Modified 5/31/05 — Agreement Handbook Memorandum Number 2
APPENDIX B

OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

This appendix prescribes step-by-step instructions for obligating and awarding cooperative
agreements, task agreements, and interagency acquisition agreements in Procurement Desktop
(PD). Procurement Desktop is the Department of the Interior Electronic Acquisition System
(IDEAS) software.

COOPERATIVE AGREEMENTS:

Cooperative Agreements may be “stand-alone” agreements or they may be larger agreements
with tasks issued under the basic terms and conditions. Instructions for creating a stand-alone
agreement and for creating the larger agreement with tasks under it are set forth below.

1. Stand-alone Agreement:

Create an Optional Form 347 by choosing “Procurement,” “Pre-Award/Award,” “Awards,”
and then “Simplified Purchase.”
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APPENDIX B

OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

Sequential
Org Code EY Number
2. Cooperative agreements are numbered as follows: H {125 3} 06 {0001}

Numbering of the OF-347 is the same.

3. Choose the option “FPDS NOT REQUIRED.”

" Create New Simplified Purchase [ x|

Purchase Order (OF 347)

3430020001
CREC - PEFO

[ [e=]

4. Creation of the OF-347 for cooperative agreements is for obligation purposes only. In the
Line Item Extended Description block of the OF-347, type in a statement such as “This
document serves as the obligation document for Cooperative Agreement Number
H . See attached cooperative agreement for more information.”
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OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

5. Attach a copy of the cooperative agreement to the OF-347. Go to “Utilities” and select
“Document Import.” The document you are importing must be on a local drive or a disk; it
cannot be on a shared network drive.
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Validate your document for Electronic Commerce transmission by choosing “Procurement,”
“EC Actions,” and then “EC Validate.”

Once the document has passed EC Validation, electronically submit by choosing
“Procurement,” “EC Actions,” and then “EC Submit.”

You will be prompted for the document(s) that you want to attach to your award document.
Highlight all that you want to attach or check the “select all” box if this applies.

[ Select Al
2 Attachment{s) associated
S p1116020045101 26 Aug 2002 09:35
E HF C-F A C-IDC Coaling Tower-S0h dvhasarms
FAtachment
S p111602004502 26 Aug 2002 09:53
E HFC-FAC-DC Cooling Toweer-Prici dvhaarma
Atachment
OK
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OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

8. Once you click okay, you document(s) will be issued and electronically awarded. A yellow
lightning bolt will appear beside the document(s) that were submitted.
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OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

9. Approve using the “Award Approval” option.

" approval

— Approval templates

AVWARD (Existing Contracts - Mo FFS Link)

Aneard Approval

APPENDIX B

—Approval for object

=0 T11890020097
10

== HFC-JELA-Exhibit Fabrication
Task Order

—Approval types for selected template

Avvard [ Obligate SApproval

OK

Cancel

You will be prompted for your USGS and FFS Logins in order to make the award. When the
award is going through you will then be prompted for your SEC1 Code (this is the acronym

for your Region/Park).

Legacy FFS Login |

Please enter your
login ID and password

haintr e I |
Login |0

Passyvard |

FFS Login D |

Passvword |

OK Cancel

Host FFS SEC1 Code |

Please enter your SEC1 Code

Sec] Code |

0K
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OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

COOPERATIVE AGREEMENTS WITH TASK AGREEMENTS:

USE THESE INSTRUCTIONS WHEN YOU ARE ISSUING TASK AGREEMENTS TO
OBLIGATE FUNDS.

1. Create a Standard Form 26, Contract, by choosing “Procurement,” “Pre-Award/Award,”
“Awards,” “Contract.”

" Procurement Desktop !E E
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APPENDIX B
OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP
Sequential

Org Code EY Number

2. Cooperative agreements are numbered as follows: H {1253} 06 {0001}
Numbering of the OF-347 is the same.

3. Choose the option “FPDS NOT REQUIRED.”
™ Procurement Desktop !E

File Edit Procurement Uklities ‘wWindow Help

lz8amoon & 28 & a9 | B

" Create New Contract [ X|
contract Type Contract (SF26) |
Prefix IH j

Document Mumber '—H 250020001

Descrigtion | CREC - FEFO
[ FPD:

Cancel |

[Reasy . ' Tiunez# 002 mi3Pm

4. You should complete the entire document. This document will be used as a document to
create and obligate task agreements against the cooperative agreement. On the SF-26 the
items required to be completed are:

Item 2, “Contract Number.”

Item 5, “Issued By.”

Item 7, “Name and Address of Contractor.”
Item 12, “Payment will be made by.”

