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1 PURPOSE

This Reference Guide provides each Contract Management Office reference and guidance material for effectively using the Electronic Document Workflow (EDW) system.  This document combines general guidance with DCMA Contract Management “One Book” policy.  CMOs may supplement this guide with their own internal standard operating procedures as necessary.  This guide is not directed toward daily operational issues but rather focuses on the overarching principles of the system.

2 APPLICABILITY AND SCOPE

The guide is applicable to all DCMA activities and shall remain in effect unless rescinded, superseded, or revised.

3 AUTHORITIES/REFERENCES

DCMA Directive 1- Contract Management ("One Book"), Chapter 9.1 Contract Receipt and Review (Revision: July 2003)
DCMA Directive 1- Contract Management ("One Book"), Chapter 9.9 Contract Closeout (Revision: September 2003)
DCMA Directive 1- Contract Management ("One Book"), Chapter 15.14 Records Management (Revision: November 2002)
Defense Federal Acquisition Regulation Supplement (DFARS) Subpart 204.8 - Contract Files

DoD 5015.2-STD; Design Criteria Standard for Electronic Records Management Software Applications; November 1997

DoDD 5015.2; DoD Records Management Program; 6 March 2000

Electronic Contracting: National Education Seminar, Moeller and McCulloch, 1998

Electronic Document Workflow (EDW) Version 3.1 Release Notes

Federal Acquisition Regulation (FAR) Subpart 4.8 -- Government Contract Files

4 BACKGROUND

Electronic Document Workflow (EDW) is a contract retrieval, document routing, file management, and records management system.  EDW provides DCMA Contract Management Offices (CMOs) with four important capabilities:

· Automated retrieval of contracts posted by our customers to the Defense Information Service Agency (DISA) Electronic Document Access (EDA) website,

· Electronic management of contracts and all contract-related documents, 

· Expedited routing of documents to team members for review, and

· Electronic records management and files disposition.

5 PROGRAM MANAGEMENT STRUCTURE

DCMA provides an EDW program management team comprised of employees at all levels who are responsible for all aspects of the program, from establishing factors that satisfy employee expectations, to checking the status of Help Desk tickets.  Team members are as follows:

· John Reddington – EDW Program Manager

· Mary Grisko – DCMAE EDW POC

· Rex Wilson – DCMAW EDW POC

· Kristin Zarrella – Integic Project Manager

· Don Watkins – Integic Functional Specialist

6 ELECTRONIC DOCUMENT WORKFLOW

EDW is the official file/records management system for contractual documents.  It will be used for unclassified documents, including "For Official Use Only (FOUO)" and "proprietary" documents.  Classified and Navy Special Emphasis documents shall not be input into EDW.  Classified documents will remain protected under existing procedures.
6.1 EDW Applications

A. e.POWER Express – e.POWER Express Client is an integrated document management system that provides image storage, retrieval and workflow capabilities to DCMA in order to manage contractual documents.  e.POWER allows all functional specialists to input, index, and retrieve contracts and related documents.

B. Express Builder - The Express Application Builder is a stand-alone tool used to create applications for e.POWER Express.  e.POWER Express uses applications to organize documents stored in an Oracle database.  This program should only be installed and used by the Application Administrator when directed by Integic Corporation personnel.

C. WorkManager Builder - WorkManager Builder is a graphical map builder that allows the Application Administrator to create and modify business process flows.  It provides monitoring, reporting, and administration tools.

D. WorkManager Service Manager - This device is used to configure the WorkManager Process Service.  WorkManager Service Manager allows you to register/unregister process services, configure service database information, and process settings that govern the operation of the service.  

E. WorkPlace Manager - WorkPlace Manager centralizes the management of Users (user names, login identification, passwords, security levels, and access rights), Groups, and Functions.  In addition, WorkPlace Manager now allows configuration of system settings like automatic logon.

F. WorkManager Process Service – This device moves items along the established workflows.  It processes error notifications for system administrators and maintains a history of workitem movement that can be used to check processing steps and other information for an individual workitem.  

G. Middle-Tier Monitor - The Middle-Tier Monitor is an application for administrators, which allows remote monitoring of the middle tier server. 

H. Foremost – The ForeMost product is new for EDW 3.1.  It is integrated with e.POWER to make EDW 3.1 a DISA-certified records management system.  ForeMost includes several server programs and a client application.

6.2 Accessing EDW

EDW software is installed on each user’s desktop computer and is accessed by either:

· Clicking on the EDW Client icon: 
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 from within DCMA Apps, or

· Clicking Start, Programs, e.POWER®, Express.

