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Introduction - Entering the VBR

The Virtud Bidroom (VBR) isaNava Supply Systems Command (NAV SUP) response to the
Navy’sinitiative to convert commercia contracting activities (solicitations, proposas, and
awards) from the traditiona paper process into el ectronic commerce.

In this environment, al time delays due to surface mail, courier services, and copying and
packaging of documents (both government and commercid) will be diminated. Vendors will
have ingtant eectronic access to NAV SUP solicitations and amendments in the same hour that
they are posted. They will be able to download these solicitations into their own persond
computers, and submit proposas directly into a secure server at NAV SUP, where their
proposal will be protected and restricted from access by any outside agent or activity. Any
amendments to a solicitation will aso be transmitted directly by e-mail to any vendor who has
expressed interest in that solicitation.

The system adminigtrator for the VBR is a non-Government employee contractor, operating the
system under contract with NAVSUP. The contractor (Information Spectrum, Inc. of
Annandde, VA) will have access to the secured server where proposals and/or quotes will
reside, but will only access proposas or quotesin the event of a syssem mafunction. Prior to
uploading a proposa, the vendor will be reminded of this, and required to acknowledgeit.
Otherwise he will have the option of canceling the solicitation upload, and submitting his
proposa through whatever dternative means the solicitation might permit.

This manud isintended to asss dl interested commercid vendorsin working with the VBR. It
describes the fundamenta procedures associated with entering the VBR, viewing and
downloading solicitations, and uploading proposasin reponse. The sections of this manud
have been organized to correspond to the “hot” buttons at the top of each active interna page
of theVBR.

A phone number and an e-mail address for more detailed questionsis provided. The best
learning toadl is hands-on familiarization, however, which can begin right now.
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The VBR is accessed through the Nava Logigtics Library (NLL) on the WorldWide Web.
Any computer system which provides access to the Internet will dlow you to enter the Site, and
will dlow you to view and download solicitationsin the VBR. The full dectronic address for the

VBRis: http://nll.navsup.navy.mil

Thiswill bring you to the NLL Homepage, as shown in the figure above. This screening page
asks you to identify yourself as a government or commercid user. Accessto the commercia
sde of the NLL is unrestricted, and can be entered smply by clicking on the blue ova labeled
“Commercid.” (Note that the page offers the opportunity for downloading the Adobe Acrobat

Reader, through a direct connection to the Adobe Website.)
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From the commercia side of the NLL Homepage (shown above), place the cursor on the
button that says “Virtud Bidroom”, click the mouse once, and you will move to the VBR

Homepage.

Button 1: “Virtual Homepage”



@ FIRST click here for Instructions on using the Virtual Bidroom.

VIR’I UAL BIDROOM

Join the l‘aperle*;i Environment

Digital Certificate

Solicitations
Eng. Drawings
Solicit. Questions
Solicit. Response

Freq. Asked Ques.

Thisis probably the page that you should bookmark on your Web browser, enabling rapid
return to the VBR in the future.

The VBR Homepage (shown above) has three basic sections. At the top, the user isinvited to
click for ingtructions on how to use any agpect of the VBR. Theingdructions are minimd, but
they answer basic questions, and alow the viewer to get a sense of what each button will
provide. Furthermore, a“hot button” on the ingructions page will dlow you to download the
current verson of the Vendors Guide to the VBR, acopy of which you are reading right now.

Along the left Side of the homepage are atotal of six buttons, which can be used to move
directly to specified VBR capabilities. At the bottom, a series of linksis provided for userswho
might desire to access other Sites associated with Navy Logisticsissues. To enter the
“ingructions’ option, click on the underlined dlick here.



Virtual Bidroom Instructions

Afttaining a Digital Certificate

STEF ONE: vou must use Metscape 4.05 or better. If you are not using Netscape 4.05, or
better, you cannot request a digital certificate. For the newest version of the MNetscape browser,
click here. Be sure to download Metscape with Strong US/Canada-only Encryption.

MNotice: while applying for a digital certificate, all vendors must apply as an "Organization." Failure
to apply as an "Organization” will result in a cerificate that does not work. Click here to see the button
to use once you are at the Mavy Aguisisitan Pkl page.

Cnce you have the proper Netscape browser, apply for a Digital Certificate by going to
ey, kil navy. mil.

B For AOL users, go to Keyward Metscape' ta attain the newest version of Metscape.

STEP TWO: send a Digital Centificate Letter to Joyce DeTolla, Code: 035X The signed letter

needs to be on company letterhead and can be faxed or mailed. The letter can be faxed to
(71716056423, Attention: Joyce DeTolla; or it can be mailed to:

Maval Supply Systems Cormmand
Attention: Joyce DeTolla
5450 Carlisle Pike, P.0. Box 2050
hWechanicsburg, PA 17055-0791

Theingructions are amuch smplified summation of the proceduresin the Vendors Guide. The
purpose of this page isto provide rapid access to minimum essentid information. It isnot
necessary to re-enter the ingtructions page every time the VBR is entered. However, the
ingructions page can be avauablefird line of trouble-shooting if problems arise during attempts
to implement any VBR procedures. Changesto any of the VBR pages will immediatdly be
noted and clearly identified on the ingtructions page. The Vendors Guide will be brought up-
to-date soon thereafter.

STEPS ONE through THREE of the instructions summearize the Netscape Browser
Requirement and the Digita Certificate procedure, which are described in detail in “Button 77
of thismanud. It also providesdirect hot-links for obtaining an upgraded browser and/or a
Digita Certificate.

STEP FOUR describes how to view solicitations listed in the VBR. (“Button 2" of this manua)
STEP HVE has procedures for ordering engineering drawings on CD-ROM. (“Button 3”)

STEP SIX provides access to a posting of any vendor questions and government answers for a
particular solicitation. (“Button 57)



STEP SEVEN deds with dectronically submitting a proposal in response to a solicitation.
(“Button 67)

SECTION EIGHT smply provides areminder that any amendments will automaticaly be
provided to any vendor registering an e-mail address for that solicitation.

VIRTUAL BIDROOM
T

Join the Paperless Environment
Digital Certificate : - F 3

Solicitations
Eng. Drawings
Solicit. Questions

Solicit. Response

Freq. Asked Ques.

42! 1 MWaval Supply Systems Command, 5450 Carlisle Fike, Mechanicsburg, P, T|]r these links!
f@% Questions or comments regarding this senice™ Email Lou Manuel -
?qn{f" orcall 717 5051242 Visitor Count: 250 |CI||:k Here | j
Home Page 39 Last Modified DB/10/20 10:45 AM

As dtated previoudy, the sx buttons on the left-hand side provide direct access to specific VBR
functions, corresponding to button two through seven on the sub-pages. Vendors aready
familiar with the VBR can move directly into any section, and even bookmark their browsers for
direct and immediate access.



The suggested links in the bottom right corner offer the vendor the opportunity to transfer
directly to other Web stes of possible interest, such as these:

Click Here |

MLL Homepage

MNAYSUP Homepage

CUADS Library

SPECs/STDs

Mavy Directives

ABM

LIS Mawy Online

MAYICP

MECOD

BEUPERS

Asst. Secretary of the MNavy
MNAWVAIR Instructions

DaoD Directives (1000.1 - 4399.99)
DaoD Directives (5000.1 - 8999.99)
Dol Fublications

Button 2: “ Solicitations”

Virtual Homepage Solicit. Questions

Solicitations NAVICP Solicitations .  Solieit. Response

Eng. Drawings — Digital Certificate
i Freq. Asked Ques. ~ SPI/TMCR

Date: Jun. 17. 1999 Time: 07:36 AM (EST)

B Welcome to the NAVICP Solicitations On-Line. We are posting all Manual Solicitations.
This encompasses solicitations with unique qualities that preclude posting the solicitation in
full text on any other website.

