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SIMPLIFIED ACQUISITION THRESHOLD

1.0 Purpose

The purpose of this document is to give guidance to customers who will use the
Simplified Acquisition Threshold (SAT) service at the NASA Shared Services Center
(NSSC).

2.0 Applicability/Scope

Simplified Acquisition is a term used by federal procurement personnel to
describe the policies and procedures used to acquire commodities and services,
including research and development, and commercial items. The individual
acquisition value for most of these actions does not exceed the threshold of
$150,000 (higher thresholds exist for certain types of SAT purchases). For the
purposes of this Simplified Acquisition Threshold Customer Guide only actions
valued above the micro-purchase threshold of $3,500 and at or below $150,000
are included and, hereinafter, are referred to as SAT purchases. Please note
however, that the NSSC will accept requests to process and award acquisitions below
the micro-purchase threshold for requirements that cannot be purchased with a
Government P-card.

The following types of acquisitions are within the scope of SAT awards to the NSSC.:

Award and administration of simplified acquisitions between $3,500 and
$150,000 including new orders issued against General Services Administration
(GSA) contracts or any of the Solutions for Enterprise-Wide Procurement
(SEWP) contracts.

The following types of acquisitions are not within the scope of SAT awards to the NSSC.:

New awards with a potential value over $150,000 (even those utilizing simplified
acquisition procedures);

Purchases made with a P-Card;

New Indefinite Delivery, Indefinite Quantity (IDIQ) contracts or Blanket Purchase
Agreements (BPAS) that permit the award of orders with a potential value over
$150,000;

Orders under $150,000 issued against an IDIQ contract or BPA retained by the
Center (this does not include orders issued against any of the SEWP contracts);
Interagency Agreements;
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e Small Business Innovation Research (SBIR) Phase Il contracts that are
retained by the Centers;

e Grants that are retained by the Centers;

e Orders for construction, facility repair or Architect & Engineer (A&E) services
(Material Groups “C1,” “C2,” *Y,” and “Z"); and

e SAT purchases made by institutional support contractors (Center contracts with
scope that provides for these contractors to make certain purchases on behalf of
the Center).
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Simplified Acquisition Requirement Process Flow

Use the following process flow to determine whether to send a requirement to the
NSSC SAT Team or the Center’s Procurement Office:

Requirement
should be Routed

Requirement
Identified

l

Requirement

Estimated Value is
Over $150,0007?

Requirement In

to Center
Procurement
Office
4
YES
NO
YES

Scope of the NSSC?

YES

Check Simplified
Acquisition Website (https://
WWWw.nssc.nasa.gov/
simplifiedacquisition), or
call the Customer Contact
Center (CCC)

Requirement
available on a Center

BPA or IDIQ?

NO
v

Request
Submitted to the
NSSC

IDK——|

CallCCC
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The following defines some of the roles associated with the acquisition of SAT awards:

NASA Center

Technical End-User
The Technical End-User with the actual need for the supply or service identifies
the requirement to start the acquisition process.

Resource Analyst (RA) and/or Budget Analyst
The Resource Analyst (RA) or designee has the primary responsibility of
tracking funds for the assigned program, project, or organization.

Initiator/Requisitioner
The initiator or designee is primarily responsible for identifying and initiating a
particular purchase:

o0 Develops a written description of the item or service to be purchased;
Prepares the Purchase Request (PR) and supporting documents;
Processes the PR through appropriate channels at the Center;
Supports the solicitation preparation and the evaluation/award process;
and
Enters the PR in Systems, Application & Products (SAP) in Data
Processing.

(elNelNe

@]

NSSC SAT Team

Procurement Specialist/Buyer

The Procurement Specialist/Buyer is responsible for performing assigned work
and actions in accordance with applicable regulations, policies, procedures, and
instructions. Key duties include acquisition planning and coordination,
preparation of procurement packages, and monitoring/providing status of
procurements to management.

Contracting Officer (CO)

The Contracting Officer (CO) executes contracts within the limits of delegated
authority and in accordance with applicable regulations, policies, procedures,
and instructions. The Certificate of Appointment (Warrant) establishes the
specific authority of each CO, while the Federal Acquisition Regulation (FAR)
and the NASA FAR Supplement (NFS) set forth signature authority for each
level of CO. CO’s provide guidance to the Procurement Specialist/Buyer working
the acquisition package. Only COs have the official authority to contractually
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bind the government and overall responsibility for the entire process subsequent
to the initial requirement determination.

3.0 Process Initiation

Once determined to be within the scope of a NSSC SAT, a requisition package shall be
sent to the NSSC via SAP. A complete requisition package must be received before
work commences on the SAT acquisition request. To be considered a complete
package customers shall use the NSSC SAT Request Checklist located in Appendix B
to determine the applicable documents to be included in the requisition package. When
creating a Purchase Requisition (PR), use the PR instructions located in Appendix C.

In addition to a complete PR package, the customer shall submit a notification of a new
SAT acquisition request to the NSSC by either; 1) Accessing the NSSC Simplified
Acquisition Customer Portal (SACP) via ServiceNow (see section 4.0 Simplified
Acquisition Customer Portal (SACP)) or 2) Completing the Simplified Acquisition
Request Template (SART) and attaching it in SAP with the PR package submittal (see
section 5.0 Simplified Acquisition Request Template (SART)).

4.0 Simplified Acquisition Customer Portal (SACP)

4.1 How to Submit a New SAT Acquisition Request

Step 1: Go To the NASA Enterprise Service Desk to Order Service

If the requirement falls within scope of the NSSC SAT Team, go to the NASA Enterprise
Service Desk at URL: https://esd.nasa.gov/esd/ and choose ORDER SERVICES. This
will bring up the Service Catalog:

I'ﬁg MASA Entarpriss Service Desk

\We are giving away tickets to space_

Ok soit's really a space for all of your work tickets...

Figure 1 — NASA Enterprise Service Desk
Step 2: Access the NSSC Simplified Acquisition Customer Portal

In the Service Catalog, choose the NSSC Simplified Acquisition Customer Portal:


https://esd.nasa.gov/esd/
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Web Services

Figure 2 — Service Catalog

Step 3: Access to NSSC SAT Acquisition Request

In the NSSC Simplified Acquisition Customer Portal, choose NSSC SAT Acquisition

Request:

Figure 3 — NSSC Simplified Acquisition Customer Portal

Step 4: NSSC SAT Acquisition Request, New Request or Copy to New

In the NSSC SAT Acquisition Request choose either New SAT Acquisition Request
or SAT Acquisition Request Copy to New.
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Figure 4 — NSSC SAT Acquisition Request
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Choosing New SAT Acquisition Request will result in a new request with none of the
fields pre-populated. Choosing SAT Acquisition Request Copy to New will result in an
option to pre-populate certain fields on the request by pulling the data from a previous
request. Check the desired options to pre-populate and then click the Search icon to find
a previous request from which to pull the data.

Options
Order POC Informaticn
General Acquisition Information to Verify Request is Within Scope
Acquisition Request Details
Ship To or Service Location Details
Acquisition Strategy
Comments/Special Instructions

% Requestto copy from

=

Figure 5 — New SAT Acquisition Request

Please note: Changing between New SAT Acquisition Request and SAT Acquisition
Request Copy to New at any time while completing the request causes a Message
from webpage that switching the value will wipe out any previously entered data.

Pt Irivm matpage ]

Figure 6 — Message from Web Page

Step 5: NSSC SAT Acquisition Request, POC Information

In the NSSC SAT Acquisition Request, under SAT Request POC Information
(Requisitioner/Initiator), click the Search icon. On the Users pop-up, click on the Search
icon. This will pull up several search fields. Using the Name field, type the first and last
name and click Enter. Choose the correct name from the list. Clicking on the underlined
Name link will populate the Email, Title (if applicable), Business Phone, Center, and
ORG Code into the SAT Acquisition Request POC Information.

2 = —

]

Figure 7 — POC Information
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Step 6: NSSC SAT Acquisition Request, Other POC Information

The request can include other involved or interested POC'’s so they will receive
automatic emails regarding the status of the requisition. Designate individuals as SAT
Technical End Users, SAT Alternate POCs, or Additional POCs. The default setting
for these other POC's is always No. To designhate an individual to any of these roles,
change the selection in the appropriate role from No to Yes. Changing the setting to Yes
will result in a pop-up that functions in the same way as the pop-up in Step 5. Please
note several people in the directory have the same name. Extend the pop-up to include
the Users information reflecting the User ID, Email and Business Phone to ensure the
correct POC choice.

Figure 8 — Other POC Information

Step 7: NSSC SAT Acquisition Request, Scope

In the NSSC SAT Acquisition Request, under the Acquistion Request Details
section, Choose the appropriate value of the request.

Choose $3,501-$14,999, $15,000-$24,999, or $25,000-$150,000, all within the NSSC
SAT scope of work, then proceed with completing the rest of the Acquisition Request
Details.

Choosing $1-$3,500 or $150,001+ causes a Message from webpage to pop-up
explaining that the purchase does not fall within scope of the NSSC SAT Team. The
pop-up will give further instructions on where to process the procurement. Please note
however, that the NSSC will accept requests to process and award acquisitions below
the micro-purchase threshold for requirements that cannot be purchased with a
Government P-card.

Westage from asbgage |
R B R sl i o T

| ——_-

Figure 9 — Message from Web Page, not within scope, use purchase card etc.
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Next, choose the appropriate Product/Service type that best categorizes the request.
Choosing The product/service for this request is none of the above and is within
the scope of SAT, will allow completion of the request. The other choices fall outside
the scope of the NSSC SAT Team and selecting one of these choices will result in a
pop-up message giving further instructions on where to process the procurement.

W o P v b oy e

VR o

T I L e T R DL

0 e o e et O i i

Figure 10 — Message from Web Page, not within scope, contact Procurement Office
Step 8: NSSC SAT Acquisition Request, Requirement Description

In the NSSC SAT Acquisition Request, Give a brief description/item#/model #/QTY
of the product/service being requested field, enter a limited explanation of the overall
purchase only for reporting purposes. For example, arequirement for plastic welder
adhesive could have brief description as simple as “plastic welder adhesive” or it could
have complete a copy and paste description found in an online catalog or GSA
schedule: “GSA Advantage — DEVCON DA309 PLASTIC WELDER ADHESIVE
STRAW; 50 GAL / 00078143143090 / 1 EACH” Ultimately, the format of the brief
description falls to the requestor.

aﬂrl'_'.llll.l-'p'

A CFEREWVE

- L LY D P T = .. L3 Sacys gl e SR EE- K. ]

Figure 11 — GSA Advantage example
Step 9: NSSC SAT Acquisition Request, Commercial or Non-Commercial
In the NSSC SAT Acquisition Request, The item | am requesting is primarily a...

field, pick the best categorization of the requirement from the three selections:
Commercial Product, Commercial Service, or Non-Commercial/Service.
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# The item | am requesting is primarily a....
¥ More information

@ Commercial Product
= Commercial Service
= Non-Commercial Product/Service

Figure 12 — Request Commercial Product

Step 10: NSSC SAT Acquisition Request, Requirement Characteristics

In the NSSC SAT Acquisition Request, Which of the following best describes your

requested product/service? field, choose the selection that best describes the
requirement. If none of the selections describe the requirement, then select “Other
Categorization” and manually enter a categorization.

Which of the foliowing best describes your requested product/service?

=) Information Technology (T}

=) Software License

=) Software Maintenance

7 Subscription

=) Instruments and Laboratory Equipment

=) Electrical, Electronic or Electromechanical (EEE})
—) Flight Hardware or Software

~) Pressure Vessel System

=) Metrology Equipment

=) Combustible Liguids or Gas

—) Chemicals

=) Support — Prefessional

=) Maintenance or Repair of Equipment

=) Photegraphic Equipment

=) ProductEquipment Rental

—) Furniture

=) Meeting Space

=) Phote/MapiPrint/Publication

@ Other Categorization

=) lam not sure how to best categorize this product/service

* | would best categorize my product/service as

Figure 13 — Describe requested product/service

Next, in the Check any of the following that apply to this request field, select any of

the descriptions that apply to the requirement. Selecting certain descriptions might
display new fields in the SAT Acquisition Request. For example, selecting Foreign
Purchases would result in some specific questions relevant to a foreign purchase.
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Check any of the following that apply to this request (Multiple selections are possible):
[ Quality Sensitive kd
I:l Hazardous e
I:l Center Specific Terms or Conditions e
Foreign Purchase ed
Gowvernment Furnished Equipment or Property e
[E] ELMT Coordination ke
I:l Gowvernment Furnished Information ks
I:l Containg Options for Additional Periods of Performance/Purchasesied
[[] Software — Renewal Anticipated ked
|:| Special Delivery Marking Requirementsed
[ Sole Source or Brand Name fed

SAT Foreign Purchases =

What is the country of origin?

Provide Justification for Foreign Purchase by describing acgquisition significance and support to mission or project

Figure 14 — Check any that apply
Step 11: NSSC SAT Acquisition Request, Shipping Information
In the NSSC SAT Acquisition Request, select the shipment/service location.

For Center’'s Standard Shipping and Receiving (Selected in SAP), provide any
additional shipping related information pertinent to this request.

What is the shipment/zervice location for this reguirement?

@ Centers Standard Shipping and Receiving (Selected in SAP)
(&) Mon-Standard Shipping\Service location or Manual Entry of Standard Shipping Information

Provide any additional shipping information (e.g., Special packaging, making requirements, allowable delivery times and days . . .}

Unless otherwise indicated in the above question, the NSSC wil assume no partial delivery and payment are allowed.

Figure 15A — Ship To or Service Location Details, Center’s Standard Shipping and Receiving (Selected in SAP)

For Non-Standard Shipping/Service or Manual Entry of Standard Shipping
Information, complete the Shipment/Service location section, then provide any
additional shipping related information pertinent to this request.

