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The COMMITS Business Opportunities Web Page

The intent of this manual is to instruct contractors on the use of the COMMITS Business Opportunities Web Page.

Using the COMMITS Business Opportunities Web Page
The COMMITS Business Opportunities Web Page provides these main functions:

1. Access to the Business Opportunities database.

2. Registration for submission of proposals via the Business Opportunities database.

3. Subscribe to have email notices about Request for Solutions pushed to your email address.

4. Login to our secure sockets layer environment to submit proposals.

5. Modification of user login information.

The page also provides additional links to:

1. Tell us What You Think

2. Documents of General Interest.

LOGIN PRIVILEGES 

There are four classes of users associated with the COMMITS Business Opportunities database.  Contractors will only be granted privileges associated with the first two classes of users listed below:

1.  Guest - This access level provides the user with the ability to view and download all Request for Solutions, Request for Solutions documents, and Request for Solutions messages.  At this level, users do not have the ability to submit proposals electronically, or create or edit any forms via this web site.  Simply click on the words “COMMITS Business Opportunities”.

2.  Contractor - Contractors who wish to submit proposals electronically must register for a special user id and password.  These registered users have all the abilities of a guest, plus they also have the ability to create and view their own proposals and contractor response forms.  A user must have completed the electronic registration form and received notification of acceptance from the Government prior to being able to login as a registered user.  Please see the section of this manual entitled Proposal Submission.

3.  Contracting Officer and Contract Specialist - All COMMITS Contracting Officers and Contract Specialists have all the abilities of a guest, plus they also have the ability to create, view and edit their own Request for Solutions, Request for Solutions documents, Request for Solutions messages, and government response forms.  They also have the ability to view contractor prepared proposals and responses to a Request for Solutions that they are responsible for.

4.  Administrator - The System Administrator has the highest level of database access.  The Administrator can read all database forms and can also create or edit any Request for Solutions, Request for Solutions document, Request for Solutions message, or government response.  The System Administrator can not edit a contractor-submitted document.

To Access the COMMITS Business Opportunities Web Page:

1. Launch your Internet browser (Netscape, Internet Explorer, Version 4.0 or higher with 128 bit encryption)

2.  Connect directly to the COMMITS Business Opportunities web site at http://abop.monmouth.COMMITS.mil.

3. To view/download Request for Solutions click on “COMMITS Business Opportunities” 

4.  Please review the section of this manual entitled “Views” for a description of the various views available.

SECURE SERVICES Registration Info: Note: You must be a registered user to go beyond this button.  Choose the “Register” or the “Register and Subscribe” buttons as described below.  All registration and subscription information will be encrypted via Secure Sockets Layer.  After you have received notice from the Government that we have reviewed and approved your registration, there are several options available as described below. 

VIEW\UPDATE  Provides the ability to view update their Registration Information online.

SUBSCRIBE – At this page contractors may subscribe to a mailing list of COMMITS Business Opportunities by CBD category.  Each time a Request for Solutions, amendment, Statement of Work, message, or any other Request for Solutions document is posted in ANY of the CBD categories that they subscribed with on this page, an e-mail message is automatically sent to the contractor.  The contractor needs to fill out the required fields (which are marked with a yellow dot) and select all of the CBD categories about which he wishes to be notified.  
**Caution** This notification is a courtesy provided by the COMMITS.  The Center does not warrant that it will always be operational; so, it should not, therefore, take the place of actively searching the database for business opportunities.
REGISTER* Only those contractors who have the authority to enter their company into a legally binding contract, and intending to submit proposals via this system must electronically register, and receive confirmation that they are registered prior to being able to submit proposals on this system.  Once registered, you will login using your name and password.  Please note that your password in this system is encrypted and that the System Administrator’s do not have the ability to look up anyone’s password. 

REGISTER AND SUBSCRIBE* Combination of the two.

UNSUBSCRIBE Use this to stop email notification of new or modified Request for Solutions.  This will not prevent you from submitting proposals.

GOV’T REGISTRATION* - Government employees that have the rights to create, view and edit Request for Solutions, Request for Solutions documents, Request for Solutions messages and Government responses to Request for Solutions, click here to apply for a User Name and Password.  The required fields are marked with a yellow dot.  The generated passwords are random and may be changed before the request is submitted.  However, Government employees are cautioned to record their passwords as it is encrypted as soon as the request is submitted.
* An e-mail notification will be sent to all Registrants as soon as their registration information has been validated. 

Using the COMMITS Business Opportunities Database 

SEARCHES

This page allows users to get to a specific Contracting Activity or eight ways to search by criteria for all Contracting Activities.

View by Contracting Activity – Provides a list of Contracting Activities and allows transportation to that Activity by clicking on the down arrow, selecting the Contracting Activity and pressing GO.

