QUICK GUIDE FOR I&I IIPS USERS

A. The IIPS Process

The following information is provided to assist in the many facets of IIPS.  
1.  Locate Solicitation 


· Go to the IIPS website at http://e-center.doe.gov and click on “Browse Opportunities,” or login in if you are already registered.

· Click on any of the options for viewing the solicitation, whichever is easiest for you to locate this solicitation. 

· Click on “Enter IIPS.”

· The following step is applicable with the new version of IIPS, which is scheduled 


for release in late February 2003:  Click on the “Financial Assistance” folder.

· Locate and click on the number for the Master Solicitation (DE-PS36-03GO93004).

Tip: If you select to view "Opportunities by Contracting Activity," click on the “Financial Assistance” folder (after new IIPS version is released), click on the “Golden Field Office” folder, then click on DE-PS36-03GO93004, and scroll to the bottom of the page.  You will find the I&I solicitation.

2.  IIPS Registration
In order to submit an application, the Applicant must be registered in IIPS.  An Applicant only has to register once to apply for any DOE award.  Applicants should register as soon as possible.  To register:

· Go to the IIPS website at http://e-center.doe.gov.

· Click on the “Register” button on the left.

· Click on the box that says, “Check this box for Acquisitions greater than

Simplified Acquisitions threshold or financial assistance” and then click on the radio button next to the “Register only” option. 

· Click on “Proceed to Form.”

· Read the “Notice of Disclaimer” and click on “I Accept” if you are in agreement. 

      Clicking on "I Decline" will return you to the main registration page.

· Complete the Registration Form.  Enter the fields for your General Company Information and Contact Information.  This will include company name, address, city, state, and zip; and first and last name, e-mail address, phone number, and creating a password.  Print this page, which contains your password, for your records.

· Click on “Submit Registration.”  Applicants will receive a confirmation of receipt of registration.

· Applicants will receive an email confirming successful registration.  If an Applicant does not receive this email confirmation within one business day, contact the IIPS Help Desk by email at IIPS_HelpDesk@e-center.doe.gov or by phone at 1-800-683-0751 and select Option 1.                                                 

· Applicants should retain their password and the confirmation of successful registration, which contains their user name, for future reference.  Applicants must use this password and user name to log into IIPS.

Once an Applicant is registered in IIPS, it is important to use the IIPS test site at 

http://doe-iips.pr.doe.gov/iips/busopor.nsf/TestSolicitation?OpenView&login to practice submitting an application.   

3. Join Solicitation Mailing List

It is highly recommended that Applicants join the solicitation mailing list.  To do so, the Applicant must “Locate Solicitation,” click on the “Join Solicitation Mailing List” button at the top of the page, enter the required information, and submit.  After an Applicant has joined the solicitation mailing list, the Applicant will receive an e-mail each time a new solicitation related message is posted in IIPS.  Even though an Applicant has joined the mailing list, the Applicant should continue to visit the solicitation page(s) periodically to ensure receipt of the latest information.

4.   Electronic Submission
Applications must be submitted through IIPS at http://e-center.doe.gov, in accordance with the instructions in this solicitation.  The only acceptable mode of application transmission is through IIPS using MS Word for PCs file attachments.  Applications not submitted through IIPS or not in MS Word for PCs format will be considered non-responsive. 

5.   Electronic Signature
Applications submitted through IIPS constitute submission of electronically signed applications.  The name of the authorized organizational representative (i.e., the administrative official, who, on behalf of the proposing organization, is authorized to commit the Applicant to the conduct of a project) must be typed in the signature block on the form to be accepted as an electronic signature.  

6.
Submit Application

Applicants are strongly encouraged to submit applications as soon as possible to ensure timely submission and allow time to resolve any possible transmission problems.  

To submit an application, follow these steps:

Step 1 -- Prepare Application

· Prepare all of the files in accordance with the instructions in this solicitation prior to starting the transmission process.  Once the applicant clicks on "Create Proposal", a record will be created in IIPS.  
Step 2 – Login to IIPS, Locate Solicitation, and Complete Proposal Cover Page

· Enter the IIPS website at http://e-center.doe.gov.

· Click on the “Login” button on the left.

· Click on the radio button that says, “Industry Interactive Procurement System.”

· Click on “Login.”

· Enter your User Name exactly as it appears on your registration e-mail confirmation, and enter your Password. (Note: These are case sensitive).  Click on “OK.”

