finding Types

The term 'Finding', as used in ASSIST, refers to each individual aspect of merit (both positive and negative) that
the Government evaluation team observes and documents as a result of assessing the proposal against the
Government solicitation requirements. ASSIST has eleven default Findings types available for use. These types
cover all possible types/categories that will be needed by a Government evaluation team. The Findings available
in ASSIST are listed below. The plus (+) and minus (-) sign next to each Finding type signifies whether it is a
positive or negative aspect.
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Finding Type

Finding Definition

Strength (+)

An aspect of an Offeror’s proposal that has merit or
exceeds specified performance or capability requirements
in a way that will be advantageous to the Government
during contract performance. (from DoD Manual)

Significant Strength (+)

An aspect of an Offeror’s proposal that has appreciable
merit or appreciably exceeds specified performance or
capability requirements in a way that will be appreciably
advantageous to the Government during contract
performance.

Weakness (-)

A flaw in an Offeror’s proposal that increases the risk of
unsuccessful contract performance. (from DoD Manual)

Significant Weakness (-)

A flaw in an Offeror’s proposal that appreciably increases
the risk of unsuccessful contract performance. (from DoD
Manual)

Deficiency (-)

A material failure of an Offeror’s proposal to meet a
Government requirement or a combination of significant
weaknesses in an Offeror’s proposal that increases the risk
of unsuccessful contract performance to an unacceptable
level. (from DoD Manual)

Cost/Price Concern (-)

A flaw, issue with, or lack of information in the cost/price
proposal.

Terms and Conditions (-)

An issue related to any of the contract provisions in the
solicitation.

Uncertainty (-)

Any aspect of a non-cost/price factor proposal for which the
intent of the offer is unclear (e.g. more than one way to
interpret the offer or inconsistencies in the proposal
indicating that there may have been an error, omission, or
mistake).

Minor or Clerical Error (-)

A minor non-cost/price factor informality or irregularity that
is merely a matter of form and not of substance or a clerical
error apparent on its face in the proposal.

Past Performance Relevancy Concern (-)

An aspect of the proposal that raises a question about the
relevancy of the Offeror’s past performance information.

Adverse Past Performance Information (-)

Any unfavorable past performance information to which the
Offeror has not previously had an opportunity to respond.

Finding Types in Administration provides the ability to specify whether a Finding type listed above is to be active
or inactive for a Source Section. Active Finding types are available and able to be created by members of the
Source Selection Team. Inactive types will not be available and will not be able to be created by members of the
Source Selection Team. All Finding types are defaulted to ‘active’ for a new Source Selection. See the
instruction below to change a Finding type to inactive for a Source Selection.

“Documentation” view).

NOTE: The Finding types (with definitions) identified as active will be viewable to all users by accessing
“Documentation” from the link in the banner and then selecting Finding Types (see section 1.6.2
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Active? Finding Type

I Yes : Strength

IYES : Significant Strength
Yes Weakness
Yes Significant Weakness

;

Cost/Price Concern

o
4]

Terms and Conditions

o
]

44

Uncertainty

&
3

Minor or Clerical Error

o
]

Past Performance Relevancy
Concern

o
4]

g

Adverse Past Performance
Information

@
3

Finding Definition

Virtual Contracting Enterprise

An aspect of an offeror's proposal that has merit or exceeds specified performance or capability reguirements in a way that will be
advantageous to the Government during contract performance. (from DoD Manual)y

An aspect of an offeror’s proposal that has appreciable merit or appreciably exceeds specified performance or capability reguirements in a

way that wil be appreciably advantageous to

the Gowvernment during contract performance.

A flaw in an offeror's proposal that increazes the rigk of unsuccessful contract performance. (from DoD Manual)

A flaw in an offerors proposal that appreciably increases the risk of unsuccessful contract perfermance. (from DoD Manual)

meet a Government reguirement or a comeination of significant weaknesses in an offeror's

prupusalthat increaszes the rigk of unsuccezgdful contract performance to an unacceptable level. (from Dol Manual)

A flaw, issue with, or lack of information in th

An issue related to any of the contract provis|

costiprice proposal.

ons in the solicitation.

Any aspect of a non-cost/price factor proposgl for which the intent of the offer is unclear (e.g. more than one way to interpret the offer or

inconsistencies in the proposal indicating that!

here may have been an error, omission, or mistake).

A minor non-costiprice factor informality or irfegularity that is merety a matter of form and not of substance or a clerical error apparent on its

face in the proposal.

An aspect of the proposal that raises a guest]

Any unfavorable past performance informatiof

v

on about the relevancy of the offerors past performance infermation.

hto which the offeror has not previousty had an opportunity to respond.

2| Save Changes I

Making a Finding Type Active or Inactive
1. Select ‘Yes’ or ‘No’ from the dropdown in the Active column adjacent to the Finding Type to be made

active or inactive.

2. Click SAVE CHANGES button.

NOTE: All Finding types are not available for each factor type (e.g. Technical, Past Performance, Small
Business or Cost/Price). The Findings available to be created for each factor type is provided below. See the
next section 2.4 “Factors”, for more information on factor types.

Finding Type Factors
Strength Technical/Past Performance/Small Business
Significant Strength Technical/Past Performance/ Small Business
Weakness Technical/Past Performance/ Small Business

Significant Weakness

Technical/Past Performance/ Small Business

Deficiency Technical/Past Performance/ Small Business
Cost/Price Concern Cost/Price
Terms and Conditions N/A — Not associated with any factors

Uncertainty

Technical/Past Performance/ Small
Business/ Cost/Price

Minor or Clerical Error

Technical/Past Performance/Small Business/
Cost Price

Past Performance Relevancy Concern

Past Performance

Adverse Past Performance Information

Past Performance
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2.4 Factors

A Factor indicates the particular subject matter area that the Offeror must address in the proposal and that will be
evaluated by the Government's evaluation team. The Factors component of Administration provides the ability to
identify and configure the Factors for a Source Selection, enter the Basis for Award, and create/configure
Subfactors for a Factor (if applicable).

The Factors component has (2) views: the main Factors view and the individual Factor view.

e Main Factors view: This view provides the ability to identify the Factors to be evaluated and input the
Basis for Award. Subfactors are not added in this view. They are added from within the individual Factor
view. The main view is accessible by clicking on the overall component heading (‘Factors’) under the
Administration section. See section 2.4.1 “Factors View” for more information.

FACTORS
Guidance [click this bar to open/dase text)

My Workapace

Source Selection

Factors A Nenw Facie
Manage Multiple Docs ot

Factor Name A
Adminlstration - q
Techrcal vas[®

Filos Small Business Yos

Past Perfamance Yoo
CostPrece Teal
Yas | *

<
Factors < Fa(_:tors
View
-
Save
Basis for Award
Hh A MBE AL B UYUS FFAERS"E"ES EBE- QM A~ A HH® S Foltdee- &

P Words: 0

Save | Undo

¢ Individual Factor view: Each Factor has its own view. This view provides the ability to individually
configure each Factor by modifying the Factor name, selecting the evaluation methodology, identifying
the factor code and entering the evaluation criteria. If applicable, Subfactors can also be created for a
factor from within this view. To view each Factor and its contents, click the plus (+) sign next to the
‘Factors’ heading under Administration to expand the Factors tree and select a specified Factor. See
section 2.4.2 “Individual Factors View” for more information.
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e FACTOR

Guidance (click this bar 1o open/dose tlext)

Source Selection
Manage Multiple Docs

Factor Name:
Administration
Evaluation Methodology:
Frofila
Factor Code:

Source Selection Fies

Finding Types Evaluation Criteria  RATING

B Faclors

hrXDhehL BIVYVS EEEE

erarching evaluation approach for all factors

[rechvicai | Type: Technical
| Combined TechnicalRisk = Active?: [res
TeE What is Type?

EYfE S = @B O AA HH® 5 FotsSees- 5

d subfactors is as follows:

uacy of Response. The propgsal will be evaluated to determine whether the offeror’s methods and approach have adequately and
ned, and satisfied the fequirements specified in the RFP. The proposal will be evaluated to determine the extent to which each

= Factors Bsad ir e with the proposal submission section of the RFP.
Technical C— Individual evaluated to determine the extent to which the proposed approach is workable and the end
bosal v Factor View ne the extent to which successful performance is contingent upon proven devices and
Small Business | be ¢ extent to which the offeror is expected to be able to successfully complete the proposed tasks
Nithin the required schedule.
Past Performance
Cost/Price
T T Words: 148.
Save AJC Subi-acion
2.4.1 Factors View
There is two main parts to the Factors View: the “Factors Grid” (section 2.4.1.1) and the “Basis for Award”
(section 2.4.1.2).
Factors Add New Factor
Factor Name Active
Technical Yes. B
. Small Business Yes E
FaCtOI’S G“d Past Performance YESE[
Cost/Price Yes E
Save
Basis for Award
“ ¥ MENL BIUS EE=EE E-E-EEBE" QM A-A- 2 ® & FontSizes~ |
Basis for Award
p Words: 0

Save ‘ Undo |
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2.4.1.1 Factors Grid

There are four (4) default Factor “Types” provided for every new Source Selection: Technical, Small
Business, Past Performance and Cost/Price. These Factors can be seen from the Factors grid located at the
top of the main factors view. The "Type" designation refers to the four (4) types of evaluation Factors
prescribed in the mandatory Department of Defense (DoD) Source Selection Procedures.

The DoD prescribes the evaluation methodologies that can be used for each “Type” of evaluation Factor. The
selection of the type of Factor in ASSIST provides the methodologies as prescribed by DoD. If there is more
than one methodology available for use within a particular type of Factor, the appropriate methodology for an
evaluation approach be can selected from the “Evaluation Methodology” dropdown located with the individual
Factor view (see section 2.4.2 “Individual Factor View”). The methodologies available for use for each factor
are provided below.

Factor Type Evaluation Methodologies

Technical Combined Technical/Risk
Separate Technical/Risk
Acceptable/Not Acceptable
Small Business Combined Technical/Risk
Separate Technical/Risk
Acceptable/Not Acceptable

Past Performance Performance Confidence
Assessments
Acceptable/Not Acceptable
Cost/Price Not Applicable

The selection of the evaluation methodology will automatically populate the prescribed rating/definitions that
must be used with that methodology. The "rating" is how the end result of the evaluation of a particular subject
matter area (Factor or Subfactor) will be expressed in a summary fashion. See Appendix A for the
rating/definitions that will populate based upon the selected evaluation methodology.

NOTE: The selection of Lowest Price Technically Acceptable (LPTA) in the Source Selection request will limit
the selection of evaluation methodologies for all non-cost/price factors to only acceptable/not acceptable
ratings. If tradeoff is selected, the combined technical/risk ratings, separate technical and risk ratings,
performance confidence assessments and/or acceptable/not acceptable ratings will be available for all non-
cost/price factors.

From the Factors view, a default Factor can be made inactive for a Source Selection. Additionally, new
Factor(s) (if needed) can be added for a Source Selection from this view (see below).

Making a Factor Inactive/Active:
1. Click on the dropdown field in the Active column adjacent to a Factor.

2. Select ‘No’ from dropdown to make inactive. Select ‘Yes’ to make active.
3. Click the SAVE button.

Factors. Add New Factor
Factor Name Active
1 =
Technical I Yes * I
Small Busingss. veb ~ 2
Active
Past Performance vel ~
Yes (¥
Cost/Price Yeb - |
> Yes
Yes ¥
Yes ¥
3 e
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Upon saving, the Factor name will appear in the grid with strikethrough (e.g. Fechnieal) indicating that it is no
longer “active” for a Source Selection. If necessary, an inactive Factor can be made active again by returning
to the Factor and changing the dropdown selection from ‘No’ to ‘Yes’ and resaving.

Adding a New Factor

1.
2.
3.

Click on ADD NEW FACTOR button to receive Add Factor dialog box.

Enter the Factor Name in provided text field (e.g. Management, Sample Tasks, etc.).

Enter the Factor Code in provided text field. See section 2.4.2 “Individual Factor View” for more
information on the Factor Code.

Select the “Type” of Factor from dropdown field. Note: The "Technical" type is a generic type that
should be selected for any non-Cost/Price factor other than Past Performance and Small Business.
Select the Evaluation Methodology for identified type of factor. This can be updated from within the
individual Factor view (see section 2.4.2).

Click on the ADD NEW FACTOR button.

Confirm the addition new factor.

1 Add New Factor

Add Factor *
Factor Name: 2 I I
Factor Code: 3 I I
Type: 4 I "Technical” Type Factor "I
Evaluation Methodologyg | Acceptable/Unacceptable vI
What is Type?
- 4

6 Add New Factor Cancel

The added Factor will appear as a new row within the Factors grid and name of the Factor will appear under
an expanded Factors tree in the stack panel. From the Factors grid an added Factor can be made
inactive/active by following the same instructions provided above for a default factor.

2.4.1.2 Basis for Award

Enter the Basis for Award into the rich text field provided at the bottom of the Factors view and click the SAVE
button. Any text entered into the Basis for Award field will be viewable to all users by accessing
“Documentation” from the link in the banner and then selecting Basis for Award (see section 1.6.2
“Documentation” view).
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Basis for Award

Hh o ¥ BH WL BJIUS EEEE S ESEEBE QM ATAY B ® & FotsSzs~
p Words: 0

2.4.2 Individual Factor View

This view provides the ability to individually configure each Factor. A separate view is available for each ‘active’
default Factor. An ‘inactive’ Factor will not have a view within ASSIST. A new view will be created for any added
Factor. To configure a Factor, modify or update any of the fields identified below and click on SAVE button when
complete.

FACTOR
Guidance (dick this bar to open/ dose text) -

Factor Name: 1 | Technical Type: Technical

Evaluation Methodology: 2 [combined TechnicauRisk =] Active?: 4 [es =

Factor Cade: 3 TEC What is Type?
5 | Evaluation Criteria | RATING

oo XM hLBJIUSESEE=EE S~"E"SEBE QR AAT HH ® & FontsSzes~ |
Technical criteria

p Words: 2

Save Add SubFactor 6

Configuring a Factor

1. Factor Name: Enter the name of a Factor. The name, as identified within this field, will be how the Factor
appears in all other views within ASSIST.

2. Evaluation Methodology: Select the evaluation methodology for the Factor. The methodologies that
will appear in the dropdown field are dependent upon whether the Source Selection is LPTA or Tradeoff
(see section 1.5 “How to Request Use of ASSIST”) and the selected factor “Type” (see above). The
selection of the evaluation methodology will automatically populate the prescribed rating/definitions that
must be used with that methodology. The ratings/definitions can be seen by clicking on the ratings tab
(see below). The ratings/definitions for each factor are viewable to all users by accessing
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“Documentation” from the link in the banner, selecting the Factor, and then clicking on RATINGS (see
section 1.6.2 “Documentation” view).

Evaluation Criteria

Outstanding (Blug) -

Proposal meets requirements and indicates an exceptional approach and understanding of the requirements. Strengths far outweigh any weaknesses. Risk of unsuccessful performance is very
low.

[n]

o0d (Purple)

Proposal meets requirements and indicates a thorough approach and understanding of the requirements. Proposal contains strengths which outweigh any weaknesses. Risk of unsuccessful
performance is low.

Acceptable (Green)

Proposal meets requirements and indicates an adequate approach and understanding of the requirements. Strengths and weaknesses are offsetting or will have little or no impact on contract
performance. Risk of unsuccessful performance is no worse than moderate.

Marginal (Yellow)

Proposal does not clearly meet requirements and has not demonstrated an adequate approach and understanding of the requirements. The proposal has one or more weaknesses which are not
offset by strengths. Risk of unsuccessful performance is high. hd

3. Factor Code: Enter a Factor Code. A Factor code can be 1-3 characters in length. The code is part of
the identifier assigned by the system to each Finding/Evaluation Notice (EN) created within ASSIST. See
Findings/ENs in Evaluation Results for more information on the Finding/EN identifier. The Factor Code
will be prepopulated for a default Factor. A user can modify or update the prepopulated code as required.

4. Active: Identify from within the Factor whether Factor is active or inactive for the Source Selection.
Change dropdown from ‘yes’ to ‘no’ and click the SAVE button to make the Factor inactive. The Factor
will be removed from the stack panel. It will appear in the Factors grid with a strikethrough. The Factor
will no longer be able to be accessed once leaving the view unless the Factor is made ‘active’ again. This
action can be performed from the main factors view (see section 2.4.2 “Individual Factor View” above).

5. Evaluation Criteria: Enter the Evaluation Criteria for the Factor into the rich text field provided at the
bottom of the view. Any text entered in this field will be viewable to all users (based on their assigned
role in the source selection*) by accessing “Documentation” from the link in the banner and then selecting
the Factor (see 1.6.2 “Documentation” view). *NOTE: If a user is assigned to the Technical Factor team,
then all users of that team will see the Technical Factor information. If a user is assigned to the Past
Performance Factor team, then those team members will be unable to view information for the Technical
Factor, unless a user is assigned dual roles for Technical and Past Performance then that user would see
information for both Factors.

6. Add Subfactors (if applicable): Click on the ADD SUBFACTOR button to create a Subfactor for the
Factor. Complete the dialog box (see below) that appears after clicking the button by entering the name
of the Subfactor in the Factor Name field and entering the 1-3 character in length code to be used when
assigning the identifier to each Finding/EN created in ASSIST for the Subfactor. This code can be
different than the code used for the overall factor. When finished click on the ADD NEW SUBFACTOR
button to create the Subfactor.

Add SubFactor X

| Factor Hame: |
Factor Code (must be 3

characters):

< Add New SubFactor Cancel
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Upon clicking ADD NEW SUBFACTOR, the user will be brought to the individual Subfactor view. The
Subfactor view looks the same as the Factor view. Similar to the Factor view, the Subfactor view
provides the ability to modify or update the name of the Subfactor name, the Subfactor Code, and the
evaluation criteria. The evaluation methodology, however, cannot be changed from within the Subfactor
view. The evaluation methodology for the Subfactor will be the same as the parent Factor (the
factor the Subfactor was created for).

Upon configuring the Subfactor, click on the SAVE button and navigate to another view within ASSIST or
click on ADD ANOTHER SUBFACTOR to continue adding Subfactors for the factor.

Added Subfactors will appear under the associated Factor in the stack panel. Click the plus (+) sign next
to the parent Factor to expand the tree to select and view a Subfactor.

=l Factors
Technical k
=) = Technical

=11 Subfactor 1 q\> Sub_factor

Cost/Price Subfactor 2 4| View
Members Small Business

- Past Perfformance
Cost/Price

NOTE: A Subfactor can be deleted. This is performed by clicking on the DELETE button located at the
bottom of this view. A deleted Subfactor is completely removed from ASSIST. All changes to any field
within the Subfactor view will be lost if the delete action is taken.

l

Save Add Another SubFactor

2.5 Members

The source selection is accomplished by a team that is tailored to the unique acquisition. This team, known as
the Source Selection Team (SST), is tasked with carrying out the Source Selection evaluation. The SST
Members grid in the Members view displays the users with access to the Source Selection, their roles, and (if
applicable) the factor they are associated with.

SST Members | Add Member | Edit Member | Remove Memherl
AKO Name First Hame Last Name E-Mail Phone Role Factor Parent Factor
CHRIS.CUSTOMER chris customer chris.customer@us.ar 12345678580 | Chair nfa nfa
DERRICK.OLMER DERRICK OLNWER DERRICK.OLIVER@ex 555-555- Factor Chair Technical nia
5555
EDEVALUATOR Ed Evaluator x x Evaluator Technical nia
I, i L ith i ilcom 123-4567 Cost/Price nia
JOH H H doe@sample.com 123-3455 H Cost/Pri
Users with Access to Source Selection @sam Assigned Associated Eactor
KA kate ko@us.army.mil 1234567890 Role n'a
LARRY .LEGAL larry legel larry. legal@us.army.m 123-456- nfa nfa
7890
MARY MACINTOSH Mary Macintosh mmi@mail.mil 123-456745 | Factor Chair Small Buginess n'a
MICKEY MOUSE Mickey Mouse mickey@example.com 315-555- Evaluator Past Performance n'a
2343
SAM SPEC sam spec sam.speci@us.army.m 123456790 Specialist n'a n'a

From the Members view the composition of this team can be managed using any of the three (3) available action
buttons located in the upper right hand corner of the SST Members Grid (highlighted in purple above). The three
(3) actions are ADD MEMBER, EDIT MEMBER and REMOVE MEMBER.
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2.5.1 Adding a Member

A user will only be able to access a Source Selection if they have an ASSIST Account and are assigned a role
within a Source Selection. The ADD MEMBER action provides the ability to create or use an existing ASSIST
Account to assign a user access to a Source Selection.

Instructions for Adding a Member
1. Click ‘Add Member’ button to receive dialog box below.

Guidance (click this bar to open/close text)

Add Member

Register New User

AKOD_Name:
First Name:

Middle Name:

m

Last Name:
E-Mail:
Phone:

Select this members title, If this member is a Factor Chair, Subfactor Chair, Evaluator, Reader or Contractor Advisor, you
must also select the factor or subfactor.

Contracting Officer = v ap 8 D

Add | Cancel

2. Type in the AKO NAME of user to be added to Source Selection. This field is “type ahead” enabled. If

user has an exisiting ASSIST acount, the AKO username will appear in a dropdown as it is being entered.

AKO_Name:

SAMEEEI= v @
SAM.SPEC

SAM.SPECIALIST

3. Click on the AKO Username name from dropdown. The Remaining fields will be automatically populated

(first name, middle name, last name, email and phone).

NOTE: If the AKO username does not appear, the user does not have an existing ASSIST Account.
An ASSIST Account must therefore be created before user can be assigned a role within the Source
Selection. Click on the “REGISTER NEW USER” button to create an Account.
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Complete all fields in dialog box that appears upon clicking button. DO NOT include @us.army.mil in
AKO NAME. Also, a Middle Name does not have to be identified. Upon completion, click on ADD button
to create ASSIST ACCOUNT. After creating new account return to Step 2 above.

Guidance (click this bar to open/close text)

Add Member =

Register New User
AKO_Mame:

First Name:

Add New Person

Middle Mame: AKO Name:

First Name:
Last Name:

Middle Name:
E-Mail: Last Name:

Ermail:

Phone:
Phone:

Select this members title, If this member is a Factor Chair,
must also select the factor or subfactor. Cancel

Contracting Officer

Add | Cancel

4,

Select a role to assign to the new user from the dropdown located at bottom of the dialog box. There are
14 available roles in ASSIST (see below).

Contracting Officer Factor Chair Reader

Contract Specialist Subfactor Chair Reader All

Lawyer Evaluator Contractor Advisor
Chair SSA SSEB Admin
Deputy Chair SSAC

Appendix B provides a general description/available tasks for each role. Appendix C provides a
complete list of actions/permissions available for each role. Finally, Appendix D displays which
views within ASSIST are available to a user based upon their assigned role.

4a. If the user is assigned a role of Factor Chair, Subfactor Chair, Evaluator, Reader or Contractor
Advisor, select the associated Factor and (if applicable) the Subfactor for the role. Depending upon the
specific role of the user, that individual may be able to create, edit, or view documents/files within an
associated Factor or Subfactor. A user that is assigned a role of Contracting Officer, Contract Specialist,
Lawyer, Chair, and Deputy Chair, (depending upon the specific role) that user may be able to create, edit,
or view documents/files for all Factors and Subfactors. SSA, SSAC or Reader All will be able to only view
documents/files for all Factors and Subfactors. The ability to create, edit and view will depend upon a
user’s assigned role (e.g. Evaluator, Reader, etc.) See Appendix B for more information.
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Select this members role, If this member is a Factor Chair, Subfactor Chair, Evaluator, Reader or Contractor Advisor,
you must also select the factor or subfactor.

Technical

Small Business -
Past Performance '

Cost/Price . ) .
hiddy | sGonees v Users will receive an additional dropdown
: to associate a Subfactor to a role if the
. selected Factor has Subfactors.
Evaluator *  Technical E v 3 oo Ei I

o
[
1

Tech Subfactor 1
Tech Subfactor 2

4b. A user can be assigned to more than one role. Click on the plus icon (highlighted in purple above) to

receive a new row where an additional role can be assigned. To remove a role, click on the trash can
icon (highlighted in green). If assigned the same role to multiple Factors/Subfactors, click on the copy
icon (highlighted in orange) to clone the role and select a different Factor/Subfactor to associate to the
role.

NOTE: A user that is assigned to a role of Subfactor Chair, Evaluator, Reader or Contractor Advisor
can be associated to a Subfactor. Document access (i. e. create, edit or view) will be restricted to the
associated Subfactor. No access will be provided to documents for the other Subfactors within the
Factor or documents for the overall Factor unless specified when adding the new user.

Example:

Access ONLY documents for Tech

1 Ssubfactor 1

Evaluator * Technical v | Tech Subfactor 1 |+

Use the clone feature to assign additional roles and associate additional Subfactors or Factors if further
access is required.

Example:
Evaluator * Technical v | Tech Subfactor1 | v <« Access documents for Tech
Subfactor 1 and Tech Subfactor 2
Evaluator * Technical v | Tech Subfactor 2 | ¥

@ HELPFULL HINT! Leave the Subfactor dropdown blank if user requires access as same role to all
Subfactors within a Factor and the overall Factor. If a Subfactor is not associated to the role, the
user will be granted access to everything within the Factor.

Example:

Access ALL documents for Tech
Evaluator = | Technical k3 =7 <4— Factor (Tech Subfactor 1, Tech
Subfactor 2 & overall Tech Factor)
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5. Click ADD button. User will be assigned role within the SST and will be granted access to the Source

Selection. A new row will appear in SST grid for added user.

2.5.2 Editing a Member

Virtual Contracting Enterprise

The EDIT MEMBER action provides the ability to update a user's ASSIST Account (e.g. modify AKO name, name
or update email/telephone number) or modify a user’s role(s) with the SST (e.g. change associated
factor/Subfactors, add a new role or remove an existing role).

