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10. Contract Functionality

10.1
User Login

NAFI requires: Netscape Navigator 4.7 or Internet Explorer 5.0 or higher, and Adobe Acrobat 5.0 or higher. To log in to NAFI:

1.) Launch your browser (Netscape or Explorer)

2.) Go to the following URL: https://www.nafi.navy.mil 

3.) Enter your user name and password and Click on the [Submit] button.

10.2
NAFI Message Board

Once the username and password have been accepted, the user will be taken to the NAFI Message Board page. 
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10.3
Retrieve Contract

The Retrieve Contract page gives users the option to either enter a new procurement instrument, or to search for an existing procurement instrument.  In addition to allowing the user to type in the procurement instrument in which they want to view, the user can search for the procurement instrument on any of the following fields: Company Name, Cage Code, DUNS, Description, Issue DoDAAC, Admin DoDAAC, Pay DoDAAC, Issue Date and Award Amount. This page presents the user with up to the previous ten procurement instruments in which they were working on.

10.4
Selecting a Listed Procurement Instrument

As shown below, after logging on to the system, the Retrieve Contract Page will present the user with up to ten of the previous procurement instruments that they were working on.  To continue work on one of these procurement instruments, the user may click directly on the procurement instrument number, which they want to view
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10.5
Searching for an Existing Procurement Instrument

From the Retrieve Contract page, all users can search for a procurement instrument by entering a full or partial procurement instrument number.  To do so, the user enters the procurement instrument number in the given field, and clicks on Search.  If the contract number is not known, the user can search for the instrument on a number of different other fields.  These fields are shown below.
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When searching for an instrument, the user also has the ability to view the basic contract with all documents or each individual document separately. Clicking on the “Contracts Basic” or “Contracts Documents” button does this.

When searching on a partial procurement instrument number, the application searches based on the first 6 characters of the procurement instrument.  For example, if we wanted to search for a procurement instrument beginning with N00009, we would enter N00009 in the Contract Number field, and then hit Search.
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Displayed for the user are all procurement instruments that match the entry N00009.  NAFI has found 16 contracts from which to choose. The user can choose any of these procurement instruments to view in detail (by clicking on the procurement instrument number), or view another page of contracts (by clicking on the page numbers at the top of the page). 

10.6
Entering a New Procurement Instrument

The NAFI application requires a separate index be created for all documents uploaded into the application.  After logging in, all users will have the option to search for the index of an existing procurement instrument.  Administrative users and above can create an index for a new procurement instrument. 

To enter a new procurement instrument into NAFI, click on the [Add New Basic Contract] button on the Retrieve Contact page. 
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Upon clicking on the [Add New Basic Contract] button, the user will be taken to the New Contract page, as seen below.  There, the user will be asked to enter the Contract Number and Cage Code in the given fields.  The Cage Code to be entered is that of the vendor to whom the procurement instrument was awarded.  Note that NAFI will accept both lower case and capital letters, but it will not check the accuracy or format of data placed in the Contract number field.  Upon completion of this task, the user must hit Submit in order to get to the next page.
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After verifying that no index has been established for the procurement instrument number that was entered, NAFI will provide the administrative user with the New Contract page, where they must create and index for the procurement instrument.  The index for procurement instrument N0000094C1212, with a Cage Code of 11111, is shown below.  There are 12 fields that comprise the procurement instrument index, of which 10 can be modified.  These fields are mandatory for manual indexing of contracts in NAFI to provide DFAS access to DON documents.  Upon filling in the fields with the appropriate information, the user must hit Add for the index to be placed in the database.  A description of each field follows. 
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10.6.1
Contract Number

Notice that the procurement instrument number that had been entered in the previous New Contract screen now appears at the top of this screen. This number cannot be changed once it is entered. If an incorrect number is entered the user must return to the previous New Contract screen and resubmit the correct procurement instrument number. 

10.6.2
Cage Code

Cage code identifies the contractor to whom the procurement instrument was awarded. This field cannot be modified once it has been entered. If this field has been entered incorrectly the user must reenter the procurement instrument. 

10.6.3
Issue DoDAAC

The Issue DoDAAC field will likely be entered.  When a user enters a new procurement instrument number into the NAFI application, NAFI matches the first six characters from the procurement instrument number to a table of existing DoDAAC numbers.  There may be multiple sites with the same DoDAAC; if so, select the correct site from the pull down boxes in the issue DoDAAC field.  If NAFI cannot find a match from the DoDAAC table it will ask for an Issue DoDAAC as the first entry field.