All users must have an active connection to the LAN to access EDW.

Personnel located away from the main CMO (remote users), are required to connect to the LAN and the EDW Database through the terminal server connection.  

6.3 EDW Architecture

6.3.1 Enhancements

The most significant improvement made to EDW is the transition to a DISA certified records management system through the use of ForeMost Enterprise.  ForeMost is an Electronic Records Management System designed to provide greater accountability for electronic documents.  With ForeMost, electronic records can be safely stored, retrieved, and retained for the appropriate retention timeframe.  ForeMost will ensure that any legal or policy requirements that might impact documents, are properly applied. 
New Intelligent Agents (IAs) were added as follows: 

· ClassifyDocs:  This IA populates the required RM fields (i.e., file plan, location, etc.).

· RMDocs:  This IA polls for documents in closed folders. If the documents have already been declared as official records, then it logs into ForeMost and updates the date field, folder name and the qualification fields. The documents that have not been declared as official records are inserted into the Official Record IA in workflow to do the declaration.

· ItemCleanUp:  This IA creates an Excel spreadsheet with the item history for the item clearing the workflow.  

· Official Record:  This IA declares official records (i.e., files documents into ForeMost). 

6.3.2 Databases

EDW operates from a dedicated Oracle server that works in conjunction with a Middle-Tier and Application server, all located at specific hub sites.  Each CMO maintains its own database. (Appendix 1)
The images (contract documents) and tables (users, CAGE codes, etc.) reside on the Oracle server.  Each CMO built their tables and workflows in accordance with their operating procedures; accordingly each CMO is responsible for maintaining them as changes occur.

6.3.3 Scan Stations

Each CMO has a scan station(s) for use in converting paper documents to electronic documents for input into EDW.  All scan stations shall use Windows 2000 or higher as the operating system.  Each CMO is responsible for establishing Standard Operating Procedures (SOP) detailing the actions required to keep the scan station operational.  

6.3.3.1 Methods

There are two methods of scanning available to each CMO, scanning through Adobe Acrobat or Interactive/Batch Scanning through Express, the preference is to scan using Adobe Acrobat.

An Adobe Acrobat license is required for each scan station.  

Interactive scanning allows a document to be indexed and scanned in a single sitting, while Batch scanning allows multiple documents to be scanned at one time and indexed later. 

6.3.3.2 Formats

Associated with the two types of scanning, there are two formats produced for electronic documents.  Scanning through Adobe Acrobat produces a PDF (Portable Document Format) document.  Scanning through the EDW application produces a TIFF (Tagged Image File Format) image.  This image is read through Spicer (Imagination).  

6.3.4 Remote Control Option (RCO)

As a result of the Application and Mid-Tier servers being located at Hub Sites, Application Administrators are now required to RCO into the Application Server to perform routine duties.  In order to gain access to servers and computer rooms, it is DCMA’s policy that individuals be in a Non-Critical Sensitive position and have at minimum ADP Level 2 clearance.  Sector Administrators are authorized (without local confirmation being required) to give individuals RCO access to servers they believe that individual has reason to access.  RCO access will be granted to no more than three Application Administrators per CMO.  Only LAN Administrators will be granted access to the Mid-Tier/Oracle servers since these servers often support multiple CMOs.  Functional POC’s requiring action to be taken on the Mid-Tier/Oracle Servers will coordinate with the LAN Administrator. Coordination is required between CMOs when stopping/starting services or rebooting the Mid-Tier/Oracle Servers.

7 CONTRACT DOCUMENT RECEIPT

7.1 Web Based Contract Documents

The Application server connects to the identified website(s) daily and searches for documents (contracts and modifications) that have been posted.  Those documents having the CMO’s DODAAC identified in the “Admin By” field are pulled into the EDW database, indexed, and inserted into the workflow.  Indexing is accomplished based on information in the web maintenance tables.  Once in the workflow, the system adds CMO identified documents to the contract folder, then sends the document through the workflow.

When a document is pulled having a CAGE code not previously identified in the web maintenance tables to a particular cabinet and drawer, the item is indexed into the Webdefault Cabinet and Drawer.  A designated person within the CMO must re-index the Webdefault documents to the proper cabinet and drawer and insert the item into the workflow.