Instructions for Editing a Member

1. Select user from the SST Members grid and click EDIT MEMBER.

S5T Members

Add Membg

Edit Member | Remove hMember

AKO Name = First Name Last Hame E-Mail Phone Role Factor Parent Factor
BART.SIMPSON Bart Simpson simpson@sample.com  345-5556 Factor Chair Past Performance nfa
CHRIS.CUSTOMER chris customer chris.customer@us ar_1234567830 _ Chair nia n/a
DERRICK.OLIVER DERRICK OLVER DERRICK OLIWVER@ex 555-555- Factor Chair Technical nia
5555

JIMSMTH Jim Smith smith@email.com 123-4567 Subfactor Chair Tech Subfactor 1 Technical
JOHN.DOE John Doe doe@sample.com 123-3455 Reader, Technical, nia,

Subfacter Chair Tech Subfactor 2 Technical

2. Modify or update the user’'s ASSIST Account information or role(s) in the dialog box.

Guidance (click this bar to open/close text)
Edit Member

Modify this person's roles by changing the title or factor assignment below.
AKO_Mame:

DERRICK.OLIVER
First Name:
DERRICK

Middle Name:

Last Name:

OLIVER

E-Mail:
DERRICK.OLIVER@example.com
Phone:

555-555-5555

Modify or update
information in any field

Factor Chair - Technical v o 8 D
<
] ———

3. Click UPDATE button to submit changes.

2.5.3 Removing a Member
A user can be removed from the SST. Removing a user will take away all access to the Source Selection.

Instructions for Removing a Member
1. Select user from the SST Members grid and click REMOVE MEMBER.
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S5T Members Add Member | Edit Member | Remove Member

AKO Hame ~ First Name Last Name E-Mail Phone Role Fact Parent Factor

BART.SIMPSON Bart Simpson simpson@sample.comr 345-5656 Factor Chair 'ast Performance nia
CHRIS.CUSTOMER chris customer chris.customer@us.ar 1234567890 Chair n/a nia
DERRICK.OLNER DERRICK OLNER DERRICK.OLNMWER@ex 555-555- Factor Chair Technical nia
5555
JIM.SMITH Jim Smith smith@email.com 123-4557 Subfacter Chair Tech Subfactor 1 Technical
JOHN.DOE John Doe doe@sample.com 123-3455 Reader, Technical, nia,
Subfacter Chair Tech Subfactor 2 Technical

2. Dialog box will appear displaying user’s information. Click on the DELETE button located at the bottom of
the dialog box and then confirm that user is to be removed from SST by clicking ‘YES' in received prompt.

Guidance (click this bar to open/close text) -
Remove Member

WARNING! Proceeding will REMOVE this person from all roles assigned below and from the source selection.
AKO_MName:

DERRICK.OLIVER
First Mame:
DERRICK
Middle Name:

REMOVE MEMBER?
Last Mame: 9 Are you sure you want to remove this
TER l member from this source selection?
E-Mail:
DERRICK.OLIVER@example. __...
Phone:
555-355-5555

No

Cancel |

NOTE: If a user has authored any documents in ASSIST, he or she will be unable to be removed from
the source selection until the user's documents are reassigned to another user. The REASSIGN
AUTHOR action can be performed from any document view in My Workspace or Source Selection.
See section 3.4 “Document Actions” for more information on reassigning documents. An “Invalid
Action” prompt with be received until all documents have been reassigned. This prompt will indicate
that the selected user still has documents assigned to them. Reassign these documents first and then
try again.

Invalid Action X

This member still has documents assigned to them. You
must reassign these documents first and then try again.

CK
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2.6 Workflow Routing

Three (3) document types can be created in ASSIST for an evaluation: Findings/ENs, Evaluations, and
Summaries. Each document created within ASSIST, no matter the type, is routed through a review/approval
workflow.

Document Type User Defined* System Defined
Findings/ENs X
Evaluations X
Summaries X

*Defined in Workflow Routing under ADMINISTRATION tab.

As seen above, the user can configure and define the sequence of reviewers/approvers in the workflow for
Evaluations and Findings/ENs. The sequence for Summaries, however, cannot be configured by the user. Itis
defined in ASSIST and cannot be changed. The workflow sequence for a Summary is:

Document Generator (Author) — Subfactor Chair (if applicable) — Factor Chair —FINAL (Approved)

The workflow sequence for Findings/ENs and Evaluations is defined by the user. Two (2) workflows can be
configured for Findings/ENs, i.e. a workflow can be defined for all Findings/ENs excluding Terms & Conditions
(e.g. Strengths, Weaknesses, Uncertainties, Cost/Price Concerns, etc.) and a workflow can be defined for Terms
& Conditions Findings/ENs. Three (3) tabs that run across the top of the Workflow Routing area provide the user
the ability to view and configure these workflows.

Tabs for Evaluations, Findings/ENs (excluding Terms & Conditions) and Terms & Conditions Findings/ENs

I Evaluations Workflow I I FindingsEvaluation Motices Wearkflow " Terms & Conditions Workflow I

Configure workflow (review & approval process) for Evaluation Reports

Workflow Seguence

Insert After Mowve Down

Sequence
1 i Actions to
Subfactor Chair Configure
2 ) Workflow
Factor Chair -
3 Deputy Chair -
< Chair -
5 I Lawyer A
& Contracting Officer ~ Dropdown to
Select Role

Save Undo

A default workflow is provided for each document type for each new Source Selection. Click on a tab to view and
(if necessary) configure the workflow for selected document. The workflow sequence can be configured until
the first document (Finding/EN, Evaluation, or Summary) is created/saved in the ASSIST. After the first
document is created and saved, the workflow sequence CANNOT be changed.
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NOTE: The workflow sequences displayed in Workflow Routing only includes reviewers/approvers. The
document generator (author of document) is not displayed here (the first role listed in the workflow sequence is
the first reviewer/approver).

Configuring a Workflow

The roles below can be included in a workflow sequence as reviewers/approvers. These roles are available from
within the dropdown located in the right column (column titled Role). If required, a role can be included in
sequence more than once.

Contracting Officer Chair Subfactor Chair
Contract Specialist Deputy Chair Evaluator
Lawyer Factor Chair

Five (5) actions are available to configure the sequence of these roles in the workflow: INSERT AFTER, INSERT
BEFORE, MOVE UP, MOVE DOWN, and DELETE. To initiate one of these actions, click on the corresponding
action buttons located in the upper right hand corner of the Workflow sequence view (see above). A description of
the resulting action when each button is clicked upon is provided below. Make all necessary updates/changes
using these actions and then click SAVE. To reset workflow sequence to previously saved sequence (undoing any
changes/updates), click UNDO.

Action Resulting Action

Insert After Inserts a new row in the sequence after the selected sequence/role. The specific role can
then be selected from the dropdown in the new row.

Insert Before Inserts a new row in the sequence before the selected sequence/role. The specific role
can then be selected from the dropdown in the new row.

Move Up Moves the position of the selected sequence/role up in the workflow. Role will be required
to review/approve a document prior to previously identified position in sequence.

Move Down Move the position of the selected role down in the workflow sequence. Roleftitle will be
required to review/approve document after previously identified position in sequence.

Delete Removes selected sequence/role from workflow.

2.7 Offerors/Proposals

This component of Administration provides the ability to create and manage the Offerors to be evaluated in the
Source Selection. Only the Contracting Officer, Contract Specialist and Administrators have access to this
view. Offeror information and any other relevant to the conduct of the Source Selection (e.g. the proposal files) is
provided to the remaining users in other views within ASSIST (e.g. Documentation) based upon their assigned role
within the Source Selection Team. See section 2.5 “Members” for more information on roles and their associated
access.

IMPORTANT: An Offeror added in the Offerors/Proposals section must be evaluated in ASSIST. Do not
include an Offeror that will not be evaluated.

Instructions for Adding an Offeror
1. Click on ADD OFFEROR button located in upper right hand corner of Offerors grid.
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Offerors Add Offeror | Edit Offeror | Delete Offeror
Offerer Code Offerer Name Status

2. Complete the dialog box. All fields (excluding the second Address field) are required to be filled in before
an Offeror can be added. The Offeror Code is how the Offeror will be identified to the Source
Selection Team throughout the other views in the application (e.g. My Documents, Source
Selection, Documentation, etc.). The Code can be 1-3 characters in length.

Add offeror X

Guidance (click this bar to open/close text)

Offeror Code:

Cage Code:

Offeror Mame:

Offeror Address:
Offeror Address:
Offeror City: I I
Offeror State: | |
Offeror Postal Code: I I
Offeror Country: I I

Cancel

[] requirebFiELD

3. Click ADD.

An added Offeror will appear as a new row in the Offerors grid. Select an Offeror from the grid to view that
Offeror’s complete information (see below).

34



ASSIST User Guide Virtual Contracting Enterprise

Offerors add offeror | JEat offeror | |Delete Ofreror |

Offerer Code Cfferer Name Status.
I AR Virtual Contracting Enterprise Initial I

7
e
e
7
7
7’
e
e
e
- Offeror Info

Offeror AAA | Contacts Proposals

Offeror Code: ARA

Cage Code: Cage Code

Offeror Name: Virtual Contracting Enterprise
Offeror Address: 123 Road

Offeror Address:

Offeror City/State/Postal: Redstone AL 12345

Offeror Country: United States

An Offeror can be updated/modified after it is created. To edit an Offeror follow the instructions below.

Editing an Offeror Profile
1. Select an Offeror from grid.
2. Click EDIT OFFEROR (button #1 above).
3. Update/modify any of the fields in the dialog box.
4. Click UPDATE.

If necessary, an Offeror can be deleted from ASSIST. A deleted Offeror is no longer able to be evaluated in
ASSIST. To remove an Offeror follow the instructions below.

Deleting an Offeror
1. Select an Offeror from grid.

2. Click DELETE OFFEROR (button #2 above).
3. Click DELETE in dialog box to confirm that Offeror is to be removed.

NOTE: An Offeror can only be deleted if there are no files (e.g. proposal files) and documents (e.g.
Findings/ENs, Evaluation and Summaries) associated with the Offeror.

Offeror Tabs
There are two (2) additional parts to each Offeror: Contacts, Proposals and Subcontractors. These parts can be
accessed by clicking on the appropriately named tab located adjacent to the Offeror Information.
e Contacts: Individual(s) identified by Offeror to have access to ASSIST2Industry. For more information on
ASSIST2Industry see Section 5.0 “Exchanges with Offerors”.

e Proposals: Files submitted by an Offeror that make up their proposal.

2.7.1 Offeror Contacts

ASSIST2Industry is used in conjunction with ASSIST to accomplish all exchanges with Offerors after receipt of
proposals pursuant to Federal Acquisition Regulation (FAR) 15.306 by providing Offerors the ability to receive and
respond to ENs in a secure online environment. See section 5.0 “Exchanges with Offerors” for more information
regarding ASSIST2Industry. In order to initiate the use of ASSIST2Industry, the names, company titles, telephone
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numbers, and email addresses of the individuals that an Offeror has designated as responsible for receiving and
responding to ENs through ASSIST2Industry must be input in the Contacts tab of an Offeror’s profile.

NOTE: The required information regarding these individuals should be submitted with the Offeror’s proposal
and included in the cover letter. Appendix E has sample language that can be incorporated as part of the
proposal submission instructions in a solicitation.

Offerors

Offerer Code

Add Offeror | Edit Offeror | Delete Offeror

Offerer Name Status.

| ABA Virtual Contracting Enterprise initial |
7
4
'
d
7’
7
'
5 Ve
Offeror AAA Eropgsals -
—
e R [ — 3
——
Authorized Users Add User | Edit User | Deactivate User | Reactivate User | Unlock User | Remove User
First Name Middle Name Last Name Sal Title Email Acct Locked Active/lnactive

Adding a Contact

1.

2.
3.
4

5.

Select an Offeror from grid.

Click on CONTACTS tab.

Click ADD USER

Enter email address of Contact and verify that Contact is to be set for identified Offeror. Then click
CONTINUE.

Please Enter the Email of the Person Being Added ¥

Ermail: I kate.ko@us.army.mi I
Re-enter Ermail: | kate. ko@us.army.mi |
Verify Offeror: c Virtual Contracting Enterprise

Continue: Cancel

Complete fields within dialog box.
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Add Contact X

Salutation: l l

First Name: I l

Middle Name:

Last Name:

Title:

Email: Ikate.ko@us.army.m\l |

Phones Add Phone | Delete Phone
Phone Number Phone Type

Cancel

[] requIREDFIELD
[] svstemPopuLATED

6. Click ADD PERSON.

NOTE: Two (2) separate system generated emails are sent to an individual immediately upon being added.
One of the emails will contain the individual's ASSIST2Industry username. The other email will contain the
individual's temporary password. Using the provided username and temporary password, each individual can
then go to https://assist2industry.army.mil. The emails sent to the Offerors can be seen in Appendix F.

@ HELPFULL HINT! Do not add a Contact for an Offeror until there is a task in ASSIST2Industry to be
accomplished (e.g. respond to EN or submit proposal files in response to ENSs).

Managing Contacts

There are five (5) actions that can take place with regard to Contacts:

e Edit User: Update/modify the Contact (e.g. salutation, name, title, email, and telephone number) for
selected Contact.

e Deactivate User; Remove/suspend access to ASSIST2Indusry for selected Contact. User will remain
assigned to Offeror in Contacts tab but status will be changed from ‘active’ to ‘inactive’. Access can be
restored at a later point in time. However, the user will not be able to access ASSIST2Industry for the
Source Selection while inactive.

e Reactivate: For an inactive user, restore access to ASSIST2Industry for a Source Selection.

e Unlock User: Unlock a locked Contact (e.g. locked as a result of too many failed login attempts).

e Remove User: Completely remove a Contact, their profile, and access from a Source Selection.
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ili 2 - 4 S
Authorized Users Add User I Edit Userl IDeadivate User I I Reactivate Userl I Unlock Userl I Remove Userl
First Name Middle Name Last Name Sal Title Email Acct Locked Active/inactive

Kate Ko Ms. Offeror kate.ku@us. Active

Contents in this cell identify whether the account is locked or not. ‘No’ should be displayed in cell, identifying that
account is NOT currently locked. See instructions below on unlocking a contact if ‘Yes’ is displayed in cell.

Editing a Contact
1. Select a Contact from grid.
2. Click EDIT USER (see #1 above).
3. Update/modify any of the fields in the dialog box.
4. Click UPDATE PERSON.

Deactivating
1. Select a Contact from grid.
2. Click DEACTIVATE USER (see #2 above)
3. Click DEACTIVATE USER in dialog box to make account inactive.

Reactivating a Contact
1. Select a Contact from grid.
2. Click REACTIVATE USER (see #3 above)
3. Click REACTIVATE USER in dialog box to make account active.

Unlocking a Contact
1. Select a Contact from grid.
2. Click UNLOCK USER (see #4 above)
3. Click ENABLE PERSON in dialog box to unlock account.

Removing a Contact
1. Select an Offeror from grid.
2. Click REMOVE USER (see #5 above)
3. Click REMOVE PERSON in dialog box to delete contact.

2.7.2 Proposals

This tab provides the ability to upload and manage the proposal files submitted by an Offeror. A Factor or
Subfactor is associated with each uploaded proposal file in ASSIST. Users assigned to a role within the Source
Selection Team will only be able to view the files for those Factor(s) and/or Subfactor(s) that their role provides
them access to. A user with a role of Factor Chair, Subfactor Chair, Evaluator, Reader or Contractor Advisor is
only able to view files for their associated Factor and/or the Subfactor. A user with a role of Contracting Officer,
Contract Specialist, Lawyer, Chair, Deputy Chair, SSA, SSAC, Reader All, and SSEB Admin is able to view all
uploaded files (for all Factors and Subfactors). This information is summarized in the table below.

Roles Access
Contracting Officer All Proposal Files
Contract Specialist All Proposal Files
Lawyer All Proposal Files
Chair All Proposal Files
Deputy Chair All Proposal Files
Factor Chair Associated Factor/Subfactor
Subfactor Chair Associated Factor/Subfactor
Evaluator Associated Factor/Subfactor
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SSA

All Proposal Files

SSAC

All Proposal Files

Reader

Associated Factor/Subfactor

Reader All

All Proposal Files

Contractor Advisor

Associated Factor/Subfactor

SSEB Admin

All Proposal Files

See section 2.5 “Members” for more information on assigning roles and Factor/Subfactor access.

Only the Contracting Officer, Contract Specialist and Admins have access to Offerors/Proposals view and
corresponding information (including the Proposal tab). The proposal files uploaded in the Proposal tab are
accessible to all other users (based on assigned role) by accessing “DOCUMENTATION" from the link in the
banner and then selecting the appropriate Factor/Subfactor (see section 1.6.2 “Documentation” view).

Adding a Proposal File

Offerors

Add Offeror | Edit Offeror | Delete Offeror

Offerer Name Status
el AaTe IR

1 Offerer Code

Virtual Contracting Enterprise Initial

Abd
4
/
/
/
/
/
Offeror AAA || Contacts
Proposal Documents
Phase Factor

Click on PROPOSAL tab.
Click ADD FILE.

bl

Select an Offeror from grid.

Upload File

Factor:

SubFactor:

File:

_______
_______
———————
e Add File | Update File Info | Delete File | View File

SubFactor

File Name Loaded By Loaded By Name When Created

Select the Factor and/or Subfactor to associate to file.

4 )

5
Cd

Mote files over 300MB are notﬁupwrte’d

-~
6 Reset Close
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NOTE: If Factor is identified as ‘Not Applicable’ the file will only be accessible to the Contracting Officer and
Specialist in the Offerors/Proposals. It will not be accessible to the other team members in Documentation.
This can be changed at a later point by using the UPDATE FILE INFO action (see Updating File Info below).

® HELPFULL HINT! Use ‘Not Applicable’ for cover pages, signed Solicitations/Amendments, Offer and Award
Documents and Certifications/Representations (or other related type documents).

5. Click BROWSE to navigate to a local directory (or a share drive) where the file is saved. Select (single
click) the file you want to add/upload then click OPEN.
IMPORTANT! Files over 300MB are not supported and will not successfully upload into ASSIST.
6. Click SUBMIT.

NOTE: Multiple files can be uploaded for a Factor/Subfactor. A proposal file can only have a Factor or
Subfactor associated to it when uploaded. If a proposal file is required to be accessible to more than one
Factor/Subfactor, the same file must be uploaded multiple times - associating it to the different Factor/Subfactor
requiring access each time.

Managing Proposal Files

There are three (3) actions that can be taken on a proposal file:
e Update File Info: Change the associated Factor/Subfactor.
e Delete File: Remove file from ASSIST.

e View File: Open and view file.

Offeror AAA Contacts Proposals

1 2 3

Proposal Documents dd Fie | update File Info] || Detete Fie || view Fie |

Phase Factor SubFactor File Name Loaded By Loaded By Hame When Created

Update File Info
1. Select file from grid.
2. Click UPDATE FILE INFO (see #1 above)
3. Update/modify the Factor/Subfactor in the dialog box.
4. Click SUBMIT.
Delete File
1. Select file from grid.
2. Click DELETE FILE (see #2 above)
3. Confirm delete in dialog box by clicking YES.
View File
1. Select file from grid.
2. Click VIEW FILE (see #3 above).
3. Follow browser instructions to open or view file.

2.8 Decision Documents
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A Source Selection must follow a definite and distinct series of steps so that the proper information is considered
when making the award decision. These steps must be completed one at a time and in order; and may vary
depending upon whether award is to be made without or with discussions (see below).

Award without Discussions
* Receive proposals - Technical, Past Performance, Price/Cost, Small Business and any other factors that
are being evaluated.
e Conduct initial proposal evaluations - all factors*.
e Conduct “Clarifications” (if appropriate).
e Source Selection Decision.
e Award.

Award with Discussions
* Receive proposals - Technical, Past Performance, Price/Cost, Small Business and any other factors that
are being evaluated.
e Conduct initial proposal evaluations - all factors*.
e Conduct “Clarifications/Communications” (if appropriate).
- Establish Competitive Range (eliminate non-competitive proposals from further consideration).
e Conduct “Meaningful Discussions”- all factors.
e Conduct interim proposal evaluations (based on responses to discussions)*.
« Re-assess Competitive Range (if appropriate).
e Request final proposal revisions.
e Conduct final proposal evaluations*.
* Source Selection Decision.
e Award.

*As part of this proposal evaluation process, the Findings (e.g. strengths, weaknesses, deficiencies) of the
proposals are identified and a resultant Rating is assighed. This information is summarized in Factor and
Subfactor Reports.

ASSIST is set up in phases (e.g. Initial, Interim, and Final). Each of these phases has a set of tasks/actions that
are performed to ensure that the series of steps identified above are complete before moving to award. Every
Source Selection begins in the Initial phase (whether awarding without or with discussions). The tasks/actions
performed in the Initial phase will vary depending on whether the source selection is proceeding directly to award
(award without discussions) or proceeding to a Competitive Range Determination (award with discussions). If
awarding with discussions, the Initial phase will be followed by a subsequent Interim phase and Final phase, each
phase having their own corresponding tasks/actions. The phases and tasks/actions for each condition (award
without or with discussions) are provided below.

Award without Discussions
Initial Phase
* Review proposals — all factors created in ASSIST.
e Create Findings/ENs and review/approve through workflow.
« Exchange Findings/ENs with exchange type of Clarifications.
« Assess Offerors’ responses to any exchanged Findings/ENs and review/approve assessment through
workflow.
* (Optional) Create and review/approve Summaries and review/approve through workflow.
e Create and review/approve initial Evaluation reports and review/approve through workflow.
*  Source Selection Decision Document.

Award with Discussions
Initial Phase
« Review proposals — all factors created in ASSIST.
« Create and review/approve Findings/ENs and review/approve through workflow.
« Exchange Findings/ENs with exchange type of Clarifications or Communications.
« Assess Offerors’ responses to any exchanged Findings/ENs and review/approve assessment through
workflow.
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* (Optional) Create and review/approve Summaries for Initial phase and review/approve through workflow.
« Create and review/approve Initial Evaluation reports and review/approve through workflow.
e Competitive Range Determination.
Interim Phase*
* Exchange Findings/ENs with exchange type of Discussions.
« Assess Offerors’ responses to any exchanged Findings/ENs and review/approve assessment through
workflow.
(Optional) Create additional new Findings/ENs and review/approve through workflow.
(Optional) Exchange additional Findings/ENs with exchange type of Discussions
(Optional) Assess additional responses to any exchanged Findings/ENs and review/approve assessment
through workflow.
(Optional) Create and review/approve Summaries for Interim phase and review/approve through workflow.
* Create and review/approve Interim Evaluation reports and review/approve through workflow.
* Close Discussions/Re-assess Competitive Range Determination.

*There can be multiple iterations of the Interim phases if a subsequent Competitive Range is determined.
Documents created during these additional Interim phases will be indicated by the phase and a sequential
sequence number. For example: Interim-1, Interim-2, Interim-3, etc. The tasks/actions are the same for each

phase.

Final Phase
« Receivelreview Final Proposal Revisions.
e (Optional) Create Findings/ENs and review/approve through workflow.
e (Optional) Create Summaries for Final phase and review/approve through workflow.
* Create Final Evaluation reports and review/approve through workflow.
* Source Selection Advisory Council Recommendation (if applicable).
*  Source Selection Decision Document.
» Export data out of ASSIST to store in official contract file (e.g. PCF).

Each phase in ASSIST is culminated by the appropriate Decision Document (e.g. Competitive Range
Determination, Source Selection Advisory Council Recommendation (if applicable) and/or Source Selection
Decision Document). This is what moves the Source Selection from one phase to the next or award. The Decision
Documents component of Administration is where this process is performed. To move the Source Selection
forward to award or a subsequent phase, add and submit a Decision Document. There is logic built in ASSIST so
that the correct form is automatically presented, based on award without or with discussions question found in the
profile and the subsequent selected phase (see below).

Award without Discussions
INITIAL to Award — Source Selection Decision

Award with Discussions

INITIAL to INTERIM — Competitive Range Determination

INTERIM to INTERIM — Competitive Range Determination

INTERIM to FINAL — Close Discussion/Competitive Range Determination
FINAL to Award — Source Selection Decision/SSAC Recommendation

2.8.1 Adding and Submitting a Decision Document
1. Click Add.
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Edit View

‘CRD Date Current Phase New Phase ini 5 ful CRD 55AC Recommendation Final Decision Sta...

Date Log Entry

2. Complete the dialog box by filling in the appropriate information regarding the Competitive Range
Determination or Source Selection Decision Document and SSAC Recommendation (if applicable). See
instructions below on completing a Competitive Range Determination, Source Selection Decision
Document and SSAC Recommendation.

3. Upon clicking save the dialog box will close and the added Decision Document will appear as new row in

grid.
= =—— =t edit |view
-
CRD Date Current Phase New Phase Remaining Successful CRD = _=85AT FEtommendation Final Decision Status
05122014 INTIAL INTERIM [BEB, AAA] NIA Signed CRD.docx PENDING

01:00:00 AW

4. Select Decision Document and click EDIT to reopen Decision Document.
5. Click SUBMIT.

6. Dialog box will open that displays the optimal number of Evaluations that should be created for Source
Selection in order to move on to next phase or award.
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Certify Evaluations *
Optimal The optimal number of evaluations for this source selection is 15.
Number of 3 offerors X 5 factors = 15. 8 evaluations have been completed.
Evaluatlons Please certify that the evaluations displayed below are acceptable for
this source selection.
Factor Offeror
Cost/Price AAA
Cost/Price [=1=1=)
Cost/Price CcCcc
Past Performance AAA =
ACtU?.l Tech Subfactor 2 BEB
Evaluations Technical ARA
created/saved Technical BBE
in ASSIST Technical cocc

DO YOU ACCEPT AND CERTIFY THE VALIDATIONS DISPLAYED? IF SO, CLICK 'CERTIFY".
THIS ACTION CANNOT BE UNDONE!

Certify | | Cancel

The optimal number of Evaluations is calculated using the following equation: Total Number of Factors
and Subfactors x Total Number of Offerors from previous phase. This number represents an Evaluation
for each Offeror for each Factor and Subfactor.

Example:

Factor in Source Selection: Technical + Past Performance + Cost/Price = 3 Factors
Subfactors in Source Selection: Technical Subfactor 1 + Technical Subfactor 2 = 2 Subfactors
Offerors: Offeror AAA + Offeror BBB + Offeror CCC = 3 Offerors

Optimal Number of Reports = 15 (5 Factor and Subfactors x 3 Offerors)

The actual Evaluations created and saved in ASSIST for the Source Selection is displayed below the
optimal number. Review the actual number and type of Evaluations and determine if it is acceptable for the
Source Selection, whether equal to the optimal number or not equal as the result of differing
documenting/formatting requirements required by the specific evaluation approach for the Source
Selection (e.g. no Subfactor level Evaluations because it is included in Factor Evaluation or an Evaluation
for a Factor that includes all Offerors). Click CERTIFY if acceptable to submit the Decision Document.