P Below is a brief description on how to use this Manual Solicitations Module:

1) Enter your email address on the following page. Double check your email address for
accuracy to ensure that any amendments to solicitations will be sent to the correct email
address.

2} After entering your email address, you can customize your search. To view all of the

solicitations that are available, click on the "Find It!” button located at the bottom of the
following page.

Continue |



Clicking the second button (“ Solicitations’) on the left-sde of the VBR homepage will bring the
vendor to the Solicitations homepage, as shown above. Note that the top of this page offersthe
eight hot buttons, which will enable the vendor to ether return to the VBR homepage, move
directly to the ingructions page, or move directly to a different VBR option without returning to
the homepage. This eight button sequence form the basis for the structure of this manud.

The ingructions on this page remind the vendor of the need to accurately register his e-mall
address, and the procedure for viewing solicitations. Click on “Continue’ at the bottom of the
page to move aheed to the listing of solicitations.

P To view all Solicitations first enter your email address, then click on the "Find It!" button
below or, for a more detailed search, use the optional fields.

Email Address |

Enter a Solicitation Number |
Enter a FSC l—
EntecaNHN |

Enter a Search Keyword I

Choose an lssue Date IAII vI

Enter a Closing Date I Format: yyyy/mm/dd
Choose a Category |Al |
Choose a Status IAII =

Find Itl | Resst |

Thefirst entry field on the screen aboveis for the e-mail address of the vendor, and isa
mandatory requirement. Thise-mail addresswill be used by NAVSUP for dl future
communication concerning this solicitation - amendments, drawings, withdrawals, etc.
Attempting to search out solicitations without providing an e-mail address will generate an error
message, and areturn to this page for an email entry.

The vendor should be sure that the holder of the e-mail address entered will be identified by the
government as the vendors representative for any future communication concerning the
solicitation. The government’ s respongbility islimited to ensuring thet any new information
pertaining to a given solicitation is promptly transmitted to the e-mail address provided.



The remaining eight fieds offer the vendor different options for limiting his viewing of listed
solicitations. A vendor may enter as many or asfew ashe desres. If none of the eight fields
are used, the default values of “All” in severd fidds will ensure that every solicitation in the VBR
will be returned in response to the query.

- Entering a specific solicitation number will generate a response of only the requested
solicitation. The solicitation number must be entered as 13 consecutive characters, with
no spaces or dashes.

- Entering a FSC will limit response to only those solicitations classfied by that FSC.
The FSC must be entered as a 4-digit number, with no spaces or dashes.

- Entering aNIIN will limit response to only those solicitations classified by that NIIN.
The NITN must be entered as a 9-digit number, with no spaces or dashes. Note: Ina
solicitation covering multiple NI1INs, only the primary NIIN will be listed with the
solicitation. It is therefore possible to search for aparticular NIIN and be told that there
are no solicitations available, when in fact that NIIN was part of a packaged solicitation.
Buyers have been advised to enter any secondary NIINs as

“keywords’, so that entering aNIIN both in this category and the one immediately below
should protect the vendor againgt this circumstance. But it cannot be guaranteed.

- A “Search Keyword” will attempt to match the entered keyword(s) with alist of
keywords generated by the buyer at the time the solicitation is uploaded into the VBR,
and lig dl solicitations identifying that keyword.

- Sdecting an “Issue Date’ has a default value of “All”. Clicking the down-arrow to the
right of the word “All” will open amenu of dl dates on which solicitations were uploaded
into the VBR. Sdlecting a specific date from that menu will generate only those
solicitations issued on that date. Only one Issue Date may be entered at atime -
searching multiple Issue Dates will require multiple searches.

- Entering a“Closng Date’ will provide aresponse of dl solicitations which close on that
date or later. It will not show solicitations which are dready closed, or which will close
before the selected date. Besides solicitations which are currently open, the NLL aso
contains solicitations which have been closed for up to 60 days, and will provide them as
well, unlessa“Closing Dat€’ is pecified.

Choose a Category



AMMUNITION
COMPETITIWVE
MUCLEAR
SOLESOURCE
TRIDENT

- “Choose a Category” has adefault vaue of “All”. Clicking the down-arrow to the
right of the word “All” will open a menu that alows the vendor to limit the response to
only “Ammunition”, “Trident”, “Nuclear”, “Other - Competitive’, or “Other - Sole
Source’ solicitations.

- “Choose a Status’ has adefault value of “All”. Clicking the down-arrow to the right of
theword “All” will open amenu that alows the vendor to limit the response to ether
“Amended” or “Not Amended” solicitations.

After the nine fields have been filled out or bypassed (remember, only the firgt is mandatory),
the next option is the two gray buttons at the bottom of the page.

- “Fndit” will initiate the search, and return aliging of dl solicitations meeting the search
criteria

- "Resst” will clear dl of thefidlds listed above except for the e-mail address. This
button is useful after completing a search, and using the “Back” function on the browser
to return to this page to initiate another search. If the new search should be associated
with a different vendor e-mail address, that field may dso be modified at thistime.

& NO RECORDS WERE FOUND MATCHING YOUR SEARCH CRITERIA

FHeturn to Previous Page

If no solicitations in the VBR match the specified criteria, the above screen will be returned.
The only options available at this point are either to click on * Return to the Previous Page’,
where the search criteria can be corrected or amended, or to use one of the eight buttons at the
top of the page to move to a different section of the VBR.



ANMMU. g ¥ 0

Document Num |Sum g:;i ‘Issue Date | Closing ‘FSC‘ NIIN Amended Drawings
INOO10499RK025 | ¥ | 2549K |1999/05/21 |1999/06/21 (5340 010969498 | Y | ¥
INOD10499RK023 | Y | 349K |1999/06/02 1999/06/17 1377 | TBA | NA | N
INOO10499RK024 | ¥ | 572K |1999/05/25 1999/07/12 (1377 | TBD | NA | N
INOD10499RKO018 | Y | 678K |1999/05/25 1999/07/09 1377 011493516 NA | N
OTHER COTTZHViviy
Document Num |Sum ;:li ‘lSSUE Date | Closing ‘FSC‘ NIIN Amended |Drawings
NOU38399R0022 | Y | 2300K |1999/02/16 |CLOSED |NA | NA | Y | N
INOO10499RFA03| ¥ | 916K |1999/06/01 |1999/07/15 6150 LLHB40150 NA | ¥
INOO10499RC903 | ¥ | 317K |1999/02/18 |1999/06/21|4220 014446260 Y | ¥

Return to Previous Page |

If solicitations are found which match the specified search criteria, they will be shownin the
format above.

Severd of the table headings (“ Document Number”, “Issue Date’, “Closing”, “FSC”, and
“NIIN") are sdf-explanatory. “File Sze’ isincluded to advise the vendor of the available
storage required to successfully download the solicitetion.



Virtual Enmepngc ++|-5- Solicitation Summary for Solicitation NOD10499R K018 - Netzcape [N [=lES

SR T Solicitation Summary

Eng. Drawings NOO10499RK018

PAPER COPIES OF THIS SOLICITATION ARE NOT AVAILABLE

AND WILL NOT BE PROVIDED. COMPETITIVE. "DRAWINGS MAY

BE OBTAINED FROM BUYER". THIS IS AN EXPLOSIVE DEVICE.
7 Solicita| FAT (575,000 EVALUATION COST), LAT, AND CDRLS ARE
REQUIRED. CLASS C EXPLOSIVE, 1.3 HAZARD CLASS. THE NET
EXPLOSIVE WEIGHT IS .288 LBS PER UNIT. A PREAWARD
SAFETY SURVEY IS REQUIRED. ITEM DESCRIPTION - MK
113.0. WORD/DROGUE RELEASE ASSY, MF67 QTY: 56

