SNAP Vendor Web Site Instructions

Introduction

As part of a project to upgrade the Simplified Non-Standard Item Acquisition Program (SNAP) application at TACOM, it was also decided to change the way that the Army dealt with its Vendors and to improve the processing for posting requisitions, receiving vendor bids and subsequent awards.   The result of this effort is the SNAP2 web site http://contracting.tacom.army.mil/snap2/.   These instructions will guide you through the use of this site and the processes of finding requisitions and submitting your bids.

This application has been written for a minimum screen resolution of 1024 by 768.   If you are running at a lower resolution you will experience some difficulty in seeing all the information.
Additionally as we work to improve the usability of the web site and add features the screens will differ from those shown below.   This manual will be updated only following significant changes and as required by the TACOM SNAP Office.
This application is not intended for access by anyone other than approved Vendors.   To access this application your email address and CAGE Code must be already registered in the system.

Login Page   
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If you have already gone through the process of setting up your access to SNAP2, then at the login page you will enter your CAGE Code, the email address registered with the system and your Personal Identification Number (PIN) and press the Login Button.   This will then take you to the SNAP home page.  If you have forgotten your PIN or this is the first time that you have tried to use the system then you will need to follow the process for resetting your PIN by clicking on the link “Forgot PIN”.

Forgot PIN
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To reset the PIN on your account, or to set up a new PIN you must enter your CAGE Code, one of the Email addresses currently registered with SNAP and correctly enter the text shown in the colored box, and then click the send button.  
If you have correctly entered the verification text then you will be transferred to a page stating that your request has been submitted and further instructions will follow.   
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If the system can confirm that the email address entered is registered in the system for your CAGE Code then you will receive a message from the application with a special encrypted link that will take you to a page to reset your PIN.   This process is entirely automatic, if you enter an incorrect email address, or the address you entered is not registered with the system then your request will be ignored.   If you don’t receive a prompt answer to your request, check to see what the “To” address currently being used for your company by looking at any emails for Awards or Modifications that you’ve received from the old SNAP program and retry using this address.   If you are still unable to complete the process please send an email message to snap@rsl.com with a copy to the contracting officer requesting assistance with your PIN reset.   

A successful request will result in an email message as below:-
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This message contains an encrypted link that will take you to the following page where you can enter a new PIN.   
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The link also contains a special timestamp which tells the application the time that the request was created.   You have 8 hours in which to complete the process, otherwise you must start again with the Forgot PIN link on the login page.   


Once you have successfully entered and confirmed your new PIN (which can be any combination of letters or numbers you desire), press the Change button and you will be transferred to the following page that will confirm that you have successfully completed the process.   
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Clicking on the word “here” will then take you back to the original Login Page.   This time when you enter the CAGE Code, Email address and PIN you will access the system and be taken to the SNAP2 Home Page.

As part of the security in the system all requests to change PIN are copied to all other contacts associated with your CAGE Code.   These messages serve to ensure that vendors are at all times aware of requests for access to the site for their CAGE Code and consequently to their private bid information.

SNAP Home Page
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The home page has an area for display of messages from the Contracting Officer that are applicable to all Vendors.   These messages will also notify you of any times when the application will be unavailable for any maintenance.  
Navigation

You navigate between the pages in SNAP by clicking on the links in the Navigation bar at the top under the “TACOM Snap” banner area.   These links are currently:  Vendor Profile, Open, Invitations, My Bids, My Awards, Change PIN and Logout.

Vendor Profile
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This page shows the details for your company as they are recorded in the application.   You can use this page to add or change who has access to the system with in your company.   This can be as many or as few people as you wish, there are no restrictions on who you may grant access on behalf of your company.     If you’re address or any other information shown is incorrect, you must contact the Contracting Officer and request that this information be changed.
Adding a Contact.   
Only people who are shown in the grid below can access SNAP from within your company.   You add additional people by clicking on the green “VENDOR_CONTACTS” area to the right of the word “Add…”  This will make the application add a new row to the grid for you to enter information about the new person.  You can enter the details for the new contact directly into the grid, or you can double click on the folder icon which will display a form for you to enter the data as shown below.
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Enter the name, Email address, phone number, extension and fax number (if any) for the new user.  Make sure that you enter the email address correctly or the user will not be able to go through the PIN reset process that will be required for first accessing the application.
Primary Contact   The primary contact is the person in your company whose name and Phone Number will appear as the Point of Contact in the formal notices of Award or Contract Modifications produced by the system.   You can only have one Primary Point of Contact within your company.   
Award Contact.   This box allows you to choose whether this user should receive messages from the system when an Award is made to your company.   The awards process will send a notification to all the contacts in your company that have this value set to yes.   You must have at least one Award Contact but there is no limit on how many others you add.

