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1 Introduction

1.1 Background

Industry partners in the Telecommunications Services Category (TSC) for the General Services
Administration (GSA) have been submitting documents, transaction reports and other required files
using a variety of processes for a number of years. These vehicles have ranged from cumbersome
uploads using Secure File Transfer Protocol (SFTP) to simple email attachments. GSA Users have
had to collect those documents from different locations, review them and correspond back and forth
with the vendors when rejections and resubmissions occur.

This document presents the details about how to administer the new consolidated TSC Portal as
vendors upload documents and GSA users process them. Consolidating the receipt of data onto a
single platform will benefit both TSC vendors and GSA analysts. As an administrator, you will
facilitate the use of the TSC portal by creating and managing user accounts and assisting users with
guestions as they learn this new system.

During the initial phases of this project, the development team designed and built a secure portal
that will allow for the uploading, review and processing of multiple file types for a selection of
telecommunications services vehicles.

1.2 Audience

This guide is intended for GSA TSC administrators for use as a reference guide. This guide was
created under the assumption that you are familiar with the user roles and restrictions for the
contract vehicles which you support.

1.3 Purpose

The purpose of this user manual is to familiarize you with the details and steps needed to access the
TSC portal and to utilize the new portal to create and manage user accounts, review audit logs, and
assist vendors and GSA users as they upload, review and provide feedback on documents via the
portal. In addition, this manual contains the document upload and management procedures
provided to the vendors and GSA users so that you will be able to answer any questions they might
present to you, as their primary TSC resource.

In the future you will be able to download updated versions of this user guide by clicking the link on
the portal.
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2 Accessing the TSC Portal

2.1 Expected Emails

As soon as your account has been established by the GSA TSC Administrator, you will receive two
emails:

e The first email will include a welcome message, your User Name, and instructions to
access the Portal as shown in Figure 2-1.

Welcome to GSA TSC Portal Inbox x & 8

tscportal@gsa.gov 1:12 PM (1 hour ago) - v
to me -

HITSC

Welcome to the GSA Telecommunication Services Category (TSC) Portal,

You are receiving this email because you are identified as a resource who will serve as an administrator for the GSA TSC Portal. Your role will entail administering
user accounts for the Program you are assigned or as a CIO employee administering all accounts

Please follow the instructions below to complete your account set-up.

Instructions:

Step 1: Go to GSA TSC Portal page: hitps//tscportal fas gsa gov
Step 2: Log-in using your username and temporary password (e-mailed separately).

User Name: tsc.admin

Step 3: Change password. Once logged-in, the system will automatically direct you to the "Change Password” Page. NOTE: Your user name IS NOT case
sensitive; however. your password I8 case sensitive.

Step 4: The GSA TSC User Guide is available on the Portal through a link located in the upper right of the home screen once you login. The user guide provides
helpful information how to:

Upload. View, and Download Reports

Receive feedback on your uploaded documents
Manage Users

Audit Trails

Change Password

Please retain this email as it contains your user name

Figure 2-1 Initial Welcome Email

e The second email, shown in Figure 2-2, will include a temporary password and further
guidance on your initial login.

GSA TSC Portal Inbox x = 5

tscportal@gsa.gov 1:12 PM (2 hours ago) - -
tome ~

HITSC

Contained here is the temporary password used to login to the TSC Reporis Portal. Please follow the directions previously sent but also contained here for your
convenience. Be aware that this password is only valid for 7 days at which point you will be required to submit an additional request

Step 1: Go to GSA TSC Portal page: hitps-//tscportal fas gsa gov.

Step 2: Login using your username and temporary password [[i/AEeA[@1] Please note that this temporary password will expire in 7 days. If this occurs
please contact GSA at tscportal@asa.gov to request a new password

Once you login, the system will automatically direct you to the "Change Password” Page. Please be advised that your User Name 1S NOT case sensitive, however,
the Password IS case sensitive

The GSA TSC User Guide is available on the Portal through a link located in the upper right of the home screen once you login. The User Guide provides
additional information on how to

o Upload, View. and Download Reports

o Receive feedback on your uploaded documents

o Audit Trails

s Change Password
For assistance, please contact TSC Portal at iscportal@asa.gov
Regards

TSC Portal Team

Figure 2-2 Second Welcome Email
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2.2 Logging In

After you have received your initial emails, you will have seven days to login to the portal for the first
time. After that, your password will expire and your account will be locked so it is a good idea to
login right away. Take the following steps to login to the TSC Portal:

1. Using your Internet Browser (Internet Explorer or Google Chrome) navigate to the URL
provided in the first email. It will take you to the Sign In screen as shown here in Figure 2-3.

Telecommunications Services Category Portal

Securely and efficiently manage your documents

& Automatic data encryption
© 2477 accessibility

& Cloud-hased scalahility
A fwlo email alens

Figure 2-3 Initial Login Screen

2. Enter the credentials provided to you — your User Name exactly as it is displayed in the email
and the temporary password.

Note: Note: it may be best to copy and paste the password from the email to ensure it is entered
correctly.

Signin
[

ellen.admin

Forgot Passwo&.

Figure 2-4 Login Credentials

3. Click the SIGN IN button. The Change Password Now message displays.
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Change Password

A5 8 frst ime user you nead 10 Changs your password

Figure 2-5 Change Password Message

4. Click the Change Now button. The Change Password window opens.

Change Password

ellen.admin

New Password e

Confirm Password
SUBMIT

Figure 2-6 Change Password Window

5. Paste or type the original password in the Current Password text box.

6. Type a new password, following the guidelines displayed when you click the @ icon. In
summary your password must be between 8 and 12 characters and contain at least one

each of Uppercase, Lowercase, Numeric and Special characters.

nices Category Portal — i

Min. Password Length: 8
Max. Password Length: 12
Min. Lowercase Alpha
Characters: 1

Min. Uppercase Ajpha

Characters: 1
BIIaII!II: mmnm Min. Numeric Characters: 1
Min. Special Characters: 1

Password should not be
Username

ellen.admin Password should not be
previous 6 passwords

¥

SUBMIT

Figure 2-7 Password Help
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7. Retype the same password in the Confirm Password text box.
8. Click the SUBMIT button. A confirmation window will display.

Change Password

Change Password Successful

Figure 2-8 Password Successfully Changed Message

9. Click OK. The Sign In window will reopen.

G S A\ |Telecommunications Services Category Portal

A —— S

@ nmtomatic data encryption
@ 24/7accessibility
& gloud-based scalability

& funo email alens m
e P

Figure 2-9 Sign In Window

10. Enter your credentials, using the Password you have just created.

11. Click SIGN IN. The opening Portal window will display and you are ready to begin.
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0 User Guide & Vekcome, Flien Ramsay 0 Log out

G S A |Telecommunications Services Category Portal

L4 Creats User # Documents Upload W Document Lhs Userm A Budit Trail G Change Passwor ]

User Registration Form

User Name':

Reoet m

Privacy and Security Notice | Accessibility Statement

Figure 2-10 Opening Window Admin User

As you can see, you now have the ability to create and manage user accounts, upload documents,
manage the documents that have been uploaded, view an audit trail of the actions you and other
users have taken, and change your password as needed. These actions will be covered in the
subsequent sections of this guide in the order in which they appear on the menu at the top of the
portal window.

2.3 Downloading the User Guide

Whenever there are system changes this user guide will be updated and made available for
download. To download the latest version, click “User Guide” at the top of the screen —a new
window will open, containing the User Guide which you can save and/or print.
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O User Gude  LiWelome, Fles Rasssy G Log ot

B4 Comtalnar | Dicomens Uposd WD DocomentMesspemant 201 UserMamsgomant  # Acct Trd

User Registration Form

Figure 2-11 User Guide Link

U.S. General Servic dministration

f@ \ Telecommunications Services Category Portal

GSA Telecommunications Services
Category (TSC) Portal

Figure 2-12 User Guide in New Window

2.4 Logging Out

When you have completed your work on the TSC Portal, click the Logout link on the top right of the
window and you will return to the initial Login Window.

© UserGuide & Welcome, Ellen Ramsay [ Log out

G S A |Telecommunications Services Category Portal

Figure 2-13 Logout Button
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3 Create User Accounts

As an administrator for the TSC portal you will be responsible for creating user accounts upon
approval from the applicable solution teams. These users will include other administrators, vendors
(industry partners) and GSA users. Each user account has slightly different requirements and is
described in this section.

3.1 Creating an administrator account

The following screen must be completed in order to set up an account for another administrator on
the TSC Portal. As you can see below, all of the fields, with the exception of the phone extension
are required and must be filled out correctly.

The screen below shows some of the errors you might encounter as you are completing the User
Registration Form and the help information available.

2+ Create User # Documents Upload B DocumentManagement 2 28 UserManagement . AuditTrail G Change Password

User Registration Form

User Name's

tse.admin

First Name's

TSC

Last Name':

Admin

Email ;

tse.admin@

Not valid email.
Phone No': Phone Number Help Information
5§71-357-09 hone Ni 1 Sollowing

Phene Number is not in valid format

Phone Extension Number:

Role":
Admin Program Admin Vendor GSA User

*- Required Fields

e 2

Figure 3-1 Create New Admin User - errors

Once you have corrected the errors, the User Registration Form shown in Figure 3-2 is complete
and ready to be submitted.
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A4 Create User L4 Uplcad B Document a8s User A Budit Trail G Change Password

User Registration Form

User Harme's

tsc wedmin

15 admingigsa.gov

Phane No':
571.357-9939 [ ]

Phone Extension Number:

Roke':
& Ademin Program Admin ) Vendor  GIA Uses

*. Fioquired Fiskds

o - |

Figure 3-2 Create New Admin User

As soon as you complete the form as shown above and click Save, you will receive a popup
confirmation message and the new user will receive an email with login instructions.

Create User Confirmation

User Created Successfully 1

Figure 3-3 New Admin User Created

3.2 Creating a program administrator account

The program administrator role allows the user to perform the administrator functions described in
this manual for a single program. Therefore when creating an account for a program administrator
you must select the appropriate radio button from the Vehicles program list as shown below.
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B4 Create User £ Documents Upload W& Document | Managemen i ALs User Management # Audd Trail G Change Password

User Registration Form

Figure 3-4 Program Admin User Creation Form

Like the Admin user, a confirmation popup opens and an email is immediately sent to the program
administrator at the address you provided.

3.3 Creating a vendor account

The creation of a vendor account follows the same procedures as the admin account described
above with one exception — when adding a vendor user to the TSC Portal, you MUST specify the
DUNS number and vendor name for the account.