Click CANCEL if the actual number of Evaluations is not acceptable (e.g. missing a required Evaluation for
evaluation approach or a non-required Evaluation is created/saved in ASSIST). This will cancel the
submission of the Decision Document, providing the ability to return to the Source Selection and remedy
any issue.
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Completing a Competitive Range Determination (CRD)

Competitive Range Analysis

Date Created: go;lpde)t.'rtive Range Date (date CRD document Select Remaining Offerors
[2014-06-12 ] [l B A
Current Phase: I g F B
IINITIAL I lNe:-:t Phase: I
CRD Status: =
|_ -I I I Bruwse...l
" Created By:
1 xatEKO |
L D REQUIRED FIELD
Status will be changed to ‘Pending’ upon saving [] svstem popuLATED
Save Cancel

a) Enter the date the Competitive Range Determination was signed.
b) Select the next phase of Source Selection.
= If currently in the Initial phase, the phase will default to Interim phase. This cannot be changed.
= Ifin the Interim phase, choose the appropriate next phase — Interim (if reducing the number of
Offerors in the competitive range further and continuing discussions with those remaining Offerors)
or Final phase.
¢) Upload a copy of the signed Competitive Range Determination by clicking BROWSE to navigate to a
local directory (or a share drive) where the file is saved. Select (single click) the file you want to
add/upload then click OPEN.
NOTE: A document is not required to be uploaded if moving from the Interim to Final phase. If,
however, the Competitive Range is reassessed and a new Competitive Range Determination is on
hand it should be uploaded. If preferred, a Memorandum for Record documenting the closing of
discussions can also be uploaded.
d) Select the Offerors determined to be in the Competitive Range and moving forward to the next phase
of the evaluation by clicking on the appropriate box adjacent to each successful Offeror.
e) Click Save.

Reactivating an Offeror from a Previous Phase

If the Source Selection has multiple Offerors in the Initial phase and after the evaluation establishes the
competitive range, e.g., limiting the number of Offerors moving to forward to the next phase (Initial to
Interim) to conduct Discussions with those remaining Offerors, the PCO or Specialist will not check the
box adjacent to the Offeror, as stated in the CRD paragraph d above. However, an Offeror that was
eliminated in a previous phase can be reactivated and placed in the current phase. An example for the
need to reactivate an Offeror would be if as a result of a protest, the PCO/Specialist must take corrective
action and reinstate the Offeror, they could do so by using the ASSIST reactivate feature.
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To reactivate an Offeror:

a) Select Decision Document and click VIEW.

Guidance (dick this bar to open/close text)

i
R
CRD Date Current New Phase Remaining Offerors Successful Offerors CRD S3AC Eg_compleﬂdaliﬁn == == == Final Decision Sta...
Eh =_—
2015-01-26 IMITIAL INTERIM [A B] MiA COMPETITIVE RAMGE SU_
DETERMINATION docx

b) When the dialog box opens, click REACTIVATE OFFEROR.

Guidance (dlick this bar to open/dose text)
‘Warning

If you dlick the "Run CRD" button, you will immediately submit the final version of this Competitive Range Determination (CRD) document. This will "lock™
all documents made prior to this CRD . Such “locked” documents can no longer be edited/revised. If you are not ready to submit the final version of this

CRD and lock all currently existing documents, use either the "Save” button or the "Cancel” Button. The "Save” button will allow you to come back and edit
the CRD document [ater.

Competitive Range Analysis

Date Created: ?:Epde)t:\tive Range Date (date CRD document e e e

2015-01-26 e

Current Phase: 2015-01-26 A

INITIAL Next Phase:

CRD Status: INTERIM

SUBMITTED Uploading an updated CRD file will
Created By: REPLACE the existing one.

KATEKO Click to View File:

COMPETITIVE RANGE DETERMINATION doc:

Cancel | Reactivate Offeror

¢) A second dialog box will open giving the PCO/Specialist the option to upload an additional file, e.g.
Revised CRD. To load an additional file, click BROWSE to navigate to a local directory (or a share

drive) where the file is saved. Select (single click) the file you want to add/upload. Next, check the
box adjacent to the Offeror to be reactivated. Click SUBMIT.

Reactivate Offeror

Date Created: 2015-11-13
‘ File (optional): C:\Usersie

Select Offeror(s) to Reactivate:

e.heyward\Deskiop\REVISED Competitiv

!

= s
d) A warning dialog box will appear, click YES to reactivate an Offeror or NO to cancel.
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Guidance (dlick this bar to open/dose text)
Narning
 vou click the "Run (5 bufton, yor w1 Tmedatsly sUbrt the il version of The Compettize Ranoe Determmation (60 0 lent. This willlock”
Il documents made inal version of this
RD and lock all curr | Reactivate Offeror come back and edit
he CRD document I3
Date Created: | 2015-11-13 =
Sy File {optional): |C:\Users\evonne.heyward\Dem:op\REVISED Competitive Range l“ Browss. ‘
Select Offeror(s) to R« REACTIVATE OFFEROR? l
Date Created: c 9, WARNING - CLICKING 'YES' WILL MOVE fferors
2015-01-26 & ALL SELECTED OFFERORS FORWARD
Curent Phase: INTO THE CURRENT PHASE.
INITIAL Are you sure you Want to proceed? This process
CRD Status: CANNOT be undone.
SUBMITTED | Yes 1| Mo |
Creatad By:
KATE.KO
| submit || Cancel
Cancel | Reactivate Offsror |

e) Upon selecting YES, the reactivated Offeror will appear in the Decision Documents grid as (C-).
Refresh your screen and the (C-) will disappear and the user will now see the reactivated Offeror.

ASSIST will also provide a Log Entry detailing the date/time of the reactivation.

Guidance (dlick this bar to open/close text)

CRD Date Current New Phase Remaining Offerors Successful Offerors CRD SSAC Recommendation Final Decision

Add  Edit View
Sta__

2015-01-26 IMITIAL INTERIM [A.B, C] MIA COMPETITIVE RANGE
DETERMINATION docx

Date Entry

mwm 5 01:40:15 PM i offeror(s) [C], Repli findings and notices.
1132015 08 10:47 AM Competiive Rangs process complete.
111312015 08:10:47 AM Updsted Offeror records with new ststus.
111312015 08:10:47 AM Updated Source Selection record with new phase.
1111312015 08:10:47 AM Updated CRD document fislds.
1111312015 08:10:47 AM Replicated findings and evaluation notices
1M13/2015 06:10:43 AM CRD Step 6b - success, all non-cost evals have a rating assigned
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Completing a Source

a) Click Add.

Selection Decision Document

Guidance (click this bar to open/close text)

CRD Dats Currsnt Phass  New Phass Ramaining Ofterars Suecasstul Offerars CRD

20140731 INITIAL INTERIM 1A B NiA SOMPETITIY i«
DETERMINATICN G0Cx

2014-08-7% INTERIM INTERIM 1A, B8] A COMPETITIVE RANGE
DETERMINATION docx

20140918 INTERIM FINAL A 8 NiA COMPETITIVE RANGE

JETERMINATION gocx

Virtual Contracting Enterprise

SSAC Recommandation

b) Click Add to enter the Contract Number, Delivery Order or Task Order Number.

c) Select the Offeror(s)

receiving award from the dropdown.

d) Enter the Source Selection Decision Date.
e) Enter the Award Date.

f) Upload a copy of signed Source Selection Decision Document by clicking BROWSE to navigate to a

Final Dacizion

local directory (or a share drive) where the file is saved. Select (single click) the file you want to
add/upload then click OPEN.

g) Click SAVE.

SSAC RECOMMENDATION NOT REQUIRED. If SSAC is being utilized and recommendation is required, modify the profile |x |
page found under Administration .

SSA Decision

SSA Decision

Add Remove
Contract#

DoTo# Dollar Value Selected Offeror

| wisP7T-16-D-TEST N/A 135000000 ||| v

SSDD Date:

Award Date:

| |z

I I 3

Created By: 1" | EVONNE.HEYWARD

Created O |

Decision Statuf:

File:

| 2016-06-28 |

PENDING

I Browse...

Save | Cancel

Filename will be populated and
Status will be changed to ‘Pending’

[] Rrequirep FiELD
upon saving. [] svstemPoPULATED
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SSAC Recommendation

If a Source Selection Advisory Council (SSAC) was identified as being utilized on the Source Selection
request (see section 1.5 “How to Request Use of ASSIST”) and is therefore identified as ‘yes’ in the
Profile (see section 2.1 “Profile”), a SSAC Recommendation must be created and saved before a
Source Selection Decision document can be entered. Upon completion of the SSAC Recommendation,
return to the instructions on completing a Source Selection Decision Document.

Completing a SSAC Recommendation

SSAC RECOMMENDATION REQUIRED. If SSAC is being utilized then the SSAC recommendation must be saved before the x [
SSA Decision can be completed.

SSAC Recommendation

SSAC Recommendation

SSAC Date: | _°| Select Recommended Offerors:

Created By: [EvonnE HEYWARD | A

Created Or: 8

Recommendatian— IPENDII\IG—I ¢

Status: 1

File: F==- | Browse.. [ | requirep FIELD
! SYSTEM POPULATED
Filename will be populated and Status

will be changed to ‘Pending’ upon saving.

Save | Cancel

a) Enter the SSAC Date.

b) Upload a copy of a signed SSAC Recommendation by clicking BROWSE to navigate to a
local directory (or a share drive) where the file is saved. Select (single click) the file you
want to add/upload then click OPEN.

c) Select the recommended Offeror(s).

d) Click SAVE.

2.8.2 Decision Document Validations

Before the Source Selection can move to the next phase or award it must meet certain qualifications. Validations
are run as part of the Decision Document process to ensure the Source Selection meets these qualifications and is
in the proper state to move forward. A Source Selection will not be able to move forward if any validations fail.
The validations are run after SUBMIT is clicked from with the Decision Document. The validations that are run to
qualify that change in phase or award can occur are provided below.

INITIAL to INTERIM:
e All Findings/ENs have been approved through workflow (no unapproved Findings/ENS).
e All Findings/ENs have an exchange type set.

49



ASSIST User Guide Virtual Contracting Enterprise

ENs have been created for all Findings with exchange type of Discussions and are Pending Release.

Verify that all Findings/ENs with exchange type of Communications or Clarifications have been sent,
responded to and assessed. The assessment has been approved through workflow.

Any Evaluation created in ASSIST has been approved through workflow (ho unapproved Evaluations) and all
non-cost evaluations have a rating assigned.

INTERIM to INTERIM:

All Findings/ENs have been approved through workflow (no unapproved Findings/ENSs).

All Findings/ENs have an exchange type set.

ENs have been created for all Findings with exchange type of Discussions and are Pending Release.

Verify that all Findings/ENs released in current phase to Offerors as Discussions have been responded to and
assessed. The assessment has been approved through workflow.

Any Evaluation created in ASSIST has been approved through workflow (no unapproved Evaluations) and all
non-cost evaluations have a rating assigned.

INTERIM to FINAL:

All Findings/ENs have been approved through workflow (no unapproved Findings/ENSs).

All Findings/ENs have an exchange type set.

Verify that all Findings/ENs released in current phase to Offerors as Discussions have been responded to and
assessed. The assessment has been approved through workflow.

Any Evaluation created in ASSIST has been approved through workflow (no unapproved Evaluations) and all
non-cost evaluations have a rating assigned.

There are no Findings/ENs Pending Release.

INIITIAL to AWARD (if awarding without discussions) or Final to AWARD (if awarding with discussions)

All Findings/ENs have been approved through workflow (no unapproved Findings/ENSs).

All Findings/ENs have an exchange type set.

Verify that all Findings/ENSs released in current phase to Offerors as Clarifications if awarding without
discussions have been responded to and assessed. The assessment has been approved through workflow.
(If applicable) Verify that all Findings/ENs released in current phase to Offerors as the result of having to
reopen discussions have been responded to and assessed. The assessment has been approved through
workflow.

Any Evaluation created in ASSIST has been approved through workflow (no unapproved Evaluations) and all
non-cost evaluations have a rating assigned.

There are no Findings/ENs Pending Release.

The status of each validation as well as each step taken by ASSIST to move Source Selection into the next phase
is documented in the log located directly below the grid displaying any saved Decision Documents. To view the
log, select the appropriate Decision Document.
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Add Edt View

CRO Date Current Phase New Phase R ing - 1 CRD SSAC Recommendation Final Decision Status
T — — — — — ETTT—
HNmaL INTERM [BBB. AAA] A Signed CRD docx
09:00:39 AM
1
|
Date Log Entry
05/20/2014 11:14:43 AN Competitive Range process complete.
05/20/2014 11:14:42 AN Updated Offeror records with new status.
05/20/2014 11:14:42 AN Updated Source Selection record with new phase.
05/20/2014 11:14:41 AN Updated CRD document.
0572002014 11:14:41 AN Replicated findings and evaluation notices.
05/20/2014 11:14:23 AN CRD Step 6b - success, al non-cost evals have a rating assigned

05/20/2014 11:14:23 AW
05/20/2014 11:14:22 AM
05/20/2014 11:14:22 AW
05/20/2014 11:14:21 AN
05/20/2014 11:14:21 AW

CRD Step 6a - success, all evals have been approved through workflow and are in final gueue.
CRD Step 44 - success, all Communications or Clarifications responses have been assessed.
CRD Step 4 - success, all Communications & Clarifications have been sent and responded to
CRD Step 3 - success, all findings have exchange type set.

CRD Step 2 - success, ENs have been created for al findings with an exchange type of ‘Discussions”.

05/20/2014 11:14:21 AN CRD Step 1 - success, all findings have been approved.

05/20/2014 11:14:18 AW 1 evaluations are on fil Double click to view

If any validation fails the Source Selection will not move to next phase or award. User will be prompted of failure
notice(s) and directed to view the log description of failed validation. Reselect the appropriate Decision Document
to refresh and view new log entries (including failures).

Example:

0272712014 09:45:15 AM CRD Step 1 - FAILED. There are unapproved findings remaining.

Upon taking appropriate action(s) in Source Selection, My Workspace or Manage Multiple Documents, return to
Decision Documents. Reselect the appropriate document — click edit to reopen and resubmit document. The
validations will rerun. If no further validations fail, the Source Selection will move to next phase or award.

2.8.3 Impact of Successful Decision Documents Submittal

When a Source Selection moves to the next phase or award, the content of the documents (Findings/ENs,
Evaluations and Summaries) created in previous phase become locked. No further changes are permitted
for these documents.

If moving to another phase as a result of a Competitive Range, additional steps are taken within ASSIST to move
the evaluation to proper state. These steps appear as log entries for a Decision Document. The log entries and
the impact are described below.
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Log Entry

Impact

Replicated Findings/ENs

Replicate (make copies) of Findings/EN meeting conditions below:
1. Findings/ENs that have a status of ‘Pending Release’. The

original Finding/EN remains in previous phase as part of the
record. No further changes are permitted on this Finding/EN. The
copy is placed in subsequent phase where it can be released to
Offeror, responded to, and assessed. See section 4.0 “Document
Workflow” for more information statuses.

2. Findings/ENs with a final state of ‘Active’ or ‘Active (Leave As Is)'.
The original Finding/EN remains in previous phase as part of the
record. No further changes are permitted on this Finding/EN. The
copy is placed in subsequent phase where, if necessary, it can be
unapproved and updated/modified. See section 4.0 “Document
Workflow” for more information on final states.

Updated CRD document

Change status of CRD document from ‘Pending’ to ‘Submitted’.

Updated Source Selection record with
new phase

Updated phase identified in Banner and the updated documents will
be displayed within any grid in My Workspace, Source Selection and
Manage Multiple Docs. Only documents in the current phase will
appear within the document grid. See section 1.6 “Layout of
ASSIST” for more information on Banner and document grid.

HELPFULL HINT! To view documents from a previous phase,
use the SET FILTER action to set the display settings for the grid.
Select the phase or phases and APPLY FILTER to view. See
section 3.4 “Document Actions” for more information on the SET
FILTER action.

Updated Offeror records with new status

Updated status of each Offeror in ASSIST. Selected Offerors will
remain active in Source Selection and move forward to next phase.
Additional documents can be created for these Offerors in new
phase. Unselected Offerors will not move forward to next phase. No
further documents can be created for these Offerors. All previous
documents created for Offeror will remain in ASSIST as part of the
Source Selection record.

2.9 Export and Export to PCF

2.9.1 Export

This component of Administration provides the ability to export the entire Source Selection (documents created
and/or uploaded into ASSIST) to a file to save or distribute as desired. This is only available to the Contracting
Officer, Contract Specialist, and any Admin (Local or VCE). Documents created in ASSIST are exported to a
MS Word file. The MS Word file is bundled with any attached or uploaded document into a Zip file that is logically
structured (e.g. by Phase, Offeror(s), Factor, etc.). Examples of attachments or uploaded files are Proposal files,
Decision documents and files uploaded by Offeror(s) in response to Evaluation Notices.

Users are provided the option of generating the Zip file with all documents or generating just the MS Word file
without the attachments. Please note it can take some time for the file to be generated, so please be patient. Once
the request is completed, a notification will be sent via email. The file remains available for 24 hours after

creation and then will be deleted.
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NOTE: A user can only compile a single export for a Source Selection at a given time. An export file can be
manually deleted after it is successfully compiled and downloaded by user. This will provide a user the ability (if
necessary) to compile an additional export if required prior to the file being automatically deleted 24 hours after
creation. See below for more details.

How to Export Source Selection

Export this Source Selection

This option allows you to export this source selection to a file you can distribute as you wish. The content without attachments is
exported to a MS Word file The M5 Word file along with the attachments are then bundled into a Zip file.

Aftachments are defined as MS Word, MS Excel, and other documents loaded into the system throughout the Source Selection.
Examples of attachments are Proposal files, Decision documents and files uploaded by Offerors in response to Evaluation Notices.

You have the option of generating the Zip file with all documents or generating just the MS Word file without the attachments below.

Please note it can take some time for the file to be generated, so please be patient. Once the request is completed, you will receive

notification via email. The file remain available for 24 hours after creation and then will be deleted. The email address we have on file
for you is prepopulated below. You can enter a different address if you wish.

Je_ko@us_army_mil I

IGenerate Word File Onby I Generate Zip File with all Attachments I

1. Verify provided email address. Update or change email address if required.
2. Click on GENERATE WORD FILE ONLY or GENERATE ZIP FILE WITH ALL ATTACHMENTS

ASSIST will begin compiling file. The time/date the export was started will appear in view. If necessary, user
can stop the export request by clicking on STOP EXPORT or delete the export request by clicking on FORCE

DELETE EXPORT FILE.

EXPORT

The following export started at 11/17/2015 02:35:23 PM
Export Started

If you want to stop this export request please press the stop button below.

Stop Export Refresh BlForce Delete Export File |
L e s o o ) e e e e

If a user remains in Export view (e.g. did not navigate to another view in ASSIST or exit the Source Selection
and logged back in), he/she can click on REFRESH to view the export progress. The progress will be
automatically displayed to the users as long as the user does not navigate away and return to this view.
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Example:

Writing Finding TECAAA-0001
Writing Finding TECAAA-0002
Writing Finding TECAAA-0003

When export is complete an email will be sent to previously provided email address. After email is received, go to
Export view and click on the appropriate link to retrieve file.

Click to view/download _| Click here to refrieve the export file |

Please note the generated MS Word file has a complete table of contents, but some versions of Word don't automatically generate it.
To generate the table of contents in these versions of Word press the F9 key immediately after opening the document.

If you wish to rerun the export you must first delete this file by clicking on the Delete File button below. Please note 24 hours after
creation this file will be deleted.

Click to delete current Export file and compile a new upndated version

NOTE: If user did not navigate away from Export view and email is received, they must click REFRESH to
update view and retrieve file.

2.9.2 Export to PCF

This component of Administration provides the ability to export the entire Source Selection (documents created
and/or uploaded into ASSIST) into the Paperless Contract File (PCF) cabinet. This is only available to the
Contracting Officer, Contract Specialist, and any Admin (Local or VCE). This function is available for use
when making a single award or multiple awards. Documents created in ASSIST are exported to a MS Word
file. The MS Word file is bundled with any attached or uploaded document into a Zip file that is logically structured
(e.g. by Phase, Offeror(s), Factor, etc.). Examples of attachments or uploaded files are Proposal files, Decision
Documents and files uploaded by Offeror(s) in response to Evaluation Naotices.

Users can only Export to PCF when:

1. The source selection is in the FINAL Phase and the Source Selection Advisory Council Recommendation
(SSAC) and/or the Source Selection Decision Document (SSDD) has been uploaded into ASSIST under the
DECISION DOCUMENTS tab.

2. A cabinet has been created in PCF with a Solicitation Number. (NOTE: The PCF Solicitation Number and the
Solicitation Number under the ASSIST PROFILE tab should reflect the same Solicitation Number; if not the user
must update the Solicitation Number in ASSIST.)

There are two ways that users can Export to PCF:

1. When a single Solicitation/PCF cabinet is established, the users can either Export to PCF into a single cabinet
when making a single award; however, if making multiple awards, users can utilize the “Clone Cabinet” function in
PCF to replicate multiple cabinets.

2. When making multiple awards, users can establish the necessary multiple cabinets in PCF and must list all
Contract Numbers under the ASSIST DECISION DOCUMENTS tab under Administration. (NOTE: All cabinets
must have the same Solicitation Number, but the Contract Numbers can be different. Although the Contract
Numbers can be varied, they must match in both ASSIST and PCF).
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**A video detailing the Export to PCF function has been posted to the ASSIST Homepage under the
APPLICATION VIDEO RESOURCES section.**

3.0 Evaluation Results

Proposal evaluation is the examination of the merits of each proposal against the requirements of the solicitation
and rating the Factors and Subfactors. The SSEB team does this phase and this is the actual process that
ASSIST supports. There are three types of Evaluation documentation, which are discussed below, that can be
created, uploaded, and stored in ASSIST to document the SSEB’s results: Findings/ENs, Evaluations, and
Summaries.

3.1 Findings/ENs

The term 'Finding', as used in ASSIST, refers to each individual aspect of merit (both positive and negative) that
the Government evaluation team observes and documents as a result of assessing the proposal against the
Government solicitation requirements. A Finding must be created for each positive or negative aspect
identified by the evaluation team. Every individual Finding that is documented and used in the evaluation must
be tracked back to three things: 1) the part of the proposal where the aspect it is based on can be found, 2) the
Government solicitation requirement it is related to, and 3) the evaluation criteria that is its source.

For each negative Finding that is documented and used in the evaluation, the Government may elect to exchange
this Finding with the Offeror during Clarifications, Communications, or Discussions. If one of these exchanges
types is selected for the Finding, an EN will automatically be generated by ASSIST for use in exchanges with the
Offerors. See section 3.1.2.5 “Evaluation Notice” below for more information regarding the correlation between
negative Findings and ENSs.

HELPFULL HINT! Itis helpful to think of a Finding to be exchanged with an Offeror as an EN. Remember, a
Finding with an exchange type identified as Clarifications, Communications, or Discussions = an EN.

In ASSIST, there are eleven different Finding types/categories for the evaluation team to use. These types cover
all possible types/categories that will be needed by a Government evaluation team.

Finding Type Finding Definition

Strength (+) An aspect of an Offeror’s proposal that has merit or
exceeds specified performance or capability requirements
in a way that will be advantageous to the Government
during contract performance. (from DoD Manual)

Significant Strength (+) An aspect of an Offeror’s proposal that has appreciable
merit or appreciably exceeds specified performance or
capability requirements in a way that will be appreciably
advantageous to the Government during contract
performance.

Weakness (-) A flaw in an Offeror’s proposal that increases the risk of
unsuccessful contract performance. (from DoD Manual)

Significant Weakness (-) A flaw in an Offeror’s proposal that appreciably increases
the risk of unsuccessful contract performance. (from DoD
Manual)

Deficiency (-) A material failure of an Offeror’s proposal to meet a

Government requirement or a combination of significant
weaknesses in an Offeror’s proposal that increases the risk
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of unsuccessful contract performance to an unacceptable
level. (from DoD Manual)

Cost/Price Concern (-) A flaw, issue with, or lack of information in the cost/price
proposal.

Terms and Conditions (=) An issue related to any of the contract provisions in the
solicitation.

Uncertainty (-) Any aspect of a non-cost/price factor proposal for which the

intent of the offer is unclear (e.g. more than one way to
interpret the offer or inconsistencies in the proposal
indicating that there may have been an error, omission, or
mistake).

Minor or Clerical Error (-) A minor non-cost/price factor informality or irregularity that
is merely a matter of form and not of substance or a clerical
error apparent on its face in the proposal.

Past Performance Relevancy Concern (=) An aspect of the proposal that raises a question about the
relevancy of the Offeror’s past performance information.

Adverse Past Performance Information (=) Any unfavorable past performance information to which the
Offeror has not previously had an opportunity to respond.

All Finding types are not available for each factor type (e.g. Technical, Past Performance, Small Business or
Cost/Price). The Findings available to be created for each factor type is provided below.

Finding Type Factors

Strength Technical/Past Performance/Small Business

Significant Strength Technical/Past Performance/ Small Business

Weakness Technical/Past Performance/ Small Business

Significant Weakness Technical/Past Performance/ Small Business

Deficiency Technical/Past Performance/ Small Business

Cost/Price Concern Cost/Price

Terms and Conditions N/A — Not associated with any factors. Only
available to PCO and Specialist.

Uncertainty Technical/Past Performance/Small Business/
Cost/Price

Minor or Clerical Error Technical/Past Performance/Small Business/
Cost Price

Past Performance Relevancy Concern | Past Performance

Adverse Past Performance Information | Past Performance

NOTE: Some Finding/EN types may not be available for a Source Selection. This determination is made by the
Contracting Officer and/or Contract Specialist in the Finding Types component of the Administration section (see
section 2.3 “Finding Types”). If a Finding/EN type is not available, contact the Contracting Officer or Contract
Specialist for the Source Selection for more information.

3.1.1 Adding a Finding/EN

A Finding/EN can be created from any Finding/EN view in My Workspace or Source Selection.
1. Click on either My Workspace or Source Selection from stack panel.

2. In My Workspace, click on the plus (+) sign located to the left of Pending My Action or My Documents to
expand the tree and display the three (3) document types: Findings/ENs, Evaluations and Summaries. In
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Source Selection, click on the plus (+) sign located to the left of All Offerors or a specified Offeror (e.g.
Offeror AAA, Offeror BBB, etc.) to display tree.
3. Click on ‘Findings/ENs from the tree to display the Findings/ENs grid in the main workspace.