What is the shipment/zervice location for this reguirement?

() Center's Standard Shipping and Receiving (Selected in SAP)
@ Mon-Standard Shipping\Service location or Manual Entry of Standard Shipping Information

Enter Shipment/Service location

Provide any additional shipping information (e.g., Special packaging, making requirements, allowable delivery times and days . . .}

Unless otherwise indicated in the above guestion, the NSSC will assume no partial delivery and payment are allowed.

Figure 15B — Ship To or Service Location Details, Non-Standard Shipping and Receiving.
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Step 12: NSSC SAT Acquisition Request, Acquisition Strategy

The NSSC SAT Acquisition Request, Acquisition Strategy Section serves as a
reminder to attach Procurement documents, such as sole source or brand name
justifications, quotes, or any other market research pertinent to the requirement. Please
note, however, attaching any of these documents is optional, while attaching the same
documents in SAP is required. Please see Step 15 for instructions on how to attach
documents.

Use this section to select a need by date and/or mark the requirement as expedited, and
provide a justification with mission impact to the NSSC SAT Team.

Acquisition Strategy
Please attach any procurement related documentation by using the paperclip at the bottom of the form or attach any procurement related documentation in
documentation include any sole source or brand name justification. quotes, or any other market research you can provide that is pertinent to this requirems]

this will be competed as Lowest Price Technically Acceptable. **Please note that documentation must still be attached in SAP for the PR approval process
ServiceMow is optional

What is the need by date of this request?
=
{Please note that the metric for execution of request is 30/35 calendar days after determination of a complete package depending on Acquisition Strategy).
Does this request need to be expedited? (Note: Purchases over $25 000 will be posted publicly before award can be made)
@ No
@ Yes

= Provide justification with mission impact for the reason this request needs to be expedited

Figure 16 — Acquisition Strategy

Step 13: NSSC SAT Acquisition Request, Purchase Requisition (PR)

In the NSSC SAT Acquisition Request, list up to four Purchase Requisition numbers in
the Purchase Requisition (PR) section originally created to fund this requirement.
Though not mandatory, including PR numbers assists the NSSC SAT Team with
matching requests submitted to PRs sent to the NSSC in SAP.

Purchase Requisition (PR)
Please provide the subject Purchase Requisition (PR) number. If there are multiple PRs, please input one PR number per field.
Purchase Requisition (PR} #1
I |

Purchase Requisition (PR) #2

Figure 17 — Purchase Requisition (PR)
Step 14: NSSC SAT Acquisition Request, Previous Assistance Tickets
The NSSC SAT Acquisition Request allows listing of up to four assistance ticket

numbers in the Previous Assistance Tickets section. This assists the NSSC SAT
Team with matching previous assistance requests to the new request submission.
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Previous Assistance Tickets

Assistance Ticket #1

Assistance Ticket #2

f you have received assistance for this request, please provide us with your ticket number {example: RITMOO0O0001).

Figure 18 — Previous Assistance Tickets

Step 15: NSSC SAT Acquisition Request, Comments/Special Instructions and

attachments

In the NSSC SAT Acquisition Request, enter any comments, special instructions or
any other relevant information not already provided on this form, such as suggested

sources, predecessor awards, etc.

Comments or Special Instructions |

Comments/Special Instructions

Please enter any comments, special instructions or any other information that you feel is relevant and has not been provided on this form (example suggested sources, description of option
or renewal requirements, predecessor awards, special terms and conditions that are not in an attachment).

Figure 19 — Comments or Special Instructions

Attach any other pertinent information to the requisition. Please note SAP requires
documentation for the PR approval process. Attaching documentation in ServiceNow is
optional. After clicking on the paperclip icon to load Attachments, choose Browse to
locate the attachment, choose Attach to attach the file; follow the same process for

additional attachments.

Attachments will be listed at the top of the form.

Use the paperclip @ to upload any documentation that will be needed to process your acquisition request.

Figure 20 — Upload Documentation

Step 16: NSSC SAT Acquisition Request, Order Now

In the NSSC SAT Acquisition Request, submit the order to the NSSC by returning to
the top of the Request and selecting the Order Now button. To save a request but not
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yet submit the request, select the Add to Cart button. The request will stay in the cart
until submission to the NSSC or deletion.

Order this ltem

SAdd to Cart

Shopping Cart
Empiy

Figure 21 — Order Now

4.2 How to Create a SAT Assistance Request

4.2.1 Plan a Forecast Meeting

Step 1: Go To the NASA Enterprise Service Desk to Order Services

If the requirement falls within the scope of the NSSC SAT Team, go to the NASA
Enterprise Service Desk at URL: https://esd.nasa.gov/esd/ and choose ORDER
SERVICES to bring up the Service Catalog:

We ane ghving avany Bokets o space.

Ok so it's really & space for all of your work tickets_

Figure 22 — Enterprise Service Desk

Step 2: Access the NSSC Simplified Acquisition Portal

In the Service Catalog, choose the NSSC Simplified Acquisition Customer Portal:

o R e -.,‘...<__

Figure 23 — Service Catalog


https://esd.nasa.gov/esd/
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Step 3: On the NSSC Simplified Acquisition Customer Portal

Choose NSSC SAT Assistance Request which states ‘Request assistance from the

NSSC for Simplified Acquisitions’.

mplified Acquisition Customer Portal

=

Figure 24 — Assistance Request

Step 4: NSSC SAT Assistance Request, Type of NSSC SAT Assistance
Request, Plan a Forecast Meeting Request.

In Request Assistance from the NSSC for Simplified Acquisitions, click on the drop-
down for Type of NSSC SAT Assistance Request and choose Plan a Forecast

Meeting Request.

ortal » NSSC SAT Assistance Requost

P = & G | CENASA Enberprive Senice Desk | BB Sevicehiow NSSC IT Seviee

=l

Order this ltem

& Ordar Now

= Addta Cant

Shopping Cart

Figure 25 — Plan a Forecast Meeting Request

Step 5: NSSC SAT Assistance Request, Plan a Forecast Meeting Request,

Who is the Meeting for?

In the Plan a Forecast Meeting Request complete Who is the Meeting for? Click on
the search icon. On the Users pop-up, click on the search icon. In the Name field, type
the first and last name of the requestor. Choose the correct name from the list.
Clicking on the underlined name will populate Email, Title (if applicable), Business

Phone, Center, and ORG Code.
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T ce Request
[Plan a st -
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Figure 26 — Plan a Forecast Meeting Request details

Step 6: NSSC SAT Assistance Request, Plan a Forecast Meeting Request,
What time frame is the forecast for?

In Plan a Forecast Meeting Request complete the field What time frame is the
forecast for? Provide time frame for the forecast period, not a specific date for a
specific meeting.

% Vihat time frame s the forecast for?

Al 2016

Figure 27 — Plan a Forecast Meeting Request Timeframe

Step 7: NSSC SAT Assistance Request, Plan a Forecast Meeting Request,
Provide general information regarding the meeting request.

In Plan a Forecast Meeting Request, complete the information in the field Provide
general information regarding the meeting request.

Provide general information reqarding the meefing request

(General meetings for meet:n-greet with Center POCs, round-table discussions, instructional [ab.

Figure 28 — Plan a Forecast Meeting Request General Information
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Step 8: NSSC SAT Assistance Request, Plan a Forecast Meeting Request,
Use the paperclip ? to upload any documentation...,

Attach any other information pertinent to the assistance request. Please note any
applicable documentation must still be attached in SAP for the PR approval process.
Attaching documentation in ServiceNow is optional. After clicking on the paperclip
icon to load Attachments, choose Browse to locate the attachment, choose Attach to
attach the file; follow the same process for additional attachments.

Use the paperclip @ to upload any documentation that will be needed to process your change request.

Attachments will be listed at the top of the form.

Figure 29 — Plan a Forecast Meeting Request upload documentation
Step 9: NSSC SAT Assistance Request, Plan a Forecast Meeting Request,

Submit the order to the NSSC by returning to the top of the Request and selecting the
Order Now button. To save a request but not yet submit the request, select the Add to
Cart button. The request will stay in the cart until submission to the NSSC or deletion.

O rder this Itemm

Sudd o Cart

Shopping Cart

Empity

Figure 30 — Plan a Forecast Meeting Request Order Now

Step 10: NSSC SAT Assistance Request, Plan a Forecast Meeting Request,
Order Status.

Selecting Order Now results in an Order Status notification with a RITM number to
confirm the Plan a Forecast meeting Request submission to the NSSC SAT team.

Figure 31 — Plan a Forecast meeting Request Order Status
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4.2.2 Assistance Completing a Procurement Related Document Request

Step 1: Go To the NASA Enterprise Service Desk to Order Services

If the requirement falls within the scope of the NSSC SAT Team, go to the NASA
Enterprise Service Desk at URL: https://esd.nasa.gov/esd/ and choose ORDER
SERVICES to bring up the Service catalog:

WaTIRCATING o s - CoToMER FaDARR
W ane ghing awary thohets o space._
Ok 50 it's really a space for all of your work tickets (

Figure 32 — Enterprise Service Desk

Step 2: Access the NSSC Simplified Acquisition Portal

In the Service Catalog, choose the NSSC Simplified Acquisition Customer Portal:

O ACES Punurs Casing (ARC) Q ..........
9 ............. @ el T
@ Compuing Ses Sereces @ o
— ==
@ mrmemmmm—
S

Figure 33 — Service Catalog

Step 3: On the NSSC Simplified Acquisition Customer Portal, choose NSSC
SAT Assistance Request which states ‘Request assistance from the NSSC for
Simplified Acquisitions’.
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Figure 34 — Assistance Request

Step 4: NSSC SAT Assistance Request, Type of NSSC SAT Assistance
Request, Assistance Completing a Procurement Related Document Request

In Request Assistance from the NSSC for Simplified Acquisitions. Click on the drop-
down for Type of NSSC SAT Assistance Request and choose Assistance
Completing a Procurement Related Document Request.

0= 8 ¢ || TNASA Entispie Service Dek | I Sevicellom NSSC T Senvice.

1 Type of HSSC SAT Assistance Request

Shopping Cart

Figure 35 — Type of NSSC SAT Assistance Request

Step 5: NSSC SAT Assistance Request, Assistance Completing a
Procurement Related Document Request, Who is the assistance for?

In Assistance Completing a Procurement Related Document Request complete
Who is the assistance for?, Click on the search icon. On the Users pop-up, click on
the search icon. In the Name field, type the first and last name of the requestor. Choose
the correct name from the list. Clicking on the underlined Name will populate the Email,
Title (if applicable), Business Phone, Center, and ORG Code.
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Completing a Procurement Document

Who is the assistance for?

Desirze Oliver O @

NS5C

Figure 36 — Completing a Procurement Document

Step 6: NSSC SAT Assistance Request, Assistance Completing a
Procurement Related Document Request, What form do you need help with?

In Assistance Completing a Procurement Related Document Request, complete
the information in the fields What form do you need help with?.

What form do you need help with?

NF 1707

Figure 37 - Form

Step 7: NSSC SAT Assistance Request, Assistance Completing a
Procurement Related Document Request, Provide general information
regarding the assistance request.

In Assistance Completing a Procurement Related Document Request, complete
the information in the fields Provide general information regarding the assistance
request.

Provide general information regarding the assistance request

certain of Award Type in block 9

Figure 38 — General Information

Step 8: NSSC SAT Assistance Request, Assistance Completing a

Procurement Related Document Request, Use the paperclip ¥ to upload any
documentation.
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Attach any other pertinent information to the assistance request. Please note any
applicable documentation must still be attached in SAP for the PR approval process.
Attaching documentation in ServiceNow is optional. After clicking on the paperclip
icon to load Attachments, choose Browse to locate the attachment, choose Attach to
attach the file; follow the same process if you have additional attachments.

Use the paperclip @ to upload any documentation that will be needed to process your change request.

Attachments will be listed at the top of the form.

Figure 39 — Upload Documentation

Step 9: NSSC SAT Assistance Request, Assistance Completing a
Procurement Related Document Request, Order Now.

In Assistance Completing a Procurement Related Document Request, submit the
order to the NSSC by returning to the top of the Request and selecting the Order Now
button. To save a request but not yet submit the request, select the Add to Cart button.
The request will stay in the cart until submission to the NSSC or deletion from the cart.

Order this Itemm

Add o Cart

Shopping Cart

Empty

Figure 40 — Order Now

Step 10: Assistance Completing a Procurement Related Document Request,
Order Status

Selecting Order Now creates an Order Status notification with a RITM number to
confirm submission of an Assistance Completing a Procurement Related
Document Request to the NSSC SAT team.

Ond Plced: 201

Roqu nbar 1!
Request assistanco from the
NSSC for Simplified =t
Acquisitions.

Figure 41 — Order Status
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4.2.3 Assistance in Finding a Form or Instructions

Step 1: Go To the NASA Enterprise Service Desk to Order Services

If the requirement falls within the scope of the NSSC SAT Team, go to the NASA
Enterprise Service Desk at URL: https://esd.nasa.gov/esd/ and choose ORDER
SERVICES which brings up the Service Catalog:

Wihe ana giving avieny ohets o space.

