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I. 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.

2. 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 N02C099002 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”.

Home Send / Receive Folder View Adobe PDF
—
. . = > @ mz Reverse Sort B ‘j= j:. N
) W D) Show as Conversations |~ Date  From % To “E Categories i = = E | £ 3 _-i' ja
= . = - ~ | %) Add Columns ==
Change View Reset W Flag: Start Date ¥ Flag: Due Date Id size | Subject +| = Expand/Callapse * Mavigation Reading To-Do People Reminders Open in New Close
View ~ Settings  View P E Pane~  Pane~ Bar~ Pane ~ Window  Window  All Items
Current View Conversations Arrangement Layout People Pane Window
| Favorites = -
Search Inbox (Ctrl+E) p .
RFP N02C099002 for review
e Arrange By: Date Newest on top = . P
4 laura.gavin@acentia.com gawnl@mal\.mh.gov
L Inbox (1) + Today Thu 5/2/2013 12:38 PM
Laura Gavin; gavinl@mail.nih.gov
42 Drafts | gavinl@mail.nih.gov 12:39PM o gn g
avinl@mail.nih.gov
=3 Sent ltems RFP N02C099002 for review y g g
] Message N02C099002.7ip (324 KB)
3 Deleted Items (2)
(@ Junk E-mail See attached document package for review.
[i# Outbox
LE) RSS Feeds
|» L@ Search Folders
| gavinl@peacetech.com

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.
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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.

fearc nbox - “ REP N02C099002 for review
Arrange By: Date ‘Newest ontop  T|& . ..
e gavinl@mail.nih.gov
|4 gavinl@mail.nih.gov Thu 5/2 B
RFP NO2C0S9002 for review [} Sent Thu 5/2/2013 142 PM
2 Thu 572 Laura Gavin
Opening Mail Attachment 1] | Cc gavinl@mail.nih.gov
- | iMessage | 1 Nozcoseoozzip 01 k) 1. Double click the zip file.
= \e You should only open attachments from a trustworthy source. Thu 5/2 d ? p
[=] Attachment: NO2C099002.zip from Inbox - Thu 572 See attached document package for review.
laura.gavin@acentia.com - Microsoft Outlook
a | 5D WinZip (Evaluation Version) - NO2C099002.zip = |E |
Would you like to open the file or save it to your computer? File Actions Options Help
a ™o § N . & 1
Y = u > Y = 2 {
o] (o] [om © & & @ U e © ¢
= ask before opening this type of file i New Open Favorites Add Extract Encrypt View CheckOut ~ Wizard
(=] ; eI ey Thi | Name Type Modified Size Ratio Packed Path
“%tocpdf Adobe Acrob.. 5/2/2013141PM 1115061 74% 285338
% statement_of work.pdf Adobe Acrob..  5/2/2013 1:41 PM 26957 15% 22780
2. Select Open.
3. WinZip opens displaying the zip files.
Selected 0 files, 0 bytes Total 2 files, 1L116KB 00 ,

6. Within WinZip, select Extract. Depending on your WinZip version, the icon may be labeled
UnZip.

7. The WinZip Extract screen displays.

Extract - C\Users\gavin\AppData'\Local\Microsoft\Windows\Temporary Internet F\'Ies\Content.OutIoo...@léJ

MEEAIEY

| = | Application2
- --| Acentia_office
Desktop & | PGS
=} |, Doc-Review
: ] ocReview-tests
@) zip
Production_forms

| WAVE
- | DGS_Doc_Review
- | eConfracts

..

Files
[ Dpen Explorer window ] act

Selected files/fold
l = — [] ovenwrite existing files
(@) All files/folders in archive
_ [ skip older files

(C)Files:
[ Use folder names ]

Cancel

.

Help

8. Navigate through the folder tree and select the new folder you created for the DGS files.
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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.

3 winZip
File Actions Options Help —
UU | » Computer » OS(C) » Application2 » DGS » Doc-Review » DGS_Doc_Review
L‘) o3 A O i Include in lib Sh ith B New fold
New open Favori rganize ncluae in horary are witl urn ew Tolaer
s - -
Name . Favorites Name Date modified
“* tocpdf L statement_of_work pdf 5/2/2013 1:41

m

“} statement_of_work.pdf » 7 Libraries - tocpdf 5/2/2013 1:41

4% Computer
> & 05 (C)
> < My Passport (E)
s e 0S(Z)

2 items

Selected 0 files, 0 bytes

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. 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.
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3. 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.

