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(Preparation For All Recipients)

Policy and Procedures

Using

Navy/Air Force Interface (NAFI) and Electronic Data Access (EDA)
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Effective June 24, 2002, paper based contract distribution to DFAS and DCMA was discontinued.  In final preparation for cut off of paper based contract distribution to all other recipients, Central contracting personnel should insure WR-ALC/PKXD that they are accomplishing paperless contract distribution to all parties prior to cut off.  This does not apply to PKO, PK (3) or any classified contracts.  Personnel may perform paperless contract distribution by using the ACPS distribution to NAFI function or by using the NAFI web site (See Attachment 6
 hereto – NAFI Version 4.0 User’s Guide).  DFAS and DCMA will have access to contractual documents the next day via NAFI to EDA automated data sharing.  Distribution to all other parties should be via NAFI based e-mail, ACPS based e-mail or normal Outlook e-mail per instructions herein. 

2. Central contracting personnel shall prepare all contractual documents using ACPS.  If no changes are made to the contractual document outside of ACPS, contractual documents may be automatically distributed to NAFI by using the ACPS distribution to NAFI process.  Attachments must be manually uploaded to NAFI via web site at the present time.  If any changes are made to the contractual document outside of ACPS, the final modified contractual document and any attachments must be manually uploaded to NAFI via the web site at https://www.nafi.navy.mil/.

3. Contractual documents in Word format (.RTF .DOC) uploaded to NAFI via the web or via ACPS are automatically converted to Adobe Acrobat PDF format.  All non-Word format attachments will remain in their native formats.

4.  (Rewrite by PKXO)

a. Distribution via NAFI is mandatory as of 24 June 2002 for DFAS and DCMA.  NAFI distribution is accomplished by the Buyer / PCO.   
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The following distribution points are not yet mandatory (per PK) NAFI distribution points (as of 01 July 2003).  

--Transportation (LGMTT)

--Contractor / Vendor 

--Any other Government recipients designated on distribution checklist (Form Letter (FL) 165) 
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However, NAFI distribution can and could be accomplished to these points. (For further instructions, see paragraphs 4.b. (1) through (6) below, and the distribution instructions beginning on page 9.)  Distribution not done via NAFI (Buyer / PCO) or other electronic methods will be accomplished by PKXO via paper:  
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Should a Buyer / PCO choose to accomplish complete electronic distribution via NAFI or other electronic methods, Buyers / PCOs need to maintain distribution lists including e-mail addresses for use within NAFI or ACPS based e-mail for all recipients (except DFAS and DCMA), so that the appropriate recipients will be notified via e-mail when contractual documents are distributed. 

(1) DFAS and DCMA will receive distribution of all contractual documents and any attachments the next day via NAFI to EDA nightly update; therefore no further distribution or notification action is required for these recipients.

(2) Transportation and all other Government recipients should be notified by the buyer via NAFI e-mail, ACPS e-mail or Outlook e-mail that contractual documents are available on NAFI 
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Transportation (LGMTT) - Sandra.Dannelly@robins.af.mil 
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(3) Other Government personnel such as Item Managers, Program Manager, etc, with a need to access contractual documents via NAFI but without NAFI access may register at the NAFI web site.  After registration, account verification and activation must be performed by Barbara Davidson, PKXD, 6-2281 before accounts can be used.  In the interim, for those Government personnel not registered on NAFI, copies of contractual documents and attachments may be attached to the NAFI notification e-mail by designating them as vendors in NAFI.
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(4) J041 Clerks will receive e-mail distribution (NOTE:  Clerks do not access NAFI) of contractual document and completed applicable AFMC Form 453 via Outlook e-mail at Peggy.Dismuke@robins.af.mil , Bernice.Winn@robins.af.mil and Patsy.Bazemore@robins.af.mil (for CFD System input).   

(5) Funds Initiator:  If you know the individual who handles your fund citation, please forward the contractual document via NAFI e-mail, ACPS e-mail or Outlook e-mail directly.     

(6) Contractors / Vendors and other non-Government personnel are not allowed to access NAFI.  Buyers should insure that vendors receive copies via NAFI e-mail, ACPS e-mail or Outlook e-mail.  Vendors should register and access the contractual documents via EDA in the future at http://eda.ogden.disa.mil/frames.                                                            Vendors without EDA access should visit the EDA web site to obtain access.  Vendors will only have access to their specific contractual documents via EDA.  In the interim, for vendors or other non-Government personnel not registered on EDA, copies of contractual documents and any attachments should be attached to the NAFI email notification by designating them as vendors within NAFI.
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5. DCMA should post ACO modifications to the EDA system and will also distribute copies of the ACO modifications to the PCO.  The Buyer / PCO should request an electronic copy of the ACO modification; otherwise the Buyer / PCO must scan the paper ACO modification into the CFD / R2M system.  The Buyer / PCO will then provide a paper copy or electronic version if available, with the appropriate AFMC Form 453 properly completed, to the PKXO J041 MILSCAP Coding clerk and any other required local distribution recipients (see attached ACO modification distribution instructions for list of other recipients).  Buyer / PCO should not load the ACO modification into NAFI, since the ACO has already loaded it into EDA.

6. Currently, NAFI hosted documents will not contain either a hand written or electronic signature.  Existence of contractual documents within the NAFI and EDA Government systems constitutes PCO approval and authorization for execution by the contractor / vendor and funds obligation by DFAS.  WR-ALC/PKP policy requires that contractual documents distributed to NAFI/EDA must be reviewed and approved by an appropriate Contracting Officer with an appropriate contracting warrant.  Electronic documents existing within Government systems such as NAFI and EDA are considered as official, approved documents.  However, once printed or copied electronically outside the systems, the printed or copied electronic documents are not considered official signed copies. 

7. At the present time, a copy of the face page of the contractual document should be printed, hand signed and scanned into CFD/R2M.  This is required to meet current HQ AFMC/PK policy to maintain an official hand signed copy.

8. PKXD is in the process of deploying electronic signature capability including DoD PKI certificates and electronic signing software.  Training and instructions for using electronic signatures will be provided in the future.  However, at this time, there are no plans to use electronic signatures with NAFI or EDA.  However, it could be used for documents that are e-mailed from Outlook.  If a contractor / vendor will absolutely not accept a non-hand signed copy of the contract via EDA or e-mail, the PCO at his / her discretion, may hand sign, scan and e-mail the vendor a scanned, signed copy of the contractual document.  In no instance should a paper copy be distributed once paper distribution to contractors / vendors is discontinued.

SEE ATTACHMENT 5 – “QUESTIONS AND ANSWERS CONCERNING CUT OFF OF PAPER BASED CONTRACT DISTRIBUTION TO DFAS AND DCMA AS OF 24 JUN 02”

OPR:  WR-ALC/PKXD (as modified by WR-ALC/PKXO)

DISTRIBUTION INSTRUCTIONS – 

(Form Letter) FL-165 Contract Distribution Checklist
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The following instructions are to be followed to complete contractual document distribution.  The instructions immediately following (Pages 9 through 28) correlate directly with the newly revised FL-165 Distribution Checklist (Attachment 1 hereto).  Distribution should be made only to those office symbols / personnel identified on the FL-165 by the buyer / Procuring Contracting Officer (PCO).  Duplicate distribution should not be made (i.e., several instructions call for distribution to Defense Contract Management Agency (DCMA) – only one notification need be sent).  Instructions for distribution of paper documents are included immediately below the instructions for electronic distribution, in case of electronic distribution system failure only.  Any paper distribution will be accomplished (until such time as the paper distribution function is completely discontinued) by WR-ALC/PKXO (Operations Support Branch).  WR-ALC/PKXO does not make electronic distribution, nor do PKXO personnel access NAFI or EDA for award information.  

E-mail addresses for notification of NAFI posting via NAFI e-mail or ACPS e-mail have been provided for those distribution points that will not vary by contractual document.  Buyers will be responsible for obtaining those e-mail addresses that are specific to their contractual document.

******************************************************************************* 

(FL-165) DISTRIBUTION CHECKLIST

BUYER:__________ OFFICE SYMBOL:______BUYER CODE:_____PHONE:__________

Distribution for Contract Number _______________________________________

PR NUMBER:_________________________________________

1.  The following checked items are applicable to this contract:  
ELECTRONIC DISTRIBUTION ACCOMPLISHED VIA NAFI


The Buyer / PCO shall complete this block if distribution is accomplished via NAFI.  NAFI instructions (Pages 4 through 8 and Attachment 6 hereto) and NAFI Q&A (Attachment 5 hereto) are also included in this handbook.  Further instructions for ELECTRONIC distribution are contained in this handbook.  

If electronic distribution via NAFI is not possible (seldom, if ever), the distribution instructions contained herein for PAPER should be followed.
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Clarification:  It appears that there may be some confusion as to how to utilize NAFI and NAFI e-mail capabilities.  DFAS and DCMA have access to all documents posted through NAFI to EDA.  PKXO distribution personnel should not be required to make distribution to DFAS or DCMA via paper any longer.  However, buyers can and should use NAFI e-mail to notify any Government recipient of the award of their document.  Common e-mail addresses for Government recipients are provided herein.  If NAFI e-mail is not feasible, Outlook E-mail or ACPS E-mail should be utilized to accomplish complete electronic distribution.  


PKXO continues to receive documents for paper distribution, some with up to 12 copies of the paper document.  The FL-165 (Attachment 1 hereto) has been updated to show if electronic distribution was made by the buyer, and to what extent.  Hopefully this will clear up lingering confusion on what distribution the buyer has accomplished, and what remaining distribution PKXO should accomplish (if any). 

PR/MIPR INITIATOR:  


ELECTRONIC:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to the addressees identified by the buyer, and addressees will vary by document.

PAPER:  PKXO shall forward unsigned copies to the addresses listed by the Buyer / PCO on the FL-165.

FUNDS INITIATOR / MONITOR:


ELECTRONIC:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to the addressees identified by the buyer, and addressees will vary by document.

PAPER:  PKXO shall forward unsigned copies to the addresses listed by the Buyer / PCO on the FL-165.

SHIP TO ADDRESS NOT WR-ALC:


ELECTRONIC:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to the addressees identified by the buyer, and addressees will vary by document.

PAPER:  PKXO shall forward unsigned copies to the addressees provided by the Buyer / PCO on the FL-165.  A complete mailing address is required by the Buyer / PCO.

8(A) SET ASIDE:  

ELECTRONIC:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to the Warner Robins local Small Business Administration (SBA) office at Anna.Pender@robins.af.mil.  The Buyer / PCO shall make e-mail notification regarding NAFI posting to the contractor’s / vendor’s cognizant Regional SBA Office and this recipient will vary by document.  The Buyer / PCO shall make e-mail notification regarding NAFI posting to WR-ALC/BC at Darlene.Farrell@robins.af.mil.

PAPER:  PKXO shall forward one signed copy of the contractual document to the SBA Regional Office.  One unsigned copy shall be forwarded to Warner Robins local SBA and one unsigned copy shall be forwarded to WR-ALC/BC.

TYPE CONTRACT NOT “J”


ELECTRONIC:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to the cognizant Defense Contract Audit Agency (DCAA) point of contact as applicable to that document.


PAPER:  PKXO shall distribute one signed copy of the contractual document to the cognizant DCAA.  The complete mailing address shall be furnished by the Buyer / PCO on the FL-165.

DD FORM 1423:  

ELECTRONIC:  

1. TEST REPORTS:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to the addressees identified on the FL-165, and addressees will vary by document.  

2. ENGINEERING DATA:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to WR-ALC/LGMS, David Sweatt, at David.Sweatt@robins.af.mil.

3. TECHNICAL ORDERS / MANUALS:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to WR-ALC/LGED, John Mccord, at John.Mccord@robins.af.mil.

PAPER:

1. TEST REPORTS:  PKXO shall forward unsigned copy(ies) of the contractual document as requested by the buyer on the FL-165.

2. ENGINEERING DATA:  PKXO shall forward one unsigned copy of the contractual document to WR-ALC/LGMS.

3. TECHNICAL ORDERS / MANUALS:  PKXO shall forward one unsigned copy of the contractual document to WR-ALC/LGED.

FOB DESTINATION, FAST PAY, OR SURPLUS:  
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ELECTRONIC:  The Buyer / PCO shall make e-mail distribution via OUTLOOK E-MAIL to DLA / DDWG (EG&G) at JSpivey@ddc.dla.mil.
PAPER:  PKXO shall forward an unsigned copy of the contract to DLA / DDWG (EG&G) Attn:  Joe Spivey.  

FIRST ARTICLES:  
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ELECTRONIC:  Contractor / Vendor shall receive notification / distribution of contractual document via NAFI (if not feasible, use OUTLOOK e-mail) by the Buyer / PCO.  An electronic version of the First Article notice (Attachment 2 hereto) shall also be forwarded by the Buyer / PCO to the contractor / vendor under separate e-mail to the appropriate point of contact within the contractor’s / vendor’s organization.  The Buyer / PCO shall make e-mail notification regarding NAFI posting to their Product Directorate’s First Article Monitor (if any within the Product Directorate – disregard if not) and the Inspection and Acceptance facility.  Recipients will vary by document.

PAPER:  PKXO shall attach copy of First Article notice (Attachment 2 hereto) to contractor’s / vendor’s copy of contractual document.  PKXO shall forward one unsigned copy of the contract to the applicable Product Directorate’s First Article Monitor (if any within Product Directorate – disregard if not).  PKXO shall forward a copy to the Inspection and Acceptance facility, if different from the First Article Monitor.  

