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Dollars Subform Training Module Overview

Description: This training module will take you field-by-
field through the Dollars Subform. The Dollars
Subform is a form reused within the Market
Analysis, Directed Buy, and Order
Modification documents in the Regional
Business Application (RBA) IT-Solutions Shop
(ITSS) component.

Navigation: If the tutorial opens up in your web browser, simply click your mouse or your space bar to advance to
the next slide. Use the “Backspace” key to go back. If the tutorial opens in the PowerPoint application, click on
“F5” to view the tutorial. Use the spacebar or click your mouse to advance to the next slide. To go back, click on
the “Backspace” key.



Dollars Subform Glossary

Dollars Subform

Task Item

Active

Contractor Proposed
Amount

New Task Item
Amount
Current Project Value

Grand Total for
Incremental Funding

The Dollars subform has fields for capturing costs, fees, totals, and money-
related values. The Dollars subform needs to populated and submitted prior to
certification of funds.

A part of a task/delivery order. A task item has its own attributes and
obligations.

Attribute of a Task Item; task items can be marked inactive on the basic award
and activated via subsequent order modifications. All task items (active and
inactive) are bid on by the contractors on the basic RFQ.

Ceiling value. Non-editable field that is populated with the task item amounts
from the winning contractor’s quote. If the parent form on the basic order is a
Directed Buy, this field is editable and required to be entered by the user as
the amount agreed upon between GSA and the contractor offline. If the parent
form is an Order Modification, this field is non-editable for all preexisting task
items and editable for newly added task items.

Field entered by GSA; amount that that will be funded on the current order leg.
Must be less than or equal to the Contractor Proposed Amount.

Non-editable, calculated field; this value is derived as the sum of all task item
Contractor Proposed Amount values for all task items whose POP/Delivery
Dates fall within the order-level POP/Delivery Date.

Non-editable field that is calculated as the sum of all New Task Item Amounts.



Dollars Subform on the Basic Order Leg

Mod Dollars Task Item Task Item
Number Subform Mgmt Type
‘Directed| | Adda | | ‘
Buy Task Item Fee-only
[ModOO :Mkt: :Add . ; .
arke a
Analysis | Task ltem L Fee-onlyj




Dollars Subform on an Order Modification

Mod Dollars Task Item Task Item
Number Subform Mgmt Type
~ Order | | Add/Edit| | ‘
Mod Task Item Any Type
[Mod>00 :M kt: ) dd . ; g
arke a
Analysis | Task ltem L Fee-onlyj




Market Analysis Creation - Dollars Subform / GSA user / Edit mode / Mod 00

Sarrentligioc [ 5200,000.00 (POP From Date 02/15/2012 To 02/28/2012, Delivery Date 02/14/2012) €— | CUITENt Project Value is a non-
A editable, calculated field.

¥Incremental Funding
Will this order use

Incremental 7 Yes @ No Increm(irnatr:ljl;rl?r:(aili;gz $175,000.00 Current PrOjeCt. Value iS setto the

— Eunds? sum of all task item Contractor

otal Contractor
Proposed Amount: | $200.000.00 Proposed Amount values for all

. task items whose POP/Delivery

“Fee Calculations .
The following fields are used for entire Project order amounts. Task ltems marked "Active” will require Funding. date falls within the order-level
POP/Delivery Date.

Apply a single surcharge rate across all task items? ©) Yes @ No 0% | Apply

- The order-level POP and Delivery

Fiscal

g Item e Contractor Prior Cost to GSA New Task Iteg 1
Actve | Task | o' | Descrption | propoceq mount | Inciease o afde  reeamouni Date are displayed next to the
s || * . Decrease * Current Project Value field.
1§°/ T T T T -
[ | COM | 0001 | Furniture $100.,000.00 Surcharge E] : | $80,000.00 | $89,600.00
$9,600.00
2t 12 %
v | COM | 0002 | Seating $50,000.00 $50,000.00 || Surcharge E $6.000 000 | $50,000.00 | $56,000.00
@ FFP | 0003 |Installation $50,000.00 4= $45 000,00 $45,000.00 | Flat Fee B $2,500.00 I $45.000.00 | $47,500.00
Click the button to calculate the total amounts
*ORDER TOTALS
Prior Order Cost to GSA:  [50.00 Prior Order Cost to
Client:
Increase/Decrease Order Increase/Decrease Order
Cost to GSA: |$175’000'00 Cost to Client: |$193’100’00
Total Order Cost to GSA:  [$175,000.00 Total Order Costto S/ 0000




Market Analysis Creation - Dollars Subform / GSA user / Edit mode / Mod 00

Current Project
Value:

¥Incremental Funding
Will this order use

Incremental ) Yes @ No
Funds?
Total Contractor $200.000.00

Proposed Amount:

“Fee Calculations
The following fields are used for entire Project order amounts

Add a
Task Item

Apply a single surcharge rate across all task items?
Acti lfTisce:(l Item Descrinti Contractor
cAwe A No. SCTD on Proposed Amount
s+ | Type | ¢ %
] | COM | 0001 |Furniture $100,000.00
[¥] | COM | 0002 |Seating $50,000.00
® FFP | 0003 | Installation $50,000.00
Click the button to calculate the total amounts
“ORDER TOTALS
Prior Order Cost to GSA:  [$0.00
Increase/Decrease Order
Cost to GSA: |$175’000'00
Total Order Cost to GSA:  [$175,000.00

I $200,000.00 (POP From Date 02/15/2012 To 02/29/2012, Delivery Date 02/14/2012)

Incremental Funding:

© Yes @ No 0% | Apply
Pric|>r: c?g :;;00? o New;\'l{:osuknlttem Fee Ainount Cost tAo GSA Cost u: Client R
Decrease * ¢ ¥ ¥
0.2 80.000.00 Ll [ 80,000.00 || 89,600.00
[ $80.000.00 S0 T sas0000 $80.000. $89.600.
$0.99 50,000.00 harge [~] = [ 50,000.00 | 56,000.00
$50,000.00 350,900, FCharge $6.000.00 A ol
$0.00
$45.000.00 $45,000.00 | Flat Fee || $2,500.00 || $45.000.00 ||  $47,500.00

Grand Total for Incremental Funding

is a non-editable, calculated field.
Grand Total for

[ $175,000.00 s _
Grand Total for Incremental Funding

is set to the sum of all New Task Item
Amounts for all active task items.