B If drawings a
To download «
You may also

Document Num (Sum ;:Izi ‘lSSlIE Date | Closing ‘FSC‘ NIIN Amended |Drawings
|W| Y | 2549K |1999;u5;21 \1999;‘05;21 |53m |u10959493| Y | Y
INOO10499RK023 | Y | 349K [1999/06/02 1999/06/17 1377 | TBA | MNA | N
|W| Y | 572K |1EIEIEIr'l]5,-'25 \1999;0?.a‘12|13??| TBD | N/A | N
INO010499RK018 | Y | 678K |1ggg;u5;25 \1999_.fu?m9|13?? n1149351ﬁ| NA | N
OTHER CQIZH
Document Num (Sum g:lzi ‘Iﬁu&[ﬁiat& Closing ‘FSC‘ NIIN Amended |Drawings
N0038399R0022 | Y | 2300K |1999/02/16 CLOSED |NA | NA | Y | N
INOO10499RFA03 | Y | 916K |1999/06/01 |1999/07/15 6150 |LLHB40159| NA | Y
INOO10499RC903 | Y | 317K [1999/02/18 1999/06/21|4220 014446260 | Y | ¥

Return to Previous Page |

Thefidd “Sum” stands for “ Summary”, and will contain either a“Y” or an“N”. A*“Y”
indicates that a narrative summary of the solicitation content has been prepared, and may be
viewed smply by dlicking onthe“Y”. An“N” indicates that no summary has been prepared
for thissolicitation. NOTE: Thissummary is not the same as the summary text which is
prepared for the Commerce Business Daily. It isa 100-word narrative with sufficient detail to
enable a vendor to determine whether or not this solicitation might be of interest to him.

Thefidd “Amended” will dso containa“Y” or an “N”, indicating whether or not the basic
solicitation has been amended. Clickingona*Y” entry will make afile of al anendmentsto
that solicitation available for immediate download. Note: thisfied isintended for viewing by
potentidly interested vendors, but is not the primary means for disseminating amendments.
Vendors will receive any and dl existing amendments at the time the basc solicitation is
downloaded, and any subsequent amendments will be automatically transmitted by e-mail.



&P Step One

Lisers wishing to u=e this RANICP BOSET Ordenrg Feature musl hawe a valid Commemial and Govermment Enfity (2AGE] Code Requesis fom comraclors who
donnl haws g valicd CAGE Code will o ba sceepted. To apply tora CAGE Code, please clok beiel IFthe bidset thal gou ane requesting conzrs Miitay Cotical
Technical Data fMCT) @ walid OO Form 3345 Certfication Mumbar is also required. Mon-walid Cenification Mumbers will be deried. To apply for a Cedification Mumber,
plea=e click here!

€3 5icp Two

B i oider 10 process your request, please complets thie Nelds below. ee Indicafes a ragquined Neld

= First Hame: == Last Hame: |
s CAGE CODE: == Solicitation Mumb er:

Il you are = government buyer =ubmitfing o request for = vendor, plea=e check henslT

H you wan a copy of the sdicitation, pleasa chack haral T

SUEMIT | RESET ]

Inthe“Drawings’ field, a“Y” indicates that there are engineering drawings associated with this
solicitation that are not dready included in the solicitation itself. Clicking onthe“Y” will take
the vendor to a page which will dlow him to order those drawings on-line, for subsequent
delivery in CD-ROM format. The procedure for ordering engineering drawings from this page
isidentica to accessing the engineering drawing page through “Button 3" at the top of the page.
The procedure for completing an order is discussed in detail in the next section of this manud.

Solicitation: NO0O10499RK018

Section A: Section H:

Cover Sheet MIIRE 018 pdf Special Provisions mI9rk018h.pdf
gs;::l?n;]sfﬁﬁ:ewices & Prices m33rk018b.pdf a:zc;ir{éluldé Materials 3 3rk0 181 pdf
geegnt:ir?p;:i;:r; and Specification R0 e pde Eiztctni?a:t;je:lchments m93rk0181 pdf
gfecsni:n:;t[i]n:nfpackingﬂranspnnatinn m33rk018d pdf g:;:iansgnT;tinnsICertstther m39rk 018k pdf
ag;g;lilﬂﬁ:and Acceptance A et az;:rtl.ligt“sflt_l:nnditinnsﬁ\lutices m3 k018l pdf
?iﬁnc;ig’;]Di:liueries mo ok U1 ERpt g:acltl.li:tli]nnmizactnrs far Award m33rk015m pdf

Section G:

Accounting Data m3k018z pdf [Amendments: N/A

View the Entire Solicitation: M93EE 012 FDF




To download a solicitation, or a portion thereof, the vendor should click on the solicitation
number itsdf. Thiswill take him to the screen above, which offers severa features.

Thefirst isareminder that the documents are available only in Adobe Acrobat Reader format,
which can be obtained a no cost over the Internet. A vendor who does not yet have this
reeder can obtain it by clicking on the light-blue “ Adobe Acrobat Reader”, and following the
subsequent instructions from Adobe.

The second feature is aline which says, “If you have any questions about this Solicitation,
please click here” Clicking on “here’ will initiate e-mail which is pre-addressed to the buyer
responsible for the solicitation itsdlf.

The Solicitation Summary then gppearsin its entirety, followed by a breakdown of the complete
solicitation by sections. Any section which is accompanied by light-blue underlined identifiers
can be downloaded from the VBR into the vendor’s PC asmply by clicking on the underlined
portion. The downloading process begins autometicaly after clicking.

® There has been an Amendment to this Solicitation!

This Solicitation has an Amendment. In order to view the entire Solicitation you will have to
view both the Solicitation and the Amendment by clicking on the links below.

| Solicitation | Amendment

| P99R1234B.PDF |  TEST.PDF

Solicitation Home Page |

Asaminimum, the individudly downloadable portions will include “ Section A: Cover
Sheet/Amendments’ and another section called “The Entire Document”. In some solicitations,
Section C, Section M, or others may aso be available for separate viewing or download if the
buyer has provided for it. It isimportant to note that al amendments will be included when the
“Entire Document” is downloaded. Consequently, it is never of any value to download
“Section A” a the same time “ The Entire Document” is downloaded.

After downloading is completed, the vendor can either click the “back” button on his
Web Browser to return to the listing of solicitations, or he can use one of the eight buttons at the
top of the page to move to a different section of the VBR.



Button 3: “Engineering Drawings’

= ATTENTION USERS: Currently, this module is for Mechanicsburg bidsets only® If you are applying for a Philadelphia bidset,
please follow your normal procedurs.

ANT MOTICE " INFORTANT NOTHZE **" IMFORTANT MOTICE

SolicEalions mlessed by the NAVICP do rof sways bawe o bideel asaaciated wih theire Some solicitations ane gole souee of imied compsiibe in naiure. Befor yau
o arey further, plaase answar tha fallmwing quastions:

4] IT o wlenecad 1k galiciation in the Commence Businese Daldy [CBDN, did you check to 56 ITH comsined Note 22 (which indicates that this solicitallon & Tor @ qale
spurceflniad comgenva item)?

b 11 o weetend 12 galicialion through NECD (Mawy Elscinonic Commeme Daing), did you e seelion 22 of ke saliciabion of check under the header "Ling lerm
Faparwnri Requrad® to se= if drawings am avalabke?

IF MO DRAVANMGE ARE LIZTED M SECTION 2.2 DR LNDER THE LME ITEMW PAPERWDRK RECURED HEADER OF THE SOLCTATION OR MOTE 22 15
FPRESENT IM THE CBD NOTICE - MO DRAMINGS EXIST

DO WNOT PROCEED WITH YOUR RECLJEST FOR & BIDSET.

CONTIRLIE I

Thefirgt stlep upon arriving at the Enginearing Drawing page is to ensure thet there are actualy
engineering drawings to be ordered for a particular solicitation. Drawings may be ordered
through the VBR even if the solicitation itsdf is not listed with the VBR i.e., asolicitation listed
on the NECO Website, or published in the Commerce Business Daily (CBD). The warning at
the top of this page declares where the question of “drawings?’ can be answered in any of
these circumstances. After ensuring that drawings do in fact exist, the vendor pressesthe
“Continue” button at the bottom of the screen to move on with the ordering process.

