REVIEWER INSTRUCTIONS

Login to IIPS as follows:

· Open your Internet browser and go to http://e-center.doe.gov

· Click on the Login button.

A Username and Password Required dialog box will appear.
…
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· Enter your User Name

· Enter your Password

The next step is to locate the file attachments for which bids have been submitted and you are assigned.
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Figure 1: Main View



· Click on a view such as Number.
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Clicking on the folders (1 may allow you to view additional documents, depending on your access rights.

Solicitation Status
DE-0001-99EW14432. Solicitation Issued
(2 DE-0101-01HRO0034 Synopsis Published
'DE-9501-00HR00001 Synopsis Published
DE-9901-00HRO0001 Synopsis Published
() DE-AANL-00CTI0104 Solicitation Issued
() DE-A&01-00RW33333 Synopsis Published
DE-AA01-014400000 Solicitation Issued

3 DE-AADZ-00RW33333 Synopsis Published
(SiProposal, Jacks Towing; Provide dogs and cats for cleaning crumbs, 08/02/2000
Tech Doe with 2 files starting with samplel. doc
Clost Do with 1 file named: maierror. doc
Proposal, , TEST; 01/04/2001
(3 DE-AB04-00RW33333 Synopsis Published
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Figure 2: Locating a vendor's name and the proposal document(s)

· Locate the Announcement (number) in the list.

· Click on the folder icon to expand the announcement sub-views.

· Locate the name of the applicant who submitted the document.

· Click on the folder to expand the applicant’s sub-views.

· Locate and click on the document description such as Tech “Doc” Proposal that you have been assigned to.

· The proposal document for that announcement will appear on the screen.

· Scroll to the bottom of the page to reveal the attachments submitted by the applicant.

The following section describes the steps used to download attachments.

DOWNLOADING A FILE ATTACHMENT
Using the right click mouse button:

1. Move the cursor over the document icon/link.

2. Right click on your mouse button to access the pop-up menu.

3. If using Netscape Navigator, select “Save Link As…”

Or

If using Internet Explorer, select “Save Target As…”

4. The Save As dialog box appears.

5. Select the path to which you want the file saved.

6. Rename the file, as appropriate, by clicking in the file name box and typing in a new file name.  This may be useful as several offerors could submit files with the same name.

7. Click on the Save button.
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