Documents received from DoD systems (such as the DISA EDA website) are considered valid upon receipt, with or without an original signature affixed because of security procedures in place on these systems. 
7.2 Non-Web Based Contract Documents

All incoming paper contract-related documents will be scanned into EDW within an appropriate timeframe.  Prior to scanning the document, the user will review the EDW database to determine if it already exists in EDW.  If the document already exists, it is advisable to compare the document in the system with the paper copy since occasionally the paper copy will contain additional pages (such as attachments) not included in EDW version.  If the document is not found, scan, index, and insert into the workflow (if appropriate).  In accordance with Documents Requiring Records Management certain documents will need to be immediately incorporated into the records management module.  Paper copies cannot be discarded until that action is accomplished.
Electronically created documents (i.e. Microsoft Word documents), can be either imported into EDW from an external source, or Soft Scanned.

When deciding on a method of filing documents (Importing or Soft Scanning) there are factors to consider.  First is the ability to modify the document at some point after it has been filed in EDW.  Importing documents preserves the native format of the document.  The document opens in its native application, and can later be Checked-Out of EDW, modified, and Checked-In either preserving the original version or creating a new version.  Soft Scanning, entails printing the document into e.POWER as an image using the Docujet Pro V.2.2 printer.  This method produces a TIFF image that is unalterable.

7.2.1 Support Delegations

If practical, delegations will be treated as prime contracts for purpose of filing in EDW. A separate folder will be created for each delegation, using the prime contract number (no dashes, slashes, or spaces) or the purchase order number (no dashes, slashes, or spaces).  If the CMO desires to identify support folders differently, they may prefix with “SUPP” (i.e. SUPPDAAE0799C0001) or it may be suffix with “SUPT” (i.e. DAAE0799C0001SUPT). 

7.2.2 Other Electronic Systems

Many contract documents are being generated in other electronic systems (i.e. Alerts, CPSS, RAMP, WAWF-ETC).  These other applications preclude the need to import these documents into EDW.  

8 CONTRACT REVIEW Files

EDW 3.1 contains a graphical interface developed to assist administrators in managing the document insertion feature.  CMOs may insert any number of document templates into new contract folders.  DCMA Directive 1- Contract Management ("One Book"), Chapter 9.1 Contract Receipt and Review requires that contracts be reviewed in accordance with the Requirements Review Trigger List, and documented in accordance with internal CMO procedures.  It is at the discretion of each CMO whether they choose to use, replace or remove the currently inserted CR&R MS Excel spreadsheet.  Any changes to the server should be coordinated with the Hub Site LAN administrator and/or Sector Administrator, in order to ensure future functionality.

9 CONTRACT FILE MANAGEMENT

9.1 Federal Record

DoD 5025.2 defines a federal record as any document “all other documentary materials, regardless of physical form or characteristics, made or received by an Agency of the United States Government under Federal law or in connection with the transaction of public business and preserved or appropriate for preservation by that agency or its legitimate successor as evidence of the organizations functions, decisions, and operations”
.

9.2 Contents of Contract Files – Documents Requiring Retention

FAR 4.803, categorizes the contents of contract files for contract management offices.  These include documents such as modifications (documents modifying the normal assignment of contract administration), Postaward conference records, Performance of payment bonds and survey information. 
In accordance with DoD’s goals and policy, EDW is the official file/records management system for contractual documents and replaces the hardcopy 5 part folders.  As such, any document that would normally be filed in those folders as referenced in the FAR would be placed in EDW.




9.3 Documents Requiring Records Management

The original copy of all documents meeting the definition of a "Federal Record" generated or altered by the CMO were required to be maintained in paper form.  While EDW will place all documents in the contract folder into records management upon contract closeout certain original contract documents will need to be placed into records management as soon as practical to avoid the need to retain paper copies.  Examples of originals (including attachments) that must be records managed prior to contract closeout include the following: 

1. Any document bearing an original signature

2. Correspondence with or without signature requiring action by DCMA

3. ACO issued modifications

4. ACO issued BOA and IDT orders

5. Contract-related E-mail sent by the CMO

6. Contract-related E-mail received by the CMO requiring DCMA action

7. Correspondence generated or altered by the CMO

8. Bilateral agreements: the page(s) showing all signatures

Documents requiring immediate records management to prevent editing or deleting shall be inserted into the workflow.  Basic Contracts (Contracts, ACO Mods, and PCO Mods) are automatically records managed, all other documents need to be indexed as a Vital Record in order to be records managed. 