10.6.4
Admin DoDAAC

Enter the Admin DoDAAC unless otherwise provided.  If this field has been pre-completed the selection is based on a link to the cage code field.  Users have the ability to overwrite any pre-completed entry.

10.6.5
Payment DoDAAC

Select the payment DoDAAC from the pull down box provided. Selections in this pull down box are subject to change based on guidance from DFAS.  These Pay DoDAACs are the only ones allowed by DFAS.

10.6.6
Award Date

Enter the Issue Date for the procurement instrument using the mm/dd/yyyy convention.  For example, December 31, 1999 would be entered 12/31/1999.  NAFI will not allow the user to enter more than 31 days in each month or more than 12 months in each year.  The system will however allow the user to enter up to 31 days in every month.

Upon hitting the Popup Calendar button, the user will be taken to an online calendar where they can click on the date they want to enter. 
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10.6.7
Award Amount

Use this field to enter the award amount of the procurement instrument.  A zero may be used if no money is associated with the instrument; negative numbers may also be entered. The system will ignore characters, commas and decimals (whole dollars should only be used) in this field.  For example, an award amount of $500,000 should be entered as 500000. 

10.6.8
Contract Description

This is a text field used to make a general description of the procurement instrument.  This field is limited to 100 characters. 

10.6.9
Company Awarded

The full name of the company awarded the procurement instrument is found in this text field.  This field may also be pre-completed based on the Cage Code.

10.6.10
DUNS

DUNS are a commercial identifier similar to cage code for the vendor awarded the procurement instrument.  This field may be pre-completed depending on the records in the NAFI application. 

10.7
Maintain Contract Screen

The Maintain Contract page is the "center of the universe" for the NAFI application.  All actions can be performed from this page.

As shown below, the top portion of the Maintain Contract page displays the following information previously entered in the procurement instrument index: Award Date, Award Amount, Awarded To, and Description.  Below this information, the user will find the Basic procurement instrument, in addition to the documents and files, which have been uploaded to the system, and the number of files for each document.  The Issue Date and Issue DoDAAC are displayed for each document.  The list of documents that are displayed can be further sorted by the user-specified primary and secondary search criteria.
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Functions that can be performed from this page include: Uploading Files; Inactivating, Editing and Deleting Indexes; Viewing Files; Adding New Documents and creating a Distribution List.  See the accompanying pages for information on each of these tasks.

10.8
Add New BOA/MOD/DO (Delivery Order) Index Screen

Upon clicking the check box next to the relevant document and clicking the “Add New BOA/MOD/DO button, the user will be taken to the New Document For: (X - CONTRACT) page, as displayed below.
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When uploading new documents such as a BOA, MOD or Delivery Order, the user will be creating another index with up to 11 fields that will be used to identify the document (and the electronic files that comprise that document) with the procurement instrument.  These fields are mandatory and are described below. 

10.8.1
Contract Number

This field will be pre-entered based upon the Maintain Contract page from which you selected the New Document button.

10.8.2
BOA/Delivery Order, ACO Mod, PCO Mod

Select one or a combination of the following fields as it applies, and enter the appropriate numbers in the given fields. 

Award Amount

Enter the award amount. Negative numbers can be used.

Mod Description

Enter a brief description of the document being entered.  This field is limited to 100 characters.

Mod Award Date

Enter the Issue Date using the mm/dd/yyyy convention. December 31, 1999 would be entered 12/31/1999.

Issue DoDAAC

Issue DoDAAC should be entered for the user based upon the "parent" index.

Admin DoDAAC

The Admin DoDAAC field may be pre-completed if the user is adding files to an existing procurement instrument or delivery order, but these fields can be overwritten as appropriate.

Payment DoDAAC

Select the payment DoDAAC from the pull down box provided. Selections in this pull down box are subject to change based on guidance from DFAS. 

Alternate Pay DODAAC

If your Pay DoDAAC was not listed in the Pay DoDAAC scroll down box, the user may enter their Payment DoDAAC in this field.  Entering a Pay DoDAAC in this field automatically overwrites the default in the Pay DoDAAC field.

After completing the Mod index click Add and the document index will be added to the NAFI database. The application will also give you the opportunity to add another document. If you do not wish to do so, click on Maintain Contract to be taken to the Maintain Contract page to perform your desired task.

10.9 Upload DD1716 File

In order to create and upload a DD1716 file, check the boxes next to the appropriate documents and click on the “Upload DD1716 File” button.
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10.9.1
Add New DD1716

After clicking the “Upload DD1716 File” button, users are brought to the Add New DD1716 Document page.  Users enter as much of the information as possible, including all required fields.  Users can either type the path where the DD1716 document is located or they click the “Browse” button to search for a document to upload.  After entering all available information, the user clicks on the “Upload” button to create the DD1716.  Users can also click the “Clear” button to clear all fields and reenter the appropriate information.
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10.9.2
Upload DD1716 File

After uploading the file, the user will see the DD1716 Detail Page.
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Further steps in the DD1716 workflow process are described in Section 9.