Ok so it's neally & space for all of your work tickets

Figure 42 — Enterprise Service Desk

Step 2: Access the NSSC Simplified Acquisition Portal

In the Service Catalog, choose the NSSC Simplified Acquisition Customer Portal:

- O ~ Ep—— Q ...........
@ ............ @ saone ey
@ memememememememe @ g
i =
W——
@ e

Figure 43 — Service Catalog

Step 3: On the NSSC Simplified Acquisition Customer Portal, choose NSSC
SAT Assistance Request which states ‘Request assistance from the NSSC for
Simplified Acquisitions’.
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@ NMSSC Simplified Acquisition Customer Portal

Figure 44 — NSSC SAT Assistance Request

Step 4: NSSC SAT Assistance Request, Type of NSSC SAT Assistance
Request, Assistance in finding a Form or Instructions

In Request Assistance from the NSSC for Simplified Acquisitions. Click on the drop-
down for Type of NSSC SAT Assistance Request and choose Assistance in

finding a Form or Instructions.

ssistance Request

O - || I At Enteprse Service Do | [ servcebiom NSSCIT Serince

Figure 45 — Assistance in Finding a Form or Instructions

Step 5: NSSC SAT Assistance Request, Type of NSSC SAT Assistance
Request, Assistance in finding a Form or Instructions

Assistance in finding a Form or Instructions provides instructions to visit the

NSSC's Simplified Acquisition website at

https:///www.nssc.nasa.gov/simplifiedacquisition and then to the ‘Quick Links’ section

for forms, instructions and Other Helpful Information. This selection does not allow
placement of an Order, but does provide contact information for the NSSC Customer

Contact Center via phone or email.
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Figure 46 — Placing an Order not Allowed Here

4.2.4 Request Assistance in Determining if my SAT Request is in Scope

Step 1: Go To the NASA Enterprise Service Desk to Order Services

If the requirement falls within the scope of the NSSC SAT Team, go to the NASA
Enterprise Service Desk at URL: https://esd.nasa.gov/esd/ and choose ORDER
SERVICES, which brings up the Service Catalog:

W ana giving aveny Boheds Lo space.

Ok so it's really a space for all of your work tickets

Figure 47 — Enterprise Service Desk

Step 2: Access the NSSC Simplified Acquisition Portal

In the Service Catalog, choose the NSSC Simplified Acquisition Customer Portal:

Q Mseharmu Servors
@ Motn Durvice Servces

Figure 48 — Service Catalog
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Step 3: On the NSSC Simplified Acquisition Customer Portal, choose NSSC
SAT Assistance Request which states ‘Request assistance from the NSSC for

Simplified Acquisitions’.

Simplified Acquisition Customer Portal

Figure 49 — NSSC SAT Assistance Request

Step 4: NSSC SAT Assistance Request, Type of NSSC SAT Assistance
Request, Assistance in Determining if my SAT Request is in Scope

In Type of NSSC SAT Assistance Request, choose Assistance in Determining if my

SAT Request is in Scope.

| ¢

s+ 0 | A EMBRESeneR B | D Servcen 551 Service

, Bk

Figure 50 — Assistance in Determining if my SAT Request is in Scope

Step 5: NSSC SAT Assistance Request, Type of NSSC SAT Assistance
Request, Assistance in Determining if my SAT Request is in Scope

Assistance in Determining if my SAT Request is in Scope provides a set of statements
to assist with determining if the SAT request falls within the NSSC’s scope of work.
This selection does not allow placement of an Order, but does provide contact
information for the NSSC Customer Contact Center via phone or email.
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Figure 51 — Placing an Order Not Allowed Here

4.2.5 Non-Conforming Service or Product Request

Step 1: Go To the NASA Enterprise Service Desk to Order Services

If the requirement has been determined to be in scope of the NSSC SAT Team, go to
the NASA Enterprise Service Desk at URL: https://esd.nasa.gov/esd/ and choose
ORDER SERVICES, which brings up the Service catalog:

Wia ana ghing sy ticheds o space.

Ok, so it's really a space for all of your work tickets_

@f?nchrs

Figure 52 — Enterprise Service Desk

Step 2: Access the NSSC Simplified Acquisition Portal

In the Service Catalog, choose the NSSC Simplified Acquisition Customer Portal:

0 AT Promc Gt G 0 R e T
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Figure 53 — Service Catalog
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Step 3: On the NSSC Simplified Acquisition Customer Portal, choose NSSC
SAT Assistance Request which states ‘Request assistance from the NSSC for
Simplified Acquisitions’.

Simplified Acquisition Customer Portal

=
Figure 54 — NSSC SAT Assistance Request

Step 4. NSSC SAT Assistance Request, Type of NSSC SAT Assistance
Request, Non-Conforming Assistance Request:

In Request Assistance from the NSSC for Simplified Acquisitions, click on the drop-
down for Type of NSSC SAT Assistance Request and choose Non-Conforming
Assistance Product/Service Request.

ol
e‘ B e s sensce-nowcom . e D+ 0 || PR e Seree Dk | [ sercetvon ISEC I Sevice. A

B o ‘ortal > NSSC SAT Assistance Request

Figure 55 — Type of Request

Step 5: NSSC SAT Assistance Request, Non-Conforming Assistance Request,
Who is the Assistance for?

In Non-Conforming Assistance Request complete Who is the Assistance for?,
Click on the search icon. On the Users pop-up, click on the search icon. In the Name
field, type the first and last name of the requestor. Choose the correct name from the
list. Clicking on the underlined Name will populate the Email, Title (if applicable),
Business Phone, Center, and ORG Code.
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Figure 56 — Non-Conforming Assistance Request Details

Step 6: NSSC SAT Assistance Request, Non-Conforming Assistance Request,
What is the SAT Award Order Number that is associated with this Non-
Conforming product/item?

In Non-Conforming Assistance Request, complete the information in the field What
is the SAT Award Order Number that is associated with this Non-Conforming
product/item? This will be the NNX... number associated with the request.

YWhat s the SAT Award Order Number thet s assocated with tis Non-Confoming productem’

ANK1GHAL P

Figure 57 — Non-Conforming Assistance Request SAT Award Number
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Step 7: NSSC SAT Assistance Request, Non-Conforming Assistance Request,
and Describe why the product/item is non-conforming.

In Non-Conforming Assistance Request, complete the information in the field
Describe why the product/item is non-conforming by briefly describing why the
product/item is non-conforming.

% Describe why the productiitem is non-conforming.

} More information

Since the end product is subject to engineering design change and therefore is not an ‘out-of-the-box’ product, it must be deckared non-conforming |

Figure 58 — Non-Conforming Assistance Request Description

Step 8: NSSC SAT Assistance Request, Non-Conforming Assistance Request,
Use the paperclip? to upload any documentation...

Attach any other pertinent information to the assistance request. Please note any
applicable documentation must still be attached in SAP for the PR approval process.
Attaching documentation in ServiceNow is optional. After clicking on the paperclip
icon to load Attachments, choose Browse to locate the attachment, choose Attach to
attach the file; follow the same process if you have additional attachments.

Use the paperclip [@ to upload any documentation that will be needed to process your change request.

Attachments will be listed at the top of the form.

Figure 59 — Non-Conforming Assistance Request Upload Documentation

Step 9: NSSC SAT Assistance Request, Non-Conforming Assistance Request,
and Order Now

In Non-Conforming Assistance Request, submit the order to the NSSC by returning
to the top of the Request and selecting the Order Now button. To save a request but
not yet submit the request, select the Add to Cart button. The request will stay in the
cart until submission to the NSSC or deletion.

Order this lterm

Audd o Tart

Shopping Cart

Empty

Figure 60 — Non-Conforming Assistance Request Order Now
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Step 10: NSSC SAT Assistance Request, Non-Conforming Assistance

Request, Order Status

Selecting Order Now creates an Order Status notification with a RITM number to
confirm submission of an Non-Conforming Product/Service Assistance Request to

the NSSC SAT team.

2 Ordor Satus
@ Thank you, your request has boen submicted

Order Placad: 20151230 09:32:04
Request Numbar. REQO150508

ne&mnummlmu. z
ROMIIS24TY NSSC for Simplified gl
Aequisitions,

Total

Home

Figure 61 — Non-Conforming Assistance Request Order Status

4.2.6 Other Assistance Request

Step 1: Go To the NASA Enterprise Service Desk to Order Services

If the requirement falls within scope of the NSSC SAT Team, go to the NASA
Enterprise Service Desk at URL: https://esd.nasa.gov/esd/ and choose ORDER

SERVICES, which brings up the Service Catalog:

W ane ghving awary tokets o space.

Ol 50 it's really a space for all of your work tickets

Figure 62 - Enterprise Service Desk
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Step 2: Access the NSSC Simplified Acquisition Portal

In the Service Catalog, choose the NSSC Simplified Acquisition Customer Portal:

800000000

Figure 63 - Service Catalog

Step 3: On the NSSC Simplified Acquisition Customer Portal, choose NSSC
SAT Assistance Request which states ‘Request assistance from the NSSC for
Simplified Acquisitions’.

O S — e e

@ MNSSC Simplified Acquisition Customer Portal

Figure 64 — NSSC SAT Assistance Request

Step 4. NSSC SAT Assistance Request, Type of NSSC SAT Assistance
Request, Other Assistance Request

In Request Assistance from the NSSC for Simplified Acquisitions, click on the drop-
down for Type of NSSC SAT Assistance Request and choose Other Assistance
Request.

m ik e r - CREY T T [ ——————

& Gvdes fow

| Type of NSSE SAT A

Figure 65 — NSSC SAT Assistance Request Type
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Step 5: NSSC SAT Assistance Request, Other Assistance Request, Who is

the Assistance for?

In Other Assistance Request complete Who is the Assistance for?, click on the
search icon. On the Users pop-up, click on the search icon. In the Name field, type the
first and last name of the requestor. Choose the correct name from the list. Clicking on
the underlined Name will populate the Email, Title (if applicable), Business Phone,

Center, and ORG Code.

Type MSSC SAT Assistance Reguest
Orther A ance Request -
Other Assistance Request mUse:s | ServiceNow NASA Shared
¥ Who is the assistance for? - - - AT A T T
’ B https://nasatest.service-now.com/sys_user_list.do?sysparm_target=10%t3Ae7 c2af276f13421 | W -
-~
= | Users Goto | Mame v
i 4 4 t 448 > P (=
>
Title @ Mame & (@ First name T Last name @ User ID %) Email @
"""""" . Turmes soturner anna turner@nasa gov
- VASTOLA avastols anna. vastolaf@nass.gov 321.
Cent Vitzlis vitslis snnz.m. vitslis@nzsa.gov
. Vitaliz avitalis anna.m. vitslis@naza. gov
. Watterson Fwatters anna. k.wattersonf@inasa. gov {202
ORG Code .
. Wilheim zzwilhe anna wilhelm@naza gov
. An Woodmanses awoodman anna.c.woodmanses@jpl.nasa.gov 818,
. p— . 4 Woodmansee
Fl [l 2

Figure 66 — Other Assistance Request Details

Step 6: NSSC SAT Assistance Request, Other Assistance Request, Briefly

Categorize your Assistance Request

In Other Assistance Request, complete the information in the field Briefly
Categorize your Assistance Request briefly describing why the product/item is non-

conforming.

By categorze your assisance requed

[ e SAT aoquisfion equrementtalincludes bofh supples and services and nee 0 Know how o rocess te request

Figure 67 — Other Assistance Request Category
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Step 7: NSSC SAT Assistance Request, Other Assistance Request - Provide
general information regarding the assistance request

In Other Assistance Request, complete the information in the field Provide general
information regarding the assistance request by briefly describing the assistance
required.

Provide general information regarding the assistance request

The supplies and services are for the same acquisition but are available sole source from two different vendors

Figure 68 — Other Assistance Request General Information

Step 8: NSSC SAT Assistance Request, Other Assistance Request, Use the
paperclip? to upload any documentation...

Attach any other pertinent information to the other assistance request. After clicking
on the paperclip icon to load Attachments, choose Browse to locate the attachment,
choose Attach to attach the file; follow the same process for have additional
attachments.

Use the paperclip @ to upload any documentation that will be needed to process your change request.

Attachments will be listed at the top of the form.

Figure 69 — Other Assistance Request Upload Documentation

Step 9: NSSC SAT Assistance Request, Other Assistance Request, and Order
Now

In Other Assistance Request, submit the order to the NSSC by returning to the top of
the Request and selecting the Order Now button. To save a request but not yet submit
the request, select the Add to Cart button. The request will stay in the cart until
submission to the NSSC or deletion.

Order this ltem

Add to Cart

nnnnnnnnnnn

Figure 70 — Other Assistance Request Order Now
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Step 10: NSSC SAT Assistance Request, Other Assistance Request, Order
Status

Selecting Order Now creates an Order Status notification with a RITM number to
confirm submission of an Other Assistance Request to the NSSC SAT team.

Figure 71 — Other Assistance Request Order Now

4.2.7 Questions and Other Helpful Information Concerning SAT Assistance
Requests

1. Can | choose multiple requests at one session?

Answer: Yes, after selecting the type of assistance, choose add to cart button in the
upper right hand corner to Order this Item. The Shopping Cart provides several
selections. Edit Cart provides for review and changes on the current SAT
Assistance Request. Proceed to Checkout when ready to submit request. This
creates an RITM Number email for each request;

Order this Item

& Order Now
= Add to Cart

Shopping Cart

1 NSSC SAT Assistance
Request

Edit Cart
» Proceed to Checkout

4+ Continue Shopping

Figure 72 — Order this Item
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Or Continue Shopping to add another request, return to the NSSC Simplified
Acquisition Customer Portal, then goto NSSC SAT Assistance Request to
return back to the selection drop-down. Submit another request and then select Edit
Cart, Proceed to Checkout or Continue Shopping.

Figure 73 — Assistance Request Shopping Cart

Complete the additional request(s) by Add to Cart. On the last request choose
Proceed to Checkout and the pop-up screen will provide the Order Status along
with the Request Number and Request Item or RITM. Click on the RITM number to
review the order, choose Home to return to the homepage or Logout. Remember to
write-down the RITM number for future reference. Note: The RITM number will be
emailed to you when your request is received.