Line Item Description: In this block you can type in a statement such as “Informational

document for Cooperative Agreement Number H . See attached
cooperative agreement for more information.”
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APPENDIX B

5. Attach a copy of the cooperative agreement to the SF-26. Go to “Utilities” and select
“Document Import.” The document you are importing must be on a local drive or a disk; it

cannot be on a shared network drive.
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6. Approve the document using “AWARD (Existing Contracts — No FFS Link).”
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7. Release the document by choosing “Procurement” and then “Release/Issue.”

" Procurement Desktop
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OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

TO CREATE A TASK AGREEMENT AFTER CREATING THE SF-26:

APPENDIX B

1. Highlight the SF-26, Contract, you created for the cooperative agreement. Choose
“Procurement,” “Post-Award,” and “Task Order.”
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Sequential
Org Code EY Number
2. Create a task agreement numbered as follows: J {1253} 06 {0001}
3. Choose the option “FPDS NOT REQUIRED.”
™' Procurement Desktop !E E
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4. Creation of the task agreement is for obligation purposes only. In the description of the task
agreement, type in a statement such as “This document serves as the obligation document for
Task Agreement Number J issued under Cooperative Agreement Number H

. See attached task agreement and cooperative agreement for more

information.”
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OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

APPENDIX B

5. Attach a copy of the cooperative agreement to the OF-347. Go to “Utilities” and select
“Document Import.” The document you are importing must be on a local drive or a disk; it
cannot be on a shared network drive.
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Validate your document for Electronic Commerce transmission by choosing “Procurement,”
“EC Actions,” and then “EC Validate.”

Once the document has passed EC Validation, electronically submit by choosing
“Procurement,” “EC Actions,” and then “EC Submit.”

You will be prompted for the document(s) that you want to attach to your award document.
Highlight all that you want to attach or check the “select all” box if this applies.

[ Select Al
2 Attachment{s) associated
S p1116020045101 26 Aug 2002 09:35
E HF C-F A C-IDC Coaling Tower-S0h dvhasarms
FAtachment
S p111602004502 26 Aug 2002 09:53
E HFC-FAC-DC Cooling Toweer-Prici dvhaarma
Atachment
OK
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8. Once you click okay, you document(s) will be issued and electronically awarded. A yellow
lightning bolt will appear beside the document(s) that were submitted.
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9. Approve using the “Award Approval” option.

" approval

— Approval templates

AVWARD (Existing Contracts - Mo FFS Link)

Aneard Approval

APPENDIX B

—Approval for object

=0 T11890020097
10

== HFC-JELA-Exhibit Fabrication
Task Order

—Approval types for selected template

Avvard [ Obligate SApproval

OK

Cancel

You will be prompted for your USGS and FFS Logins in order to make the award. When the
award is going through you will then be prompted for your SEC1 Code (this is the acronym

for your Region/Park).

Legacy FFS Login |

Please enter your
login ID and password

haintr e I |
Login |0

Passyvard |

FFS Login D |

Passvword |

OK Cancel

Host FFS SEC1 Code |

Please enter your SEC1 Code

Sec] Code |

0K
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INTERAGENCY ACQUISITION AGREEMENTS:

1. Create an interagency acquisition agreement by choosing ‘“Procurement,” “Pre-

Award/Award,” “Awards,” and the “IA Agreement.”
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2. Interagency acquisition agreements are numbered as follows:

Sequential
Org Code EY Number
E 11253} 06 10001}

F1250020001
BLM & PETR -

Interagency Agreemert Form l

[ [am]

Falder
OBME2002 14:

E‘ HE843002001 - CREC - PEFO prtherna
Falder
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" Procurement Desktop

Fil= Edit Lines

Window Help
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283



OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

" Procurement Desktop
File Edit Lines Window Help

APPENDIX B

[_[5]x]

lz28amoon & 28 & a2 B

"”BLM & PETR - CADASTRAL SURY
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Line ltem |Interagency Agreement: Items S-10 (Lines)|
Summary
Contract-Level Funding Add
temSubitem Tatal Cost
Mumber Descrigtion Quantity Lnit Unit Cost (Includes Discourts)
D oo PERFORM CADASTRAL BOLE 0.00 0.000 0.00
. Total Funding 000 Total Cost 0.00
Header Text Foaoter Text
| PR-MA,
[Feady | [Jure 24, 2002 4:41 PM
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" Procurement Desktop

Fil= Edit Lines

Window Help

APPENDIX B
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$0.00

Delete |
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Ho Funding Sources Defined I ;I
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135h. Authorized Officer of Performing Agency Title: Drste:
| | oo

| Ready

| [Jure 24, 2002 4:41 PM
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3. Attach a copy of the interagency acquisition agreement to the Interagency Agreement Form.
Go to “Utilities” and select “Document Import.” The document you are importing must be on
a local drive or a disk; it cannot be on a shared network drive.
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If you are obligating funds through this interagency acquisition agreement:

4. Validate your document for Electronic Commerce transmission by choosing “Procurement,”
“EC Actions,” and then “EC Validate.”