NOTE: Grid will display all Findings/ENs that meet selected view settings from the stack panel (e.g. Pending My
Action, My Documents, All Offerors, Offeror AAA, etc.). The grid will be empty until the first Finding/EN is saved
in ASSIST.

4. Click on ADD FINDING located in the upper right hand corner of the grid to create a new Finding/EN. See
section 3.4 “Document Actions” for additional information on the add action.

NOTE: A user does not have to be in the view for a specified Offeror (e.g. Offeror AAA) to create a Finding/EN
for that Offeror. A Finding/EN can be created for any Offeror from any view where Findings/ENs are displayed.
The newly created Finding/EN may not appear within view depending upon selected view settings (e.g. creating
a new Finding/EN for Offeror BBB when in the Findings/EN view for Offeror AAA). If this occurs, select
appropriate view setting from the stack panel to locate newly created Finding/EN.

3.1.2 Finding/EN Tabs

There a six (6) possible components of a Finding/EN in ASSIST. These components appear as tabs in any
opened Finding/EN. There are four (4) default tabs for every Finding/EN: General Info, Description/Question,
Document Log and Versions. The remaining two (2) tabs, Evaluation Notice and Assessment, appear depending
upon the specific state of the Finding/EN in ASSIST. See below for more information on each tab.

3.1.2.1 General Info (Default Tab)

This tab contains general information regarding the Finding/EN. All fields identified as required below must be
completed. Remaining fields are populated automatically by system or are optional. Additional information
about each field is provided below.

E General Info E Description/Question || Log || Versions

Subject: | 1 |
Offerar: I 2 "I Finding Type: I;;_:E:_ e S Btar 7 "I
Author: ISygtem Admin 3 I Exchange Type. I 8 vI
Factor: I 4 vI Findirrg Number: I 9 I
SubFactor: I Mo SubFactors Avaiable 5 vI Current Reviewer: I 10 I
Role: I'ie.—:-:'. Factor/SubFactor @ b I
Solicitation Reference Proposal Reference
File Name. File Name:
Section Sactiom.

Page:
Page: 11 12

Paragraplr
Paragraplr.

Other.
Other:
Provisior. Evaluation Notice Refs View Notice | Add | Remove

o . g : 13
Boldftalic Fields & fext enfered in Description/Question are =
available fo the Offeror if an Evaluation Nofice is exchanged. Pl
4 | mn | L

[] requIREDFIELD save | | Close
|:| SYSTEM POPULATED

:] OPTIONAL FIELD
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1.
2.

Subject: Enter title or brief description of Finding/EN. Limit of 255 characters.
Offeror: Select the Offeror that the Finding is being created from dropdown. Field contains list of all
Offerors created in ASSIST. Field cannot be changed after Finding/EN is saved.

NOTE: Findings/ENs cannot be created for an Offeror that was not brought forward from a previous phase
into the current phase as a result of a Decision Document (e.g. Competitive Range Determination). These
Offerors will no longer appear in the dropdown in phases following the Decision Document. See section
2.8 “Decision Documents” for more information.

3.

Author: Identifies the creator of the Finding/EN. Field is automatically populated when the Finding/EN is
created and can only be changed/modified via the REASSIGN AUTHOR function. See section 3.4
“Document Actions” for more information on reassigning a Finding/EN.

Factor: Select the Factor that the Finding/EN is being created from the dropdown. User will only be able
to select a Factor associated to their assigned role in Members (e.g. An Evaluator associated to the
Technical Factor will only be able to select Technical). See section 2.5 “Members” for more information on
roles and associated Factors. Field cannot be changed after Finding/EN is saved.

Subfactor (IF APPLICABLE): Select the Subfactor that the Finding/EN is being created from the
dropdown. User will only be able to select a Subfactor associated to their assigned role in Members (e.g.
an Evaluator assigned to the Technical Subfactor 1 will only be able to select Technical Subfactor 1). See
section 2.5 “Members” for more information on roles and associated Subfactors. Field cannot be
changed after Finding/EN is saved.

Role: Populated by system based upon the author’s assigned role and associated Factors/Subfactors.

NOTE: If a user is assigned to more than one role within an associated Factor/Subfactor (e.g. Factor
Chair and Evaluator for Technical Factor) the role can be changed/updated. Click on dropdown to view
and select from all assigned roles within Factor/Subfactor.

10.

11.

12.

13.

Finding Type: Select type of Finding/EN being created from dropdown.

Exchange Type: Select type of exchange for Finding/EN. Exchange types available for selection are:

Clarifications, Communications, Discussions, and No Exchange.

Finding Number: Populated by system when Finding is initially saved. The Finding Number is computed

using the following format: AAABBB-CCCC, where

a) AAA represents the Factor/Subfactor code assigned when each Factor/Subfactor is created.

b) BBB represents the Offeror code assigned when Offeror was created.

c) CCC represents a 4 digit sequential numerical number within that source selection database. It will be
computed by incrementing by 1 number on the last finding for that Offeror for the Factor/Subfactor
created in. Numbers less than 4 digits will be preceded by zeroes.

Current Reviewer: Populated by the system when Finding is initially saved. ldentifies where document is

in workflow. Upon being saved the current reviewer will be identified as the ‘author’. After being released

into the workflow it will identify the role in workflow sequence that currently has the document for
review/approval (e.g. factor chair, chair, Contracting Officer, etc...).

Solicitation Reference: Enter a minimum of one solicitation reference into the provided text fields. There

is no character limit for the File Name. There is a 40 character limit for all other field within this

section (Section, Page, Paragraph, Other and Provision).

Proposal Reference: Enter a minimum of one proposal reference into the provided text fields. There is

250 character limit for the File Name. There is a 40 character limit for all other field within this

section (Section, Page, Paragraph, and Other).

Evaluation Notice Refs (IF APPLICABLE): Reference another Finding/EN in a new Finding. Only

Findings/ENs that have been previously exchanged with an Offeror by way of Clarifications,
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Communications, or Discussions can be referenced. Follow instructions below to reference a previously
exchanged Finding/EN in a new Finding.

Referencing a Finding/EN within a new Finding:
1. Click ADD.
2. Select (single click)/highlight the desired Finding/EN.

3. Click SELECT.

Evaluation Notice Refs View Notice | Add Remwe-

Select Evaluation Notice X
Evaluation Notices Set Filter | View Notice
Finding ID Type Subject Author Last Log Entry
TS2BBB-0003 Weakness FOLLOW ON MICKEY MOUSE Evaluation Notice Gener

QUESTION
TS2BBB-0002 Weakness TEST 8 MICKEY .MOUSE Returned to Offeror

‘ Ty

Select Cancel

After a Finding/EN is added to EN reference, it can be viewed by selecting the Finding/EN and clicking on
VIEW NOTICE. It can be removed by selecting the FINDING/EN and clicking on REMOVE.

Evaluation Notice Refs View MNofice | Add I Remo\iel
Finding ID Type Subject L3
TS2BBB-0003 Weakness FOLLOW QN Evalu *

QUESTION i

4 1} 2

3.1.2.2 Description/Question (Default Tab)

This tab is where the Finding is described in detail and if it is to be released to the Offeror as an EN (if an
exchange type of Clarifications, Communications, or Discussions is identified in the exchange type field in the
General Info tab) is also where the narrative/question pertaining to the Finding is entered. This field must be
completed in order to save the Finding. The text field is rich text enabled. Enter text into Description/Question

field and then click SAVE.
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WARNING!!! Remember, any text entered into this field will be viewable not only to the Government,
but also the Offeror if the Finding/EN is to be exchanged as Clarifications, Communications or
Discussions. Users are therefore cautioned to only input text that can be seen by both the
Government and Offeror if Finding/EN is to be exchanged.

Users can copy and paste from Microsoft Word or any other word processing applications (e.g. Notepad,
WordPad, etc...). Any formatting not supported by the rich text editor in ASSIST will be removed
from text when pasted into ASSIST.

Words: 0,

Save Close

[] requIRED FIELD l

Spell Check

Spell check can be performed on any text entered in the rich text fields. To perform a spell
check:

1. Click on Spell Check icon after entering and saving text.
2. Any words spelled incorrectly will appear as follows: mispelled
3. Left click on word to receive suggested spellings.

mispelled
Misspelled
Misspells
Misapplied
Miscalled
Misled

Ignore All
Add To Dictionary

Spelling...

4.  Select (click on) correct spelling.

3.1.2.3 Document Log (Default Tab)

The document log displays the complete history of the Finding/EN. The log displays:
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1. Each action taken on the Finding/EN (e.g. created, updated, approved, etc.).
2. User who performed the action on the Finding/EN.
3. Time and date each action was performed.

Test_01 s

-------

" -
General Info Description/Question § Log X Versions

--------

Log Add Log Entry

Log Entry By

Saved/Updated 05/08/2014 10:18:04 AN
walt disney

Work Flow Queue: Author / Work Flow Action: Submit / Phase: INTIAL 05/08/2014 10:18:04 AN
walt disney

Saved/Updated 05/08/2014 10:18:04 AM
walt disney

Finding created 05/08/2014 10:17:58 AN
walt disney

Save || Close || Return to... || Approve

Adding Log Entry

Additional log entries can be added by a user when the Finding is in their queue as the author or as a
reviewer/approver. To add a log entry:

1. Click on ADD LOG ENTRY located in upper right hand corner.
2. Enter text in dialog box.
3. Click on ADD LOG ENTRY in dialog to confirm and create entry.

3.1.2.4 Versions (Default Tab)

The Versions tab maintains the edit history of text entered in the Description/Question or Assessment tab.

When text is initially entered and saved in the Description/Question or Assessment tab, version 1 is created.
Whenl/if that text is updated and saved, the version number will increase by ‘1’. Click on the appropriately
named sub-tabs within the Version tab, Description/Question or Assessment, to view the desired version
history. The history is displayed in a grid. This grid displays all versions, the user who created the new
version(s) and the time/date the version was made.

NOTE: The Assessment sub-tab will only appear in Versions for Findings/ENs that have been released to
an Offeror, responded to, and the response is being assessed by the Government. For more information
on assessing an Offeror’s response see section 5.0 “Exchanges with Offerors”.

61



ASSIST User Guide

Virtual Contracting Enterprise

Users can view a previous version of text entered or perform a comparison of two selected versions.

RLLLLLULLLLTS

General Info Description/Question Log E Versions E

I Description/Question
Sub-Tab
Version History
Compare Version By
I:l 2 DERRICK OLWER
I:l 1 DERRICK OLWER

Viewing a Prior Version
1. Click on box adjacent to desired version.
2. Click DISPLAY SELECTED VERSION.

Display Selected Version | Compare Two Selected Versions

Phaze Phase Seguence
08/30/2014 03:18:16 PM INITIAL 0
06/30/2014 031747 PM INITIAL o

Submit

3. A new sub-tab will appear. This tab will display the previous version number selected to be viewed. Click

on this tab to display previous version.

3
Description/Question

Version History
Compare Wersion By

- —
_ — —DERRICK OLIVER

DERRICK OLWER

\ 4

=
_———
—
—
—
—
—

-
-

-

2
;I Dizplay Selected Version I Compare Two Selected Versions
DateiTime Phaze Phase Sequence
06/30/2014 03:18:16 PM INITIAL 0
06/30/2014 03:17:47 PM INITIAL 0

Description/Question Version 1I % :

Deleted text will appear with a strikethough and will be highlighted red.

Click on ‘X’ to close Tab
when finished viewing.

Comparing Two Versions

1. Click on box adjacent to two (2) versions to compare.
2. Click COMPARE TWO SELECTED VERSIONS.

62



ASSIST User Guide Virtual Contracting Enterprise

3. Anew tab will appear. This tab will display the two (2) versions selected to be compared. Click on this tab
to view the version comparison.

=
= MR e sk ICompare VZ2to V1 "I<_ —
—-_— -

o = — 2
Version History Display Selected ‘\.-‘er_;_siu Compare Two Selected Versions I
— =
Compare Version By R BatefTifie - Phase Phase Sequence
—— —
7 2 —— - —DERRICK OTVER 06/30/2014 03:18:16 PM INTLAL 0
—— -
— L
7 1 DERRICK OLNWER 06/30/2014 03:17:47 PM INTLAL 0

y

Description/Question Compare V2 to V1 %

Beteted-Added text will appear-with-astrikethough-amd-witt-e-hightighted-red highlighted green.

NOTE: When comparing two (2) versions:
* Any text that was removed will appear highlighted in red and with a strikethrough;
* New text will appear highlighted in green; and
* Any formatting changes will appear highlighted in purple.

3.1.2.5 Evaluation Notice

An EN is the PCQO’s written notification to the Offeror for purposes of Clarifications, Communications, or in
support of Discussions. ENs are automatically created by ASSIST if one of the aforementioned exchange
types is selected in the exchange type field in the General Info tab of the Finding. This is not a default tab in a
Finding. The EN tab is created and viewable as a new tab within the Finding once it has been approved
through the entire workflow. It will show up as the fifth tab when the Finding is in a ‘Pending Release’ status.
See section 4.0 “Document Workflow” for more information on statuses. The EN is what is released to the
Offeror. The EN as it appears within the Findings is exactly what the Offeror will see in ASSIST2Industry. For
more information on ASSIST2Industry see the User Guide located on the ASSIST Homepage under the
RESOURCES section.

— g e, : APPEARS ONCE FINDING IS
General Info Description/Question Log Versions :.E.N. .E:f.alll:?ijl:}.rllh.k:tlf::.: — APPROVED THROUGH WORKFLOW
EN General Info EN Question/Response EN Attachments ] AND IN ‘PENDING RELEASE’ STATUS.

Subject: | DOES NOT MEET DELIVERY SCHEDULE

Factor: EM Mumber: TS2BBE-0004

Technical
Subfactor: Tech Subfactor 2 EN Type: Weakness

Exchange Type: | Discussions EN Status: Not Released

There are three parts to an EN: General Info, Question/Response and Attachments. These parts are
accessible as sub-tabs.

General Info Sub-Tab

This sub-tab displays general information pertaining to the EN. The fields within the General Info sub-tab
are populated using information from the General Info tab of the Finding. The fields used from the General
Info tab of the Finding are identifiable by the red, bold and italic text in the field name (see text
highlighted in purple in screenshot below).
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Below is a side by side look of the General Info tab for the Finding and the General Info sub-tab of the EN.
The fields that make it from the General Info tab of the Finding that are used to create the General Info

Virtual Contracting Enterprise

sub-tab of the EN are outlined in red below. These fields are outlined in green in the General Info sub-tab

of the EN. The fields are numbered below so that they may be traceable when viewing them together.

FINDING

DOES NOT MEET DELIVERY SCHEDULE

s EEEEEEEEEEEE,

General Info E Description/Question Log Versions EN Evaluation Motice

Subject: |DOES NOT MEET DELIVERY SCHEDULE 1
Offeror: BEE w|  Finding Type: | wezkness 4 ~
Author: DERRICK OLIVER Exchange Type: ID'Lscussiuns 5 ~|
Factor: | Technical 2 v| Fnding Number. | Ts28BB-0004 6 ]
SubFactor | Tech Subfactor 2 3 v I Current Reviewer: Pending Release
Role: Factor Chair v
Solicitation Reference Proposal Reference
File Name: RFP File Name: VoL 1
Sectiom: 7 Sechiom 5
Page.
Page: 4 7 e 8
Paragrapir. 5
Paragrapir. 45
Other.
Other.
Provisiom: Evaluation Notice Refs View Notice
r—————————————————-' Finding ID Type Subject L3
BOMTEHCFM&MMIHMDMWUMM 1 il
I avaifable fo the Offeror if an Evaluation Nofice is exchang | ad
L e e e e e e e e e e e ==Y m | ;
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EVALUATION NOTICE (EN)

DOES NOT MEET DELIVERY SCHEDULE X

General Info Description/Question Log Versions EN Evaluation Notice

----------------

Subject: | DOES MOT MEET DELIVERY SCHEDULE 1 |
Factor: | Technical 2 | EN Number: | TsaeBB 0004 6 |
Subfactor: Tech Subfactor 23 | ENType: [Weakness 4 ]
Exchange Type: | Discussions 5 | EN Status: INUt Released —
Solicitation Reference Proposal Reference

File Name: RFP File Name: VoL 1

Section: 2 Section: 5

Page: 4 7 Page: 7 8

Paragraph: 45 Paragraph: 5

Other: Other:

Provision:

Evaluation Notice Refs View MNotice

Finding 1D Type Subject

9 -
4 I = ’ B
Close
EN Status

The EN Status as displayed in ASSIST is for Government purposes only. The Offeror is not privy to
this information, nor is it is displayed in ASSIST2Industry.

Question/Response Sub-Tab

This sub-tab is comprised of two fields: the Question field and the Response field. The question field
displays the Government question/narrative to Offerors. This field will contain any text entered into the
Description/Question tab of the Finding. Below is comparison of the Description/Question tab of the
Finding and the Question/Response sub-tab of the EN. As with the graphics above, red and green
outlines as well as numbers are used so that fields may be traceable when viewing the tab of the Finding
and sub-tab of the EN together.

The Response field is where the Offeror’s response will be viewable once the EN has been sent to the
Offeror, responded to, and the response has been accepted by the Contracting Officer. See section 5.0
“Exchanges with Offerors” for more information on this process. “No Response Provided” will appear in
this field until the EN is accepted by the Contracting Officer. After, the EN with the response is accepted; it
will display the Offeror’s response to the question so that Government may perform their assessment. See
section 5.0 “Exchanges with Offerors” for more information on viewing and assessing an Offeror’s
response to an EN.
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FINDING
DOES NOT MEET DELIVERY SCHEDULE X/

General Info Description /Question Log Versions EN Evaluation Motice

Offeror does not meet delivery schedule specified in Solicitation.

Revise and resubmit.

1
4 L]
EVALUATION NOTICE (EN)
%

DOES NOT MEET DELIVERY SCHEDULE

General Info Description/Question -::”Log ' ersions ‘ EN Evalmﬁnnﬂoﬁoe”.
: CLTTT T LT L TR TT LTI I RS -
| Epy General Info E Er| Question/Response *Ep Attachments |
“ssssssnsnsnnnnnnnnnnn?
Question
Dfferor does not meet delivery schedule specified in Solicitation.

Revise and resubmit. 1

4

Offeror's Response
No Response provided

Response will appear in field after EN is sent, responded to, and
accepted by the Contracting Officer. See section 5.0 “Exchanges with
Offerors” for more information on viewing and assessing EN
responses.

| Close |
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The attachments sub-tab will display any files attached to the EN as part of an Offeror’s response (e.g.
revised proposal volumes, missing files, change page(s), etc.). See section 5.0 “Exchanges with Offerors”

for more information on viewing EN attachments.

NOTE: This sub-tab does not provide the Government the ability to attach files to an EN as part of the
question. ASSIST does not provide this capability. These types of files must be provided to the Offeror
outside of ASSIST. The attachment sub-tab only provides access to files submitted by an Offeror.

DOES NOT MEET DELIVERY SCHEDULE

General Info Description/Question Log Versions EN Evaluation Notice
..................
Ep General Info || Ey Question/Response E El Attachments I

.................
Attachments

File Name Date Created Created By

3.1.2.6 Assessment

View Attachment

The Assessment is where the Government will input their assessment of the Offeror’s response to an EN. This
is not a default tab. It only appears in Findings that have an EN that has been sent to an Offeror, responded
to, and the response has been accepted by the Contracting Officer. It is not viewable within a Finding/EN until
after the Contracting Officer has accepted the EN response. It will show up as the sixth tab when the EN is in
an “Assessing EN Response’ status. See section 5.0 “Exchanges with Offerors” for more information on this

process.
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13
General Info Description/Question Log Versions EN Evaluation Notice 3 Assessment

e XDhe kL

Font Sizes v | %%

Users can copy and paste from Microsoft Word or any other word processing applications
(e.g. Notepad, WordPad, etc.). Any formatting not supported by the rich text editor
in ASSIST will be removed from text when pasted into ASSIST.

p Wards: 0

Assessment Action: | v Follow-On Finding(s): ~ | View Finding

Save || Close || Submit

3.2 Evaluations

An evaluation, broken out by the evaluation Factors and Subfactors, is conducted on each proposal relative to the
requirements of the solicitation. As part of this process the Findings, e.g. the strengths, weaknesses, and
deficiencies of the proposals, are identified and a resultant rating is assigned. This information is summarized in
Factor and Subfactor Evaluation reports.

Any member assigned to a Factor and/or Subfactor as an Evaluator, Subfactor Chair, or Factor Chair can create
an Evaluation for an Offeror within their assigned factor and/or Subfactor. Across all Factor/Subfactor
members, only one Evaluation can be created for each Offeror for each Factor and each Subfactor in each
phase. A new Evaluation can be created for each Offeror for each Factor/Subfactor for every phase of the
evaluation (Initial, Interim, and Final). See section 2.8 “Decision Documents” for more information on phases.

To document their Evaluation, users can either enter text in the Narrative tab or browse their local
directory (or a share drive) where files are saved to select and add/upload a file in the Attachment tab.
More information pertaining to these tabs as well as other tabs that make up an Evaluation are discussed in
section 3.2.2 below.

3.2.1 Adding an Evaluation

An Evaluation can be created from any Evaluation view in My Workspace or Source Selection.
1. Click on either My Workspace or Source Selection from the stack panel.

2. In My Workspace, click on the plus (+) sign located to the left of Pending My Action or My Documents to
expand the tree and display the three (3) document types: Findings/ENs, Evaluations and Summaries. In
Source Selection, click on the plus (+) sign located to the left of All Offerors or a specified Offeror (e.g.
Offeror AAA, Offeror BBB, etc.) to display tree.

3. Click on ‘Evaluations’ from the tree to display the Evaluation grid in workspace.
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NOTE: Grid will display all Evaluations that meet selected view setting from the stack panel (e.g. Pending My
Action, My Documents, All Offerors, Offeror AAA, etc.) The grid will be empty until the first Evaluation meeting

select view setting is saved in ASSIST.

4. Click on ADD EVALUATION located in the upper right hand corner of the grid to create a new Evaluation.
See section 3.4 “Document Actions” for additional information on the add action.

NOTE: A user does not have to be in view for a specified Offeror (e.g. Offeror AAA) to create an Evaluation for
that Offeror. An Evaluation can be created for any Offeror from any view where Evaluations are displayed. The
newly created Evaluation may not appear within view depending upon selected view settings (e.g. creating a
new Evaluation for Offeror BBB when in the Evaluation view for Offeror AAA). If this occurs, select appropriate

view setting from the stack panel to locate newly created Evaluation.

3.2.2 Evaluation Tabs

There are (7) basic components of an Evaluation in ASSIST. These components appear as tabs in any opened
Evaluation. The seven (7) tabs for every Evaluation are: Background Info, Criteria/Rating, Narrative, Attachments,

Versions, Findings, and Evaluator Summaries.

NOTE: There is one (1) additional tab if creating and/or viewing an Evaluation for a Past Performance factor
type: the Past Performance tab. See section 2.4 “Factors” for more information on factor types. More

information on this tab can also be seen below.

3.2.2.1 Background Info

This tab contains the background information of the Evaluation (e.g. Factor and Offeror created for, author of
evaluation, etc.). Complete the fields identified as required below. See below for additional information about

each field.

AL LS

= Background Info 3 Criteria/Ratings Narrative Attachments || Versions Findings || Evaluator Summaries

.................

Log 6 Add Log Entry
Factor or Subfactor: Technical 1 e By
Offeror: 2 Evaluation created 11/23/2015 01:39:11 PM
= DERRICK OLIVER

Author: DERRICK.OLIVER 3
Author’s Role: Factor Chair
Phase: INITIAL 5

[ ] requirep FiELD
[ system popuLATED

Save | Close || Submit
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1. Factor or Subfactor: Select the Factor or Subfactor that the Evaluation is being created for from the
dropdown. User will only be able to select a Factor associated to their assigned role in Members (e.g. an
Evaluator associated to the Technical Factor will only be able to select Technical). See section 2.5
“Members” for more information on roles and associated Factors. Field cannot be changed after
Evaluation saved.

2. Offeror: Select the Offeror that the Finding is being created from dropdown. Field contains list of all
Offerors created in ASSIST. Field cannot be changed after Evaluation is saved.

3. Author: Identifies the creator of the Evaluation. Field is automatically populated when the Finding/EN is
created and can only be changed/modified via the REASSIGN AUTHOR function. See section 3.4
“Document Actions” for more information on reassigning an Evaluation.

4. Role: Populated by system based upon the author’s assigned role and associated Factors/Subfactors.

NOTE: If a user is assigned to more than one role within an associated Factor/Subfactor (e.g. Factor
Chair and Evaluator for Technical Subfactor) the role can be changed/updated. Click on dropdown to view
and select from all assigned roles within the Factor/Subfactor.

5. Phase: ldentifies the phase (e.g. Initial, Interim, or Final) that the Evaluation was created in. This is
automatically populated with phase that the Source Selection was in when the Evaluation was created.
See section 2.8 “Decision Documents” for more information on Evaluation phases.

6. Log: A system generated document log will first appear after the initial save. A log entry will occur when
there is any updates/edits to the document. The log displays all log entries, the user who performed the
updates/edits, and the time/date the log entry was made. A user can create a manual log entry by
selecting/clicking on ADD LOG ENTRY. A log entry box will populate for the user to input rationale for the
entry. Once the rationale has been entered, select/click on ADD LOG ENTRY.

3.2.2.2 Criteria/Ratings

This tab provides the user the ability to view the Evaluation Criteria for the Factor/Subfactor and select the
resultant rating to be assigned to the Offeror. The Cost/Price Factor will not have a rating. The Evaluation
Criteria and rating selections are configured during the source selection setup of the Factor/Subfactor in
Administration. See section 2.4.2 “Individual Factor View” for more information.

----------------

1 w
Background Info 3 Criteria/Ratings & Narrative Attachments Versions Findings Evaluator Summaries

-----------------

Factor Evaluation Criteria RATING
Small Business criteria = Outstanding  »

Proposal meets requirements and indicates an exceptional approach and
understanding of the requirements. Strengths far outweigh any weaknesses.
Risk of unsuccessful performance is very low.

Select Rating from dropdown. Text will update
to display the definition of selected Rating.

Save Close
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3.2.2.3 Narrative

(Optional) Enter text in provided field. This text field is rich text enabled. For any non-cost/price
Factor/Subfactor, the text should (at a minimum) roll up information gathered through exchanges with
Offerors and information identified by the Source Selection Team as Findings (e.g. strengths, weaknesses,
and deficiencies, etc...) to assign and substantiate a rating.