FIRST TIME PRODUCER:  

ELECTRONIC:  The Buyer / PCO shall annotate the electronic version of contractual document “FIRST TIME PRODUCER” as a note to the Face Page in ACPS.  NOTE:  Distribution instructions herein for ADMINISTRATIVE CONTRACTING OFFICER (ACO) COPY apply.

PAPER:  PKXO shall stamp the ACO copy (one copy) with “FIRST TIME PRODUCER”.  NOTE:  Distribution instructions herein for ADMINISTRATIVE CONTRACTING OFFICER (ACO) COPY apply.

ET AL MODIFICATION:  
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ELECTRONIC:  The Buyer / PCO shall make electronic distribution for each individual modification document via NAFI or OUTLOOK / ACPS e-mail to all required recipients (i.e., Contractor / Vendor, DCMA, DFAS, Official File Copy, any additional addressees).  

The Buyer/PCO shall make e-mail notification regarding NAFI posting to the individual who handles your funds citation; other recipients will vary by each individual modification document.  

PAPER:  No extraordinary action is necessary for PKXO distribution.  Each modification should be placed in an individual folder by the Buyer / PCO; each individual folder should contain the appropriate number of highlighted contractual documents needed for distribution purposes, as noted on the FL-165 by the Buyer / PCO.

ON BASE ENGINEERING SERVICES  

ELECTRONIC:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to WR-ALC/PKOS (Quality Assurance) at Steven.Warner@robins.af.mil, and any other addressees identified by the Buyer / PCO on the FL-165.

PAPER:  PKXO shall forward unsigned copies to WR-ALC/PKOS (Steven Warner), and any other addresses set forth by the Buyer / PCO on the FL-165.

OTHER SERVICES CONTRACTS OVER $100,000 ANNUALLY 

ELECTRONIC:  For all other service contracts over $100,000 annually, the buyer / PCO shall make e-mail notification regarding NAFI positing to WR-ALC/PKOS (Quality Assurance) at Steven.Warner@robins.af.mil.

PAPER:  For all other service contracts over $100,000 annually, PKXO shall forward one unsigned copy of the contractual document to WR-ALC/PKOS (Steven Warner - Quality Assurance).

INSPECTION ACTIVITY OTHER THAN ACO 

ELECTRONIC:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to the addressees identified by the Buyer / PCO, and these addressees will vary by document.  

PAPER:  PKXO shall forward unsigned copies of the contractual document to the addresses shown on the FL-165 as requested by the Buyer / PCO, and these addressees shall vary by document.  

GOVERNMENT FURNISHED MATERIAL/PROPERTY/EQUIPMENT OR RENT FREE USE:  


ELECTRONIC:  The Buyer / PCO shall make e-mail notification of NAFI posting to WR-ALC/LGMS at Felecia.Griffin-Willie@robins.af.mil and WR-ALC/PKOS at Cheryl.Peace@robins.af.mil.

PAPER:  PKXO shall forward one unsigned copy for each of contractual document to WR-ALC/LGMS and WR-ALC/PKOS.

MAINTENANCE, REPAIR, IRAN OR 6E FUNDS:  

ELECTRONIC:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to WR-ALC/LGRC at Ashlee.Glover@robins.af.mil.

PAPER:  PKXO shall forward one unsigned copy of contractual document to WR-ALC/LGRC.

6P FUNDS
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ELECTRONIC:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to WR-ALC/FMRS (Rosa Allen) at Rosa.Allen@robins.af.mil.


PAPER:  PKXO shall forward one unsigned copy of contractual document to WR-ALC/FMRS (Rosa Allen).

SAFETY CLAUSE, STATEMENT OF OBJECTIVE (SOO), STATEMENT OF WORK (SOW), APPENDIX C:


ELECTRONIC:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to Safety Office (WR-ALC/SEG) at Glenda.Calhoun@robins.af.mil.

PAPER:  PKXO shall forward one unsigned copy of the contractual document to the Safety Office (WR-ALC/SEG).

VALUE ENGINEERING:

ELECTRONIC:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to WR-ALC/PKPB at Chuck.Pipkin@robins.af.mil and WR-ALC/EN at Alton.Basilico@robins.af.mil.

PAPER:  PKXO shall forward one unsigned copy of the contractual document to both WR-ALC/PKPB (Chuck Pipkin) and WR-ALC/EN (Alton Basilico).

FOREIGN MILITARY SALES:


ELECTRONIC:  The Buyer / PCO shall annotate the face page “FMS” during ACPS preparation.  The Buyer / PCO shall make electronic distribution to DFAS via NAFI.  The Buyer / PCO shall forward e-mail notification of NAFI posting to WR-ALC/FMFL at Doris.Robitzsch@robins.af.mil.

PAPER:  PKXO shall mark the face page of the contractual documents “FMS” when FMS funds apply (as annotated by the Buyer / PCO on the FL-165).  PKXO shall forward one unsigned copy to WR-ALC/FMFL.

ROYAL SAUDI AIR FORCE (RSAF):  


ELECTRONIC:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to the RSAF Director of Contracts and Pro FMS at Kevin.Rowley@usmtm.sppn.af.mil, DSN 435-2007

PAPER:  PKXO shall forward one unsigned copy of the contract to:

RSAF DIR OF CONTRACTS & PRO FMS

USMTM/AFD/FS

UNIT 61300 BOX 003

APO AE  09803-0003

COPY TO:  PROGRAM MANAGER / ENGINEER:  

ELECTRONIC:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to the Program Manager and / or Engineer, and recipients will vary by document.

PAPER:  PKXO shall forward unsigned copies of the contractual document to the addresses shown on the FL-165 as requested by the Buyer / PCO, and recipients will vary by document.

WARRANTY APPLICABLE


In accordance with WR-ALC Contracting Handbook Part 46, Quality Assurance, Subpart 46.704, Authority for Use of Warranties:


ELECTRONIC:  The Buyer / PCO shall insert the word “Warranty” on the face page of the contractual document during ACPS preparation, prior to electronic distribution.  The Buyer / PCO shall make e-mail notification regarding NAFI posting to Joe DeCapite, WR-ALC/LGMMB at Joseph.Decapite@robins.af.mil.


PAPER:  PKXO shall stamp the word “Warranty” on the face page of the contractual document prior to contract distribution.  PKXO shall forward one unsigned copy to WR-ALC/LGMMB (Joe DeCapite).  

ADDITIONAL ADDRESSEES (SEE REVERSE):  

ELECTRONIC:  The Buyer / PCO shall make e-mail notification regarding NAFI posting to the addressees identified by the Buyer / PCO, and recipients will vary by document.  
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PAPER:  PKXO shall forward unsigned copies of the contractual document to the addresses shown on the reverse of the FL-165 as requested by the Buyer / PCO.  Complete addresses must be provided.  Distribution will not be made to ship to codes.  

RETURN TO BUYER:  


ELECTRONIC:  Not applicable.

PAPER:  This entry will be deleted from the FL-165 when paper distribution is discontinued by WR-ALC/PKXO.  Buyers should take extra care to only produce the number of copies needed for distribution.  


2.  Additional items which apply are checked below:

DD FORM 350:  

ELECTRONIC:  

A DD Form 350 is required for obligations or deobligations of $25,000 or greater.  

The Buyer / PCO shall follow the DD 350 instructions for completion of form as set for in DFARS 253.204-70 DD Form 350, Individual Contracting Action Report. http://farsite.hill.af.mil/VFDFARA.HTM
In order to accomplish distribution and transmission of the DD 350, the following blocks on the DD350 Form must be completed:  Complete “Date Block B3”, “Action Date” (the actual date the contract was awarded), and “Date Block B4”, “Completion Date” (the last contract delivery date or the end of the performance period) with the appropriate dates. 

The Buyer / PCO shall forward an electronic copy of the DD350 to WR-ALC/PKPB DD 350 System Administrator (currently Cassandra Tharpe) at Cassandra.Tharpe@robins.af.mil.  PKPB POC will assign Block A2 “Report Number” (in ACPS GUI DD350 Coding System), and transmit the information to HQ AFMC.  Once the DD350 is transmitted, the PKPB POC will return the DD350 to the Buyer / PCO, who will then insure that a signed copy of the DD350 with the Report Number, and proof of transmission, is incorporated into the Official Contract File.  The DD 350 System Administrator shall forward an electronic copy of the DD350, with the Report Number, to WR-ALC/BC at Darlene.Farrell@robins.af.mil (Signed copy not required by BC, per K. Burke/BC/17 Sep 02).  

PAPER:  

A DD Form 350 is required for obligations or deobligations of $25,000 or greater.  

The Buyer / PCO shall follow DD 350 instructions for completion of form as set for in DFARS 253.204-70 DD Form 350, Individual Contracting Action Report. http://farsite.hill.af.mil/VFDFARA.HTM
The Buyer / PCO shall complete “Date Block B3”, “Action Date” (actual date the contract was awarded), and “Date Block B4”,  “Completion Date”, (the last contract delivery date or the end of the performance period) with the appropriate dates.

The Buyer / PCO will, prior to distribution, contact WR-ALC/PKPB DD 350 System Administrator (currently Cassandra Tharpe), and obtain a “Report Number” to complete Block A2 “Report Number” (in ACPS GUI DD350 Coding System).    

Once the DD350 is transmitted, PKPB POC will return the DD350 to the Buyer / PCO, who will then insure that a signed copy of the DD350 with the Report Number, and proof of transmission, is incorporated into the Official Contract File.  The DD 350 System Administrator shall forward an electronic copy of the DD350, with the Report Number, to WR-ALC/BC at Darlene.Farrell@robins.af.mil.  (Signature not required per K. Burke/BC/17 Sep 02). 

 The paper original signed copy will be stamped “OFFICIAL FILE COPY” by PKXO upon distribution.

NOTE:  PKXO will write the TIN (Tax Identification Number) from the DD 350 (Block 5F) on the back of the Payment Copy.  

POST AWARD SYNOPSIS  


Post award synopsis is no longer accomplished by WR-ALC/PKXO.  See WR-ALC Contracting Handbook Part 5, Subpart 5.301.  The Buyer / PCO should accomplish post-award synopsis in FEDBIZOPPS, and annotate the FL-165 whether post-award synopsis was accomplished.  The Buyer / PCO should include verification of the synopsis in the contract file.

DD FORM 1155:  

ELECTRONIC:   The contractual document shall be forwarded via NAFI to the contractor / vendor by the Buyer / PCO.  A copy of the DD 1155 form letter (Attachment 4 hereto) shall also be provided (by the Buyer / PCO) separately via e-mail if acceptance by the contractor / vendor is required.  The contractor / vendor shall submit signed copies (2) to the Buyer / PCO electronically.  If electronic signature is not available, the contractor / vendor shall be required to submit paper copies (signed).  The signed copy shall be scanned by the Buyer / PCO for the Official Contract File in CFD/R2M.  

PAPER:  If acceptance by the contractor / vendor of the DD Form 1155 is required, PKXO shall attach a copy of the Form Letter (Attachment 4 hereto) requesting contractor / vendor to sign and return two signed copies of the face page of the contract.  The contractor / vendor should sign and return the copies based on the instructions in the Form Letter.  An original copy should be stamped “OFFICIAL CONTRACT FILE” (by PKXO) and placed in the Official Contract File by PKXO.  If acceptance of the DD 1155 is not required, no further action is necessary by PKXO.

ABSTRACTS:  SF 1409 or AF 3062 

ELECTRONIC:  The Buyer / PCO shall forward one electronic copy of abstract for competitive acquisitions to WR-ALC/BC, Darlene.Farrell@robins.af.mil.  

PAPER:  PKXO shall forward one copy of abstract for competitive acquisitions to WR-ALC/BC.  The original is retained for the contract file.  

CLASSIFIED DATA - DD FORM 254:  

ELECTRONIC:  The Buyer / PCO shall forward e-mail notification of NAFI posting to 78 SFS/SFAC at Melvese.Harris@robins.af.mil.  NOTE:  The e-mail addresses for the prime contractor and subcontractor(s) Cognizant Security Officer will vary by contractual document.  The Buyer / PCO shall forward the Security Classification Guide to the e-mail addresses of the (1) the contractor / vendor and (2) the ACO (both under separate e-mail from the contractual document distributed via NAFI).  E-mail address information for the contractor / vendor will vary by document; and information for the cognizant ACO can be obtained on the DCMA Home Page / CMT Locator at http://alerts.dcmdw.dcma.mil/srk/owa/alerts.cmtlocator.

REMINDER:  E-MAIL CANNOT BE USED FOR DOCUMENTS CONTAINING CLASSIFIED DATA.  DO NOT DISTRIBUTE CLASSIFIED DOCUMENTS VIA E-MAIL OR INTERNET.



NOTE:  THE BUYER / PCO MUST FOLLOW APPROVED CLASSIFIED MAILING INSTRUCTIONS FOR DOCUMENTS CONTAINING CLASSIFIED INFORMATION.  (FOR GUIDANCE, SEE WR-ALC CONTRACTING HANDBOOK, PART 4, ADMINISTRATIVE MATTERS, SUBPART 4.4, SAFEGUARDING CLASSIFIED INFORMATION WITHIN INDUSTRY.)