9.4 Managing Paper Documents

Legacy documents or those too voluminous to be scanned may be kept in paper form as long as they are referenced with their location in EDW.  Documents shall be filed in accordance with existing DCMA Record Management Regulations.
10 CONTRACT TRANSFER/REASSIGNMENT OF CONTRACT ADMINISTRATION

This function allows EDW administrators to transfer multiple folders between EDW teams or CMOs.  The document transfer function maintains the original folders in the source database and creates a copy in the target database.  It is the responsibility of the ACO/CA to notify the EDW POC when contract transfers need to occur.

All transfers will be conducted in accordance the following:

10.1 Transfer as a result of Incorrect EDA Indexing:

Contracts that are pulled into a CMOs EDW database that are physically correct but have been indexed incorrectly can be transferred to the correct office of administration without modifications or DD Forms 1716’s.  Coordination between the two CMO EDW POCs is required before performing the transfer.

10.2 Transfer as a result of an Incorrect Contract

Contracts that are pulled into a CMOs EDW database that are contractually incorrect, must be reassigned per the FAR before being transferred to the correct CMO.  Again, coordination between the two CMO EDW POCs is required before performing the transfer.
11 FOLDER RETENTION

DCMA now has a certified system (ForeMost) for archiving electronically managed contracts in EDW. In addition to earlier discussion, to incorporate certain original documents into RM immediately, all contracts indicated as closed in EDW will automatically be Records Managed (held for retention and dispose in accordance with the DCMA Records Schedule).  It is therefore recommended that contracts not be indicated as closed until the contract is at least in Section 5 or greater of MOCAS.
The Records Management Officer (Records Officer) is responsible for the disposition of contract folders/documents in ForeMost.  in accordance with established CMO procedures. 

12 SECURITY

The Sector Administrator is responsible for all servers at the hub site.  He/She will ensure that the system is secure, and backup procedures are in place to include a minimum backup of EDW files daily.  Each CMO is responsible for implementing their Continuity of Operations procedures, to include ensuring that workstations are secure.

13 PROBLEM RESOLUTION

All problems will be reported to the DCMA HelpDesk and will be resolved in accordance with Help Desk procedures.  In addition, the EDW website, provides information on lessons learned, and answers to commonly asked questions.

GLOSSARY

Application Administrators – Designated persons within a CMO responsible for maintaining users, workflows, contractor information, and the Application server within the EDW system.  At most locations, the application administrator is a functional specialist, not a computer specialist.  These persons should have a complete understanding of the organizations business process flow(s), and the EDW system.
Basic Contract - One of three document types.  Documents identified as basic contracts include awards, solicitations, statement of work, modifications (PCO and ACO), and Contract Data Line Items. 
Cabinet - Cabinets are either the CMO or the work teams within the CMO.  Depending on the size of the CMO, it may have one or many cabinets.

ClassifyDocs/Classified – This relates only to Records Management, not the security classification of documents.
CMO EDW Point of Contact – Person responsible for coordinating training, and usage of EDW.  A master list of all EDW POCs is located on the EDW homepage and maintained by Integic.

Contract Documents – One of three document types.  These documents include Data Item Submittals, DD 250s Engineering/ECP/Waivers & Deviation, Funding Letters, General Correspondence, General Payment Information, etc.
Contract Folder - Any folder dealing with a specific contract or support delegation.

Correspondence – includes but not limited to letters from/to the contractor, PCO office, DFAS, or any other non-contract document.

DISA – Defense Information Service Agency
Document Format – the native format of a document (for example: MS Word = .doc, MS Excel = .xls, Image File (TIFF) =.tif, Adobe Acrobat = .pdf)

Document Identifier – the category a document belongs to. There are thirty-three major categories which include: DD250s, Funding Letters, Progress Payments, Property, Public Vouchers, etc..
Drawers - Depending on your organizational structure, drawers can either be contractors for which the CMO has oversight (one contractor per drawer), programs (F16, Blackhawk, etc.), customers (Army, Navy, etc.) or contract type (Spares, Repairs, etc.).

EDA – Electronic Document Access. 
EDW- Electronic Document Workflow

Folders - For contractual documents, the folder name is the contract number with no dashes, slashes or spaces. (Note:  The lack of dashes, etc. is due to the automatic pull of documents from the web.  For consistency, manually created folders should also be indexed without the dashes, slashes or spaces.)  For non-contractual documents, the folder name is left to the discretion of the CMO.
ForeMost  - Commercial software that manages documents in accordance with NARA requirements.  
Importing – A method of filing documents into EDW preserving their native file formats.  They are viewed and edited in their native applications. 

Indexing - The process of completing the information on the Folder and Document tabs to establish a label to identify where the document will be filed (information on the Folder Tab) and what is being filed (information on the Document Tab). 