The NLL will eventualy make engineering drawings available for direct down-load. At this
time, however, ordering CD-ROM s s the only available source of drawings. An“N” indicates
that there are no drawings for this particular solicitation, and no attempt should be made to
order drawings.



n Step One

Ugiers wighing 1o uge this MAWICP BIDSET Diderfg Fesfute must have 8 wald Comimeicial and Govermert Enity [CAGE) Code. Requests fFom Contractons s
o vl hawa & valid GAGE Coda wall not ba acceptad. To apply for a CAGE Code, please click benal Ifthe bidset thad you am mcuesting cordains Wilidary Criticsl
Technical Dista (MCT) a valkd DO Forn 2345 Cerdficalion Murmber is alzo required. Mon-valid Cedification Mumbers will be denied To apphy for 2 Cedrdication Mumber,

alaase plick kel

€D Step Two

™ In onder bo procass pourraquest, plagse complate the falds balow. = Indicsias & required fisld

=s Firs! Mame: | s Last Name: I

=« CAGE CODE: ws Solicitation Mumber: |

Fyou are & geemenert buyer submitteg & request for g vendor, please check herel I

I you wart & copy of the splictalion, pleage check heral ™

SLIBMIT I RESET

The next sep isto ensure that the vendor has avaid Commercia and Government Entity
(CAGE) Code. Furthermore, if the requested bidset contains Military Criticad Technicd (MCT)
Data, avdid DD Form 2345 Certification Number is dso required. Step One on this page
provides a click here interface to assst any vendor who does not aready meet these
requirements.

Sep Two, the actud request for drawings, is next to be completed. Any fidd marked with two
red dots is amandatory field, and must be completed. The vendor must enter both hisfirst and
last names, his organizationd CAGE code, and the solicitation number for which drawings are
being requested. All four fields must be completed, or the request will be rgjected. If the
solicitation number entered does not have drawings associated with it, the request will be
rgected. If the CAGE codeisnot active, and registered with NAV SUP, the request will be
rejected.

BN apologize RUCOER REED, tad the CAGE CODE you erlerad Q00000 is rof included in our cornent database as of Apr 19, 1950 IF you woukd e to resner
the CAGE Code, click herel H you hve rot yet appled for 2 valid CAGE Code, please dick hers

B Tha last updata to this database was on bon 0449499 Hyou hava received @ CAGE Code sines this fime or hava @y questions raganding a CAGE Code, Email
Ceatlene kaicgr or call 7176066555,

If argection isreceived, the vendor will be advised of the required correction, and directed
back to the ordering page. If the rgection is based upon the solicitation number or the CAGE
code, and the vendor cannot identify why they might be unacceptable, the rgjection page will
provide him with a phone number that can be used to resolve the meatter.



€) Step Four

The address provided 18 the keation whens bids=te not corcalning Military Ciiticd Techrical Data (MCT) wall b2 gerl. Hihis addiess |s acceptable, click on the submi
button & Ehe boltorr of the page I gou waish bo receis noreWICT bidels st an aliemate locstion, erter 1het address in the blaak figlds below The stemste address
doms not replace tha pammaren! addrass

Nodics da Uasra I Hhe addieas pAch anpedrs baow i aof carfact, sand ifbe correct asdheas fo QLSS

P The CAGE Code erdered comesponds with a vabd Cerification Mumber. Therefore, if the bidset requested containa MCT the GO will be =sued 1o ihe adde==
pravded an your DOForm 2305

« Compamy: AP OGEE INCUSTRIES INC
Phone Rumbes: 513-253-5500
Compiny Aiddiess: 20750 KLEIN FRASER, w 48026-3000

P Congrafmlations, you have successiully submitied your BOSET Order. Your order has been forearded for proce==ing. To make ancther order using {he same
usar wiamaation glick hared To make ancihar ordar uzing naw usarirfoemation, click hars ar an ik rder button prowded sbove

“Disclaimer: Fihe hidset requesiad contains Milkary Critical Technical Data (WCT) 3 valid DD Fomn 2345 Cedification Mumber is requirad. {1be user does nothave a
Certhication Mumber the request wil be deriesd. To spply for & Cerification humber, clhick hersd

If the request is accepted, and the drawings do not contain MCT data, a screen will appear
where the vendor confirms the address to which the drawings are to be mailed. If the drawings
include MCT data, the vendor will be requested to provide his DD2345 Certification Number
before his order will be accepted.

The vendor will receive a CD-ROM with drawings through the posta service within seven to
ten days.

Upon satisfactory completion of this request, the vendor has the option of using the * Reset”
button to return to a fresh screen for ordering another set of drawings, or using the hot buttons
at the top of the page to move to a different section of the VBR.

Button 4: “Frequently Asked Questions’

This page will be used to build a permanent record of recurring questions received and the
answers provided to those questions. Itisa*“read only” page, intended to assist vendorsin
discovering solutions to problems that they may encounter, and aso in avoiding mistakes or
misunderstandings which other vendors have made. It also provides a Click Here at the bottom
of the page which opens an e-mall link to ask additiona questions of the NAV SUP manager
responsble for thispage. In case of a genuine emergency, aquestion can be placed on the
VBR Hoatline (717-605-1842). However, e-mail communication is clearly preferred.

Bdow are the questions currently shown on thissight. More will be added as they are identified
by the VBR Help Desk.



« How do | activate my Digital Certificate in my Browser?

1) After receiving your Digital Certificate email, open the email and find the link after;
Yol can pick up your completed certificate at "

2) Go to the site that is shown within your email.

(Remember your serial number, in case any quastions arise in the future)

3) Click on the link provided on the page that comes Up to activate the cenificate.

4) Follows the directions provided.

s My browser does not seem to work well with this website, what can | do?

This site is best viewed with the most current version of either Metscape or Internet
Explorer . You are currently using Mozilla/d S [en] (Win9s; L.

« How do | save afile to my computer without opening it first?

Depending on your browser there are a couple of ways to save a file to your computer.
If you are using a Netscape browser, place your curser over the linkffile and right mouse
click. Once you right mouse click over the link, a menu will appear. Click Save Link As
and save it to a folder onyour computer. If you are using a Microsoft browser, place you
cursar over the linkfile and right mouse click. Once you right mouse click over the link, a
menu will appear. Click Save Target As and save it to a folder on you computer.

« Why do | have problems getting into http:lipki.navy.mil?

If you are getting the Error. JavaScript Error: hitpowaens pla nasy.milf, line 16, The
wiebsite yoll are trying to reach requires a browser capable of strong ULS. encryption.
Youwill need to go to wwiw netscape .com to download the Metscape Comminicator
4.5, which is capable of strong U5, encryption. Once on the Netscape home page click
the Browsers link from there follow the directions to download the Metscape
Zommunicator 4 Swith 128 bit Strong Encryption®

e What is a PDF File?

FDF stands for Portable Document Format, a format commonly used in today's digital
age of document transfer. PDF offers a document holder the ability to distribute
documents in their original format. PDF files require a viewer program to read. This
viewer can be downloaded, at no charge, from Adobe . Itwill allowy users to view and
print PDF files. Any editing options require the Adobe Acrobat Product.

Q: What aretherequirements set forth by the Federal Acquisition
Regulation regarding late proposalsin the Electronic Commer ce
environment?



Use of the VBR as a vehicle to receive solicitation responses has raised issues regarding the
receipt of proposals electronically and the late rules that apply to eectronic proposas. FAR
Subpart 15.2 addresses solicitation and receipt of proposals and information. FAR 15.203 (c)
alows the use of Electronic Commerce to issue RFPs and to receive proposals, modifications
and revisons. The RFP must specify the eectronic method(s) the offerors may use. FAR
15.208 addresses submission, modification, revison and withdrawa of proposas and states:

(a) Offerors are responsible for submitting offers, and any revisons and modifications to them,
30 asto reach the Government office designated in the solicitation on time. If an emergency or
unanticipated event interrupts norma Government processes so that proposals cannot be
received at the office designated for receipt of proposds by the exact time specified in the
solicitation, and urgent Government reguirements preclude amendment of the solicitation closing
date, the time specified for receipt of proposaswill be deemed to be extended to the sametime
of day specified in the solicitation on the first work day on which norma Government processes
resume.