Full Text Search – This search will allow the user to do a keyword search throughout all Contracting Activities.

Request for Solutions Number – By entering a Request for Solutions Number the user can search throughout all Contracting Activities for a specific Request for Solutions.

Request for Solutions Title - By entering a Request for Solutions Title the user can search throughout all Contracting Activities for a specific Request for Solutions.

Request for Solutions Requiring Activity – Contractors can search throughout all Contracting Activities by choosing a Requiring Activity.  This search will list all Request for Solutions for all Contracting Activities with that criterion.

Request for Solutions CBD Category - Contractors can search throughout all Contracting Activities by choosing a CBD Category.  This search will list all Request for Solutions for all Contracting Activities with that criterion.

Request for Solutions SIC Code - Contractors can search throughout all Contracting Activities by choosing a SIC Code.  This search will list all Request for Solutions for all Contracting Activities with that criterion.

Request for Solutions Action - Contractors can search throughout all Contracting Activities by choosing an Action.  This search will list all Request for Solutions for all Contracting Activities with that criteria.

Search Button within Contracting Activities:   This search will allow a keyword search within the Contracting Activities database.

Note:  The Contracting Activity and Searching options are independent of each other.

VIEWS

After choosing the Contracting Activity for that Business Opportunities database, the system will display a list of available views.  Views display the database information using various sorting techniques.  To expand the sub-categories of a view click on the view category.  There are currently 10 views provided with the Business Opportunities database.

To select a view simply click on the view name.

All Business Opportunities by Number - Provides a list of Request for Solutions, associated Request for Solutions documents, messages, proposals, government responses, and contractor responses sorted by Request for Solutions number.

All Business Opportunities by Current Status - Provides a list of Request for Solutions, associated Request for Solutions documents, messages, proposals, government responses, and contractor responses sorted by Request for Solutions status.  The current status categories are pre-Request for Solutions, draft Request for Solutions, Request for Solutions issued, evaluation, award, and canceled.

All Business Opportunities by Requiring Activity - Provides a list of Request for Solutions, associated Request for Solutions documents, messages, proposals, government responses, and contractor responses sorted by requiring activity.

All Business Opportunities by Date Posted - Provides a list of Request for Solutions, associated Request for Solutions documents, messages, proposals, government responses, and contractor responses sorted by date posted with the most recent Request for Solutions listed first.

All Business Opportunities by Title - Provides a list of Request for Solutions, associated Request for Solutions documents, messages, proposals, government responses, and contractor responses sorted by Request for Solutions title.

All Business Opportunities by CBD Category - Provides a list of Request for Solutions, associated Request for Solutions documents, messages, proposals, government responses, and contractor responses sorted by CBD Category.  There are currently over 100 CBD categories.

All Business Opportunities by SIC Codes - Provides a list of Request for Solutions, associated Request for Solutions documents, messages, proposals, government responses, and contractor responses sorted by SIC Codes. 
 All Business Opportunities by Type of Action - Provides a list of Request for Solutions by the type of contracting action being used.

All Business Opportunities by Contracting Officer - Provides a list of Request for Solutions, associated Request for Solutions documents, messages, proposals, government responses, and contractor responses sorted by the contracting officer’s last name.

All Business Opportunities in Award Archive -Provides a list of Request for Solutions

with award information including Contract Number, contractor, contract amount.

Contract Administration – On-line tool for Contracting Officers and Contracting Specialists to communicate with those Contractors that have been awarded a Contract.  Only those Contractors associated with the Awarded Contract will be able to view the documents within Contract Administration.

FORMS 

After selecting the Request for Solutions view, you can perform functions on the forms contained in the database.  Your access level, which is outlined in the Login Privileges section of this document, determines those functions.  There are currently 6 forms contained in the COMMITS Business Opportunities database.  They are:


Request for Solutions


Request for Solutions Document


Request for Solutions Message


Proposal Submission

Government Response

Contractor Response
FORMS 

FORM: 1. REQUEST FOR SOLUTIONS

This form is available to be viewed by all users and provides general information about the acquisition such as Request for Solutions Number, Title, Description, Status, etc.  An Executive Summary will be available for viewing for most Request for Solutions from this form.  Arrow down to the bottom of the page to view the Executive Summary.  An e-mail link for the Contracting Officer and Contract Specialist are also provided on this form.  You may also choose to join a Request for Solutions specific mailing list by clicking a link while reviewing the Request for Solutions.

FORM: 2. REQUEST FOR SOLUTIONS DOCUMENT.

This form is available to be viewed by all users provided the COMMITS Contract Specialist has uploaded a Request for Solutions document (file) to the web page.  There may be several Request for Solutions document forms associated with a Request for Solutions.  If the document (file) has been uploaded as an MS Word or Excel type of document, the user will be able to view the file on line.  However, if the Request for Solutions’ files were compressed into a self-extracting file (file that ends with .exe) the file will have to be downloaded to the user’s computer, inflated then viewed.