{2 Onfos Statin

Figure 74 — Order Status

2. Can I review and/or make changes to my NSSC SAT Assistance
Request(s)?

Answer: The system will not allow change or alterations of the information once
submitted. Please click on the RITM number to review the request before leaving the
Order Status screen.

Figure 75 — Order Status RITM Number
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The system allows Additional comments or attachment/upload of additional

documents (Use the paperclip Uto upload any documentation...,). After adding
comments and/or uploading additional documents, choose Save to remain on the
request or choose Update which brings up the NSSC Simplified Acquisition
Customer Portal. Re-submitting the RITM ticket produces an automatic email to the
SAT team alerting them of change(s) to the ticket and they will facilitate any changes
on the Acquisition Request.

Figure 76 — NSSC Simplified Acquisition Customer Portal Update

Or to review a request previously submitted, on the main NASA Enterprise Service
Desk URL, choose SELF-HELP.

1877-677-2123 Available 24 Hours

RVICES SELF-HELP

We are giving away tickets to space_

Figure 77 — Enterprise Service Desk Self-Help
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On the ESD Search Results, choose Tickets.

Figure 78 — Enterprise Service Desk Tickets

The screen should reflect your Requested Items. Click on the applicable RITM
Number to review, add Additional comments and/or add Attachments.

Figure 79 — Enterprise Service Desk requested items

4.3 How to Process a SAT Change/Modification Request

4.3.1 Change Request to a Current in Process SAT Acquisition

Step 1: First, must determine if the NSSC SAT already has the SAT
Acquisition.

Step 2: Go To the NASA Enterprise Service Desk to Order Services:

If the requirement falls within the scope of the NSSC SAT Team, go to the NASA
Enterprise Service Desk at URL: https://esd.nasa.gov/esd/ and choose ORDER
SERVICES. This will bring up the Service Catalog:

Figure 80 — Enterprise Service Desk
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Step 3: Access the NSSC Simplified Acquisition Portal

In the Service Catalog, choose the NSSC Simplified Acquisition Customer Portal:

@ -

Figure 81 — NSSC Simplified Acquisition Customer Portal

Step 4: On the NSSC Simplified Acquisition Customer Portal, choose NSSC
SAT

Change/Modification Request which states ‘Request this to modify an in progress or
already awarded SAT Acquisition Request’.

Simplified Acquisition Customer Portal

=
Figure 82 — NSSC SAT Change/Modification Request

Step 5: NSSC SAT Change/Modification Request, Type of
Change/Modification

In Type of Change/Modification choose from drop-down, Change Request to a
Current in Process SAT Acquisition. Choosing Change Request to a Current in
Process SAT Acquisition indicates a SAT Acquisition in process, but the PR
(Purchase Requisition), documentation, date(s), delivery or shipping or some other
part of the acquisition requires change/madification before award . This may indicate
a previously submitted SAT Acquisition Request or attachment to the ‘Coordination
of Simplified Acquisitions at the NSSC Template’ to the PR in SAP.
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Figure 83 — Type of Change/Madification

Step 6: NSSC SAT Change/Modification Request, Change Request to a
Current in Process SAT Acquisition

In What is the SAT Acquisition being Changed? Use the search icon to the right
of the field to look for the Acquisition Request (RITM) which will have the
corresponding SATPC record to the left of the RITM. A SAT Award Order Number
may exist, but in most cases, the process may have just started and an assigned
order number may not exist yet. For this example, please see SATPC0001038 for

Figure 84 — Change Request to a Current in Process SAT Acquisition

Step 7: NSSC SAT Change/Modification Request, What is the change you are
requesting?

In What is the change you are requesting? field, type exactly what the
change/modification says in the field and upload attachments in Step 8, if applicable.
This applies to a ‘Major change to your original request for example change or
addition to scope request will delay and add time to your original request. Upload any
documentation that will be needed to process your change request.” For this
example: ‘Added additional shipping charges in the amount of $400.00 to acquisition
and revised PR 4200555555 (see attached Shipping Bill of Lading)’.

or change to your original request for example change or sddition to scope request will delay and add time to your oniginal request. Upload any documentation that will be needed to process your change request.

Figure 85 — Change Request Written Description




NSSC Customer Guide NSCG-5000-0002 Basic Version 1.0

Number

Effective Date: 04/11/2016

Expiration Date:  04/10/2019

Page 44 of 85

Responsible Office: Procurement

SUBJECT: Simplified Acquisition Threshold

Step 8: NSSC SAT Change/Modification Request, Use the paperclip? to
upload any documentation...

Attach any other pertinent information to the assistance request. Please note any
applicable documentation must still be attached in SAP for the PR approval process.
Attaching documentation in ServiceNow is optional. After clicking on the paperclip
icon to load Attachments, choose Browse to locate the attachment, choose Attach to
attach the file; follow the same process if you have additional attachments.

Use the paperclip [@ to upload any documentation that will be needed to process your change request.

Attachments will be listed at the top of the form.

Figure 86 - Change Request Upload Documentation
Step 9: NSSC SAT Change/Modification Request, Order Now.

In NSSC SAT Change/Modification Request, the requestor can now submit the
order to the NSSC by returning to the top of the Request and selecting the Order
Now button. To save a request but not yet submit the request, select the Add to Cart
button. The request will stay in the cart until submission to the NSSC or deletion.

Order this Itemm

Audd o Cart

Shopping Cart

Empty

Figure 87 — Change Request Order Now

Step 10: NSSC SAT Change/Modification Request, Order Status
Selecting Order Now creates an Order Status notification with an RITM
number to confirm the Change/Modification request submission to the NSSC
SAT team.

2 ©Order Status

= Thank you, your request has been submitted

Order Placed: 2016-02-11 16:15:55
Reguest Number: REQ0151245

P S 5 ==

R 2 * Request this to modify an in progress or already awarded SAT Acquisition Request  #

Total

Figure 88 — Change Request Order Status
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4.3.2 Modification Request to an Awarded SAT Acquisition

Step 1: First, determine if NSSC SAT already processed the original SAT
Acquisition by verifying the award number beginning with NNX....

Step 2: Go To the NASA Enterprise Service Desk to Order Services

If the requirement falls within the scope of the NSSC SAT Team, go to the NASA
Enterprise Service Desk at URL: https://esd.nasa.gov/esd/ and choose ORDER
SERVICES, which brings up the Service Catalog:

Wher ane gavindg vy Hokots to space.

Ok so it's really a space for all of your work tickets

@FI’ICKEI’S

Figure 89 — Enterprise Service Desk
Step 3: Access the NSSC Simplified Acquisition Portal

In the Service Catalog, choose the NSSC Simplified Acquisition Customer Portal:

O e

Figure 90 — Service Catalog
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Step 4: On the NSSC Simplified Acquisition Customer Portal, choose NSSC
SAT

Change/Modification Request which states ‘Request this to modify an in progress or
already awarded SAT Acquisition Request’.

@ NSSC Simplified Acquisition Customer Portal

Figure 91 — NSSC Simplified Acquisition Customer Portal

Step 5: NSSC SAT Change/Modification Request>Type of
Change/Modification> Modification Request to an Awarded SAT Acquisition

In Type of Change/Modification choose from the drop-down, Modification Request
to an Awarded SAT Acquisition. A modification to an Awarded SAT Acquisition
means that the SAT Acquisition has been awarded and requires a formal modification
process to incorporate a change. The modification can include a decrease or increase
in funding or administrative changes.

{ Service Catalog > NSSC Simpiified Acquisition Customer Portal > NSSC SAT ChangeModification Request # Q

Request this to modify an in progress or already awarded SAT Acquisition Request Ordur this I

SAT,

wpeModdication

Figure 92 — Type of Change/Modification

Step 6: Modification Request to an Awarded SAT Acquisition, What is the
SAT Acquisition being Modified?

In What is the SAT Acquisition being Modified?, click the search icon to the right
of the field to look-up the SAT Award Order # or do a search by typing the number in
the field above. Locate the SAT Award Order #, then click on the corresponding
SATPC number to the left of the RITM. For example, choose SATPC0001001,
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RITMO0177751, Purchase Requisition (PR) Numbers 4200595959 and SAT Award
Order # NNX15SP27T.

@ Procurement Contracts | ServiceNow NASA Shared Services Center (TEST - Clone... = =

Type of ication

@ https://nasatest. service-now.com/u_sat_procurement_contract_list.do?sysparm_target=10 | %  ~

-
Modify an Awarded SAT Acquisition ‘ = | Procurement Contracts u Goto .

. What is the SAT Acquisition being Mo Number v “q 4 wwZcfZ » Py

@ Number ¥ (@ Number (D Purchase Requisition [PR) Numbers (D SAT Award Order #

R rrt':-??;: 08ETE54321 aty
EEE

. SATPCDOD100 RITMO177751 4200595959 Thi

Figure 93 — Modify an Awarded SAT Acquisition

Step 7: Modification Request to an Awarded SAT Acquisition, What is the
nature of your modification request?

In What is the nature of your modification request?, choose the ‘best’ answer by
clicking on the corresponding radio button.

Keep in mind that Funding always takes precedence in a modification including
requests for both funding and administrative changes.

3} What is the nature of your modification request?

) Funding

=) Change Order

) Adminigtrative Change

) Revision to Delivery Schedules

") Exercise Option

7 Addition of Mew Work

7 Government Furnish Equipment/Government Furnish Property (GFE/GFP)
) Cancellation

) De-Obligation

=) Other

Figure 94 — Nature of Modification Request

Step 8: Modification Request to an Awarded SAT Acquisition, Describe your
modification request

In Describe your modification request, define the purpose of making the request.
For example: ‘Need to add additional funds to Task Delivery Order NNX15SP27T to
accommodate additional shipping charges for change in shipping location and also for
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expedited shipping costs in the amount of $400.00 (see attached Shipping Bill of
Lading). PR Number 4200555555 to be released ASAP'.

For PR’s, provide the PR number so the NSSC SAT team will look for the PR to start
the modification process. In the description field, include a list of any modification
documents attached to the PR in SAP.

Figure 95 - Modification Request Description

Step 9: Modification Request to an Awarded SAT Acquisition, Use the
paperclip? to upload any documentation...

Attach any other pertinent information to the modification. Please note documentation
must still be attached in SAP for the PR approval process if the PR is revised.
Attaching documentation in ServiceNow is optional. After clicking on the paperclip
icon to load Attachments, choose Browse to locate the attachment, choose Attach
to attach the file; follow the same process if you have additional attachments.

Use the paperclip @j to upload any documentation that will be needed to process your change request.

Attachments will be listed at the top of the form.

Figure 96 — Upload Documentation
Step 10: Modification Request to an Awarded SAT Acquisition, Order Now.

In the NSSC SAT Change/Modification Request, submit the order to the NSSC by
returning to the top of the Request and selecting the Order Now button.

To save a request but not yet submit the request, select the Add to Cart button. The
request will stay in the cart until submission to the NSSC or deletion.

Order this Itemm

Audd o Cart

Shopping Cart

Empty

Figure 97 — Order Now
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Step 11: Modification Request to an Awarded SAT Acquisition, Order Status

Selecting Order Now creates an Order Status notification with an RITM number to
confirm the Change/Modification request submission to the NSSC SAT team.

[2 Order Status
2/ Thank you, your request has been submitted

Order Placed: 2016-02-11 16:14:05
Request Number. REQ0151244

e

RITMD152231 Request this to modify an in progress or already awarded SAT Acquisition Request *

Total

Figure 98 — Order Status
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4.4 How to Process a NSSC SAT Reporting Request

4.4.1 Select a Pre-Built Report

Step 1: First determine the required data for the report output.
Step 2: Go To the NASA Enterprise Service Desk to Order Services:

If the requirement falls within the scope of the NSSC SAT Team, go to the NASA
Enterprise Service Desk at URL: https://esd.nasa.gov/esd/ and choose ORDER
SERVICES to bring up the Service Catalog:

o Tt R0 Space.

really a space for all of your work tickets

Figure 99 — Enterprise Service Desk

Step 3: Access the NSSC Simplified Acquisition Portal

In the Service Catalog, choose the NSSC Simplified Acquisition Customer Portal:

©) = € smrnn
O @
@ Carpmsayy Rara Tres wa @ s

e s Foteprons ferves e oy rerean

b arbeise ot ar by R, @ by S

Figure 100 — Service Catalog
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Step 4: On the NSSC Simplified Acquisition Customer Portal, choose NSSC
SAT Reporting Request which states ‘Request a new SAT report or run a report
that has been pre-built’.

atmiod > MBS Seremmes ActssmEs C i POt e o

@ NSSC Simplified Acquisition Customer Faortal

Figure 101 — NSSC Simplified Acquisition Customer Portal

Step 5: NSSC SAT Reporting Request, Type of NSSC SAT Report Request,
‘Request a new SAT report or run a report that has been pre-built’.

In Type of NSSC SAT Report Request choose ‘Request a new SAT report or run a
report that has been pre-built’.

be emated accrmrnns v 3 comma

Figure 102 — Request a new SAT report a run a report that has been prebuilt

Step 6: NSSC SAT Reporting Request, Type of NSSC SAT Report Request,
Select a Pre-Built Report

In the Request a new SAT report or run a report that has been pre-built, Select a
Pre-Built Report — Use the search button to the right of the field to look-up the
following pre-built reports to Select a SAT pre-built from the lookup list. ‘Upon
submission of this request, the selected report will be emailed to the email(s)
specified.’
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# Pre-Built Reports Description
SAT Acquisition Awarded Report - Awarded in All awarded SAT Acquisitions within NASA's fiscal
1 | the Last Year year, ie. FY 2016
SAT Acquisition Pipeline Report All un-awarded SAT Acquisitions that are being
2 processed by the NSSC SAT team
SAT Acquisition Awarded Report All awarded SAT Acquisitions within the past 6
3 months
SAT Acquisition Awarded Report - Awarded with | All awarded SAT Acquisitions
4 | no date filter
Centers New SAT Acquisition Awarded Report - | Center specific all awarded SAT Acquisitions within
5 | Awarded in the Last Year the past 6 months
Centers New SAT Acquisition Pipeline Report Center specific all un-awarded SAT Acquisitions that
6 are being processed by the NSSC SAT team
Centers New SAT Acquisition Awarded Report - | Center specific all awarded SAT Acquisitions
7 | Awarded with no date filter

Fequest 8 new SAT eport. of rus & pogeort Bt has been poe-bull.