1. Complete the initial fields on the User Registration Form.
2. Click the radio button next to Vendor to select this type of user
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L4 CresteUser A Documents Uplead I Document aks user 4 AuditTrall @& Changs Fassword

User Registration Form

User Name

W vendor

FirstMame':

Fhone Extension Number

Teas”
Admin Pregram Admin [z Vendor GEA User

Comract Numbar

Piensn seinet Contrast Humber

Figure 3-5 New Vendor Account in Progress

3. As soon as you select Vendor, an additional box opens for the Contract number selection.

4. Click the drop down arrow for the Contract to display the list of available vendors.

Last Name™:

= TTETs [T SeIvices GOTp
HP Enterprice Services, LLC

Neteom Tethnologies Inc.

Mextira One Federal LLC d/b/a Black Box Network Services, Inc

- Qwest Government Services, Inc (d/b/a Century Link)

SCIENCE APPLICATIONS INTERMATIONAL CORPORATION (SAIC)
- Centech Group, Inc., The

4 - Vector Resources, Inc.

Verizen Federal Inc.

- AT&T Mobilty LLC
Sprint

Verizon Wireless
PRINT COMMUNICATIONS COMPANY L.
-- SES Government Solutions, Inc. (Tkia Americom Government Services, Inc.)

-- ARTEL, Inc.

DRS Technical Services, Inc

Hughes Network Systems, LLC

Intelsat General Corporation

Segovia, Inc. (d/b/a Inmarsat) -
Tal - L \

Please select Contract Number v

Figure 3-6 Selection of the Contract Number

5. Select the applicable account, making sure that is the correct account for the vendor you are
adding. The form is now complete.
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2+ Create User #» Documents Upload Wi Document Management 1% s User Management # Audit Trail G Change Password

User Registration Form

User Name
ewrvendor
First Mame’
ewr
LastMName™:
Wendor
Email”
ewr vendor@company.com
Phone No':

712337878 (i)

Phone Extension Number:

Role
Admin Program Admin g Vendor GSA User

Contract Number:

GS00Q13NSA3002 - 68528376 — T-Mobile, Inc.

- Required Fields.

Figure 3-7 Vendor User Form Complete

6. Confirm that the information you entered is correct and click Save.

Like the Admin users, a confirmation popup opens and an email is immediately sent to the vendor at
the address you provided.

3.4 Creating a GSA user account

Similar to the creation of a vendor user, as soon as you select the GSA User radio button for the
Role field as shown below, an additional field opens, requiring you to select one or more contract
vehicles for which this GSA User is responsible.

1. Complete the User Registration Form with the applicable information for the required fields.

2. Click the radio button to select the GSA User as shown below

Telecommunications Service Category Portal — Administrator Guide 1.2 Page 19 of 71



GSA Telecommunications Services Category Portal — Administrator Guide

R4 Crenteltser A Documents Upicad W Document Management g1 B8 User Manngement # AuditTrnil O Change Passward

User Registration Form

User Hame

ewr gaauser

First Name”

Phane Exwension Number

Rule™

At Pragram Arimin Vendnr |y GEA User
Vahicles

FedRatay Satnnm C63 Conneas -

Sakeem 031 5B Satcom chedule T8 Wirebrss

ed Pl

Figure 3-8 New GSA User in Progress

3. Click the box or boxes for the appropriate contract vehicles which the GSA User whom you
are adding will be working. You may select more than one if applicable.

Note: Whichever boxes you select will determine which contracts and documents the GSA user
can view and manage so it is critical that you provide access only to the correct contract
vehicle.

Role’ :
Admin Program Admin Vendor g GS5AUser

Vehicles :
FedRelay Satcom C52 Connections 1l
Satcom C52 5B Satcom Schedule T0 # Wireless

* - Required Fields.

Reset mj

Figure 3-9 Contract Vehicle Selected

4. Once you have verified that all of the information on the User Registration Form is correct,
click Save.

The Create User Confirmation window opens and the GSA User will receive the welcome email.

Create User Confirmation

User Created Successfully !

Figure 3-10 New GSA User Created
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4 Document Upload

4.1 General Information

As an Administrator you will not regularly be uploading documents to the TSC Portal. Most of your
work will be in the Create User or User Management functions. However, you may be contacted by
vendors with questions about the Document Upload process. The top level steps and general
information are included here. The additional step by step process provided to the vendor users can
be found in Section 9, Appendix A: Vendor User Document Upload.

The documents that vendors will be uploading are no different from those they have submitted in the
past and GSA users will follow the same guidelines in reviewing them. Vendors will begin the
upload process from the TSC Portal and then select their documents from their local systems.

4.2 Accepted Documents for Upload

There are some restrictions on the files vendors will be uploading in terms of file type and size.

e Files must be smaller than 100 megabytes (mb)

e A maximum of 10 files can be uploaded at one time

¢ Files must be one of the following types:
0 Microsoft Excel (.xls, .xIsx)
0 Microsoft Word (.doc, .docx)
o Comma Separated Value (.csv)
0 Text (.txt)
o Images (.jpeg, .png)
0 Adobe Portable Document Format (.pdf)

If the file is not one of these types or is larger than the size specified, it will not upload.

4.3 To Upload a Document

When vendors are ready to upload one or more documents, they will open the Documents Upload
window and will be identifying the Contract and Reporting Period prior to selecting the specific file. A
vendor will only see their own contract but you, as an administrator would see every contract in the
TSC database.
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Document Upload

Contract Type:

Wireless - GS00Q13NSA3002 v

Reporting Period:

‘ September-2016 v

Select a File:

Choose Files |No file chosen
%

Figure 4-1 Choose Files

- = - L JT— =1
a-l | » FSS1Reporting » WIRELESS b Sept to clean I3
Organize = Mew folder = - '} 0
e Favorites = : Name : Date modified Type Size
W Desitop 4] ABSR October 2016 Sprint w commentix...
& Downloads = L F551 ABSR TMobile Sept-2016 w comme... "
= Recent Places | 4] FssiGSA ABSR ATT SEPTEMBER 2016 Fl.
K] FSSI Verizon ABSR SEPTEMBER 2016 Billi.
2 Libraries 4] FSSI Wireless Performance Report FY201 |I
“ Documents GSOD01 INSAI000_usg_092016_003.c5v L -
4 Music GSO0Q13NSA3001_usg_ 092016003 csv SV Eile
5. Pictures GS0001INSAI00Z_usg_092016_003.cov C e
= Subwersion GSO0Q13NSAI003 usg 092016 003.c5v
B videos
File name: GSOOQ13NSAI001_usg 092016 003.cov - WFJ“ -
Figure 4-2 Single File Selection
Multiple files can be uploaded by using Ctrl + Click when making selections.
Organize = New folder = - i e
© Favorites *  Name = Date modifisd Type Size
I Desktop 4] ABSR October 2016 Sprint w comments..
k Downloads T 4] £s51 ABSR TMobile Sept-2016 w comme_
= Recent Places 4] FS51GSA ABSR ATT SEPTEMBER 2016 FL.
4] FsS1 Venzon ABSK SERTEMBER 2016 Billi..
- Ubraries ] 551 Wireless Performance Report FY201...
* Documents GSO0C)1 INSAI000_usg_D92016_D03.cov {
o Music GS00013N5A3001_usg_N92016_003.cov 10/27/2016 12 le
= Pictures | GS00C13NSAI002_usg 032016 003 csv 10/27/2016 C5V File |
= Subversion GS00Q13NSA3003 _usg 092016 003 .csv 1 C5V File
K videos
File name: “GSOOQ13NSAI002_usg U92016_003.cov” "FSS1 Wireless Performance Report FY2016-09 Septdsy” -]
Cancel |

Figure 4-3 Multiple Files Selected
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#» Documents Upload B Document Management o Audit Traill G change Password

Document Upload

Contract Type:
Wirsless - GRO001INSAZO0
Reparting Period:

Saptember 2016

Sedect a File:

Choose Flles.

Size Progiess Actions
FSSI ARSH TMobile Sapl- 2016 w COmmants Ky 007 M m
GS0001INSAI00E_usg_693016_00d.csy 0.02 b m

Upload Progress 0%

Figure 4-4 Upload Files

Figure 4-5 shows the progress of the file upload after the Upload Files button is clicked.
Document Upload

Name . _
Size Progress Actions

0.02 MB

FSSIABSR TMobile Sept-2016 w comments xIsx

GS00Q13NSA3002_usg_092016_003.csv

Upload Progress:

Upload Progress 50%
#» Uploading &

Figure 4-5 Upload Progress

A confirmation window will open indicating the Success or Failure of the upload.

Documents Upload Confirmation

Document F55I ABSR TMobile Sept-2016 w comments.xlsx Uploaded Successfully !

Document GS@0Q13NSA3002_usg 992816 _883.csv Uploaded Successfully !

Figure 4-6 Upload Confirmation

For additional details on uploading files, refer to Section 9, Appendix A: Vendor User Document
Upload.
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5 Document Management

5.1 Initial File Status

Similar to the document upload process, as an administrator you will not be performing direct document
management tasks but you may be called upon to answer questions or assist a GSA user with the
process, so a top level summary is included here. Additionally, as an administrator on the TSC portal
you will be able to view ALL uploaded documents regardless of contract. The GSA user is limited to the
contracts assigned when the account was created.

For additional details on the document management process, refer to the following sections:

e Vendor functionality within the Document Management process, please see Section 10 , Appendix
B: Vendor User Document Management.

e GSA User functionality within the Document Management process, please see Section 11,
63Appendix C: GSA User Document Management

After vendors have successfully uploaded one or more files against one of their contract vehicles, the
appropriate GSA User will be able to view the files and take action on them from the Document
Management function. Here they can download, review and accept or reject files as well as provide
comments. Any actions which a GSA user takes in reviewing a document will be reflected on the same
Document Management screen which the vendor accesses, eliminating the need for multiple back and
forth emails.

When a vendor has uploaded one or more documents an email notification such as shown below will be
sent to the appropriate GSA user to alert them that a document is ready for review.

T

GSA TSC Portal Document Upload Notification:FSSI ABSR TMobile Sept-2016 w comments.xlsx Inbox =]

tscportal@gsa.gov 2:49 PM (7 minutes ago) -
to Sdoshi703, doshiss123, james bates, ssdoshi123, me, ssdoshi -

A document FSSI ABSR Thiobile Sept-2016 w comments.xlsx associated with T-Mobile, Inc/GS00Q13NSA3002 has been uploaded to the GSA TSC Portal and
is pending your review.