PAPER:  The distribution requirements listed on the DD Form 254 apply to the DD 254 only, not the contract in which it is contained.  PKXO shall forward the DD Form 254 as set forth in the “Required Distribution” block on the reverse of the DD Form 254.  Included in this distribution should be copies to the Information Security Section (78 SFS/SFAC) and the Cognizant Security Officer for the prime contractor and subcontractor(s) as noted on the front of the form.  

The DD Form 254 will normally be completed by the Buyer / PCO to indicate that the Security Classification Guide is distributed separately from the contractual document.  A Security Classification Guide can be included with documents containing the DD form 254, unless the Security Classification Guide itself is classified.  If copies of the Security Classification Guide are to be distributed, PKXO shall forward one copy of each to (1) the contractor / vendor, (2) the ACO, and one shall be retained in the Official Contract File, unless otherwise indicated on the FL-165 by the Buyer / PCO.  

SMALL BUSINESS SUBCONTRACTING PLAN (FAR 19.705-6)


ELECTRONIC:  The Buyer / PCO shall make e-mail notification of NAFI distribution to the SBA Area Director, Office of Government Contracting in the SBA area office where the contract will be performed.  Also, the Buyer / PCO shall forward a copy via e-mail of each plan and any associated approvals to the SBA Area Director, Office of Government Contracting, in the SBA area office where the contractor's / vendor’s headquarters is located.  The Buyer / PCO shall forward a copy of the subcontracting plan via e-mail and make notification of NAFI distribution to the SBA resident procurement center representative at Anna.Pender@robins.af.mil.  Via e-mail, the Buyer / PCO shall forward a copy of the subcontracting plan or a determination that there is no requirement for a subcontracting plan to the cognizant ACO.  


PAPER:  PKXO shall forward a signed copy of the contractual document to the Area Director, Office of Government Contracting, in the SBA area office where the contract will be performed; PKXO shall forward a copy of each plan and any associated approvals to the Area Director, Office of Government Contracting, in the SBA area office where the contractor's / vendor’s headquarters is located; PKXO shall forward a copy of the contractual document to SBA resident procurement center representative; PKXO shall forward a copy of each plan, or a determination that there is no requirement for a subcontracting plan, to the cognizant ACO.

PRICE NEGOTIATION MEMORANDUM (PNM):


ELECTRONIC:  If technical reports or a pricing report are requested from DCMA, the PNM shall be sent by the Buyer / PCO under separate e-mail (from the contractual document) to the cognizant ACO.  Note:  The Buyer / PCO is responsible for obtaining the proper e-mail address for the DCMA point of contact.  


If audit reports are provided by DCAA, the PNM shall be sent by the Buyer / PCO under separate e-mail (from the contractual document) to the cognizant DCAA office.  DCAA should be notified of contractual document distribution via NAFI by the Buyer / PCO.  Note:  The Buyer / PCO is responsible for obtaining the proper e-mail address for the DCAA point of contact.  

PAPER:  PKXO shall forward copies to the cognizant ACO and / or DCAA to the addresses noted on the FL-165 by the Buyer / PCO.  The Buyer / PCO should place the original copy of the PNM in the Official Contract File.

WEIGHTED GUIDELINES PROFIT FEE OBJECTIVE (DD FORM 1547):  


ELECTRONIC:  Weighted Guidelines are now web-based.  No electronic distribution is required by the Buyer / PCO.  A copy shall be retained in the Official Contract File by the Buyer / PCO.  

PAPER:  Weighted Guidelines are now web-based (prior instructions required two copies).  No distribution via paper is required by PKXO.  A copy of the form shall be retained in the Official Contract File by the Buyer / PCO.   

CONTRACT DISTRIBUTION INFORMATION (PRICING) (FORM PKPF-1): 

ELECTRONIC:  Upon distribution, and only if a Price Analyst assisted with negotiations and prepared the PNM, this form (PKPF-1) shall be completed and forwarded to WR-ALC/PKPF (Mark.Wallentine@robins.af.mil <mailto:Mark.Wallentine@robins.af.mil>), by the Buyer / PCO, with the contract distribution date on the form.  

PAPER:  Upon distribution, and only if a Price Analyst assisted with negotiations and prepared the PNM, this form (PKPF-1) shall be completed and forwarded to WR-ALC/PKPF by PKXO, with the contract distribution date stamped on the form.  

TRANSPORTATION:  
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ELECTRONIC:  The Buyer / PCO shall make e-mail notification of NAFI distribution to the Transportation Office, WR-ALC/LGMTT at Sandra.Dannelly@robins.af.mil for all contractual documents.

PAPER:  PKXO shall forward one unsigned copy of all contractual documents to the Transportation Office at WR-ALC/LGMTT.  

OTHER FORMS OR FORM LETTERS ARE LISTED BELOW:


ELECTRONIC:  The Buyer / PCO shall make e-mail distribution of other forms or form letters as required for the contractual document, and will vary by document.  These documents shall be distributed under separate e-mail from NAFI distribution by the Buyer / PCO.  

PAPER:  PKXO will make distribution of other form or form letters as necessary, based on the information (and forms) provided by the Buyer / PCO on the FL-165.   

_________________________________-


_____________________

CONTRACTING OFFICER’S NAME



DATE DISTRIBUTED

(INCLUDE COMPLETE ADDRESSES BELOW)

SHIP TO ADDRESS (not WR-ALC)

DCAA ADDRESS:

 

ACO ADDRESS:
 


ADDITIONAL ADDRESSES:


 
The following terms and instructions are not included on the FL-165 form itself, but are part of the distribution process:
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FL-165:  (UPDATED JULY 2003)

ELECTRONIC:  The FL-165 is provided at Attachment 1 hereto, and is required for all newly awarded actions.  A properly completed form should be made a part of the Official Contract File by the Buyer / PCO to indicate recipients of the contractual document.

PAPER:  One copy of the FL-165 (Attachment 1 hereto) is required for all newly awarded actions.  A properly completed form should be made a part of the Official Contract File by the Buyer / PCO, and will be used by PKXO to accomplish distribution.
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Clarification:  There appears to be some confusion as to the submittal of an FL-165 to PKXO when the buyer is making electronic distribution.  If the buyer is making 100% complete electronic distribution, there is no need for the FL-165 to be submitted to PKXO.  However, if less that 100% electronic distribution is being made by the buyer, then the remaining distribution copies (with or without the official contract file) would be forwarded to PKXO with the FL-165.  The buyer should annotate which of the recipients received the document electronically, and which should receive paper copies.  

There is no requirement for the FL-165 to be submitted to PKXO for a date stamp.  The distribution date should be the date the document was electronically distributed, and any documentation containing this date should be placed in the official file in conjunction with the FL-165.  The FL-165, in this instance, would be used to show to whom distribution was accomplished.  
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OFFICIAL CONTRACT FILE / OFFICIAL FILE COPY OF CONTRACT:

ELECTRONIC:  The electronic contract file in CFD/R2M is the Official Contract file and should be created, maintained and utilized as such.  Electronic contractual documents or files should not be forwarded to WR-ALC/PKXO for distribution, scanning or any other purpose.  It is the Buyer’s / PCO’s responsibility to create the Official Contract File within CFD/R2M by importing electronic documents or scanning paper documents and to perform electronic distribution using NAFI and NAFI email or ACPS and ACPS email.  The Official Contract File copy of contractual document shall be that version created and stored in CFD/R2M.   


PAPER:  The Official File Copy of the contractual document shall be signed, and will be stamped (by PKXO) when distributed:

OFFICIAL FILE COPY

NAME:

WARNER ROBINS ALC

OFFICE OF RECORDS
CONTRACTOR’S / VENDOR’S COPY (of contractual document):  

ELECTRONIC:  Electronic distribution shall be made via NAFI to the contractor / vendor by the Buyer / PCO.  

NOTE:  WR-ALC/PKXD is in the process of deploying electronic signature capability including DoD PKI certificates and electronic signing software.  It is unclear at this time whether or when NAFI or EDA will utilize electronic signatures.  In the interim, until electronic signature capability is fully deployed, if a contractor / vendor will absolutely not except a non-hand signed copy of the contract via EDA or e-mail, the PCO at their discretion, may hand sign, scan and e-mail the vendor a scanned, signed copy of the contractual document.  In this case, the same scanned document should also be imported into CFD/R2M by the Buyer / PCO.  Paper copies should not be distributed (unless the electronic systems are inoperable).  
PAPER:  A signed copy of the contractual document is mailed to the contractor / vendor by PKXO.  PKXO shall stamp or otherwise annotated on its face:

DUPLICATE ORIGINAL

PKXO shall attach any cover letters as applicable and required (DD 1155 (Attachment 4 hereto) or First Article (Attachment 2 hereto)).  

For mailing, see LABELS at ACPS CODING AND MAILING INSTRUCTIONS contained herein.

ADMINISTRATIVE CONTRACTING OFFICER (ACO) COPY:  

ELECTRONIC:  Electronic distribution shall be made by Buyer / PCO via NAFI by identifying the appropriate Administrative Office code in the contract index during ACPS preparation.  If needed, e-mail address information for the cognizant ACO can be obtained on the DCMA Home Page / CMT Locator at  

http://alerts.dcmdw.dcma.mil/srk/owa/alerts.cmtlocator.

Note:  If the contractor’s / vendor’s CAGE code is not contained in the CMT Locator, Buyer / PCO shall contact the contractor / vendor.  If the contractor / vendor is not aware of their cognizant DCMA office, please contact Doris Sciara (local DCMA liaison) at Doris.Sciara@robins.af.mil for assistance.  

PAPER:  PKXO shall forward one signed copy of the contractual document to the cognizant ACO office.  Copy should be stamped or otherwise annotated on its face:

OFFICIAL COPY

DO NOT FILE – FOR USE OF

ADM CONTRACTING OFFICER
[image: image48.png]Edt Vew Favortes Toos Hep

=181

rosoft Internet Explorer

| wpack - 5 - @[3 A | Qoearch Giravortes Phisoy |- S0 - H DR

| ackess [ €] itpsijfbets.nai.navy mihome. asp

AT

EA-21 Home
NAFI Home.

Account Regisiration
NAFI Help Center
User Notice
NAFI Reporis
Wanage Users

iem Administration
User Communication

Personal Addressbook

[Add Files to N0O002400C8505. Help  Logout

Upload Files:

Document Section

Deseription Attach File

[Basic =] [Entire Document  ¥] [TESTONE [DAProgram Filesy, _Browse.

[Selectane

= [ [ Browss.

= [ [ Browss.

[Select =]
[Select =] [Selectane
[Select =]

[Selectane

Select Selectone

Select » Selectone
Select » Selectone.

£

Upload | Cancel

oo T

=l r I Bz
[ [Bowe
[ [Bowe
[ [Bowe
[ [Bowe

==

Astart ||| & & ||

b - ot ou..| BbRenniabo

[ |8 [ memet
| & Hotmail nbox - Micr.. [@]scott cunningham... EuserGuidezoon -tic..| [Ef PR s4epm




MILSCAP COPIES:  


ELECTRONIC:  Electronic distribution shall be accomplished for MILSCAP copies to WR-ALC/PKXO for input purposes into J041 database by the Buyer / PCO.  The Buyer / PCO shall electronically submit the contractual document, with the appropriate completed AFMC Form 453(s) and the effective date completed to WR-ALC/PKXO via OUTLOOK e-mail at Peggy.Dismuke@robins.af.mil, Bernice.Winn@robins.af.mil and Pat.Bazemore@robins.af.mil (for CFD cataloging).    


NOTE:  PKXO MILSCAP coding personnel do not access NAFI or EDA.  Documents should be e-mailed via OUTLOOK only.  

PAPER:  PKXO distribution personnel shall forward one unsigned copy to the J041 coding clerks (WR-ALC/PKXO) for input purposes into J041 database.  The document should have the appropriate AFMC Form 453(s) attached and completed.  Copy will be annotated “MILSCAP FINAL”, with the effective date completed by PKXO.
PAYMENT COPIES:  


ELECTRONIC:  Electronic distribution shall be made by the Buyer / PCO via NAFI by identifying the appropriate Payment Office code in the contract index during ACPS preparation.    

PAPER:  A signed copy stamped “PAYMENT” will be mailed to the cognizant Payment Office (DFAS) by PKXO.  If applicable, PKXO shall write the TIN number from the DD 350 on the back of the Payment Office copy.  NOTE: If paper distribution is made, one signed copy shall be forwarded to WR-ALC/FMFL for distribution to DFAS San Bernardino.  

INSTRUCTIONS FOR INITIAL DISTRIBUTION OF ELECTRONIC DOCUMENTS

Standard Distribution:

The Buyer / PCO shall:

1. Distribute via NAFI to Contractor / Vendor  

2. Distribute via NAFI and send e-mail notification the individual who handles your funds citation.   

3. Distribute via NAFI to Payment Office (done through index process)

4. Distribute via NAFI to ACO (done through index process) 
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Distribute via NAFI and send e-mail notification to WR-ALC/LGMTT at Sandra.Dannelly@robins.af.mil.
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Scanned copy of signed face page for the Official Contract File in CFD/R2M

7. One unsigned paper copy marked “MILSCAP FINAL” with AFMC 453 and the effective date completed to PKXO J041 Pre-award posting clerks at Peggy.Dismuke@robins.af.mil, Bernice.Winn@robins.af.mil and Pat.Bazemore@robins.af.mil (for R2M cataloging). 

Further distribution shall be made via e-mail regarding the NAFI posting of the contractual document, based on the information recorded on the FL-165 by the Buyer / PCO.