T i Fo 2 e on 1 NS Sempiied Acoumon pre-0ul Ppetng nd pre-oust ward seperta 1 e pre-ult epos sses not oo
1), el comprne of sy ke ey
)

Trpe ol 135 SAT Repod Regust

Pra Bl Rapadd

AT Acquisten Awarded HEgn - Awmed o Bie Last Yesi

. = Wirdcran Irtwrme |20
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Searen | for el | -« I bold P

S spacent B aaiecied e il b4 emales 13 e Baky nibeses

Fonane vaiest 3 orese spaon

Swarched Repod - Swaided in Be Last & monihy

‘Select 5 SAT prebuil epad o B ook bt
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Figure 103 — Pre-Built Reports
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Step 7: NSSC SAT Reporting Request

In the Select a Pre-Built Report, type in the email address(es) for the intended
recipients in the field ‘Enter email address(es) to where the selected report should
be emailed. Separate multiple email addresses with a comma.” The email
address must contain @nasa.gov.

K maria.e.etheridge@nasa.gov, desiree.l.oliver@nasa.gov, john.w.smith@nasa.gov

Figure 104 — Email Addresses

Failure to enter email addresses correctly results in an error message.

4 ~
Message from webpage Iﬁ

! k. marize ethendge: desires Loliver@nazz; has to contzin nazz gov

Figure 105 — Error Message

Step 8: NSSC SAT Reporting Request, Order Now.

In the NSSC SAT Reporting Request, submit the order to the NSSC by returning to
the top of the Request and select the Order Now button.

To save a request but not yet submit the request, select the Add to Cart button. The
request will stay in the cart until submission to the NSSC or deletion.

Qrder this Item

Add to Cart

Shopping Cart

Empty

Figure 106 — Select a Pre-Built Report Order Now
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Step 9: NSSC SAT Reporting Request, Type of NSSC SAT Report Request,

Select a Pre-Built Report, Order Status.

An Order Status confirmation includes the date/time of order placement, Request
Number and RITM Number of the successfully submitted report. Write down the
RITM Number for future reference. Note this request type will not create action for the
NSSC SAT team. The report goes directly to the email addresses listed on the

request.

[2 Order Status
# Thank you, your request has been submitted

COrder Placed: 2016-02-26 16:06:24
Request Number: REQO0151454

e T ————

RITMO153042 Request a new SAT report, or run a report that has been pre-built. ¥

Home

Total

Figure 107 — Select a Pre-Built Report Order Status

Step 10: Pre-Built Report Email Received

Enterprise Service Desk will send an email with the subject line of the report selected.

MESSAGE

jam

) 2 MeEtlng Wl Conversation Hi ¥
G L verseiion fi
= Ignore x ( -
I_@ I_e I_a E3 To Manager
-\ Junk~ Delete | Reply R;p\y Forward E-@Mnre' ET Team Email =
Delete Respond Quick Steps [}

Fri 3/11/2016 3:49 PM
Enterprise Service Desk <nasa-esd@
New SAT Acquisition Pipeline Report

To Oliver, Desiree L. (NSSC-MSSC)[Service Provider]

Message B Mew SAT Acquisition Pipeline Report.xls (6 KB}

RefMSG3025539

g r ¥ = New SAT Acquisition Pipeline Report - Message (HTML)

Move

‘= Rules~ £33 Mark Unread a% i Find q
03 Onelote | Bl Categorize - [ Related ~
. Translate oom
EP Actions~ | |* Follow Up ~ B § Select~
Move Tags ] Editing Zoom ~

mail.nasa.gov>

Figure 108 — Pre-Built Report Email
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Step 11: Open Excel Attachment

Open attachment from email to view the requested report.

Al vl ok fi Mumber
A B c D E F G H |
1 |Number IName Center Abbny NASA Org CotName Center Abbry NASA Org Cot Request Item Purchase Requisition (PR) Numbers
2 |SATPCO000100 Charles NSSC X¥D044 RITMO0179268
3 |SATPCO000100 Charles NSSC ¥D044 RITMO179265
4 |SATPC000100 Charles NSSC XD044 Desiree Oliver NSSC NSSC RITMO177792
5 |SATPC000100 Charles NSSC ¥Do44 RITMO0179292

Figure 109 — Open Excel Attachment

Questions concerning Pre-Built SAT reports:

1. What if | don’t receive the report via email?

Answer: If you don'’t receive the report via email, contact the NSSC Customer Contact
Center at 877-677-2123 and select option ‘3’ for Procurement related inquiries. Or
email: NSSC-ContactCenter@mail.nasa.gov. Provide the RITM Number for your
report request in order for the agent to check the status of the request.

2. What if the report(s) | requested does not provide specific information |
require?

Answer: Choose Pre-Built Reports Do Not Provide the Information | Need, | Need
To Request a Report to Be Built from the drop-down. Provide the specific
information required and a generated report to address the specific information will be
emailed to you. Only the requestor of such a report will receive it.


mailto:NSSC-ContactCenter@mail.nasa.gov
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4.4.2 Request a Report to Be Built - Pre-Built Reports Do Not Provide the
Information Needed

Step 1: First determine the required data for the report output.
Step 2: Go To the NASA Enterprise Service Desk to Order Services:

If the requirement falls within scope of the NSSC SAT Team, go to the NASA
Enterprise Service Desk at URL: https://esd.nasa.gov/esd/ and choose ORDER
SERVICES to bring up the Service Catalog:

Wi ana giving iy Bokeds 1o 5

Ok so it's really a space for all of your work tickets

Figure 110 — Enterprise Service Desk

Step 3: Access the NSSC Simplified Acquisition Portal

In the Service Catalog, choose the NSSC Simplified Acquisition Customer Portal:

£S5 Panauc Canston (AT o ‘‘‘‘‘‘ Saracas

Figure 111 — Service Catalog
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Step 4: On the NSSC Simplified Acquisition Customer Portal, choose NSSC
SAT Reporting Request which states ‘Request a new SAT report or run a
report that has been pre-built’.

ety = BBAC Bt Ayttt Comiee i =0 =

@ MNSSC Simplified Acquisition Customer Portal

=

Figure 112 — NSSC Simplified Acquisition Customer Portal

Step 5: NSSC SAT Reporting Request, Type of NSSC SAT Report Request,
‘Request a new SAT report or run a report that has been pre-built’.

In the Type of NSSC SAT Report Request choose ‘Pre-Built Reports Do Not
Provide the Information | Need, | Need To Request a Report to Be Built.

Request a new SAT report, or run a report that has been pre-built.
This is for a request for a NSSC Simplified Acquisition pre-built pipeline and pre-built award reports. If the pre-built report does not provide the information that you need, you may also submit a

=— request for a report to be built. Simplified Acquisition reports are data reports pulled from fields entered throughout the procurement workflow, and will not comprise of any data analysis
SAT

Type of NSSC SAT Report Request

Pre-Built Reports Do Not Provide the Information | Need, | Need To Request a Report to Be Eu\llz|

Figure 113 - Request a new SAT report or run areport that has been pre-built

Step 6: NSSC SAT Reporting Request, Type of NSSC SAT Report Request,
‘Pre-Built Reports Do Not Provide the Information | Need, | Need To Request a
Report to Be Built’, Who is the Report For?.

In Request a new SAT report or run a report that has been pre-built’, Who is the
Report For?. Click on the Search icon. On the Users pop-up, click on the Search
icon. In the Name field, type the first and last name of the requestor. Choose the
correct name from the list. Click Enter to populate the Email, Title (if applicable),
Business Phone, Center, and ORG Code.
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Figure 114 — Request a new SAT report or run areport that has been pre-built, Who is the Report For?

Step 7: NSSC SAT Reporting Request.

In the Provide a justification for report request. Type in justification as to why the
report must be built.

Figure 115 — Provide justification for report request

Step 8: NSSC SAT Reporting Request, Data Required.

In Describe the information you are looking for. Type in the specific field(s)
needed. For this example, the field(s) include the ‘Date(s)’ the Technical End User
submitted the Technical Evaluation for the acquisition(s) in question.
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Figure 116 — Describe the information you are looking for

Step 9: NSSC SAT Reporting Request, Order Now.

In NSSC SAT Reporting Request, submit the order to the NSSC by returning to the
top of the Request and selecting the Order Now button.

To save a request but not yet submit the request, select the Add to Cart button. The
request will stay in the cart until submission to the NSSC or deletion.

Order this lbenn

Sad o CTart

Shopping Cart

Empityw

Figure 117 — Order Now

Step 10: NSSC SAT Reporting Request, Type of NSSC SAT Report Request,
‘Pre-Built Reports Do Not Provide the Information | Need, | Need To Request a
Report to Be Built’, Order Status.

An Order Status confirmation includes the date/time of order placement, Request
Number and RITM Number of the successfully submitted report. Write down the
RITM Number for future reference.

(¥ Order Status
= Thank you, your request has been submitted

Order Placed: 2016-02-26 16:35:21
Regquest Number: REQ0151456

Poscrption e e (oa ot

RITMO153044 RRequest a new SAT report, or run a report that has been pre-built. * -

Total

Figure 118 — Order Status
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4.5 Additional SACP Information

4.5.1 My Requested Items

Step 1: Log into ServiceNow at the following link: https://esd.nasa.gov/esd/.

Step 2: Go to ‘Console Mode'. Click on ‘(Console Mode)’ located top right of
the ESD website next to the user’'s name.

v o Desiree Oliver  (Console Mode) s

Figure 119 — ServiceNow Console Mode

Step 3: Go to ‘My Requested Items’ located under the section ‘Self-Service’
down the left hand side of the console mode. Click on ‘My Requested Items’.

Self-Service

Homepage
Knowledge

Py Calls

-y Service Catalog

Py Assets

Mon-Conc urred Assets at My
Center

My Task Boards

My ldeas

Py Incidents

iy My Reguo

- MMy Requested ltems

kT [=2w |wg=2=9 =15 em History

b

Al Reqguested ltems

Py Profile

Py Tags

Py Assessments & Surveys

Figure 120 — Self-Service My Requested Items

Step 4: This will pull up a list of all Requested Items that the user(s) entered in
the system that have not been closed out, which could be a mix of other

Service Catalog requests.
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3] = Number ¥

RITMO177863

'? All> Request Requested for = D

Jesiree Oliver _or

=) Requested for

ANITA CROSS

RITMO177844

Desiree Oliver

Request (

Dpened by =

= Location

Marshall Space
Flight Center

NASA Shared
Services

RITMO177841

Dawan Thomas

Center

NASA Shared
Services

RITMO177839

Desiree Oliver

Center

NASA Shared
Services

Center

Desiree QOliver> Status IN

) NASA Org Code

NSSC

NSSC

= Opened by

Desiree Oliver

Gary Walker

Desiree Oliver

Gary Walker

(Pending, Work in Progress, Open)

= Location

NASA Shared

NASA Shared
Services
Center

NASA Shared

NASA Shared

Services
Center

) NASA Org Code

NSSC

NSSC

Figure 121 — Self-Service My Requested Items List

Step 5: To see what stage a request is in, click the option gear icon at the
header row. In the ‘Available’ list find, click on ‘Stage’. Click the ‘Add’ arrow.

This will add it to the ‘Selected’ list.

Available
Price
Priority
Quantity
Reassignment count
Recurring Price

Request
SLA due
Send Survey

Task type
TechRefreshFlag
Time worked
Title
Updated

~ | WWrap column text
| Modemn cell coloring

~~ | Enable list edit

Personalize List Columns

Recurring Price Frequency

Selected

MNumber

Request Requestec
Request Requestec
Request. Requestec
Opened by
Opene
Opened by

Item

Compact rows Acti

~| Double click to edit

Status
Appro
Appro

val
val history

ocation
MNASA Org Code

ve row highlighting

Cancel

Figure 122 — Personalize List Columns Available > Selected
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Step 6: Click on the up arrow to move the placement of the ‘Stage’ column.
Click the ‘OK’ button. It may take a moment to refresh after clicking ‘OK’.

Personalize List Columns

Available

Price

Priority

Quantity

Reassignment count
Recurring Price

Recurring Price Frequency

Request

SLA due
Send Survey
Skills

Survey Result
Tags

Task type

TechRefreshFlag

Time worked

Title

Updated

Updated by -

+ | Wrap column text
+| Modemn cell coloring

- | Enable list edit

Compact rows

Selected

Number

Request.Requested for
Request Requested for Locati
Request.Requested for NASA

Stage

Opened by

Opened by Location
Opened by NASA Org Code

Item
Status
Approval

Approval history

- | Double click to edit

Active row highlighting

©

s

Cancel @

Figure 123 — Personalized List Columns Scrolling

Step 7: Click the blue arrow next to the stage bubbles to expand. Expanding
will reflect the name of the associated stages.
¥ Number ¥ ¥) Requested for ¥ Location ¥) NASA Org Code ¥ Stage
TR _ . Marshall Space = b IaYa
RITMO177863  ANITA CROSS Er—— 200
NASA Shared
RITMO177844  Desiree Oliver Services NSSC » OO
Center
NASA Shared
RITM0177841  Dawan Thomas Services NSSC ’ 00
Center
NASA Shared
RITM0177839  Desiree Oliver Services NSSC 000600000000
Center

Figure 124 - Stages
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Hover the pointer on a bubble and it will give a description of the stage.

v Request Approved (Approved)
Acquisition Request Received (Completed)
C\) Purchase Requisition(s) Released Waiting for Catalog Task: Purchase Requisition(s) Released (In p
C\) Procurement Review Waiting for Catalog Task: Procurement Review (In progress)
o C) Posting/Solicit Quotes (Pending - has not started)
NASA Shared
RITM0177839  Desiree Oliver Services NSSC C) Received and Reviewed Quotes (Pending - has not started)

Center C) Technical Evaluation (Pending - has not started)
() Contract Awarded (Pending - has not started)
() Product or Service Received (Pending - has not started)

Y Invoee (Pond
() Invoice (Pending - has not started)

() Sent to Closeout (Pending - has not started)

Figure 125 — Stage Description

Stage 8: To export the entire list to excel right click on the column header
‘Number’. Click on ‘Export’. Click on ‘Excel’. Click on the ‘Download’ button
on the pop up window.