NOTE: Textis not required to be entered in this tab. Users can either:
» Enter text in the Narrative tab; or
* Browse to their local directory (or a share drive) where files are saved to select and add/upload a
file in the Attachment tab.

Evaluation for Offeror AAA - Factor Technical - INITIAL Phase x|

-----------

Background Info | Criteria/Ratings § Narrative E Attachments | Versions Findings Evaluator Summaries

hr X AhLBIUS EE=EE S~-E"=52E 8B QM AA- 3 ® & FontSizes~
2

Users can copy and paste from Microsoft Word or any other word processing applications
(e.g. Notepad, WordPad, etc.). Any formatting not supported by the rich text editor
in ASSIST will be removed from text when pasted into ASSIST.

P Words: 0

Save | Close || Submit

3.2.2.4 Attachments

(Optional) Browse a local directory (or a share drive) where files are saved to select and add/upload an
Evaluation created outside of ASSIST or to add/upload attachments (e.g. drawings or images) to an
Evaluation documented in the Narrative tab. More than one (1) file can be uploaded. A newly added file
will not overwrite a previously uploaded file. Users must manually manage all attachments using
the ADD FILE and DELETE FILE actions (see instructions below).

NOTE: Files are not required to be added/uploaded in the Attachment tab. Users can either:
» Enter text in the Narrative tab; or
» Browse to their local directory (or a share drive) where files are saved to select and add/upload a
file in the Attachment tab.
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Background Info || Criteria/Ratings Narrative s Attachments s Versions Findings Evaluator Summaries
............... 1 2 3
Aftachments I Add File " Delete File IIV\ew File I
Phase File Name Loaded By Hame When Created

Save || Close || Submit

Adding a File

1. Click ADD FILE (button #1 above).

2. Click BROWSE.

3. Navigate to local directory (or share drive), select/single-click it and click OPEN (or double click it).
4. Click Submit. Repeat process to add multiple files.

File will appear as new row in grid.

IMPORTANT! Files over 300MB are not supported and will not successfully upload into ASSIST.

Deleting a File

5. Select/single click file from grid.

6. Click DELETE FILE (button #2 above).
7. Confirm delete by clicking YES.

Viewing a File

8. Select/single click file from grid.

9. Click VIEW FILE (button #3 above).

10. Select open or save file to local directory (or share drive).
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Modifying an Attached Document
Modifying an attached document in ASSIST involves replacing that document in ASSIST with a locally
saved version of the file.

It's recommended that you start this process by downloading/saving the file from ASSIST to your local
computer to ensure any changes are made to the most current version. The user must then make the
necessary changes to the downloaded version, save the document and then perform the ADD a File
steps 1-3. However, you can replace an existing version of a file in ASSIST with a new locally saved
version without performing these steps (but you risk overwriting content in the ASSIST version of the file
if you do this).

1. (optional) Select and save a copy of the current file (see “Viewing a File” above for more
information).

2. (optional) Make any desired changes as needed to the local copy of the document.

(optional) Save the updated local copy to a specific folder location on the local computer...note

that location.

Go back into the Attachment tab and select the document to be replaced.

Click DELETE FILE.

Click BROWSE.

Navigate to the updated local copy (saved in step 3), select/single-click it and click OPEN (or

double click it).

8. Click SUBMIT.

w

No oA

3.2.2.5 Versions

When text is initially entered and saved in Narrative tab, version 1 is created. When/if that text or the
rating is updated and saved, the version number will increase by ‘1. The version history is displayed in a
grid located in the Version Tab. This grid displays all versions, the user who created new version and the
time/date version was made. If a user DOES NOT make changes to the narrative text nor the rating, and
only updates/adds Attachments, a version will not be created.

..........
Background Info Criteria/Ratings Narrative Attachments |a Versions & Findings Evaluator Summaries
.,

---------

Version History Display Selected Version | Compare Two Selected Versions
Compare Version By Date/Time: Phase
z DERRICK OLVER 05M2/2014 11:56:30 AM INTIAL
1 DERRICK OLVER 03M3/2014 11:22:28 AN INMTIAL

Close || Show Admin Buttons
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Users can view a previous version of text entered or perform a comparison of two selected versions.

Viewing a Prior Version

1. Click on box adjacent to desired version.

2. Click DISPLAY SELECTED VERSION.

3. A new tab will appear next to the Evaluator Summaries tab. This tab will display the previous version
number selected to be view.

Comparing Two Versions
1. Click on box adjacent to two (2) versions to compare.

2. Click COMPARE TWO SELECTED VERSIONS.

3. Anew tab will appear. This tab will display the two (2) versions selected to be compared.

NOTE:

When comparing two (2) versions:
* Any text that was removed will appear highlighted in red and strikethrough;
* New text will appear highlighted in green; and

« Any formatting changes will appear highlighted in purple.

3.2.2.6 Findings

A user can view a list of all active Findings for the Factor/Subfactor associated with the Offeror. You may
also SET FILTER to view Findings from a previous phase, a particular Subfactor, Finding Type, etc.
Findings can be viewed in its entirety or just the narrative, which would be displayed in the FINDING

CONTENTS field.

Background Info | Criteria/Ratings
Findings
Finding ID Type
TS2BBB-0002 Strength
TS1BBB-0005 Minor or

Clerical Eror
TS2BBB-0006 Weakness
TS2BBB-0004 Weakness
TS1BBB-0006 Deficiency
TS1BBB-0007 Uncertainty
TS1BBB-0004 Deficiency
TS2BBB-0003 Weakness
TS2BBB-0003 Deficiency
Set Filter

1. Select SET FILTER.
2. Click on the plus (+) sign located to the left of the view(s) (e.g. All Workflow, All Factors, All Phases, etc.) to
display tree. Check the box for your view(s).
3. Click APPLY FILTER.

Narrative

Attachments

--------

nuy

* Evaluator Summaries

g

I Set Filler"\fﬁew Finding I IFinding Contents I

Subject

STAFFING
METHODOLOGY

FOLLOW-ON TEST

TEST - SOS8
QTE EXAMPLE

INCORRECT FUZE
DESCRIPTION

TEST FOR PMOS

Warranty - Commercial
or Non-Commercial

TEST TO KEEP

WARRANTY -
COMMERICAL OR
NON-COMMERICAL

Phase Author

INITIAL  BART.SIMP<
INITIAL ~ MICKEY.MO

INITIAL
INITIAL

DERRICK.Ol

BART SIMP<
INITIAL  DERRICK Ol
INITIAL ~ MICKEY.MO
INITIAL  DERRICK.Ol
INITIAL  BART.SIMPS

INITIAL  DERRICK Ol

Contractor has proposed an accepiable staffing mix.

Save || Close || Submit
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Background Info || Criteria/Ratings | Narrative | Attachments | Versions | Findings | E Finding Fiter x
— & [ an workilow
Findings View Finding Findin -
& Clan Fact
Finding ID Type Subject " author actors
TSZAAADO01 Significant ~ TEST 5 ] INITIAL JHICKEY. = & DlauPnases ¢—
Strength 1 MinmiaL
TS1AAA0003  Weakness  TEST 2 FOLLOW-ON : INITIAL  [BART Sib NTERIM-A
+
TS1AAA-DO0S Deficiency ~ TEST1 1inTERIM IBART SII = @ Dantypes
:'1 1 & Tl Authors
1 ® 0
TSIAAA-0008  Weakness  Edilor Test 2 I INTERIM JDERRICH All Exhange Types
1 1 L4 ® [ an statuses
TS2AAA0009  Weakness  Editor Test 3 1 inTERIM DERRICH
I | cancel |
TS2AAA-0012 Weakness  Editor Test 5 I \nreriv IDERRIGH
TS2AAADD06  Weakness  Test : inTERIM IDERRICK
A
TS2AAA-0011 Weakness  Editortest 5 J NTERIM Ioerrick
TSIAAA-DO0B  Weakness ~ TESTOFEDITOR1 | INTERIM :BART sl
U
T‘T‘\nﬁ&_ﬂﬂ'i'l \Neaknoge Tectinn nf Tewt Colnr L I:EI\.‘!-II:\ADT <K T 1
4 1 3
| Save || Close ||
Viewing Finding
1. Select/single click on Finding from the grid. The Finding will be highlighted in blue.
2. Click VIEW FINDING
3. A separate window will open to display the Finding.
Svaluation for Offeror BB Factor Techmical - INTTIAL Phase STAFFING METHODOLOGY
Background Info  Criteri/Ratings  Narrative | Altachments | Versions | Findings Gerernl Info | Description/Question  Log | Versions.
Findings St Filar L] Sutfect. | STAFFING METHODOLOGY
e e P e S e e e i i e ) < g S
TSIEBB.0002  Swengih STAFFING BOITIAL  BAST SIMPS Offaror:  |B88 Fncing Ty Strength
e —— g —— Huthor; Biart M Senpson Exchange Type P Exchange v
TS1BBR.0005 e N.ON TEST INITIAL  MICKEY MO
Factor, Technical - Finding Number, TSH886-0002
TSIBEE-0006  Weakness  TEST- 5055 INTIAL  DERRICK.O1 SdFoctor, MANAGEMENT ~  CurentRevewes:  Finel
TS2BE6-D004 NADARTIESS QOTE EXAMPLE ITIAL BART SIMPE
Rk Evaluator b4
TS1BB8-0006 Denciency CT FUZE ITLAL DERRICK Ol
N Solicitation Reference Proposal Reference
TEIBBE000T Uncestainty  TEST FOR PMOS MITIAL  MICKEY MO Il Mirvtes P Fife Matrve TECHNICAL VOLUME
TSABBB0O04  Deficiency  Warrany - Commercisl  IMITIAL  DERRICK O Sectiom. L raesion: L
¢ Hon-Commerc tal Page: 44
P 104
T52668.0005 Weakness TEST TO KEEP INITIAL  BART SIMPE Pacagraph:
Paragraply. 2
TSIEE8-0003 Deficiency IITLAL DERRICK Of Other:
i L ther:
NOMN-COMMERICAL
Provision: Evaluation Notice Refs View Notice
Finding 1D Type Subpect L
BoiddTealic: Fiedds & text entered in Description/Question are avalatie o .
the Cifevor if an Evaluation Notice i exohanged
‘ v
Save | Cke

Viewing Finding Narrative

Ciote || Unapgcve

1. Select/single click Finding from the grid. The Finding will be highlighted in blue.

2. Narrative will be displayed in the FINDING CONTENTS field.
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“waluation for Offeror BBS - Factor Technical - INITIAL Phuse

Background Info | Criteria/Ratings | Narmative | Altachments | Versions  Findings | Evaluator Summaries

Findings Set Filter | View Finding

Flhﬂhw mu Su&ﬂ Phase Authar - g :

OO - OV .. AP0 . VU VO .. N N .. L WO S8 Contractor has proposed an acceplable staffing mix, _
TS2B88-0002 Strengih STAFFING INITIAL BART SII.IF'

I METHODOLOGY

S N N S SN SN N S

TS1BB8-0005 Minor or FOLLOW-ON TEST INITIAL MICKEY MO
Clerical Error

TS2B88-0006 Weakness TEST - 8088 INITIAL DERRICK O

TS2EBE-0004 Weakmss QTE EXAMPLE INITIAL  BART SIMPY

TS1888-0006 Denceency INCORRECT FUZE INITIAL  DERRICK O

DESCRIPTION
TsiB88-0007 Uncenainty TEST FOR PMOS INITIAL  MICKEY MO
TS1888-0004 Denceency Warranty - Commencial | INITIAL  DERFICK.O1
o Non-Commersial
TS2B88-0005 Weakness TEST TO KEEP INITIAL  BART SIMPL
TS2888-0003 Denceency WARFANTY - INITIAL  DERRICK.Cd

COMMERICAL OR
NON-COMMERICAL

Save || Close || Submit

3.2.2.7 Evaluator Summaries

A user can view a list of all Evaluator Summaries for the Factor/Subfactor associated with the Offeror. You
may also SET FILTER to view Summaries from a previous phase, a particular Subfactor, and by a specific
author. Summaries can be viewed in its entirety or just the narrative, which would be displayed in the
SUMMARY CONTENTS field. See section 3.3 below on further information pertaining to Evaluator
Summaries.

Set Filter

1. Select SET FILTER.

2. Click on the plus (+) sign located to the left of the view (e.g. All Factors, All Phases, All Authors) to display
tree. Check the box for your view(s).

3. Click on APPLY FILTER.

[ ¥abuation for Offernr €0E - Factor Technical - INTERIM Phase =

Bockoround Infa || CenafRotngs || Herroove || Attschenss || versions || Andings || Evabustor Summries: | | o mmary Filter %

B Tl racion

Evakiaior Summaries ‘iew Evaluatos Surmary Summary Contents =
= Ciechnical  qum—
Facter SubFactor Althor
Vs
Tethnkal Subtacior 1 st Dice: Eatahes
Tochnical Subtactor 1 John Doe: L]
Technkal Subtacior 7 b Doe: & T Prases
Technical Subtactor 1 Demci Gliver B Ll aannors
Apply Filles Cancel

Ciose | Show Atmmn Bulions.
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1. Select/single click on Summary from the grid. The Summary will be highlighted in blue.

2. Click VIEW EVALUATOR SUMMARY.
3. A separate window will open to display the Summary.

Cioe | | Retum i

Exabuation for Dfferor COC - Factor Technical - (NTERIM Phise Evaliator Susmany
Background Info | Citena/Ratrgs | Narrstve || Amichments | Versors | Fedngs | Cvalits  mackground Info | Mamatve | Afchments | Versors
Guidance (click this bar to open/cose text)
Evalumor Summasies Sat Surnmmary Contend
Factoe or Subfactor Subfactor 1
F-%--—W_ The proposal ¢
Tethmal Subtation 1 > Estad i : i
- Bstad in the Stej | Offercr: s
Technical Suttacion 1 dohn addressed. Tha i John Doe
Techncal Subeacior 2 daveloped and |
b Rusthor's Roke: Evahsator
Technical Sutfacior 1
Ovorall rating: € phase INITIAL
Case | Show Admen Bt

Viewing Summary Narrative

Log Erfry By
Wk Fiow Gt Final | Wenk Fiow Actisn TR0 0842 2 A =
Agminestratively Unappioved | Prise; INTERIM System Admn

SavedUipasted

ok Fiow Dueue: Finsi § Work Flow Acoon: Compiesed | DATT/2013 032312 P11
Prorse: INITIAL D Ciives

‘Work Fiow Queue; Facior CRair | Work Fiow Action DEAT/2013 03:23.43 P
Approwed | Phass INTIAL [
SavedUpdaed DEITRMI 0323 13FM =
a0 Afiow, | Show Admin Butlor

1. Select/single click Summary from the grid. The Summary will be highlighted in blue.

2. Narrative will be displayed in the SUMMARY CONTENTS field.

Evaluation for Offeror COC - Factor Technical - INTERTM Phase
Background Info Criteria/Ratings MNarrathe Attachments Versions Findngs Evaluator Summaries

—— —————— -
| Evalustor Summaries 1 | Ve ary
-

—— -
Facior Sul

Tha propasal damonstrated a thorough undarstanding of the regquiremeants

TRy Zicaniatal HERE listed In the Statement of Work (SOW). All tasks were satisfactorily
Techical Subfactor 1 Jshin Do i d. The proposal ribed a plan that was evaluated to be well
Technical Sunfactor 2 John Doe daveloped and low- risk.  Thers were no noted weaknesses,

Technical Subtactor 1 Derrick Oliver

Overall rating: Cutstanding

Close | Show Admin Bustons

3.2.2.8 Past Performance

As stated under paragraph 3.2.2. above, there are seven (7) basic components of an Evaluation that
appear as a tab. However, there is one (1) additional component/tab if creating and/or viewing an

Evaluation for a Past Performance factor type: the Past Performance tab will allow Past Performance team
members to enter Past Performance contract information submitted by the Offeror(s) such as: contract

number(s), the dollar value of the contract, the contract start and end dates, and relevancy rating for the
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contract. The Past Performance evaluator can also enter a synopsis of the information and provide an
assessment of the Past Performance contractual information that was submitted. See 2.4 Factors for
more information on factor types.

Adding Past Performance Information

1. Click ADD.

2. Click on the cell area to the right of the plus (+) sign and input CONTRACT number.

3. Click on VALUE cell to enter contract dollar amount.

4. Click on the PERIOD START/End cells and CALENDAR to enter the contract start/end dates.
5. Click on the RELEVANCY cell and from the dropdown menu select the relevancy rating.

6. Click SAVE.

Create New Evaluation =1

-
Dackground Info || Criteria/Ratings | Narrative | Attachments ¥ Past Perlormance 8 Versions | Findings | Evaluator Summarnies
-—— -

Past Perormance Edit Synopsis | Edit Assessment | Delste
Conlract (Click in cell o edil) Value (Click in cell o edi) Period Slar - Pericd End Rebevarcy
2 WSPTT-A5.C000¢ 150000000 H014-0103 2015-01-03 Somewhal Relevant

Sawe § Ciose || Submit

Adding a Past Performance Synopsis

1. Select/single click on the contract number.

2. Click EDIT SYNOPSIS. Another window will appear for the user to enter a synopsis of the past performance
contract information.

3. Once the synopsis has been entered, click SAVE AND CLOSE to save/close the synopsis narrative window.

4. In order to save the Past Performance SYNOPSIS in the Evaluation Report, you must click SAVE.
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Evaluation for Offeror BBB - Factor Past Performance - INITIAL Phase

= = - ———-—
Background Info || Criteria/Ratings | Narrative | Attachments ¢ Past Perfnrmanc?l

Versions || Findings | Evaluator Summaries
| I .-

2
Past Performance - > Edit Assessment | Delete | Add
-
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Adding a Past Performance Assessment
1. Select/single click on the contract number.

2. Click EDIT ASSESSMENT. Another window will appear for the user to enter an assessment of the past
performance contract information.

3. Once the assessment has been entered, click SAVE AND CLOSE to save/close the assessment
narrative window.

4. In order to save the Past Performance ASSESSMENT in the Evaluation Report, you must click SAVE.
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Deleting the Past Performance Information
1. Select/single click on the contract number.
2. Click Delete. A window will populate to confirm the deletion.
3. Click YES to delete or NO to cancel the request.
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3.3 Evaluator Summaries

The purpose of the "Evaluator Summary" is to allow evaluators to provide information, based upon their individual
subject matter expertise, as input to the person who is responsible for writing the Evaluation Report that will
support the Rating assigned to the Factor/Subfactor. The use of the "Evaluation Summary" is optional and
should be at the discretion of the person responsible for writing the Evaluation Report.

Any member assigned to a Factor and/or Subfactor as an Evaluator, Subfactor Chair, or Factor Chair can create
their own Summary for an Offeror within their assigned Factor and/or Subfactor. Across all Factors/Subfactors,
only one Summary can be created by a member for each Offeror for each factor and each Subfactor in a
phase. A new Summary can be created by each member for each Offeror for each Factor/Subfactor for every
phase of the evaluation (Initial, Interim, and Final). See section 2.8 “Decision Documents” for more information on
phases.

To document their Summary, users can either enter text in the Narrative tab or browse to their local
directory (or a share drive) where files are saved to select and add/upload a file(s) in the Attachment tab.
More information pertaining to these tabs as well as other tabs that make up a Summary are discussed in section
3.3.2 below.

3.3.1 Adding a Summary

An Evaluator Summary can be created from any Summary view in My Workspace or Source Selection.

1. Click on either My Workspace or Source Selection from the stack panel.

2. In My Workspace, click on the plus (+) sign located to the left of Pending My Action or My Documents to expand
the tree and display the three (3) document types: Findings/ENs, Evaluation and Summaries. In Source
Selection, click on the plus (+) sign located to the left of All Offerors or a specified Offeror (e.g. Offeror AAA,
Offeror BBB, etc.) to display tree.

3. Click on ‘Summary’ from the tree to display the Summary grid in workspace.

NOTE: Grid will display all Summaries that meet selected view setting from the stack panel (e.g. Pending My
Action, My Documents, All Offerors, Offeror AAA, etc.) The grid will be empty until the first Summary meeting
selected view setting is saved in ASSIST.

1. Click on ADD located in the upper right hand corner of the grid to create a new Summary. See section 3.4
“Document Actions” for additional information on the add action.

NOTE: A user does not have to be in a view for a specified Offeror (e.g. Offeror AAA) to create a Summary for
that Offeror. A Summary can be created for any Offeror from any view where Summaries are displayed. The
newly created Summary may not appear within view depending upon selected view settings (e.g. creating a new
Summary for Offeror BBB when in the Summary view for Offeror AAA). If this occurs, select appropriate view
setting from the stack panel to locate newly created Summary.

3.3.2 Summary Tabs

There are four (4) basic components of a Summary in ASSIST. These components appear as tabs in any opened
Summary. The four (4) tabs for every Summary are: Background Info, Narrative, Attachments, and Versions. See
below for more information on each tab.

3.3.2.1 Background Info

This tab contains the background information of the Summary (e.g. Factor and Offeror created for, author of
Summary, etc.). Complete the fields identified as required below. See below for additional information about
each field.
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Evaluator Summary %
................
& Background Info § Mamative | Attachments Versions
IIIIIIIIIIIIIIII .
Guidance (click this bar to open/close text) -
) Log 6 Add Log Entry
Factor or Subfactor: Technical 1 o By
Offeror: AAA 2 Summary Report created 11/24/2015 D2:18:56 PM
- DERRICK OLIVER
Author: DERRICK OLIVER 3
Author’s Role: Factor Chair 4
Phasa: INITIAL 5

[1 rRequirep FiELD
[1 svstem popuLATED

Save || Close || Submit

1. Factor or Subfactor: Select the Factor or Subfactor that the Summary is being created for from the
dropdown. User will only be able to select a Factor associated to their assigned role in Members (e.g. an
Evaluator associated to the Technical Factor will only be able to select Technical). See section 2.5
“Members” for more information on roles and associated Factors. Field cannot be changed after
Summary is saved.

2. Offeror: Select the Offeror that the Summary is being created from dropdown. Field contains list of all
Offerors created in ASSIST. Field cannot be changed after Summary is saved.

3. Author: Identifies the creator of the Summary. Field is automatically populated when the Summary is
created and can only be changed/modified via the REASSIGN AUTHOR function. See section “3.4
Document Actions” for more information on reassigning a Summary.

4. Role: Populated by system based upon the author’s assigned role within associated Factors/Subfactors.

NOTE: If a User assigned to more than one role within an associated Factor/Subfactor (e.g. Factor Chair
and Evaluator for Technical Factor) the role can be changed/updated. Click on dropdown to view and
select from all assigned roles within Factor/Subfactor.

5. Phase: Identifies the phase (e.g. Initial, Interim, or Final) that the Summary was created in. This is
automatically populated with phase that the Source Selection was in when the Summary was created.
See section 2.8 “Decision Documents” for more information on Summary phases.

6. Log: A system generated document log will first appear after the initial save. A log entry will occur when
there is any updates/edits to the document. The log displays all log entries, the user who performed the
updates/edits, and the time/date the log entry was made. A user can create a manual log entry by
selecting/clicking on ADD LOG ENTRY. A log entry box will populate for the user to input rationale for the
entry. Once the rationale has been entered, select/click on ADD LOG ENTRY.

3.3.2.2 Narrative

(Optional) Enter text in provided field. This text field is rich text enabled. For any non-cost/price
Factor/Subfactor, the text should (at a minimum) roll up information gathered through exchanges with
Offerors and information identified by the Source Selection Team as Findings (e.g. strengths, weaknesses,
and deficiencies, etc...).
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NOTE: Text is not required to be entered in this tab. Users can either:
» Enter text in the Narrative tab; or

* Browse to their local directory (or a share drive) where files are saved to select and add/upload a
file in the Attachment tab.

Evaluator Summary

----------

-
3
®
&
v
| 4
N
w
~
Ic
¢t
Ll
i
il
]
i
i
...‘.
il
o
ko)
| 4
E3

A~ H ¥ ® & FontSizes~ |

Users can copy and paste from Microsoft Word or other word processing applications
(e.g. Notepad, WordPad, etc.). Any formatting not supported by the rich text editor
in ASSIST will be removed from text when pasted into ASSIST.

Words: D

Save | Close || Submit

NOTE: The Summary does not have a Criteria/Ratings tab. If a rating is required for your evaluation
approach, include resultant rating and supporting rationale in text field in Narrative tab.

3.3.2.4 Attachments

(Optional) Browse a local directory (or a share drive) where files are saved to select and add/upload a
Summary created outside of ASSIST or to add/upload attachments (e.g. drawings or images) to a
Summary documented in the Narrative tab. More than one (1) file can be uploaded. A newly added file

will not overwrite a previously uploaded file. Users must manually manage all attachments using
the ADD FILE and DELETE FILE actions (see instructions below).

NOTE: Files are not required to be added/uploaded in the Attachment tab. Users can either enter:
» Enter text in the Narrative tab; or

* Browse their local directory (or a share drive) where files are saved to select and add/upload a file
in the Attachment tab.
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Evaluator Summary X
............
Background Info || Marrative & Attachments § Versions

e : 1 2 3

Phase File Name Loaded By Name When Created

Save | | Close || Submit

Adding a File

1. Click ADD FILE (button #1 above).

2. Click BROWSE.

3. Navigate to local directory (or share drive), select/single-click it and click OPEN (or double click it).

4. Click Submit.
File will appear as new row in grid.

IMPORTANT! Files over 300MB are not supported and will not successfully upload into ASSIST.

Deleting a File

1. Select/single click file from grid.

2. Click DELETE FILE (button #2 above).
3. Confirm delete by clicking YES.

Viewing a File

11. Select/single click file from grid.

12. Click VIEW FILE (button #3 above).

13. Open or save file to local directory (or share drive)

Modifying an Attached Document
Modifying an attached document in ASSIST involves replacing that document in ASSIST with a locally
saved version of the file.

It's recommended that you start this process by downloading/saving the file from ASSIST to your local
computer to ensure any changes are made to the most current version (steps 1-3), however, you can
replace an existing version of a file in ASSIST with a new locally saved version without performing these
steps (but you risk overwriting content in the ASSIST version of the file if you do this).

1. (optional) Select and save a copy of the current file (see Viewing a File above for more information).
2. (optional) Make any desired changes as needed to the local copy of the document.

3. (optional) Save the updated local copy to a specific folder location on the local computer...note that
location.
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5. Click DELETE FILE.
6. Click BROWSE.

click it).
8. Click SUBMIT.

