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Introduction

This document provides Federal Procurement Data System –Next Generation (FPDS-NG) Frequently Asked Questions (FAQ). There are two intended uses of the FAQ. First, this document will support the FPDS-NG Help Desk in assisting users. In addition, the finalized FAQ will be available on the FPDS-NG website to decrease the number of calls to the FPDS-NG Help Desk. 

This document is divided into different categories for the various functions used in the FPDS-NG system. Each section includes topics a user could potentially have difficulty with when navigating the system. 
Frequently Asked Questions by category

Website Location

I am having difficulty locating the FPDS-NG website.

· Check the URL and make sure you are entering the address “https://www.fpds.gov,” and not “http://www.fpds.gov.” FPDS-NG is a secure site and the https is necessary to locate the site. This omission is the most common reason users cannot find the site. 

· Verify that your firewall is not blocking access to the FPDS-NG site from your location. Consult your system administrator for further assistance.

· If the problem persists, contact the FPDS-NG Help Desk. 

Registering 

Why am I having trouble registering? 

Please visit the Registration section of the FPDS-NG homepage for any questions you have in regards to registering. The link located on the login screen in the bottom left corner provides details on the registration process. 

What is the registration process?

To register as a system administrator:

· Fill out the registration form available on the homepage when you click on the Register link.
· After submitting the form via the Web, contact the Help Desk and request that an authorization form be faxed to you in order to verify your identity. The form must be filled out and signed by you and your supervisor to authorize FPDS-NG system access.

· Within 24 hours of the completion and return of this form, you will be registered as a system administrator and may begin using the system.

To register as a government user other than a system administrator:

· Fill out the registration form online. 

· Your system administrator must assign privileges to your user account, enabling you to log into FPDS-NG. 

How do I register for System Administration Training?

· Visit the FPDS-NG project website at www.fpdsng.com.

· Click on the FPDS-NG System Administration Training Class link to register for the course.

Login

I am at the login screen, what do I use for my user ID and password?

To access the FPDS-NG website

· Register as a user. You cannot log in if you have not registered. 

· Review the registration information in the “Registering” section of this document for help troubleshooting registration problems.

I registered but I cannot log in. I am at the login screen entering my information, what is wrong?
Try the following steps: 

· Make sure you have the correct login name. An incorrect user ID will prevent you from logging into the system. 

· Make sure your password is correct. The password is case sensitive. If you think you might be entering your password incorrectly, or you are not sure of your password, click the “Forgot Your Password” link. Clicking this link will display a screen that prompts you to enter your user ID. The system will email a new password to the email address in the user profile. If you do not get an email with your new password, contact your system administrator.

· If the problem persists, contact your system administrator to ensure that your user profile is enabled.

Award/IDV Functions

This section describes frequently asked questions regarding the functions available for an IDV or an award document.
Validate

What does the Validate function do?

The Validate function reviews all fields in the award and IDV forms. Validation performs the following three types of data validation including:

· Business rule.

· Data integrity, ensuring that reference data is valid.

· Completeness of the required fields.

The Validate function returns a list of errors and warnings.

The GUI Object interface:

· Shows the list of errors and warnings at the top of the screen.

· Changes the color of the label for all fields that failed validation to red.

· Adds the specific error message to the mouse over action for each field that contains an error.

The Business Object interface returns a confirmation message that:
· Includes error messages in the response returned to the web services caller.

· Includes warning messages in the response returned to the web services caller.

· Includes informational messages in the response returned to the web services caller.

Why is the Validate function grayed out? 

In FPDS-NG, each function is associated to a privilege. A function is grayed out when:

· The user does not have the privilege associated to the function. 
· The status of the document does not permit the function.

The Validate function is grayed out when:

· The status of the document does not permit validation. For example, the Validate function is grayed out when the document is in a “Final” status.

· The user does not have the privileges to validate the document. The Validate and isComplete privileges are required to enable the Validate function on the screen. The isComplete privilege is used by machine-to-machine interfaces to verify the completeness of a document. If you have insufficient privileges to validate, contact your system administrator to ensure you have both the Validate and isComplete privileges. 

Does validating save changes to the document? 

No. The Validate function executes business rule, data integrity and data completeness validation for the fields filled in on the form. A user must save the document to preserve changes in FPDS-NG. All changes should be saved after validating the document to ensure changes are not lost when exiting the document.