FORM: 3. REQUEST FOR SOLUTIONS MESSAGE

This form is available to be viewed by all users provided the COMMITS Contract Specialist has uploaded a Request for Solutions message (file) to the web page.  This area is used by the Contracting Officer as a means to provide acquisition specific information to interested parties. Information such as key acquisition milestones, dates and meeting locations, may be placed here. 
FORM: 4. PROPOSAL SUBMISSION

This form is available to contractors who have registered in the system and have been approved to submit proposals.  Currently, the only known web browsers that support uploading files are Netscape Navigator and Microsoft’s Internet Explorer (ver 3.1 with patch from Microsoft's web site or ver 4.01).  The contractor will not have the ability to edit this form or any file associated with this form, once the information has been submitted.  Up to three files may be submitted at one time.  If there are more than three files it is recommended that the files be compressed using Winzip.

FORM: 5. GOVERNMENT RESPONSE

This form will be available to a registered user to whom the Government wishes to respond to via the web.

To download government response attachments:

1. Open the government response by clicking on it from the view.

2. Go to the bottom of the government response form.

3. Double click on the file attachment and follow the instructions.

FORM: 6. CONTRACTOR RESPONSE

NOTE:  Currently the only web browsers that support creating file attachments are Netscape Navigator and Internet Explorer.
 To create a new contractor response:

1. Open the government response form the contractor response is related to by clicking on it.

2. Click on the <Create Contractor Response> button.

3. Fill in the fields of the contractor response form as defined below.

4. Click the <Submit> button at the bottom of the form.

To edit an existing contractor response:

1. Open the contractor response form by clicking on it from the view.

2. In order to have the ability to edit a contractor response, your user-name must appear in the ‘contractor response editor list’ field on the form.  If your user-name does not appear, you must first contact a valid editor to have them add your name to the contractor response form.

3. If your name does appear as a valid contractor response editor, click the <Edit> button at the top of the form.

4. Fill in the fields of the contractor response form as defined below.

5. Click the <Submit> button at the bottom of the form.

To download contractor response attachments:

1. Open the contractor response by clicking on it from the view.

2. Go to the bottom of the contractor response form.

3. Double click on the file attachment and follow the instructions.

Guidance for Submitting Proposals



One of the capabilities of the COMMITS Business Opportunities Web Page is to allow contractors to submit proposals for Request for Solutions electronically.  Submitting a proposal electronically requires the contractor to prepare the proposal on a computer system and save that proposal to a file.  Afterwards, the file containing the proposal data can be uploaded from the contractor's computer to the COMMITS Business Opportunities Web Page via the Internet.  


A contractor must have pre-registered prior to submitting electronic proposals. 


Use of the web and encryption technology for the purpose of receiving offers\proposals is at the Government’s discretion.  Anyone deemed by the Government to have misused the system might be barred from submitting electronic proposals via the COMMITS Business Opportunities Web Page. 


In the event that an offeror submits an electronic proposal file that is unreadable to the degree that conformance to the essential requirements of the Request for Solutions cannot be ascertained from the document, the contracting officer shall immediately notify the offeror and provide the opportunity for the offeror to submit clear and convincing evidence:


1) Of the content of the proposal as originally submitted; and


2) That the unreadable condition of the proposal was caused by Government software or 

hardware error, malfunction, or other Government mishandling.


All files submitted on this site shall be in the format specified by the Government or specified in the Request for Solutions instructions.  Currently, files shall be prepared in either Microsoft (MS) Word for Windows Ver. 6, Rich Text Format (RTF), MS Excel Ver. 5, and MS Power Point Ver. 4 (depending on the type of document being generated).  If a contractor creates a file(s) using another software product, it is the contractor’s responsibility to convert the file(s) into one of the above formats prior to uploading the file(s) electronically.   


In some cases, the proposals submitted in response to a Request For Proposal (RFP) may be too voluminous to be submitted electronically.  As the nature of the proposal may create large and numerous files, COMMITS recommends that offerors may also wish to use the PKZIP file compression software.  Using this compression software will diminish the file size, thus reducing the time needed to upload an offer.  If you choose to use compression software, you will need to create a self-extracting executable (.exe) file.


In addition to submitting their proposal files electronically, offerors may be required to provide hard copies of documents requiring signature if instructed to do so by the contracting officer.

To create a new proposal submission:

1. Open the Request for Solutions form the proposal is related to by clicking on it.

2. Click on the <Create Proposal> button.

3. Fill in the fields of the proposal form as defined below.

4. Click the <Submit> button at the bottom of the form.
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