(b) Proposds, and modification to them, that are received in the designated Government office
after the exact time specified are late and shall be consdered only if (1)they are received before
award is made; and (2)the circumstances meet the specific requirements of 52.215-1(c)(3)(i).

FAR 52.215-1, Ingtructions to Offerors Competitive Acquigtion, isaclauseincluded in dl
competitive solicitations where the Government intends to award a contract without discussions.
FAR 52.215-1(c)(3) addresses |ate proposas and revisions and sates asfollows. “Any
proposa received at the office desgnated in the solicitation after the exact time specified for
receipt of offerswill not be consdered unlessit is received before avard is made and

(D) It was trangmitted through an eectronic commerce method authorized by the solicitation
and was received a the initid point of entry to the Government infrastructure not later than 5:00
p.m. one working day prior to the date specified for receipt of proposas.”

According to FAR 15.208(g), proposals may be withdrawn at any time before award. Written
proposals are withdrawn upon receipt by the contracting officer of awritten notice of
withdrawa. Upon withdrawa of an eectronicaly transmitted proposd, the data received shal
not be viewed and shdl be purged from primary and backup data storage systems. Code 0253
(L. Manud x1842) will be natified by the buyer when the system and backup must be purged.

Applying the above information to VBR acquisitions, the time set for receipt of proposasin the
solicitation is the time contralling as to when an offer is conddered late. To the extent an
electronicaly submitted proposd is received after the closing time on the solicitation, it could il
be consdered if it was received before award and it was received at the initid point of entry to
the Government infrastructure not later than 5:00 p.m. one working day prior to the date
gpecified for receipt of proposas. For example, if closing was 2:00 p.m. on a Wednesday, and
the offer was received in the designated Government office at 3:00 p.m., it could only be



conddered if (1)award had not been made (2) it was received a the initid point of entry to the
Government infrastructure no later than 5:00 p.m. Tuesday afternoon.

The VBR moduleis set up to verify when the offer reached the initia point of entry to
Government infrastructure. The contractor is put on notice by the terms of provison 52.215-1,
which isincluded in dl solicitations by reference, of these requirements.

Theinitid point of entry to the Government infrastructure and the designated Government Office
for the VBR will be the Secure Server located at
https://bidroom.navsup.navy.mil/solicitations/submit. The SF33 Solicitation Offer and
Award, Block 9 has been changed to read: “ Sedled offersin original and 1 copies for furnishing
the supplies or servicesin the schedule will be received at the place specified initem 8 or if
handcarried in the depository located at Bldg 410, South End, Bid Room, Bay K-20 or
uploaded eectronicaly to the secure server located at:
https://bidroom.navsup.navy.mil/solicitations/submit

until 200PM locd time___date "

This change to the form will put vendors on notice of the pecific location, time and date which
will be required by the solicitation. Because we are Specifying aWEB dte on the form, we are
telling vendors that this WEB addressisthe initid point of entry to the Government infrastructure
and that it represents the designated Government office.

Button 5: “ Salicitation Questions’

B Welcome to the Solicitation Questions.

The purpose of this site is to enable vendors to ask questions pertaining to specific
solicitations. The questions are sent directly to the buyer.

Please enter the Solicitation Number below.

Solicitation Number: | Submit | Reset




This section enables the vendor to submit questions to the buyer about a particular solicitation.
The quedtion is trangmitted by e-mail directly to the buyer managing the specified solicitation.
NAVSUP is committed to ensuring thet dl questions are answered promptly. If theissueraised
by the question generates the need for an amendment of the solicitation, the buyer will respond
to the effect that an amendment which answers the question will be forthcoming.

To initiate this communication, the vendor enters a solicitation number on the screen above. He
will then be shown the e-mail address of the buyer on the screen below:

If you would like to send a question, please click on the email address below.
This will allow you to automatically send an email to the buyer!!!

Buyer Email Address: ALLEMN | ARTAGICPMECH. MAWY MIL

Return to Solicitation Questions




The vendor now has two options. If he has set up his PC to operate e-mail through Netscape,
he need only click on the address and an e-mail transmission format will open up, enabling him
to enter his message directly through the VBR. If he has not set up e-mail through Netscape, he
should copy that address and reenter it into whatever e-mail system he normally uses. Either
way, the e-mail will go directly to the buyer’sPC. A copy of the Netscape e-mail link is shown
below:

%% Yendor Question - Must answer prior to closing date! NDD10499RK025 - Composition =]
File Edit “iew |nzert Fommat Tools Communicator Help

-

e o5 £ % & S & @

Send  Ouote  Addrezs Attach  Option: Speling Save Print. Security  Stop

ﬁ * To:|[fd] ALLEN L ARTZ@ICIMECH.NAVY.MIL

i — > Ta:| &)

Subject: h!endu:ur Question - Must answer prior to closing date Priority: INDrmaI vI

[Nomal 7| [varisblewiah =] [12 =] l=] A 4 A & =
|

m
1]
i
i
lel
Yy

& =R |Document; Done

Button 6: “ Solicitation Responses’



Date: Jun. 17, 1999 Time: 07:15 AM (EST)

To view all the Solicitations available on our website click here.

B Download the entire Solicitation to your hard drive.

B Once the Solicitation is downloaded to your hard drive, complete all necessary fill ins
manually.

®  Print the entire document that is to be mailed to the buyer. Find the buyers address on
the Solicitation, which is located in block 8 of the standard form 33, and mail your entire
Solicitation Response to the buyer.

Uploading Response

P Download the entire Solicitation to your hard drive.

B Once the Solicitation is downloaded to your hard drive, complete all necessary fill ins
using Adobe Acrobat Exchange, this is different than the Adobe Acrobat Reader.
Click here for more information on Adobe Acrobat Exchange.

B The entire document will be uploaded to the Secured Server and the vendor will copy
and fax the signature page to buyer.

B Buyer will match signature page with the rest of the Solicitation to complete the
Solicitation Response.

solicitation Homepage secured Server

A vendor with aproposal to upload through the VBR will see the screen above after clicking
the “ Solicitation Responses’ button. This screen describes two different processes for
responding to the solicitations contained in the VBR. The first option, “Mail Response”,
requires no interaction with the VBR. The procedure is smply to download the solicitation,
print it out in hard copy, fill in dl the necessary blanks, sign the cover page, and then mail or
deliver the proposd to the government. This procedure differs from “business as usud” only in
that the solicitation itself is recaived eectronicdly ingtead of through the Postd Service.
Submitting responses through the mail is atemporary option, and will not be offered indefinitely.

The second option is to upload the proposal eectronicaly to the VBR secure server, where it
will be stored until the solicitation has closed, and then made availadle to the buyer. This mode
of responding to solicitations will soon become the only acceptable method of doing business
with NAVICP.



A vendor desiring to upload a solicitation response will not be alowed to proceed beyond the
initid screen, however, unless he has met the three prerequisites for gaining access to the NLL
secure server: an active Digitd Certificate, a Netscape Browser 4.05 or higher, and aworking
copy of Adobe Acrobat Exchange. The requirement for the browser and the certificate are
discussed under the “Digita Certificate’ button, which isthe next section of this document. It
should aso be noted that, sSince obtaining a Digitd Certificate requires both an eectronic
gpplication and aletter transmitted through conventiona mail services with a hand-written
verifiable sgnature, the processis far from ingantaneous. A vendor should initiate the Digital
Certificate process as soon as he decides to bid for business from NAV SUP, severa weeksin
advance of the closing date of the solicitation.

