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* Note – Red Headings     indicate required fields.





GSA ORDER SPECIFICS


Region: Required. Select your Region (defaults to region of creator).


Program: Required. Select the GSA program for the order. 


FISSP orders provide services.


FAST orders provide commodities.


Expanded Services is contract based on telecommunications.


Territory: Required. Taken from regional profile based on the region field.


Client Order ID: Not required at this time.  


Character limit: 12       max.  If left blank, you will NOT be allowed to select contractors on the BOM/SOW.  Client order ID for each task MUST be unique.


MOU Number(s):     defaults to the Memorandum of Understanding (MOU) from client’s profile.








GSA ORDER SUPPORT


MOU Attachment(s): can only be seen by GSA and Clients


Cust Svc Rep: Required. Defaults to CSR in GSA Cust Service Rep field. Select an individual or group.


Cust Svc Rep 2 & 3: Not required. Used for alternative CSRs. Select an individual or group.


Fund Manager: Required.  Select an individual or group.


Contracting Officer: Optional, select an individual or group.


Alt Contract Officer: Optional, select an individual or group.





CLIENT PEER ACCESS


Client peers are additional individuals, other than the client reps, who have been granted read access to the order. Peers can be added or changed by the client representative or the CSR. 





Peer Access List: Includes members of the same organization as the client with read access to the order.


Additional Access:  Additional users outside the client's organization which the client authorized to have read access to the order. (User names are manually entered, and must exactly match how they are registered)








SAVE AS DRAFT BUTTON


Saves COI without validation check


When new or in draft status, the Client Order Information will have a "Save as Draft" button and a "Proceed to BOMSOW" button.


You will need to return to the COI draft at a later date and complete the COI. Drafts that are not modified for 30 days are automatically canceled.








PROCEED TO BOMSOW BUTTON


Performs a data validation check before saving


Will automatically save and submit the COI and open a new BOM/SOW in edit mode


Only click when you are ready to enter requested materials or services 


A "Submit" button will replace the "Proceed to BOMSOW" and "Save as Draft" buttons when the COI is edited in the future.


If submission is not instantaneous a “Please Wait…” message displays to prevent you from submitting twice.








CLOSE WTIHOUT SAVING BUTTON


Will cancel the ordering process. No data will be saved.








HOT TIP


GSA Order Support personnel are based on regional lists.  This list can include groups.  You can assign/select a group to CSR or FM but must assign/select an individual on the CERT.
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Hot Tip 


Normally, the client order ID follows a pattern established by the regional office for uniquely identifying this order in ITSS. Client Order IDs must be unique and no more than 12 characters. You will receive an error message if you submit a COI with an order ID the same as another order.  
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NEXT STEPS


After completing the COI, a Bill of Materials/ Statement of Work (BOM/SOW) must be created. A BOM/SOW is created when the ‘Proceed to BOM/SOW’ button is clicked.
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NEXT STEPS


After completing the COI, a Bill of Materials/ Statement of Work (BOM/SOW) must be created. A BOM/SOW is created when the ‘Proceed to BOM/SOW’ button is clicked.


See “ITSS Quick Guide – BOM/SOW”
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Hot Tip 


Normally, the client order ID follows a pattern established by the regional office for uniquely identifying this order in ITSS. Client Order IDs must be unique and no more than 12 characters. You will receive an error message if you submit a COI with an order ID the same as another order.  





HOT TIP


GSA Order Support personnel are based on regional lists.  This list can include groups.  You can assign a group to FM or CO, but specific individual must be assigned on the CERT.
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SAVE AS DRAFT BUTTON


Saves COI without validation check


When new or in draft status, the Client Order Information will have a "Save as Draft" button and a "Proceed to BOMSOW" button.


You will need to return to the COI draft at a later date and complete the COI. Drafts that are not modified for 30 days are automatically canceled.








PROCEED TO BOMSOW BUTTON


Performs a data validation check before saving


Will automatically save and submit the COI and open a new BOM/SOW in edit mode


Only click when you are ready to enter requested materials or services 


A "Submit" button will replace the "Proceed to BOMSOW" and "Save as Draft" buttons when the COI is edited in the future.


If submission is not instantaneous a “Please Wait…” message displays to prevent you from submitting twice.





CLOSE BUTTON


Clicking Close will cancel the ordering process. No data will be saved.











