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Proposal Manager
Notifications

Notifications

The Proposal Manager may select the notifications icon on the Solicitation home page to view all their system notifications.

Flagged Solicitations

Dashboard

The Flagged Solicitation dashboard displays all solicitations in which the Proposal Manager has indicated interest.
1. Use the dropdown menu to control the number of entries appearing on each page in the dashboard.
2. Enter a value to filter open solicitations view by number of days until the solicitation is due to close.
3. Column headings may be toggled to sort by ascending or descending order. Each column may be filtered by using the fields or
dropdown menus beneath the column headings.
4. Open a solicitation document to view by selecting an entry in the Solicitation Number column.

Saved Offers

Dashboard

The Saved Offers dashboard displays all solicitations against which the Proposal Manager has saved an offer.
1. Use the dropdown menu to control the number of entries appearing on each page in the dashboard.
2. Enter a value to filter open solicitations view by number of days until the solicitation is due to close.
3. Column headings may be toggled to sort by ascending or descending order. Each column may be filtered by using the fields or
dropdown menus beneath the column headings.
4. Open a solicitation document to view by selecting an entry in the Solicitation Number column.

Saved Offer

1. The Offer tab is displayed.
2. The offer information is displayed.
3. Select the arrow button to expand the offer details.

1. Select the Alternate Offer checkbox to indicate that the offer varies from the solicitation requirements.
2. Mark the checkbox to acknowledge the solicitation amendments.

Select the Choose Files button to upload an attachment to the offer.

1. The attachment information is displayed.

2. Select the edit icon in the Action column to edit the attachment information.
3. Select the delete icon in the Action column to delete the attachment from the offer.

1.
2.
3.
4.

Enter the date in the Signature Date field.
Select the Signature button to sign the offer.
Select Save to save changes to the offer.
Select Delete to delete the saved offer.

1. Upon selecting the Signature button, the Sign Document modal displays. Enter user login criteria. If signed in with user ID, enter
password in the Password field. If logged in using CAC/PIV, select the appropriate certificate.
2. Select the Sign and Submit button to sign the offer.
3. Select Cancel to close the modal without saving changes.

Select the Add button to add an additional offer against the solicitation.

Enter all required information and select the Save Offer button to save the offer to the solicitation.

Submitted Offers

Dashboard

The Submitted Offers dashboard displays all solicitations against which the Proposal Manager has submitted an offer.
1. Use the dropdown menu to control the number of entries appearing on each page in the dashboard.
2. Enter a value to filter open solicitations view by number of days until the solicitation is due to close.
3. Column headings may be toggled to sort by ascending or descending order. Each column may be filtered by using the fields or
dropdown menus beneath the column headings.
4. Open a solicitation document to view by selecting an entry in the Solicitation Number column.

1. The Offer tab is displayed.
2. The offer information is displayed.
3. Select the arrow button to expand the offer details.
Submitted
Offer

Offer details are displayed as read-only.

1. Select the Equivalent time in UTC link to view the posted time in Coordinated Universal Time.
2. Select the file name from the File column to open and view the offer attachments.

Select the Add button to submit an offer against the solicitation.

Enter all required information and select Save Offer to save the offer to the solicitation. If the response date has passed, the offer will be
considered as a late offer. For full instructions on posting an offer, please refer to the Posting Offer demo.

Indicate Interest

Indicate
Interest in
Solicitation

The Proposal Manager may indicate interest in an open or closed solicitation by selecting the interest indication checkbox on the
Solicitation tab. This will allow the Proposal Manager to receive notifications of any amendments posted to the solicitation. If the Proposal
Manager’s CAGE code(s) becomes restricted from the solicitation, their indicated interest will be removed.
Once a Proposal Manager indicates interest in a solicitation, the solicitation will be displayed on the Proposal Manager’s Flagged
Solicitations dashboard.

Saved Unsolicited Proposals

Dashboard

The Saved Unsolicited Proposals dashboard displays all unsolicited proposals which the Proposal Manager has saved prior to submission.
1. Use the dropdown menu to control the number of entries appearing on each page in the dashboard.
2. Column headings may be toggled to sort by ascending or descending order. Each column may be filtered by using the fields
beneath the column headings.
3. Open a proposal to view by selecting an entry in the Offer Identifier column. The Proposal Manager may continue working on the
proposal.

Submitted Unsolicited Proposals

Dashboard

The Submitted Unsolicited Proposals dashboard displays all unsolicited proposals for the offeror CAGE.
1. Use the dropdown menu to control the number of entries appearing on each page in the dashboard.
2. Column headings may be toggled to sort by ascending or descending order. Each column may be filtered by using the fields
beneath the column headings.
3. Open a proposal to view by selecting an entry in the Offer Identifier column.

Unsolicited
Proposal

The submitted unsolicited proposal is displayed as read-only.

The Proposal Manager has the ability to withdraw a submitted unsolicited proposal to remove it from consideration prior to a Solicitation
Manager’s action. Once an unsolicited proposal has been accepted or rejected by the Solicitation Manager, it cannot be withdrawn.
To withdraw the proposal, select the Withdraw Offer button.

The Proposal Manager is prompted to confirm withdrawal of the unsolicited proposal.
1. Select Yes to confirm withdrawal of the proposal.
2. Select No to close the modal without withdrawing the proposal.

Upon withdrawal of the offer, a success message is displayed at the top of the page stating “The offer was withdrawn on (date) by
(Proposal Manager)”.