Regards
TSC Portal Team

Figure 5-1 Document Upload Notification

5.2 Document Pending Review

After receipt of the email the GSA user will begin the process of reviewing whatever vendor documents
are in their document management list. Only the documents associated with a user’s contracts will be
accessible and will show in “Pending Review” status when first received, as shown in Figure 5-2.
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PPEOE

A+ Create User # Documents Upload B Document Management 2R s User Management o Auds Trall G Change Password
Document Management 5
Typs File Nama Faus ACton Reviewed oy ~  Down®aa COoNYact Numder venicie Name Vencor Name Reponng Fencd dize
ﬁ shitad, agmin & AT -
a Shital, DOshi H ALT Sysioms, Inc 3
b Shital, DOshi £ Connessons Amencan Systems C July-2016 05325
@ Rejncted “ anal, Dosh ] Connessans LIRS Fadoral Sanace Sopamber 2016 17 351K
8 FSSI_MRO_1120..  Pending Review m & URS 24271
a NSP_ProcessFic. Penaing Review [T — & L1010
] Confnguncy Plan . Ponding Review ~ ATAT Mabiity LLG nO14E
B NSP_Processfio. Unger Review m Dar Bates ] 13NSA3000 Wireless ATAT Mobiity LLC 0.1027"
h Atcopind  Commes | snital, amin £ ZAAHIO wirniess ATET Mabaty LG 00202]
B Penmng Review m r ] GS00Q1INSAI00 Viireless ATT Mabiny LLG 00704
B Penging Review o wireless ATET Mobaty LLC 13635
a @ 1547
B Penming Review m 2 42602
1 4
L] a4 L e *| 2 v items per page 1-1%0f 19 Rems
Footer . @G5A T5C portal
Type ¥ File Name ¥ Status Y Action Reviewed By ¥ Do
GS00Q13NSA3001_usg_092016_003.csv | Pending Review
GS00Q13NSA3002_usg 092016 003.csv  Pending Review

FSSI ABSR TMabile Sept-2016 w comments

Pending Review

NSP_ProcessFlows_V1.pdf Pending Review

Under Review
Under Rewieu;h

Figure 5-2 Pending Review Status

There are several document status levels and corresponding actions throughout the document
management process — several of which are shown in the screens above. When users need to change
the status of a document, they click the available action button.

Action

Status

Pending Review

Under Review

Rejected

Accepted

Scrolling to the right shows additional information about the Vendor, Reporting period and the user who

uploaded the document.
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A CreatoUsor £ Documents Upicad 4 Document Al User # AugitTril @ Change Password
Document Management =
Rudmand Oy *  Deamisss ConmetNumbsr ¥ \ehiela Nams ender Nams * |RaporngPensd * Sz v Uplandss By - Cammasms = | Upiosd Tims =
anital, admin EJ Cannpesians ART Auguat-Jo1E DEI2S Seitsl, Deany -
Shital, DOshi o Cannecsans ALT Systema, o 2018 08325 Shubal, Dot Actaghed
Shital, DOshi Q Amencan Syslema C. July-2016 06325 Shital, DOsh
Snhaal. DOshi * URE Fedural Sernte Sepember-2018 1T shital admm
» URE Faderal Sernce Sepwmboer-2016 124275 sital adman
* ATAT Moniiny LLC Cciobee- 206 o400 Bart Bates
Q Wirsiess ATAT Moy LLC Cetotee 3016 Do1s6 farl Raes
et fams Q GSO0O1INSAIDND Wirslasa ATAT Mesiiny LLT Cetebae- 2016 00T o, fates
shital, adme & G50031INGAN00 Wireless ATAT Mabiity LLC Cototer-2016 LLEH Dart Daten Actasted
Ld B50001 A0 Winehess ATET Moa Oclober-2016 o.atne Bart Bates
* GEO INEA000 Winsless ATET Moeiny LLC Octoter 2018 73838 Barl Bates
»n GEA5F0 FaaRiay SPRINT COMMUNIC Cekeae 200 15427 Shits, Soshi
(3 GE-IEF-A25 FaaRslay SPRINT COMMUNIC Cctotme 2016 42682 Shitad, doshi =
4 »
M4 1 e M 0 v fems per page 1. 150f 19 tems

Figure 5-3 Scrolled to the Right

5.3 Reviewing a File

The first step is to change the status to ‘Under Review’ for the document the GSA User will review.

Document Management:

Type File Name & Status * Action Reviewed By ~ | Download Contract Number ~ Ve

@ GS00Q13NSA3000_u. . Pending Review Under Review @ GS00Q13NSA3000 -

B FS5I GSA ABSR ATT A Pending Review Under Review Q GSD0Q13NSA3000

1

Figure 5-4 Under Review Action

Confirmation windows open to confirm any change in status.

Update Document Status

Do you want to change the document status from Pending Review to Under Review

Update Status

Figure 5-5 Update Status Confirmation

This will change the status for the file to Under Review, will change the next available action button to
‘Reject Accept’, and will enter the GSA user name in the Reviewed By column.

= _—

&) GSO0Q13NSA3I002_usg 092016 003csv  Pending Review & GSO0Q1INSA02 Wireless T Mabie, Inc Sep
h FSS| ABSR Thioblle Sept 2016 w commenis..  Under Review CR | EvR. GsAUser f  GSI0Q1INSAI00Z Wireless T Mable, Inc sep
B NSP_ProcessFlows_\V1.pdf Pending Review ¥ T r— £ G300013N3A3000 Wireless ATAT Mobility LLC 0

Figure 5-6 Status Updated
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At this time the Vendor will receive an email that the document is being reviewed and can also check
the status and reviewer name in their Document Management window.

GSA TSC Portal Document Update Status Notification:FSSI ABSR TMobile Sept-2016 w comments.xIsx changed to &
Under Review Inbox

tscportal@gsa.gov 3:16 PM (0 minutes ago) - .
to Shital.doshi, shital.doshi, me =

The document FSSI ABSR Thobile Sept-2016 w comments xIsx is currently under review and is awaiting completion.

Regards,

TSC Portal Team

Figure 5-7 Status eMail

5.4 Download a File

In order to perform document review, the GSA user will download the file from the Document
Management list and process it following current business rules and procedures.

Document Management B

Type Y e Name o Status Y Action Hewviewed By ¥ Download Confract Number ™  Vehicle Name . Mendor Name * | Repotin
@ GSO0QTANSASD0T usg 09016 D03 cav Pending Review m r‘_' JTINSAZOM Weless Spant Bep &
& GS00a13NSA3002_u 5 Pending Review Under Review [ ] GS00Q13INSA3002 T-Mobile, Inc Sep
[ FSS1 ABSR Thobile Sepl-2016 w comments Under Review Rokoct | Aecopt EWR, GSAUSse! @ GS00O13NSAI002 Tobile, Inc sep

N

Figure 5-8 Download Icon

After clicking Download, the file will automatically be downloaded into the folder which you have
established on your system. Often this is a folder named “Downloads” but you may have specified a
different location.

The downloaded filename appears in the lower left of the screen as shown in Figure 5-9 and is ready to
be opened for review.

-~ Upload [ & At Trail G Changs Password

Document Management

Open

Abwiys open files of this type

FS51 ABSR TMobil..adsx T,

Figure 5-9 Downloaded File
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5.5 Rejecting a File

If there is an issue with any file the GSA User will change the status to ‘Rejected’ and add an
appropriate comment.

T
@ GSODQTINSA3002_usg_092016_003.csv  Pending Review m L] GS00Q13NSAZ002 Wireless T Moblle, Inc sep
h FSSI ABSR TMoblle Sept 2016 w comments... | Under Review Reject | Aceent EWR, GSAUSEr ] GSODQ13NSAI002 Wireless T Moblie, Inc sep
h NSP_ProcessFlows. V1 pdf Pending Review Under Review f‘i G300013NSAI000 Wireless ATAT Mobility LLC O

Figure 5-10 Ready for Additional Action

1. Click the Reject Accept button in the Action column as shown in Figure 5-10 above.

Update Document Status

Status” :
Accept @® Reject

Comments:

Please comect your unit prices and resubmit]

Update Status
ol

Figure 5-11 Rejecting Status

The document status is now modified to read ‘Rejected’ and the next action available is to change the
status to ‘Accept’.

Document Management

Type File Name v Status v Action Reviewed By ~ ' Download Contract Number ~ Vehicle Name ~ Vendor Name ~  Reportin

) GS00Q13NSA3001_usg_092016_003csv  Pending Review

H GS00Q13NSA3001 Wireless Sprint Sep
&) GS00Q13NSA3002_usg 092016 003.csv  Pending Review o GS00Q13NSA3002 Wireless T-Mobile, Inc. Sep
B FSSI ABSR Thobile Sept-2016 w comments. Rejected m EWR, GSAUser & GSODQ13NSA3002 Wireless T-Moblle, Inc Sep

Figure 5-12 Rejected Status

The vendor who uploaded this document will receive an email alerting them to the rejected file status.

GSA TSC Portal Document Update Status Notification:FSSI ABSR TMobile Sept-2016 w comments.xlsx changedto & B
Rejected Inbox  x

tscportal@gsa.gov
to Shital.doshi, shital.doshi, me -

319 PM (2 minutes ago) - -

The document FSSI ABSR TMobile Sept-2016 w comments xIsx has been rejected. The reason for rejection is: Please correct your unit prices and resubmit.
Please make applicable corrections and resubmit.

Regards,

TSC Portal Team

Figure 5-13 eMail Rejection Notification
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When the vendor opens their Document Management window they will see the Comments that you
included as shown in Figure 5-14.

Document Management

Reviewed by Downioad Contract Number Vehiciz Mame enaor Name Reparing Perod Size Uploaded By Comments Upload Time

September 2016
September 2016 oo17s
FWR, GRALlse. Wireless, September 2016 00248 Fiease
Witcless ATAT Mobility L1L.C October-2016 01010

Figure 5-14 Comments

This back and forth between the vendor and GSA user can continue during which time the vendor will
receive the comments, correct the file, upload a new version of the file, and the GSA user will review it
and update the status. The status changes are real time, so there is no delay in file review.

5.6 Accepting a File

Documents will either be accepted upon first review of a document, or after subsequent reviews of a
previously Rejected file.

Document Management

Type = File Name 2 Status = Action Reviewed By ~ | Download Contract Number ~ | Vehicle Name
) GS00Q1INSA30... | Pending Review o GS00Q13NSA3001 Wireless
o) GS00Q13NSA30... | Under Review EWR, GSAUser o GS00Q13NSA3002 Wireless

Figure 5-15 Ready for Review

Update Document Status

Status’ :
* Accept Reject

Comments:

Update Status

Figure 5-16 Accept/Reject Options

The Status will change to Accepted and the Action will now read Completed. No further action is
required for this document.
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Document Management

Type ~ File Name ; Status ¥ Action Reviewed By * | Download Contract Number  ~ | Vehicle Name ¥ Vendor Name ¥ Reporfing Period *  Size

@)  comanNSA..  PendngRevew &  GSIQENSANO! | Wireless Sprint Seplember2016 00125 A
@ GS00Q13NSA3D. Under Review o EWR, GSAUser Ql GS00Q13NSA3D02 Wireless T-Mobile, Inc September-2016 00179
h FS51 ABSR TMob Accepted ’ EWR, GSAUser QO GS00Q13NSA3002 Wireless T-Mobile, Inc September-2016 00248

Figure 5-17 Accepted Document

After vendor explanation or changes a document may be ready to be accepted.