. Task ltems marked "Active” will require Funding.

Prior Order Cost to

Client: ]$0400
Increase/Decrease Order
Cost to Client: 19193.100.00
Total Order Cost to ]$193 10000

Client:




Market Analysis Creation - Dollars Subform / GSA user / Edit mode / Mod 00

Current Project I $200,000.00 (POP From Date 02/15/2012 To 02/29/2012, Delivery Date 02/14/2012)

Value:
¥Incremental Funding Total Contractor Proposed Amount is a non-
el Smh Grand Total for [~ g17e50565 editable, calculated field
Incre::,?,';?ol © Yes @ No Incremental Funding: $175,000.00 ’ .

Total Contractor .
Proposed Amount: | 5200.000.00 Total Contractor Proposed Amount is set to
the sum of all Contractor Proposed Amount
values for all task items (active or inactive).

“Fee Calculations
The following fields are used for entire Project order amounts. Task ltems marked "Active” will require Funding.

Add a
Task Item

Apply a single surcharge rate across all task items? ) Yes @ No

Fiscal

AcEive ;3;: 't;(:] Descrjption Pro;()::: ;Lal(i:::)unt Type ofACharge Fee Ainount Cost tAo GSA Cost u: Client R
: 12 %

@ COM | 0001 |Furniture $100,000.00 $80,000.00 || Surcharge E] 59600 00 I $80,000.00 I $89.600.00
o 2 12 %
] COM | 0002 | Seating $50,000.00 $50,000.00 | Surcharge E $6.000 00 | $50,000.00 I $56,000.00
® FFP | 0003 | Installation $50,000.00 $45 000.00 $45,000.00 ||Flat Fee B $2.500.00 | $45.000.00 l $47,500.00

Click the button to calculate the total amounts

*ORDER TOTALS

Prior Order Cost to

Prior Order Cost to GSA:  [$0.00 Cliont, 190-00
Increase/Decrease Order Increase/Decrease Order

Cost to GSA: |$175’000'00 Cost to Client: l$193’100'00
Total Order Cost to GSA:  [$175,000.00 Total Order Costto  f5a7350700

Client:




Market Analysis Creation - Dollars Subform / GSA user / Edit mode / Mod 00

Current F:Iw:'ect $200,000.00 (POP From Date 02/15/2012 To 02/29/2012, Delivery Date 02/14/2012)
alue:
e If the same surcharge rate is to be used for all task items then click Yes to enter the
winmisorderuse | SUrCharge rate and then Apply to update all task items with a Type of Charge of
ineremental - Ye Surcharge and the specified rate. The field defaults to 0.0.
Total Contractor |—$
P dA : ‘ - . :
roposed fimount Use this as a tool for quickly populating surcharge rates. Once populated, users can
¥ Fee Calculations modify individual task items that have a different surcharge rate or have a flat fee.
The following fields are used forl =
|
Task Item ’
Apply a single surcharge rate across all task items? @ Yes ' No 12 %
Fiscal -
AcEive f;?( l:qe(:'.n Desciiption Pro;:g:;:iaz:\)(r)unt pn?,:g::;;oo?s‘\ NevL'Tnaosuknlttem Type ofACharge Fee A{nount CosltAo GSA Cost t(z Client Remove
v yepe - v : Decrease * $ ¥ ¥ i
@ | COM | 0001 |Fumiture $100,000.00 = ogggg $80,000.00 | Surcharge [+] [To;% [ $80,00000 |  $89.600.00
@ | COM | 0002 |Seating $50,000.00 550_0%:28 $50,000.00 | Surcharge [+] IW:)%; | $50,00000 |  $56.000.00
@ | FFP | 0003 |Installation $50,000.00 e oﬁggg $45,000.00 || Surcharge [~] r—%ﬁ%, | $45,00000 || $50,400.00
Click the button to calculate the total amounts
¥ORDER TOTALS
Prior Order Cost to GSA:  [$0.00 Prior Order Costto 50,00
Increase/Decrease Order Increase/Decrease Order
Cost to GSA: |$175‘000'00 Cost to Client: |$196‘000'00
Total Order Cost to GSA:  [$175.000.00 Total Order Costto - [5196.000.00




Market Analysis Creation - Dollars Subform / GSA user / Edit mode / Mod 00

— All active task items are populated on the CERT for funding. Mark a task item inactive to
save it for activation at a later date if funding and award of a task item on the next PO is
not desired. The Dollars Subform is the last chance to mark a task item active or inactive
before proceeding to the CERT.

U wrr s T Too = TYO

—
Funds? Incremental Funding:

tal Contractor ,7
Proposed Amount: SSOI00 90

wir o vvvovw

vE egalclllafinng '
The flowing  \/jew the unique Item No. of each task item. ™"

Apply a single surcharge rate across all task items? Yes @ No 0% | Apply
Acti F{_“i' Item D inti Contractor Prior Cost to GSA New Task Item T fch Fee A t Costto GSA Cost to Client
ctive Ta;e No. escription | o nosed Amount e Gasans At ype of Charge ee Amoun ostto ostto Clien Riiove
y¢ > " + Decrease * + T i
v | COM | 0001 |Furnit $100,000.00 30.00 $80.,000.00 | Surch B 120 I $80,000.00 | $89,600.00
urniture ,000. $80.000.00 .000. urcharge $9.600.00 ,000. .600.
[¥] | COM | 0002 | Seati $50,000.00 0.0 $50.000.00 | Surch B L I $50,000.00 I $56.,000.00
2 eating ,000. $50 000.00 .000. urcharge $6.000.00 .000. ,000.
@ | FFP Installati s0.09 45 Flat Fee [~] | 000.00 || 47,500.00
¥ 0003 | Installation $50,000.00 $45 000,00 $45,000.00 at Fee $2.500.00 $45.000.00 $47.500.

