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Directed Buy Training Module Overview 
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Description:  This training module will take you step-by-

step through the Directed Buy document 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.  



Directed Buy Glossary 
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Term Definition 

Directed Buy Creating a Directed Buy on the basic mod (00) bypasses the RFQ process - a 

single contractor is selected on the BOMSOW to be issued the order directly. 

Dollars Subform The Dollars subform has fields for capturing costs, fees, totals, and other 

money-related values.  The Dollars subform needs to populated and submitted 

prior to certification of funds. 

Flat Fee A type of GSA Fee where the client is charged a flat rate.  Flat fees are billed 

to the client upon acceptance of the first invoice against the task item. 

Surcharge A type of GSA Fee where the client is charged a calculated percentage of the 

task item cost. 

Surcharge Amount The calculated product of the cost of the task item times the task item 

surcharge rate. 

Surcharge Rate A percentage used to calculate the GSA Fee if the type of fee for the task item 

is Surcharge.  



Directed Buy Privileges 
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User Role | Action Create Edit View 

GSA user 
*   

Client 
 

Contractor 
** 

*Cannot create Directed Buy if „Publish in e-Buy‟ field on BOMSOW set to „Yes‟ 

 

**Can only view Directed Buy if they are the first selected contractor on the BOMSOW 
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Directed  Buy / Order Package View / GSA user / View mode 

Click on the Directed Buy link in 

the Order Package View to open 

an existing Directed Buy in view 

mode. 



Within the Pre-Award Workflow Context 
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Creating a Directed Buy 

bypasses the Request for Quote 

process and a single contractor 

is selected on the BOMSOW to 

be issued the order directly 

Directed Buy documents can only be created on the basic order leg (mod 00) 

Users can add 

fee-only task 

items to the 

Directed Buy 

GSA users enter Contractor Proposed Amounts for each task item directly into the Directed Buy 

Dollars Subform. A Dollars subform is also displayed on the Market Analysis and Order Modification 

forms. 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. 



Creating a Directed Buy 
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To create a Directed Buy, GSA users 

click the Directed Buy button on 

BOMSOW. If the Publish in e-Buy 

field on the BOMSOW is set to Yes, 

the Directed Buy button will not be 

available.  



Create Directed Buy / Top 1/3 of form / GSA user / Edit mode 
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The Contractor selected on the 

BOMSOW is automatically pre-

populated as the Contractor 

Select a Contract Number, 

PIID Code,  

Fiscal Year of Award, and 

Contract Type 

GSA  user must enter details about the 

Directed Buy in the text area or attach a file 

The system will automatically generate a 

standardized Procurement Instrument 

Identification Number (PIID) upon 

submission of the Directed Buy 

File attachments have a maximum size limit of 50 MB per file. 

File attachments must have a unique filename within the entire order. 



Create Directed Buy / Top 1/3 of form / GSA user / Edit mode 
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If the winning quote/offer references a contract 

number that is „Pending Approval‟ you will not be 

able to proceed until that contract number is 

approved and available for selection. 

 

If the winning quote/offer references an existing 

contract number (for example, a Schedule or 

GWAC); you will be given the opportunity to 

select a from a list of PIID Codes, two of which 

will result in a 13-character PIID (these are “NA – 

Delivery/Task Order” and “NA – BPA Call”.  

There is a third option “A – Blanket Purchase 

Agreement under a Schedule contract” but this 

will generate a 14-character PIID. 

 

If the winning quote/offer does not reference an 

existing contract number and instead is listed as 

„Open Market‟; you will be given the opportunity 

to select from a different list of PIID Codes, all of 

which will result in a 14-character PIID number. 

PIID is covered in detail within the 

Standardized Numbering 

Conventions training module. 



Create Directed Buy / Middle 2/3 of form / GSA user / Edit mode 
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If indicated that Fair 

Opportunity was properly 

conducted, then a Number 

of Bids received field will be 

displayed and required. 

 

If indicated that Fair 

Opportunity was not 

conducted then Exception 

and Justification fields will 

be displayed and required. 



Create Directed Buy / Bottom 3/3 of form / GSA user / Edit mode 
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Dollars 

Subform 

The Dollars Subform is 

covered in detail within the 

Dollars Subform training 

module 

Click Submit to save the Directed 

Buy and proceed with creation of 

the Certification of Funds 

document 



Directed Buy Status Glossary 
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Status Definition 

In-Process Initial starting status of Directed Buy. 

Ready Directed Buy has been submitted, GSA approval is not required and is 

ready for Certification of Funds. 

GSA Recommended Directed Buy has been submitted, GSA approval required. 

Approving Official Accepted Approving Official has accepted Directed Buy and is ready for 

Certification of Funds. 

Recommendation Rejected Approving Official has rejected Directed Buy.  Order cannot proceed to 

Certification of Funds.  GSA user must create either a new Directed 

Buy or new RFQ.   

Rejected GSA user rejected Directed Buy.  Order cannot proceed to the 

Certification of Funds.  GSA user must create either a new Directed 

Buy or new RFQ.   



Next Steps… 
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After a Directed Buy is 

submitted the user is able to 

create a Certification of Funds 

(CERT) document 

All task item details (item no., description, pop/delivery date, and 

active flag) are locked-down as non-editable when a CERT is 

created. Only active task items go on to the CERT for funding. 
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U.S. General Services Administration 

Questions & Support 

 For questions regarding AAS Policy please contact 

randy.matlack@gsa.gov or robert.niewood@gsa.gov 

 For questions regarding the RBA Directed Buy training 

module please contact RBA Technical Support:  

 Phone: (877) 472-4877 

 Email: AASBS.helpdesk@gsa.gov 
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