RFQ Contact.  This box allows you to choose whether this user should receive invitations from the Buyer or Contracting Officer to bid on a particular requisition.  Again you must have at least one RFQ contact, but you may choose as many additional contacts as you wish.
Administrator.   Setting this flag to Yes gives the person being entered permissions to modify the contacts for your company (such as adding or deleting contacts and changing who will receive RFQs).   Again there are no limits on who you wish to grant Administrator privileges to, although granting this privilege to multiple users would not be recommended.

Changing a Contact

To change any details for a contact click on the area in the grid where you want to change the data, alternatively you may click on the left hand column to display the contact edit form.

Deleting a Contact

To delete a contact click on the left hand most column so that the folder icon appears next to the name and then press the “Delete” button on your keyboard.   This will cause the row to be removed from the table.   

Update Vendor Button

When you have made all the changes to the information that you wish you must press the Update Vendor button on the page.  When you press this button the screen will briefly flash and then be refreshed with the new data.   If you do not press this button prior to navigating away from this page, then all the changes you have entered will be discarded.  

Open Requisitions
Pressing the “Open” navigation link will take you to the screen that lists all open requisitions.   The application records the date and time that you last logged on and will show you all requisitions that have been posted since that date.  At a minimum it will always show you at least one days’ worth of activity.
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You should be aware that this screen will only show you 15 requisitions on a page.   To see more pages of requisitions you will need to use the paging option displayed at the bottom left hand corner of the grid.  This area will also show you the total number of requisitions that match the criteria displayed in the area at the top of the page.

Search Options

The application allows you to search the database for requisitions that you are particularly interested in.   The search options are for Manufacturer Name, Manufacturer Cage Code or Part Description.   To use the search screen select the dates for the date window, choose which type of search you wish to do and then enter in criteria and press the search button.   If you choose either Manufacture Name or Part Description the application will look for the text you entered appearing anywhere in those fields.   If you choose to search by CAGE Code the application will perform an exact match.   In the screen that follows a search has been performed to find all requisitions that were posted between 4/25/07 and 5/2/07 where the Manufacturer name contains the word “GRAINGER”
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To clear your search options simply delete the text in the Search criteria field and press the Search button again and the application will return requisitions based solely on the date values.

You can also sort the requisitions by clicking on the column headings.   The first time you click a column the data will be sorted in ascending order and the column header will display a small upward pointing arrow, clicking on the column a second time will reverse the sort order and arrow.

Entering Bids

When you find a requisition in the Open Requisitions Page that you wish to bid on, simply click the word “New” in the left hand “Add Bid” column.   This will take you to the screen to add a bid.
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This screen will appear as shown above with two tabs, the second one (Bid) being open.  This is the screen that you will use to enter your bid.   At a minimum, you must enter the price per unit you are offering and the delivery time; the total field is calculated automatically.  If you change the part number in the requisition you will also be required to certify the part as meeting criteria for “Form Fit and Function” and also add remarks.  You may also change the quantity, the unit of issue and any other fields on the screen.   Once you are satisfied with your bid, click on the Add Bid button, click yes on the confirmation request and your bid will be recorded in the database.   You will then be redirected back to the page of open requisitions.