Click the b n to calculate the tof mounts

: View the task item description. The description can be edited on
View the type of task X\ the BOMSOW (for mod 00) or via the Add/Edit Task Item page
item — either COM, LAB, (for Order Mods) up until an active CERT exists on the order leg.

COST, FFP, or FEE Costto Client: 7"
Total Order Cost to GSA: |5175,000.00 Total Order Cost o [0

10



Market Analysis Creation - Dollars Subform / GSA user / Edit mode / Mod 00

Current Project
Value:

¥Incremental Funding

Will this order use Grand Total for

Incremental Yes @ No PR
Funds? Incremental Funding:
Total Contractor $200.000.00

Proposed Amount:

“Fee Calculations
The following fields are used for entire Project order amounts. Task ltems marked ',

Add a ]
Task Item

Apply a single surcharge rate across all task items? Yes &

Acti F{_SC?(I Item D inti Contractor Prior Cost to GSA
cAwe Ta;e No. esczlp o Proposed Amount Increase or
v y¢ - v + Decrease *
‘ COM | 0001 |Furni 100,000.00 S
@ urniture $100,000. $80.000.00
COM | 0002 |Seati $50,000.00 e
! eatng o $50,000.00
- y $0.00
v FFP | 0003 | Installation

$50,000.00 $45.000.00

Click the button to calculate the total amounts

Calculate

¥ORDER TOTALS

Prior Order Cost to

Prior Order Cost to GSA:  |$0.00 Cliont:
Increase/Decrease Order Increase/Decrease Order

Cost to GSA: |$175’000'00 Cost to Client:
Total Order Cost to GSA:  [$175,000.00 Torghemoeaein

Client:

$175,000.00

ive" will require Fu

0% | Apply

New Task Item

Amount

-
s

$80.000.00

$50.000.00

$45,000.00

$0.00

$200,000.00 (POP From Date 02/15/2012 To 02/29/2012, Delivery Date 02/14/2012) ‘

View the Contractor Proposed Amount per task
item.

If using a Market Analysis then the Contractor
Proposed Amount is non-editable and populated
with the Task Item Quote Amounts pulled from
the winning Quote.

If using a Directed Buy then the Contractor
Proposed Amount field is editable and required
to be entered by the GSA user as negotiated
between the GSA and the contractor offline.

If using an Order Modification then the
Contractor Proposed amount is:

* non-editable for all pre-existing task items and
« editable for all newly added task items.

If the GSA user issues an RFQ on the Order
Mod, then the new Task Item Quote Amount from
the Quote document will be displayed on the
subsequent Market Analysis.

$193,100.00

$193,100.00

11




Market Analysis Creation - Dollars Subform / GSA user / Edit mode / Mod 00

Current Project
Value:

¥Incremental Funding

$200,000.00 (POP From Date 02/15/2012 To 02/29

Prior Cost to GSA field (top of stacked field) indicates the
most recent Cost to GSA taken from the last awarded
order leg. If the dollars subform is for a basic order leg

Will this order use Grand Total for

Incremental 2 Yes @ No PR
Funds? Incremental Funding:
Total Contractor $200.000.00

Proposed Amount:

“Fee Calculations
The following fields are used for entire Project order amounts. Task ltems markedf Active” will require Funding.

Add a
Task Item

Apply a single surcharge rate across all task items? Yes @ No

0% | Apply
Fiscal New Task Item
Active | Task

$ Type

s

Item Contractor

Prior Cost to GSA T fch
No. Proposed Amount Amount @mmnpeOfCharge ___Foc

Increase or
- $ Decrease ¥ #

Description

$0.00

$100.000.00 $80.000.00

$0.00

$20,000.00 $50,000.00

$0.00

$50,000.00 $45.000.00

¥] COM | 0001 | Furniture

$80,000.00 | Surcharge [~] =

[¥] | COM | 0002 | Seating

$50,000.00 || Surcharge [~] —

® FFP | 0003 | Installation $45.000.00 | Flat Fee

[=]

Click the button to calculate the total amounts

T

YORDER TOTALS The Increase or Decrease field (bottom of
Prior Order Costto GSA: [50.00 1 stacked field) displays the calculation of:
Increase/Decrease Order  537.70001 Nlew Task Item Amount — Prior Cost to GSA

Cost to GSA:
Total Order Cost to
Client:

Total Order Cost to GSA:  [$175,000.00 [5193.100.00

then Prior Cost to GSA is always $0.00.

New Task Item Amount is the new
amount of the task item. This is
the amount that will require
funding during dedication/
obligation of funds. This is also
the amount that will be displayed
on the PO for the task item.

If incrementally funding the order
then the New Task Item Amount
will be less than the Contractor
Proposed Amount.

12




Market Analysis Creation - Dollars Subform / GSA user / Edit mode / Mod 00

Current Project

Value: A
¥Incremental Funding
Will thlis order useI Grind Total:for T

ncrementa ) Yes @ No - I 4 !
I | Funding: . . .
Funds? BERRI SR If incrementally funding the task item
Total C "
ol SomIRC Rt $200,004 .00 then reduce the New Task Item Amount

Proposed Amount:

“Fee Calculations

The following fields are used for entire Project order amounts. Task ltems marked "Active” will require Funding.

Add a
Task Item

Apply a single surcharge rate acrogs all task items?