ISP - Internet Service Provider
LAN – Local Area Network
Legacy Files - Contracts which existed prior to implementation of EDW.  Legacy files should only exist for contracts issued prior to January 2000 where the CMO has determined it is more effective to continue managing the contract via paper.  Generally these contracts have a short time remaining on the period of performance

NARA – National Archives and Records Administration.

Non-Contract Folder - Any folder used to maintain documents which are not specific to a given contract but are more general or contractor-wide in nature (e.g. Forward Pricing, Property System Reviews, etc.).
Original Contract File - The single folder or group of folders containing all documents from time of receipt through closeout and archiving.  Effective January 2000, the EDW contract folder is considered the official file for all contracts dated on or after that date.  The transition to EDW may result in three forms of official contract file folders; consequently, it is recognized that the official contract file folder can be Legacy Paper Files, Transition Files or EDW Files.

PDF  – Portable Document Format - format used by Adobe Acrobat.  Requires Acrobat Reader to view.

RAS - Remote Access Server
Records Management Officer (Records Officer) – The officially designated individual responsible for managing the documents and government records at a particular physical location.
Remote User - Personnel who connect to the LAN and EDW database through modems, using ISP accounts, RAS connectivity. 

Scanning - The method by which paper documents are converted to electronic documents and are placed in EDW.

Soft Scanning - Soft scanning involves electronically printing an electronic document into EDW as an image. 
System Administrator – Local computer specialists who are responsible for installing, configuring, troubleshooting, maintaining hardware and software, resolving hardware/software interface and interoperability issues, managing the installation and integration of system fixes and updates, and responding to user reported incidents.

TIFF – Tagged Image File Format - format applied when scanning a document using EDW (either Interactively, Batch, or Soft Scanning).

Trading Partners - Includes Buying Activities, DCAA, DFAS and contractors.

Transition Contract File - Those contracts existing as a paper file where from a date forward, new modifications and contract related documents are maintained in the EDW folder.  Usually these are contracts having a remaining period of performance exceeding 18 months after the date of EDW deployment

User defined Documents - One of thee document types.  User defined documents are left at the discretion of the CMO and may included such identified documents as CAS – Disclosure Statement, CAS – Standards, Estimating System, FAR Cost Principles. 

Vital Record - 

WAN – Wide Area Network

Workflow – Process flow charts that depict the standard implemented routing of documents through the organization.  They contain the criteria for who participates in a given process and in what order.  Workflows maintain counts of items residing in user’s In and Pending Baskets at various action points along the routes.

APPENDIX 1: EDW 3.1 CONFIGURATION


APPENDIX 2: FAR 4.803—CONTENTS OF CONTRACT FILES
The following are examples of the records normally contained, if applicable, in contract files:

(a) Contracting office contract file.
(1) Purchase request, acquisition planning information, and other presolicitation documents.

(2) Justifications and approvals, determinations and findings, and associated documents.

(3) Evidence of availability of funds.

(4) Synopsis of proposed acquisition as required by part 5 or a reference to the synopsis.

(5) The list of sources solicited, and a list of any firms or persons whose requests for copies of the solicitation were denied, together with the reasons for denial.

(6) Set-aside decision.

(7) Government estimate of contract price.

(8) A copy of the solicitation and all amendments thereto.

(9) Security requirements and evidence of required clearances.

(10) A copy of each offer or quotation, the related abstract, and records of determinations concerning late offers or quotations. Unsuccessful offers or quotations may be maintained separately, if cross-referenced to the contract file. The only portions of the unsuccessful offer or quotation that need be retained are --

(i) Completed solicitation sections A, B, and K;

(ii) Technical and management proposals;

(iii) Cost/price proposals; and

(iv) Any other pages of the solicitation that the offeror or quoter has altered or annotated.

(11) Contractor’s certifications and representations.

(12) Preaward survey reports or reference to previous preaward survey reports relied upon.

(13) Source selection documentation.

(14) Contracting officer’s determination of the contractor’s responsibility.

(15) Small Business Administration Certificate of Competency.

(16) Records of contractor’s compliance with labor policies including equal employment opportunity policies.

(17) Cost or pricing data and Certificates of Current Cost or Pricing Data or a required justification for waiver, or information other than cost or pricing data.

(18) Packaging and transportation data.

(19) Cost or price analysis.

(20) Audit reports or reasons for waiver.

(21) Record of negotiation.

(22) Justification for type of contract.

(23) Authority for deviations from this regulation, statutory requirements, or other restrictions.

