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Solicitation Manager
Open Solicitations

Dashboard

The Open Solicitation dashboard displays all solicitations in open status that have been posted by the Solicitation Manager.
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.

On-Time
Offer

The Solicitation Manager will receive an email notification if an offer was submitted against their solicitation.
1. The Solicitation Manager may view all offers submitted against an open solicitation by selecting the Offer tab.
2. A system message is displayed informing the Solicitation Manager of any offers submitted against the solicitation.
3. The offer information is displayed.
4. Select the arrow button to open and view the offer.

The offer details are displayed. Select the Equivalent time in UTC link to view the posted time in Coordinated Universal Time.

1. Select the file name from the File column to open and view the offer attachments.
2. Select the Download All Attachments to download all offer attachments.

Closed Solicitations

Dashboard

The Closed Solicitation dashboard displays all solicitations in closed status that have been posted by the Solicitation Manager.
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 or
dropdown menus beneath the column headings.
3. Select the expand icon to display the Offeror information.
4. Open a solicitation document to view by selecting an entry in the Solicitation Number column.

On-Time
Offer

The Solicitation Manager will receive an email notification if an offer was submitted against their solicitation. After the response date has
passed, the Solicitation Manager may view all offers submitted against a solicitation.
1. The Offer tab is displayed.
2. The offer information is displayed.
3. Select the arrow button to open and view the offer.

1. Select the Equivalent time in UTC link to view the posted time in Coordinated Universal Time.
2. Select Proposal Within Competitive Range checkbox to consider the offer for evaluation. A notification email will be sent to the
Proposal Manager that submitted the offer.
3. Select the file name from the File column to open and view the offer attachments.
4. Select the Download All Attachments to download all offer attachments.

1. The Evaluation Committee Tab is displayed.
2. Select the Grant Access to All Attachments on All Offers checkbox to make all offer attachments available to the Evaluation
Committee member.
3. To delete a member from the Evaluation Committee, select the delete icon in the Remove Member from Evaluation Committee
column.

1. Enter the search criteria and select Search.
2. Select the radio button for the desired contact.
3. Select OK to add the contact to the Evaluation Committee.

The Solicitation Manager will receive an email notification if an offer was submitted against their solicitation. After the response date has
passed, the Solicitation Manager may view all late offers submitted against a solicitation.
1. The Offer tab is displayed.
2. The Solicitation Manager is notified that a late offer was submitted against the solicitation, and is referred to the Late Offer tab.
Late Offer

1. The Late Offer tab is displayed.
2. The offer information is displayed.
3. Select the arrow button to open and view the offer.

1. Select the Equivalent time in UTC link to view the posted time in Coordinated Universal Time.
2. Select the Consider Late Offer button to consider the offer for award.

1. Select the reason for accepting the late offer from the Late Reason dropdown menu.
2. Select Yes to consider the offer, or No to close the modal without saving changes.

Upon acceptance of the late offer, the offer is now available on the Offer tab.

To reject the late offer, select the Reject Late Offer button.

1. Enter the justification for rejection in the field provided.
2. Select Yes to reject the offer, or No to close the modal without saving changes.

Unsolicited Proposals

Dashboard

The Unsolicited Proposals dashboard displays all submitted unsolicited proposals within the group of the Solicitation Manager’s DoDAAC.
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
Proposals

The unsolicited proposal is displayed as view-only.

The Solicitation Manager has the ability to view and download all attachments on an unsolicited proposal.
1. Files may be downloaded by selecting the file name in the File column of the Attachments section.
2. To bulk download all attachments, select the Download All Attachments button.
3. To validate the offer signature, select the Validate Offer Signature button.

Accept/Reject
Proposal

The Solicitation Manager has the ability to accept or reject unsolicited proposals, allowing them to be filtered on the Unsolicited
Proposal Dashboard. Once an unsolicited proposal has been accepted or rejected by the Solicitation Manager, it may not be
withdrawn by the Proposal Manager.
1. Select the desired action from the Unsolicited Proposal Status menu.
2. Select the Submit button to finalize the action.

Upon submission, a message will display to the Solicitation Manager confirming successful acceptance/rejection of the proposal.

Upon accepting or rejecting an unsolicited proposal, the proposal status will be read-only. A success message will be displayed stating,
“The Unsolicited Proposal was (accepted/rejected) by (user name) on (date)”. This is viewable to any Solicitation Managers with
permission to view the unsolicited proposal; it is not viewable to the Proposal Manager.