5. Once the document has passed EC Validation, electronically submit by choosing
“Procurement,” “EC Actions,” and then “EC Submit.”

You will be prompted for the document(s) that you want to attach to your award document.
Highlight all that you want to attach or check the “select all” box if this applies.

[ Select Al
2 Attachment{s) associated
S p1116020045101 26 Aug 2002 09:55
E HFC-F AC-IDC Cooling Tower-S0v dvhaarms
FAtachment
S p111602004502 26 Mg 2002 09:53
E HFC-FAC-DC Cooling Toweer-Prici dvhaarma
Atachment
OK
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6. Once you click okay, you document(s) will be issued and electronically awarded. A yellow
lightning bolt will appear beside the document(s) that were submitted.
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o I3
=3 =3
Bt Bl

HF C-MERI-Exhikit Fabrication
Fuolder

T1180020097/01 09r&/2002 061 ID_—l Samples
=2 HFC-JELA-Exhibit Fabrication rrbwialfe Folder
Extemal Attachment
ﬂ_ -

Emtelope_ 4| I H o
HF C-CRMO-Exhibit Panels
Envwelope
T
b HF C-24 Mini DV Carm
Envwelope
4] | [ N 3| K3 | 2

SlSaMPLES o] [l B3| |[5) F¥00 Purchat: =1 [=] B3

Ready

Outbox 20| x|

2| purchase Ca... [=1[w] 5| Training 20| 2| cancelled Ac... [=] =]

5| am TEAM BOX [S][=]
I Septernber 18, 2002 8:21 A
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OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

7. Approve using the “Award Approval” option.

" approval

— Approval templates

AVWARD (Existing Contracts - Mo FFS Link)

Aneard Approval

APPENDIX B

—Approval for object

=0 T11890020097
10

== HFC-JELA-Exhibit Fabrication
Task Order

—Approval types for selected template

Avvard [ Obligate SApproval

OK

Cancel

You will be prompted for your USGS and FFS Logins in order to make the award. When the
award is going through you will then be prompted for your SEC1 Code (this is the acronym

for your Region/Park).

Legacy FFS Login |

Please enter your
login ID and password

haintr e I |
Login |0

Passyvard |

FFS Login D |

Passvword |

OK Cancel

Host FFS SEC1 Code |

Please enter your SEC1 Code

Sec] Code |

0K
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APPENDIX B

OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

If not obligating funds through this interagency acquisition agreement:

4. Use the “AWARD (Existing Contracts — No FFS Link)” template.
M=

™' Procurement Desktop
Fil= Edit Procurement Utilities  ‘Window  Help

|lzamoo# o8 8 arsee | B

¥ approval E

— Approval for object

— Approval templat;

AWARD (Existing Cortracts - Mo FFS Link) F1i 250020001
g BLM & PETR - CADASTRAL SURY

Interagency Agreement Form

Avwvard Approval

— Approval types for selected template

Avwvard § Ohbligate Approval

LT He42002001 - CREC - PEFO
Falder

—

pmfherna

<

&l Patricia’s Ca... = B3 || 5] Po-Ma I=l = B3
[Ready I Jlunezs oz oizAd | |

5. Once this template is “Approved,” then go to “Procurement” and select “Release/Issue.”

290



Modified 5/31/05 — Agreement Handbook Memorandum Number 2
APPENDIX B

OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

CREATING A TASK AGREEMENT TO AN INTERAGENCY ACQUISITION
AGREEMENT:

1. Highlight the interagency agreement form you created. Choose “Procurement,” “Post-
Award,” and “Task Order.”

" Procurement Desktop [_ 5]

File Edit Procurement Ukilities  Window  Help

llﬁ@ Feguirements b;|§|ﬂa’@?@|ﬂl‘

Pre-Award | ward

Post-fward Madification »
ReleasefIssue BPA Call
- Delivery Crder
Mileskane Plan. .. =
Task Order
Announcement =
- Receiver
Attachment, ., —
Checklist... Award Skatus
Correspondence 3 Wendor Performance
EC Actions 3
;PDS 5 Audit Tracking
- Mendor Dispute Tracking
Reports
Closeout
'orkload » Termination
4| | G
LT He43002001 - CREC - PEFO pritherna b
Folder
v
4| | v
Z] PR-MA f=1 =] B ||| 51 PRETMSE =BT || 5 patriciats cane = =1 3| | 5 Po-ra El=lE3
I Ready I iJune 25, 2002 9:06 Al
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APPENDIX B
OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP
Sequential
Org Code EY Number
2. Create a task agreement numbered as follows: J {1253} 06 {0001}
3. Choose the option “FPDS NOT REQUIRED.”
™ Procurement Desktop 2] x]