Fiscal
Active | Task l:;em
2 0.
¢+ | Type |
(V] COM | 0001
" COM | 0002
& FFP | 0003

Click the button to calct

*ORDER TOTALS
Prior Order Cost to GSi

Increase/Decrease Ord(
Cost to GSi

Total Order Cost to GSi

$200,000.00 (POP From Date 02/15/2012 To 02/29/2012, Delivery Date 02/14/2012)

Yes @ No 0%
Descriptiow Proggg ;Laxg)gunt pri?;;g:;;()o? o Nev;rMTna;uknlttem Type of Charge Fee Amount Costto GSA Cost to Client R
. 4 Decrease * $ * i , :

Furnit $100,000.00 i $80.000.00 | Surch B 1ei% I $80.000.00 | $89.600.00

urniture T : ,m T 4 urcharge m > 5 < £
[« AP S [ = nnn_nn so 00 oL nnNn_nn [ o PPy Ny m 12 % I Ul sl a W alalalalal I SSG‘OOOOO

A task item business rule enforces that the New Task Item Amount

cannot exceed the Contractor Proposed Amount. $17500.00

If the New Task Item Amount needs to be increased above the Contractor
Proposed Amount then the GSA user will need to issue an RFQ to get an
increased Task Item Quote Amount from the contractor.

This business rule enforces the data integrity of the Current Project Value
field whose calculation is based on Contractor Proposed Amount values.

o

13



Market Analysis Creation - Dollars Subform / GSA user / Edit mode / Mod 00

Current F:Irofect $200,000.00 (POP From Date 02/15/2012 To 02/29/2012, Delivery Date 02/14/2012) ‘ |
alue:

: Cost to Client displays the following calculation:
¥Incremental Funding

Will this order use Fee Al | IOU nt COSt tO GSA
2 Grand Total for
Incremental 2 Yes @ No et $175.000.00
i3 Incremental Funding:
Funds?

Total Contractor
Proposed Amount: [ $200,000.00
“Fee Calculations The Cost to GSA field is always
The following fields are used for entire Project order amounts. Task ltems marked "Active” will t S@t tO the New Task Item Amount

Add a
Task Item

Apply a single surcharge rate across all task items? Yes @ No 0% | Apply \L
Acti F}i_scil Item D e Contractor Prior Cost to GSA New Task Item T fCh Fee A C GSA I Cli
CEIVE Tas No. eschtlon Proposed Amount e Gasans At ypeoA arge ee Inount ost tAo ost ttz ient Riiove
v ygpe - v ¢ Decrease ¥ $ v ¥ v
[¥v] | COM | 0001 |Furnit $100,000.00 L $80.000.00 | Surch B 125 | $80.000.00 | $89.600.00
W urniture .000. $80.000.00 .000. urcharge $9.600.00 .000. ,600.
¥ | COM | 0002 | Seati $50,000.00 e $50.000.00 | Surch El G I $50.,000.00 | $56.000.00
eating ,000. $50.000.00 .000. urcharge $6.000.00 ,000. ,000.
@ | FFP | 0003 llati 0 30.% 5,000.00 ||FlatFee || | 5.000.00 || 7,500.00
¥ 003 | Installation $50,000.00 $45.000.00 $45,000.00 at Fee $2.500.00 $45.000. $47.500.
Click the button to calculate the total amounts
“ORDER TOT

If the Type of Charge for a task item is Surcharge then the Fee Amount column will display
an editable surcharge rate field and a non-editable calculated surcharge amount field.

Prior Order Cost

Increase/Decreat
Cost

Total Order CostIT the Type of Charge for a task item is Flat Fee then the Fee Amount column will display

an editable text field for the user to enter the flat fee amount.
14



Market Analysis Creation - Dollars Subform / GSA user / Edit mode / Mod 00

A

Current F:Im:'ect $200,000.00 (POP From Date 02/15/2012 To 02/29/2012, Delivery Date 02/14/2012)
alue:

¥Incremental Funding
Will this order use

Incremental 7 Yes @ No L l $175,000.00 B

Funds? Incremental Funding:
Total Contractor ,7
Proposed Amount: $200,000.00

“Fee Calculations
The following fields are used for entire Project order amounts. Task ltems marked "Active” will require Funding.

Add a
Task Item

Apply a single surcharge rate across all task items? Yes C 0% D E F
Fiscal .
AcEive 1;’:2?( l:iT Desc[iption Pro;():g:;;a::g:)unt Pncl)r:;g:;;oo(r;SA Nevzr];la:uknlttem Type ofACharge Fee A{nount Cost tAo GSA Cost t? Client Remove
v ygpe - v ¢ Decrease ¥ 4 v ¥ v
@ | COM | 0001 |Fumniture $100.000.00 ITM $80.000.00 ||Surcharge [+] Wm’ | $80,000.00 || $89,600.00
@ | COM | 0002 |Seating $50,000.00 T oﬁggg Click Calculate to calculate the following values:
A. Current Project Value
@ | FFP | 0003 |Installation $50,000.00 MS.Oﬁg:gg B. Grand Total for Incremental Funding
C. Increase or Decrease
Click the button to calculate the total amounts _
< 1 D. Fee Amount (when Type of Charge = Surcharge)
E. Costto GSA — New Task Item Amount
¥ ORDER TOTALS oy F. Costto Client = Cost to GSA + Fee Amount
5 rior vraer .
Prior Order Cost to GSA:  [50.00 ( G. Order Totals — The order totals are the summation
increassloctonse Nue! EETINEEEN "o*Uocere of task item values for active task items. Inactive
Total Otder Costto GSA:  [STTE0000 Total Order ¢ task item amounts are not included in Order Totals.

I
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Market Analysis Creation - Dollars Subform / GSA user / Edit mode / Mod 00

Current Project

Vel $200,000.00 (POP From Date 02/15/2012 To 02/29/2012, Delivery Date 02/14/2012)
alue:

¥Incremental Funding
Will this order use

2 Grand Total for l'—
Incremental 2 Yes @ No Incremental Funding: $175,000.00
Funds?
Total Contractor $200 000,00

Proposed Amount:

“Fee Calculations
The following fields are used for entire Project order amounts. Task ltems marked "Active” will require Funding.

Add a
Task Item < '

Click on the button to open the Add/Edit
Task Item form. The Add/Edit Task Items
form gives users the ability to add a fee-
only task item to the order.