Document Management

Type  ~ File Name % Status ¥ Action Reviewed By ~ | Download ContractMumber ~ | Vehicle Name ¥ Vendor Name -

@ GSD0Q13NSA30. .. Pending Review QD GS00Q13NSA3001 Wireless Sprint

@ GS00Q13NSA30... Pending Review Under Review @ G500Q13NSA3002 Wireless T-Maobile, Inc
ﬁ FS51 ABSR Thob. Rejected Accent EWR, GSAlser QD G500Q13NSA3002 Wireless T-Maobile, Inc
B WNSP_ProcessFlo. Pending Review Qb GS00Q13NSA3000 Wireless AT&T Mobility LLC

Figure 5-18 Accept Action

Update Document Status

Do you want to change the document status from Rejected to Accepted

Update Status

Figure 5-19 Confirm Acceptance

Note that that the Status has changed to ‘Accepted’ and the Action column reads ‘Completed’.

Document Management

Type = File Name = Status ~ Action Reviewed By ~ | Download Contract Number *~ | “ehiclg

&) GSO0Q13NSA30.. | Pending Review _ & GS00Q13NSA3001 Wi
&) GSODQ13NSA30..  Pending Review _ & GS00Q13NSA3002 Wi
By  rsSIABSRTWob. Accepted EWR, GSAUser o] GS00Q13NSA3002 Wi
- =

Figure 5-20 Accepted Status

The vendor will receive an email that the file has been accepted.
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5.7 Navigating the Document Management list

As an administrator, you may need to research details about a particular document or provide statistics
on the number of documents with a particular status. The document management list will expand
quickly as more vendors begin to use the portal.

5.7.1 To Filter the List

To filter the list, start to enter the filtering criteria in the text box above the applicable column. Here you
see that the administrator wishes to view only Accepted files. As the “A” is typed, filtering already
occurs.

Document Management

V922929

rFrFOPrOOPQ®

Figure 5-21 Accepted Status Filtered

5.7.2 To Sort the List

It might be easier to sort the document management list by filename, vendor name or even the GSA
document reviewer. To sort the list, click on the down arrow next to a column name and choose your
sort option. Below, the list is sorted in Ascending order by File Name.

Type ~ File Name « [~

h Contingency Plan...

h Draft- GSA_BSP__
Document Management By FrsPuBssan.

@ FSSI_MRO_0320..
Type ~ File Name 3 Status

@ FSSI_MRO_1120...
b [ SoxtAsceswin) Accepted a Notes from the C._..
b I Scel Desreriing Accepted h NSP_ProcessFlo...
& % Hide Cokimn Accepted h NSP_ProcessFlo...
@ FSSI_MRO_0320 Rejected B S3-test-4 xlsx
@ FSSI_MRO_1120 Pending Review B S3-test-5 xisx
E MSP_ProcessFlo... | Pending Review B S3-test7 sk

Figure 5-22 Sorting the Document List
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6 User Management

As an administrator you will be creating user accounts, assisting with initial user login and use of the
TSC portal and, as needed, modifying or unlocking user accounts. A user’s account will become
locked if he or she attempts to login with an incorrect password three times. At this time, an email
will be sent to the user, advising them to contact the TSC help desk for assistance, at
TSCPortal@gsa.gov.

GSA TSC Portal Account Lock Notification Inbox

tscportal@gsa.gov

tome -

Hi ewr,

You have exceeded the maximum number of login attempts allowed.For security reasons your user account is locked.
Please contact the TSC Portal Administrator at tscportal@gsa.gov to unlock your account.

Regards,
TSC Portal Team

Figure 6-1 Locked Account Email

1.1 To Unlock a User Account
Once you receive an email from the user requesting assistance, take the following steps:

1. Verify, following logical security procedures, that this is a valid request
2. Select User Management from the portal menu to open the list of all users

With a limited number of users, as shown in Figure 6-2, it is apparent which account is locked.

User Management
Expand All  Collapse Al
Contracts User Name - Status * | Action Email - First Name - Last Name | PhoneNumber ~ | E
B | contracts(ss) test admin Account status is Unlocked a8 @ ramesh allareddy @gsa gov ramesh alarsddy 1234¢
8 | contracts(s6) shital.doshi Account status is Unlocked a shital doshi@gsa.gov shital doshi
contracts(85) Bart Bates Account status is Unlocked o james bates @gsa.gov James Bates
8 | contraris(21) Connection_ProAdmin Account status is Unlocked a ssdoshit23@gmail.com Shital Doshi
8 | conractsi21) Connection_ProAdmini Account status is Uniocked a Ssdoshi1Za@gmai.com Shital Doshi
e contracts(4) program admin-ewr Account status is Locked o ellen ramsay @gsa.gov program Admin-ewr
] contracts(1) Gonnection_Vendor Account status is Unlocked o L shital doshi@gsa.gov Shital Doshi
8 | contracts(1) jbates Account status is Unlocked a8 James bates @gsa gov James Bates
o contracts(1) Wireless_\/endor2 Account status is Unlocked a8 Shital doshi@gsa.gov Shital Doshi
4] contracts(4) Wirsless_User Account status is Unlocked o ssdoshil23@gmai.com Shital Doshi
contracts(25) Connection_user Account status is Unlocked o sdoshiT03@gmail com Shiial Doshi
[+] contracts(1) ewr.gsauser Account status i Unlocked F= ellen.ramsay @gsa.gov ewr gsauser
a contracts(4) sss.doshi Account status is Unlocked foy shital deshi@gsa gov sss doshi s
»
| < 1 11 » > 20 v items per page 1-13 of 13 items

Figure 6-2 User Management List
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As the number of users on the portal expands, it may be difficult to scroll through the entire list so
you can filter the list to show only selected users.

3. Inthe text box at the top of the column you wish to filter, begin typing the applicable text, for
example, typing ‘is o’ already has generated the list of just the locked accounts.

User Management

o'

o'
o’

oo ooooo

Figure 6-3 Filtered List of Locked Accounts

4. Additionally, you can further filter the list by entering the email of the user who contacted you
for assistance

User Management

Expand All
o

B | corascnia R —— I @ —

Figure 6-4 Additional Filter by Email

5. To see the details of the contracts for which a specific GSA user or vendor is responsible
click the + sign to the left of the user record and additional details will display

User Management
P Caodlay

a i
a
a8 G
a :
a @
'

o Connecion_end Account s i Uniocked o hiEal coshigee po BADTAIATTY

Figure 6-5 Contract Details for a User

6. To unlock the account, click the open padlock in the Action column. This will change the
status of the account to Unlocked and the user will receive an automatic email.
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—
contracts(4) program.admin-ewr Account status is Locked |£‘ ellen.ramsay@gsa.gov program Admin-ewr
contracts(1) Connection_Vendor Account status is Unlocked db shital doshif@gsa.gov Shital Doshi
contracts(4) program admin-swr Account status is Unlocked a sllen ramsay @gsa gov program Admin-swr 571-357-7850
contracts(1) Connection_Vendor Account status is Unlocked B sm:al.d}osm@gsa gov Shital Doshi 86822828222

Figure 6-6 Unlocked Account

1.2 To Lock an Account

If it has been determined that a user should no longer have access to the TSC Portal, it is possible
to lock their account in the same way you unlock a user. For example, a vendor reports that one of
the users for their company has left, or a GSA user is on extended leave so the account can be
temporarily deactivated.

1. Locate the user whose account should be locked, filtering if needed in a large list of users.

User Management
Expand All Collapse All
Contracts User Name % Status * | Action Email ks First Name 2 Last Name ¥ | PhoneNumber ¥ | E
contracts(86) test admin Account status is Unlocked a ramesh allareddy @gsa.gov ramesh allareddy 1234567890
contracts(26) shital doshi unt status is Unlocked a shital doshi@gsa.gov shital doshi 1234567809
contracts(85) Bart Bates unt status is Uniocked o james bates@gsa.gov James Bates
contracts(21) Connection_ProAdmin status is Uniocked a ssdoshi123@gmail.com Shital Doshi
B | conmactszn) Connection_ProAdmint unt status is Unlocked a Ssdoshi123@gmailcom Shital Doshi
contracts(4) program.admin-ewr A status is Unlocked a elen ramsay @gsa gov program Admin-ewr
contracts(1) Connection_Vendor Account status is Unlocked a shital deshi@gsa gov Shital Doshi
B | contracts(l) jbates james bates @gsa gov James Bates
contracts(1) Wirsless_/endor2 Account status is Unlocked a Shital doshi@gsa.gov Shital Doshi

Figure 6-7 Current Status is Unlocked

2. Click the closed padlock under the Action column to change the status as now shown in
Figure 6-8.

Expand All Collapse All
Contracts User Name N Status ~ | Action Email - First Name N Last Name ¥ PhoneMumber " | E
8 | contracts(ss) test admin Account status is Unlocked a ramesh allareddy @gsa.gov ramesh allareddy 12345 a
8 | conmacts(es) shital.doshi Account status i Unlocked a shital doshi@gsa.gov shital doshi 1234567899
8 | contracts(ss) Bart Bates Account status i Unlocked a james bates@gsa gov James Bates
8 | contracts(21) Connection_ProAdmin Account status is Unlocked a ssdoshi123@gmei.com Shital Dashi
8 | contracts(21) Connection_ProAdmint Account status is Unlocked a (£  ssdoshitza@gmailcom Shital Doshi
[+] contracts(4) program.admin-swr Account status & Locked "y G elien.ramsay@gsa gov program Admin-swr
4] contracts(1) Connettion_\endor Account status is Unlocked a shifal deshif@gsa gov Shital Doshi
a contracts(1) jbates Aceount status is Unlocked —B—m'—pmls bates@gsa.gov James Bates 1234557590
pr—

Figure 6-8 Account is Now Locked
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At this time, the user will receive an email similar to the one below indicating that their account has
been locked

GSA TSC Portal Account Lock MNotification

]
]

tscportalggsa.gov 2:02 P (0 minutes ago) -

direction of the GSA TSC Portal Administrator 1 you feel this action 15 in efror please

Regards

TSC Poral Team

Figure 6-9 Account Locked Email

1.3 To Expand the User List

You can review the details of an individual user account by clicking on the + sign to the left of the
record as shown above. If you wish to review the contracts associated with all of the accounts, click
the Expand All tab at the top of the User Management list.