[Export Complete X
o Nt T Mt e = Location = p p 1]
Sort (a to =)
| sen@rtea Marehal Space vExpon Complete
RITMO Show “Wisual Task Board Flight Center R
Group By NMumber
lected
Bar Chart Cancel
Pie Chart
Excel
s
FPDF »
Figure 127 — Export Complete

Figure 126 — Export Options

Stage 9: Open download. To filter or search by a particular type of request,
add a filter to the spreadsheet. Filter by Item to look at a particular type of
request:  ‘NSSC SAT Acquisition Request’; ‘NSSC SAT Assistance
Request’; ‘NSSC SAT Reporting Request’; ‘'NSSC SAT Change/Modification
Request'.
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A B ¢ 0 E F 6 H |

Number  Requested for Location NASA Org Co Stage Openedby  Locafion HASA Org Cotltem

RITMOATTEE3 ANTA CROSS Warshal Space Flight — ESE3 Assess Assistance Request Desiree Olver ~ NASA Shared Senices ~ NSSC NSSC SAT Assistance
RITMOATTEA Dasies Olier NASA Shared Sevices — HSSC Assess Assitance Request Gary Walker NS Shared Senices — NSSC NSSC SAT Repring
RITMOATTEA! Daan Thomas NASA Shared Senices — HSSC Assess Assitance Request Desiree Olver ~ NASA Shared Senices ~ NSSC NSSC SAT Assistance
RITMOATTES Desiee Olver NASA Shared Semices  NSSC Procurement Revew Gary Walker -~ NASA Shared Semices NS N3SC SAT Acquisiion
RITMOATTE36 Danan Thomas NASA Shared Semices ~ NSSC Pracurement Revew Desiree Olver ~~ NASA Shared Semices NS N3SC SAT Acquisiion
RITMOATTEH Desree Olver NASA Shared Senices — HSSC Assess Assistance Request Paullawenzi NS Shared Seces ~ NSSC NSSC SAT Assistance
RITMOATTB3Z Desiee Olver NASA Shared Semices — NSSC Pracurement Revew Gary Walker -~ NASA Shared Semices NS N3SC SAT Acquisiion
RITMOATTRZG Charles ~ NASA Shared Senices — MDUM Procurement Revew Desiree Ol NASA Shared Semices~ NSSC NBSC SAT Acquisiion

Figure 128 — Open Download

4.5.2 All Requested Items

Step 1: Log into ServiceNow at the following link: https://esd.nasa.gov/esd/.

Step 2: Go to ‘Console Mode'. Click on ‘(Console Mode)’ located top right of
the ESD website next to the user’'s name.

v 0 Desiree Oliver (Console Mode) -

Figure 129 — ServiceNow Console Mode

Step 3: Go to ‘All Requested Items’ located under the section ‘Self-Service’
down the left hand side of the console mode. Click on ‘All Requested Items’.

Service Catalog
My Assets
Non-Concurred Assets at My

My Task Boards
My Ideas
My Incidents

My Requests
My Requested ltems
uested Item History

My Assessments & Surveys

Figure 130 — Self-Service All Requested Items
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Step 4: This will pull up a list of All Requested Items, which will be a mix of
other Service Catalog requests.

Click the search icon. Enter the Center in the ‘Location’ search field and hit enter on
the keyboard. Enter ‘NSSC SAT %’ in the ‘ltem’ search field. Add additional search
fields as needed.

lest Requested for Location Name starts with Marshall Space Flight Center> ltem Name starts with NSSC SAT
@ Number o4 () Requested for ® Location %) NASA Org Code 3 Stage ) Opened by  Location = NASA Org Code 3 ltem

S5
Marshall Space PR NASA Shared EA;C
RITMD177863  ANITA CROSS ABNERSPSCE pogs » 00 Desiree Oliver Services NSSC =n
Flight Center Center Assistang
I Request
NSSC
- S Marshall Space TSN T T TaTaTaTale) Marshall Space SAT
_ Flight Center R ' @RUOLOLOVOO Maissakey Elight Center LERY Acquisitio]
Request

Figure 131 — Self-Service All Requested Items List

Step 5: For future reference and/or access, save and bookmark the All
Requested Items information in ServiceNow.

Click and hold the last part of the navigational trail (breadcrumbs), that shows what
filters were added. While holding the highlighted information, drag and drop to the left
side of the screen below the Toggle navigator. This will create an auto-updating

bookmark.
< c
= fequesied ems Got  Number '
q =
7 Al> st Reested or oo Name s i sl e i CenQg B | se
_ _ mm|
Figure 132 — ServiceNow All Requested Items =0l Bockmarks

Figure 133 — Auto-updating bookmark
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Step 6: Click the blue arrow next to the stage bubbles to expand. Expanding
will reflect the name of the associated stages.

NASA Shared
RITM0177839 Desiree Qliver Services NSSC
Center

~ () Request Approved (Approved)

Acquisition Request Received (Completed)

C‘j Purchase Requisition(s) Released Waiting for Catalog Task: Purchase Requisition(s) Released (In pi

(\) Procurement Review Waiting for Catalog Task: Procurement Review (In progress)
() Posting/Solicit Quotes (Pending - has not started)

() Received and Reviewed Quotes (Pending - has not started)

C) Technical Evaluation (Pending - has not started)

(O) Contract Awarded (Pending - has not started)

() Preduct or Service Received (Pending - has not started)

() Invoice (Pending - has not started)

C
() Sent te Closecut (Pending - has not started)

Figure 134 - Stages

Hover the pointer on a bubble and it will give a description of the stage.

Marshall Space ES53

RITMO177863 ANITA CROSS
Elight Center

Marshall Space RS20

RITM0177865  Marissa Key Elight Center

ed for Lec Name starts with Marshall Space Flight Center> [tem Name starts with NSSC SA

(® Number 4 @) Requested for ) Location @ NASA Org Code

@ Stage ( Opened by @ Location ® NASA Org Code

NASA Shared

OV E— .
4 \,\] A Desiree Oliver Services NSSC
Center
ITNIaTa e alalale Marshall Space
D QAU MaissaKey RS20

Elight Center

® ltem

Assistand
Request

SAT
Acquisifi
Request

Figure 135 — Stage Description

Stage 7: To export the entire list to excel right click on the column header
‘Number’. Click on ‘Export’. Click on ‘Excel’. Click on the ‘Download’ button

on the pop up window.

) Nupr— - -
Sort (a to =)

Sort (z to a)

RIThD Show Visual Task Board

Group By Mumber

Bar Chart
Pie Chart

n:xpon Lomplete

vExpon Complete
WMars hall Sps i
Marshall Space RS

Flight Center ]
w Cancel

(1)

) Location

IEII

Figure 137 — Export Complete

Excel
csSW
FPDF »

Figure 136 — Export Options
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Stage 8: Open Download

To filter or search by a particular type of request, add a filter to the spreadsheet. Filter
by Item to look at a particular type of request: ‘NSSC SAT Acquisition Request’;
‘NSSC SAT Assistance Request’; ‘NSSC SAT Reporting Request’; ‘NSSC SAT
Change/Modification Request'.

A i C 0 E F 6 i \

Number ~ Requested for Location NASA Org Cor Stage Openedby ~ Location NASA Org Cox tem
RITMAIT7663 ANTA CROSS Marshall Spaca Flight ~~ ESE3 Assess Assistance Request Desires Oliver -~ MIASA Shared Senices  NS3C NSSC SAT Assitance
RITMDMTT6AA Desies Olver NASA Shared Semices — NSSC Assess Assistance Request Gary Walker ~ MIASA Shared Senices ~ NSSC NSSC SAT Reparting
RITMITT64" Dawan Thomas NASA Shared Semices — NSSC Assess Assistance Requast Desires Oliver -~ MIASA Shared Senices  NSSC NSSC SAT Assitance
RITMOMTTE3 Desiee Olier NASA Shared Senices ~ NSSC Pracurement Reviaw Oary Walker ~ NASA Shared Senices ~ NSSC NSSC SAT Acquistion
RITMDIT783 Dawan Thomas NASA Shared Semices — NSSC— Pracurement Reviaw Desires Oliver ~ MIASA Shared Senices ~ NSSC NSSC SAT Acquistion
RITMOMTTG3 Desies Olver NASA Shaed Semces — NSSC Assess Assistance Request Paullavenzi  MIASA Shared Senices  NSSC NSSCSAT Assitance

MOTTT32 Desires Clier NASA Shared Sevices  NSSC Procurement Reew Gary Walker -~ NIASA Shared Senices ~ NSSC NSSC SAT Acquistion

MOTTTER Chares ~— NASA Shared Seices — XOM4 Procurement Reviw Desires Oliver~ MASA Shared Senices ~ NSSC NSSC SAT Acquistion

Figure 138 — Open Download

4.5.3 How to Print/Save My Requested Items to a PDF

Step 1: Log into ServiceNow at the following link: https://esd.nasa.gov/esd/

Step 2: Go to ‘Console Mode'.

Click on *(Console Mode)’ located top right of the ESD website next to your name.
You must be log into the Console Mode to view the option gear icon.

v 0 Desiree Oliver (Console Mode) ™=

Figure 139 — ServiceNow Console Mode
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Step 3: Go to ‘My Requested Items’ located under the section ‘Self-Service
down the left hand side of the console mode. Click on ‘My Requested Items’.

Self-Service

Homepage
Knowledge

My Calls

W Service Catalog
My Assets
Men-Cencurred Assets at My
Center
My Task Boards
My ldeas
My Incidents
* My R
My Requested tems 3
My Red d Itemn History
All Requested Items
My Profile

My Tags
My Assessments & Surveys

Figure 140 — Self-Service My Requested Items

Step 4: Click on the RITM number under the column ‘Number’ to open the
record. Use the information icon to open the record.

.04 =) Number &

Figure 141 — RITM Number information

For a long list of requested items, use the search function to enter a particular RITM
number. On the ‘Go to Number’ field, enter the entire RITM number and hit ‘Enter’

= Requestedtems  Goto | Number v RITMOTTTo65

Figure 142 — Go to RITM Number
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Step 5: While in the RITM click the option gear icon to edit user preference
and print.

Updatz | | Cancel SAT Request | | Modify SAT Reguest | | Save \l/ i

Figure 143 — Edit user preference and printing

Step 6: Click on ‘Printer friendly version’.

1=

. Settinas wmETs e &>

Acocessibility Enabied

Tabbed forms 1

AuteGlick Opens List Links in Form Pans

DratesTime

- =] re e | mem

Commpaot list dateitinme

Split Layout

N ey preee—"
.

Related List Loading

[ = rarmm]] arier Form Londs | SnDemans

Theme

= [=] ==
<:: Printer friendhy wversion

3 Javasoret LoD ong nieid vwatcher

Figure 144 — Printer friendly version selection

Step 7: From the printer friendly version click the ‘Click to Print’ button.

I = Click to Print I

Figure 145 - Click to Print
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Step 8: Change the Printer name to ‘Adobe PDF'. Click ‘OK’.

Prine

Frinter

im | Adabe PDF __::pz Properies... |
Status o
Coryverter

Figure 146 — Change Printer name to Adobe PDF

Step 9: Browse and Save file. Close printer friendly version when done.
4.5.4 Understanding a RITM for a New SAT Acquisition Request

Step 1: Successful submission of an order for a New SAT Acquisition Request
creates a confirmation notice. This screen will have the RITM number
associated with the request. The Stage column shows 11 bubbles. The first
two bubbles are automatic at the time of submission. Clicking on the blue
arrow next to the bubbles expands and lists the stage names and the status of
each stage. Click on the RITM number underlined in blue to open the request.
Note: Disregard the price column for this request.

Prica (sa.}| Total
[Pics fua Vol

3 ->-..L request bs for Mew Simplilied Acquisition 1o be awarded and administered at the NS SC

Figure 147 — Order Status RITM Number
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Step 2: Click on the information icon next to the ‘Request’ field to return back
to the overview screen with the stage bubbles. Fields irrelevant to this
request include: ‘Due date’, ‘Price’, ‘Recurring Price’, and ‘Recurring Price
Frequency’. The table below that starts with the column ‘Task’ will show the
current tasks open or as the request goes through the process, it will show the
completed tasks. For the field ‘Additional comments’, add any additional
comments. After entering comments click the ‘Save’ button.

Figure 148 — Task and Additional Comments

Step 3: To modify the SAT Request, click the ‘Modify SAT Request’ button at
the top of the form. The system will know if it is a change to the SAT request or
if it is a modification to an awarded SAT Request. Clicking the ‘Modify SAT
Request’ button will automatically link the request to the modification request
and bring up the SAT Change/Modification Request Form. See Section C of
the work instructions ‘How to process a SAT Change/Modification Request

to submit a change or modification request.