4. Go back into the Attachment tab and select the document to be replaced.

7. Navigate to the updated local copy (saved in step 3), select/single-click it and click OPEN (or double

3.3.2.5 Versions

When text is initially entered and saved in Narrative tab, version 1 is created. Whenl/if that text is updated
and saved, the version number will increase by ‘1’. The version history is displayed in a grid located in the

Version Tab. This grid displays all versions, the user who created new version and the time/date version

was made.

NOTE: A version is only created when changes are made to any text entered in the Narrative tab. Prior
versions do not account for any changes made in the Background Info or Attachment tabs.

Evaluator Summary
............

Background Info Narrative | Attachments 1 Versions *

Version History

Compare Version By
3 chris customer

2 chris customer

1 Bart M Simpson

Comparing Two Versions

Compare Two Selected Versions

Date/Time
06/16/2015 01:49:05 PM

06/16/2015 01:41:36 PM

06/16/2015 01:34:31 PM

Close

1. Click on box adjacent to two (2) versions to compare.
2. Click COMPARE TWO SELECTED VERSIONS.
3. A new tab will appear. This tab will display the two (2) versions selected to be compared. Click on this tab

to view the version comparison.

Phase
INITIAL

INITIAL

INITIAL

NOTE: When comparing two (2) versions:
e Any text that was removed will appear highlighted in red and strikethrough;

* New text will appear highlighted in green; and
e Any formatting changes will appear highlighted in purple.
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3.4 Document Actions

There are document actions available for each document type (Findings/ENs, Evaluations and Summaries) via
buttons located in the upper right hand corner of any document grid viewed in My Workspace or Source Selection.

Set Filter: Click to further filter documents that appear in table. Select filter criteria from window that will appear
once action is initiated and then ‘Apply Filter’ button to apply criteria. View will update to show documents meeting
selected criteria. (All Document Types)

Export Displayed*: Exports all documents in current view to Microsoft Word format to be saved locally or printed.
The CONFIGURE FILTER feature can be used in conjunction with EXPORT ALL to create reports (e.g. all
weaknesses, all document for specified author, etc...) (All Document Types)

Export Selected*: Exports selected document to Microsoft Word format to be save locally or printed. More than
one document can be selected. To select more than one document, click and hold the CRTL key on your keyboard
and then select the one to multiple documents. (All Document Types)

Replace Author: Click to reassign author of document. A new window will appear that will identify existing author
and will all allow user to select the new author from a dropdown field. Only users whose role provides them access
to that document type for that factor or Subfactor will appear in dropdown. (All Document Types)

Add: Click to add a “new” document. Upon clicking a blank document will be created for user to complete. (All
Document Types)

Edit: Click to edit selected document. User must first highlight desired document then click button to initiate
action. Only a document within a user’s control (either a document authored by user and not released into the
workflow or a document that has come to them in the workflow) can be edit (All Document Types)

View: Click to view (only) a selected document. (All Document Types)

Delete/Negate: Click to delete a document from the source selection. User must first highlight desired document
then click button to initiate action. If the selected document was created within the current phase, the document
will be deleted from source selection. If was created in a prior phase and the action is initiated, the document will
be negated. User will be required to input comments and document will be made inactive but kept as part of
record. (Findings/ENs & Summaries can be deleted/negated. Evaluations can only be deleted in current
phase — no ability to negate.)

Summarize: Summarizes status of Findings by Offeror and factors (Findings/ENs only)

*If the selected document has attachments the user will be asked whether to export just the document or
export the document with all attachments. If user selects the latter, the user will receive a zip file
containing the selected document and attachments.

4.0 Document Workflow

4.1 Pending My Action

Documents that come to reviewer/approver through work flow can be seen in “Pending My Action” in My
Workspace. Counters next to each document type identify the number pending a user’s action. Users must click
on Update Pending button to refresh counters and check inbox.
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“Pending My Action” also includes:
e Any document created and saved by a user (as author) but not yet released into workflow; and
e Documents returned to a user in the workflow (e.g. rejected findings/assessments).

4.2 Workflow Actions

ASSIST provides an evaluation team a great amount of flexibility when routing documents (e.g. Findings,
Evaluation Reports) through the workflow. Basic workflow actions are available for users involved in the workflow
(e.g., the document author or a reviewer/approver) and administrative workflow actions are available only for the
Source Selection Administrator(s), Source Selection Chairperson(s), Contract Specialist(s) or Contracting
Officer(s). Buttons within the documents allow these actions to be completed. The buttons are available for a user
depending on the specific user, the document, and/or the document’s current status.

4.2.1 Basic Workflow Actions

The tables below describe the Available Conditions and Resulting Actions of the various Basic Workflow Actions
available on documents in ASSIST.

Available Conditions: Describes when the workflow action (i.e. the button) would be available.
Resulting Actions: Describes what happens when the action is completed.

Save
Available 1. Available if the user is the author of the document and has not
Conditions submitted it for review/approval; or
2. Available if the user is the current reviewer/approver of the
document.
Resulting Saves all changes made to document.
Action
Close
Available Available at all times.
Conditions
Resulting Closes the document (whether in edit or view mode). If in EDIT
Action mode, any changes made will not be saved.
Submit
Available Available if the user is an author of the document and has not
Conditions submitted it for review/approval. NOTE: The submit button is not
available until the document has been saved for first time.
Resulting Submits the document for review/approval to the next
Action reviewer/approver. The author will no longer have edit access to the
document.
Cancel Workflow
Available 1. Available if the user is the author of the document and has
Conditions submitted it for review/approval; or
2. Available if the user has already reviewed/approved the document.
Resulting Cancels the workflow and sends the document back to the author.
Action
Return to...
Available Available if the user is the current reviewer/approver of the document.
Conditions
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Resulting Sends document back to the selected reviewer/approver. Only
Action reviewers/approvers prior to current reviewer/approver can be
selected.

Approve
Available Available if the user is the current reviewer/approver of the
Conditions document.
Resulting Approves the document for the current reviewer/approver and sends
Action it to the next reviewer/approver in the workflow.

4.2.2 Administrative Workflow Actions

Administrative actions can only be performed by the Source Selection Administrator(s), Source Selection

Chairperson(s), Contract Specialist(s) or Contracting Officer(s). The tables below describe the Available

Conditions and Resulting Actions of the each administrative workflow action. The administrative workflow buttons

are hidden in a newly opened document (Finding/EN, Evaluation or Summary). To see buttons and perform an

administrative action when within a document click on SHOW ADMIN BUTTONS to display and select (click on) an

action.

Finding 1D Type Subject La
ition are i

changed. ¥
4 11 (3

Cancel Workflg rnto... | Show Admin Buttons

Cancel Workflow || Return to... | Admin Approve | Admin Cancel | Consensus Approve

Some of the Administrative Workflow Actions can also be performed on one or more documents at once from the
‘Manage Multiple Docs’ view. Instructions are provided below for those administrative actions that can be
performed from the ‘Manage Multiple Docs’ view.

Available Conditions: Describes when the workflow action (i.e. the button) would be available.
Resulting Actions: Describes what happens when the action is completed.

Admin Submit
Available Available if the document has been created and saved by the author but
Conditions not released into the workflow.
Resulting Submits document into the workflow. The selected document(s) will
Action move from author to the next reviewer/approver in the workflow.

Performing action from ‘Manage Multiple Docs’ view:

1.Select a user from the dropdown field. The view will refresh to display a list of the documents
that the selected user has authored and not released.

2.Check the box in the far left column adjacent to the document(s), identifying it as a document
for administrative action.

3.Click the ‘Submit’ button located in the upper right hand corner. All selected (i.e., checked)
documents will be submitted to the next reviewer/approver.

Return
Available Available for any document that is currently submitted into the workflow.
Conditions
Resulting Sends document back to the selected reviewer/approver. Only
Action reviewers/approvers prior to current reviewer/approver can be selected.

NOTE: This action is only available from within an individual document. It cannot be
performed via the ‘Manage Multiple Docs’ view.
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Available Available for any document that is currently submitted into the workflow.
Conditions

Resulting Cancels the workflow and sends the selected document(s) back to the
Action author.

Performing action from ‘Manage Multiple Docs’ view:

1.Check the box in the far left column adjacent to the document(s) identifying it as a document for

administrative action.

2.Click the ‘Cancel Workflow' button located in the upper right hand corner. All selected (i.e., checked)

documents will

Admin Approve

be returned back to the respective author(s).

Available Available for any document that is currently submitted into the workflow.
Conditions

Resulting Marks the document(s) as (administratively) approved for the current
Action reviewer/approver.

Performing action from ‘Manage Multiple Docs’ view:

1.Select a user from the dropdown field. The view will refresh to show the document(s) where

the user is the current reviewer/approver.

2.Check the box in the far left column adjacent to the document(s), identifying it as a document

for administrative action.

3.Click on ‘Approve For’ button located in the upper right hand corner. All selected (i.e.,
checked) documents will be marked as (administratively) approved for the current
reviewer/approver and will be forwarded to the next reviewer/approver.

Consensus Approve

Available Available for any document that is submitted into the workflow. NOTE:
Conditions This function is ONLY available for the Contracting Officer.

Resulting Marks the document as (consensually) approved for any

Action reviewer/approver that has not already approved the document.

Performing action from ‘Manage Multiple Docs’ view:

1.Check the box in the far left column adjacent to the document(s), identifying it as a document for
administrative action.

2.Click the ‘Consensus Approve’ button located in the upper right hand corner. All selected (i.e., checked)
documents will be marked as (consensually) approved for all reviewers/approvers yet to approve the
document(s).

Unapprove — Can be performed from within a document and from Manage Multiple Docs.

Available Available for any document that has completed the workflow and is in a
Conditions Final or Pending Release status.

Resulting Removes the document’s Final or Pending Release status and sets it
Action back to a status of the workflow pending approval by the last

reviewer/approver. Document will be placed into the workflow at the

last reviewer/approver.

Performing action from ‘Manage Multiple Docs’ view:

1.Check the box in the far left column adjacent to the document or documents, identifying it as a document
for administrative action.

2.Click the ‘Unapprove’ button located in the upper right hand corner. All selected (i.e., checked)
documents will be unapproved and put back into workflow.
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Change Exchange Type

Available Available for any saved Finding/EN from current phase. Only available
Conditions from Manage Multiple Docs. NOTE: This function is ONLY available
for the Contracting Officer and Contract Specialist.

Resulting Changes exchange type of Finding.

Action

Performing action from ‘Manage Multiple Docs’ view:

1.Check the box in the far left column adjacent to the document or documents, identifying it as a document
for administrative action.

2.Click the ‘Change Exchange Type’ button located in the upper right hand corner.

3.Select desired exchange type to change to from dialog box.

4.Click on ‘Change Exchange Type.’

5.Confirm change.

5.0 Exchanges with Offerors

As discussed in section 3.1 above, if the exchange types of Clarifications, Communications, and Discussions is
selected for a Finding, an EN will automatically be generated by ASSIST for use in exchanges with the Offerors.

5.1 Releasing ENs

Findings/ENs with an exchange types of Clarifications are released, responded to by Offerors, and assessed by
the Government if awarding without discussions in the Initial Phase. If awarding with discussions, Findings/ENs
with exchanges types of Clarifications and Communications can be released, responded to by Offerors, and
assessed by the Government in the Initial Phase. Findings/ENs marked with an exchange type of Discussions
cannot be released until the Interim Phase in ASSIST.

In order to release, Findings/ENs must go through the entire review and approval workflow process and have a
resulting status of Pending Release. As discussed in section 3.1.2.5 “Evaluation Notice”, a fifth tab will populate
for Findings/ENs with an exchange type of Clarifications, Communications, and Discussions. In addition, in the far
left column of the document grid for the Findings/ENs, an unshaded diamond (<>) will appear representing those
items that have an EN without a response and a shaded diamond () will appear representing those ENs with a
response, i.e. Findings/ENs that have been released and the Offeror has provided a response.

Source Selection : Findings / Evaluation Notices
Guidance {cfick Uhis bar o open/close text)

Findings 5ot Fiter | Summanze | Expo Diplred | Expod Seleciod | Reassign Aol | Aod Finding | Ede Fnding | View Fnding | Desteegaie
«  Finding 10 Offeror Facter SubFactor  Type Subject Phase Authar Werkliaw Status Final State Last Update  Exchange Type  Sent Raturned
D001 Weakness  Cualty Finging 3 Fenaing 11:32:35 AM
Approval
SF1888- BBB Technical Ouatty Swength Test INITIAL JOHN.DOE Authot Retumed NC_EXCHANGE
Doz (Firing)
1AL A Technical Chsaty Veemness Dol Panel INITIAL JOHN DOE Factor Chasr Finging O EXCHANGE
0003 Penaing
Approval
1AM ARA Technial Qusakty Weakress TEST Tech- INITIAL DEREK.JETER Chair Finging 0Vaa20s CISCUSSION
o001 Cuality Finging 1 Fenang 1 I80G A
Approval
Sr2npe. 2] Srmall Business Managemen!  Strength Small Business. INITIAL ED EVALUATCR Approved Complete Active HO_EXCHANGE
0001 Pantiipation
SFIAM A Fast Penormance  Personnal Weakness Test Finding AAA  INITIAL BART SIMPSON Autnor Retumed COMMUMICAT)
0001 (Firding)
SF5888- 688 Past Performance  Personned Strength Test Finding - INITIAL BART SIMPSON Factor Chair Finaing 0ZaaMs NO_EXCHANGE
0001 B8B Pending TIZIAM
-
SFIHEE- B88 Small Busmess  Management Uncerianty S8 Perentage  INITIAL JOE DIRT Approved Fending DISCUSSION |
ooz Release I
I SF2AAA- ABA Small Business Management  Uncertainty 58 Percentage INITIAL JOE DIRT Approved Pending 22015 DISCUSSION I
o002 Fetarse 001 5530 P
1 +  SE4ARA- Ane Costrice TAMCosts  CostPrice  Warsanty - INITIAL BOB HOPE Conlractng  Respanse OIZAT0TS  COMMUNICATI . 0T 012920718
I oo Contem Commercial of Officer Pending 022230 PM 021402 022220PM I
1 Men-Commercial Acceplance P
+ SF2AMA A Small Busness Kanagement Uncertanty  SDVOSB Goal INITIAL EDEVALUATOR Confracting Response 22015 COMMUNICATI,,. 01729 01292015 I
1 0001 Information Officer Penang 0022248 PR oriaoz ozzasem
‘ Missing Acceplance Fu -
e ey T e e e T

EN without responsa 4 EM with response | More Info on Statuses and Final States
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NOTE: Findings/ENs marked in the INITIAL Phase with an exchange type of DISCUSSIONS cannot be
released until the INTERIM Phase.

Contracting Officers are the only users that can release and accept ENSs.

Releasing ENs

1. Select/click on MANAGE MULTIPLE DOCS tab.

2. Select/click on the RELEASE ENSs tab. All ENs that are eligible to be released will appear in the document grid.

3. Next, check the box adjacent to the individual Finding/EN in the FINDING NUMBER column to be released.
This will highlight the documents ready for release. NOTE: If you would like to select all of the Findings/ENs
eligible for release check the box adjacent to FINDING NUMBER.

4. Click on RELEASE ENS TO OFFEROR button located in upper right hand corner of ENs grid.

My Workspace MANAGE MULTIPLE DOCUMENTS 4

Source Selaction Evaluanon Notces ‘Set Fittes | Reteass EN3 to Ofteror fview Finding

1 Manage Multiple Docs Finding Number Cifferor Factor SubFactor Findii 5 Phase Author Workflow Satus Exchas
Admincslatve ,a;p;;.-.,:g I o] CPMoo-00td MO CastPrice GostPrice [ INITIAL WALTER PAYTON Aggioved  Pencing Relesss GorEmunication =

Subma

e 7l cPMDo-00IT Moo CosPrice CostfPrice [ INTAL  WALTER PAYTON Approved  Pending Rekease Comemunication
Contem
Adminisistie Unagpe® | 1| comoo.ona MOO CostPrice CostiPrice e INAL  WALTER PAYTON Agproved  Penaing Releass Comenunication
Corsanaus Approval Concem
iy ¥ CPMOO-DOZY MO0 CosiPrice CostPrice a1 INTIAL  WALTER FAYTON Apgroved  Penang Release Communication
2 Concem
Ghange Lchangs Type | /] CPSUN-0O16 sUm CostPrice Minos or Clercal 081 INTIAL  WALTER PAYTON Approved  Penaing Release clanfcation
Error
@l crsun-oi7 sUN CostPrce M or Clercal 062 INTIAL  WALTER PAYTON Agproved  Ponang Release clanfication
100
"] TECODO-D041 £op Technical Defciency a INITEAL BART SIMPSON Approved  Pencing Release Communication
TECDLO-00% oon Technical Significant ] INITEAL BART SIMPOMN Approned Ponding Reseass Clanfication
WeARTWRS
7| TECDDO-0103 Dob Technical Defciency ) INITRAL BART SIMPSOM Appioreed Penang Release Clanhcation
9] TECDDO0113 on Tecnnical Defelency n INTAL  BART SIMPSON Agproved  Pending Releass Comenunication
J| TECDDD.O16 DoD Technical Detciency 1 INTIAL  BART SIMFSON Approved  Penang Release Clanfication
¥l TECDDD-0120 pon: Technical Veakness [ INITEAL BART SIMFSON Apgerved  Pendaing Releiss Canfication
TECDDO-0108 coo Technical VR g INITEAL BART SIMFSON Appetved  Penang Relese Ctanfication
| TECDDD01:1 oo Technical Weakness x INTAL  BART SIMFSON Agproved  Pending Release Communication
TECODO-0138 pop Technical Deflency ) INTIAL  BART SIMPSON Approved  Pending Release Communication

-] TEcoDO-Gn ooD Technical Weakness K NI BART SIMESGN Aggioved  Pending Reease Comemunication

Administration
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Once the PCO has released the ENSs to the Offerors, the status will now be updated to reflect “Released to Offeror”
in the Findings/ENs document grid. The Offerors will now have the ability to go into ASSIST2Industry to respond
to the Government ENSs.

NOTE: ASSIST will not provide any notifications to the Offerors that there are ENs that they must respond
to in ASSIST2Industry. The Contracting Officer/Specialists must notify all Offerors outside of ASSIST
using another medium such as electronic mail of the ENs, date/time the responses are due back, etc.

—
i indings / E
i g Guidance (click this bar io open//dese text) e
8 An clterony Findings Sel Fier | Summange | Expor Dsplayed | Export Seleciod | Reassign Author | Add Findng | EdR Finding | Wiew Finding | Delesnhogate
-
Fregngen FirgingID Cfferor Factor SubFackr  Type Subject Frase Auther wonow [ sz | Finaisuse  Lastupae  EwhangeType sent  Retmed
sz o
Sunmains o TECDOO-  DOO Technicat vmsness g mTIAL mersmeson cnws || mn_l QOO CLARIFICATION 13031
: o188 I Ofteror I T30 AM o100
& onew 000 A
& o oo ¢ TECOOOD-  DOD Technkal Weslness K ITIAL waRTSMPSON  Ofew ] ekesedTe 1 12022005 CLARIFICATION 12021
" 0120 Offeror O3 9002 AM 021001
& oo STA 1 A
Ot 5 ¢ TECOOD-  DOD Technical Deciency | WITIAL I Offieror OO CLARIFICAT 1201
0 oo SUN TECOO! T T BART IPSON Reteased To HCATION A
0116 Offesor 1 031002 AN 09100
1 A
o CRMDC- MOD CostPrice Costrice 021 ITIAL WALTER PAYTON  Offerr Reseasea Ta | 12023015 COMMUMCATI 1200
oozt Concem 1 creee I L1001 A 000
A
o TECDDD-  DOD Technical Weakness  k ITIAL BARTSIMPSON  Offeror 1 L | 12020015 COMMUNCAT 12001
o1 | oo £ AM 031001
1 T
TECOOO- Doo Technical Deficiency h INITIAL BART SIMPSON Offeror I Reseased To 12022015 COMMUNICATI 12007,
oy J oren 1 502 AN 021001
an
TECOOO-  DOD Technical Sgeitcat K WTIAL wisweson  cneo | ﬂu_ulhl WOZE0N COMMUNCAT 1200
60 Vieaimess 1 onenr || 034001 AM 051001
A
¢ TECDOD-  DOD Technical Desciency | ITIAL parTsmPsoN  omesr | mul 12029015 COMMUNCAT) 12001
o108 omnr 035001 AM 9100
1 )
o CRADC- “woo CestPrce CostPrice 014 INITIAL WALTER PAYTON  Offeror I m'lal 12020015 COMMUNICAT 12001
oo concem Onesor I 0T AM (Rl
| .
EN without response  # EN with response  Mora Info on Statusas and Final States
Manage Multiple Docs
Administration

A message will appear under the Evaluation Notice tab of “No Response Provided” until the PCO has accepted the
response from the Offeror in ASSIST.

Missing WOSE and HZ Goals *
General Info | Description/Question | Log || Versions | Ey Evaluation Notice

Ep Generalinfo || Ey En

Question
Contractor falled to provide any goaling information for WOSE's and HE's.

‘ " b

Offeror's Response
No Response provided
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When the Offerors have added in their responses via ASSIST2Industry and have released/returned the ENs back
to the Government, the status will be updated to reflect “Response Pending Acceptance”.

< Findings /

Motices.

My Workspace

Guidance (click this bar Lo open/ dose text)

Source Selection
=i AN Dftwrces Findings

FinanguEN

Evakabons

*  CPSUNDOTT SUN

. CPEUNDNE SUN

[=+5]

Moo

+ CPMOG- MO

+ TECODD-  DOO

TECODD-  0OD
0120

CODD- 00D

EN without respornse

Manage Multiple Docs
Administration

Finding 1D Offerar

Factor Sulject
CostFrice 082
sroe
catPrice
Teshnical \ioainess
Technical Deficionc i
CostP CostPr
Concen
CostP CostPrice
Goncem
Technical Sgrifcant &
Weakness
Technical Weainess &
Technical Defciency |

* EN with response - Mora Info o Staluses and Final Siates

5.2 Accepting EN Responses

5 ey nang | View Finding
Phase Author Wordiow - LastUpdate  Exchange Type
AL WALTER PAYTON  Contracting Innpmm 1 12022015 CLARIFICATION
Ofcer [ e 093719 A0
T WALTER PAYTON  Contracting CLARIFICATION 1202/ 1
AL BART SIMPSON CLARIFICATION 12
INITLAL BART SIAPSON
AL WALTER PAYTON  Confracing COMUUNICAT]
Meer Fending
Rccepiance ||
INITLAL WALTER PAYTON  Coefracting Im-qmme 1 BIUNICAT)
Ocer Pending 09300 ot
Jaccepance || At
[ BARTSUAPSON  Contractng [ Response | 12022015 COMBMUNICATI. 1203 12022015
Omcer Pendig 093553 AN 091001 035.53.A0
[ Acceptance | A
——
HITRAL BART SIMPSON Offerce Reteased To CLARIFICATION 1202
Oftetor 0 o am
a
AL BART SLPSON  Offe ror Reipased To CLARIFICATION 1202
Ofteror 02100

Contracting Officers must review (or vet) and accept the Offeror’'s response prior to it appearing in the Author’s
view. Contract Specialists and the Lawyers can also review but are not provided the ability to accept the
responses. One way the responses to ENs are accepted would be from “Accept ENS from Offeror” in Manage
Multiple Docs. A second way to accept the EN responses would be from within a viewed EN. The accepted ENs
will show up in “Pending My Action” in My Workspace of the Author.

There are three available accepting actions that the Contracting Officer may take and they are as follows:

ACCEPT
OFFEROR
RESPONSE

RETURN TO
OFFEROR...

ACCEPT AND
WITHHOLD
OFFEROR
RESPONSE

In bulk from Evaluation
Notice Table in “Accept
ENs from Offeror” view
or from within a viewed
EN

From within a viewed EN

From within a viewed EN

Accepts response and places EN with
response in Author’s “Pending My Action” for
their assessment

Returns EN with response to Offeror with
comments. The Offeror can then revise
accordingly and resubmit back to Government.*

Accepts response and places EN with
response in Author’s “Pending My Action” for
their assessment. The Offeror’s response and
any attached files, however, is withheld. The
following appears in its place: “Offeror's
response withheld by Government, see PCO
for details.”*
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*If performed, there will then be two copies of the EN in ASSIST. The original EN and response is
kept in ASSIST and can be seen by the Contracting Officer and Specialist. This EN is labeled as
superseded. A copy is then made. This copy becomes the active EN in the system.

The three available accepting actions can be done within a viewed Finding/EN. However, if after the Contracting
Officer has vetted the responses and would like to perform the ACCEPT OFFEROR RESPONSE action in bulk
(large number of items to accept), the PCO can perform this function under the MANAGE MULTIPLE DOCS tab.

Accept Offeror Response — Manage Multiple Docs Tab

1. Select/click on MANAGE MULTIPLE DOCS tab.

2. Select/click on the ACCEPT ENS FROM OFFEROR tab. All ENs that are eligible to be accepted will appear in
the document grid.

3. Next, check the box adjacent to the individual Finding/EN in the FINDING NUMBER column to be released.
This will highlight the documents ready for release. NOTE: If you would like to select all of the Findings/ENs
eligible for release check the box adjacent to FINDING NUMBER.

4. Click on ACCEPT ENS FROM OFFEROR button located in upper right hand corner of ENs grid.

My Workspacs MULTIFLE DOCL L ACCERT EVALUATION NOTICES 7

Source Selsction Ervatution Molices. Sat Filter] Accept ENs from Offeror Jl View Finding

1 Manage iple Docs Finding Number - Citeror Factor SubFactar Finding Typ b ar 3 ge Typ
al 4| CPRMOO-0014 HOO CostPrice CostPrice 014 INITIAL WALTER PAYTON Confracting  Respanse Pending Communkation
Concern Officer Acceplance

o T
Cancem Ofcer Acceplance

| CPSUN-006 sUN CostPice Minor or Cleical | 081 INITIAL WALTER PAYTON Conracting ~ Response Pending Clarification
||||| Officer Acceglance

_| CPSUN-D0T SUN CosyPrice Minor of Clerical 062 INITIAL WALTER PAYTON Contracting ~ Response Pending Clarificanon
Eror Omcer Acceptance

| TECDDD-0103 ooo Technical Deficiency I INITIAL BART SIMPSON Contracting  Response Pending Clasificanon
Cicer Aecceptance

¥ TECDDOD-0188 oo Technical WWeakness ] INITIAL BART SIMPSON Contracting  Response Fending Clarificanon
Ofcer BeCEplance

Ll TECDOD-0260 coo Techmcal Significant 3 INITIAL BART SIMPSON Contracting  Respanse Fending Communk ation

\Weakness Omcer Accegliance

Astralnieteatian
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When the PCO accepts the ENSs, the status will be updated to reflect “Assessing EN Response” and as stated
above the ENs show up in “Pending My Action” in My Workspace of the Author.