Do I have to comply with PIID Validation Rules? 

The PIID must be unique. DoD users must comply with other specific PIID Validation Rules. 

Why am I getting an error when I validate? 

If an error message regarding authentication is displayed when the Validate button is selected, the isComplete privilege has not been assigned to the user. Contact the system administrator to enable the isComplete privilege. All other error messages indicate errors in field values. The message will direct you to the fields that violate the validation rules.

Save Draft

Why can’t I save my document? 

Contact your system administrator to determine if you have been given the privilege to save.

Why do I get error messages when I save? 

In order to successfully complete a save, certain fields (e.g. PIID, date, amounts, etc.) cannot contain errors. If you receive an error message when you attempt to save, the error message will direct you to the fields that are causing the problem. 

I have saved my document, but I cannot find it. Where is it?

Your document can be relocated within the system. Check the following inboxes:

· Draft. Documents that have not been approved but have passed all referential integrity can be found in the user’s Draft Inbox. 
· Error. Certain fields (e.g. NAICS, PSC, date, etc.) cause documents to go to Error status if invalid values are entered (document does not pass referential integrity validation rules.) In order to retrieve these documents, click on the link to your Error Inbox. Errored Out documents may be retrieved from the advanced search screen by selecting the “Errored Out” status.
· Final. Documents that have been approved by the user will be listed in the Final Inbox.
The user may click on the link in the Inbox and the document will be displayed.
Approve

What does the Approve function do? 

The Approve function performs three actions:

· Saves the document.

· Validates the document.

· Changes the document to final status if the validation is successful or lists the errors at the top of the screen if the validation is unsuccessful.

Why is the Approve function grayed out? 

In FPDS-NG, a function is grayed out if you do not have the privileges to use it or if the function is not available due to the status of the document. 

· If you do not have the privilege to approve and you should, contact your system administrator. 

· If the document you want to approve is not in Draft status, the Approve button will be grayed out.

· If the document is in New status, save the document and the approve button will become available.

· If you are using a contract writing system, the approve button is grayed out. All approvals are done when the contract is finalized in the contract writing system.

Modify

Why is the Modify function grayed out? 

In FPDS-NG, a function is grayed out if you do not have the privileges to use it or if the function is not available due to the status of the document. 

· If you do not have the privilege to modify and you should, contact your system administrator. 

· If the document you want to modify is not in Final status, the Modify button will always be grayed out.

Correct

What is the Correct function used for? 

This function allows the user to correct mistakes or entry errors on finalized documents. These errors could include misspellings, data entry mistakes, and other errors.

Why is the Correct function grayed out? 

In FPDS-NG, a function is grayed out if you do not have the privileges to use it or if the function is not available due to the status of the document. 

· If you do not have the privilege to correct and you should, contact your system administrator. 

· If the document you want to correct is not in Final status, the Correct button will always be grayed out.

Delete

What does the Delete function do? 

The delete process removes the award or IDV from the FPDS-NG system. The Delete function deletes the award and the PIID may be used again. 

· To delete Draft awards, users must belong to the originating office and have the Delete privilege.

· Final awards may only be deleted by the system administrator of the originating office. 

Why is the Delete function grayed out? 

In FPDS-NG, a function is grayed out if you do not have the privileges to use it or if the function is not available due to the status of the document. 

· Draft documents can be deleted if you have the Delete privilege. 

· If you do not have the privilege to delete and you should, contact your system administrator.

How do I delete a Final document?

Only the FPDS-NG System Administrator can delete Final documents. 

· To delete Final documents, have your agency system administrator contact the FPDS-NG Help Desk.

Why am I getting an error message when I delete? 

You may be receiving an error because base documents (Mod #0) and IDVs that are referenced by other documents cannot be deleted. To verify whether a base or IDV document is referenced by another document, use the following steps:

· On the advanced search, enter the PIID number of the document you are trying to delete in the Referenced IDV ID field.  Click search.

· Any document using this document as a referenced IDV will display as a result of your search. Select the link to that document. If the original document you are trying to delete MUST be deleted, you must delete the document that references it first. 

· If multiple documents reference the document you were trying to delete, verify your instructions to delete that document. If the document must be deleted, you must delete all of the documents referencing it.

· After all documents referencing that IDV have been deleted, you may proceed with the deletion process for the original document.

Search

What is a Wildcard? 