ACO Modification Distribution:

DCMA will post ACO modifications to the Electronic Data Access (EDA) system and will also distribute copies of the ACO modifications to the PCO.  The Buyer / PCO should request an electronic copy of the ACO modification; otherwise the Buyer / PCO must scan the paper ACO mod into the CFD/R2M system.  The Buyer / PCO will then forward a paper copy or electronic copy (if available) to WR-ALC/PKXO J041 clerk and make electronic distribution via Outlook e-mail to any other required local distribution recipients:
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WR-ALC/LGMTT at Sandra.Dannelly@robins.af.mil; 

WR-ALC/LGMS and LGED at David.Sweatt@robins.af.mil and John.Mccord@robins.af.mil.)  

INSTRUCTIONS FOR SETTING UP PAPER FILES 

The Buyer / PCO shall:  

1. Remove all staples / clips / tags.

2. Assemble documents appropriately in file folder.

3. If a modification is distributed in the basic contract official file folder, the modification shall be placed on top of the basic contract (or previous modifications).

INSTRUCTIONS FOR PROCESSING PAPER FILES  

PKXO shall:  

1. Date stamp all copies of the contractual document for distribution in the “Effective Date” block the same date as shown on the FL-165.

2. Distribute contractual documents based on instructions on the FL-165 by the Buyer / PCO and those contained in this guide.   
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INSTRUCTIONS FOR INITIAL DISTRIBUTION OF PAPER DOCUMENTS (NO NAFI DISTRIBUTION ACCOMPLISHED)

Standard Distribution:

(At least 6 copies required)

PKXO shall forward:  

1. One signed copy to the Contractor / Vendor marked “DUPLICATE ORIGINAL”

2. One signed copy to the Payment Office marked “PAYMENT OFFICE”

3. One signed copy marked “OFFICIAL COPY – DO NOT FILE – FOR USE BY ADM CONTRACTING OFFICER”

4. One signed copy to Transportation (WR-ALC/LGMTT).

5. One original signed copy for the Official Contract File marked “OFFICIAL FILE COPY / NAME/ WARNER ROBINS ALC/OFFICE OF RECORDS”
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One unsigned copy marked “MILSCAP FINAL” with appropriate AFMC 453 and the effective date completed to PKXO J041 MILSCAP Coding Clerks (Peggy Dismuke, Bernice Winn).

Further distribution shall be based on the information recorded on the FL-165 by the Buyer / PCO.  

ACO Modification Distribution:

(At least 4 copies are required)  

PKXO shall forward:

1. One copy for Official Contract File, appropriately marked (see Standard Distribution, number 5 above)

2. One copy to PKXO J041 MILSCAP Coding Clerks for MILSCAP (see Standard Distribution, number 6 above)

3. One copy to Transportation at WR-ALC/LGMTT.

4. One copy to WR-ALC/LGECA

DISTRIBUTION OF BASIC ORDERING

AGREEMENTS (BOA) AND BOA MODIFICATIONS

ELECTRONIC DISTRIBUTION

The Buyer / PCO shall:  

1.  Distribute via NAFI to Contractor / Vendor  

2. Distribute via NAFI to Payment Office (done through index process)

3. Distribute via NAFI to ACO (done through index process) 
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Distribute via NAFI and send e-mail notification to WR-ALC/LGMTT at Sandra.Dannelly@robins.af.mil. 

5. Scanned copy of signed face page for the Official Contract File in CFD/R2M
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One unsigned paper copy marked “MILSCAP FINAL” with completed AFMC 453 and effective date distributed via e-mail to PKXO J041 Pre-award posting clerks at Peggy.Dismuke@robins.af.mil, Bernice.Winn@robins.af.mil and Pat.Bazemore@robins.af.mil (for R2M cataloging). 

Further notification shall be made via e-mail regarding the NAFI posting of the contractual document, to the following:  

Christine Fukuda, OO-ALC/PKPP at Christine.Fukuda@hill.af.mil
Jeanie Almon, OC-ALC/PKXDA at Jeanie.Almon@tinker.af.mil
Henry Goswick, WR-ALC/PKPB at Henry.Goswick@robins.af.mil
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Buyer / PCO is responsible for making sure that distribution is made via electronic or paper format to the following:

DCSC

BOA ADMINISTRATOR/MOLLY MURPHY

PO BOX 16704

COLUMBUS OH 43216-5000
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DEFENSE SUPPLY CENTER PHILADELPHIA

ATTN:  DSCP-IAAD FRANCINE GOLDBERG

700 ROBBINS AVENUE

PHILADELPHIA PA  19111-5096

FRANCINE.GOLDBERG@DLA.MIL

COMMANDER, US ARMY AVIATION & MISSILE COMMAND

BLDG 4488/B345, AMSAM-AC-AL-A, JUDY WHITE

REDSTONE ARSENAL, AL 35898-5280

DEFENSE GENERAL SUPPLY

8000 JEFFERSON DAVIS HWY

RICHMOND VA 23297-5361

PAPER DISTRIBUTION

(At least 13 copies are required)

PKXO shall forward: 

1.  One signed copy to the Contractor / Vendor marked “DUPLICATE ORIGINAL”

2.  One signed copy to the Payment Office marked “PAYMENT OFFICE”

3.  One signed copy marked “OFFICIAL COPY – DO NOT FILE – FOR USE 

BY ADM CONTRACTING OFFICER”

4.  One signed copy to Transportation (WR-ALC/LGMTT).

5.  One signed copy for the Official Contract File marked “OFFICIAL FILE COPY / NAME/ WARNER ROBINS ALC/OFFICE OF RECORDS”

6.  One unsigned copy marked “MILSCAP FINAL” with appropriate AFMC 453 and effective date completed to WR-ALC/PKXO (Peggy Dismuke, Bernice Winn).

Further distribution shall be made to the addresses below by mailing one copy to each of the following:

WR/ALC/PKPB (HENRY GOSWICK)

OGDEN ALC/PKPP

ATTN:  CHRISTINE FUKUDA

6038 ASPEN AVENUE BLDG 1289

HILL AFB UT  84056-5820

Christine.Fukuda@hill.af.mil
OKLAHOMA CITY ALC/PKXDA

ATTN:  JEANIE ALMON

3001 STAFF DRIVE STE 2AD82A

TINKER AFB OH  73145-3015

Jeanie.Almon@tinker.af.mil
DCSC

BOA ADMINISTRATOR/MOLLY MURPHY

PO BOX 16704

COLUMBUS OH 43216-5000
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DEFENSE SUPPLY CENTER PHILADELPHIA

ATTN:  DSCP-IAAD FRANCINE GOLDBERG

700 ROBBINS AVENUE

PHILADELPHIA PA  19111-5096

COMMANDER, US ARMY AVIATION & MISSILE COMMAND

BLDG 4488/B345,AMSAM-AC-AL-A, JUDY WHITE

REDSTONE ARSENAL, AL 35898-5280

DEFENSE GENERAL SUPPLY

8000 JEFFERSON DAVIS HWY

RICHMOND VA 23297-5361

ACPS CODING AND MAILING INSTRUCTIONS

(Applicable to PKXO)

ALL MAILING LABELS MUST BE TYPEWRITTEN.

LABELS:  Access ACPS program.  Type MENU; L for Labels; 2 or 3 for manual or CAGE code; A or B for create new label or enter CAGE code; manufacturer CAGE code from face page of form or begin typing information; enter printer number.  Follow instructions as shown on screen; OR, generate own labels outside of ACPS.  Please verify correct addresses.  

INTERNATIONAL AIRMAIL:  Stamp outgoing mail to outside the US with INTERNATIONAL AIRMAIL stamp.  Do not bundle with other outgoing mail.  This does not apply to APO/FPO addresses.  

CONTRACTOR / VENDOR BOXES IN PKO CONTRACTOR LOBBY: Hand carry contractor’s / vendor’s copy to the lobby for the following contractor(s) / vendor(s) only:

MCDONNELL DOUGLAS / BOEING

(Attachment 1 – TO BE USED FOR ELECTRONIC OR PAPER DISTRIBUTION – UPDATED July 2003)
Fl-165 CONTRACT DISTRIBUTION CHECKLIST

BUYER:______________SYMBOL:______BUYER CODE:_____PHONE:_____

DISTRIBUTION FOR CONTRACT _____________________

   PR ____________________

1. The following checked items are applicable to this contractual document:

(   )  ELECTRONIC DISTRIBUTION ACCOMPLISHED.  

(   )  DFAS and DCMA only received electronic notification via NAFI.  All recipients marked below should receive a paper copy.

(   )  All distribution done electronically.  Recipients are marked below.  No paper distribution required.

(   )  PR / MIPR Initiator IM CODE:  _____  OFFICE SYMBOL______  

NAME _________
(   )FUNDS INITIATOR / MONITOR:  NAME _____ 
OFFICE SYMBOL:  ____
OFF BASE ADDRESS:   

(   )Ship to Address / Consignee not WR-ALC  
(   )8(A) Set Aside (Anna.Pender@robins.af.mil ; Darlene.Farrell@robins.af.mil) 
(   )Type Contract Not “J”  
(   )DD Form 1423 Incorporated

(   )Test Reports to: __________

(   )Engineering Data to:  __________(David.Sweatt@robins.af.mil) 

(   )Tech Orders / Manuals to:  ________(John.Mccord@robins.af.mil) 
(   )FOB Destination, Fast Pay, or Surplus  (Jspivey@ddc.dla.mil) 

(   )First Article – Copy to:  _________________  
(   )First Time Producer   
(   )”ET AL” Modification (Treat each individual number as a separate contract) 

(   )On Base Engineering Services – _________________  (Steven.Warner@robins.af.mil) 

(   )Other Services Contract Over $100,000 Annually - __________________  

                   (Steven.Warner@robins.af.mil) 

(   )Inspection Activity other than ACO – __________________  
(   )Government Furnished Material/Property/Equipment or Rent Free Use   

                   (Felecia.Griffin-Willie@robins.af.mil; Cheryl.Peace@robins.af.mil) 

(   )Maintenance, Repair, IRAN or 6E Funds  (Ashlee.Glover@robins.af.mil) 

(   )6P Funds  (Rosa.Allen@robins.af.mil) 

(   )Safety Clause, SOO/SOW, or Appendix C  (Glenda.Calhoun@robins.af.mil) 

(   )Value Engineering  (Chuck.Pipkin@robins.af.mil; Alton.Basilico@robins.af.mil) 

(   )Foreign Military Sales (Doris.Robitzsch@robins.af.mil) 

(   )RSAF  (Kevin.Rowley@usmtm.sppn.af.mil)_ 

(   )Copy to:  Program Manager:  __________   

Engineer:  __________   
(   )Warranty Applicable – Copy to WR-ALC/LGMS  (Joseph.Decapite@robins.af.mil) 

(   )Additional Distribution (See Reverse)   

(   )Return to Buyer:  (   )Contractor Copy  (   )Contract File  (   )Extra copies not 

         used

2. Additional items that apply are checked below:

(   ) DD 350 (One in Official Contract File; One for WR-ALC/BC)


TIIN#__________  (Cassandra.Tharpe@robins.af.mil) 
(   ) Post Award Synopsis

(   )DD Form 1155 Acceptance Required

(   ) Abstract (SF1409 or AF 3062) (One in Official Contract File; One for WR-

           ALC/BC)  (Darlene.Farrell@robins.af.mil) 

(   )Classified Data (DD Form 254)  (Melvese.Harris@robins.af.mil) 

(   )Small Business Subcontracting Plan (FAR 19.705-6)  (Anna.Pender@robins.af.mil) 

SB Regional Office for Performance_______________________  
SB Regional Office where Headquartered____________________

 (   )Price Negotiation Memorandum to:  (   )DCAA      (   )ACO

(   )Weighted Guidelines Profit Fee Objective (DD Form 1547)

(   )Contract Distribution Information (Pricing – PKPF-1)  (Mark.Wallentine@robins.af.mil) 

(  )Transportation  (Sandra.Dannelly@robins.af.mil)

(   )Other Forms or Form Letters are listed below.   

________________________________

_________________

Contracting Officer’s Name


Date Distributed

(INCLUDE COMPLETE ADDRESSES BELOW – electronic or paper)

SHIP TO ADDRESS (NOT WR-ALC):

DCAA ADDRESS:

ACO ADDRESS:




ADDITIONAL ADDRESSES:

(Attachment 2)

NOTICE!!

THE SHIP TO / MARK FOR ADDRESS FOR THE FIRST ARTICLE IS VERY IMPORTANT!!  NON-COMPLIANCE WITH THESE INSTRUCTIONS WILL RESULT IN THE FIRST ARTICLE GOING TO WAREHOUSE STOCK AND BEING ISSUED TO THE FIELD PRIOR TO TESTING.

USE THE ADDRESS BELOW TO PREPARE YOUR ADDRESS LABEL ONLY FOR FIRST ARTICLES BEING SHIPPED TO WARNER ROBINS AIR LOGISTICS CENTER FOR GOVERNMENT TESTING.  PLEASE COMPLETE THE OFFICE SYMBOL AND ENTER THE APPLICABLE CONTRACT NUMBER OF THE ADDRESS LABEL.