User Management

Expand All Collapse All

ontracts User Name i Status ¥ | Action
a contracts(85) test admin Account status is Unlocked a rame
4] contracts(86) shital doshi Account status is Uniocked a )
e contracts(85) Bart Bates Account status is Unlocked a i
User Management
Expand All | Collapse All
e Contracts User Name - Status Action Email - First Name Last Name . Phone Number - E
a contracts(85) test admin Account status is Unlocked a ramesh allareddy @gsa.gov ramesh allareddy 1234567850 -
Vehicle Name = Duns Number ~ | Contract Number i Jendor Jy Contract End Date ~
Connestions 1l 2NSDOD01 A&T Systems, Inc
Connestions | American Systems Corperation

Connections 1| URS Federal Services, Inc

8 | coniracis(s6) shital doshi Account status is Uniocked a shital doshig@gsa.gov shital doshi 1234567880
\ehicle Name " | DunsNumber  * | ContractNumber Vendor * | Contract End Date ™
Connections |1 A&T Systems, Ine
Connextions 11 American Systems Corporation
Connections |1 URS Federal Services, Inc
a contracts(88) Bart Bates Account status is Uniscked a james bates @gsa.gov James Bates -
»
|- « 1 1 > 20 » | items per page 1-13 of 13 items

Figure 6-10 Expanded User Account List

To reduce the list to its original high level form, click the Collapse All button at the top. Like expand,
individual account details can be closed by clicking on the — sign to the left.
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User Management

Expand All Collapse All

Contracts {b User Name - Status ~ | Action Email N First Name - Last Name
[+] contracts(86) test.admin Account status is Unlocked a8 ramesh. allareddy @gsa.gov ramesh allaredady
contracts(66) shital doshi Account status is Unlocked B shital doshi@gsa.gov shital doshi
a contracts(88) Bart Bates Account status is Unlocked a8 james bates @gsa gov James Bates
contracts(21) Connection_ProAdmin Account status is Unlocked B ssdoshi123@gmailcom Shital Doshi
[+] contracts(21) Cennec tion_ProAdmint Account status is Unlocked B Ssdoshi123@gmail.com Shital Doshi
contracts(4) program.admin-ewr Account status is Locked [P ellen.ramsay@gsa.gov program Admin-ewr
[+] contracts(1) Connestion_\endor Account status is Unlocked a shital doshif@gsa gov Shital Doshi

Figure 6-11 Collapsed User Account List

1.4 To Edit User Details

There may be occasion to modify the details for a particular user. A last name could need to be
changed, a company may have been sold requiring email address changes, or a user may have
switched locations leading to a change in phone number. All of those fields can be modified by an
administrator.

1. Locate the user in the list whose information needs to be edited.

2. Click the Edit account button as shown in the figure below.

User Management
Expand AT | Coapse Al
4] Contracty Uses Name Lt ALSon Lrad First Name: ! Fante PrOfe Mumber L
(] a B8 - a8 abvrad, -
a a hast e
(] a e Bes
[+] i Shesl oA
] a B = el
] ' program mn-eun
[-] 7y —-—--a-b:u o ey Bmes
] FY ShEalaoatigions.sov Shesl Dot
o o G sacioshit 2ggmal com Sheal Doati

Figure 6-12 Edit User Account Button

3. The Edit User Information window opens, showing the fields you can change, an example is
shown below.

Edit User Information

First Nama':

Last Name':

Photie Numbser':

Phone Extension Numbes:

Figure 6-13 Edit User Information Window
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4. Make the required changes — entering the correct fields. In this example, the company name
and phone numbers are being changed.

Edit User Information

— —
First Name™:
‘Vendor
Last Name':
User
Email’:
\ender.user@NEWcompany.com
Phone Number':
610-525-2222
Phone Extension Number:

1234

Update User

Figure 6-14 Changes to User Information

5. Click Update User when you have completed your edits. Edit window closes and you can see
your changes in the User Management list

T T RO L U [ T e
.

g Account status is Locked IP Vendor user@NEWecmpany.... Vendor User 610:525-2222 123

A ! Arenunt etahie ie | Inlaekad ﬂ m chital dnehifinea any Chital Nnehi 2877228777

Figure 6-15 Changed User Information

1.5 To Delete a User Account
This feature will be added in a future release and will allow an administrator to delete a user account
from the TSC portal. You will identify the user to be deleted, click the Trash Can icon and confirm the
deletion. Details will be available when this feature is available.

User Management

Expand All Coltapse Al

o . P Aetion Emal Firnt ame mat Hama Pnses Humber Exienaicn Finie
o a P TN M i P [ =
a e st i T
o a R P A iy
Dk =Y e n U Pragem
[ a Shes U Progw
o o o E
[ a m

° a = O
o 8 s [ e
a a st L] vser

Figure 6-16 Future Delete Account Button

Telecommunications Service Category Portal — Administrator Guide 1.2 Page 37 of 71



GSA Telecommunications Services Category Portal — Administrator Guide

7 Audit Tralil

As an administrator you will periodically need to review actions taken by all of the users on the TSC
Portal. Perhaps you need to check when a user last logged in or downloaded a file. There may be
specific security guidelines that require you to check the audit logs on a regular basis. You will be
able to see every action taken or event performed by a user in the Audit Trail.

1.6 To Review the Audit Trail

1. Click the Audit Trail option in the menu to open the window.

Note all of the actions users have taken for the specified period (0-12 months) are displayed.

L4 CronteUssr & Documents Upicad B DocomentManagemsnt g 8a User Management AuTrai © Change Password

Audit Trail

Ramsay

M 4 4“4k

Figure 7-1 Opening Audit Trail

2. To change the range of actions in the display, click the drop down arrow for the Period

Range column and choose a different range. Below the list now displays data for the past 3
months.

Audit Trail

Figure 7-2 Audit Range Changed
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1.7

To Filter the Audit Trail

To further limit the events in the display, if you are looking for a specific type of user or event you
can filter for those entries in the text boxes for each column.

3.

Start to enter the text “Ven” in the Role filter box and you will see only the actions by those
with the vendor role display.

Enter “login” for the Event Description and now the audit trail is filtered to show only Vendor
users and their login activities.

Audit Trail =

Figure 7-3 Audit Trail Filtered

5. When you want to return to the full list of events, click the menu icon in the right corner and

select Clear all Filters.

&+ CreateUser 4 Documsents Upioad % Document Management 2l User Management # Aot Trai G Change Password

Audit Trail

Figure 7-4 Clear Filtering Menu
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Audit Trail =

Figure 7-5 Original Audit Trail display

1.8 To Sort the Audit Tralil

It is possible to sort the Audit Trail on specific columns.

1. Click the down arrow in the column you wish to sort and select Ascending or Descending.

#» Documents Upload B Document Management " Audit Trail G Change Password
Audit Trail
First Name ¥ Last Name ~ | Role v Event Name {T_') Period Range e
0-12 Months v
ellen gsauser GSA User ] SortAscending 0-12 Months 21
ellen gsauser GSA User IF SortDescending 0-12 Months 24
elien gsauser GSAUser |CHA 4w dide Column 0-12 Months 21
ellen gsauser GSA User LOG_OUT 0-12 Months 21

Figure 7-6 Sort Options

Note the order has changed based on the Event Name column and there is an arrow indicating
ascending order.
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Audit Trail

Figure 7-7 Sorted Audit Trail

2. When you are ready to return to the original order of the Audit Trail, click the Sort drop down
arrow again on the sorted field and choose Remove Sort.

Audit Trail
First Name v Last Name ¥ | Role v Event Name = v
Shital Doshi Vendor CHA
Shital Doshi Vendor | CHA If SortDescending
Ellen Ramsay Admin CHA X Remove Sart
Ellen Ramsay Admin CHA % Hide Column
Ellen Ramsay Admin CHANGE_PASSWORD
Figure 7-8 Menu Open
Audit Trail
s ame Last Name F Even 1l Pemod Range Even! e Eve g

hitad ]

shita dorshi

shitad dashi

sha aosh

shitas dorshi

it dashi

Nt aorsh

ahita dashi

shift doshi

dosh
shitas aashi

Figure 7-9 Sorting and Filtering Cleared

1.9 Changing the Columns Displayed

If you wish to modify the columns that the Audit Trail displays, perhaps to enlarge the display on the
screen but still see all the columns, you can hide one or more columns in the table.

1. Click the menu icon in the top right corner to display the list of columns.
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2. Move to the column you want to hide.

Audit Trail =

ol L3 ) BEER E5 P o

Figure 7-10 Selecting Columns to Hide

3. Click the column to be hidden, Period Range in this example, and note the X beside the
column name and that the Period Range column is no longer displayed.

Audit Trail =
First Narme st Narre Aol vent Name Event Time Even Descripton Ema =
¥ FistName
shital osih
v LasiN
nital s
R
<hit s
v E
shita sh
shilti o5 "
=i = 3 ss ik
it s o Event Duscr
shita T ¥ Emal
shital h oo 4

Figure 7-11 Column Hidden

4. To ‘unhide’ the column, open the menu and click on the column name to remove the X and
display the column again.
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8 Password Administration

8.1 Overview

As you saw earlier, the first time you login to the TSC Portal you are required to change your
password. There may be other times when you need to change your password — if you feel it has
been compromised, you have forgotten it, or if you receive notification that your password is about to
expire.

8.2 To Change your Password

1. Select Change Password from the menu on the portal window to open the Change
Password window.

# Documents Upload Bl Document Management A Budit Trail & Change Password

Change Password

Current Password' :
New Password’

Confirm Password

Figure 8-1 Change Password Window

2. Type your Current Password in the first text box.

3. Type your New Password, following the specified password guidelines. If the password is
not valid, the error will display as shown in Figure 8-2.
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Change Password

Current Password :

Password is not in valid format.

Confirm Password :

Figure 8-2 Invalid Password

4. Correct the format and continue.

5. Type the new password again in the Confirm Password box. If both new passwords do not
match you will see the error message shown in Figure 8-3.

Change Password

Current Password :

New Password :

Confirm Password :

1 i

Passwords not matching

[ susr |

Figure 8-3 Mismatched Passwords

6. Once all fields have been entered, click the SUBMIT button to complete the process.
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Change Password

Current Password :

Figure 8-4 Completed Password Window

7. Once you click Submit, all fields will be verified. If the initial password you entered is not
correct, an error message will pop up as shown below.

Change Password Confirmation

Incorrect Current Password

Figure 8-5 Current Password Error

If all fields have been entered correctly, you will receive a Password Successfully Changed popup
message and can click OK to continue.

Change Password

Change Password Successful

Figure 8-6 Password Changed
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You will receive a confirmation email after changing your password as shown below.

Your GSA TSC Portal password has been updated Inbox %

tscportal@gsa.gov
tome -

your password has been reset
Regards,

TSC Portal Team

Figure 8-7 Password Email Notification

8.3 Unableto Log In

8.3.1 Forgotten Password

If you cannot remember your password click the Forgot Password? link on the Sign In page to
request a new password. This will generate an email to send you a new temporary password similar
to your initial welcome password. As soon as you receive the email you should log in and change
the password so that the temporary password does not expire.

