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I.     Purpose 
To provide instructions on web page document preparation.

II.    Scope
These instructions apply to all web page document preparation by the Office Assistants and Central Desk personnel.
III.  Responsibility
A.
Office Assistant=s Responsibilities
1.
Converting a document file to a PDF file

a.
Create document

b.
Select AFile@ in the menu bar

c.
Select APrint@
d.
In ACurrent printer@ dialog box left click the arrow and choose AAcrobat PDF Writer@
e.
Left click APrint@ at the bottom of the current screen

f.
PDF formats should be in the following formats and in lower case with no spaces (based on PD 99-00.61):

· Solicitation Package - pd00_61.pdf
· Addendum - ad00_61a.pdf (Aa@ after solicitation reference refers to the numeric sequence)

· Tabulation Sheet - ts00_61.pdf
· Protest, Informal - pi00_61.pdf
· Protest, Formal (AFinal Decision@ letter) - pf00_61.pdf
· Master Term Contracts - continuing.pdf
2.
E-mailing files for transferring to Information Resources

a.
New solicitation E-mails should provide:

· Bid Type - (ITB, RFP, RFLI, RFQ, etc) and Title

· Bid Number, using the designations listed above

· Opening Date and Time - June 4, 2000 at 3:00 p.m. (CDT/CST)

· Purchasing Agent and Assistant

b.
Sending E-mail

· Open Netscape

· Select "Communicator" in the menu bar

· Select AMessenger@
· Select ANew Msg@
· Enter appropriate E-mail address(s)

· Subject Line, enter - Web page update, date and time

· Attach necessary file(s)

· Select on Asend"

B.
Central Desk=s Responsibilities
1.
Receive E-mailed updates to web page

2.
Confirm correct usage of file format

3.
Update web page

a.
Open Netscape

b.
Access the Office of Purchasing Home Page

c.
Open AOn-Line Solicitations@
d.
Left click on page

e.
Select AFile@ in the menu bar

f.
Select AEdit Frame@
g.
Add the new solicitation using Copy/Paste Method

· Find a similar solicitation on the page

· Select and copy this solicitation

· Paste in the correct PD numerical order on the page the new solicitation

· Edit the description, bid number, opening time and date, etc.

h.
Create or update link for the new solicitation

· Right click the ABid Number:@
· A pop-up menu will appear

· Select ALink Properties@
· Confirm that the Alink to@ corresponds to the correct file

· If correct select on AOK@
· If not, either type in the correct file or select AChoose File...@ and select the correct file

i.
Create or update link for Purchasing Agent and Office Assistance

· Select AA@ for Bold and AA@ for Underline in the Menu Bar

· Type in the name to be linked 

· Right click the individuals name

· A pop-up menu will appear

· Select ALink Properties@
· Type in the corresponding E-mail address with the prefix Amailto:@ (no spaces between prefix and E-mail address)

· Select AOK@
j.
Deleting solicitation from AOn-Line Solicitations@ page

· Highlight entire AOn-Line Solicitation@ to be deleted

· Use either the ADelete@ key or select AEdit@ in the Menu Bar and select ADelete@
· Remove any extra spaces that may remain

· Select AFile@ in the Menu Bar

· Select ASave As...@ and save to ADesktop@
4.
E-mail edited file to Server/Information Resources

a.
Open Netscape

b.
Select ACommunicator@ in the menu bar

c.
Select AMessenger@
d.
Select ANew Msg@
e.
Enter appropriate E-mail address(s)

f.
Subject Line, enter - Web page update, date and time

g.
Attach necessary file(s)

h.
Select on ASend@
5.
Moving Solicitations from AOn-Line Solicitations@ page to AAwarded Solicitations@ page

a.
Open Netscape

b.
Access the Office of Purchasing Home Page

c.
Open AOn-Line Solicitations@
d.
If necessary select APrint@ from Menu Bar and print a copy for reference

e.
Left click on page

f.
Select AFile@ in the menu bar

g.
Select AEdit Frame@
h.
Highlight Solicitation to be moved

i.
Select AEdit@
j.
Select ACut@
k.
Remove any extra spaces that may remain and any unnecessary corresponding lines

l.
Open AAwarded Solicitations@
m.
Left click on page

n.
Select AFile@ in the menu bar

o.
Select AEdit Frame@
p.
Paste in the correct PD numerical order on the page

q.
Add AH. Line@ or lines from the menu bar, as required

r.
Select AFile@ in the Menu Bar

s.
Select ASave As...@ and save to ADesktop

6.
E-mail edited file to Server/Information Resources

a.
Open Netscape

b.
Select ACommunicator@ in the menu bar

c.
Select AMessenger@
d.
Select ANew Msg@
e.
Enter appropriate E-mail address(s)

f.
Subject Line, enter - Web page update, date and time

g.
Attach necessary file(s)

h.
Select on ASend@
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