File Edit Procurement Uklities ‘wWindow Help

|lz2oamoog & RS |(&|lary=2a| B

" Create New Task Order
Prefix IJ =]
Document Mumber |J1 250020014
-
Description I BLM & PETR - CADASTRAL SURY
Type | Moo I X
F1250 ¥ FPL o 12 J
BLM & Cancel | -
Interagency Agreem I—
1 | |
LT He43002001 - CREC - PEFO pritherna b
Folder
4| | H

Z] PR-MA f=1 =] B ||| 51 PRETMSE =BT || 5 patriciats cave =l =1 E3| | 5 Po-ra El=1E3
I Ready I iJune 25, 2002 9:12 Al

4. Creation of the task agreement is for obligation purposes only. In the description of the
purchase order type in a statement such as “This document serves as the obligation document

for Task Agreement Number J issued under Interagency Acquisition

Agreement Number F . See task agreement and interagency acquisition

agreement for more information.”
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OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

5. Attach a copy of the interagency acquisition agreement to the OF-347. Go to “Utilities” and
select “Document Import.” The document you are importing must be on a local drive or a
disk; it cannot be on a shared network drive.

" Procurement Desktop [ [&] x]
File Edit Procurement | Ukiities Window Help

ll,ﬁ @ & »@ ! Document Import... |@ ? @ | m:-

Docurnent Export. ..

Word Processing
Spreadshest

‘Web Browser
Reference Library. ..

Alerts »

. SURYEY PETR

Qrganization Mainkenance » —
[escription

E Stestem Sdministration
T
{ Preferences. ..

Fo v Toolbar \STRAL SURY

[ & reement Form

" Inbox Jd =]

BFn B
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OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

Validate your document for Electronic Commerce transmission by choosing “Procurement,”
“EC Actions,” and then “EC Validate.”

Once the document has passed EC Validation, electronically submit by choosing
“Procurement,” “EC Actions,” and then “EC Submit.”

You will be prompted for the document(s) that you want to attach to your award document.
Highlight all that you want to attach or check the “select all” box if this applies.

[ Select Al
2 Attachment{s) associated
S p1116020045101 26 Aug 2002 09:55
E HFC-F AC-IDC Cooling Tower-S0v dvhaarms
FAtachment
S p111602004502 26 Mg 2002 09:53
E HFC-FAC-DC Cooling Toweer-Prici dvhaarma
Atachment
OK
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OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

8. Once you click okay, you document(s) will be issued and electronically awarded. A yellow
lightning bolt will appear beside the document(s) that were submitted.

" Procurement Desktop HEE
File Edit Procurement Utiities Window Help
|lcomog & 2% |&|lars2e |k
51 AM IN BOX =] E3 " Inbox =] T || 5] kimberly's Cabinet - O] x|
Type I Mumber I D escription IJ Tupe I MNumber | Description IJ Tupe I Mumber | D escription IJ
“pm &8 HFC-JELA-Exthibit Fabrication !IEIE IZ'_—I R1180020104
TP — — HF C-PISP-Exhibit Fahrication
RN im HFC-JELA-Exhibit Fabrication M=l E3 e
‘E Type | MHumber I Description I Last Updated R1180020102
i) co [EJE T1180020087/01 \ eIy Ei:_—l HF C-MANZ-Exhihit Fabrication
Envelope g HF C-JELA-Exhihit F j mlwalfe Falder
FRDS 279 2
EEI R1190020092
1 HF C-NERI-Exhikit Fabrication
Enelope Folder
Task Order
T1150020097i01 09r18/2002 061 ID_—I Samples
Enwelops =2 HFC-JELA-Exhibit Fahrication miwalfe Folder
Estemnal Atachment
Al .
Ervvelope 4 I I v
HF C-CRMO-Exhibit Panels
Ervwelope
]
F HF C-A4 Wini DWCam
Ervwelope
1] | 27 IR | K | i3

2| SAMPLES 20|

Z] Purchase Ca... [SI[=] Ed (| 5] Training I=1 =] B3| P el Cancelied A= =] BH || Sihar TEARM B =] [=] EX

I September 12, 2002 2:21 A
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9. Approve using the “Award Approval” option.

" approval

— Approval templates

AVWARD (Existing Contracts - Mo FFS Link)

Aneard Approval

APPENDIX B

—Approval for object

=0 T11890020097
10

== HFC-JELA-Exhibit Fabrication
Task Order

—Approval types for selected template

Avvard [ Obligate SApproval

OK

Cancel

You will be prompted for your USGS and FFS Logins in order to make the award. When the
award is going through you will then be prompted for your SEC1 Code (this is the acronym

for your Region/Park).

Legacy FFS Login |

Please enter your
login ID and password

haintr e I |
Login |0

Passyvard |

FFS Login D |

Passvword |

OK Cancel

Host FFS SEC1 Code |

Please enter your SEC1 Code

Sec] Code |

0K
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