This function allows you to use partial/incomplete search criteria when searching for something within the FPDS-NG system. When performing a search, a wildcard is appended to the end of text fields in the search criteria. A wildcard is represented by the “%” symbol. 

How do I use a Wildcard? 

The sign for the wildcard is the % sign. This character functions as a placeholder when placed anywhere within the sequence of what you are searching for. Please note that the wildcard will be appended to the end of the sequence. For example, if you are looking for “abcd” in the PIID and cannot remember the entire sequence, you may enter “%bc” and the system will search for all documents with “bc” in the PIID. 

Why can’t I find pre-FY04 data? 

Pre-FY04 data can be found using a schema created for documents migrated from the legacy system. In order to make this information easy to locate, the system uses a schema that allows the user to search for a document when they have identified certain criteria. The PIID derivation schema for migrated documents from FPDC system is as follows:

· The contract number for IDVs.

· For awards, the following combination comprises the PIID:

1. 
Contracting Office Code

2. 
Action Date (format “YYYYMM”) 

3. 
Contract Action Type (A,B,C,D)

4. 
Order Number (if it exists)

5. Contract Number.


For example, if you knew the following data:

Contracting Office code:
01234

Action Date:
July 2002

Contract Action Type:
BPA Call (code is “A”)

Order Number (If it exists):
000153

Contract Number:
0123456789

Your PIID in the current system would be 01234200207A0001530123456789.

· Once you use this schema to identify the PIID for migrated documents, enter this information in the PIID field of the advanced search screen and click search. If you only know a portion of the PIID, you may enter that in this field using the wildcard (%). 

· The results should display your migrated document. If you cannot find the document you are searching for, contact the FPDS-NG Help Desk. 

Why can’t I find data from FY04 or later? 

Certain fields (e.g. NAICS, PSC, date, etc.) cause documents to go to Error status if invalid values are entered. These documents can be found in your Error Inbox or by performing an advanced search for documents with Errored Out status. 

Your document can be relocated within the system. Check the following inboxes:

· Draft. Documents that have not been approved but have passed all referential integrity can be found in the user’s Draft Inbox. 
· Error. Certain fields (e.g. NAICS, PSC, date, etc.) cause documents to go to Error status if invalid values are entered (document does not pass referential integrity validation rules.) In order to retrieve these documents, click on the link to your Error Inbox. Errored Out documents may be retrieved from the advanced search screen by selecting the “Errored Out” status.
· Final. Documents that have been approved by the user, will be listed in the Final Inbox.
The user may click on the link in the Inbox and the document will be displayed.
The Advanced Search screen may also be used to locate your document.

Using lookup (…) functions for fields on the screen

Why can’t I find the code I am looking for? 

The ellipses (…) button beside that field provides a lookup function for the user (i.e., contracting office, agency, country, place, department, agency, NAICS, or PSC code). When the .”…” is selected, a screen displays a search criteria screen. Enter the search criteria and click on the “Search” button. If the value desired is in the list, select the value and click on the “Select” button and the value will be entered on the award/IDV screen. If code cannot be found in the system, contact the FPDS-NG Help Desk for further assistance. 

Inboxes

What is the purpose of the inboxes?

The inboxes have links to documents associated with the user ID of the person logged in. 

What is stored in the Draft inbox?

The Draft inbox contains links to the documents in Draft status that are associated with the user ID of the person logged in. In order to retrieve a Draft document from the inbox, select the inbox and click the link for the desired document. 

What is stored in the Final inbox?

The Final inbox contains links to the documents in Final status that are associated with the user ID of the person logged in. In order to retrieve a Final document from the inbox, select the inbox and click the link for the desired document.

What is stored in the Error inbox?

The Error inbox contains links to documents in Error status that are associated with the user ID of the person logged in. In order to retrieve an Error document from the inbox, select the inbox and click the link for the desired document.

What is stored in the Unsaved inbox?

If the user’s session expired before the user saved the document, an error was caused with the browser, or the user’s session was terminated in some way other then logging out of the system or closing the document, the document the user was working on is saved automatically in the Unsaved inbox. After logging back into the system, the user must open this inbox to retrieve the unsaved document by clicking the link located in the inbox. Once the document is opened from the Unsaved inbox, it must be saved before closing it; otherwise the document will be lost completely.

What is stored in the Template inbox?

