I.T. ORDERING INSTRUCTIONS
These directions are to help assist requestors who want to purchase I.T. related items. I.T. items are defined as any computer hardware, software, or phone peripherals. This guide is to ensure that proper information is submitted at the time of request. Proper information will in turn make acquiring requested items easier and more efficient. 
1. Obtain a SEWP quote from https://www.sewp.nasa.gov/cgi-bin/rfq.pl
a. Click  “Request for Quote”

b. If needed, establish an account with a user name and password. Use the “Register Here” link in the upper right hand corner.

c. Log in with username and password.

d. Click on the “Create” tab.

e. [image: image1.jpg]& Welcome fenn3228! Log-out (f you are net

NASA SEWP Advanced RFI/RFQ Tool

Search ‘W Modify __uotes “hdp

New

Select Contract Holder(s):
select One Or More Competed Contract Holder(s) OR Non-Competed 8(a;

¥ he (ciass 1) ¥ unisys (class 19 ¥ Feneiss 10 ¥ 1o (class 10 &1
7 otsissuncclass 2 7 oTsicass 11&13) 7 cEwine (Class 12) ¥ oLt s 12)
7 1em class @) ¥ oM class 13) 7 ww (class 12) ¥ 160V (ciass 12
7 Hp-cPa (Class 8) 7 swordashield Class 12) 7 cowe (class 1
V' MR/ Cray (class 6) ' recHNicA (Class 12)

w

Competed Small Business ™
our Requirenerme’
Nate: Ttams markad with * are -
L2 o)

* Request For Quote (RFQ)  Select one

m"'""‘"‘ [Flease TYPE here as much detall as possible including

ME, - [specifications ana requirements to send to the selectec
“lholder(s). Please refrain from including propriecary ¢

el jinformation on all RFQs and RFIs.

ada oot Fites: __SREFIRS | o e attached

* Raply nas in Businass Daye ar By |5 007 ‘Quisida Cantinanta

Include Provious Quote #5) | what st Request 508 nfo
our Contact Information: /

“Th ot act Holder(=) may contact

R Frostname: e
P — s [
P — . [acobTenmer@medvat

Yaur AgancyC |DEPARTMENT OF VETERANS AFFAIRS

Secondary Contact Information

Personal Info Policy:
#*% The information on this page is collected for the sole
pase of respordg o s renunsh. The mforration

coected will v be wred fo iherthan e sbove 8

purpose.

What do you think of our new SEwp Advanced RFI/RFQ tool?

Send Us your opifion hers (opens in 2 new window)

our fesdback i the fusl w& nesd ta impravs thass veb ool

Save and Submit Quith

RFQ help rfa@sewp.nasa.gov




Under “Select Contract Holder(s),” click on “All Competed.”
f. Under “Your Requirements,” click on “Market Research.”
g. In the Requirements field, enter a complete description of the items required.  This should include manufacturer, item specifications, and quantity.

h. Click on “508 Compliance Information” to request 508 status.

i. Leave default for 5 days in the “Reply needed” field.

j. Leave “Agency RFQ ID/Name” field blank. No entry.

k. Under “Your Contact Information,” click on “Email” for receiving responses.

l. Update “Your Agency” to Department of Veterans Affairs.

m. Select “Save and Submit.”
n. Vendors will then submit quotes or no-bids in response to your request. To expedite the order through Contracting, please attach all quotes and no-bids responses to the order request form.
o.  
If no SEWP quote is available requestor must state why no quote is available and provide alternate source of product along with a quote from that alternate source.
2. Verify vendor is added into Vista by typing in:
^vendor (return)

Type in vendor name

Please provide the vendor number on order request form. 
If a vendor is not in Vista please fill out the following form:

\\Vha20nasnpor\por_services\A&F\CONTRACTING\Web\New Vendor Info.doc.
Email the form to: VISN20VendorEdit@va.gov.  
3. Verify Vendor is registered with CCR (Central Contractor Registration).

See https://www.bpn.gov/CCRSearch/Search.aspx.

4. In order to purchase from a Vendor, the Vendor must be registered with CCR. Please print out copy of CCR registration and provide with order.
5. Once a quote has been obtained, please fill out the IT Order form found at www.visn20.med.va.gov/portland/research/pdf-documents/purchasing/order_form.pdf.
6. Sole Source - If item is a sole source justification (only one vendor can provide the needed item), a sole source justification from must be submitted with the order form. The form may be found at : www.visn20.med.va.gov/portland/research/word-documents/purchasing/sole-source-justify.doc
7. Networked Item - Will this item be placed on the VA Network? If Yes or No a specific description of where the item will be placed, what the intent of use will be, etc., must be submitted at time of order. 
8. Operating System/Software - If a new computer/operating system/or software is being requested the operating system (i.e., Windows, Adobe) and version must be specified on the order form. 

9. 508 Compliant - Is the item 508 compliant? This means that a person with disabilities has the full ability to use the product. 

10. Finally, use the IT checklist to assure that all items have been fulfilled. IT orders will not be initiated unless orders are filled out in their entirety. 
All forms must be attached to ORDER Form in order to be processed. Please allow up to 90 days for processing time. 