(24) Required approvals of award and evidence of legal review.

(25) Notice of award.

(26) The original of

(i) the signed contract or award,

(ii) all contract modifications, and

(iii) documents supporting modifications executed by the contracting office.

(27) Synopsis of award or reference thereto.

(28) Notice to unsuccessful quoters or offerors and record of any debriefing.

(29) Acquisition management reports (see Subpart 4.6).

(30) Bid, performance, payment, or other bond documents, or a reference thereto, and notices to sureties.

(31) Report of postaward conference.

(32) Notice to proceed, stop orders, and any overtime premium approvals granted at the time of award.

(33) Documents requesting and authorizing modification in the normal assignment of contract administration functions and responsibility.

(34) Approvals or disapproval’s of requests for waivers or deviations from contract requirements.

(35) Rejected engineering change proposals.

(36) Royalty, invention, and copyright reports (including invention disclosures) or reference thereto.

(37) Contract completion documents.

(38) Documentation regarding termination actions for which the contracting office is responsible.

(39) Cross-references to pertinent documents that are filed elsewhere.

(40) Any additional documents on which action was taken or that reflect actions by the contracting office pertinent to the contract.

(41) A current chronological list identifying the awarding and successor contracting officers, with inclusive dates of responsibility.

(b) Contract administration office contract file.

(1) Copy of the contract and all modifications, together with official record copies of supporting documents executed by the contract administration office.

(2) Any document modifying the normal assignment of contract administration functions and responsibility.

(3) Security requirements.

(4) Cost or pricing data, Certificates of Current Cost or Pricing Data, or information other than cost or pricing data; cost or price analysis; and other documentation supporting contractual actions executed by the contract administration office.

(5) Preaward survey information.

(6) Purchasing system information.

(7) Consent to subcontract or purchase.

(8) Performance and payment bonds and surety information.

(9) Postaward conference records.

(10) Orders issued under the contract.

(11) Notice to proceed and stop orders.

(12) Insurance policies or certificates of insurance or references to them.

(13) Documents supporting advance or progress payments.

(14) Progressing, expediting, and production surveillance records.

(15) Quality assurance records.

(16) Property administration records.

(17) Documentation regarding termination actions for which the contract administration office is responsible.

(18) Cross reference to other pertinent documents that are filed elsewhere.

(19) Any additional documents on which action was taken or that reflect actions by the contract administration office pertinent to the contract.

(20) Contract completion documents.

(c) PAYING OFFICE CONTRACT FILE.

(1) Copy of the contract and any modifications.

(2) Bills, invoices, vouchers, and supporting documents.

(3) Record of payments or receipts.

(4) Other pertinent documents.

APPENDIX 3: DOWNLOADING DOCUMENTS FROM the EDA WEBSITE

Create a Directory to store downloaded documents:

1. Right click on START at the bottom of your screen.  A menu will appear.  
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2. Select Explore (left click).

3. Windows Explorer will open.  On the left side select C:\ or the drive to which you wish to create the new folder.
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4. From the menu bar chose File, then select New, then Folder.
5. On the right side of the screen, you will see New Folder highlighted.

6. Type in whatever name you wish for the new folder, then press Enter.

7. From the menu bar chose File, then select Exit.

Login to EDA

1. From your web browser (Netscape / Internet Explorer), hyperlink to the EDA Web Site (http://eda.ogden.disa.mil/frames.html) 

2. Select DECC-Ogden Index Server (with username/password) 

3. Click Next through the certificate verification dialog boxes, then Finish.  Enter your Userid and Password.

4. Click OK.

5. Click Contracts.

6. Using the search engines available select one and search for the contract (and/or modifications) you are interested in,

Download to Hard Drive

1. Right click on the contract you want to download.  A menu will appear
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2. Select Save Target As (or Save Link As – if using Netscape Navigator), the Save As dialog box will open.  Select as follows:

· Save In: Click the down arrow, scroll up or down until you see C:\(the drive you created your folder on) and click.

· File name: Delete the current information in the field and replace it with a file name that will help you clearly identify the document and remember to preserve the (.PDF) extension.  

· Save as type: Preserve the All Files (*.*) default. 