The button is titled Add a Task Item on
Dollars subforms for Mod 00 (edit mode)
as well as the Market Analysis Dollars
Subform (edit mode) on mods > 00.

Apply a single surcharge rate across all task items? Yes @ No 0% | Apply
Fiscal ;
: It S Contract Prior Cost to GSA New Task It N 3 8
Aok | 1ok Mo, || Descrption || oot it || ‘micredsaior ot Tweeofcharge The button is titled Add/Edit Task Items
£ ype L & 5 5 2 : .
: S when the Dollars subform is accessed
- : $0.00 via an Order Mod.
[v] | COM | 0001 |Furniture $100.000.00 $80.000.00 $80.000.00 | Surcharge E__ : S— -
[¥] | COM | 0002 | Seati $50,000.00 30,00 $50.000.00 || Surch E] o I $50.000.00 | $56,000.00
eating ,000. $50.000.00 .000. urcharge $5.000.00 .000. ,000.
o $0.00
[¥] | FFP | 0003 |Installation $50,000.00 $45 000,00 $45,000.00 | Flat Fee E] $2,500.00 || $45.000.00 || $47.500.00
Click the button to calculate the total amounts
“ORDER TOTALS
Prior Order Cost to GSA:  [$0.00 SRS, %‘I’f:;:’ [s0.00
Increase/Decrease Order Increase/Decrease Order
Cost to GSA: |$175’000'00 Cost to Client: |$193’100'00
Total Order Cost to GSA:  [$175,000.00 Total Order Costto  ErgRTI o

Client:

16




Add / Edit Task Items — Mod 00 / GSA user / Edit mode

IT-Solutions Shop
G SA You are signed in as Christopher CSR ’ IT-Solutions l . . .
T T e T e I || ©0™ "9 from & Directed Buy or Market Analysis

: then the Add / Edit Task Items page only allows
T users to add a Fee-only task item.

Closseaw;glout
——— If coming from an Order Mod then the Add / Edit
Task items may be specified as "Fee-only". Fee-only task items may be used to bill the client a fee that is not di Ta.Sk ItemS page a.l IOWS users tO add non_fee_

« "Fee-only" task items can only be added to the order on the Market Analysis, Directed Buy, or Order Mo

« Task items that are not "Fee-only" can only be added to the order on the BOMSOW or Order Modificatiol on Iy taSk itemS as We" as fee'on Iy taSk items tO

the order.
Add a FEE-Only
Task Item (

" If only COM task items were awarded on mod 00

Task Items: then the user will only be able to add COM task
Fiscal items and FEE task item to the Order Mod.
Active * Task | item No.* Description * ' : _ '
Type *
I CoM 0001 Furniture n/a n/a 02/14/2012
] CcoMm 0002 Seating n/a n/a 02/14/2012
vl FFP 0003 Installation 02/15/2012 02/29/2012 n/a

Fee-Only Task Items:

Fiscal
Active * Task | Item No.* Description ¥ Billing Preference * Comments * Remove

Type

- Fee-only task items are displayed at the bottom
of the form in their own fee-only task items table. = | “°suire

This is a U.S. General Services Administration Federal government computer system that is "For Official Use Only". 17
Privacy Statement

No task items have been added.




Add / Edit Task Items — Mod 00 / GSA user / Edit mode

IT-Solutions Shop
G SA You are signed in as Christopher CSR

Add / Edit Task Items

Task items may be specified as "Fee-only". Fee-only

« "Fee-only"” task items can only be added to thi
« Task items that are not "Fee-only" can onl

Add a FEE-Only
Task Item

Task Items:
Fiscal
Active * Task | jtem No.*
Type *
V] CcoM 0001 Furniture
] CcoMm 0002 Seating
¥ FFP 0003 Installation
Fee-Only Task Items:
Fiscal
Active * Task | ftem No.*
Type

| IT Salutinne |

' Non fee-only task items on the Directed Buy or Market AnaIyS|s are
displayed in a table for review.

The Active field is the only field editable for task items added on the
BOMSOW. Edit the other task item details on the BOMSOW. Changes
to the Item No., Description, POP From Date, POP To Date, or Delivery

Date will flow down to all non-rejected documents in the order package.

Description * POP From Date * POP To Date * Delivery Date *
n/a n/a 02/14/2012
n/a n/a 02/14/2012
02/15/2012 02/29/2012 n/a
Billing Preference * Comments * Remove

Description *

No task items have been added.

Remove

» Log Out

Close Without
Saving

‘ Submit ‘

This is a U.S. General Services Administration Federal government computer system that is "For Official Use Only".

Privacy Statement

18




Add / Edit Task Items — Mod 00 / GSA user / Edit mode

Solutions Shop

Guide Me « Site Help « Contact Us « Need Assistance « Log Out

G St\ You are signed in as Christopher CSR IT-Solutions

Add / Edit Task Iltems

Close Without
Saving

Task items may be specified as "Fee-only". Fee-only task items may be used to bill the client a fee that is not directly linked to a specific task item.

« "Fee-only" task items can only be added to the order on the Market Analysis, Directed Buy, or Order Modification.
» Task items that are not "Fee-only" can only be added to the order on the BOMSOW or Order Modification.

Click the Add a FEE-Only Task Item button to

Add a FEE-Only
<

Task Items:
Fiscal
Active * Task | Jtem No.*
Type *
¥ COM 0001
2 coMm 0002
¥ FFP 0003
Fee-Only Task Items:
Fiscal |
Active * Task | Item No. *
Type
] FEE: F001

add a fee-only task item to the order.