TRANSPORTATION OFFICER

CODE:  FD2060

WARNER ROBINS ALC

ROBINS AFB GA  31098-5999

MARK FOR:  DSFPB/SPECIAL HANDLING UNIT/FIRST ARTICLE/_______

SUBMITTED FOR FIRST ARTICLE INSPECTION AND TEST:

CONTRACT:  ______________________________

DO NOT STOCK

(Attachment 3)

RESERVED
(Attachment 4)

 macrobutton FORINSTRUCT MEMORANDUM FOR     THE CONTRACTOR

 macrobutton FROMINSTRUCT FROM:   Warner Robins ALC/PKXO


    235 Byron Street


    Robins AFB GA  31098-1611

 macrobutton SUBJECTINSTRUCT SUBJECT:  Contractor Acceptance, Purchase Order_______________________

IMPORTANT

This order requires contractor acceptance.  In accordance with the attached order, request an individual authorized to obligate your firm immediately sign and return two (2) copies of the face page of this order to the “Issued By” address cited on the order (Block 6 of the DD Form 1155, Block 9, of the SF1449).

(Signed by PCO)

(Attachment 5)

Question and Answers concerning cutoff of paper-based contract distribution to DFAS and DCMA as of 24 Jun 02

1. Do we need to notify DFAS and/or DCMA by email when we distribute contracts to them exclusively via NAFI?

Answer: No, DFAS and DCMA see everything on EDA that is passed from NAFI. 

2. Are we responsible for loading to NAFI the ACO mods that are faxed to us from the ACO or do they upload them?

Answer: No, you should not load ACO mods to NAFI.  ACOs upload ACO mods to EDA, the companion of NAFI.  You are only responsible for any local distribution of ACO mods such as PKXO via email.

3. I have a quick question about NAFI and the use of distribution lists.  Are we to go in and create our own distribution lists to eliminate the need for paper distribution?  Will the current FL 165 be updated to include the e-mail addresses of all the places that want a copy of the document or do we need to find out the email addresses for all these places?  Any guidance will be helpful.
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Answer: Buyers / PCOs need to maintain distribution lists including e-mail addresses for use within ACPS or NAFI based e-mail for all recipients except DFAS and DCMA so that they will be notified via email when contracts are distributed.  Currently there are many versions of the FL-165 being used. PKXO is working on a PK standard version.  It will include some e-mail addresses.  The e-mail address for transportation (LGMTT) POCs is Sandy.Martin@robins.af.mil.  E-mail addresses for J041 clerks (PKXO) are Peggy.Dismuke@robins.af.mil and Bernice.Winn@robins.af.mil.  E-mail addresses for vendors and all other recipients should be obtained/maintained by the buyer / PCO.

4. The major concern is that PCOs must rely entirely on the buyers / PCOs to upload the final version of the contract for distribution to DFAS and DCMA.  Previously, the PCO reviews a printed hard copy of the document, signs it and the buyer / PCO makes copies for paper distribution.  The NAFI paperless distribution process requires the buyers to upload an electronic version of the document without a PCO signature.  This process opens the door for problems related to discrepancies that are possible between the actual signed version of the contract and the electronic version of the contract that the buyer / PCO uploads into NAFI.  Buyers / PCOs would not intentionally upload an incorrect version, but it is highly possible that an incorrect version of the contract exists somewhere in the buyer’s / PCO’s computer and thus could possibly be mistaken for the version approved by the PCO.  Per PK policy (taken from the email sent out 6/19/02) “Existence of contractual documents within the NAFI and EDA government systems constitutes PCO approval and authorization for execution by the contractor / vendor and funds obligation by DFAS.”  This obviously causes concern for the PCOs being held responsible for the uploaded documents (Anti-Deficiency Act etc).

Answer:  We are aware of the no-signature concern and have discussed it at length with PKP, HQ-PKS, OO-ALC/PK, OC-ALC/PK.  Originally PKXD and PKP felt that only PCOs with appropriate warrants should be allowed to upload contracts to NAFI.  The original proposed policy would have stated that only PCOs would be allowed to upload documents to NAFI.  However after discussions with HQ and the other ALCs they did not see this as a concern.  Plus, allowing only the PCO to upload would put additional workload on the PCO.  Last week PKXD and PKP discussed the issue again and agreed on the current, less restrictive policy of allowing buyers / PCOs to upload after review and approval of the PCO.  However, the new policy does not prevent only the PCO uploading all documents to NAFI if they so desire. 

Concerning multiple versions/copies of electronic documents and possibly uploading the wrong one to NAFI.  This can be resolved by putting some simple procedures in place.  If the document is saved outside of ACPS to PC disk or R2M, the name of the document/file can be changed.  I would suggest naming the file with contract number and the word "DRAFT" including a version number and/or date.

For example F09603-02-R-2345-DRAFT1 or F09603-02-R2345-DRAFT-06-21-02.  When the contract is ready for PCO approval/signature, from within R2M, grant edit access rights to the PCO for the electronic version.  The PCO can then review, approve, print and sign therefore being assured that the electronic copy matches the paper copy.  The PCO could also type "Original Singed by " and their name into the signature block into the approved electronic version for further insurance.  We will have electronic signature shortly that will put a digital representation of the signature in the signature block.  PCO should then save and rename the file removing "DRAFT" and/or replacing it with "FINAL" in the file name.  Then the PCO or the buyer can extract the approved FINAL electronic version from PC or R2M and upload it to NAFI.  This will help insure that the same version is uploaded and printed. 

5. A similar issue relates to the contract writing system whose use is currently mandated for all buyers / PCOs (ACPS GUI).  The nature of this system requires that buyers / PCOs use the system to create a “draft” version of the contract, which will then be edited and saved as a Word document for the final version.  This automatically forces the buyers / PCOs to create and work with at least two versions of every contract created.  Due to the problems associated with the GUI system and its inability to properly create official versions of contracts, we now have multiple versions of contracts saved in our systems under the same contract number.  This adds additional uncertainty that all people involved in the distribution process will receive and rely on the same version of a contract.


Answer:   ACPS 15 does not require that buyers / PCOs produce a draft document and edit in Microsoft Word.  Buyers / PCOs choose to edit their documents in Word for a variety of reasons, most of them no longer valid.  HQ/PK recently asked all the ALCs to provide a list of showstoppers in ACPS 15 that would preclude mandatory use of the system with no word processing.  After polling our management and users, PKXD could not provide HQ with any legitimate showstoppers.  Various ACPS 15 superusers admitted that the system would allow them to create the documents they needed.  Word is primarily being used to correct errors and make additions without going back into the system, and to make cosmetic formatting changes.  In the past few months, there has not been a reported problem involving document preparation that could not be resolved by PKXD, PKP, or the PK Lab.  Buyers / PCOs can prepare their documents totally in ACPS 15 without any word processing, but it can take longer to prepare and the resulting document will probably not look exactly the way they want it to look.  However, as long as word processing is still allowed, there should never be more than two working versions of the document in question - one copy on the ACPS 15 server, and one copy on the user’s PC or R2M.  If a buyer / PCO chooses to edit their document in Word, they should save the assembled document to their PC’s hard drive, and work with that copy.  This editing should not occur until the buyer / PCO has done as much as possible within the ACPS menus.  Most of the confusion caused by multiple copies of contracts is caused by repeated assemblies and editing sessions of the same document.  The final edited Word copy on the buyer’s / PCOs hard drive should be the copy printed for signature and uploaded to R2M and NAFI.   

6. A third concern is that electronic transmittal is never as certain as a hard copy version.  Buyers / PCOs have experienced problems with the altering of contract documents during electronic transmittal to NAFI.  Dollar amounts, part numbers, NSNs, and other information were altered during uploading, thus DFAS and DCMA received a different version of the contract than the PCO had approved and signed.  In this situation, the buyer / PCO had retained a hard copy of the signed document as proof that the system had altered the official version of the contract during processing.

Answer:  PKXD is not aware of any situations where contract documents were altered during electronic transmittal to NAFI.  One buyer mentioned this but research revealed that the wrong version was actually uploaded in error.  We believe proper procedures mentioned above were not in place and caused this problem.  Proper procedures should prevent this in the future.  We have never seen or heard of any documents being altered by the NAFI transmittal process.  If any buyer / PCO experiences this problem, please let us know as soon as possible.  On rare occasions, documents may fail to upload properly or become corrupted but these documents are not readable/usable by DFAS and must be reloaded.

7. The NAFI training session during the week of 13 Jun 02 instructed that .pdf files were not acceptable document types for uploading to NAFI systems.  These are the files created via scanning an actual hard copy of a document into an electronic form.  However, at this point, this is the only way to ensure that an official version of the contract, signed by the PCO, is being distributed to everyone.  Until electronic signature capability is granted to our PCOs, this problem will remain and scanned pages with signatures are the only way to ensure uniformity of documents.

Answer:  The statement that “PDF files were not acceptable document types for uploading to NAFI systems" supposedly made during training was either misunderstood or was stated in error.  PDF document type is acceptable for uploading to NAFI.  The intended concept to be presented was that we and HQ prefer contractual documents created in ACPS as Word documents be uploaded as Word documents to NAFI rather that a scanned version of the document.  The reason for this is to get in-line with the planned processes and objectives.  Another issue to consider is that scanned versions of documents have larger files sizes and take longer to upload.  The ultimate goal is for contractual documents to be distributed directly from ACPS to NAFI.  Currently this is not mandated but rather preferred.  We believe that since no one has identified any showstoppers with ACPS, this will be mandated by HQ in the near future.  At that time there will only be one electronic version at time of distribution, the one in ACPS that is sent to NAFI.  Farther in the future, a Word document will no longer be sent to NAFI from ACPS, but rather only data will be sent.  In these scenarios there will not be an opportunity to print and sign the contract before it is sent to NAFI.  That is why we prefer to use this no-signature process now even though we could print, sign and scan before upload.  From today forward, it will be important that the electronic version is as accurate as the paper, signed version. 

However for the short term, it is permissible to print, sign, scan and upload the contractual document to NAFI as a .PDF file type. Just remember that instead of preparing yourself and your organization for the future you will be holding on to old, outdated processes and your file upload times will be longer. 

8. Extra time and effort is required for distribution to NAFI in addition to the paper distribution process still required for components other than DFAS and DCMA.

Answer: We understand that moving to paperless contract distribution does place additional tasks on the buyer / PCO.  But at the same time it should eliminate some paper-based tasks and make the distribution process faster and more efficient.  Previous PK management made the decision that buyers / PCOs should perform electronic contract distribution in lieu of clerks. This also makes sense based on the future plans as we move toward direct distribution from within ACPS. 

We also understand that implementing only a partial paperless process is not optimal.  However, taking everything into consideration, we felt that implementing total paperless distribution all at once would be too much to handle based on several factors.  First, DFAS and DCMA are familiar, ready and waiting for us to use NAFI/EDA instead of paper. Other distribution parties such as IMs, FM and vendors, although familiar, are not as ready and will need some additional instructions and public relations.  Second, during our NAFI test, a good number of documents were posted incorrectly and we want to insure that these problems have been overcome.  Third, if we experience growing pains with the new process, only two parties will be calling you instead of five or more.  Finally, we want to phase out the paper distribution process slowly so that the old process support will still be there in case we need it as a safety net until the initial paperless distribution process is working smoothly.  However, our plan is to move to total paperless distribution as soon as possible therefore performing both paper based and paperless distribution won't be required for long.

9. Of greatest concern here is the GUI system.  GUI is not linked to any of the dozens of systems the buyer / PCO relies on for information.  Buyers / PCOs repeatedly generate mods to correct the false shipping information, contractor / vendor information, DFAS and DCMA offices applicable to the contractor / vendor that GUI inserts via the codes entered by the buyer / PCO.  The whole idea of this new contract writing software is that it facilitates contract writing for the buyer / PCO.  However, this system is instead creating an added burden for the buyers / PCOs who are having to go behind GUI and verify everything the system provides.  GUI should be linked to the system that updates the DODAACs, which change daily.  Instead, we issue mods on numerous contracts once it is brought to our attention that the contract system provided the incorrect information during contract creation.  Though usually corrected by the PCO, GUI does not provide the proper clauses during contract assembly either.  This is yet another step that causes delay in awards.  It should not be solely the buyers’ / PCO’s responsibility to update GUI with the changes that are constantly occurring.  If we cannot rely on this system then we are causing serious delays without purpose.

Answer:   ACPS 15 maintains vendor addresses, and payment, administration, and ship-to DODAACS.  Our vendor database is updated weekly from the Central Contractor Registration (CCR) system.  CCR does not contain administration or payment offices, so any new entries to the vendor database must have these DODAAC added manually.  During the initial setup of ACPS 15, vendor information from the old ACPS was migrated to the new system.  Old ACPS linked payment and administration offices to vendor zip codes, so we did not have to manually add these DODAACs to the 15,000 vendors we transferred over.  ACPS 15’s inability to automatically link payment and administration DODAACs to vendor addresses (as in old ACPS) is an administrative weakness.  This was one of the first issues reported to the PK Lab, but they claimed any fix would require an almost complete rewrite of the entire address maintenance system and document preparation interface.  The Lab is unwilling to do this.  

Ship-to DODAACs were manually input by PKP during the initial setup of ACPS 15.  These addresses do change frequently, and we do not get an automatic feed to ACPS from any system to update them.  PKXD and PKP update these manually, usually based on buyer / PCO requests.  PKXD is currently working with the local transportation office to develop procedures for timely updating of the ship-to addresses.

Because of the lack of data feeds from other systems, ACPS 15 address and vendor maintenance is a large administrative burden.  All of these issues, however, do not relieve the buyer and PCO from their responsibility to insure the information on their contracts is correct.  ACPS 15 provides ample opportunity during document preparation for buyers / PCOs to review address information.  PKXD and PKP provide timely response to any request for changes.

