ITSS Contractor Help Lite

To Access the IT-Solutions Shop Web Site

The URL for the IT-Solutions web site is:

http://it-solutions.gsa.gov
To Submit a Quote

You will receive an e-mail notice when you are selected for a Request for Quotes. To compete in the bidding process, you will need to submit a quote.

	Step
	Action
	Result

	1
	On the ITSS Home page, click on the Registered Users Click Here hyperlink and log in.
	The "Welcome" page opens.

	2
	From the "Welcome" page, in the Action Items drop menu, select Action Items by Order ID. 
	The "Action Items" view opens.

	3
	In the "Action Items" view, click on the hyperlink mentioning "RFQ" for the target order. 
	The "Request for Quotes" form opens.

	4
	On the "Request for Quotes" form, use the hyperlinks to the BOM/SOW and "Client Order Information" documents to get information about the order.  
	New windows containing the BOM/SOW or the COI opens.

	5
	On the "Request for Quotes" form, click the Create Quote button
	The "Quote" form opens.


	Step
	Action
	Result

	6
	On the "Quote" form: if you do not wish to bid, click the No Bid button. Otherwise fill in the form keeping in mind that fields marked with a yellow dot have to be filled.
	This submits a "No Bid" quote, confirming that you had a chance to see the RFQ but do not wish to bid.

	7
	You may attach files by clicking on the red Attach Files push-pin image.
	

	8
	Complete the rest of the form making sure you entered a total dollar amount at the bottom of the form. 
	

	9
	Click on the Submit button.
	The system will make sure you entered in all the needed data

	End
	Click OK.
	You are sent back to the "Action Items - by Oder ID" view.


To Check Order Status

To check the current status of any orders while the GSA is processing, use the "Quick Order Status" view.

	Step
	Action
	Result

	1
	On the ITSS Home page, click on the Registered Users Click Here hyperlink and log in.
	The "Welcome" page opens.

	2
	From the "Welcome" page, click on the Quick Order Status hyperlink.
	


	Step
	Action
	Result

	3
	Find the Order ID number under the "Task Order ID" column. The status of your order will be in red next to the Order ID. 
	

	4
	If you want to view the documents of an order, click on the hyperlink for the desired Order ID under the "Task Order ID" column. 
	The "Client Orders - by Order ID" view loads on your browser. The order you selected is at the top of the screen. 

	5
	To open any of the documents, click on the link referring to the form you need to see. 
	The selected document opens.


To Submit an Order Modification Proposal

You will receive an e-mail notification when an order has been awarded to you. From this point on, any changes to the order will need to be requested through an "Order Modification" form. The "Order Modification" (Order Mod, MOD, or Modification) form is used to extend the terms or in some way change an existing order. It details the order modification and the new total dollar amount (if applicable).

	Step
	Action
	Result

	1
	On the ITSS Home page, click on the Registered Users Click Here hyperlink and log in. 
	The "Welcome" page opens.

	2
	From the "Welcome" page, click on the Create Support Docs hyperlink.
	 The "Supports Documents" form loads on your screen.


	Step
	Action
	Result

	3
	On the "Support Documents" form, select the order ID against which you want to create an Order Modification Proposal. Use the <-Previous and Next-> links if necessary.
	

	4
	In the <<Select Support Document>> drop menu, select Order Modification. 
	

	5
	Click on the Create button. 
	The "Order Modification" form opens.

	6
	Complete the "Order Modification" form keeping in mind that all fields marked with a yellow dot () need to be filled in.
	

	7
	Do not forget to specify the New Order Amount. This field defaults to zero so if you are not changing the Order Amount enter the same value as in the Prior Order Amount field. Click on the blue Calculate button.


	


	Step
	Action
	Result

	8
	Click on the Submit button when done.

 
	The system performs a validation check on the required fields (marked with a yellow dot) and gives you the opportunity to fill in any required field left blank or edit a field if its format is incorrect. If all the required fields are filled in appropriately, you are asked if you are sure you want to submit this Order Mod.

	End
	Click OK.
	The GSA will review the order modification proposal. You will automatically be notified whether the GSA is able to make the desired change to your order or not. 


To Submit Acceptance Information (Invoice Acceptance)

After an award, you will be required to submit invoice acceptance forms, called Acceptance Information, to the client. They specify monthly activity by describing details, dates, and invoice amounts to the clients

	Step
	Action
	Result

	1
	On the ITSS Home Page, click on the Registered Users Click Here hyperlink and log in. 
	The "Welcome" page opens.


	Step
	Action
	Result

	2
	From the "Welcome" page, click on the Create Support Docs hyperlink. 
	The "Supports Documents" form loads on your screen.

	3
	On the "Support Documents" form, highlight the order ID against which you want to create an Acceptance Information. Use the <-Previous and Next-> links if necessary.
	

	4
	In the <<Select Support Document>> drop menu, select Acceptance Information. 
	

	5
	Click on the Create button.


	A new "Acceptance Information" page loads on the screen.

	6
	Complete the "Acceptance Information" form keeping in mind that all fields marked with a yellow dot () need to be filled in.
	

	7
	We recommend you attach the invoice to the form by clicking the red Attach Files push-pin image.

If you do, be sure to check the box labeled Invoice Attached and to include the invoice number in the Invoice Number field.
	

	8
	Click on the Submit button when done. 
	The system performs a validation check on the required fields (marked with a yellow dot) and gives you the opportunity to fill in any required field left blank or edit a field if its format is incorrect. If all the required fields are filled in appropriately, you are asked if you are sure you want to submit this Acceptance Information.

	End
	Click OK.
	E-mail will be sent to the client rep for the order. The client will log on and accept or reject the "Acceptance Information" document you have submitted. 


To Submit a Technical Report

For service orders, you may also need to submit monthly status reports or Technical Reports. They convey technical information to clients on a regular basis about the order.

	Step
	Action
	Result

	1
	On the ITSS Home Page, click on the Registered Users Click Here hyperlink and log in. 
	The "Welcome" page opens.


	Step
	Action
	Result

	2
	From the "Welcome" page, click on the Create Support Docs hyperlink. 
	The "Supports Documents" form loads on your screen.

	3
	On the "Support Documents" form, highlight the order ID for which you want to create a Report. Use the <-Previous and Next-> links if necessary.
	

	4
	In the <<Select Support Document>> drop menu, select Report. 
	

	5
	Click on the Create button.


	A "Report" form loads on your screen.

	6
	Complete the "Report" form keeping in mind that all fields marked with a yellow dot () need to be filled in.
	

	7
	You may attach a file to the form by clicking the red Attach Files push-pin icon.


	

	8
	Click on the Submit button when done.


	The system performs a validation check on the required fields (marked with a yellow dot) and gives you the opportunity to fill in any required field left blank or edit a field if its format is incorrect. If all the required fields are filled in appropriately, you are asked if you are sure you want to submit this Report.

	End
	Click OK.
	E-mail will be sent to the client rep for the order. The client will log on and acknowledge they have read the report you have submitted. 


Need More Help?

Access on-line help documentation by clicking on the Guide Me or Site Help buttons located at the top of every page. 

Guide Me provides help for the screen you currently have open on the browser.

Site Help opens the main on-line help system with information and instructions on how to do specific tasks on ITSS.

If these do not answer your questions, you can call ITSS Technical Support at:

1-877-243-2889 (option 1)