1. Click Forgot Password?

|
|

ellen.admin

Forgot Password?

Figure 8-8 Forgot Password Link

2. Enter your Username on the Forgot Password popup window and click SEND.

Forget Password

Don't worry, it happens all the timel Let us know what usemame you
use to sign-in and we will send you an email with instructions.

Back to Sign In&;e

Figure 8-9 Forgotten Password Popup

ellen.admin
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Email Sent!

If your username exists and your subscription is active, instructions for
resetting your password have been sent to your email address. If you do
not receive an email within two hours, please contact GSA TSC Portal
at tscportal@gsa.gov.

Back to Sign In page

Figure 8-10 Email Confirmation Popup

3. As the popup indicates, go to your inbox to check for the password reset email message.

Reset your GSA TSC Portal password Inbox  x

tscportal@gsa.gov
to me ~

We received a request to change the password for the tscportal.fas.gsa.gov profile associated with this email address.
Use this temporary password IR[GHIEGRE! (valid for 4 hours).

s

Go to hitps.tscportal fas gsa.gov to reset your GSA TSC Portal Password.
If you didn't request a password reset, please contact GSA TSC Portal immediately at tscportal@gsa.gov
Regards,

TSC Portal Team

Figure 8-11 Email Following Forgotten Password

4. Return to the TSC Portal as directed and login with your username and the temporary
password.

Change Password

Since you 1orge! passweord & i mandaiony i Change PRSSWOND USNG IMporary password

Figure 8-12 Change Password Notice

5. Click Change Now and follow the same change password procedures you used when you
first logged in to the TSC Portal in Section 2 above.
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Change Password

Change Password Successful

Figure 8-13 Successfully Changed Password Notice

8.3.2 Locked Account

If you attempt to log in too many times (3 is the maximum) your account will be locked out. Each
time you enter an invalid password, you will see an error on the screen as shown in Figure 8-14.

ellen.admin

SIGN IN

Forgot Password?

The username or password you entered is incorrect.

Figure 8-14 Incorrect Login Error

SIGN IN

Forgot Password?

User account is locked!

Figure 8-15 Account Locked

When this happens, and your account becomes locked, you will receive an email with instructions as
shown here. Follow the instructions in the email to request assistance.
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GSA TSC Portal Account Lock Notification Inbox

tscportal@gsa.gov

to me -

Hi ewr,

You have exceeded the maximum number of login attempts allowed.For security reasons your user account is locked.
Please contact the TSC Portal Administrator at tscportal@agsa.gov to unlock your account.

Regards,

TSC Portal Team

Figure 8-16 Locked Account Email

After your account has been unlocked, you will receive an additional email.

GSA TSC Portal Account Unlock Notification Inbox  x

tscportal@gsa.gov
to me -

Hi ewr,
Your GSA TSC Portal account has been unlocked as directed by the GSA TSC Portal Administrator.Please log onto the Portal.

Regards,

TSC Portal Team

Figure 8-17 Unlocked Account Email

8.4 Support/Resources

Even as an administrator on the TSC Portal, you may have questions or need support when
carrying out your responsibilities.

You will still contact the TSC Portal Administrator at TSCPortal@gsa.gov for the following
types of assistance:

e To unlock your user account
e Toresolve any system related issues
e Toanswer any questions

If another TSC Portal Administrator cannot answer your question, it will be referred to the
Technology Services Division (TSD) for resolution.
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9 Appendix A: Vendor User Document Upload

Note: The material below is taken directly from the TSC Vendor User Guide for your reference
relating to TSC document upload functions conducted by your industry partners.

9.1 General Information

The documents that you will be uploading are no different from those you have submitted to the GSA
in the past and you should follow the same guidelines in preparing them. You will begin the upload
process from the TSC Portal and then select your documents from their location on your local
system or network.

9.1.1 Accepted Documents for Upload

There are some restrictions on the files you will be uploading in terms of file type and size.

e Files must be smaller than 100 megabytes (mb)
e A maximum of 10 files can be uploaded at one time
o Files must be one of the following types:
0 Microsoft Excel (.xls, .xIsx)

Microsoft Word (.doc, .docx)
Comma Separated Value (.csv)
Text (.txt)
Images (.jpeg, .png)

0 Adobe Portable Document Format (.pdf)
If your file is not one of these types or is larger than the size specified, it will not upload. Save
the file in an acceptable format or, if too large, edit the document within its application and save
it in smaller sections.

©O O OO

9.2 To Upload a Document

When you are ready to upload one or more documents, you will open the Documents Upload
window, which is also the initial window displayed after login. You will be identifying the Contract
and Reporting Period for your upload prior to selecting the specific file.
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© User Guide & Welcome, vendor user-ewr G Log out

GS A |Telecommunications Services Categery Portal

~ Upload B /" Audit Trail @ Change Password

Document Upload

Contract Type:

Please select Contract Type v
Reporting Period:

Please select reporting period v
Reporting Year:

Please select reporting year v

Select a File:

Choose Files | No file chosen

Figure 9-1 Document Upload Window

6. Click the drop down arrow for the Contract Type field

7. Select the applicable contract, in this case ‘Wireless’ will be selected.

#» Documents Upload i Document Management 4 Audit Trail & Change Password

Document Upload

Contract Type:

Please select Contract Type

Please select Contract Type

Wireless - GS00Q13NSA3002

Flease select reporting period v

Reporting Year:

Flease select reporting year v

Select a File:

Choose Files | Mo file chosen

Figure 9-2 Contract Selection

8. Click the drop down arrow for the Reporting Period field

9. Select the applicable Reporting Period, either by month or quarter as appropriate. The figure
below shows that September is selected.
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Document Upload

Conftract Type:

Wireless - GS00Q13NSA3002 v

Reporting Period:

‘ Flease select reporting period v

Flease select reporting period
December

MNovember

October

September

August Lo
July

June

May

April

March

February

January

1stguarter

2nd quarter

3rd quarter

Ath quarter

Figure 9-3 Reporting Period Selection

10. Click the Reporting Year drop down arrow and select the appropriate year.

Document Upload

Contract Type:

Wireless - GS00Q13NSA3002 ¥

Reporting Period:

September r

Reporting Year:

Flease select reporting year r

Flease select reporting year

2015
2014
2013
2012
2011
2010

Figure 9-4 Reporting Year Selection

11. Click the Choose Files button as shown in Figure 4-1
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Document Upload

Contract Type:

Wireless - GS0DQ13NSA3002 v

Reporting Period:

September r

Reporting Year:

‘ 2018 ¥

Select a File:

Choose Files | Mo file chosen

Figure 9-5 Prepare to Choose Files

12. Navigate to the files in the Windows Explorer window that opens.

€ open N . e -
@Qp'; » FSSIReporting * WIRELESS » Septto clean by || SecrchSepttocioon P
Organize = New fodder = - i 0
Favorites m: Name E Date maodified Type
I Desidop 1] ABSR October 2016 Sprint w commentsx_ 10
. Bz || 4] Fssl ABSR TMobile Sept-2016 w comme..

<> Recent Places L] F5S1GSA ABSR ATT SEPTEMBER 2016 FL-
& FS5I Verizon ABSR SEPTEMBER 2016 Billi

~ Libraties 4] FsSI Wireless Performance Report FY201
Documents GS00Q13NSAIN00_usg 092016 _003.csv
4. Music GS00Q13NSAI001 usg 092016 003.csv
=, Pictures GSO0013NSAIN02_usg 092016 003 .cov
= Subwersion GS00Q13NSAI003 usg 092016 003csv
B videos

File name: F5SIABSR TMobile Sept-2016 w commentsxlsx ~ | All Files 2

oo (e

Figure 9-6 File Selection

13. Once file is selected, click Open to return to the Portal window. Note the file you selected is
displayed.
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Document Upload

Contract Type:

Wireless - GS00G13NSA3002 v

Reporting Period:

Septembar v

Reporting Year:

2016 v
Select a File:

Choose Files

Name

size Progress Actions
F551 ABSR TMobile Sept-2016 w comments.xlsx 0.02 MB

Upload Progress:

Upload Progress 0%

#» Upload Files il Remove Files

Figure 9-7 Selected File

14. If you have more than one file to upload, click the Choose Files link again to browse to your
files.

15. Select the additional file to upload. To select multiple files in this window, hold down the Citrl
key before clicking the file name. Two files have been selected in Figure 4-3.

@ Open - Pwnm . v P - - ]
U\.J » FSSIReporting » WIRELESS » Sept o clean wl g || Seorch Septtociean P
| Organize = MNew folder = i o
Favarites =
B Deskiop £ ABSR October 2016 Sprint w commentsx. 10,
B Downloads T 1) F5SI ABSR TMobile Sept-2016 w comme_
<» Recent Places £ FSS1GSA ABSR ATT SEPTEMBER 2016 FL..
] 551 Verizon ABSR SEPTEMBER 2016 Billi..  10/2 I
o Libraries 40} £S5 Wireless Performance Repart FY201..
Documents GSO0Q13NSAZ000 _usg_092016_003.cov
o Music GS00Q1INSAI001_usg 092016 003.csv
5. Pictures GS00Q13NSA3002_usg_092016_003.csv
Subversion GEOOQ13NSAI003 _usg_092016_ 00L.csv
B videos
| File name: “GSDOQ13NSAZ002_usg 092016 003 cov™ "FSSI Wireless Performance Report FY2016-09 Septudsx = |All Files -
Open Cancel
| 53

Figure 9-8 Multiple Files Selected

16. Click Open to return to the Portal. Note three files now displayed and ready for upload.

17. If one of these files should not be uploaded, click the Remove button as shown below.
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Document Upload

Contract Type:

Wireless - GS0DQ13NSA3002 A

Reporting Period:

September

Reporting Year:

2016 v
Select a File:

Choose Files

Name
Size Progress Actions.

F S5 ABSR TMobile Sept-2016 w comments.xisx 0.02 MB
F 551 Wireless Performance Report FY2016-09 Sept.xlsx 0.23 MB
G 500Q13NSA3002_usg_092016_003.csv 0.02 MB

Upload Progress:

Upload Progress 0%

#» Upload Files il Remove Files

Figure 9-9 Remove File Button

Name
Size Progress Actions

FSSIABSR TMobile Sept-2016 w comments xlsx 0.02 MB

GS00Q13NSA3002_usg_092016_003.csv 0.02MB

Upload Progress

Upload Progress 0%

#» Upload Files 1l Remove Files

Figure 9-10 File Removed

18. Once you have all the necessary files displayed, click the Upload Files button as shown
below.

Upload Progress

Upload Progress 0%

#» Upload Files 1 Remove Files

0

Figure 9-11 Upload Files

The progress of the file upload is displayed until the process finishes.
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Document Upload

Name
Size Progress Actions

FSSI ABSR TMobile Sept-2016 w comments xIsx 0.02 MB -

GS00Q13NSA3002_usg_092016_003.csv 0.02 MB

Upload Progress:

Upload Progress 50%
#» Uploading &

Figure 9-12 Upload Progress

A confirmation window will open indicating the Success of the upload. Click OK to continue.

