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FISC PUGET SOUND SPS NEWSLETTER #1

All SPS Users-


We are going to use email newsletters to spread news and give tips in the future.  I apologize for the enormous amount of information that is contained within this newsletter but it is our first one and we must “play catch up” a bit.  We will continue the tip of the week at the SPS startup screen as a reminder in addition to the information being provided within this newsletter.  We will also post a copy to the shared drive (Q:\SPS News\) for reference at a later date. 
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Use of the conformed copy of Contract or DO/TO

When modifying a contract within PD2, users should always mod the conformed copy of the contract.  A large red “C” in the upper right hand corner of the document reflects the conformed copy of the contract or DO/TO.  For contracts, it is usually the contract or latest modification unless a short form modification is issued and for DO/TOs, it is usually the DO/TO or the latest modification unless a short form modification is issued.  This is needed for good use of the system and is in line with contracting regulations.
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Use of PR Modifications

Once a PR has been attached to a document, NEVER go back and unapprove the PR, revise it, and then re-approve the PR.  In many cases, this causes the CLIN(s) to disappear, which looks like the PR has become unattached even though the PR still believes that it is attached to the follow-on document.  The correct procedure is to use the PR Mod function (Procurement ( Requirements ( PR modification) to revise an approved PR that is attached to a follow-on document.  The difference between the original PR and the modification is that the original PR only requires approval and the PR modification requires approval and release (Procurement ( Requirements ( Release modification).  If the revision contained within the PR modification is related to the CLIN(s), you need to go back to the follow-on document and delete the CLIN that was originally attached with the original PR.  Then attach the released PR modification that will bring in the correct data for your follow-on document.
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Ready for Release Stamp

Solicitations and Awards will only be marked “released” if the issue/effective date is today’s date (i.e., the date you are actually releasing the document in PD2).  Remember, however, you can unapproved a solicitation or award that is stamped “ready for release” and change the date if need be.
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  Preparing a DD1155 from an Offer Evaluation
When creating a DD1155 from an offer evaluation, the document format (document options ( classification ( format) does not default for you.  You MUST go into classification and select the appropriate format of your choice.  

**Actually, you should always go into classification and verify the document format for any solicitation and/or award you are working with.**
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  Validating and Signing DD350s
When working in the DD350, always turn off auto validation (DD350 information ( auto validation ( off).  This way, you can manually run the validation (DD350 information ( run validation) as a lone process, whereas, auto validation runs during the signing or saving of the document.
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  No headers & footers on pages
If you find there are no headers on the pages of your document, check for section breaks where the headers are missing.  Remove any extra section breaks and your headers and footers should re-appear.
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  Check for new mail
Users should set their check for new mail time as high as it is conveniently possible (preferences ( general tab ( lower left box of information).  The reason for this is that if it is set for 1 minute, the system is leaving the process it is working on for you to go to the server and check for new mail.  By having the time between checks set higher, the fewer times the system will go out to check for mail, leaving more system resources at the disposal of the individual user.
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  Work Assignments
When work is reassigned to another user, the supervisor must do a workload reassignment in SPS in order for the daily reports to reflect the work under the correct user.  In addition, if a PR is cancelled prior to award, it must be approved, then unapproved prior to cancellation in order to clear the work assignment.  If this action is not performed, the cancelled PR will remain as active on our reports and PALT will continue to accumulate against the user that the PR is assigned to.
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  Required Vendor Information

In many instances when the buyer provides the vendor information for input into the SPS system, it is incomplete and approval cannot be performed until additional information is received.  When you are working on an urgent requirement, this slows down the process.  Enclosure (1) is provided as a “cheat sheet” for providing the vendor information for input.  The majority of the information is usually provided as a part of the CCR printout; however, there are several elements that are not provided by CCR.  Extra copies of enclosure (1) are located on the file cabinet directly inside the SPS support group cubicle.

SPS PD2 VENDOR PROFILE

Cage:________________________     DUNS:__________________________________

Name of Parent Company (if applicable):______________________________________

Company Name:_________________________________________________________

Address:_______________________________________________________________

______________________________________________________________________

City:_________________________    State:______________ Zip:_________________

VENDOR COUNTY: _______________________________________________________

Tax ID #:_____________________    Parent Tax ID#:___________________________

Phone#:_______________________    Fax#:__________________________________

E-mail Address:__________________________________________________________

Government Sales Representative (POC):______________________________________

Remit to Address (for payment, if different from above):_________________________________________________________________

_______________________________________________________________________

BUSINESS SIZE:   _____LARGE BUSINESS      _____SMALL BUSINESS

FSC/SIC CODES:__________________________________________________________

BUSINESS CATEGORY: (check all that apply):

(  Domestic firm performing OUTSIDE United States     

 (   Hospital

(  Large business performing IN United States         

 (  HBCUS/MIS

(  Foreign concern/entity         




 (   Other educational institution

(  Small/disadvantaged performing IN United States    

 ( Woman owned

(  Other small business performing IN United States        

 ( Profit

(  Workshop for blind or severely handicapped   


 ( Other non-profit

Enclosure (1)
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