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All SPS Users-


Welcome to FISC Puget Sound’s SPS Newsletter #4. 
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1. Update of Issuing Offices in User Preferences
Please go into your user preferences and delete the current issuing office in both areas (see below).  Then add your issuing office address.  This is necessary due to us losing all of our addresses and other related information for our FISC Puget organization.  

Instructions:

Go to the upper file menu and select “utilities”, then “preferences”.  Go the third tab entitled “Req. Addr.”   Then hit the “delete” button where your issuing address is located.  Then hit the “add” button and select your issuing address.  The same process needs to be done under the fourth tab entitled “Other Addr.” 
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2.  Ship to Addresses

On solicitations that go out EDI, the only information that appears for the ship to address is the DODAAC/UIC for the requiring activity.  The vendor will have to look up the DODAAC/UIC in order to know the ship to address; however, the requiring activity address is not always the actual ship to address.  It is recommended that you add this information to the extended description of the either your first or last CLIN.  If you need additional assistance, please let us know.
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3.  PD2 Specific Formatting “ Dos and Don’ts”

When inserting text from a Word document, ensure that the document meets the standards for formatting that are required by PD2.  Some basic examples are:

· Ensure that there is no section breaks (this will delete the PD2 headers and footers) or page breaks within the document

· Document has 1 inch margins at top, bottom, right and left sides of document

· No headers and footers are included in the document

· Document should be in Times New Roman, 10 Pitch

· No bolding, underlining, italicizing, inserting boxes or other graphics, or using color fonts
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4.  Inadvertent Errors in Contract Numbers

It has been discovered that a “space” can be inadvertently added into a contract number which will then restart the numbering of the award at *0001.  The example would be  N00406_-00-P-XXXX.  Please be careful to not insert a space into your contract number.
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5.  Troubleshooting PR Approval Problems

If you have several approval sheets on your PR and the PR will not approve and provide the red checkmark in the bottom left hand corner, it is usually because one of the previous approval sheets is not completely approved.  Please check all approval sheets and ensure that they are approved.
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6.  PD2 Information Sheet - checklist

Reminder:  A PD2 Information Sheet – Checklist.  This document provided guidance on the actions that need to be performed for different type of documents within PD2.  

PD2 Information Sheet - Checklist










Document type
Certify Funds (if applicable)
Save
Generate CLINS
Generate Document
Generate summary of changes
Generate Modification Document
Approve
Release
Flag for EDI

Purchase Request










Attachments






Optional



PR Modifications










Solicitation Mailing List (SML)






Optional



Solicitation (SF18, SF33, SF1449, SF1442)










Amendment (Short form) Pre-award










Amendment (Long form) Pre-award










Offer Evaluation






Optional



Award (SF26, SF33, DD1155, SF1449 & DO/TO)










External Award

CONTACT PD2 SYSADMIN FOR INPUT








BPA Master Agreement


FSCs & Limits







BPA Call










Modification (Short form) Post-award










Modification (Long form) Post-award










Checklist






Optional



Milestone Plan






Optional



CBD










DD 350





















Reminder: Don't forget to use preapproval checks and don't forget to do those DD1057 Feeder Sheets
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