10.9.3
Upload Files

In order to upload files, the user must choose the documents on the Maintain Contract page in which they want to upload files to.  This is done by checking the boxes next to the appropriate documents, as shown on the following page.
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After choosing the documents, the user must click Upload to be taken to the Add Files To page.  This is the page where the user can upload files.  Note that users have the option to upload up to eight files per upload with this application. Upon clicking on the down arrow in the Document box, the user will find the documents listed which were chosen in the previous Maintain Contract page.  This screen shot is shown on the following page.  Here, the user must choose the document in which they wish to add a file to.  Each box must be completed for each document before the file can be uploaded. 
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In the Section field, the user has the choice of which type of file they will be uploading. 

The Description box allows the user to give a further description of the file to be uploaded.

10.9.4
Upload Process

In order to upload a file, the user must click on the Browse button.  As shown below, this action will pull up a Choose File box where the user can select the file that is to be uploaded.  The user navigates to the file that they want to upload, clicks Open, and the file name appears in the Attach File field in NAFI.  NAFI will automatically convert Word (.doc), Rich Text Files (.rtf) and Post Script (.ps) files to .pdf format.  All other files will be uploaded in their native format.  For printing purposes, the automatic conversion from word to .pdf format will not change the positioning of the document from portrait to landscape. 
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The user follows these steps for each file they would like to upload - up to eight files per upload.  When the user has completed this task, they must hit Upload for the process to begin.  Upon hitting Upload, the user will be prompted and asked "Are you ready for the upload process?" Upon hitting "OK" the upload process will begin.
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When the upload has finished, the user will be told how many files have been uploaded and the length of time the process took.

NAFI will not allow users to upload duplicate files of the same name during the same upload process. 

10.10
Inactivation of Contracts, Modifications and Documents

It may be necessary to inactivate, edit or delete indexes or files associated with a contract or document. However, with the release of NAFI Version 3.1 this process has significantly changed. Users are allowed to permanently delete only those contracts and modifications that are entered into the NAFI System before the NAFI system’s nightly upload to other DOD systems.  This upload is done at 12 midnight EST.  Under limited circumstances, the inactivation feature may be used to inactivate files resident on the system after the night upload.  Using this feature, contracts and modifications can be placed in an inactive status that cannot be added to or deleted from.  An inactivated contract can be viewed along with all of its modifications and attachments along with an explanation as to why the information was placed in inactive status.  A new contract or modification can also be re-entered into NAFI to take the place of the inactivated contract or modification.  Inactivation can occur for entire contracts, specific documents or individual files.  

The inactivation feature can be used on the contract level when a contract number is entered into NAFI incorrectly.

The inactivation feature can be used on the document level when a document number is entered into NAFI incorrectly or the document file was loaded against an incorrect contract (mismatched.)

The inactivation feature can be used on the file level when the text of a file is garbled/unreadable or the file has been mismatched and loaded to the incorrect document index. 

THE INACTIVATION FEATURE DOES NOT REPLACE THE CONTRACT MODIFICATION PROCESS. ONCE A CONTRACT DOCUMENT IS EXECUTED AND UPLOADED TO THE NAFI SITE, CHANGES TO THE CONTENT OF A CONTRACT DOCUMENT CONSTITUTE A “PEN AND INK” CHANGE.  THIS IS NOT PERMISSABLE.  A “PEN AND INK” CHANGE MAY NOT BE MADE TO THE EXISTING CONTRACT DOCUMENT AND RE-UPLOADED AS THE ACTIVE VERSION OF THE CONTRACT. 

To inactivate a parent index or document index navigate to the maintain contract screen of the contract, and click on the document index to be inactivated. If the basic index is chosen, the following screen appears.

[image: image26.wmf] 


To inactivate this contract begin by clicking on “Inactivate” at the bottom of the screen. The inactivation rationale box will appear.
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Notice that the contract number and index that the user wishes to inactivate are located at the top of the screen along with the user name, date and activation level.  It is important to remember that if a user wishes to inactivate the basic index, the entire contract, including all of its modifications and its files, will also become inactive.  If a user wishes to inactivate a document index, then all of those files attached to that index will also be inactivated.  If a user wishes to inactivate a specific file, only that file will become inactive. 