Sowce Selection : Findings / Evaluation Notices
Guidance (click this bar to open) close text)

B A3 Oferors Findings Sed Finer | 2
FindrgsEna Finding ID  Offerer Factar SubFactor  Type Subject Phase
Evauatons +  TECODD-  DOD Techmical Weakness g T BART SIMPSON Autnor 1202015 CLARIFICATION 1202 12029015
[ 190454 Al 0FI001 DFIATHAM (B
A
+  CPMOC (-5 Cosyenice CosPree 021 TR WALTER PAYTON  Author WG COMMUSICATL . 1202 12020015
oozt Concem 110454 A 05001 03816 AM
AN
*  CPUOO MOG CouPriee CostPree 014 INITIAL WALTER PAYTON  Athor 1WOIEONE  COMMUSECATI 12020 12025005
[N Concem 100854 A CII00T OO0 AM
A
+  TECODO-  DOD Technical Demciency | INITIAL BART SIMPEON Author 1WOE0N  CLARIFICATION 1202 12020015
g3 10454 AN OEH00 0H35I AM
AM
PESTADON  STA Past Pertoemance Uncetanty  Test M INTTIAL MBS HO_EXCHANGE
019635 P
PRMOO-  MOO Fast Performance Wealness  Test31 INITIAL DEREX ETER Factor Chas 1UAZI015 N0 EXCHANGE
o010 M2IZ AN
PRSTADODY  STA Past Performance Weakness  Test27 INITIAL DEREX ATER Fatir Chaie VIS CLARIFICATION
1906 59 A1
PPSTADON  STA Fast Performance Defciency  Testds WAL DEREK JETER Fictor Chair MAGIONS  ERSCUSSION
CR07 56 AM
PRSUNDGTS SUN Fast Perfomance Minos or Test 33 AL DEREX ETER Factor Chai 1IMEE018  NO_EXCHANGE

OFOIDAM

EN without response ¢ EN with resporse Mo Info on Statuses and Final States

If the PCO would like to take one of the three available accepting actions from within a viewed EN, the three
buttons will populate when the user selects the Finding/EN from the document grid and then clicks on VIEW
FINDING in the upper right hand corner of the Findings/ENs grid.

| Close |I Return To Offeror... || Accept Offeror Response || Accept and Withold Offeror Response I

Return to Offeror

1. Select/click on the specific Finding/EN from the document grid.

2. Select/click on VIEW FINDING from the upper right hand corner of the document grid.

3. Select/click on RETURN TO OFFEROR.

4. A REASON FOR RETURN dialog box will populate for the user to type in narrative/rationale for returning the
response to the Offeror. Type in the rationale and click on RETURN TO OFFEROR.

My Workspace Source Selection : Findings / Evaluation Notices.

Guidance (cilck this bar to open/close text)
Source Selection : 2

5 AN Oiprory Findings SatFmer | Summanze | Expor Displayed | Expor Salscled | Reassign Author | Add Finding | Edit Finging Dsteia/Negats
= eteror OO Finding 1D Offerer Facter SubFactor  Type Subject Phase Author Workfiow Status Final State Last Update  Exchange Type  Sent Returned

Fndoawetia ¢ TECDOD-  DOO Technical Vieakness  k INITIAL BARTSIMPSON  Offeror Refeased T 12022015 CLARIFICATION 42021

Evansitions 1 0120 offgror 02:10.02AM 091001

Summaries — — — — 2
@ oo MO JECCOD-  DDO Technical Vieakness | INITIAL BARTSIMPSON  Approved Fending 12022015 CLARIFICATION

e [:-11) R DE1111 AM
@ ofteror STA . TECDOO- noo Technical Weskness 9 miTAL BART SIMPSON Authof Astesang EM 12022015 CLARIFICATION 12202/ TS
@ o 0N 0188 Respanse 11.04:54 AM i‘erelmm 0934 53 AM
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General Info || Description/Question H Log H Versions HEN Evaluation Notice

Subject: |k

Offeror: DDD JE¥3 Eindina Tuna: | Cinnificant Wanlmnoce v
" Reason for return XL

Author: Bart M Simp >

Factor. Technical This item is being returned so that you can remove the Cost/Price data from this Technicaj — »

EN response. The response should be resubmitted to me by (DATE and TIME).

SubFactor. No SubFa(t:(
Role: Evaluator
Solicitation Reference
File Name: k ]
Sectionm:

Page:

Paragrapfr.

Other.

: 4
Provision: :
Lz
Bold/ftalic FIolds & IoXT B cu ur crcocmprum wascoucns e avoedac
the Offeror if an Evaluation Notice is exchanged. i

3

| ciose || Return To Offeror... | Accept Offeror Respanse || Accept and Withold Offeror Response

As stated in the note for the available accepting actions table above, if the PCO selects RETURN TO OFFEROR
there will then be two copies of the EN in ASSIST. The original EN and response is kept in ASSIST and can be
seen by the Contracting Officer and Specialist. This EN is labeled with a FINAL STATE of SUPERSEDED. A copy
is then made. This copy becomes the active EN in the system with a status of RELEASED TO OFFEROR. A
RETURN TAB will then be populated/viewable under the Evaluation Notice tab of the ACTIVE EN. To view the
reason the item was returned to the Offeror, select/click on the ACTIVE Finding/EN from document grid, click
VIEW FINDING in upper right corner, click EVALUATION NOTICE tab, and then click on the RETURN tab.

Sourca Selection : Findings ! Evaluation Motices
Guidance (click this bar to open/dose text)

My Workspace
Source Selection

AN e Findings SetFmer | Summasite | Expon Deplayed | Expont Sslected | Reasaign Author | Add Findng | Edi Piedng | View Finding | Deleleegae:
Findiogaling Finding 1D Crffaror - Factor SubFactor  Type Subject Phase Anthar Workfiow Status. Final State  LastUpdate  Exchange Type Sent  Returned
B TECDOO- DOQ Tocrnical Sgufcant INITEAL BART SIMPSON FactorChar  Finaing MINE  MO_EXCHANGE
Summanes 0256 Strength Pencing OF 1853 AM

Mo DOD Aperom.
: TECOOC-  DOD Techncal Sgnifcant 1 AL BART SIMPSON FactrChas  Finging NS MO_EXCHANGE
i o5y Strength Penaing OF 36,52 AM
Mo STA Agpral
. TECOOG- D00 Tecerical Sigraficant | INITEAL BART SIMESON Facke Chax  Finaing MAENE NO_EXCHANGE
7 " (. Strength Pencuy o7 1853 AM
Agproal
TECOOOD-  DOO Tecerical weakess | INITEAL BART SMPSON Factor Chaw Finaing M0 DESCUSSION
) Pencing o7 1852 AN
+ TECDOO- Do Tacheical Sigraficant k INITIAL BART SIMPSON A NA Supersedad 120072015 COMUUMICATL. 1200/ 12022015
260 \eakess 1ALz AN oatn pueassaan fs
A
+  TECODD-  DOO Tecerical Sgnfeant & [ BART SESON Cfercn ek To IOA0TE COMMUNICATL. 1260 12022003
0260 " Offerce 053553 AM 0310 0935 S3AM
A
— e T = ™ g
o0t Concem Pencing o723 10 AM
Appeoeal
CPMOC-  MOD CastPrice CostPrce D02 AL WALTERFAYTON  FackeChar  Finang COMUIMICATY
0002 Corcen Panging
]
CPMCO Moo CosuPrice CostPrce 00 INITIAL WALTERPAYTON  FackeChar  Finang RIS COMMUCATL
0003 Coteem Perny 072915 AM
Agpronal
EN withaut response  # EN with response Mo Infis on Statuses and Final Stales

96



ASSIST User Guide

General Info Description/Question

Ey General Info

Subject:  k

Factor: Technical
Subfactor: MNA

Exchange Type: Communication

Solicitation Reference
File Name: k
Section:

Page:
Paragraph:
Other:

Provision:

Evaluation Notice Refs

Finding ID Type

En Question/Responses

Log || versions || ENl Evaluation Notice
-

Subject

EN Number: TECDDD-0260

EN Type: Significant Weakness

EN Status: Released

Proposal Reference
File Name: k
Section:

Page:
Paragraph:

Other:

Wiew Notice

| Close |

Virtual Contracting Enterprise

Accept Offeror Response

1. Select/click on the Finding/EN from the document grid.
2. Select/click on VIEW FINDING from the upper right hand corner of the document grid.
3. Select/click on ACCEPT OFFEROR RESPONSE.

4. A dialog box will appear stating “The Evaluation Notice has been accepted”. Click OK.

Source

+ Findings /

My Workspace

Guitance (dlick this bar to open) close text)

Source Selection
& AN Offerors

Noticas

Findings Sel Filer | Summarize
FiningsEniy Finding ID___ Offerar Factor SubFactor  Type Subject Frase Author Workfiow
p— ——
Wialuations +  TECODO-  DOD Technical Defcency  h HART SIMPEON Contractng
Summaries 1 13 Officer
B e £OG — —
: CPSUN-DIT SUN CosyPrce HAnOT oF a2 INITIAL WALTER PAYTON Conracng
W rterer Moo Cxevical Evor Offcet
H Offerce STA
. + TECDLO- oo Technical shnficant k INITIAL BART SIMPSON Cferor
& oo SUN 0260 Vieakness

Export Disglaved | Export Sskecled | Reassign Author | Add Finding
Status - Final State

Edil Finding

Last Update

120HNE
015705 FM

1202015

Perging 0937 19 AN 0310
Acceptance an
Restased To 120225 COMMUNICATY,. 1202/
Offeror 3553 AM Q10
An

g
Sent

o OTET05FM

CLARIFICATION 12102,

DedeteMegate
Retumed

THOHNE

12022015
093719 AN

120X2NE
093553 AM

97



ASSIST User Guide Virtual Contracting Enterprise

h x_
General Info Description/Question | Log | Versions | Ey Evaluation Notice
Subject: h
Offeror: DDD ¥ Finding Type: Deficiency [+
Author; Bart M Simpson Exchange Type: Communication v
Factor. | Technical ot Finding Number. _TECDDD-O‘[ 13
SubFactor. | No SubFactors Available v Current Reviewer: Final
Role: Evaluator ot
Solicitation Reference Proposal Reference
File Name: I File Name: n
Section: Sectior:
Page: g,
Paragraplr.
Paragraplr.
Other:
Other:
Provisio. Evaluation Notice Refs View Notice
Finding ID Type Subject La
Bold/ftalic Fields & text entered in Description/Question are available to i
the Offeror if an Ei jon Nofice is exchang P
a | n | 3
3
| Close || Return To Offeror. .. An:l:ept and Withold Offeror Response
Update Complete P ]
The Evaluation Notice has been accepted
Accept and Withhold
1. Select/click on the Finding/EN from the document grid.
2. Select/click on VIEW FINDING from the upper right hand corner of the document grid.
3. Select/click on ACCEPT AND WITHHOLD OFFEROR RESPONSE.
4. A dialog box will appear stating “The Evaluation Notice has been accepted”. Click OK.
My Workspace mw:mtmm
S res Baect Guidance (click this bar to openj/close text) 2
Bl AN Offerors: Findings Sel Filer | Summanze | Export Displayed | Export Selecled | Reassign Author | Add Finding
FrdegaEns Author Workfiow Last )
Lo - Deficency b INITLAL BART SIMPEON Contracting 12NHNE 120272015
Sl 1 Offcer Parding 15706 P A0, G1:57.05 1
& onerer DOG w— — —— —
+  CPSUNOIT SUN CosiPrice inor o [ INITIAL WALTERPAYTON  Confractng - Response 12002015  CLARIFICATION 1202 12022015
H oterer Moo Caenical Erver e Pending 33T 19 AN 0390 PIITISAM
B Ofterer STA Accepance A
e . + TECDDO-  DOD Technical significant & INITIAL BARTSIMPSON  Ofierar Restasea To 12002015 COMMUNICATL. 1202 12022015
sk Kamd 0260 Vieakness Offeror 03553 AM OFA0.. 093553 AM
A
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082 x|

General Info Description/Tuestion Lo versons || By Evaluation Natica

Subject: (82
Oferor: SUN . Finding Type Minar or Clerical Error ol
Author: walrer paytan Exchange Type: Clarification >
Factor:  Cost/Price > Finding Number. CPSUN-0017
SubFactor: No SubFactors Available - Current Reviewer: Final
Role: Evaluator 2
Solicitation Reference Proposal Reference
File Name a7 Filer Nerie: B2
Saction Sectiom
Page:
Pager e
Paragrapl:
Paragraph.
Other,
Other:
Prowisior Evaluation Motice Refs Wiew Nulicu
Finding 1D Type Bubject L
BoldTtalic Flefds & text emntered in L Duestion are fo =
e ffieror if an Fualsation Notice is exchanged. T
« -- »

3

Ciose || Hetum To Offeror . || Accept Offeror Hesmnral Accepd and Withold Ofieror Response I

Update Complete X
The Evaluation Notice has been accepted

4

As stated in the note to the available accepting actions table above, if the PCO selects ACCEPT AND WITHHOLD
OFFEROR RESPONSE, there will then be two copies of the EN in ASSIST. The original EN and response is kept
in ASSIST and can be seen by the Contracting Officer and Specialist. This EN is labeled with a FINAL STATE of
SUPERSEDED. A copy is then made. This copy becomes the active EN in the system with a status of “Assessing
EN Response”. However, in the ACTIVE EN under the EVALUATION NOTICE tab the author will see in the
OFFEROR’S RESPONSE field a message “Response withheld by Government, see PCO for details. To view the
message, select/click on the ACTIVE Finding/EN from document grid, click VIEW FINDING in upper right corner,
click EVALUATION NOTICE tab, and then click on the QUESTION/RESPONSES tab.

Source Selection : Findings / Evaluation Notices
Guidance (dlick this bar to open/close text)

My Workspace

Source Salection

St il Findings SetPiller | Summarive | Expod Displayed | Expord Selecled | Reassign Authce | Add Finding | Foil Finding | View Finding | Delele/Negate
FindigeEng Finding ID  Offeror Factor SubFactor  Type Subject Phase Author Worktiow St Final StMe  LastUpdate  Exchange Type  Sent  Retumed
Evaluations
Summaras + TECODD-  DDD Technieal Defciency | INTIAL BART SIMPSON ren NA Supersaded 12020015 COMMUNICATL. 1202 120202015

- mas 0 8607 PM LR 013401 PM

& Offerar ODO AN

B Offarar MOD + TECOOD-  DDD Technical Defiioncy | INTIAL BART SIMPSCH Authar Assessing EN 12022015 COMMUNICATL. 12002 12022015

& & 0138 Rusponse 01:46:07 P i, 013401 PH

& Offeror STA ANY
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————— -
General Info Description/Question Log || Versions EN Evaluation Notice 1 Assessment
—— ———— -

Ep General Info | Ep Question/Responses JEy Attachments

Question

|

< i b

Offeror's Response

Response withheld by Government, see PCO for details.

Close || Show Admin Buttons

5.3 Assessment of ENs

When the Contracting Officer accepts the EN responses, the Author of the Finding/EN must assess the Offeror’s
response. Assessment of the EN response is accomplished in the ASSESSMENT TAB of the Finding. This tab is
not available until the response is accepted by the Contracting Officer. The Finding/EN with the response will

then be viewable from ‘Pending My Action’ by the Author. The status will be Assessing EN Response.

There are three available assessment actions that the Author of the document can select and are listed below:

e Resolved - Identifies finding and associated EN as resolved (no longer an issue). Finding will be

identified as ‘Resolved’ and will no longer be active in ASSIST.

e Leave As Is - Offerors response to EN did not change finding. It did not make it worse or better.
The finding will remain as is. Finding will be identified as ‘Leave As Is’ and will remain active in

ASSIST.

IMPORTANT: REMEMBER TWO (2) CONDITIONS MUST BE MET TO BE ‘LEAVE AS IS’:
1. FINDING TYPE REMAINS SAME; AND 2. NO FURTHER QUESTIONS.

e Follow-on Finding - Offerors response to EN prompts a change to finding. Provides ability to
create new finding that references previous finding/EN. New finding can be exchanged or not
exchanged with the Offeror.

How to Assess EN Response

agrwdNE

Select/click on the Finding/EN from the document grid.

Select/click on EDIT FINDING from the upper right hand corner of the document grid.

Select/click on EN tab to view Offeror’s response.

Select/click on ASSESSMENT tab to input assessment of Offerors response and describe resulting action.
Select the Assessment action, e.g. Resolved, Follow-on Finding, or Leave As Is.
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6. Click SAVE or SUBMIT.

My Workspace My Documents : FindingsEs
Guidance (click this bar to open/ close text) 2
Updale Pending
= Panding My Acticn [4) Findings Sot Fiter | Summarize | Expont Displayed | Export Selecied | Reassign Author | Add Finding| View Finding | DeleteNogate
Findings/ENs (4) Finding ID__ Offeror Factor SubFactor _ Type Subject Wiorksiow Status = Final 5State
Evaluations () ¢ TECDDD- oD Technical Weakness. ] 120272015 CLARIFICATION ‘
i o188 11:04:54 Al Rl
5 my Dacumanes +  TECDDD- coD 'm Dm ] INITEAL BART SIMPSON Author Asseszing EN 12022015 CLARIFICATION 12027, 12022015
03 Respanse 11:04:54 AN 0910:00  0%35:31 AM
Findinga/ENs A
Evalmsiony. +  TECDDOD- coc Technkal Weakness k INITAL BART.SMPSON Autrr Assessing EN 120232015 COMMUNICATI, 12002, 12022015
SUMMIFE o9 Response: 013503 PM 0931001 01:33:36 PM
+ TECDDOD: coo Technical Denciency I INITIAL BART.SIMPSON Author Assessing EN 12022015 COMMUNICATI... 127027, 120272015
01a8 Response 014807 PM Q91007 093407 PM
| General Info | Description/Question Log || Versions ¥ Ey Evaluation Notice IM.sasn'bentI
bR ALBITUSE=E==sS~E"5=2 @ QA" AA-HHE®S
I Font Sizes | ¥
Users can copy and paste from Microsoft Word or other word processing applications
(e.g. Notepad, WordPad, etc.). Any formatting not supported by the rich text editor
in ASSIST will be removed from text when pasted into ASSIST.
p 5 Words: 0
Assessment Action: | R4 Follow-On Finding(s): | | view Finding
Resolved
Follow-on Finding
Leave As Is
6 o= =)

® NOTE: A watermark of selected Assessment Action will appear after first save for quick reference
when opening the Finding/EN.
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LeaveAsIs-g X
General Info Description/Question Log Versicns EN Evaluation Notice Assessment
h e XDhBEBAMNLBJIUSE=E=E=E S~-E-sEEB QR AA-RE®S
| Font Sizes 4
This is an Assessment of Offeror DDD's response to Government EN......
P Words: 11 _
Jrssessment Action: | Leave As Is ~| Follow-On Finding(s): | | view.Finding
|
|
|
———————— - -
1 Save || Close || Submit
1 1

Creating a Follow-on Finding

1. Follow “How to Assess EN Response” steps 1 — 5 above.

2. After inputting the Assessment and selecting FOLLOW-ON FINDING as the Assessment Action, click SAVE.
3. A dialog box will appear stating “This Evaluation Notice has been saved”. Click OK.

4. Select/click on CREATE FOLLOW-ON FINDING(S) to create the new Finding/EN.

r -—— -I
General Info | Description/Guestion | Log | Versons | By Evalustion Notice B Assessment
L el

o XDBOALBIUYUS FEEES"E-EEE QL A-K-HXX=6
Font Sizes = |
This Is an assessement of Offeror DDD response to Govemment EN......

The contractor did not fully provide a response for this Technical EN; therefore, a FOLLOW-ON finding will be generated. ...

p Words: 30

Assessment ACtion: | Follow-on Finding »: Follow-On Finding(s): ~ | Miew Finding

Save  Chse | Submil
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5. A newly created Finding will populate; therefore, the user must fill out all information for the Follow-on Finding.
6. Click SAVE.

7. A dialog box will appear stating “The new finding has been saved”. Click OK.

This is a Follow-on Finding regarding....

General Info Description/Question Log Versions

Subject: | This is a Follow-on Finding regarding....

Offeror: DDD 2 Finding Type: Weakness ¥
Author: Bart M Simpson Exchange Type: Communication B
-
Factor. Technical ¥ 1 Finding Number. TECDDD-0261
e )
SubFactor: | No SubFactors Available o Current Reviewer: Author 1
Role: Evaluator b |
Solicitation Reference Proposal Reference
File Name: RFP File Name: TECH VOL !
Section: Sectior. "
Page:
Page: e |
Paragraph:
Paragrapir. 1
Other.
Other: v
Provisiom Evaluation Notice Refs View Notice
Finding ID Type Subject L3
BoldAtalic Fields & text entered in Description/Question are available to TECDDD-0103 Deficiency ] Assessme
the Offeror if an Evaluation Notice is exchanged. - ) to Follov ~
4| 1 »

Close || Show Admin Butions.

® NOTE: After the Follow-on Finding/EN is created, the original Finding/EN will be reference in the
EVALUATION NOTICE REFs field.

After the Author has assessed the Offeror’s response and has taken either one of the three Assessment,
the FINAL STATE of the Finding/EN will populate. To obtain more information on statuses and final

states, click on the link MORE INFO ON STATUSES AND FINAL STATES in the document grid, and
also see section 5.4 “Finding/EN Statuses” below.
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Source + Findings / E Notices
Guidance (dick this bar Lo open/ dose text)

Findings Sef Fitter | Summanze = Export Displayed | Expont Selecled | Reassign Author | Add Finding | Edft Finding ~ View Finding
-
Finding 10 Offeror Factor SubFactor  Type Subjuct Phase Authar Workflow qus I Final State ~ LastUpdate Exchange Type  Sent
+  TECAAA- AAA Technical Mincr ox TESTAINITIAL  INITIAL BART SIMPSON NA I NA I Superseded  DB/2672014 CLARIFICATION 0826/ D&262014
0001 Clerical Ermor I I 094751 AM 054045 094438 AM
I AN
« PPBES-ON BBB Past Performance Minor or TESTE INITIAL MARY MACINTOSH  Approved I Compiete I Resoived Da262014 CLARIFICATION  D&26/ QB304
Clencal Eror I I 1001239 AM 094049 094624 AM
AN
+ SBBES-00N BBB Small Business Minor or TESTB INITIAL ALBERT SMITH Approwed I Compiete I Resohved 082672014 CLARIFICATION  0&/26/ y 4
Clencal Eror I I 101252 AM 034043 034513 AM
I AN
CPAAA-DODT  AAA CostPrce CostPrice TESTA INITIAL WALT DISNEY1 Approved I Compiee I Resohved 262014 CLARIFICATION  09/26/
Concem I I 101215 AM 034048
1 AM
o | S8AAADDOZ §l AAA Small Business 1IN0 o TEST - FOLLOW-  INITIAL ALBERT SMITH Approved I Compiete I Resolved 082672014 CLARIFICATION  0&/26/ DE2e014
Reterences Clefical Emor 0N FINDING 1 I 10.15:42 AN 100408 100434 AM
SEAAADIN A
. [ 3 AAR Minor o TEST A INITIAL INITIAL BART. SIMPSON Approved I Complete I Resohed 0a2672014 CLARIFICATION 0826/
0001 o0 I I 10:13:04 AM 034049
I AN
*  SBAAADDDT AAA Small Business Minos o TESTA INITIAL ALEL " Compiete Folow-0n 62672014 CLARIFICATION  09/26/ 082672014
Clerical Error I (SRASAADDOZ) BO.0X1T AM 0940045 054434 AM
AM
* PPAAADDDT AAA Pasl Performance Uncedainty  TESTA INITIAL MARY MACINTOSH  Approved I Compiete IAclm: (Leave DBVZG2014 CLARIFICATION  00/26/. DB2E2014
I a5 15) 101226 AM 0940043  D945.04 AM
AM
CPBBB-0001 BBB CostPrice CoslPrice TESTB INITIAL WALT DISNEY 1 Approved I Compiete I Active 082672014 NO_EXCHANGE
Concem 1 0535 46 AN
TECBSB- Bss Technical Srengtn TESTB INITIAL BART SIMPSON Approved I Compiete l Actve na2e2014 NO_EXCHANGE
-—— -

» EN without response  # EN with rcsponsl More Info on Statuses and Final States I

Follow-on Findings are crossed referenced in the Grid. Click on the link in the ‘Final State’ column to open up the
follow-on Finding. Click on the link in ‘Finding ID’ column to open the original finding.

5.4 Finding/EN Statuses and Final States

5.4.1 Finding/EN Statuses
Below is a list and description of all new statuses as a Finding/EN goes through the workflow. The color of the cell

in the column will change depending on status.

Status/Cell Color Description
New Finding Finding created by author and not released into workflow
Returned (Finding) Finding previously submitted into the workflow has been returned to specified user
Pending Approval (Finding) Finding submitted into the workflow and is pending review/approval

Finding approved through the workflow that had an exchange type of Clarification, Communication, or

DI REIEE Discussions. EN has been created and can now be sent to Offeror.

Released to Offeror Finding had an associated EN that has been sent to an Offeror

Response Pending Offeror has responded to EN. The EN with Offeror’s response is pending acceptance by the
Acceptance Contracting Officer.

Assessing EN Response EN has been accepted by Contracting Officer and the author is assessing response.

Pending Approval

Assessment of EN is submitted into the workflow and is pending review/approval
(Assessment)

Returned (Assessment) Assessment of EN previously submitted into the workflow has been returned to specified user

Finding with no EN has been approved through workflow or a Finding that had an EN that was sent to
Complete an Offeror has been sent, responded to, and assessed. The assessment has been approved through
workflow and finding is in final state.
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Finding/EN has been superseded either because Findings was negated or the Contracting Officer
performed one of the following two Accepting Actions when reviewing the response to the EN for
Finding: 1. EN was returned to Offeror with comments; or 2. EN was Accepted but Offeror’s
response was withheld

What Colors Represent

CHBEO

5.4.2 Final State

Finding/EN not submitted into workflow
Finding/EN in workflow (pending review/approval)

No action can be taken on Finding/EN

Workflow complete/Can proceed in Evaluation

Response pending action by Contracting Officer

The Final State column displays the final state of a Finding/EN. The Final State will display immediately after a
Finding with no EN is approved through the workflow. For Findings with an EN, it will display after the assessment
of the EN is approved through workflow. Every Finding/EN should have a ‘final state’ by end of source selection

(award).
Final State Description
Finding with an exchange type of ‘no exchange’ has been approved through workflow. No EN
Active will be sent to Offeror for Finding. Finding applies to the evaluation of Offeror.