Documents Upload Confirmation

Document FS5I ABSR TMobile Sept-2016 w comments.xlsx Uploaded Successfully !

Document GSOOQL3NSA3I002_usg 092016 _883.csv Uploaded Successfully !

Figure 9-13 Upload Confirmation

If one or more of the files did NOT successfully upload you will see those details in a similar
message as shown below — where an attempt was made to upload a ZIP file.

Documents Upload Confirmation

Document FSSI Billing Reports 2016-89 (Sep) 0CIO.zip is invalid file format.

Figure 9-14 Upload Failure

In the case of an upload failure, identify the reason, correct the issue and reattempt the upload.
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10 Appendix B: Vendor User Document
Management

Note: The material below is taken directly from the TSC Vendor User Guide for your reference
relating to TSC document management functions conducted by your industry partners.

10.1 Initial File Status

After you have successfully uploaded one or more files, you will be able to view the files and their
corresponding status from the Document Management function. Here you can see whether your file
is being reviewed and by which GSA analyst. The analyst can Accept or Reject the file and will also
provide comments which will appear on this screen.

Figure 5-1 and Error! Reference source not found. show the Document Management details for
the two files that were uploaded in the prior section. They have just been uploaded and show
Pending Review.

# Documwnts Upload B DocumentManagement  # AudnTail G Changs Password

Document Management =

Figure 10-1 Document Management Window
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#» Documaents Upload b Document Management # Audit Trail G Change Password
Document Management =
owrioad Sontrct Number ehicle Name vendor Mame fieporting Peniod Ipkoaded By ommests
r AN - e
~ : 4 o i
] =
l« 4 1 1w 20 v femsporpage 1-2 of 2 toms

Figure 10-2 Document Management Window — scrolled right

10.2 Document in Review Status

When there is a change in the status of your file, you will be sent an email alert. Figure 10-3 shows
that one of the uploaded files is being reviewed.

GSA TSC Portal Document Update Status Notification:FSSI ABSR TMobile Sept-2016 w comments.xIsx changed to & &
Under Review Inbox

tscportal@gsa.gov 3:16 PM (0 minutes ago) - -
to Shital.doshi, shital.doshi, me =

The document FSSI ABSR ThMobile Sept-2016 w comments xIsx is currently under review and is awaiting completion
Regards

TSC Portal Team

Figure 10-3 Status eMail

After receipt of the email you can see that the status has changed to ‘Under Review’ and a GSA
User has been identified. There is nothing for you to do at this point.

Document Management

Type - File Name Status Reveewed By Downioad Contract Number WVehacle Name VENGOr Name: Reporting Penod Swe Uploaded By
) SS0001INSAZD..  Pending Revew o Wireless 0.01
..} FSSI ABSR TMo Inder Review EWR, GSALIser ! ] GS00013NSAIN0Z Wireless 0 0748

Figure 10-4 Review Status

10.3 Rejected File

If the GSA Analyst has found an issue with the file you submitted, he or she will change the status to
‘Rejected’ and will add an appropriate comment. After you receive the email alerting you to the
rejected file status, you should go to the TSC portal to download and correct the file.

1. Open the email received from TSCPortal@gsa.gov and review the contents.
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GSA TSC Portal Document Update Status Notification:FSSI ABSR TMobile Sept-2016 w comments.xlsx changed to &
Rejected Inbox x

tscportal@gsa.gov

3:19 PM (2 minutes ago) - -
to Shital.doshi, shital doshi, me ~

The document FSSI ABSR TMobile Sept-2016 w comments.xisx has been rejected. The reason for rejection is: Please correct your unit prices and resubmit
Please make applicable corrections and resubmit.

Regards,

TSC Portal Team

Figure 10-5 eMail Rejection Notification
2. Open the TSC Portal.

3. Click the Document Management menu option at the top to open the list of your files and
note the ‘Rejected’ Status.

#» Decuments Upisad Wi Decument Management & Aisit Teal & Change Password

Document Management

Type File Name Status Reviewad By Downkaad Contract Nu

Figure 10-6 Rejected Status

4. Scroll to the right to locate any comments provided by the GSA Analyst. Figure 5-14 shows
the text about the correction needed.

Document Management

Reviewsd By Downiload Contract Number Viehicle Name Vendar Name Reporting Fenod Size Uploaded By

Figure 10-7 Comments

Once a file has been rejected, you will need to download it from the Document Management list and
correct the issue. After correction, you can upload the revised file.

5. Locate the file that has been rejected in the Document Management list
6. Click the Download icon as shown in Figure 5-8.
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Document Management:

Type File Name Status Reviewed By Download Contract Number Vehicle Name
@ GS00CQ13NSA3000_u... Pending Review -P‘l GSO00Q13NSA3000 Wireless
a FSSIGSAABSRATTA.. Rejected GSA, User -QI GS00Q13NSA3000 Wireless

Figure 10-8 Download Icon

When you click Download, the file will automatically be downloaded into the folder which you have

established on your system. Often this is a folder named “Downloads” but you may have specified a
different location.

The downloaded file appears in the lower left of the screen as shown in Figure 5-9.

7. Click the arrow next to the downloaded file name and select the option you need.

£ Documents Uplcad B Document Management # Bugn Tail G Change Password

Document Management

B FaS1 ABSR TG ecepted EWR, GaAUser

2 2

Figure 10-9 Downloaded File

8. After you download and correct your file, return to the Documents Upload function and
upload your file again, perhaps adding a version or revision number to the filename. If you

attempt to upload a file you have already uploaded you will see an error message as shown
here.
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Documents Upload Confirmation

Document with name FSSI ABSR TMobile Sept-20816 w comments.xlsx already exists
Please rename the file by appending revisions Rev_1, Rev_2 etc to filelame.

4

Figure 10-10 Duplicate File Error

You can return to Document Management to review the status.

10.4 Accepted File

As soon as the GSA Analyst has reviewed your document and determined that it meets all the
requirements, he or she will change the status to Accepted and you will receive an email as shown
in Figure 5-17.

GSA TSC Portal Document Update Status Notification:FSSI ABSR TMobile Sept-2016 w comments.xlsx changed to Accepted Inbox  x

tscportal@gsa.gov 821 AM (5 minutes ago)
to Shital doshi, shital doshi, me -

The document FSSI ABSR TMobile Sept-2016 w comments.xisx has been Accepted. Additional comments ‘Accepted

Regards,

TSC Portal Team

Figure 10-11 Accepted eMail

9. To view the status in the portal, select Document Management from the menu.
10. Note the Status of ‘Accepted’ for the second file.
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# Docaments Upload b Document Mansgement # Audit Trad @ Change Password

Document Management

&
B

File Name

A

LR T !'\"I}L'u!;ﬂlg-_-

Figure 10-12 Accepted Status

Once you receive the email that your file has been accepted, there is no further action you need to
take for this document.
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11 Appendix C: GSA User Document
Management

Note: The material below is taken directly from the TSC GSA User Guide for your reference
relating to TSC document management functions conducted by GSA analysts.

11.1 Initial File Status

After vendors have successfully uploaded one or more files against one of your contract vehicles,
you will be able to view the files and take action on them from the Document Management function.
Here you can download, review and accept or reject files as well as provide comments. Any actions
which you take in reviewing a document will be reflected on the same Document Management
screen which the vendor accesses, eliminating the need for multiple back and forth emails. This
section of the user guide includes the steps for the actions you as a GSA user will take in managing
uploaded documents. For the details on the vendor functionality within the Document Management
process, please see Section 10, Appendix B: Vendor User Document Management.

When a vendor has uploaded one or more documents associated with a contract which you
manage, an email notification will be sent to you to alert you that a document is ready for review.
Two examples of emails, based upon uploading the documents shown in the previous section are
shown in Figure 5-1 and Error! Reference source not found..

GSA TSC Portal Document Upload Notification:FSSI ABSR TMobile Sept-2016 w comments.xIsx Inbox  x

|
[

tscportal@gsa.gov 2:49 PM (7 minutes ago) - -
to Sdoshi703, doshiss123, james.bates, ssdoshi123, me, ssdoshi -

A document FSSIABSR TMobile Sept-2016 w comments.xlsx associated with T-Mobile, Inc/GS00Q13NSA3002 has been uploaded to the GSA TSC Portal and
is pending your review.

Regards
TSC Portal Team

Figure 11-1 Document Upload Notification

GSA TSC Portal Document Upload Notification:GS00Q13NSA3002_usg_092016_003.csv Inbox  x

h
[}

tscportal@gsa.gov 2:49 PM (7 minutes ago) -~ -
to Sdoshi703, doshiss123, james.bates, ssdoshi123, me, ssdoshi ~

A document GS00Q13NSA3002_usg_092016_003.csv associated with T-Mobile, Inc./GS00Q13NSA3002 has been uploaded to the GSA TSC Portal and is
pending your review.

Regards
TSC Portal Team

Figure 11-2 Additional Notification
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11.2 Document Pending Review

After receipt of the email you will begin the process of reviewing whatever vendor documents are in
your document management list. Only the documents associated with your contracts will be
accessible by you.

1. Login to the TSC Portal using your Username and Password

2. Select the Document Management function from the menu to open your file list. Note the
Status ‘Pending Review’ for the newly uploaded documents as shown in Figure 5-2.

~ Upload ] oL A Audit Trail & change Password
Document Management =
Type File Name Status Action Reviewead By Downioad Contract Number Vehicie Name Vendor Name Repodin
@ 50001 SNSAID01_usg 09 Pending Review L] Wilneless Sprint Sep =
@ GSDOCINSAIO0Z U Pengng Review m oH Wirsless T-obie, Ing sep
B FSS| ABSR Thick ots B o Wireless Tadabite, Inc Sep
sy Lcov
a NSF_Py 3 H Wirsless ATAT Mobity LLG [+73
B Contingency Plan 15 tion . Pending Review o Wireless ATAT Mabisty LLC ="
& NSP_ProcessFiows_va (1)5a1 unaer Review Ban, Bales H VARIesS ATAT Mobaty LLC o
h a5 Il and FegRela Accepte m shital, admin o Vireless ATET Mobiity LLC
B " VeSS ATST Mobiity LG o
By ~ Viireless ATAT Mobiity LLG
B Shital, Doshi L-J Wireless T-Mobie, Inc o
=] x Accepled shital, admen o wireless ATAT Mobity LLC o
& WireleasTest doex Accepted Shital, Deshi ] Wireless T-Mobie, Inc Sep
1 »
I+« 1 1 » » 20 -+ itemsperpage 1-12 ot 12 tems
Type ¥ File Name v Status Y Action Reviewed By ¥ Do

@ GSD0Q13NSA3001_usg_092016_003.csv Pending Review Under Review

@ GS00Q13NSA3002_usg_092016_003.csv Pending Review Under Review

h FSSI ABSR ThMobile Sept-2016 w comments... Pending Review Under Review

NSP_ProcessFlows_V1_pdf Pending Review Under Review

Figure 11-3 Pending Review Status

3. Scroll to the right to see additional information about the Vendor, Reporting period and the
user who uploaded the document.