If you wish to see the full details for the requisition, then click on the tab showing the word  Requisition and the screen will appear as shown below:-
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You may also view a printable copy of the RFQ by clicking on the link “Click for RFQ”.  This will open a second browser window that will display the RFQ in a printer friendly format as shown below.   The format can be printed, saved to your hard drive or forwarded as an email attachment.
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My Bids

Once you have entered a bid on a requisition then it will be listed in the My Bids Page for your company until such time as the requisition is closed.   An example of this page is shown below.
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This page is similar to the open requisitions other than the plus sign in the left most column of the grid.   Clicking this button will expand the grid to display all bids by your company against this requisition as shown below.
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From this point you can either add a further bid against this requisitions (such as for a greater quantity with a price break) by clicking on the word new in the “Add Bid” column or you can modify your existing bid by selecting the word “Edit” in the row for your bid where you can make any changes you desire, including outright deletion of your bid.  

This screen shows a second bid I entered by clicking on the New Link and adding a bid for the revised unit of issue (DOZEN) and the price differential offered.  I then subsequently selected the option to Edit this bid, which has caused the Delete Button to be shown.
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After completion of the creating the second bid a new row will be listed below the requisition showing the second bid added.   
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You can make as many bids as you like on a requisition prior to the closing date.   

You should be aware that requisitions can be closed or deleted at any time during the solicitation process.  If this should occur then the requisitions will be immediately removed from the web-site and all bids will no longer be available to you for modification.

Invitations
This is a new process for the Buyer or Contracting Officer to send requests for bids on certain contracts to specific vendors.  If your company were to receive such an invitation, you will be notified by an email message from the system with the details from the RFQ and the requisition will appear on this page of the application.

The process of responding to an invitation and creating a bid is the same as used in all the previous examples.
My Awards

This page is used to display all requisitions that have been awarded to your company, although you will continue to receive formal notifications from the Contracting Officer awards will appear on this page immediately after they are made.  Awards will remain on this page up until such time as they are marked as shipped by the SNAP Office at TACOM.
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This page also allows you to both view and acknowledge all delivery orders or modifications for your company.  
Acknowledge Award.

To acknowledge the receipt of an award document simply click on the Word “Acknowledge” that appears in the column “Ack. Date”.  When you click on this link your user id and email address are recorded in the database and the screen will be refreshed to show the date that the link was clicked.   This is all that is required to acknowledge receipt of a delivery order or Modification.

Delivery Orders

Delivery orders will continue to be sent out by email, however you can view a copy of the document at any time by just click on the link in the Delivery order column and a copy of the relevant award document will be displayed in a new browser window as shown below:-
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This document can be saved, printed or emailed as you require by using the browser menu.

Change PIN
This page allows you to change your PIN for your account.  All you need to do is enter correctly your old PIN, your new PIN and also correctly confirm your new PIN.  When you press the Change button your account will be updated and your new PIN will become effective immediately.
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Error Messages
This new application has been designed to facilitate the whole process of communication between the Buyer, Contracting Officer and you the Vendors.  In particular the process of recording of bids against requisitions has been streamlined and all the previously manual processes have been removed.   When you enter a bid on the web site, it is immediately visible to the Buyer.   While this application has been built as carefully as possible, you may occasionally see an error message as shown below.

[image: image22.jpg]TACOM __ sp - simplified Nonstandlard tecm Aqisition Progrin

e T





Part of the program design includes the automatic capturing of messages such as this whenever they occur.  We record all the details of what caused the problem and this is then sent directly to the programming team. All these errors are dealt with as a matter of priority - it is not necessary for you to either forward them to us or contact the SNAP team at TACOM,   

While we have attempted to ensure that the application works correctly on most browsers we will only guarantee that the application works on Internet Explorer versions 6.0 or above (although we have successfully tested on Firefox browsers 1.6 and 2.0) If you are using an earlier version of Internet explorer or some other browser then we will not be able to assist you on any issues caused by your browser being unable to work with XML or other formatting problems.   You can easily find out what browser you are using by clicking on the word “Help” in the browser menu and then on the word “About” in the list that will appear below.   You will then see a dialog box that will tell you what browser you are using.

We do understand that for many of you the SNAP program provides a substantial amount of business.   If for any reason you are unable to enter a bid prior to the deadline expiring or you experience a serious problem that is materially effecting your work then please send a message to SNAPSupport@rsl.com  and we will contact you within no more than one working day of your request.  In your message you must include information about the browser you are using, describe the nature of your problem and provide a phone number where you can be contacted.   