The Adobe Acrobat Reader is free software, and useful in viewing documents on the Web, but
it cannot support the security features required for access to the VBR secure server. The
Adobe Acrobat Exchange must be purchased in order to submit a proposa dectronicdly. It
can be obtained rapidly, by clicking on the Adobe link provided on the screen above, and
following the appropriate ingtructions.

If dl three elements are in place, the vendor may proceed to the upload screen by clicking on
the hot button labeled “ Secure Server”. He will then encounter a series of screens which lead
him through the process of confirming his Digital Certificate. The find screen will require that he
provide the associated password. If the certificate has expired, or the password forgotten, the
vendor will not be able to proceed beyond this point and gain access to the secure server.

After successfully confirming the certificate, the following screen will be encountered:



The systerm administrator far the Maval Logistics Library is a non-Gaovernment employee
contractor, operating the system under contract with the Maval Supply Systems Command. The
contractor will have access to the secured server where proposals andfor quotes will reside. The
cantractor will only access the proposals andfor quotes in the case of a system malfunction. Priar to
uploading a proposal and/or quote to the secured server, a screen will request your authorization for
the system administrator to be granted access to the proposal andfor quote submitted.

If you do not grant authorization for the system administrator to have access to your
proposal and/or quote, then you will not be able to execute the upload function and will
have to submit your proposal and/or quote in another manner authorized by the

solicitation.

B In order to complete the fill in clauses located in the Solicitations, you will need Adobe
Acrobat Exchange, this is different than the Adobe Acrobat Reader. Click here for more
information on Adobe Acrobat Exchange.

P Once the Solicitation Response is complete, use the browse button below to select the
Solicitation Response File to upload. After you have chosen the file, click on the Upload the
File button. The file will be uploaded directly to the Virtual Bidroom. Next copy and fax the

signature page to the buyer.

P Click here for more instructions.

s Indicates a required field.
+ E-mail: I 'é‘:}adg; |

+ Phone #: I + Full Name: | EI

+ Solicitation #: !

sFile to Upload: Browse... |

Llplaad the File | Reaetl

At the top of this page, next to ablinking “Notice’ sign, will appear areminder that a non-
government employee contractor has access to the secure server on which al uploaded
proposas and quotations will reside. That contractor is identified as Information Spectrum, Inc.
(19) of Annandde, VA. |Sl has entered into an agreement with the government acknowledging
their legd liabilitiesif any bid/proposa information is compromised, and have confirmed that
they have no conflicting interest in the business solicited through the VBR. A vendor who does
wish to submit a proposal or quotation through the VBR because of 1S’ srole should find an
dternaive means of submitting their proposa in accordance with the terms of the solicitation.



- Click here for more instructions.

« Indicates a required field.

« E-mail Address: | * Cage Code: |

* Phone Number: I » Full Name: | ﬂ

+ Solicitation Number: |

File to Upload: Browse... !

IIpload the File | Resat |

The above screen contains five mandatory fields which must be filled out before an upload can
be attempted: E-MAIL, CAGE CODE, PHONE NUMBER, FULL NAME, and
SOLICITATION NUMBER. The VBR security system will vaidate the Cage Code againgt
the government’ slist of qudified companies, and provide a rgection message if the Cage Code
isnot vaid. The Solicitation Number will also be checked againgt the list of solicitations being
processed through the VBR, and the vendor will be advised if he has entered aninvadid
solicitation number.

NOTE: Thisisthe only check which the VBR provides againgt a vendor proposd being
improperly addressed by the vendor. If vendor error in entering the solicitation number happens
to result in avaid but erroneous solicitation number, the proposa will be accepted by the VBR
and held for access by the buyer of the wrong solicitation. Thismay or may not prove
recoverable, depending on the closing dates of each solicitation. The government assumes no
responsbility for proposals which are improperly addressed. Therefore, the vendor should
make absolutely certain that the correct solicitation number is entered.

The other fields (E-mail address, Phone #, and Full Name) must be completed in order to
proceed, but thereis no vdidation process for the information provided. The information will be
used to provide the vendor’s officia point of contact for any future communication concerning
the submitted proposa.

With these five fidds completed, the vendor now enters the file name and address (to include
drives and directories within his own computer) of the proposa to be uploaded. If uncertain,
the “Browse...” option can be used to access the internd file manager on the vendor’'s PC and
dlow the vendor to sdect thefilefor upload. Upon completion of thisfield, the vendor should
click on the gray button at the bottom of the page, which islabeled “Upload the File”



Before the server will accept a vendor proposd, the vendor asked one more time to
acknowledge the role of Information Spectrum, Inc. in maintaining the secure server, and to
concur in that possibility. If he clicks on the button marked “ Cancel”, the proposa will not be
uploaded.

¥ nareadme him was Successfully Uploaded!
A corfirmation e-mail wall be sent toyou st FORDTLESFEC COl
I the buyar has ary questons, they wil cortact you at 555 555 5555, Your solotaton response has been recenved by the FIAVICP secure sepver. Tt
wll remain in the sereer wil the sebctation chaes. IEthere are any questions conceming Fear aclcitation pesponse, the buver il contact 7o by cmail at
FORDTLEISFEC CobS ce by phone at 555 5555555 Yoo wil te adviesd when a decieion hae baes mads.
A Bolcitaken Fesponse has been submited foe salicitaticn nanber 0 10433R.C05) 3

Redun to Pravois Page ]

After the file has been uploaded, the above screen will be shown, confirming the date and time
of the upload, the name of thefile, and the email address and phone number for dl future
contact with the vendor concerning this proposa. At the same time this screen gppears, the
VBR smultaneoudy generates and tranamits three separate e-mails containing that same
information: an acknowledgment of receipt to the vendor, natification of bid received to the
government buyer, and notification of bid recelved to the VBR systems manager. Note: If the
solicitation is a Request For Quotation (RFQ), the buyer will have immediate access to the
submitted file. If it isa Request For Proposa (RFP), the buyer will not have accessto the
proposa until the closing date has passed.

From that notification page, the vendor must return to the page for initiating Solicitation
Response. He can do this using the “Back” button on his browser, or by clicking on the
“Return to Previous Page’ button at the bottom of the screen.

Having returned to that page, the vendor can use the “Reset” button at the bottom of the page
to clear dl entriesin the above fields, if he has multiple submissions for multiple proposds. Or
he can move to another VBR page, or exit the VBR entirely.

If avendor wishesto amend aproposal that has aready been submitted, and the closing date
for the proposa has not yet occurred, he can accomplish this smply by entering his amended
proposa following the same procedure described above. The VBR will accept his new
proposal without question. If it is submitted under the same file name as the previous
submisson, the VBR will assgn anew file name, and store it dong with the previous proposdl.
It will not erase the previous submisson, nor will it gppend the amended submittd.

When the buyer receives the eemail notifying him that he has received a second proposa from
the same vendor, he has the option of immediately contacting the vendor to determine whether




the previoudy submitted proposd isto be retained or deleted, or of delaying that contact until
after the solicitation is closed. After the closing date has passed, the buyer will be respongble
for determining which of the submitted proposals are to be consdered.

Button 7: “Digital Certificate

This page will take the vendor directly to the PK1 Web site, where he can gpply for a Digita
Certificate that will enable him to upload proposasinto the VBR. NAV SUP has no direct
control over these pages, so the procedures shown below cannot be guaranteed to be current.
Every effort will be made to provide the most recent version of the PKI dte at this location, with
appropriate comments to assist in obtaining a Digitdl Certificate.

Digital Certificate I nstructions

STEP1
Accept the certificate root for the Digital Certificate. Click on the Begin button to begin the
digital certificate process.