Document Management:

Vehicle Name ~ Vendor Name > Reporting Period ¥ | Size ¥ Uploaded By > Comments =
Wireless ATE&T Mobility LLC August-2016 026186 vendor, user -
Wireless AT&T Mobility LLC August-2016 0.9323 vendor, user

Figure 11-4 Scrolled to the Right
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11.3 Review a File

As you review the uploaded contract documents you will be changing the status of the file by clicking
on an Action button. The actions that you will have available to you throughout the document review
process are:

¢ Under Review

o Accept

o Reject

The first step that you will take is to change the status to ‘Under Review’ for the document you are
going to check. To do this:

1. Identify the document you wish to review.

2. Click the Under Review button in the Action column

Document Management:

Type File Name E Status > Action Reviewed By ~ | Download Contract Number ~ VeE

¢3) | CSO0QI3NSA3000_u.. | Pending Review & GSD0Q13NSA3000 -
[y FSSIGSAABSRATTA..  Pending Review * & GS00Q13NSA3000

Figure 11-5 Under Review Action

3. When the Update Document Status box opens, Click Update Status to confirm

Update Document Status

Do you want to change the document status from Pending Review to Under Review

Update Status

Figure 11-6 Update Status Confirmation

This will change the status for the file to Under Review, will change the next available action button
to ‘Reject Accept’, and will enter your user name in the Reviewed By column. At the time you do
this, the Vendor will receive an email that the document is being reviewed and can also check the
status and reviewer name in their Document Management window.

o
@ GEOFENSAIIND usg D92016_ D03 csv Pending Hewew ¢ CGENNNINSAIIND Wirpdess T-obde, Ing sep
h 551 ARSR TMahile Sept-2016 w comments UnderReview | Reiect  Actest PWR, GRALIser & GSN0OINSAINN? Wireless Thiohile, Inc Sep
‘ NSP_PmcessTlows_ V1 pdf Pending Review v Under Review o GSINR1INSAINND Wirsless ATAT Mohity | 1.C. o

Figure 11-7 Status Updated
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11.4 Download a File

Now that you have begun the document review, you will need to download the file from the
Document Management list and process it following your current business rules and procedures.

1. Locate the file that you wish to view in the Document Management list

2. Click the Download icon as shown in Figure 5-8.

Document Management

Status

ESIM S

Pending Review

Hewewed Hy " Download

Contra

ct Number

¥ Vehicle Name  ~

“iendor Name *  Reportin

spant Sep -
T-Mobile, Inc Sep

Mabile, Inc Sep

Under Review

Figure 11-8 Download Icon

When you click Download, the file will automatically be downloaded into the folder which you have
established on your system. Often this is a folder named “Downloads” but you may have specified a

different location.

The downloaded filename appears in the lower left of the screen as shown in Figure 5-9.

3. Click the arrow next to the downloaded file name and select the option you need.

-~ Upload [ # At Trail G Changs Password
Document Management
& -
[ ] =8 T - =
| .
I
FS51 ABSR TMobs i ALr

Figure 11-9 Downloaded File

4. After you download and review the file, return to the Document Management function to take
the appropriate action.
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11.5 Reject a File

If you have found an issue with the file you reviewed you will need to change the status to ‘Rejected’
and add an appropriate comment. As soon as you do this, the vendors will receive an email alerting
them to the rejected file status and should correct the file.

e —

@ GSO0Q13NSA3002_usg_092016_003csv Pending Review L] GS00Q13NSAI002 Wireless T Moblle, Inc sep
h FSSI ABSR TMoblle Sept 2016 w comments... | Under Review Reject | Aceent EWR, GSMser ] GSODQ13NSAID02 Wireless T Mabille, Inc sep
a NSP_ProcessFlows. V1 pdf Pending Review Under Review @ GS00013NSAZD00 Wireless ATAT Mobility LLC 0c

Figure 11-10 Ready for Additional Action

5. Click the Reject Accept button in the Action column as shown in Figure 5-10 above.

Update Document Status

Status’ :
© Accept O Reject

Comments:

Figure 11-11 Accept/Reject Options

6. Select Reject from the Update Document Status window that opens

7. Enter an explanation for the vendor in the Comments text box

Update Document Status

Status” :
) Accept @® Reject

Comments:

Please comect your unit prices and resubmit]

=
‘h L )

Figure 11-12 Rejecting Status
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8. Click Update Status.

The document status is now modified to read ‘Rejected’ and the next action available to you is to
change the status to ‘Accept’. This might apply if the vendor has contacted you and justified any
errors you might have identified in the document. Figure 5-12 shows the current state of the file.

Document Management =

Type ¥ File Name - Status - Action Reviewed By ¥ | Download Contract Number ~ Vehicle Name ¥ Vendor Name ¥ Reportin
&) GS00Q13NSA3001_usg_092016_003.csv | Pending Review o GS00Q13NSA3001 Wircless Spiint Sep -
&) GS00Q13NSA3002_Usg_092016_003.csv  Pending Review Under Review o GS00Q13NSA3002 Wireless T-Mobile, Inc sep
a FSSI ABSR TMobile Sept-2016 w comments. Rejected m EWR, GSAUser o GS00Q13NSA002 Wireless T-Mobile, Inc. Sep

Figure 11-13 Rejected Status

The vendor who uploaded this document will receive an email alerting them to the rejected file

status. When they open their Document Management window they will see the Comments that you

included as shown in Figure 5-14.
Document Management

Reviewed by Downioad Contract Number Vehiciz Mame enaor Name Reparing Perod Size Uploaded By Comments Upload Time
Bless September- 2016
Wireless, September 2016 o017
EWR, GSALIse: wireless, September 7016 00248 Fease
Wircless ATET Mobility LLC October-2016 01010

Figure 11-14 Comments

11.6 Accept a File

Once you have reviewed a document and determined that it meets all the requirements you will
change the status to Accepted. You will either choose Accept upon your first review of a document,
or after subsequent reviews of a previously Rejected file.

11.6.1 To accept a document upon first review

1. Click Reject Accept in the Action Column

Document Management
Type - File Name b Status Action Reviewed By ~ | Download Confract Number *~ |Vehicle Name

&) GS00Q13NSA30... | Pending Review o GS00013NSA3001 Wireless

EWR, G5AUser "_I GSD0GQ13NSA3002 ‘Wireless

@ GSO0Q13NSA3D.. Under Review

Figure 11-15 Ready for Review
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Update Document Status

Status’:
Accept Reject

Comments:

Figure 11-16 Accept/Reject Options

1. Click the Accept radio button
2. Click Update Status

The Status will change to Accepted and the Action will now read Completed. No further action is
required for this document.

Document Management

Type File Name ; Status ¥ Action Reviewed By * | Download ConfractNumber * | Vehicle Name Vendor Name ¥ | Reporting Period ~  Size

@  CSMQINSA.. | PendngRevew £  GSIQENSANOD! | Wireless sprint Seplemoer2016 | 00125 &
@ G500Q13NSA30.. Under Review EWR, GSAUser Q GS00Q13NSA3002 Wireless T-Mabile, Inc. September-2016 0.0179
h F5SI ABSR TMob.. Accepted EWR, GSAUser Ql GS00Q13NSA3002 Wireless T-Mobile, Inc. September-2016 00248

Figure 11-17 Accepted Document

11.6.2 To accept a document after initial rejection

If you have reviewed a document after vendor explanation or changes, you may want to change the
status from Rejected to Accepted.

1. Under the Action column for the rejected file, click the Accept button.
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#» Documents Upload B Document Management # Audit Trail G Change Password

Document Management

Type ¢ File Name 3 Status b Action Reviewed By ~  Download Contract Number ~ |Vehicle Name ~ Viendor Name 4
& GS00Q13NSA30... | Pending Review & GS00Q13NSA30D1 Wireless Sorint
&) GS00Q13NSA30... | PengdingReview 3 GS00Q13NSA3002 Wireless T-Mobile, Inc
5] FSSI ABSR Thob... Rejected ot EWR, GSAUser & GSD0Q13NSA3002 Wireless TMabile, Ine
B NSP_ProcessFlo.. | Pending Review e W o GSDOQ13NSA3000 Wireless ATAT Mobility LLC

Figure 11-18 Accept Action

2. Click Update Status to confirm that the status should be changed to Accepted from the pop
up window as shown in Figure 5-19 .

Update Document Status

Do you want to change the document status from Rejected to Accepted

Update Status

Figure 11-19 Confirm Acceptance

Note that that the Status has changed to ‘Accepted’ and the Action column reads ‘Completed’. You
are finished with this document.

# Documents Upload Ei Document Management # Audit Trail & Change Password

Document Management

Type - File Name - Status - Action Reviewed By ~ | Download Contract Number ~ | Vehiclg
) GSO0Q13NSA30.. | Pending Review o GS00Q13NSA3001 Wi
&) GSDOO13NSA30..  Pending Review o GS00Q13NSA3002 Wi
B FSSI ABSR Thob... Accepted Bl EWR GSAUser & GS00Q13NSA3002 Wi
- PSS SN - S

Figure 11-20 Accepted Status

The vendor will receive an email that the file has been accepted. You are ready to Download and
review any additional documents in your Document Management window as shown in
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# Documents Upload  E¥ DocumentManagement = # AuditTrail G Change Password

Document Management

Type 2 File Name 2 Status i Action Reviewed By ¥ | Download Contract Number > | Vehicle Name Vendor Name * | Reporting Period > Size i

& GS00Q13NSA30.. | Pending Review & GS00013NSA3001 Wireless Sprint September-2016 | 00125 &
) GSO0Q13NSA30..  Pending Review & GS00013NSA3002 Wireless T-Mobile, Inc. Sepiember2016 | 00179
a FSSI ABSR TMob Accepted | Complet I EWR, GSAUser 'jb GS00Q13NSA3002 Wireless T-Mobile, Inc September-2016 0.0248

Figure 11-21 Download Another Document

For additional information on the emails the vendor receives and the document management
windows they will see, refer to see Section 10, Appendix B: Vendor User Document Management.
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