Any question about proper clauses coming into documents should be immediately reported to PKP, who in turn will resolve the problem or contact the PK Lab.  The PK Lab fixes clause logic problems very quickly.  ACPS 15 was designed to only bring in clauses required by the FAR and its supplements.  Which clauses are included are determined by the ACPS 15 menu choices.  Buyers / PCOs can also add any clause they wish during document assembly.  PKP and PKXD have determined that the majority of clause complaints are due to buyers / PCOs making incorrect menu choices, or that the clause they want is no longer required.  Buyers / PCOs are underutilizing the Automated Clause Interface (ACI) function in ACPS 15.  Use of this tool will clear up a majority of questions regarding clauses.

GUI does and/or will link/interface with many other systems including NAFI, R2M, J041, and J018.  

10. Scanning and distribution are admin duties and should not be the responsibility of the buyers / PCOs as a permanent solution to the “paperless problem”.  Buyers / PCOs are already overburdened with extra steps involved in the move to paperless.  It is suggested that a distribution clerk be given the task of scanning the contract for distribution in paperless form.  This can be accomplished immediately after the PCO signature makes the document official.  Paperless contract distribution will be uniform and everyone can be assured that the correct version of the contract is getting to everyone involved.  It makes sense that this step be done in the same area that contract file scanning is taking place, it “kills two birds with one stone”.  When the contract file arrives to distribution a clerk will scan and upload a single electronic version of the contract for paperless distribution (which eventually will go to everyone needing a copy of the contract), then the entire file can be scanned into electronic form for the R2M system.  The burden is taken off the buyers and PCOs, uniformity is ensured, and this will greatly facilitate the initiative to go “paperless”.

Answer:  We agree that high volume scanning should not be a buyer / PCO task.  However, low volume scanning can be done by anyone including buyers / PCOs.  Scanning is not something that we want to do.  It is a necessary evil until we are completely paperless.  The major paperless missing links at this point are the PR package and electronic signature.  According to current schedules we should have paperless PRs later this year and we are currently deploying electronic signature capability.  Therefore your scanning days are numbered.  We should not think about printing and scanning; we must think electronic.  That is why we developed and deployed R2M.  After we cut off all paper-based distribution, we should no longer be creating and printing a paper based file or sending it to PKXO for copying, distribution, scanning or filing.  That would not be a success in terms of meeting the criteria, goals or benefits associated with paperless contracting.  Printing and scanning do not meet our paperless objective.  Our objective is electronic documents today, electronic data in the future.

As stated previously, we understand that moving to paperless contract distribution does place additional tasks on the buyer / PCO.  But at the same time it should eliminate some paper-based tasks and make the distribution process faster and more efficient.  Previous PK management made the decision that buyers / PCOs should perform electronic contract distribution in lieu of clerks.  This also makes sense based on the future plans as we move toward direct distribution from within ACPS. 
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1. Introduction

Navy Air Force Interface (NAFI) exists to provide a simple, efficient electronic access to executed procurement instruments: contracts, delivery orders, modifications, etc., to the Defense Finance Accounting Service (DFAS), the Defense Contract Management Command (DCMC) and Department of Defense (DOD) users.  The application provides links to the DOD Electronic Document Access (DODEDA) application, providing DFAS centralized access to Department of the Navy (DON) procurement instruments.  Procurement instruments (groups of documents) are electronically posted to a DON secure central server site in a standard, Defense Information Systems Agency (DISA) mandated, portable document format (.pdf) and are available via the World Wide Web to authorized users. Those documents not needing viewing by DISA may be uploaded in their native format.  The application is designed to make better use of an organization's human and monetary resources by providing quick access to awarded documents and by eliminating the need for issuing activities to continually create and distribute paper copies of awarded documents. 

The NAFI application acts as an electronic file cabinet accessible only to authorized users.  Within this electronic file cabinet, NAFI organizes procurement instruments with an electronic index.  NAFI uses an electronic “parent” index for each procurement instrument and a separate electronic "child" index for each document (group of electronic files) associated with that procurement instrument. Use of this index structure ensures immediate access by any authorized person to uploaded documents or the entire procurement instrument.  This index structure also eliminates the need to manually search for documents and allows for more sophisticated data sorting and retrieval.  The index structure provides users the ability to resolve issues faster and eliminate the repetitive transmission of multiple copies of documents due to missing original documents.  

NAFI uses a Web-based architecture that allows users to upload .pdf and non-.pdf documents and index data to a central Navy server.  This combined use of a file format standard and Internet technology provides a mechanism to electronically store and retrieve large volumes of information using existing communication networks. 

2. Purpose

The purpose of this guide is to provide general information and assistance to all users in their interface with the NAFI application.  This guide provides instruction on the online registration process and the management of user groups.  This guide is also designed to provide an explanation for each step in the creation of indexes for procurement instruments and the upload of the files that comprise documents.  Suggestions for improvement should be directed to the Project Executive Officer, Acquisition Related Business Systems (PEOARBS), Electronic Acquisition Office for the 21st Century (EA-21), phone (703) 601-0239 OR send email to eda.support@peoarbs.navy.mil.

3. Data Validation

The number of DON Claimants (USMC, SPAWAR, NAVFAC, etc.), Air Force Claimants (AFMC, DRU, PACAF, etc.) and the various activities within those Claimants each have specific business rules and processes associated with their collective user groups.  The business rules each group employs affects their interface with the NAFI application, and business rules from some user groups would likely conflict with other user groups. Therefore, NAFI cannot enforce a specific type data validation for any particular user group.  NAFI will not verify the accuracy or format of the information contained in any index or uploaded file.

The NAFI application does provide basic data validation when manually creating indexes for procurement instruments and documents, and limited validation when uploading the electronic files that comprise documents.  The application will ensure that each index field has been populated with data, and in some cases the application will ensure that a field has the correct number of characters (e.g. DUNS Number must equal nine characters and Pay DODAAC must equal six characters).  The NAFI application will automatically convert Word(.doc), Rich Text Files(rtf.) and Post Script(.ps) files to .pdf format.  All other files will be uploaded in their native format.

4. The NAFI Homepage

The NAFI homepage is located at https://www.nafi.navy.mil.  Access to this site is unrestricted.  The NAFI homepage is designed to provide both users and non-users with information and general assistance concerning the NAFI application.  The NAFI site is a secure site that utilizes URL encryption and Secure Sockets Layer (SSL) transactions to ensure secure links and transactions. 

The homepage provides users with a link to a page where a user can register online.  The homepage also provides several links to assist users with issue resolution.  Included on the homepage is a link to the NAFI Help Center (where users can find Frequently Asked Questions and the current version of the NAFI User's Guide).  E-mail and telephone contacts for direct user support are also included on the homepage. 

The homepage also functions to assist users in acquiring information about security restrictions, EA-21 program office and navigating to web sites related to the NAFI application.  Notices to users concerning metrics, application maintenance, application upgrades and other general information will be posted to the NAFI homepage as appropriate.  A picture of the homepage is shown on the following page:
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5. Registration

5.1
Users

The NAFI user community is comprised of General Users (browse access), Administrative Users (browse, edit, update, delete), Activity Leads (admin + user activity management), Command Account Managers (admin + claimant activity management) and System Administrators (admin, all user activity management, application management). 

5.1.2
General Users

General Users have the ability to view indices and documents, as well as download files.  NAFI General Users are also able to conduct searches as well as view and download static reports generated in the NAFI application.  General Users are restricted to a “read only” capability.  They do not have the ability to add, modify or delete indices from procurement instruments or files from documents.

5.1.2
Administrative Users

Administrative Users have the same rights as General Users.  In addition to those rights, Administrative Users can also create, edit and delete indexes as well as attach and remove document files to indexes.

5.1.3
Activity Lead Users

In addition to having the same rights as Administrative Users, Activity Lead Users have responsibility for managing General and Administrative User accounts.  Their management access is restricted to those users who belong to their same Activity, as defined by Department of Defense Account Activity Code (DODAAC) or Unit Identifying Code (UIC).  Management of user accounts includes approving on line registration requests, upgrading and downgrading access levels and deletion of user accounts.  The NAFI application will allow multiple Activity Lead Users for a particular DODAAC.  

  5.1.4 Command Account Managers

Command Account Managers act as the managers for an entire Claimant (e.g. USMC, SPAWAR, NAVFAC, etc).  They have the ability to manage all of the accounts for a particular Claimant.  They also have the same rights as Activity Lead users.  There can be multiple Command Account Managers for a particular Claimant

  5.1.5 System Administrators

System Administrators are responsible for the continued development and maintenance of the NAFI application.  They have the ability to manage all accounts for all users, as well as have the same rights as Administrative Users. 

5.2
Online Registration

The NAFI application is user name and password protected.  Unregistered users must register and receive a user name and password before entry is allowed into the application. To navigate to the registration screen an unregistered user simply clicks on the registration link at the bottom of the homepage or on the registration link on the navigation bar on the left side of the home page, as shown below:
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5.3 As shown below, upon clicking on Account Registration located on the tool bar on the left hand side of the screen, users will be taken to the following screen where they will be prompted to choose their domain, account type, Claimant, DoDAAN (AF users only) and DoDAAC.


5.4
Upon making the appropriate selections, the screen will refresh and users will be prompted to enter the following profile information:

· Office Code (not mandatory)

· Title (not mandatory)

· First Name (mandatory)

· Middle Initial (not mandatory)

· Last Name (mandatory)

· Suffix (not mandatory)

· Phone Number(s) – Domestic, DSN and International (one phone number is mandatory)

· E-mail address (mandatory)

· Frequently Used Pay DoDAAC (not mandatory)

· Frequently Used Admin DoDAAC (not mandatory)

· User Name: Usernames must be a minimum of eight characters and a maximum of ten characters. If any user name is below eight characters, system will display error message indicating that in order to process application request, username must be a minimum of eight characters. Note, system will only allow a max of ten characters to be entered into that field.  

· Password: Passwords must be a minimum of eight characters and a maximum of ten characters. If any password is below eight characters, system will display error message indicating that in order to process application request, password must be a minimum of eight characters. Note, system will only allow a max of ten characters to be entered into that field.

After clicking Submit, a confirmation screen will appear confirming your registration information.  This screen will display the information entered during registration.   Print this screen out for your records.  

Once your registration information has been submitted to NAFI, the user's account is subject to review by an Activity Lead or Command Account Manager at your Activity.  Until your account has been approved, your user name and password will not be activated.   

NAFI will send an e-mail to test your e-mail address, confirm receipt of your registration information and provide you with contact information for your Activity Lead and Command Account Manager.   Another e-mail will be sent to your Activity Lead and Command Account Manager notifying them of your pending account.  Once your account has been activated you will receive another e-mail notifying you that your account has been activated.

6. Using NAFI

6.1
User Login

To access and use the NAFI application the user must be using Netscape Navigator 4.0 or Internet Explorer 4.0 or higher.  The user enters http://www.nafi.navy.mil in the location box of their browser.  Upon entry the user will be taken to the NAFI homepage (see section 4 for more information).  

Enter the user’s username and password in the entry box on the homepage and click Submit (See Section 5 for directions on how to request a username and password).  Once the username and password have been accepted, the user will be taken to the NAFI Message Board page (please see section 13 for information on how to use the NAFI Message Board). 
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6.2
Retrieve Contract

The Retrieve Contract page gives users the option to either enter a new procurement instrument, or to search for an existing procurement instrument.  In addition to allowing the user to type in the procurement instrument in which they want to view, the user can search for the procurement instrument on any of the following fields: Company Name, Cage Code, DUNS, Description, Issue DoDAAC, Admin DoDAAC, Pay DoDAAC, Issue Date and Award Amount. This page presents the user 

With up to the previous ten procurement instruments in which they were working on.

6.2.1
Selecting a Listed Procurement Instrument

As shown above, upon logging on to the system, the Retrieve Contract Page will present the user with up to ten of the previous procurement instruments that they were working on.  To continue work on one of these procurement instruments, the user must click directly on the procurement instrument number, which they want to view
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6.2.2
 Searching for an Existing Procurement Instrument

From the Retrieve Contract page, all users can search for a procurement instrument by entering a full or partial procurement instrument number.  To do so, the user enters the procurement instrument number in the given field, and clicks on Search. If the contract number is not known, the user can search for the instrument on a number of different other fields. These fields are shown below.
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When searching for an instrument, the user also has the ability to view the basic contract with all documents or each individual document separately. This is done by clicking on the “Contracts Basic” or “Contracts Documents” button.

When searching on a partial procurement instrument number, the application searches based on the first 6 characters of the procurement instrument.   For example, if we wanted to search for a procurement instrument beginning with N00039, we would enter N00039 in the Contract Number field, and then hit Search.  


Displayed for the user are all procurement instruments that match the entry N00039.  NAFI has found 553 contracts from which to choose. The user can choose any of these procurement instruments to view in detail (by clicking on the procurement instrument number), or view another page of contracts (by clicking on the page numbers at the top of the page). 

6.2.3
Entering a New Procurement Instrument

The NAFI application requires a separate index be created for all documents uploaded into the application. After logging in, all users will have the option to search for the index of an existing procurement instrument.  Administrative users and above can create an index for a new procurement instrument. 