Accept the certificate root

Obtain your certificate

STEP 2
The Instructions screen (shown below) appears next. The applicant must read the instructions

carefully and click on Trust to proceed. Following, a gray box with text will appear. Review and
click Next. This step must be completed three times until the user arrives at screen four. At
screen four, be sure to select dl three options by clicking in the box to the left of each option and
click Next to proceed to screen five. Do not select the“Warn me...” option. Click Next. At
screen six, click on the “Name”’ box and type Navy Acquisition Root CA, then click Finish.

Instructions (Please print for reference)



Your browser will present a sequence of six informational screens as you accept the
new certificate authority. Perform the steps as you go through these screens:

Screen 1: Review the text and click Next.

Screen 2: Review the text and click Next.

Screen 3: Review the text and click Next.

Screen 4: Select all three options presented by clicking in the boxes to the
left of the options, then click Next.

Screen 5: Do not select the “Warn me...” option. Click Next.

Screen 6: Click on the “Name” box and type the Navy Acquisition Root

CA, then click Finish.

Begin now
Obtain your certificate

STEP3

After completing the steps mentioned above you will return back to the Instructions page shown
below. Click on RA to obtain your certificate. Thiswill take you to the Subscriber Obligations
page (seen below). The applicant must carefully read the subscriber obligations and click | accept
to proceed.

Subscriber Obligations

As a holder of a digital certificate, you agree to abide by the following
obligations:

* Accurately enter all the information requested.

+ Protect your certificate private key.

+ Only use the certificate for authorized purposes.

+ If your key is compromised, report it to the RA immediately.

For further information about these requirements, read the
Navy Acquisition Certificate Practice Statement.

| accept D)



STEP4
After accepting the subscriber obligations the applicant will arrive at this screen dlowing a

command or application to be selected. Click on Virtual Bid Room icon which will take you to
the screen shown below prompting the status to be selected.




Select a command or application

NAVSUP HQ @D

FMSO ‘-
NAVICP O
Jne Touch Virtual Bid
SUpply Room

NAVAIR HQ @D
NEXCOM @D

FISCs )

=



STEPS

Select the appropriate status here. Selecting Vendor will forward the user to policy that must be
abided by upon receiving a Digital Certificate as well as further instructions. Selecting

M echanicsburg or Philadelphia will take the applicant to a screen asking for further elaboration
of status. Direct links are provided to help answer any specific questions the applicant may have
involving policy, terms and conditions. This information must be reviewed thoroughly before the
applicant clicks | Agr ee a the bottom.

Select your status

Vendor
Mechanicsburg Buyer
Phildelphia Buyer

NOTE: Clicking anything other than “Vendor” on the screen above will effectively terminate
the sesson, snce dl other options require the applicant to vaidate his governmenta standing for
requesting a Digitdl certificate. Since vendors will be unable to provide that information, they
will need to start the process dll over again. Do NOT be distracted by the “Philadelphid’ or
“Mechanicsburg” options.

STEP 6
Below is the form that must be completed when U.S. Citizen, Government Employee
(Military or Civilian) dtatusis selected.
If U.S. Citizen Government Contractor status is selected it forwards the user to a NAVSUP
Contractor Certificate Authority document that must be reviewed and submitted.
If Foreign National statusis selected the applicant must contact the INFOSEC Point of Contact
for their command due to the fact that the CA is not yet operationa.



Registration

Authority: [No RA Selected =

City, State: |

The next five fields will be included in your certificate and will be publicly
accessible.

First Name: | Middle Initial: |

Last Name: | Generation: [I/A 7]

Enter your full Internet (SMTP) electronic mail address (e.q.
John_Smith@navsup nawy . mil).

E-mail Address: |

Enter a phone number including the area code where you can be contacted.
Phone: |

Your key will be 1024 hits long to ensure strong encryption.
[1024 (High Grade) |

Button 8: “Instructions”



Virtual Bidroom Instructions

Attaining a Digital Certificate

STEP ONE: ou must use Netscape 4.05 or better. If you are not using Netscape 4.05, or
better, you cannot request a digital certificate. For the newest version of the Metscape browser,
click here. Be sure to download Metscape with Strong US/Canada-only Encryption.

B For AOL users, go to Keyword Metscape' to attain the newest version of Netscape.
Once you have the proper Metscape browser, apply for a Digital Certificate by gaoing to:
Vendors click here.

Philadelphia Buyers click here.

Mechanicsburg Buyers click here.

STEP TWO: Send a Digital Cedificate Letter to Joyce DeTolla, Code: 35% The signed letter needs

to be on company letterhead and can be faxed or mailed. The letter can be faxed to (717805-5423,
Attention: Joyce DeTalla; orit can be mailed to:

Maval Supply Systems Command
Attention: Joyce DeTalla
5450 Carlisle Pike, P.O. Box 2050
Mechanicsburg, PA 17055-0731
An example of the letter can be found by clicking on one of the following links:
Waord Format PDF Format VWardPerfect Farmat

It is M= DeTolla's responsibility to verify the identity of the person requesting a Digital Certificate. She
will be contacting company personnel offices or calling users directly. Digital Certificates will not be
granted until Ms. DeTolla can verify the identity of the applicant.

STEP THREE: Users will be notified via secured email that the certificate request is complete.
Only the person who applied for the Digital Certificate will be able to retrieve it.

This button will direct the vendor to the same page he would have reached if he had clicked on
the “click herefor ingructions’ line on the VBR Homepage. The Ingtructions page provides a
brief summary for each section of the VBR, and will be the most current source of information
on changesto the VBR. This button enable the vendor to move directly to the Ingtructions page
without returning to the VBR Homepage en route.

As previoudy stated, the ingtructions are amuch smplified summation of the proceduresin this
Vendors Guide. Theingructions page can be avauable firg line of trouble-shooting if
problems arise during attempts to implement any VBR procedures. Changesto any of the VBR
pages will immediatdy be noted and clearly identified on the ingtructions page. The Vendors
Guide will be brought up-to-date soon theregfter.



STEPS ONE through THREE of the ingtructions summearize the Netscape Browser
Requirement and the Digitd Certificate procedure, which are described in detail in “Button 77
of thismanud. It aso provides direct hot-links for obtaining an upgraded browser and/or a
Digitd Certificate,

STEP FOUR: Download or view the Solicitation you may wish to submit a Solicitation Response
to by going to Solicitations On-Line. Solicitations On-Line is a search page which allows users to
gearch for and download available Solicitations. Once you view a Solicitation, you will be added to an
email list, which will advise you of any amendments made ta the Solicitation.

STEP FIVE: Ifthe Solicitation has drawings associated with it, you can order the CO-ROM
containing the engineering drawings by going to the Maval Logistics Library NAYICPE Engineering
Drawings C0 ROM Order Module. You must have a valid Commercial and Government Entity (CAGE)
Code in order to request engineering drawings. The CO-FOM is sent directly to the user,

STEP SIX: If you have questions for the buyer concerning & Solicitation you can go to the

Solicitation Cuestions. This is not a real-time chat. Users can submit questions and buyers will reply via
email with answers,

STEP FOUR describes how to view solicitations listed in the VBR. (“Button 2" of this manua)
STEP FIVE has procedures for ordering engineering drawings on CD-ROM. (“Button 3”)

STEP SIX provides access to a posting of any vendor questions and government answers for a
particular solicitation. (“Button 57)



You MUST have a Digital Certificate for the last two steps.

M2 NOTE *** In order to complete the fill in clauses in the following step you will need Adobe
Acrobat Exchange, this is different than the Adobe Acrobat Reader. Adobe Acrobat Exchange is
software that allows users to modify and view files in Portable Document Farmat (POF), which is the
format that all our Solicitations are offered. If you da not have Adobe Acrobat Exchange, you can find
out where to purchase the product at www. adobe. com. You will need Adobe Acrobat 3.0 or higher
to Submit Solicitation Responses to this site.