Active (Leave as
is)

Finding had an EN that was sent to an Offeror. Offeror responded to EN. Government finds
that the response did not change the original issue (assessed as ‘Leave as is’). Finding/EN
still applies to the evaluation of Offeror.

Follow-On

Finding had an EN that was sent to an Offeror. Offeror responded to EN. Government finds
that the response does not resolve issue completely or creates a need for a new Finding
(assessed as ‘Follow-On’). Final state of ‘Follow-On’ as well as the ID of the new Finding will
be displayed in cell. This Finding no longer applies to the evaluation of Offeror but associated
follow-on Findings may apply.

Resolved

Finding had an EN that was sent to an Offeror. Offeror responded to EN. Government finds
that the response makes the Finding no longer an issue (assessed as ‘Resolved’). Finding is
no longer applies to the evaluation of Offeror.

Superseded

Contracting Officer performed one of the following two Accepting Actions when reviewing the
Offeror’s response: 1. EN was returned to Offeror with comments; or 2. EN was Accepted but
Offeror’s response was withheld. The new copy of the Finding/EN is the active document will
have a status of something other than "Superseded.” It will be visible to all appropriate
members of the evaluation team. The original copy of the Finding/EN is no longer active in the
evaluation and will have a status of "Superseded.” It will only be visible to the Contracting
Officer, Specialist, Chair and Legal.

Negated

Finding was previously approved through the workflow but has since been determined to no
longer apply to the evaluation of Offeror based on new information (e.g., proposal revisions).
Finding is listed as a matter of record during the phase it was negated in and would not be
listed in subsequent phases move forward in subsequent phases.
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FINAL NOTES ON ASSESSING ENS

1. Assessed ENs go through the same workflow as Findings.

2. Assessed ENs must be approved through the workflow in order to run a CRD or SSDD.

3. If a follow-on finding is created and is intended to be sent to an Offeror, the assessment of the referenced
EN must be approved through the workflow before the new Finding/EN can be sent to the Offeror.

4. Assessed ENs can be viewed by all viewers with proper security rights.
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Color

Rating

Description

Outstanding

Proposal meets requirements and indicates an exceptional approach and
understanding of the requirements. Strengths far outweigh any weaknesses.
Risk of unsuccessful performance is very low.

Good

Proposal meets requirements and indicates a thorough approach and
understanding of the requirements. Proposal contains strengths which outweigh
any weaknesses. Risk of unsuccessful performance is low.

Acceptable

Proposal meets requirements and indicates an adequate approach and
understanding of the requirements. Strengths and weaknesses are offsetting or
will have little or no impact on contract performance. Risk of unsuccessful
performance is no worse than moderate.

Yellow Marginal

Proposal does not clearly meet requirements and has not demonstrated an
adequate approach and understanding of the requirements. The proposal has
one or more weaknesses which are not offset by strengths. Risk of unsuccessful
performance is high.

Unacceptable

Proposal does not meet requirements and contains one or more deficiencies.
Proposal is unawardable.

Separate Technical/Risk Rating

Technical

Color

Rating

Description

Outstanding

Proposal meets requirements and indicates an exceptional approach and
understanding of the requirements. The proposal contains multiple
strengths and no deficiencies.

Good

Proposal meets requirements and indicates a thorough approach and
understanding of the requirements. Proposal contains at least one strength
and no deficiencies.

Acceptable

Proposal meets requirements and indicates an adequate approach and
understanding of the requirements. Proposal has no strengths or
deficiencies.

Marginal

Yellow

Proposal does not clearly meet requirements and has not demonstrated an
adequate approach and understanding of the requirements.

Unacceptable

Proposal does not meet requirements and contains one or more
deficiencies. Proposal is unawardable.

Risk Rating

Rating Description

Low Has little potential to cause disruption of schedule, increased cost or degradation of performance.
Normal contractor effort and normal Government monitoring will likely be able to overcome any
difficulties.

Moderate Can potentially cause disruption of schedule, increased cost or degradation of performance.
Special contractor emphasis and close Government monitoring will likely be able to overcome
difficulties.

High Is likely to cause significant disruption of schedule, increased cost or degradation of
performance. Is unlikely to overcome any difficulties, even with special contractor emphasis and
close Government monitoring.
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Performance Confidence Assessments

Rating

Description

Substantial Confidence

Based on the Offeror’s recent/relevant performance record, the Government
has a high expectation that the Offeror will successfully perform the required
effort.

Satisfactory Confidence

Based on the Offeror’s recent/relevant performance record, the Government
has a reasonable expectation that the Offeror will successfully perform the
required effort.

Limited Confidence

Based on the Offeror’s recent/relevant performance record, the Government
has a low expectation that the Offeror will successfully perform the required
effort.

No Confidence

Based on the Offeror’s recent/relevant performance record, the Government
has no expectation that the Offeror will be able to successfully perform the
required effort.

Unknown Confidence (Neutral No recent/relevant performance record is available or the Offeror’s

performance record is so sparse that no meaningful confidence assessment
rating can be reasonably assigned.

Acceptable/Unacceptable Ratings

Technical & Small Business

Rating

Description

Acceptable

Proposal clearly meets the minimum requirements of the solicitation.

Unacceptable

Proposal does not clearly meet the minimum requirements of the solicitation.

Past Performance

Rating

Description

Acceptable

Based on the Offeror’'s performance record, the Government has a reasonable
expectation that the Offeror will successfully perform the required effort, or the Offeror’s
performance record is unknown.

Unacceptable

Based on the Offeror’s performance record, the Government has no reasonable
expectation that the Offeror will be able to successfully perform the required effort.
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Role

Factor/Subfactor
Access*

Description/Available Tasks

Contracting Officer

All

Setup and administration of Source Selection
Review/approve Findings/ENs, Summaries and
Evaluations created by Source Selection Team
Create Terms & Conditions Findings/ENs

Release ENs to Offerors

Accept Offeror responses

Decisions Document (e.g. Competitive Range, Source
Selection Decision Document)

Manage and view Source Selection documents (e.g.
Source Selection Plan, Solicitation, Proposal Files)

Contract Specialist

All

Setup an Administration of Source Selection
Review/Approve Findings/ENs, Summaries and
Evaluations created by Source Selection Team
Create Terms & Conditions Findings/ENs

Manage and view Source Selection documents (e.g.
Source Selection Plan, Solicitation, Proposal Files)

Lawyer

All

Review/Approve Findings/ENs, Summaries and
Evaluations created by Source Selection Team
Access to Source Selection document (e.g. Source
Selection Plan, Solicitation, Proposal Files)

Chair/
Deputy Chair

All

Create Findings/ENs for a specified Factor/Subfactor
Review/approve Findings/ENs, Summaries and
Evaluations created by Source Selection Team

View Source Selection documents (e.g. Source Selection
Plan, Solicitation, Proposal Files)

Factor Chair/
Subfactor Chair/
Evaluator

Specified
Factor(s)/Subfactors

Create Findings/ENs, Summaries and Evaluations for a
specified Factor/Subfactor

Review/approve Findings/ENs, Summaries and
Evaluations created by Source Selection Team

View Source Selection documents (e.g. Source Selection
Plan, Solicitation, Proposal Files)

SSA/
SSAC/
Reader All

All

View Findings/ENs, Summaries and Evaluations created
by Source Selection Team

View Source Selection documents (e.g. Source Selection
Plan, Solicitation, Proposal Files)

Reader/
Contractor Advisor

Specified
Factor(s)/Subfactors

View Findings/ENs, Summaries and Evaluations created
by Source Selection Team

View Source Selection documents (e.g. Source Selection
Plan, Solicitation, Proposal Files)

SSEB Admin

All

Setup and administration of Source Selection

* Access to a factor/Subfactor is defined as having access to the documents both uploaded to and created in ASSIST that are
specifically associated with that factor/Subfactor (e.g., Proposals, Findings/ENs, Summaries, and Evaluations)
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Appendix C
ROLE
&
vl % 2
<| < |5|¢& - 3|z
x T | |90 < | x| < |2
| x| o|0|x|B|lg|9Q|x|W|x|Dd
2|2 >|x|9|353|a|&|lu|l|0]|<
= T - o = o %) [a) = m
T | O| D E|O|Z Ol |l Yl oW
Sl Eg| 5@ AR
o|o| 8 E
Z 5
ACTIONS/PERMISSIONS 8]

UPDATE PROFILE

ADD SOURCE SELECTION FILE

VIEW SOURCE SELECTION FILE

DELETE SOURCE SELECTION FILE

CHANGE 'FILE TYPE' OF SOURCE SELECTION FILE

MAKE FINDINGTYPE ACTIVE/INACTIVE

ADD NEW FACTOR

MAKE FACTOR ACTIVE/INACTIVE

ENTER BASIS FOR AWARD

UPDATE/MODIFY FACTOR

ADD SUBFACTOR

UPDATE/MODIFY SUBFACTOR

DELETE SUBFACTOR

ADD MEMBER

EDIT MEMBER

REMOVE MEMBER

UPDATE/MODIFIY WORKFLOW ROUTING

ADD OFFEROR

EDIT OFFEROR

DELETE OFFEROR

ADD OFFEROR POINT OF CONTACT

EDIT OFFEROR POINT OF CONTACT

DEACTIVATE OFFEROR POINT OF CONTACT

REACTIVATE OFFEROR POINT OF CONTACT

UNLOCK OFFEROR POINT OF CONTACT

REMOVE OFFEROR POINT OF CONTACT

ADD PROPOSAL FILE

UPDATE PROPOSAL FILE INFO

DELETE PROPOSAL FILE

VIEW PROPOSAL FILE

ADD DECISIION DOCUMENT

SAVE DECSISION DOCUMENT

EDIT DECISION DOCUMENT

VIEW DECESION DOCUMENT

SUBMIT DECISION DOCUMENT

REACTIVATE OFFEROR

EXPORT THE SOURCE SELECTION

SETFILTER

SUMMARIZE FINDINGS/ENS

EXPORT DISPLAYED

XX XXX [X XX [XO[X XXX [X XXX XXX XX XXX [X XX [X XXX [X XX [X[X[X|X|X[X

X [X | X |X
X [X | X |X
X [X | X |X
X [X | X |X
X [X | X |X
X [X | X |X

EXPORT SELECTED

REASSIGN AUTHOR

XX [x X [x X [x X [x > [x [x [x [x |x [x|x [x|x[x[|x[x|x[x|x[x[x|x[x|x[x]|x[x]|x[x]|x[x]|x]|x|[x]|x]|[x|x |CONTRACTING OFFICER
X X [x X [x |x [x > [x|x [x |x [x [|x |x[x|x[x|x[x|x[x|x[x|x[x[x|x[x]|x[x]|x[x]|x[x]|x|[x]|x]|x|[x]|x|[x]|x |CONTRACT SPECIALIST

X [X [ X | X |X [X
X [X [ X | X |X [X

ADD FINDING/EN

XX X X X [X |X
X [X |IX X X [X |X
XX X X X [X |X

ADD EVALUATION
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ADD SUMMARY

EDIT FINDING/EN

EDIT EVALUATION

X [X | X |X
X [X | X |X
X [X | X |X

EDIT SUMMARY

ADMIN EDIT FINDING/EN

ADMIN EDIT EVALUATION

ADMIN EDIT SUMMARY

VIEW FINDING/EN

VIEW EVALUATION

VIEW SUMMARY

DELETE/NEGATE FINDING/EN

X [X X X [X
X [X X |IX [X
X [X X X [X

DELETE EVALUATION

DELETE SUMMARY

XX [X X |IX X [X [X |X [X [X |X |X
XX [X X IX X [X [ X |X [X [X |X |X

SUBMIT FINDING/EN

SUBMIT EVALUATION

SUBMIT SUMMARY

CANCEL WORKFLOW

RETURN TO

XX [X X |IX [X [X | X |X [X [X |X
XX X X |IX X | X | X | X | X [X [X
XX [X X |IX [X [X | X |X [X [X |X

APPROVE

ADMIN SUBMIT

ADMIN RETURN TO

ADMIN CANCEL

X [X [X | X |X [X [X
X [X [X | X |X [X [X

ADMIN APPROVE

CONSENSUS APPROVE

UNAPPROVE

CHANGE EXCHANGE TYPE (IN BULK)

RELEASE ENS

XX [X X [X X [ X [X |X [X |X [X

ACCEPT ENS
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VIEWS
MY WORKSPACE*
PENDING MY ACTION

Appendix D

CONTRACTING OFFICER

CONTRACT SPECIALIST

x

x
x
x

x
x
x
x
x
x
x

LAWYER

CHAIR

x

DEPUTY CHAIR

x

FACTOR CHAIR

x

Virtual Contracting Enterprise

ROLE

5
< %
T | x = 3|z
oo I | x| <| =S
x| Bl | Q|| W | x|
O|S| | 2|LW|elol<
El2l |21 a| S| FE| o
O |z Ol | o w
x| > w < | o
Lol @ | o
> g
o e}

O

MY DOCUMENTS
SOURCE SELECTION*
ALL OFFERORS

x

x

x x
x x
x x
x x
x x
x

x x
x x
x x
x x
x x
x

x x

x
x

INDIVIDUAL OFFEROR
MANAGE MULTIPLE DOCS
ADMINSTRATIVE APPROVAL

x
x
x
x x
x
x
x
x
x
x
x
x
x
x

ADMINSTRATIVE SUBMIT

ADMINSTRATIVE CANCEL

ADMINSTRATIVE UNAPPROVE

X [ X [X |Xx

CONSENSUS APPROVE

RELEASE ENS

ACCEPT ENS FROM OFFEROR

CHANGE EXCHANGE TYPE
ADMINSTRATION
PROFILE

X [X [ X X |X [X [X |X

|

X X [X |IX [X X [X [X

SOURCE SELECTION FILES

FINDING TYPES

FACTORS

MEMBERS

WORKFLOW ROUTING

XX [X X [X |X

OFFERORS/PROPOSALS

DECISION DOCUMENTS

EXPORT

REMOVE OFFEROR POINT OF CONTACT
DOCUMENATION*
DOCUMENTATION

XX X |IX [X [ X | X X [X |X

X

XX [X X [X X [ X [X |X [X

X

X

X

X

X

XX [X X [X X [ X [X |X [X

X X X X X X X X

*Users assigned a role of Factor Chair, Subfactor Chair, Evaluator, Reader or Contractor Advisor will only see documents within
their assigned associated factor/Subfactor (e.g., Proposals, Findings/ENs, Summaries, and Evaluations)
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Appendix E

Sample Proposal Instructions for Solicitation

During the conduct of this acquisition, the Acquisition Source Selection Interactive Support Tool (ASSIST) will be
used by the Government to support the proposal evaluation and source selection process. A separate tool, the
ASSIST2Industry, will be used in conjunction with ASSIST to accomplish all exchanges with Offerors after receipt
of proposals pursuant to Federal Acquisition Regulation (FAR) 15.306. ASSIST2Industry provides the ability for
the Government to issue, and the Offerors to receive and respond to, all Evaluation Notices (ENSs) in a secure
online environment.

In order to initiate the use of ASSIST2Industry, the Government requires the names, company titles, telephone
numbers, and email addresses of two (2) individuals that the Offeror has designated as responsible for receiving
and responding to Government ENs through ASSIST2Industry. The designation of two (2) individuals is for the
purpose of insuring availability of one individual if the other individual is not available. The required information
regarding these two (2) individuals must be submitted with the Offeror’s proposal and included in the cover letter.
After the solicitation’s closing date, the Government will establish an account in ASSIST2Industry for each
individual identified by the Offeror that has submitted a proposal in response to this solicitation. The two
individuals named by the Offeror will be authorized access to that account. Two (2) separate system generated
emails will be sent to each individual. One of the emails will contain the individual’s ASSIST2Industry username.
The other email will contain the individual's temporary password. Using the provided username and temporary
password, each individual can then go to https://ASSIST2Industry.army.mil to access the account. NOTE: The
first time a user logs in, the user will be required to change the temporary password before the user can proceed
to use the site.

Whenever the Government issues ENs to the Offeror through ASSIST2Industry, the Government’s Contracting
Officer will notify the Offeror through a medium independent of ASSIST2Industry ( e.g., e-mail) that the Offeror
has ENs in ASSIST2Industry waiting for a response. There will be no ENs in ASSIST2Industry until such notice is
issued by the Contracting Officer.

All Offerors are advised that ASSISTZ2Industry has been updated and it is now the responsibility of PRIME
Contractors to establish accounts for their SUBCONTRACTORS to respond to Government ENs. A separate
area within ASSIST2Industry has been created to allow authorized Subcontractor POCs to upload proposal files
only. Subcontractors will not be able to access any other information on the ASSIST2Industry website (e.g.
Questions/Evaluation Notices, Responses, etc.). Once a Subcontractor has been added, they will receive a user
ID (e.g. subcontractor0001) and password (an initial password) that will be sent via two separate system generated e-
mails. A Subcontractor will have one user ID for all PRIMES and solicitation responses, i.e. if you are a
Subcontractor to multiple Prime Contractors and multiple solicitation responses, you will only have one user ID. Once an
account has been established for the Subcontractor, go to https://ASSIST2Industry.army.mil to access the
account. Prime Contractors will only be able to see the number of files submitted by their Subcontractors;
but, will be UNABLE TO VIEW the Subcontractor’s files.

NOTE: Both Prime Contractors and Subcontractors are instructed to review the ASSIST2Industry User’'s Guide,
located under the “Getting Started” tab on the website. The guide has been updated and provides step by step
instructions on how to perform functions and navigate the website.

Offerors can contact Adam Rothschild at (609) 562-7050 or the ASSIST2Industry helpdesk at (609) 562-5988 for
any technical assistance that may be needed.

THE OFFERORS ARE CAUTIONED THAT THE SYSTEM GENERATED EMAILS REFERRED TO ABOVE ARE
INTENDED FOR ADMINISTRATIVE PURPOSES ONLY. RECEIPT OF THESE EMAILS DOES NOT
CONSTITUTE THE COMMENCEMENT OF ANY TYPE OF EXCHANGE WITH THE OFFEROR IN
ACCORDANCE WITH FAR 15.306(A), (B), OR (D) (I.E., CLARIFICATIONS, COMMUNICATIONS, OR
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DISCUSSIONS). ALSO, RECEIPT OF THESE EMAILS DOES NOT SIGNIFY THAT A COMPETITIVE RANGE
DETERMINATION IN ACCORDANCE WITH FAR 15.306(C) HAS BEEN MADE OR THAT THE OFFEROR’S
PROPOSAL WILL BE INCLUDED IN THE COMPETITIVE RANGE WHEN THAT DETERMINATION IS MADE.
ALL NOTIFICATIONS THAT ANY TYPE OF EXCHANGE WITH THE OFFEROR HAS COMMENCED AND THE
OFFEROR HAS EVALUATION NOTICES (ENS) AVAILABLE TO RESPOND TO, OR ANY NOTIFICATION THAT
THE OFFEROR'S PROPOSAL HAS BEEN INCLUDED IN OR EXCLUDED FROM THE COMPETITIVE RANGE,
WILL BE SENT TO THE OFFEROR BY THE CONTRACTING OFFICER INDEPENDENTLY OF THE

ASSIST2INDUSTRY.
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Emails sent to Offeror Contact when added in ASSIST to provide access to ASSIST2Industry

Email 1:

Subject of Email: Account set up for ASSIST2Industry for PRIME Contractors

The Government is using the Acquisition Source Selection Interactive Support Tool (ASSIST) to support the
evaluation of a proposal you submitted. ASSIST2Industry is used in conjunction with ASSIST to accomplish all
exchanges with Offerors after receipt of proposals pursuant to Federal Acquisition Regulation (FAR) 15.306.
ASSIST2Industry provides the ability for the Government to issue, and the Offerors to receive and respond to, all
Evaluation Notices (ENSs) in a secure online environment.

An account has been established for you in ASSIST2Industry. Your user ID is (ENTER USERNAME). You will
receive an additional email containing your password. Once you receive this email, go to
https://ASSIST2Industry.army.mil to access your account using your user ID and password to login.

If you have any problems logging in to ASSIST2Industry, contact the ASSIST2Industry helpdesk via e-mail at
usarmy.jbmdl.acc.list.vce-helpdesk@mail.mil or by telephone at (609) 562-5988 or (609) 562-7050.

CAUTION: THIS IS A SYSTEM GENERATED EMAIL INTENDED FOR ADMINISTRATIVE PURPOSES ONLY.
RECEIPT OF THIS EMAIL DOES NOT CONSTITUTE THE COMMENCEMENT OF ANY TYPE OF EXCHANGE
WITH THE OFFEROR IN ACCORDANCE WITH FAR 15.306(A), (B), OR (D) (I.E., CLARIFICATIONS,
COMMUNICATIONS, OR DISCUSSIONS). ALSO, RECEIPT OF THIS EMAIL DOES NOT SIGNIFY THAT A
COMPETITIVE RANGE DETERMINATION IN ACCORDANCE WITH FAR 15.306(C) HAS BEEN MADE OR
THAT THE OFFEROR’S PROPOSAL WILL BE INCLUDED IN THE COMPETITIVE RANGE WHEN THAT
DETERMINATION IS MADE. ALL NOTIFICATIONS THAT ANY TYPE OF EXCHANGE WITH THE OFFEROR
HAS COMMENCED AND THE OFFEROR HAS EVALUATION NOTICES (ENS) AVAILABLE TO RESPOND TO,
OR ANY NOTIFICATION THAT THE OFFEROR’S PROPOSAL HAS BEEN INCLUDED IN OR EXCLUDED
FROM THE COMPETITIVE RANGE, WILL BE SENT TO THE OFFEROR BY THE CONTRACTING OFFICER
INDEPENDENTLY OF ASSIST.

Email 2:

Subject of Email: Password for ASSIST2Industry for PRIME Contractors

The password for your ASSIST2Industry account is (ENTER TEMPORARY PASSWORD). This is a temporary
password. The first time you log in, you will be required to change this password before you can proceed to use
the site.

Go to https://ASSIST2Industry.army.mil and login using your ASSIST2Industry user ID and password.

You should have received you ASSIST2Industry username in separate email. If you did not receive this email or
if you have any other problems accessing your account, contact the ASSIST2Industry helpdesk via e-mail at

usarmy.jbmdl.acc.list.vce-helpdesk@mail.mil or by telephone at (609) 562-5988 or
(609) 562-7050.

CAUTION: THIS IS A SYSTEM GENERATED EMAIL INTENDED FOR ADMINISTRATIVE PURPOSES ONLY.
RECEIPT OF THIS EMAIL DOES NOT CONSTITUTE THE COMMENCEMENT OF ANY TYPE OF EXCHANGE
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WITH THE OFFEROR IN ACCORDANCE WITH FAR 15.306(A), (B), OR (D) (I.E., CLARIFICATIONS,
COMMUNICATIONS, OR DISCUSSIONS). ALSO, RECEIPT OF THIS EMAIL DOES NOT SIGNIFY THAT A
COMPETITIVE RANGE DETERMINATION IN ACCORDANCE WITH FAR 15.306(C) HAS BEEN MADE OR
THAT THE OFFEROR’S PROPOSAL WILL BE INCLUDED IN THE COMPETITIVE RANGE WHEN THAT
DETERMINATION IS MADE. ALL NOTIFICATIONS THAT ANY TYPE OF EXCHANGE WITH THE OFFEROR
HAS COMMENCED AND THE OFFEROR HAS EVALUATION NOTICES (ENS) AVAILABLE TO RESPOND TO,
OR ANY NOTIFICATION THAT THE OFFEROR’S PROPOSAL HAS BEEN INCLUDED IN OR EXCLUDED
FROM THE COMPETITIVE RANGE, WILL BE SENT TO THE OFFEROR BY THE CONTRACTING OFFICER
INDEPENDENTLY OF ASSIST.
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Emails sent to Subcontractor Contact when added in ASSIST2Industry by the PRIME CONTRACTOR to
provide access to the site.

Email 1:

Subject of Email: Account set up for ASSIST2Industry as a SUBCONTRACTOR

The Government is using the Acquisition Source Selection Interactive Support Tool (ASSIST) to support the
evaluation of a proposal you and/or your Prime Contractor submitted. ASSIST2Industry is used in conjunction with
ASSIST to accomplish all exchanges with Offerors after receipt of proposals pursuant to Federal Acquisition
Regulation (FAR) 15.306. ASSIST2Industry provides the ability for the Government to issue, and the Offerors
(Prime Contractors) to receive and respond to all Evaluation Notices (ENS) in a secure online environment.

As a subcontractor under a prime contractor’s proposal response, a subcontractor account has been established
for you in ASSIST2Industry.

Your Subcontractor user ID is subcontractorxxxx.

You will receive an additional email containing the password for this User ID. You can login to ASSIST2Industry
with this user ID and password at https://ASSIST2Industry.army.mil. NOTE: Subcontractor’'s POCs have limited
access to ASSIST2Industry, and can only upload proposal files. Subcontractors CANNOT respond to
Government Evaluation Notices submitted to Prime Contractors. Please refer to the ASSIST2Industry User’s
Guide located on the homepage under the “Getting Started” tab.

If you have any problems logging in to ASSIST2Industry, contact the ASSIST2Industry helpdesk via e-mail at
usarmy.jbmdl.acc.list.vce-helpdesk@mail.mil or by telephone at (609) 562-7050 or (609) 562-5988.

Email 2:

Subject of Email: Password for ASSIST2Industry for SUBCONTRACTORS

The password for your ASSIST2Industry SUBCONTRACTOR account is XXXXXXXXXX.

This is a temporary password. The first time you log in you will be required to change this password before you
can proceed to use the site.

The URL for ASSIST2Industry is https://ASSIST2Industry.army.mil.

Your ASSIST2Industry Subcontractor User ID was sent in a previous email. If you did not receive this email, or if
you have any other issues logging in, please contact the ASSIST2Industry helpdesk via e-mail at

usarmy.jbmdl.acc.list.vce-helpdesk@mail.mil or by telephone at (609) 562-5988 or
(609) 562-7050.
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