Be certain you are opening the extracted toc.pdf rather than the file within the zipped folder.

After opening the toc.pdf file, the DGS document opens for review. Any attachments associated
with the DGS document are also accessible for review.

'@ toc.pdf - Adobe Reader

¥ SOIICITATION ATTACHMENTS

I TECHNICAL PROPOSAL
ATTACHMENTS

IF BUSINESS PROPOSAL
ATTACHMENTS

I INFORMATIONAL ATTACHMENTS

=F PART IV - REPRESENTATIONS AND
INSTRUCTIONS

F SECTION K - REPRESENTATIONS,
CERTIFICATIONS AND OTHER
STATEMENTS OF OFFERORS

= secTioN L - INSTRUCTIONS,
CONDITIONS, AND NOTICES TO
OFFERORS
=1 1. GENERAL INFORMATION
I a. INSTRUCTIONS TO
OFFERORS--COMPETITIVE
ACQUISITION
7 b. REQUEST FOR INFORMATION
OR SOLICITATION FOR
PLANNING PURPOSES
' ¢ NOTICE OF SMALL BUSINESS
SET-ASIDE

Attachment 4: Technical Proposal Cost Summary

Attachment 5: Summary of Related Activities

BUSINESS PROPOSAL ATTACHMENTS

Title

Proposal Summary and Data Record,
MNIH-2043

Small Business Subcontracting Plan

Attachment No.
Attachment 6:

Attachment 7-

Attachment 8: Breakdown of Proposed Estimated Costs

(plus fee) w/Excel Spreadshest

Attachment 9: Offeror's Points of Contact

Attachment 10: Certificate of Current Cost or Pricing Data

Attachment 11:  Disclosure of Lobbying Activities, OMB

Form SF-LLL

INFORMATIONAL ATTACHMENTS

Title
Privacy Act System of Records

Attachment No.
Attachment 12

Attachment 13:  Safety and Health, HHSAR Clause

352.223-70
Government Property Schadule

Disclosure of Lobbying Activities, OMB
Form SF-LLL

Attachment 14
Attachment 15:

_35-

File Edit View Window Help
QB E S| ®®[5]esem | (= @ [sss% - |[[H & | © 2 |~ Tools | Sign
ﬂ;J ‘ Bookmarks [« [*] SECTION J - LIST OF ATTACHMENTS
‘ EP B3~ (-9 The following documents are incorporated into this RFP
P W TABLE OF CONTENTS = SOLICITATION ATTACHMENTS
4 7 PART I - THE SCHEDULE Attachment No. Title Location
[P _ Attachment 1: Packaging and Delivery of Proposal (R & D)
IR = (COINTRACT QLA 25 L Attachment 2: Proposal Intent Response Sheet
= EP PART III - LIST OF DOCUMENTS, T Attachment 3: Statement of Work statement_of_work. pdf
EXHIBITS AND OTHER ATTACHMENTS
= TECHNICAL PROPOSAL ATTACHMENTS
SECTION J - LIST OF ATTACHMENTS Attachment No. Title Location

http:leamp od.nih.gov/DGS/IFORMS/Tech-

http://oamp.od.nih.gov/DGS/FORMS/
summary-related-activities pdf

Location
http:/oamp.od.nih.gov/DGS/FORMS/
MNIH2043. pdf
http:/fwww hhs gov/about/smallbusiness/
subcontractplan.html
hitp://oamp.od.nih.govicontracts/

BUSCOST HTM
http://oamp.od.nih.gov/Division/DFAS/
spshexcl.xls

of-contact.pdf
hitp:/foamp.od.nih.gov/DGS/FORMS/cert-
current-cost pdf

http:/fwww.gsa.gov/portal/forms/
download/116430

Location
http:/foma_od nih.gov/ms/privacy/pa-files/
read02systems.htm
http:leamp od.nih.gov/DGS/FORMS/Safety-
Health-hhsar-1-06 pdf
To be determined during negotiations.

http./fwww.gsa.gov/portal/forms/
download/1 16430

4. 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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