Description * POP From Date * POP To Date * Delivery Date * Remove
Furniture n/a n/a 02/14/2012
Seating nfa n/a 02/14/2012
Installation 02/15/2012 02/29/2012
Description * Billing Preference * Comments * Remove
— © Bill entire amount
Initial Award Fee E| & ®
) Use distribution schedule

. Close Without
s | Corgm

This is a U.S. General Services Administration Federal government computer system that is “For Official Use Only”
Privacy Statement
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Add / Edit Task Items — Mod 00 / GSA user / Edit mode

IT-Solutions Shop
Youare:signod mias Cheistopiier Co IT-Solutions Guide Me « Site Help « Contact Us » Need Assistance « Log Out

Add / Edit Task ltems
Close Without
Saving

Task items may be specified as "Fee-only". Fee-only task items may be used to bill the client a fee that is not directly linked to a specific task item.

« "Fee-only" task items can only be added to the order on the Market Analysis, Directed Ruv_or Order Madification

« Task items that are not "Fee-only" can only be added to the order on the BOMSOW or Fee-only taSk |temS I’eqUIre the user tO enter:
* Item No.
Add a FEE-Only g 0
s + Description
N— * Billing Preference — select whether the client should
s be billed the fee all at once (Bill entire amount) or over
intervals (Use distribution schedule)

Active * Task | Jtem No.* Description *
Type *

V] COM 0001 Furniture ) . ) . .
= P T If Use Distribution Schedule is selected then users will

- be required enter comments which will be displayed to
v FFP 0003 Installation

the ITOMS user when processing the fee-only bill.

Fee-Only Task Items:

Fiscal
Active * Task | Item No.* Description * Billing Preference * Comments * Remove
Type
= - — _ Bill entire amount Bill half on s
[¥] FEE F001 Initial Award Fee [Z] A e S 1l ®

@ Use distribution schedule

T

- By default, the Active field for

Close Without
Saving

all new task items is checked. | submi

This is a U.S. General Services Administration Federal government computer system that is "For Official Use Only".
Privacy Statement
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Add / Edit Task Items — Mod 00 / GSA user / Edit mode

IT-Solutions Shop
Touasond s et O 'msodl Remove a task item from the order by clicking the Remove icon.

Add / Edit Task Items The Remove icon is only displayed on task items added on the
Add / Edit Task Items page. To remove a task item added on the
BOMSOW, the user must reject the active RFQ, Market Analysis,
Task items may be specified as "Fee-only". Fee-only task items may be used to b Directed Buy, etc to backup the workflow.

« "Fee-only"” task items can only be added to the order on the Market Analys
« Task items that are not "Fee-only" can only be added to the order on the B!

Awarded task items cannot be removed, however, they can be

:AddaFEE_o,,,, reduced down to zero on the Dollars Subform.
Task Item
Task Items: l
Fiscal
Active * Task | Item No.* Description * POP From Date * POP To Date * Delivery Datel* Remove
Type *
¥ COoMm 0001 Furniture n/a n/a 02/14/2012
Click Submit to validate the data and return n/a n/a 02/14/2012
to the Dollars Subform. 02/15/2012 02129/2012 n/a
New task items will be added to the Dollars
Subform for amount allocation. v
v Active * ' T;;; ' ftem No. * ‘ Description Billing Preference * Comments * Remove
Type
@ FEE | FO001 Initial Award Fee [+] | SN a2 e B %

@ Use distribution schedule

. Close Without
] Submit Saving
This is a U.S. General Services Administration Federal government computer system that is "For Official Use Only". 21
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Market Analysis Creation - Dollars Subform with Fee-only Task Item / GSA user / Edit mode / Mod 00

Current F:lm:'ect $200,000.00 (POP From Date 02/15/2012 To 02/29/2012, Delivery Date 02/14/2012)
alue:

PN H On the Market Analysis and Directed Buy Dollars
ill this order use Grand Total-for

Incremental  © Yes @ No liciinoiin Eanding: s175.000.0 Subform the Remove icon is only displayed next to

Funds? . .
orltal Conractor [0 55555 task items added on the Add/Edit Task Items page.
¥Fee Calculations Task items added on the BOMSOW can be removed
The following field d for entire Project ord _Task| ked "Active” will requir . ..
e 0:‘;/(‘1;[;g elds are used for entire fO]eCt order amounts. Task ltems marke ctive” wi requir from the BOMSOW under Certa”’] Cond|t|0nsl
Task Item
Apply a single surcharge rate across all task items? ) Yes @ No l
Fiscal .
AcEive i:gi l:legm Desc[iption Pro;:g:;a;‘::\):)unt Pn?r:;gas;;oo(ESA Nevz:na:l:(nlttem Type of‘cnarge Fee A{nount Cost tAo GSA Costt(z Client e
v ygpe - v + Decrease * $ v T v v
. 4 $0.00 12 %
@ | com | 0001 |Furniture $100.000.00 $80,000.00 $80,000.00 | Surcharge || 59560000 | $80,000.00 || $89.600.00
If task items were added on the Add / Edit | 2%
Task ltems page then they will be displayed $50,000.00 | Surcharge [~] [ s500000 | $50,000.00 || $56.000.00
on the Dollars Subform. '
B S . 2500000 $45,000.00 ||FlatFee [v] $2,500.00 || $45.000.00 || $47.500.00
@ | FEE | Foo1 |[itial Award lﬁ $0.00 |[Flat Fee 50.00 || 50.00 || 5000 | :
Click the button to calculate the total amounts T T T T T
(Calculate
~vorDER T¢ Task item attributes that are not applicable to fee-only Enter the amount of the fee-only
prior order ¢ taSK items are automatically set and disabled. task item in the Fee Amount field
IncreaselDecCrigts:eo(?srgz: |$175‘000700 IncreaselD%(g;ats;ec(l)ir:;: 15193-10000
Total Order Cost to GSA:  [$175,000.00 Total Order Cost to  ERGRATD

Client:

22




Order Modification Dollars Subform / GSA user / Edit mode

Current Project $200,000.00 (POP From Date 02/15/2012 To 02/29/2012, Delivery Date 02/21/2012)

Value:
it Fufiig An O_rder Mod DoIIarg subform displays the Add/Edit Tgsk Item button.
Will this order use Clicking this button will take the users to a page that will allow them to:
neremeny Y @ o1 . Viiew task item dates and

Total Contractor
Proposed Amount:

o * Add additional task items to the order.
¥ Fee Calculati
The following fi are used for entire Project order amounts. Task ltems marked "Active” will require Funding.

