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[bookmark: _Toc355787057]Document Review
The Document Generation System (DGS) provides a document review feature to allow users to prepare a RFP or Contract document for review outside of DGS.  DGS users can bundle the DGS document and any associated files in a compressed/zip file and send to reviewers via email.
[bookmark: _Toc355787058]Receive Document Bundle through Email
Once the DGS user sends an email with the bundled file, you will receive an email with the subject line of RFP (or Contract) Number for review, for example, the subject may read as “RFP N02CO99002 for review”.
1. After you receive the email with the bundled files, create a folder on your local computer to save the DGS files.
a. Open Windows Explorer.
b. Navigate to a location to create the folder.
c. Select New Folder.
d. You can label the folder any name, for example, you may want to label the folder “DGS_Doc_Review”.
e. Once the folder is created, proceed to your email inbox to review the DGS email.
2. Open your mail Inbox.  Locate the Document Review mail.
3. The subject may contain the  document type (RFP or Contract), the document number and the text “for review”.
[image: ]
4. Double-click on the attachment zip file.  A message appears asking if you want to Open or Save the file.
NOTE:  The zipped files must be unzipped/extracted from zip file to properly open and view the files for review.
WinZip Users
If you are using WinZip proceed with step 5.  If you use a utility other than WinZip to unzip files, please proceed to step 13.
5. Select Open.  The WinZip software opens displaying the zip files.
[image: ]
6. Within WinZip, select Extract.  Depending on your WinZip version, the icon may be labeled UnZip.
7. The WinZip Extract screen displays.
[image: ]
8. Navigate through the folder tree and select the new folder you created for the DGS files.
a. Select the “All files/folders in archive” radio button.  This will extract all the files at one time.
b. Select “Open Explorer window”.  This option opens Windows Explorer immediately after the extraction is complete.
c. Verify the “Use folder names” checbox is selected by default.  If not, then select this checkbox.
9. Select Extract.
10. The files are extracted to the selected folder and Windows Explorer opens the folder for review. 
11. Double click the toc.pdf to review the DGS document.  Be certain you are opening the extracted toc.pdf rather than the file within the zipped folder.
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12. When review is complete, close the files, Window Explorer, and the WinZip utility.
Non-WinZip Users
Perform the following steps if you are using the Windows Operating System built-in zip file support “Compressed (zipped) Folders”.
13. [bookmark: _GoBack]From your email inbox, select Save to save the zip file to the newly created folder.
14. Open Windows Explorer and locate the folder with the saved zip file.
15. Click to select the zip file.  Right click to view menu options for the zip file.
16. Select Extract All.  The Extract Compressed (Zipped Folders) screen appears.
17. Select the folder in which you would like to save the extracted files.  By default the Windows Compressed Folders adds a new folder with the file name.
18. Select the checkbox for “Show extracted files when complete.”
19. Select Extract.
20. The extracted files in the new folder are displayed through Windows Explorer.
[bookmark: _Toc355787059]Review DGS Document
Once the files are successfully extracted, review the DGS document.
1. From the folder created in Windows Explorer, double click the file labeled toc.pdf to open the DGS document.
2. Be certain you are opening the extracted toc.pdf rather than the file within the zipped folder.
3. After opening the toc.pdf file, the DGS document opens for review.  Any attachments associated with the DGS document are also accessible for review.
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[bookmark: _Toc355787060]Help
If you experience any trouble unzipping the bundle or viewing the links within the toc.pdf document, please contact the DGS help team at DGSHelp@peacetech.com. 
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1. Double click the zip file.

H ©@ WinZip (Evaluation Version) - N02C099002.zip

File Actions Options Help

2. Select Open.
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o/ | Name Type Modified Size Ratio Packed Path
“zhocpdf Adobe Acrob.. 5/2/2013141PM 1115061 74% 285358
“2 statement_of work pdf Adobe Acrob... 5/2/2013 141 PM 26957 15% 22780
3. WinZip opens displaying the zip files.
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TECHNICAL PROPOSAL ATTACHMENTS

Attachment No. Title
Attachment 4:  Technical Proposal Cost Summary
Attachment 5. Summary of Related Activities

BUSINESS PROPOSAL ATTACHMENTS

Attachment No. Title

Attachment 6. Proposal Summary and Data Record,
NIH-2043

Attachment 7:  Small Business Subcontracting Plan

Attachment 8. Breakdown of Proposed Estimated Costs
(plus fee) wiExcel Spreadsheet

Attachment 9. Offeror's Points of Contact

Attachment 10:  Certficate of Current Cost or Pricing Data

Attachment 11:  Disclosure of Lobbying Activties, OMB

Form SF-LLL

INFORMATIONAL ATTACHMENTS

Attachment No. Title
Attachment 12:  Privacy Act System of Records

Attachment 13:  Safety and Health, HHSAR Clause

35222370
Govemment Property Schedule

Disclosure of Lobbying Activities, OMB.
Form SF-LLL

Attachment 14:
Attachment 15:

Z35-

R S i e L. i e 17t S e e e ] Tools | Sign
)| Bookmarks @ SECTION J - LIST OF ATTACHMENTS
[:F E- ® The following documents are incorporated into this RFP:
g I TABLE OF CONTENTS = SOLICITATION ATTACHMENTS

[ PART 1 - THE SCHEDULE Attachment No. Title Location

i ~ Attachment 11 Packaging and Delivery of Proposal (R & D)
RARGILCONIRAGHGIALSES L Attachment2:  Proposal Intent Response Sheet
=1 pART I - LIST OF DOCUMENTS, F Attachment 3. Statement of Work statement_of_work pdf

Loc:

hitploamp.od.nih.gov/DGS/FORMS/Tech-
Prop-Cost-Summ pdf

“hitploamp.od.nih.gov/DGS/FORMS/
‘summary-related-activities.pdf

Location
“hitploamp.od.nih.gov/DGS/FORMS/
NIFH2043.pdf

hitp/fwww. hihs. gov/about/smallbusiness/
‘subcontractplan.himl
“hitploamp.od.nih.gov/contracts/

BUSCOST HTM
hitp-/loamp.od.nih.gov/Division/DFAS/
spshexclds

of-contact pdf
hitploamp.od.nih.gov/DGS/FORMS/cert-
current-cost pdf

hito/fwww.gsa.goviportaliforms/
download/116430

Location
Jioma.od.nih.
read02systems htm

hitp/loamp.od.nih.gov/DGS/FORMS/Safety-
Health-hhsar-1-06 pdf

To be determined during negofiations.

hitp/fwww.gsa.goviportaliforms/
download/116430
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