To enter a new procurement instrument into NAFI, click on the New button on the Retrieve Contact page. 
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Upon clicking on New, the user will be taken to the New Contract page, as seen below.  There, the user will be asked to enter the Contract Number and Cage Code in the given fields.  The Cage Code to be entered is that of the vendor to whom the procurement instrument was awarded.  Note that NAFI will accept both lower case and capital letters, but it will not check the accuracy or format of data placed in the Contract number field.  Upon completion of this task, the user must hit Submit in order to get to the next page.

 

After verifying that no index has been established for the procurement instrument number that was entered, NAFI will provide the administrative user with the New Contract page, where they must create and index for the procurement instrument.  The index for procurement instrument N0000094C1212, with a Cage Code of 11111, is shown below.  There are 12 fields that comprise the procurement instrument index, of which 10 can be modified. These fields are mandatory for manual indexing of contracts in NAFI to provide DFAS access to DON documents.  Upon filling in the fields with the appropriate information, the user must hit Add for the index to be placed in the database.  A description of each field follows. 


6.2.3.1
Contract Number

Notice that the procurement instrument number that had been entered in the previous New Contract screen now appears at the top of this screen. This number cannot be changed once it is entered. If an incorrect number is entered the user must return to the previous New Contract screen and resubmit the correct procurement instrument number. 

6.2.3.2
Cage Code

Cage code identifies the contractor to whom the procurement instrument was awarded. This field cannot be modified once it has been entered. If this field has been entered incorrectly the user must reenter the procurement instrument. 

6.2.3.3 Issue DoDAAC

The Issue DODAAC field will likely be entered.  When a user enters a new procurement instrument number into the NAFI application, NAFI matches the first six characters from the procurement instrument number to a table of existing DODAAC numbers.  There may be multiple sites with the same DODAAC; if so, select the correct site from the pull down box in the issue DODAAC field.  If NAFI cannot find a match from the DODAAC table it will ask for an Issue DODAAC as the first entry field. 

6.2.3.4
Admin DoDAAC

Enter the Admin DODAAC unless otherwise provided.  If this field has been pre-completed the selection is based on a link to the cage code field.  Users have the ability to overwrite any pre-completed entry. 

6.2.3.5
Payment DoDAAC

Select the payment DODAAC from the pull down box provided. Selections in this pull down box are subject to change based on guidance from DFAS. These Pay DoDAACs are the only ones allowed by DFAS. If your Pay DoDAAC is not listed, see the link below to assist you in finding the one that you should use.

6.2.3.6
Award Date

Enter the Issue Date for the procurement instrument using the mm/dd/yyyy convention. For example, December 31, 1999 would be entered 12/31/1999. NAFI will not allow the user to enter more than 31 days in each month or more than 12 months in each year. The system will however allow the user to enter up to 31 days in every month.  

Upon hitting the Popup Calendar button, the user will be taken to an online calendar where they can click on the date they want to enter. 


6.2.3.7
Award Amount

Use this field to enter the award amount of the procurement instrument.  A zero may be used if no money is associated with the instrument; negative numbers may also be entered. The system will ignore characters, commas and decimals (whole dollars should only be used) in this field.  For example, an award amount of $500,000 should be entered as 500000. 

6.2.3.8
Contract Description

This is a text field used to make a general description of the procurement instrument.  This field is limited to 100 characters. 

6.2.3.9
Company Awarded

The full name of the company awarded the procurement instrument is found in this text field.  This field may also be pre-completed based on the Cage Code.

6.2.3.10
DUNS

DUNS are a commercial identifier similar to cage code for the vendor awarded the procurement instrument.  This field may be pre-completed depending on the records in the NAFI application. 

6.3
Maintain Contract Screen

The Maintain Contract page is the "center of the universe" for the NAFI application.  All actions can be performed from this page.

As shown below, the top portion of the Maintain Contract page displays the following information previously entered in the procurement instrument index: Award Date, Award Amount, Awarded To, and Description.  Below this information, the user will find the Basic procurement instrument, in addition to the documents and files, which have been uploaded to the system, and the number of files for each document. The Issue Date and Issue DoDAAC are displayed for each document. The list of documents that are displayed can be further sorted by the user-specified primary and secondary search criteria. 


Functions that can be performed from this page include: Uploading Files; Inactivating, Editing and Deleting Indexes; Viewing Files; Adding New Documents and creating a Distribution List. See the accompanying pages for information on each of these tasks.

6.4
MOD/Delivery Order Index Screen

Upon clicking New Document on the Maintain Contract page, the user will be taken to the New Document For: (X - CONTRACT) page, as displayed below.

When uploading new documents such as a MOD or Delivery Order, the user will be creating another index with up to 11 fields that will be used to identify the document (and the electronic files that comprise that document) with the procurement instrument.  These fields are mandatory and are described below. 

6.4.1
Contract Number

This field will be pre-entered based upon the Maintain Contract page from which you selected the New Document button.

6.4.2 
 BOA/Delivery Order, ACO Mod, PCO Mod

Select one or a combination of the following fields as it applies, and enter the appropriate numbers in the given fields. 

6.4.3
Award Amount

Enter the award amount. Negative numbers can be used.

6.4.4
Mod Description

Enter a brief description of the document being entered.  This field is limited to 100 characters.

6.4.5
Mod Award Date

Enter the Issue Date using the mm/dd/yyyy convention. December 31, 1999 would be entered 12/31/1999.

6.4.6
Issue DODAAC

Issue DODAAC should be entered for the user based upon the "parent" index.

6.4.7
Admin DODAAC

The Admin DODAAC field may be pre-completed if the user is adding files to an existing procurement instrument or delivery order, but these fields can be overwritten as appropriate.

6.4.8
Payment DODAAC

Select the payment DODAAC from the pull down box provided. Selections in this pull down box are subject to change based on guidance from DFAS. 

6.4.9
Alternate Pay DODAAC

If your Pay DoDAAC was not listed in the Pay DoDAAC scroll down box, the user may enter their Payment DoDAAC in this field.  Entering a Pay DoDAAC in this field automatically overwrites the default in the Pay DoDAAC field.

After completing the Mod index click Add and the document index will be added to the NAFI database. The application will also give you the opportunity to add another document. If you do not wish to do so, click on Maintain Contract to be taken to the Maintain Contract page to perform your desired task.

6.5
Add Files To 

In order to upload files, the user must choose the documents on the Maintain Contract page in which they want to upload files to.  This is done by checking the boxes next to the appropriate documents, as shown on the following page.


After choosing the documents, the user must click Upload to be taken to the Add Files To page.  This is the page where the user can upload files.  Note that users have the option to upload up to eight files per upload with this application. Upon clicking on the down arrow in the Document box, the user will find the documents listed which were chosen in the previous Maintain Contract page. This screen shot is shown on the following page. Here, the user must choose the document in which they wish to add a file to. Each box must be completed for each document before the file can be uploaded. 


In the Section field, the user has the choice of which type of file they will be uploading. 


The Description box allows the user to give a further description of the file to be uploaded.

6.5.1
Upload Process

In order to upload a file, the user must click on the Browse button.  As shown below, this action will pull up a Choose File box where the user can select the file that is to be uploaded.  The user navigates to the file that they want to upload, clicks Open, and the file name appear in the Attach File field in NAFI. NAFI will automatically convert Word(.doc), Rich Text Files(.rtf) and Post Script(.ps) files to .pdf format.  All other files will be uploaded in their native format.  For printing purposes, the automatic conversion from word to .pdf format will not change the positioning of the document from portrait to landscape. 



The user follows these steps for each file they would like to upload - up to eight files per upload.  When the user has completed this task, they must hit Upload for the process to begin.  Upon hitting 

Upload, the user will be prompted and asked "Are you ready for the upload process?" Upon hitting "OK" the upload process will begin.


When the upload has finished, the user will be told how many files have been uploaded and the length of time the process took.

NAFI will not allow users to upload duplicate files of the same name during the same upload process. 

6.6
Inactivation of Contracts, Modifications and Documents

It may be necessary to inactivate, edit or delete indexes associated with both the parent index and the indexes associated with other documents. However, with the release of NAFI Version 3.1 this process will be significantly changed. Users will be allowed to permanently delete only those contracts and modifications that are entered into the NAFI System before the NAFI systems nightly upload to other DOD systems. This upload is done at 12 midnight EST. For files resident on the system after the nightly upload, NAFI 3.1 will require a new inactivation feature to be used.  Using this feature, contracts and modifications can be placed in an inactive status that cannot be added to or deleted from.  An inactivated contract can be viewed along with all of its modifications and attachments along with an explanation as to why the information was placed on inactive status.  A new contract or modification can also be re entered into NAFI to take the place of the inactivated contract or modification.  Inactivation can occur for entire contracts, specific documents or individual files.  

To inactivate a parent index or document index navigate to the maintain contract screen of the contract, and click on the document index to be inactivated. If the basic index is chosen, the following screen appears.


To inactivate this contract begin by clicking on “Inactivate” at the bottom of the screen. The inactivation rationale box will appear.


 Notice that the contract number and index that the user wishes to inactivate are located at the top of the screen along with the user name, date and activation level. It is important to remember that if a user wishes to inactivate the basic index, the entire contract, including all of its modifications and its files, will also become inactive. If a user wishes to inactivate a document index, then all of those files attached to that index will also be inactivated. If a user wishes to inactivate a specific file, only that file will become inactive.  The inactivation rational box is a free form text box that allows the user to enter the reason the parent index document index or file was inactivated. NAFI will not let the user proceed with the inactivation process if this box is empty. The user will receive the following message.
Upon entering the inactivation rational, and clicking ok, this warning will appear:


This warns the user that inactivation on the contract level will result in inactivation of the basic contract along with all of its modifications and files. Once an index has been inactivated in NAFI, the contract along with all of its modifications and files are still viewable in NAFI. However, they cannot be edited or changed. An inactivated contract will appear on the maintain contract screen with the word “inactivated” preceding any index that is inactivated.  The layout of an inactive contract on the Maintain Contract screen is shown below.

The word inactive will also precede an inactive contract on the Retrieve Contract screen. The contract and its modifications are viewable, however, they cannot be edited. 


6.6.1 Editing 

In order to edit any procurement instrument index or file index the user must simply type the updated information in the appropriate field and click OK.

Note that editing any procurement instrument index or file index will not edit the other indexes associated with the procurement instrument. An inactive file cannot be edited. 

6.6.2
Deleting 

The only contracts and modifications that can be permanently deleted from NAFI are those that have entered the NAFI system before the NAFI system’s nightly upload to other DoD systems. Those contracts that are entered and deleted within the same day can be permanently deleted in the NAFI system. To delete a procurement instrument index or file index, the user must simply hit the Delete button on the appropriate page.

When deleting, NAFI will prompt the user with a warning to ensure that the user wants to delete either a procurement instrument index or file index.Note that when deleting a procurement instrument index, all file(s) indexes associated with the procurement instrument will also be deleted. In addition, when deleting any file index, the file(s) associated with that index will also be deleted. 

6.7
Viewing Files

In order to view the files associated with the various documents entered into the NAFI system, the user must click on Views on the Maintain Contract page, next to the document they want to view the files for.  
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If the user clicks on a file folder with one file, Acrobat Reader will automatically pull that file up for the user to view.  If the user clicks on a file folder with more than one file, they will be given the option of which file they would like to view, as shown below.  Non .pdf files appear in native format.  If the user’s computer does not have the program needed to open a file, NAFI will prompt the user to download the file. 
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If the user would like to edit the description of the file, they click on Edit File, and are taken to the Edit Files page.
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6.8 Search Mod

Once being taken to the Maintain Contract page for the contract/document they would like to view, users have the ability to sort by ACO, PCO or DOs. This is beneficial for those users who have many modifications to their basic contracts. In order to get to the document you want to view, simply select the document number under the associated document field and hit Select. 
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As shown below, the DO document selected now appears under the basic contract.
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7. Manage Users

Activity Lead users and Command Account Managers and System Administrators have the ability to activate, add, modify and delete user accounts.  After login these users select the Manage Users link from the left side tool bar.

Once chosen, the user will be taken to the Modify Accounts screen as shown below:


From the Modify Accounts screen the Activity Lead and Manager can create a new account by clicking create a new profile link.  The application will take the user to the registration screen where the manager can complete the registration forms.  After clicking submit, the account will automatically be approved. 

7.1
Modify Accounts

The Activity Lead and Command Account Manager can also view some or all of the users in their respective user groups by using the search criteria pull down boxes. 
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Using these boxes, Activity leads will be able to see all users that share their DoDAAC.  Command Account Managers will see a list of all DODAACs associated with their Claimancy as well as an option to see All Users.

By entering a partial or full last name in the User Last Name Box, Activity Leads and Command Account Managers can search for a specific user. By leaving the box blank and clicking on Select, the Activity Lead or Command Account Manager will see a complete list of their users. For Command Account Managers this list would include the total users for their claimancy/majcom. For Activity Leads this list would include the total users for their DoDAAC.

The search criteria can be further defined by entering the Command, Site User Type and User Status as shown below. At least one field out of the five fields on the Manage Users screen must be defined in order for a search to occur. 
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Once the search is completed, it can be sorted. By choosing the primary and/or and secondary sort feature, the results of the search can be displayed in several ways, in ascending or descending order. 
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For example, if a search is completed and the user would like the results displayed on the screen first in order by last name and second by User Type, the sort boxes would appear as follows:
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The sort function can be performed along with the search or it can be performed on the search results. 


7.2
User Profiles

The Activity Lead or Command Account Manager may now change the user type of one or multiple users by using the pull down boxes pictured above.  The manager may also change the user status by using the pull down boxes pictured above.  At the bottom of each page of users there is a submit button.  Once all the changes have been made the user clicks submit to update the application.  