Add / Edit Calculate
Task ltem Hybrid Rates

Apply a single surchargeéte across all task items? ) Yes @ No

Fiscal

S Item Aifz] Contractor Prior Cost to GSA New Task Item .
AcEwe E;: No. Descilptlon Proposed Amount Increase or Aracaat Type of‘Charge Fee Ainount Cost tAo GSA Cost t(z Client Rofove
N % * ¥ ® Decrease * $ v T v

s

$80,000.00 12 %

COM | 0001 | Fumiture $0.00 $80,000.00 | Surcharge [~] S | $80,00000 |  $89,600.00

An Order Mod Dollars Subform displays the Calculate Hybrid Rates button. Clicking this button
will take the users to a page that will allow them to:

* View task item invoiced and billed amounts

* View task item hybrid rates

cickhe by * View task item prior flat fee amount

EEE . Reduce the value of the task item cost to the invoiced amount

~vorDER * Reduce the value of a task item surcharge amount to billed amount by applying the hybrid rate

Prior Order Cost to GSA:  [$175,000.00 e Clione S
Increase/Decrease Order Increase/Decrease Order

Cost to GSA: ]$0.00 Cost to Client: I$0'00
Total Order Cost to GSA:  [$175,000.00 Total Order Costto  [CTEEZI00.00
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Add / Edit Task Items — Order Mod / GSA user / Edit mode

GSA IT-Solutions Shop
Yousrorsigned moax Chiistophier CSR IT-Solutions Guide Me - Site Help « Contact Us » Need Assistance « Log Out
Add / Edit Task Iltems
Saving
Task items may be specified as "Fee-only". Fee-only task items may be used to bill the client a fee that is not directly linked to a specific task item.
"Fee-only" task items can only be added to the order on the Market Analysis, Directed Buy, or Order Modlf cation.
. Task items that are not "Fee-only" can only be added to the order on the BOMSOW or
Users do not have the ability to edit the
Add a COM Add a LAB Add a COST Add a FFP AddaF H
ipcon, (ghiarte | [paacoss) smare ] % ltem No. of awarded task items.
Task Items:
Fiscal
Active * Task | It i Description * POP From Date * POP To Date * Delivery Date * Remove
Typgss
Prior: 02/14/2012
coMm 0001 Furniture n/a n/a 02/14/2012
New: -
=
Prior: 02/21/2012
COoMm 0002 Seating n/a n/a 02/21/2012
New: =
=
Prior: 02/15/2012 | Prior: 02/29/2012
FFP 0003 Installation 02/15/2012 02/29/2012 n/a
New: e | New: -
)| )|
Fee-Only Task Items:
Fiscal
Active * Task | Item No.* Description * Billing Preference * Comments * Remove
Type
_ : © Bill entire amount ,
™ FEE F001 Mod Processing Fee [~] - = %
) Use distribution schedule
. Close Without
[ Submit Saving
This is a U.S. General Services Administration Federal government computer system that is "For Official Use Only". 24
Privacy Statement




Add / Edit Task Items — Order Mod / GSA user / Edit mode
|

IT-Solutions Sho i
Ly -oQugons S CFS’R — A business rule enforces that the POP From dates

ET s e of all newly activated task items must be greater

; than or equal to the POP Start date of the order
‘ Add / Edit Task Items : e
provided that an invoice has been processed

Users have the ability to edit the task item s against the order.
Description and POP/Delivery Dates on P iitioacd
awarded task items e oroertio | g0 jnvojce has not been processed against the
order, then the POP Start date is not locked down.
Add a COM J Add a LAB I L Add a FFP J \ Add a FEE-Only J
Task Item Task ltem Task ltem Task Item
Task Items:
Fiscal
Active * Task | ltem No.* Description * POP From Date * POP To Date * Delivery Date * Remove
Type *
Prior: 02/14/2012
com 0001 Furniture n/a n/a 02/14/2012
New: =
=
Prior: 02/21/2012
COoM 0002 Seating n/a n/a 02/21/2012
New: =
=
Prior: 02/15/2012 | Prior: 02/29/2012
FFP 0003 Installation N 02/15/2012 N 02/29/2012 n/a
ew: = ew: =
= =
Fee-Only Task Items:
Fiscal
Active * Task | Item No.* Description * Billing Preference * Comments * Remove
Type
@ Bill entire amount
) FEE F001 Mod Processing Fee [~] ) =
_ Use distribution schedule
. Close Without
[ Submit i )
This is a U.S. General Services Administration Federal government computer system that is "For Official Use Only". 25
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Add / Edit Task Items — Order Mod / GSA user / Edit mode

IT-Solutions Shop

G SA Yolare’signed s Chnistopher, CSR ! IT-Solutions ‘ Guide Me « Site Help « Contact Us « Need Assistance « Log Out

’Add / Edit Task Items

For newly added task items users will be required to populate the task item:

e Item No
Task items may be specified as "Fee-only". Fee o DeSC r| pt| on
« "Fee-only" task items can only be added 8 g 8
= Taak oo Wk are ot "Fos0aly cak o * POP/Delivery Date (depending on the task item type)\
Add a COM Add a LAB Add a - -
tion || s || %2 New task items do not have prior dates.
Task Items:
Fiscal
Active * Task | Jtem No.* Description * POP From Date * POP To Date * Delivery Ohte * Remove
Type *
Prior: n/a
¥ com n/a n/a N ®
ew: -
L]
Prior: 02/14/2012
com 0001 Furniture n/a n/a New: 02/14/2012
) L]
Prior: 02/21/2012
com 0002 Seating n/a n/a New: 02/21/2012
' ]|
Prior: 02/15/2012 | Prior: 02/29/2012
FFP 0003 Installation 02/15/2012 02/29/2012 n/a
New: e New: -
)| &
Fee-Only Task Items:
Fiscal
Active * Task | Item No.* Description * Billing Preference * Comments * Remove
Type
No task items have been added.
! submit | Close Without
This is a U.S. General Services Administration Federal government computer system that is "For Official Use Only". 26
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Calculate Hybrid / GSA user / Edit mode