‘ﬁ J\F ﬁ Update = Cancel SAT Request =~ €Modify SAT Request

Figure 149 — Modify SAT Request
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Step 4: The request goes through the workflow notes regarding the
acquisition of the request included in the ticket. View any Notes before the
‘Additional Comment’ section of the RITM.

16-03-10 07:01:47 - Desiree Oliver
een posted on GSA on 3/4. Quotes are due ba

Additional comments

Figure 150 — Additional Comments

Step 5: If necessary, cancel the request by clicking on the ‘Cancel SAT
Request’ button.

ﬁ J\r ﬁ Update Modify SAT Request | = Save

Figure 151 — Cancel SAT Request

After clicking the cancel button, a pop up warning will appear ‘Cancelling this request
will immediately close this request and cannot be re-opened'. Clicking ‘OK’ will cancel
the SAT Acquisition Request.

. x
nasatest.service-now.com says: l

L
Warning! Cancelling this request will immediately close this request and

notify the NS5C to stop work on it. This request cannot be re-opened and
a new request will have to be created if you discover that you still need the
acquisition.

Prevent this page from creating additional dialogs.

—

Figure 152 — Cancellation Warning
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5.0 Simplified Acquisition Request Template (SART)

Page 73 of 85

Step 1. Retrieve a copy of the template from the NSSC Simplified Acquisition

Threshold homepage found at URL:

https://www.nssc.nasa.gov/simplifiedacquisition and choose under Quick Links
the last selection: ‘Procurement Requisition Documentation and Templates’. Click

on ‘Simplified Acquisition Request Template’.
NASA SHARED SERVICES CENTER

an @ 6 8 i

For NASA Users For Vendors/Grantees For Public For NSS5C Employees MS5S5C Services Contact :

- - - - . P -
Simplified quisition = al Quick Links

Acquisition

Threshold Ttaanjl will provide
ship with

Schedule and Planning
Points of Contact

NSSC Scope

Frequently Asked
Guestions

environment.

Simplified Acquisition Threshold Services

Figure 153 - NSSC Simplified Acquisition Threshold Homepage

Step 2: Save the copy to desktop or somewhere where to retrieve it once

completed. Name it based on the Purchase Requisition (PR) Number for easy
identification such as ‘MSFC PR 4200555555 Simplified Acquisition Request
Template.docx’. The template consists of the form and 3 pages of Instructions.

Burn Mew folder
Mame Date modified Type Size
5| MSFC 4200555554 Simplified Acquisition ... 3/31/2016 3:08 AM  Microsoft Word D... 72 KB

Figure 154 — simplified Acquisition Request Template

Note: READ THE INSTRUCTIONS FIRST BEFORE COMPLETING EACH
SECTION (attached on pages 1-3) of the template. After completing the template
acquisition request, save ONLY Page 1 of 1 as an Adobe PDF and attach to the

PR in SAP along with any other associated documentation to support the
acquisition request (see Step 8).
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Step 3: Completing Section 1: Points of Contact Information. In most
instances you will be listed as the Requestor unless someone else from your
Center is requesting the acquisition. If the Technical End User is the Requestor,
you should place your name and pertinent information in the Requestor fields.

| FOR SAT TEAM USE ONLY Ticket No.: Date Received: Select date
Section 1: Points of Contact Information
Requestor Name: Email:
Title: Busi Phone:
Center: Choose a Center NASA Org Code:
‘ Is this order being placed on behalf of another party (Technical End-User)? [ Yes _ No
Technical End User N. Email:
| Title: Busi Phone:
Center: Choose a Center NASA Org Code:
‘ In the event that you are unavailable to respond to questions regarding this requisition, is there an alternate POC that has decision authority
that we can contact in regards to this request? (] Yes [] No
Alternate Name: Email:
|| Title: Busi Phone:
l If apolicable. list uo to 4 additional POC's email address.

Figure 155 — Points of Contact Information

Step 4: Completing Section 2: Acquisition Request Details. Although all
Sections of the template are important to the Acquisition Request, Section 2
provides the specific details of the product(s) or service(s). Attach additional
documentation and/or requirements to the PR in SAP.

Section 2: Acquisition Request Details

Have you verified in Section 2 of the work instruction that this req is within scope of the NSSC. [ Yes ] No
What is the estimated acquisition value of this request? The Item | am requesting is primarily a ...
Choose a Value Choose Commercial or Non-Commercial

Give a brief description/item#/model#/QTY of the product/service being requested.

Please ensure a detail description/Statement of Work (SOW) is uploaded into SAP.

| Check the following that describes your requested product/service:

I Chemicals 1 Maintenance or Repair of Equipment [ Software License
[J Combustible Liquids or Gas CJ Meeting Space O Software Maintenance
] Electrical, Electronic or Electr hanical (EEE) CJ Metrology Equipment O Subscription
CJ Flight Hardware or Software O Photo/Map/Print/Publication [ Support — Professional

| O Furniture ] Photographic Equipment O Other
O Infor ion Technology (IT) O Pressure Vessel System

| O Instr ts and Lab v Equip t ] Product/Equipment Rental O Unsure

| Check any of the following that apply to this request (multipl lecti are p )
1 Center Specific Terms or Conditions ] Government Furnished Equipment/Property* ' [ Software — Renewal

‘ ] Contains Options for Additional Periods of [J Government Furnished Information® Anticipated

Performance/Purchases ] Hazardous O Special Delivery Marking

] ELMT Coordination® 1 Quality Sensitive Requirements
O Foreign Purchase® ] Sole Source or Brand Name
Selecti b with * requi dditional infor ion. Please see instructions for what is required and enter below:

Figure 156 — Acquisition Request Details
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Note: Additional Attachment(s) in SAP could consist of the following:

1) More detailed description of the Product or Service;

2) Spec Sheet from the Manufacturer or Vendor;

3) Spec Sheet from a prior purchase for Product or Statement of Work (SOW)
for Service;

4) Technical Evaluation or Statement from the Technical End User;

5) Quotes received or recommended sources;

5) Delivery date/time, shipping and marking information;

6) Any other documents/information that provides more specific information such
as Hazardous Materials Special Shipping requirements or other special Shipping
requirements, Special Approvals, etc.

Step 5: Completing Section 3: Ship To or Service Location Details. In this
section, provide the specific location for delivery of the product or performance of
the service. Include any special marking or specific delivery date/times, etc.

Section 3: Ship To or Service Location Details

What is the shipment/service location for this requirement?

MSFC General Shipping, Huntsville, AL 35812

Provide any additional shipping or service information (e.g., special packaging, marking requirements, allowable delivery times and days...)

Package should be marked Attn: Mr. John A Smith, Bldz 4600 (see attached Shipping information in SAP).

Figure 157 — Ship to or Service Location Details

Step 6: Completing Section 4: Acquisition Strategy. Provide a need date
other than Delivery Date, mark whether to expedite the request and provide an
explanation. Also provide the most important part of the Acquisition Request - the
Purchase Requisition (PR) Number(s) used to fund the acquisition. The PR may
require revisions dependent on all factors of the acquisition which may or may not
require Shipping Charges or special Shipping requirements, etc.

Section 4: Acquisition Strategy [Attach sny sole source or brand name justification, or quotes for this requirement in SAP.|
What is the need by date of this request? 4/15/2016
Does this request need to be expedited? (Mote: Purchases over $25,000 will be posted publicly before sward can be made] I Yes X No

If Yes provide explanation for expedited request: |

Purchase Requisition (PR) No.: 4200555555

Figure 158 — Acquisition Strategy

Step 7: Completing Section 5: Comments or Special Instructions. Include
any other types of documentation or information to support the acquisition request
to the attachments in SAP.

‘Please enter any comments, special instructions or any other information
that you feel is relevant and has not been provided on this form or attached
separately in SAP (e.g., description of option or renewal requirements,
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predecessor awards, assistant ticket number, special terms and conditions
that are not in an attachment in SAP).’

Section 5: Comments or Special Instructions
Please enter any comments, special instructions or any other information that you feel is relevant and has not been provided on this form or

attached separately in SAP (e.g., description of option or renewal requirements, predecessor awards, assistant ticket number, special terms
and conditions that are not in an attachment in SAP).

Special Instructions: Do not deliver before 1000 on only on Mondays, Tuesdays or Wednesdays (see attached justification).

Figure 159 — Comments or Special Instructions

Step 8: Check entries to ensure accuracy. For each section with an attachment,
place the attachments in SAP to the PR. After template completion, click ‘Save’.
Make sure to upload this document to the Purchase Request in SAP.

Step 9: Upload all of the applicable documents as stated on the template to the
PR in SAP. NSSC SAT team will retrieve the documents once the PR has been
released to the NSSC for processing the acquisition. A ServiceNow SAT ticket will
be created and may require submitting additional documentation/information once
the process has started.



NSSC Customer Guide

NSCG-5000-0002 Basic Version 1.0

Number

Effective Date:

04/11/2016

Expiration Date:  04/10/2019

Page 77 of 85

Responsible Office: Procurement

SUBJECT: Simplified Acquisition Threshold

Sample: Simplified Acquisition Request Template

Simplified Acquisition Request Template (SART)

FOR SAT TEAM USE ONLY Ticket No.: | Date Received:
Requestor Name: M'nl Ei ﬂmm e Emli M n,
Title: Resource Analyst 223-813-6151
Center: i Eli M mo-'cp*m
Is this order being placed on behalf of another party (Technical End-User)? = Yes Z No
[ Technical End User Name: John A Smith Email: John A Sith-2@nasa gov
| Ticde: Laad Snginger Business Ph
| Center: Marshall Space Fiight Center [MSFC) NASA Org Code:
In the event that you are le to dto g g this requisition, is there an alt POC that has decision authority
ﬂmwnnmnmnreprﬂsmﬂurw? ‘l'!sENu
Alternate Name: Email:
Title: Busi Phone:
I applicable, list up to 4 additional POC's email address.
[Section 2 Acquisiton Request Detais

Have you verified in Section 2 of the work instruction that this request is within scope of the NSSC. X Yes Z No

mhuwmmunﬁm

The Item | am requesting is primarily a ..

Wahﬂmwnfnm{mw{m\'duu duct/service being req d

thm:un:dmﬂdmrwm:umtofwmtsmmuuplmmmw,

mmfmmmmmummw

] Chemicals O Mai e or Repair of Equipment O Software License

I Combustible Liquids or Gas I Meeting Space O Software Maintenance

T Electrical, Ele ic or El ical (EEE) O Metrology Equipment O Subscription

: Flight Hardware or Software 2 Photo/Map/Print/Publication T Support - Professional

T Furniture T Photographic Equipment = Other Adhesive, glue

0 I'niwmamn Technology (IT) ] Pressure Vessel System I Unsure

2 Instr and Lab y Equi I Product/Equipment Rental

demmmmmﬂbmm{wm“m]: B B

J Center Specific Terms or Conditions Furnished E t/Property® | [ Softy -R

T Contains Options for Additional Periods of _IGM"IMMEM Irrl'onuﬁon' Anticipated
Performance,/Purchases . O Hazardous = Special Delivery Marking

O ELMT Coordination® Z Quality Sensitive Requirements

T Foreign Purchase® T Sole Source or Brand Name

Selections above with * require additional information. Please see instructions for what is required and enter below:

liowable delivery times and days . . .)

What is the need by date of this request? 5/10/2016

Does this need to be expedited? (note: ower 525,000 will Be posted publicty before sward can be made] I Yes & No

If Yes provide explanation for expedited request:

attached separately in SAP [e.g., description of option or

memmwmormm«nhtmammnmhﬂummmdhumbnnpmwﬂdmuustor

and conditions that are not in an attachment in SAP).

ticket ber, special terms
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Work Instructions (Page 1)

Form must be filled out electronically.
SAT TEAM USE ONLY ROW: This one row is designated for the SAT Team at the NSSC to fill in after request is received.
Section 1: Points of Contact Information

R : Enter the Req ‘s Name (First, Middle Initial, and Last Name), Email Address, Title, Business Phone Number, NASA Org Code, and

select from drop down box Requestor’s Center.

Technical End-User: Check “Yes™ or “No” if this request is being made on the behalf of besides the R . I “Yes” is selected enter
the Technical End User's Name (First, Middle Initial, and Last Name), Email Address, Title, Business Phone Number, NASA Org Code, and select from
drop down box Technical End-User’s Center. The Technical End-User's Center may be at a different site than the Requestor. If “No” is selected
continue to the Alternate POC question.

Alternate POC: Check “Yes” or “No” if you want to provide an alternate POC that can be contact if the Requestor and Technical End-User is
unavailable (i.e. extended travel). If “Yes” is selected enter the Alternate’s Name (First, Middle Initial, and Last Name), Email Address, Title, and
Business Phone Number. If “No” is selected continue to Section 2.

Additional POC's: If there are additional parties that need to receive email notifications regarding the process of this Acquisition Request, list up to
4 additional POC's email addresses. Only include POCs with NASA Gov emails.

Section 2: Acquisition Request Details
Within Scope: Check “Yes” or “No” after you have verified that the request is within scope of the NSSC.
Make the determination that the requested Simplified Acquisition is within scope of the NSSC.

Is the Estimated Value at or below the Simplified Acquisition Threshold (Defined at FAR 2.101 (b) (2)) and above the Micro-Purchase. (Exception is if
a PR is required for a specific product type for Micro-Purchase due to Center requirements. Follow Center Purchase Card requirements for Micro-
Purchase.)