The inactivation rational box is a free form text box that allows the user to enter the reason the parent index document index or file was inactivated.  NAFI will not let the user proceed with the inactivation process if this box is empty.  The user will receive the following message.
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Upon entering the inactivation rational, and clicking ok, this warning will appear: 
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This warns the user that inactivation on the contract level will result in inactivation of the basic contract along with all of its modifications and files. Once an index has been inactivated in NAFI, the contract along with all of its modifications and files are still viewable in NAFI. However, they cannot be edited or changed.  An inactivated contract will appear on the maintain contract screen with the word “inactivated” preceding any index that is inactivated.  The layout of an inactive contract on the Maintain Contract screen is shown below.
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The word inactive will also precede an inactive contract on the Retrieve Contract screen.  The contract and its modifications are viewable, however, they cannot be edited. 
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10.11
Editing

In order to edit any procurement instrument index or file index the user must simply type the updated information in the appropriate field and click OK.

Note that editing any procurement instrument index or file index will not edit the other indexes associated with the procurement instrument. An inactive file cannot be edited. 

10.12
Deleting 

The only contracts and modifications that can be permanently deleted from NAFI are those that have entered the NAFI system before the NAFI system’s nightly upload to other DoD systems. Those contracts that are entered and deleted within the same day can be permanently deleted in the NAFI system. To delete a procurement instrument index or file index, the user must simply hit the Delete button on the appropriate page.

When deleting, NAFI will prompt the user with a warning to ensure that the user wants to delete either a procurement instrument index or file index. Note that when deleting a procurement instrument index, all file(s) indexes associated with the procurement instrument will also be deleted. In addition, when deleting any file index, the file(s) associated with that index will also be deleted. 

10.13
Viewing Files

In order to view the files associated with the various documents entered into the NAFI system, the user must click on Views on the Maintain Contract page, next to the document they want to view the files for.  

[image: image3.png]ViewDocumentindex ViewFileList IssueDate 155ueDODAAC

I™ Basic View Files (1 2/3/98 NO0039
I™ —P00001 View Files (1 4/15/98 NO0039

I™ —Po0002 View Files (1 4129798 NO0039




If the user clicks on a file folder with one file, Acrobat Reader will automatically pull that file up for the user to view.  If the user clicks on a file folder with more than one file, they will be given the option of which file they would like to view, as shown below.  Non-.pdf files appear in native format.  If the user’s computer does not have the program needed to open a file, NAFI will prompt the user to download the file. 
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If the user would like to edit the description of the file, they click on Edit File, and are taken to the Edit Files page.
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10.14
Search Mod

Once being taken to the Maintain Contract page for the contract/document they would like to view, users have the ability to sort by ACO, PCO, DO, or DD1716. This is beneficial for those users who have many modifications to their basic contracts.  In order to get to the document you want to view, simply select the document number under the associated document field and hit Select. 
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As shown below, the DO document selected now appears under the basic contract.
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11. DD1716 Workflow

As described in sections 6.5 and 8, DD1716s are loaded into NAFI either manually or through an automated interface.  The workflow for all DD1716s is the same, regardless of how they were entered into the system.

11.1
Manage Notifications

For most users, the DD1716 workflow will begin when they receive e-mail for a new DD1716 or because another person routed the DD1716 to them.  The person will click on the link in their e-mail and be directed to the NAFI Log On Page.  They will log on to NAFI and be automatically directed to the appropriate DD1716 Detail tab.  The “View DD1716 Detail” tab is also where the user can open the DD1716 pdf and other related documents.
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Clicking on the “View Comments / Make a Comment” link will display the “View/Make Comments for DD1716” tab from which a user can read and create comments related to the specific DD1716.
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The “View DD1716 History” tab provides a Document Summary section as well as a chronological listing of the workflow status.  Users can also View Comments / Make a Comment from this page.


The “Update Status” tab is where the user can accept the Issue, Mark the issue as Resolved, Route the Issue to another person, or Escalate the issue to a superior.  


Clicking the Accept/Am Working Issue will return the user to the View DD1716 Detail tab.

Clicking Issue Already Resolved opens the “Resolve DD1716” tab, which requires the user to enter a Problem Description, DD1716 Resolution, and to upload the Correcting DD1716 file.


Clicking Route to Different Person will open the “Reassign DD1716” tab where the user selects the person to whom they want to assign the DD1716.  After clicking OK, the DD1716 will be routed to that individual and the DD1716 History updated.
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Clicking Escalate will automatically assign the DD1716 to the Activity Lead associated with the DoDAAC and update the DD1716 History to show that it was routed and escalated.
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