IT-Solutions Shop
You are signed in as Christopher CSR | IT-Solutions ‘ i

Easily reduce the New Task Item
| WELCOME | ORDERS | FUNDING | REGISTRATION | contRacts | | _

Amount of a task item down to the

s task item invoiced amount by clicking
:}c.osewm,out this checkbox. Upon Submit the New
Sanng Task Item Amount on the Dollars

Thi . . ) “the order and their corresponding invoiced/billed a Subform will be upda‘[ed to the Total
cui Th|S form d|Sp|ayS Invoice and ite provided. This will ensure that the task item clie Amount |nVOiC9d.

billing information for each
awarded task item.

* CNecKIng e Cneckpox unger Apply fyoria surcnarge to Task ltem” will automatically select "Surcharge”,

the "Surcharge Rate" field dn the Order Modification page.
« Checking the checkbox under "Reduce Cost to Client Amount to Billed Amount” will automatically pla

task item, on the Order Modffication page.

) Amount to Total Amt Invoiced” will automatically place

Perform a similar action on Fee-only
E task items.

S

the "

Task Items
Fiscal Item . . . | Total Amount New Task Item Reduce New Task It Prior Total Fees Hybrid Apply Hybrid
Task No ¢ Description * Invelced ¢ A t* Amount to Total jfmnt Flat Fee * | Billed * Rate * Surcharge to Task
Type* o nvoice moun Invelcad at Fee ille ate lac
COM 0001 | Furniture $79,515.00 $60,000.00 & $0.00 | $9.,541.80 | 12.00000000000000%
COM 0002 | Seating $0.00 $50,000.00 O $0.00 $0.00 | 0.00000000000000% [
FFP 0003 | Installation $0.00 $45,000.00 [ $2,500.00 $0.00 | 0.00000000000000% T

Fee-Only Task Items
r':s':‘ Description * | Cost to Client Amount * | Billed Amount * | Reduce Cost to Client Amount to Billed Amount Eas”y copy the hybrld rate
for a task item to the task

~-NONE--

Al - item’ rcharge r n -
Click Submit to return to the S tem's surcharge rate o
Dollars Subform and apply ——>  swme | Cogiion the Dollars Subform by
the selected actions vices Administration Federal government computer system that is "For C CIICkIng this checkbox —

Privacy Statement
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Awarded Directed Buy with Dollars Subform / Client user / View mode

IT-Squtions Shop
e e ¢ Clients have the ability to view the
| weicowe | omoeRs | Reaistaton | [ ST parent forms:

Directed Buy

Directed Buy, Market Analysis, and
Order Modification.

Submitted By:  Christopher CSR at 02/07/2012
Contractor:  Steve Contractor (IT INDUSTRY PARTNERS)
Contract Number: << Open Market >>

PIID Code: A - Agreements (including basic agreements, BOAs and BPAs)
Fiscal Year of 2012
Award:

Clients see a modified version of
PIID: GS31T12BUA0001 .
Order ID:  1D31120022. Mod 000, Revision 00 the Dollars Subform speC|f|c to
o e client-facing data

Directed Buy  Directed Buy details text.
Details:

File Attachments:

General
Comments:

¥ Fee Calculations
The following fields are used for entire Project order amounts. Task ltems marked "Active” will require Funding.

Fiscal
Active Task Item No. Description Cost to Client
+ Type - s +
COM 0001 Furniture $89,600.00
COoM 0002 | Seating $56,000.00 Fee_only task |temS are
e L e b displayed to clients and included
Total Cost: — in the Client Totals (if applicable)

Prior Order Cost to Client: ~ $0.00

Increase/Decrease Order .Cosf $193.100.00
to Client:

Total Order Cost to Client:  $193,100.00
b Edit History

This is a U.S. General Services Administration Federal government computer system that is "For Official Use Only™. 28
Privacy Statement




Awarded Directed Buy with Dollars Subform / Contractor user / View mode

IT-Solutions Shop

G SA You are signed in as Steve Contractor

Contractors have the ability to view the

T N I Dollars subform on parent forms to

Directed Buy

which they are authorized to access:

Directed Buy, Order Modification

Go To Order
Package ‘

Submitted By:
Contractor:
Contract Number:
PIID Code:

Fiscal Year of
Award:

PIID:
Order ID:
Status:

Directed Buy
Details:

General
Comments:

» Edit History

¥ Fee Calculations
The following fields are used for entire Project order amounts. Task ltems marked "Active” will require Funding.

Fiscal
Active Task Item No. Description Price
$ Type - $ $
coMm 0001 Furniture $80,000.00
COM 0002 | Seating $50,000.00
FFP 0003 |Installation $45,000.00
Total Order Amount: $175,000.00
Prior Order Cost to GSA:  $0.00
Increase/Decrease Order Cost
to GSA: $175,000.00
Total Order Cost to GSA:  $175,000.00

Christopher CSR at 02/07/2012

Steve Contractor (IT INDUSTRY PARTNERS)

<< Open Market ==

A - Agreements (including basic agreements, BOAs and BPAs)

2012 Contractors see a modified
GS31T12BUA0001 version of the Dollars Subform
ot M specific to contractor-facing data

Directed Buy details text.

File Attachments:

29
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A
G Sb\ U.S. General Services Administration

Federal Acquisition Service

Questions & Support

» For questions regarding AAS Policy please contact
randy.matlack@gsa.gov or robert.niewood@gsa.gov

» For questions regarding the RBA Dollars Subform training
module please contact RBA Technical Support:

* Phone: (877) 472-4877
 Email: AASBS.helpdesk@gsa.gov

?