STEP SEVEN: Save the Solicitation to your harddrive by right clicking on the link for the entire
document. Complete all the fill in clauses that are pertinent to you, and save the completed Solicitation.
Submit the Solicitation Response here. You must have a Digital Certificate hefore you attempt to
submit a Solicitation Response and you must be using Metscape 4.05 or higher, as described in Step

One. ¥ou will MOT be able to submit a Solicitation Response if you do not have a Digital Certificate.

* NOTE *** If vou fail to propery fill out the Soliciation Response, the Solicitation Response
could run the chance of being rejected.

STEP EIGHT: Al users who requested notification on a particular Solicitation will be advised via
ermail when an amendment or decision has been made concerning that Solicitation.

Return to Virtual Bidroom

STEP SEVEN ded s with dectronically submitting a proposa in response to a solicitation.
(“Button 6”) Asthe system for proposa submittalsis upgraded, new ingtructions will appear
here. It iswiseto check this page before a proposal submission is due, to ensure that current
procedures are understood.

STEP EIGHT amply provides areminder that any amendments will automaticaly be provided
to any vendor registering an e-mail address for that solicitation.

Button 9: “SPI / TMCR”



MNAWVICP Library

Naval Logiztics Library | TRy
NAVICP | NAVICR rtructione | =
Inchudes Speclal Packaging And | Epadial Faolaging e udlong. (100

Techmical Contrac Rsgquiremant | Corlract Suppor Documsmtslioe. | 2
[reshricsl Manust Conlres Reguirenents: | 7

= Walcome to the MAVICP Liorany. All docurments inthis library are dassified under Distnbution Statement &, Flease foel free 1o browss or
search wsing this fmendly menu of options .« & fields are opticnal,

Specify the document type. [0 =

Selecta year [ 5 SelectaNAVICR[R &
To narow your search, please enter keywords. [
sorted by [Ascendg =]

Ditribution Statement &
"Bpproved for public relea=e; distibotion lrmiled

* Ernail $P1 quastions or concems 1o Glora Wamer or call 717605 2547
* Emal TMCR quesdions or concems to Bil Wise or call 717, 605 3176.
* Ernal Commadt Suppoit Decaimentation questions or concems 10 Louis Manuel or call 717 605 1642,

= To betler seme you, pleaze jol ug know U you hawe any teckincal problems

This page is used to obtain Navy documents which may be needed by the vendor in complying
with the terms of the solicitation. These document can be viewed on-line, using the Adobe
Acrobat reader, they can be downloaded into the vendor’s PC, or they may be requested in
hard copy through the Navy’ s conventiona document ordering process.

The page is set up with defaults that will enable the vendor to view the entire contents of the
NAVICP Library. Smply clicking the“Find It!” button at the bottom of the page will produce
aliging of dl documentsin thelibrary. Severd screening measures have been provided to
smplify the search process, however, and limit the number of documents to be considered.



| MAVICP Library
Navail Logistics Library Ll s Cui

Bl

NAVICP Library NAITF retnootirs |3
Includes Special Packaging And S ol Panbagiog men e, |17
Technical Contract Faguremeast | Conlmect Suppert ocumertsbor- | 35

[Fzuln bl ecnsct G s aul Reopivee des

* Wiglcoma 1o the MavICP Liarary. Al dacuments inthis ibrary are classified undar Distn bution Statement & Pleasz feal frae o bronsea
searzh uzing this frendly menu of options. « Al fields are optional.

Specify the document typs. [20 |
Selul g yea [0 2] orcract Support Locumeniatizn

BAVICP Instaction
To nammow your search, pleagsyacial Paccagig Instructons

Sorted h’}’m Technical Wzua Contract Requiremen

Fiac It i RESEL

Distiibuyfion Satement A
“Aparoued for pablic release; distribuidion is unliniced.”

Emal 5¥¥ que=tions or concems 1o Slona Warner or call ©1/ LS A
Emsl TMCR questiots or concerns 1o Eil Wise or call 7176063176
“Eml Contract Suppoit Documentation cuestions or concerns to Lowis Mardel o call 717 605 1042

Thefirg option is* Document type’, which enable the vendor to limit the seerch to the
document types shown above. The vendor can choose from any of the four, but may only view
onetype a atime, unless the default of “All” is used.

HWAMICF Librarny
Ubraiy Cour 143
NAWICF henctora-| 2
Srenid Frobaging hetmactors [135
Corlrart Supa Monerblicn: | 35
Techricel Warisl Comiect Rsqimmmenta-| T

MNaval Logistics Library

Inchudes cial Pa ing And
' mrm{ﬁnmuﬁ;’mn

= Walcame b tha HNAYVICP Library Al ccouments inthis library are classified under Digmbution Stetemstt 4. Pleass feal e to broswse or
sedrch using th s rencly menu of optichg. « Al felés are optisnal.

Specify the document type. [ =]

Select a year | Al '| Select a NAVICP |21 "i
EnsE
To namow yoras |, please enler he;mrulds.l

198
Sorled by =55 H
1
1332 Find It | Faset |
194
12493
RE:H] Distiibution Statement &
= “Approved for public relesse; cistibation is unlimited.”
=48
1
Emz | SP1 que=iu 1?2 e o Gl o ueocall F1VB05 54T,
“Ema | TMOR jus 1350 niires Lo Bl Wice wocall 7176053178
Emal Comract Soppomrodelimeniallon qiestion: of CORCErSs [0 Louls Manuel of cal 7 7 608 1842



The options provided under “Year” are limited to those years for which an active document
exigsinthelibrary.

MAVICP Library
Naval Logistics Library

NAVICP

Includes Special Packaging And
Technical Contract Requirement

[ Library Geurt- (129
| HAYILF Instructions- | 2
[
[
[

Ypeca Packaging Instruetions- | 1U0%
Lorrract tuppor Locurmnentziion- | 59
lexrmical Wanua Lovtract Hequinements- | 7

P Welccme to the NAVICF Library Al documents inthis ibraw are c assified under Distriout cn Statement A. Flease “eel free to browse or
szdrc T using this Tiendly rmenu of Jplion s, « All fields are oplicnal.

Specify the document type.  [au =l
Select ayear|a = Select a NAVICP |4l =]
o —

To narrow your search, please enter keyword
Philadelphia
Sorted byl"\scmding =
Find It! | Reset |

Distribution Statement A
“Approved far pablic celease; distibution is urlimted ”

*Emai SPI giestions or cocerns to Glora warner ar call T17 605.2547.
TEngi TMCR questivne or cunceris W Bill Wise vr call #17.505.317E.
*Cmai Contract Suppert Documentation guestiors or conzerns to _ouis Manuel ar call 717 6021042,

*To bettzr serve vou plesse let Ls know i© you havs any tzchnizal problers.

If the vendor desires a document that has been issued by one of the two NAVICPs, he may
specify either Philadel phia or Mechanicsburg.

After the search has been set up, the “Find It!” button at the bottom of the page should be

clicked to initiate the search. The following screen shows the result of a search request that was
limited to NAVICP Ingructions.

2 Document(s) were found matching your search criteria.
B Al files listed below are in Adobe POF format. Users need a free POF Reader available at Adobe.

Rﬁfﬁ;ﬂl‘;e Document Title File Size
|CODE 054 SUBMITTALS FOR MAWAL WEB PAGE WISIBILITY
‘ 412031 |NﬂV|CP Site: MECHANCISBURG 1186K
421524 |M|L|TARY INTERDERPARTMEMTAL PURCHASE REQUESTS (MIPR) OUTGOIMNG HAMDLIMNG 1076k
|NﬁV|CP Site: MECHANCISBURG

Return to Previous Page

* Email SPI questions or concerns to Gloria Warner or call 717.605.2694,
* Email TMCR guestions or concerns to Bill Wise or call 717 6053176,

* Email Contract Support Documentation questions or concerns to Louis Manuel or call 717.605.184%.




By clicking on ether of the documents shown, the vendor will be able to browse through the
document and gain whatever information he might be seeking. If desired, the vendor can aso
download it directly into hisown PC. The document ligting shows the file Sze requirement for
downloading.