3. Click Save.
4. Repeat steps 1 through 3 above as many times as required to download all required documents.

5. Exit out of EDA when downloading is complete.

APPENDIX 4: SCANNING INSTRUCTIONS USING ADOBE ACROBAT V. 4.05

1. Open Adobe Acrobat:

2. Place your document in the scanner.

3. From the menu bar, choose File then select Import, then select Scan. 

4. The Adobe Acrobat Scan dialog box will open.
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5. Select your Document Type (Single-Sided or Double Sided Pages)

6. Click Scan.
7. The Twain Drivers Dialog box will open as follows depending on your type of scanner:

Fujitsu ScanPartner 600C:
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Fujitsu ScanPartner 620C:
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8. Click Scan.
9. Verify your scanned in document emulates your actual paper document by previewing sample pages.

10. From the menu bar, choose File then select Save.

11. The Save As dialogue box will open and you will be prompted to save your document.  Type in a name for your document, ensuring that you retain the (.PDF) extension.

12. Click Save.

13. From the menu bar, choose File the select Close.  If you only have one document to scan you can choose File then Exit to close Adobe Acrobat.

Import Your Scanned Documents into EDW Folders

14. Open e.POWER® Express from the scan station.

15. From the menu bar, select Action, and then choose Import External Document.

16. Search for the contract list folder as follows:

17. Select Folder Type as either Contract or Non-Contract, (Note: Type defaults to Contract)

a) Enter information in applicable fields,

b) Click Search.  Note: Even if you enter all the information in all fields you must still click Search.
c) Note: If you plan on Importing multiple documents into the same folder, check of the “Keep Values on Save” box.
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18. Click the Document tab.

19. Enter document indexing information:

a) Change the Doc Type field to read either Contract Documents or User Defined
b) Select the Identifier as appropriate,

c) Type the Title, 

d) Type in the Created Date as the date of the document,

20. Click the Import Button [image: image10.png]Action i Took Helpl
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, or Select Tools from the menu bar, then choose Import.

21. Click the Browse button.  Select your file from the file list on the left by clicking once then clicking OK. The system automatically adds the file to the “Files Selected to Import” list.

22. Click Ok.

23. Express will tell you that files have been imported and saved successfully.

24. Click Ok.

25. Select Action from the menu bar, and then choose Close.

Import Your Scanned Documents Directly into Existing Folders

26. From the menu bar, select Action, and then choose Retrieve, and retrieve your folder.

27. Double click on the folder or use the Open button to open the folder.

28. From the Document List Dialog box menu, select Tools, Add New Document, and Import.
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29. The Import External Document Dialog box opens, the folder tab is filled out based on the folder you are currently in.  Click on the Document tab, and complete indexing.

30. Complete importing as outlined above. 

Modifying Scanning Errors

ALL DOCUMENT MODIFICATIONS SHOULD BE MADE PRIOR TO SAVING THE DOCUMENT.

Changing Page Direction

31. From the menu bar, choose Document then select Rotate Pages.
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32. Select your Direction, then select the Page(s) you want to rotate.  Note: If your page is completely upside down, you will have to perform the rotation step twice.

33. Click OK.

Deleting Pages

34. From the menu bar, choose Document then select Delete Page.
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35. Select the page(s) you wish to delete.

36. Click OK.
37. When the delete confirmation box opens:
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38. Click OK to confirm page deletion.

Creating Thumbnails

Thumbnails allow you to quickly navigate through your documents using the pictures at the side of the document.

39. On the button bar, select the Show/Hide Navigation Pane button.
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40. Click on the Thumbnails tabs

41. Move your curser into the thumbnail section and right click once.  The following menu will open:
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42. Left click on Create All Thumbnails.  Your thumbnail images will now correspond to your document rather than being blank pages.

Creating Bookmarks

Bookmarks allow you to identify sections in your document for quick reference.  If your scanned document is composed of multiply documents, you can bookmark the start of each individual document for easy reference.

43. On the button bar, select the Show/Hide Navigation Pane button.
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44. Click on the Bookmarks tab.

45. Using the Previous Page/Next Page buttons on the navigation bar to move to the page in your document where you want the bookmark to link.  If appropriate modify your view so it directs the reader to the information you want to highlight.  

46. Move your curser into the bookmark section and right click once.  The following menu will open: 
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47. Left click on New Bookmark.

48. Name your bookmark accordingly.
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49. Hit the Enter key.

50. Move to another page in your document and test your bookmark.

51. Repeat from Step (3) for each bookmark you want to create.

APPENDIX 5: REASSIGNMENT OF CONTRACT ADMINISTRATION
43.102 Policy. 