Upon changing the status of a user and clicking submit, the Activity Lead/ Manager will be prompted with a status change box as shown below.


This informs the Activity Lead/Manager that when deleting a user’s account he/she has seven days to deactivate the delete to a pending, active or inactive account.  If the status of the deleted account does not change within seven days, the user will then be deleted from the system and removed from the manage users page. 

By clicking the User ID field, the Activity Lead/Manager may view and modify the profile of any user in their user group. As shown, the Activity Lead/Manager can modify any one of the user fields to make updates in user profiles, to provide a forgotten password or make changes to an incorrect field.  


8. Automation

The NAFI system allows for a system-to-system interface between NAFI and other various Air Force and Navy Systems. These systems include ONR, ACPS, MADES, MADESII, BCAS and CONWRITE. These systems can send indices and attached files to NAFI, eliminating the manual input of contract information into NAFI. 

For further questions regarding automated user interface accounts please contact user support at (703)601-0247 or (703)601-0239 or eda.support@peoarbs.navy.mil

9. Distribution

The distribution function allows NAFI users to notify members and non-members of the NAFI community of modifications that have been made to Procurement Instruments that are housed on the NAFI system. 

9.1 Creating Contract Distribution Lists

Users that can create distribution lists that may be used more than once by using the Personal Address Book functionality. This is located on the NAFI tool bar. Up to 30 distribution lists can be created in the personal address book. Click on the Personal Address Book link to be taken to the Personal Address Book Page. The Personal Address Book Page is shown below. 


NAFI categorizes recipients of e-mail notifications into three (3) distinct groups:

· NAFI Users- These recipients are current users of the NAFI System. They can be found in the NAFI Address Book. When an e-mail notification is sent to a NAFI user there are no attachments included.

· Vendors(V)- These recipients are vendors whose contract(s) reside on the NAFI system. When an e-mail notification is sent to a vendor the contract or modification is attached to the e-mail that the NAFI system sends. 

· Other(O)- These are recipients who are neither NAFI users nor Vendors. When an e-mail notification is sent to Other users, there are no attachments included. 

Entering the last name of the user in the User Last Name Box will search the NAFI database for the user. Only registered NAFI users names will be found in the search.


After entering the user’s last name and clicking search, all matches to the search that was entered will be displayed in the NAFI Address Book.


To add this user to the distribution list, highlight the user’s name and click on “Add User”.

To add a user to a distribution list that is not a NAFI user enter their first name, last name and e-mail address in the boxes provided.

If the distribution is a vendor click the box marked vendor. To add this name to the recipient list, click on “Add Name”. 

When the rdistribution list is complete click on “Save List As”. The following screen will appear.

By naming the distribution list and clicking on “Save List”, the List will become a permanent list in the user’s NAFI Address Book. Only the user that creates a distribution list can delete it. Distribution lists are also marked as “public or “private” lists. Up to 30 distribution lists can be created and saved in each users Personal Address Book.

9.2 Sending a Notification

After logging into NAFI enter the number of the existing procurement instrument into the given field on the Retrieve Contract page. After clicking on search, the user will be taken to the Maintain Contract page for the contract as shown below.

Clicking on the view files link on the maintain contract page will take the user to the View Files Page. Click on Send Notification in the center of the View Files page to be taken to the Send Notification Screen. The Send Notifications screen is shown on the following page.


Enter the last name of a registered NAFI user in the User Last Name box to search for this user. Once the user is found, double clicking on their name in the NAFI address book will display their profile as shown below.


To add a NAFI Address book user to the recipient list, highlight the name and click on “Add User”. To remove a user from the recipient list click “Remove User”


To send a notification to a non-NAFI user or a Vendor enter their first and last name and e-mail address into the appropriate box as shown below. Be sure to check the vendor box if you have entered a vendor’s name. To add the Vendor/Non NAFI user to the recipient list click on “Add Recipient”.


NAFI also allows the user to enter a comment the recipient will receive as part of the NAFI System e-mail. Enter a comment in the appropriate box if desired. 

To add users from a Personal Address Book List, highlight the Personal Address Book List title and click “Add Members”. This is shown below.


When the recipient list is complete, click send. 

If the user would like to send the message and update the default Contract Distribution List with the current Recipient List, the user should click “ok”. If the user would like to send the message but not update the current default contract distribution list with the recipient list the user should click cancel. It is important to note that the notification is sent whether “ok” or “cancel” is clicked. 

THE FOLLOWING IS A SAMPLE E-MAIL NOTIFICATION:

From: NAFI_Navy

Sent: Friday, January 21, 2000 5:00 PM

To: mlombardo@peoarbs.navy.mil

Cc: edatest@hotmail.com

Subject: NAFI Document Notification

The following information has been uploaded to NAFI:

Contract:N0003998F0056

Document:Basic

Sender:Meg Lombardo

Description:Financial process improvement support services

Comment:

If you are a registered NAFI user, go to http://www.nafi.navy.mil/

to enter the NAFI system and view the contracts.

If you are not a NAFI user and would like an account,

register at http://www.nafi.navy.mil/profile.asp.

If you have any questions about this notification or about the

application,

contact NAFI support at (703) 601-0239 or (703) 601-0247

.

This is the Message that will appear each time a notification is sent.

9.3 Viewing Notification Logs

Sent Notifications can be viewed through the notification log. The sender, recipient, and date is viewable. A user can view notifications that were received and sent within a specified time frame. 

By selecting specific options on this page, the user can view the date sent, the sender, the document and the recipient of the specific notification.

10. User Communication 

User Communication allows NAFI users to obtain information about the NAFI application. A downloadable version of the project plan, release memos, IPT Meeting Minutes and Weekly Status Reports are available along with a viewable and downloadable document showing the status of the open Deficiency Reports/System Change Requests. It also contains links to DFAS sites that provide contact information for DFAS Centers and OPLOCS and the list of DoDAACS that are certified in NAFI.

Clicking the User Communication link on the toolbar will take the user to the User Communications Page. From this page, users are able to collect various types of data.


· Download NAFI documents is a centralized location where information regarding the application can be viewed and downloaded. Release Memos, IPT Meeting Minutes and Weekly Status Reports are available here. Also available is a downloadable version of the project plan and a downloadable version of the open Deficiency Reports and System Change Requests

· NAFI Quick Stats provides real time NAFI statistics.

· Certified Sites lists the DoDAACS that are certified in NAFI.

· DFAS Sites lists contact information for DFAS Centers and OPLOCS.

· Alternate DFAS sites lists contain additional contact information for DFAS Centers and OPLOCS.

11.  Reports

11.1 NAFI Reports

NAFI Reports are available to all users of the NAFI system. By clicking on the NAFI Reports link on the toolbar, these can be obtained.  NAFI Metrics can be viewed in several ways: 

By months of a FY for a specific Domain, Claimant or DoDAAC

By periods for a specific claimant or DoDAAC

The NAFI Reports page is shown below.


If a user would like to view the Metrics for NAVAIR for the Month of February 2000 the scroll down boxes should be utilized to define the correct search criteria. This search looks like the following:

After clicking on Submit, the results of the search will be displayed in chart format on the screen.


11.2 Contract Reports 

Contract Reports is a vehicle whereby those users with the appropriate permission (Sys Admin, Command Account Managers and Activity Leads) have the opportunity to create activity-based reports on the criteria they choose for only those users under their administration. To get to the Contract Reports page users must select Contract Reports under NAFI Reports on the NAFI Tool Bar. They will be brought to the following page:
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Once here, users must select the criteria they would like to view. Note that all mandatory fields are marked with an asterisk.  Users select criteria in two ways. 1) By selecting the check boxes for those criteria they want shown in the report. 2) Make making the appropriate selection or entry in the given fields. Note, in order for a field selection to be shown in a report, its associated check box must be selected.

[image: image15.png]scott Cunningham is logged on to NAFI =8| x|
| Fe G Vow Fotes Tods Hob [

| wpack - 5 - @[3 A | Qoearch Giravortes Phisoy |- S0 - H DR

| ackess [ €] itpsijfbets.nai.navy mihome. asp

AT

[NAFI Reports: CONTRACT REPORTS

Select Report Criteric fo Search Contracts.
Fialds with (*) are required. Select respective checkboxs for the fields to be displayed in the results.

nafi

vy At Force nsertace

DOD EDA
EA-21 Home

NAFI Home
count Regisiration
NAFI Help C
User Notice
NAFI Reporis

Screen Version

V Service*

Print Version |

Clear All

SelectAll |

Manage Users

F Claimant/Majeom" W Activity W User

Navy ALL j NDDDDD ALL
Document ia

W Transaction Type"  Document Type" I Cage Code I Duns

System Administration

AL
I Issue DoDAAC

User Communication
Personal Addressbook

AL
™ Admin DoDAAC

-]

™ Payment DoDAAC

Messaoegoas I™ Transaction Date

vy At Free nsertace (From)&

(1) ¥

™ Award Amount
(From) _Exclude &

(To) _Exclude §

™ Show documents with no file

™ Show documents with at least one file

™ File Section

|

™ Show number of files associated with document

Eloone

start || @ || [Dlimbox - Mcrosoft outiook |[E75cott cunningham is I EJNAFIv4.0_UserGuice200

IEN
Ll PLURD B

10:23 M




As you see, the following fields have been checked, Service, Claimant, Activity, User, Transaction Type and Document Type. Thus, those fields are shown in the following report that was created by selecting Screen Version.
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Screen version reports are read only and appear within the NAFI application. Users may also choose to select Print Version which will download the selected data to Excel. Once Print Version is selected the user will have the option as to whether they would like to save the file to disk or to open it up from its current location. If users choose to open from current location, the report will be downloaded into Excel and opened up within the NAFI application. If user chooses to save to disk, the application will be downloaded in Excel and saved to wherever the user chooses. Once in Excel, users will be able to perform searches and sorts.
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Example of Print Version report opened from current location:
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11.3 User Report

Users also have the ability to run User Reports for the users under their administration. Users can reach this screen by selecting Manage Users on the NAFI toolbar. Once here, users perform their regular Manage Users search and select Print Version.  
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Once in print version the list of users will be downloaded in Excel allowing the user to perform searches and sorts facilitating their user administration. 
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12. Nightly Export to DOD EDA

NAFI sends a nightly upload of indices to the DOD EDA site. With the release of NAFI 3.1, this became an automated process. Indices from all certified NAFI sites are sent in this nightly file. Because this is an automated process that begins at 12 midnight, automated interfaces from other systems to NAFI will have already occurred. This results in the same day posting of these contracts to DOD EDA.

13. Message Board 

The NAFI Message Board is a vehicle whereby System Administrators, Command Account Managers and Activity Leads have an opportunity to send messages to users under their administration.

When users initially log onto the system they will be taken to the following page where they will be shown any existing and current message from their Sys Admin, Command Account Manager or Activity Lead. 
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Users have the ability to scroll through the messages and then move to any part of the application that they choose by either selecting a link form the side bar or choosing Retrieve Contract Page to begin working with NAFI.

Create Message

Users with the privilege to create messages (Sys Admin, Command Account Managers and Activity Leads) can get to the Create Message page by selecting Create Message under the Message Board link on the NAFI toolbar. Users will be taken to the following page where they must choose who they want to publish the message to, when they want the message to begin, and when, if any, they want the message to expire. Note that users will only be able to publish messages to users under their direct administration. 
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Edit/Delete Message

Users may also edit messages that have been posted – both their own and those of users under their administration, i.e. Sys Admin can edit/delete the message of any user in the system and Command Account Managers can edit/delete the message of any of their Activity Leads. Users get to this page by selecting Edit Message under Message Board on the NAFI tool bar.

Once on the Edit Message page, users must first search for the message they would like to edit/delete by entering the desired criteria and selecting Search. 
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When users have completed their search they will be brought to the following page:
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On this screen users have the option to delete or edit a given message. If they choose Delete they will be prompted with a message asking if they would really like to delete the message where they may choose yes or no. If they choose Edit they will be brought to a page where they will be able to change the message text and to whom the message should be published.

14. System Requirements

Recommended Minimum System Specifications for NAFI Users

	Hardware
	Software

	486, Pentium 166 or better processor 


	Windows 95, Windows NT or Windows 2000

	32 MB of memory
	Netscape Navigator or Internet Explorer 4.0

	
	


15. NAFI Security

NAFI resides on 2 secure Navy servers. Both links and transactions within NAFI are encrypted.

· All URL links within NAFI, which relate to contracts, documents and/or files, are encrypted. When an encrypted link is selected y a user, NAFI will decrypt the link and navigate the user to the appropriate destination.

· All transactions within NAFI are encrypted using 128 bit encrypted Secure Sockets Layer (SSL) transactions. SSL encrypts the transactions between the user’s browser and the NAFI servers.  In order to use SSL, the browser address that is manually typed in the address box, as well as bookmarks that link to NAFI, must be updated to reflect the SSL protocols. The incorporation of https in the browser address window is what initiates a secure (SSL) transaction. If a user connects to NAFI with a browser supporting less that 128-bit encryption, the user will be redirected to a page that contains a Microsoft and Netscape link.  The user can download a browser that supports 128 bit encryption from either of these sites:

Microsoft Internet Explorer 128 bit update http://www.microsoft.com/windows/ie/download/128bit/detect_and_recommend.asp 
Netscape Communicator/Navigator 128 bit update http://home.netscape.com/smartupdate/>
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