The Template inbox contains links to document templates that are associated with the user ID of the person logged in. In order to create a template, select the inbox and click the link for the desired template. Select the “Create Doc” button to create a document from the template. 

Data Input

Awards

Base Awards: What value should be entered for the 3A (Ultimate Contract Value), 3B (Current Contract Value), and 3C (Dollars Obligated) elements or columns?

For a base award, the following values should be entered:

· 3A (Ultimate Contract Value) is the total or ultimate value for this award, including the base and all options for this award. In the FPDS-NG interface screen, this column name has the heading Base and All Options Value.

· 3B (Current Contract Value) is the base amount and all exercised options for the base award. In the FPDS-NG interface, this column name has the heading Base and Exercised Options Value.

· 3C (Dollars Obligated) is the amount obligated on on this award. In the FPDS-NG interface, this column name has the heading Action Obligation. 
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Figure 1.  Amounts Section Displayed for a Base Award

When I modify a base award, what values should I enter?
The following values should be entered (see Figure 2):

· 3A (Ultimate Contract Value) is the change in the ultimate value for this modification.

· 3B (Current Contract Value) is the change in the current value for this modification.

· 3C (Dollars Obligated) is the change in the amount obligated for this modification.

· In the FPDS-NG interface, the Amounts section displays the previous award amounts, the current amounts entered, and the new total amount.

· Previous Amount: The total of the base and all final modifications to date for the specific field.

· Current Amount. The column used to enter the change of amounts for the modification

· Total Amount. The column shows the totals for the award after the modification is finalized. It includes the base, all final modifications to date and the change entered for the current modification.
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Figure 2.  Amounts Section Displayed for a Modification of a Base Award

System Administration

Users

Why can’t I change a contracting office? 

You must be an agency system administrator to set up and/or change the contracting office. Contracting office system administrators cannot change the contracting office.

Why can’t I change an agency?

At this time, all users are created under the same agency as their system administrator. This cannot be changed. The agency is maintained by the FPDS-NG System Administrator. 

What does disabling a user do?

When you disable a user, you prevent that user from logging in from that date forward. Users are not deleted if they are disabled; the user continues to exist in the system but cannot access the system. You can set a future date to disable a user or you can put in the current date to disable the user immediately.

What does enabling a user do? 
When you enable a user, you allow the user to log into the system. 

How do I find a user? 

In order to find a user, you need the privilege to search. If you have this privilege, click on the User icon on the main navigation screen of FPDS. Your own user data will be displayed in the user form. Select Search on the user screen. A search screen is displayed. Click the Clear button, enter the new user criteria, and click Search. A list of users that are associated with the user criteria entered is displayed. If the desired user does not display in the results, add an end date that is prior to the date they were entered into the system and try your search again. The user might be disabled and adding the end date allows you to search for disabled users. 

Locations

Why can’t I access Location functions? 

These functions are only available to the FPDS-NG System Administrator.

Organizations

Why can’t I access Organization functions? 

Agency and Department functions are only available to the FPDS-NG System Administrator. Contracting Office and Government Office functions are available to the FPDS-NG System Administrator and agency-level system administrators.

Service Classifications

Why can’t I access Service Classifications functions? 

These functions are only available to the FPDS-NG System Administrator. All information is carefully entered into FPDS-NG and monitored for accuracy. If there is a problem with a service classification code, call the FPDS-NG Help Desk to report the discrepancy. The report will be investigated to ensure FPDS-NG integrity.

Reports

How can I reduce load time? 

FPDS-NG contains millions of records. Broad searches will take a long time to produce results. You can reduce load time by narrowing results with specific criteria. The search criteria can be saved by naming the search criteria in the criteria screen and saving the information. 

I am a government user. Do I have to pay for a report? 

No. There is no charge for government users to access reports.

Batch

How can I submit batch data? 

Batch data can be submitted three ways – by FTP, HTTP, or email.

Where can I get the format for batch data? 

This format is available at www.fpdsng.com under Downloads. Follow the link for “Batch File for Data Submissions.”

Vendor/Socio Economic Information

When creating an award that references an IDV, what is the source of the vendor/socioeconomic information that populates the fields when the user chooses a referenced IDV?

When creating an IDV (BPA) and associating a reference IDV (FSS), the vendor/socioeconomic information is pulled from the FSS.  When creating an award and associating the IDV created from the FSS document, the vendor/socioeconomic information is pulled from the IDV (BPA).
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