(a) Only contracting officers acting within the scope of their authority are empowered to execute contract modifications on behalf of the Government. Other Government personnel shall not- (1) Execute contract modifications; 

42.201 Contract administration responsibilities. 

(a) For each contract assigned for administration, the contract administration office (CAO) (see 2.101) shall- (1) Perform the functions listed in 42.302(a) to the extent that they apply to the contract, except for the functions specifically withheld; 

42.302 Contract administration functions. 

(a) The contracting officer normally delegates the following contract administration functions to a CAO. 

(59) Issue administrative changes, correcting errors or omissions in typing, contractor address, facility or activity code, remittance address, computations which do not require additional contract funds, and other such changes (see 43.101).

APPENDIX 6: EDA CONTRACT ATTACHMENT UPLOAD

EDA Contract Attachment upload

Defense Information Systems Agency
E-business Applications  
   Electronic Document Access
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Application support for the EDA application is handled by Ogden Customer Application Support Center.

Help Desk Points of Contact

(800) 392-1798 (select option 2, then option 8)

(801) 777-3282 (select option 2, then option 8)

DSN: 777-3282 (select option 2, then option 8)

or email at cscassig@ogden.disa.mil (Subject: EDA Assistance)

What is EDA Contract Attachment upload?

EDA provides the capability to add attachments to any given contract document.  The document may be the base contract, a modification, or delivery order.  Any document that has attachments will be indicated by a “YES” in the ATTACH column within the query result set.  Any document that does not have attachments will contain a Blank in the ATTACH column. (If the user has upload authority, they will see an ADD in the ATTACH column).
REQUESTING access to Contract attachment upload 

1. The Contract Officer/Contract Specialist submits an access request (email) for the contract attachment upload  functionality to their designated EBPOC.  This request should include:

a) First Name, Last Name

b) b) C/S/A Major Command

c) c) Telephone Number

2. The EB POC validates the user’s supplied information and determines if the user qualifies for access to this function.  If so, The EB POC then sends the request on to the CASC.

3. The CASC acts on behalf of the EB POC and proceeds to the User Administration function within EDA and updates the user’s record to include the new Contract Attachment Upload Role and notifies the User’s EBPOC of the function availability.

Accessing  Attachments

1) Log On to EDA

2) Click on the “Contracts” link on the EDA Document Selection Screen.

Select Contract Query
4) Enter the Contract Query Information.

5) EDA displays the Contract Query Results Page.  Attachments are indicated under the ATTACHMENT column,

   *User WITH Attachment Upload Role:

YES- Attachments are Available for Contract.  Click to view attachment list or upload attachments.

ADD- No attachments for Contract.  Click to add attachment.

   *User WITHOUT Attachment Upload Role:

YES- Attachments are Available for Contract.  Click to view attachment list.

BLANK- No attachments for Contract. 

6) If You have the Upload Role, Click YES or ADD link in attachment column.

7) EDA displays a table of current attachments and these details:

· Attachment Name

· Description

· Issue Date: date of document creation.

· Size (bytes)

· Availability Date: the date the document was loaded into EDA.

· Loaded By: Name of the person who uploaded the attachment in a mailto: link format.

· Update: Contains “Modify” and “Delete” links *** Only visible to the user who uploaded the attachment.

· Upload File Link: Enables authorized users to upload document attachments



Uploading Attachments

Only users with the Contract Attachment Upload role will be able to upload attachments to EDA.
1) Click Upload File. 
2) EDA displays the attachment data page.
   This page allows the user to upload new attachments.  EDA will pull from the “contract index” and display that information.  The user supplies and enters the following fields to finalize the attachment index information.  

· Attachment Type- Select a standard name to assign to the attachment (use the drop down list).

· Attachment Description-Enter a description

· Issue Date: Enter the official date the document was created YYYYMMDD.

3) Click Add Attachment button.
    This action uploads the file to a document server within EDA.  It adds the attachment index to the index server.  The attachment is available immediately in the attachments page.

Modifying Attachments

The Owner of the attachment is able to maintain the attachment information in EDA.
1) Click the Modify Link.
Updateable fields include:

· Attachment Type

· Attachment Description

· Issue Date

2) Click “Modify” button.

EDA does NOT allow the attachment owner to MODIFY the actual document, only the attachment information.


Deleting Attachments

The Owner of the attachment is able to delete the attachment index information in EDA.

EDA does not actually delete the stored attachment from the document server; it just deletes the index pointing to that attachment.
1) Click the Delete link.
2) EDA presents the Delete Attachment Confirmation Page allowing the user to confirm deletion of the selected attachment document.
3) Click “Delete this Attachment” button.
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This graphic represents the menu as it exists in Internet Explorer.
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