The Simplified Acquisition request is not one of the following:

*  Interzgency Agreement;

*  Small Business Innovation Research (SBIR) or Small Business Technology Transfer (STTR) Phase Il retained at the Center;

*  Grant/Cooperative Agr ined at the Center;

*  Orders for Construction, Facility Repair or Architecture and Engineering services (A&E) (PSC codes "C1", "C2", "Y", and "Z");

*  Orders on a Center's Indefinite Delivery, Indefinite Quantity (IDIQ) or Blanket Purchase Ag: nt (BPAs) admini 1 at the Center; or
.

Purchases made by the Center’s Institutional Contractors on behalf of the Agency.

Acquisition Value: Select from the drop down box the Acquisition Value range estimated for request. For request expected to be over the Simplified
Acquisition Threshold, this reg should be coordinate with your Center’s Procurement department.

C ial or Non-C ial: Select C cial Product, Commercial Service, or Non-Commercial Product/Service

*  Commercial Products — Commercial products are commodities, other than real property, that are commonly used by the general public or
by non-governmental entities and have been offered, sold, leased, or licensed by industry for « ption by the g | public utilizing
established market or catalog prices. (FAR 2.101)

*  Commercial Services — Commercial service include installation, maintenance, repair, training, professional, and information technology
services that are likewise purchased by the general public utilizing established market or catalog prices. (FAR 2.101)

*  Non-Commercial Product/Service— Non-Commercial are items or services not commonly used by the general public or by non-
governmental entities and any items requiring major modification not ¢ ily available in the cial marketplace

Brief Description: Enter a brief description of the item/service being requested. (Example: 2 Spectroradiometers, 1 continuous and 1 pulsed)
Please ensure a detail description/Statement of Work (SOW] is uploaded into SAP.

Product/Service Type: Check the box next to the product/service description that best describes the item/service being requested. If “Other”is
check, enter a brief categorization. If you are not sure how to best categorize this product/service check “Unsure”

Apply to this Request: Check the box next to all of the selections that are associated with request. Use the below definitions to assist in your
determination of what i

Mlnass CAT Darmsnet bnetessrtinme: Dama 1
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Work Instructions (Page 2)

- Lenter >pecinc 1 erms of LONQImons — Any Special Terms or ¢ , OF OOCL TNat is requirea Dy the Center that 1S Not par or
the standard terms and conditions set by the FAR or NFS. This would include any center specific terms or conditions for quality sensitive
or hazardous requirements. (e.g. Material Safety Data Sheet (MSDS), Certificate of Compliance, Test Reports, Counterfeit Clauses, Non-
Conforming Material, Flight Hardware, special packing)

*  Contains Options for Additional Periods of Performance/Purchases — Options means a unilateral right in a contract by which, for a
specified time, the Government may elect to purchase additional supplies or services called for by the contract, or may elect to extend
the term of the contract. A reason for options should be provide under the ¢ and special instruction section as the Contracting
Officer must document the justification for options (See FAR 17.202).

. ELMT C - ELMT Coordination - The Requiring Office shall coordinate with the Center CIO and the ELMT Program Office on the
acquisition of any softy licenses or software maintenance prior to submitting a purchase request to a Contracting Officer or
governmentwide commercial purchase cardholder to make such purchase. Reference NFS subpart 1807.70.

*  Foreign Purct = Any requi that the article, material, or supply, pursuant to the Buy American Act and its related statues and

regulation, is not a domestic end product. Or any requirement that a foreign contractor is expected, which means a contractor or
subcontractor orunn.ed or existing under the laws other than the United States.

* G Fi hed Equil [Prop - Government Furnished Equip (GFE) is a tangible item that is functi y compl
for its intended purpose, dunbh..._. pendable, and ded for the performance of a contract that is possession of, or acquired by the
government, and delivered or otherwise made available to the contractor for contract performance. Equipment is not intended for sale,
and does not ordinarily lose its identity or become a component part of another article when put into use. Equipment does not include
material, real property, special test equip or special tooling. G furnished property (GFP) means property in the
possession of, or directly acquired by, the Government and subsequently furnished to the contractor for performance of a contract.
Government-furnished property includes, but is not limited to, spares and property furnished for repair, maintenance, overhaul, or
modification. Government-furnished property also includes contractor-acquired property if the contractor-acquired property is a
deliverable under tmnconnutm'ﬂ accepted by the Government for continued use under the contract.

* G Furnished Infi -G Furnished Information (GFl) — includes, but not limited to, , drawings, and
test data, to be provided to the contractor that require additional controls to monhnt access and distribution that is needed for contract
performance as determined by the agency. (e.g., technical specifications, maps, building designs, schedules, etc.)

*  Hazardous - A requi ntis h o ful‘hulronusmhwlnymmmmﬂwnm“nmummw

purchases of chemicals from commercial, industrial or research activities, commonly used in laboratories, facility maintenance
applications, and custodial/grounds maintenance. Common products include liquid, gases, solids (powders, granules), nanparticulates,
bioclogical agents, radioactive materials, equipment that can contain radiation sources, items that emit radiofrequency, ultraviolet, or
infrared radiation, class 3b or Class 4 lasers, and items that produce ionizing and nonionizing radiation.

*  Quality Sensitive - A requirement is quality sensitive if hardware or services requires higher level quality dards and reviews. Exampl
of quality sensitive purchases include: flight hardware/software, qualification hardware/software, fight or flight test equipment, and
associated flight support equipment or software.

*  Software - mmm-mu rlqumumapmﬂn need to extend the period of validity of a software license or

we. Provide additional r | infor under detailed description or comments and special instruction.
*  Special Delivery Marking Requi —Req quires that the delivery have special markings. Example is that all shipping
doc and ior shipping c iners relating to chemicals or hazardous materials shall be marked as follows.

*  Sole Source or Brand Name — Request is a sole source if it is expected that there is only one responsible source and no other supplies or
services will satisfy agency requirements. Some of the reasons for sole source include but are not limited to compatibility of parts,
exclusive licensing agreement, limited data rights (source codes), patents/copyrights, proprietary knowdedge, and unique subject matter
expertise. Request is Brand Name if it calls for a particular brand-name product, or a feature of a product, that is unique to one
manufacturer, and does not allow for the offer or delivery of an equal product.

Selections above with * require additional information. Please see instructions for what is required and enter below:

If ELMT Coordination state if this software requirement has been coordi i with ELMT

If Foreign Purchases is checked provide Country of Origin and a justification for Foreign Purchases by describing acquisition significance and
mission or project.

If Government Furnished Equipment or Property is checked provide description of Government Furnished Equipment or Property and
attached Shipping Document in SAP if Available.

If Government Furnished Information is checked provide description of Government Furnished Information.

New SAT Request Instructions: Page 2
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Work Instructions (Page 3)

Simplified Acquisition Request Template (SART) Instructions

Section 3: Ship To or Service Location Details
Shipment/Service Location: Enter location items are to be delivered to or service is to be completed at.

Additional Shipping or Service Information: Enter any additional shipping or service information (e.g., Special packaging, marking requirements,
aliowable delivery times and days). Unless otherwise indicated in this question, the NSSC will assume no partial delivery and payment are allowed.

Section 4: Acquisition Strategy
Unless specifically requested this will be competed as Lowest Price Technically Acceptable.

What is the need by date of this request? Selected date from the provided calendar dropdown box. Please note that the metric for execution of
request is 30/35 calendar days after determination of a complete package depending on Acquisition Strategy

Expedited: Check “Yes” or “No". If “Yes" is selected provide explanation for expedited request. This explanation should include impact to
mission/project that is associated with this request.

Purchase Requisition {PR) No: Enter the Purchase Regquisition number(s) associated with request. Please comma separate the PR numbers.
Section 5: Comments or Special Instructions

Enter any information you think will be helpful in processing this request and/or any concerns you may have.

Artached completed form into SAP.

If you have questions regarding this form, please contact the NSSC Customer Contact Center at 1-877-677-2123.
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6.0 Unusual and Compelling Acquisition Request

1. How to identify an Unusual and Compelling Urgency Acquisition Request:

An Unusual and Compelling Urgency request is when the agency’s need for the
supplies or services is of such an unusual and compelling urgency that the
Government would be seriously injured unless the agency is permitted to limit the
number of sources from which it solicits bids or proposals, full and open competition

need not be provided for.

It should be noted that an Unusual and Compelling Urgency Request is different than
a request to expedite an acquisition request. An expedited request is heeded before
the published NSSC metric. An Unusual and Compelling Urgency Request is an

immediate need.

2. Making the initial contact to the NSSC SAT Team or to the NSSC Customer

Contact Center:

If the acquisition meets the criteria as set-forth by the FAR regulations, you will need
to contact the NSSC SAT Team. The Center’s Contracting Officer Point of Contact
(CO POC) should be the initial contact. If the Center CO POC is not known, or if it is
afterhours or a weekend, the customer must contact the NSSC Customer Contact
Center at 877-677-2123 or email: NSSC-ContactCenter@mail.nasa.gov. If by

phone, you must ask the agent to place the ticket in ‘Urgent’ priority and state that it
is for a ‘SAT Unusual and Compelling Acquisition’ in order for them to elevate the
ticket. Provide them as much information as possible concerning the situation so
they can pass it on to the Contracting Officer. If by email, place in the subject

line: Urgent - SAT Unusual and Compelling Acquisition. The email body should
provide as much information as possible to expedite the process. Any applicable

documentation should be attached.

3. Documentation required for an Urgent and Compelling Acquisition:

The NSSC SAT will require proof of fund certification (PR) before making an award
for an Urgent and Compelling Acquisition. The customer should submit a SAT
Acquisition Request containing any applicable documentation attached to a

Purchase Requisition (PR) marked urgent.

7.0 Cancellation/Supersession of Previous Documents

This document is the initial version. There are no previous versions.
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APPENDIX A — ACRONYMS AND ABBREVIATIONS

A&E Architect & Engineer

BPA Blanket Purchase Agreement

CCC Customer Contact Center

(6{0) Contracting Officer

COR Contracting Officer's Representative
FAR Federal Acquisition Regulation

GSA General Services Administration

IAA Interagency Agreement

IDIQ Indefinite Delivery Indefinite Quantity
NFS NASA FAR Supplement

NSSC NASA Shared Services Center

PR Purchase Request/Purchase Requisition (PR)
RA Resource Analyst

SACP Simplified Acquisition Customer Portal
SAP Systems Applications and Products
SART Simplified Acquisition Request Template
SAT Simplified Acquisition Threshold

SBIR Small Business Innovation Research

SEWP Solutions for Enterprise-Wide Procurement
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APPENDIX B — NSSC SAT REQUEST CHECKLIST

Please note that in addition to the required documentation listed below, any documentation
deemed mandatory as a part of your Center’s PR release strategy for a Simplified Acquisition is
still required when sending requests to the NSSC. Internal routing procedures will still occur as if
the Procurement was being made at your Center. Once local approvals occur, the PR package
will be delivered to NSSC Procurement for processing instead of your Center’'s Procurement
Office.

The NSSC will commence work on requested SAT acquisitions once the requisition package is
determined to be complete. A complete requisition package sent to the NSSC for processing
and award MUST include the following:

o Purchase Request (PR): Funds are certified if the PR version shows “released” in SAP.
If you need assistance on how to code a PR in SAP so that it routes to the NSSC,
please see Simplified Acquisition Threshold Customer Guide Appendix C.

e NF1707: A completed electronic copy of the NF1707 should be included in the PR
package in SAP.

o Statement of Work (SOW), Item Description and/or Specifications: A SOW, Item
Description, and/or specifications are required and should accurately describe the
essential salient characteristics and functions required to meet the Government’s
minimum needs. If applicable, include part numbers, items numbers, manufacturer
details, etc. so buyers can ascertain precise requirements. For services, a SOW should
be performance based describing desired outcomes in terms of work accomplished
and/or services delivered rather than how the work is to be accomplished \delivered.

e Completion of a New Acquisition Request in the Simplified Acquisition Customer
Portal (SACP) or Completion of the Simplified Acquisition Request Template
(SART): Only one is required. The Simplified Acquisition Threshold Customer Guide
includes instructions on how to create a new acquisition request in the SACP or how to
complete the SART to be attached in SAP.

o Market Research: Provide any research that has been conducted in regard to the
requirement such as budgetary quotes, historical purchases, catalog/published pricing,
and suggested sources of supply. Market research for SAT purchases is discretionary,
but highly encouraged. Completed market research will assist buyers to understand the
exact needs of the customer.

e Recommendation and Determination to Solicit from One Source (RDSS) or Brand
Name Justification (If Applicable): A RDSS or Brand Name Justification is required for
any new work that will be procured using other than full and open competition. A RDSS
and Brand Name Justification template can be found at
https://www.nssc.nasa.gov/simplifiedacquisition.

o Evaluation Criteria (If Applicable): Most SAT purchases, especially for commercial
items, are awarded on the basis of “low price, technically acceptable.” However, if an
award decision should be made on a best value-tradeoff between technical approach,
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management approach, past performance, etc., then draft evaluation criteria should be
included in the PR package.

o List of Government Furnished Property (If Applicable): List of any Government
property or services that will be provided to the contractor.
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APPENDIX C — PURCHASE REQUISITION (PR) INSTRUCTIONS

Use the following information when creating Purchase Requisition (PR) for SAT
acquisitions that will be awarded at the NSSC.

Header Text:

Include the word “SAT” and NSSC SAT Acquisition SACP Ticket Number (if applicable).

Material Group:
Select the Material Group that best fits requested product or service.
P-Group:

IMPORTANT: Center PRs awarded by the NSSC will require the use of the following P-
Group that is determined by your center:

AXA — ARC

DXA — AFRC CXA-GRC
GXA - GSFC HXA — HQ
NXA — NMO JXA -JSC
KXA — KSC LXA — LaRC
MXA — MSFC SXA - SSC

(The NSSC will not be able to receive your PR if this is not correct)

Purchasing Org: Must be NASA
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