· The “View Opportunities as Sorted by....” screen will appear.  Click on “Contracting Activity.”  Click on the “Financial Assistance” folder (after new IIPS version is released in late February 2003).  Click on the “Golden Field Office” folder.

· Click on the I&I solicitation number, DE-PS36-03GO93004.  The “Synopsis & Solicitation Information” screen will appear for I&I.

· To view the solicitation only, scroll down to the bottom of the screen, and click on “Inventions and Innovation (I&I) Solicitation93004.doc.”

· To initiate proposal submission, click on the “Create Proposal” box at the top, right.  
· Complete the Proposal Cover Page.  Enter the fields for your Proposal Cover Page.  This will include subject, street address, city, state, zip, contact phone, and contact e-mail address.
Step 3 --- Attach Files and Submit Application

· Click on “Submit Cover Page & Attach Files.”

· Click on “Attach Volume 2/Technical Proposal.”

· For “Technical Proposal” File Attachment #1, click on the “Browse” button, locate your completed Standard Form 424, “Application for Federal Assistance,” file in your hard drive, and double click on it.  This will automatically attach your file and upload it into IIPS.

· For “Technical Proposal” File Attachment #2, click on the “Browse” button, locate your completed “I&I Grant Application Requirements Checklist” file in your hard drive, and double click on it.  This will automatically attach your file and upload it into IIPS.

· For “Technical Proposal” File Attachment #3, click on the “Browse” button, locate your completed “Intellectual Property Ownership” file in your hard drive, and double click on it.  This will automatically attach your file and upload it into IIPS.

· For “Technical Proposal” File Attachment #4, click on the “Browse” button, locate your completed “Similar Financial Assistance Applications or Awards” file in your hard drive, and double click on it.  This will automatically attach your file and upload it into IIPS.

· For “Technical Proposal” File Attachment #5, click on the “Browse” button, locate your completed “Application Narrative” file in your hard drive, and double click on it.  This will automatically attach your file and upload it into IIPS.

· With all 5 file attachments in place, click on “Submit.”  A screen will appear that will then allow you to verify successful proposal submission.

· In order to verify successful transmission at a later date, click on the yellow folder beside the solicitation number.  Your application should appear.

7.
Questions or Problems with Transmission

View the “IIPS Frequently Asked Questions” by clicking on the “Help” button. You may also call 1-800-683-0751 and select Option 1 or email IIPS_HelpDesk@e-center.doe.gov for help with the IIPS system.  If you have questions on the content of the solicitation, follow the directions for “Submit Question on the Content of the Solicitation," as these questions must be submitted through IIPS.  All questions and associated answers will be posted in IIPS.  
8.
Submit Question on the Content of the Solicitation
All questions concerning this solicitation should be submitted as soon as possible through IIPS at http://e-center.doe.gov.  "Locate Solicitation," then click on the “Submit Question” button at the top and enter required information. You will receive an electronic notification when your question has been answered. DOE EERE will try to respond to a question within 5 business days, unless a similar question and answer have already been posted on the website. Do not call DOE personnel at either DOE Headquarters or the Regional Offices with questions related to this solicitation.  All questions are to be submitted through IIPS.    
9.
View Questions and Answers
"Locate Solicitation," then click on the “View Questions” button at the top of the page. If no questions have been submitted and answered, a statement to that effect will appear at the top of the page.  Potential Applicants should periodically check the IIPS website for new questions and answers. For questions regarding the operation of IIPS, contact the IIPS Help Desk by email at IIPS_HelpDesk@e-center.doe.gov or by phone at 1-800-683-0751 and press Option 1. 

10.
IIPS/I&I Requirements  
· Applications must be submitted through IIPS.

· The only acceptable file format is MS Word for PCs (.doc).  Other formats (e.g., WordPerfect, Adobe Acrobat, MS Word for MacIntosh) will not be accepted.

· Each application must have a unique project title entered on the “subject” line of the cover page.

· Applicants must verify their application submission in IIPS to ensure there are no duplicates.  If duplicates are found, the Applicant shall contact the IIPS HelpDesk and ask that the duplicate submission(s) be deleted.  

11.    IIPS TIPS  

· Register in IIPS as soon as possible.
· When registering, print the page containing your password.

· Print the registration confirmation e-mail that contains your “User Name.”  When logging in, enter your name exactly as it is written in this confirmation message. 

· Once the Applicant clicks on the "Create Proposal" button, there will be a record created in IIPS.  Therefore, Applicants must have all MS Word for PCs files ready before starting this process.

· Keep file sizes to a minimum to ensure a shorter transmission time.

· Tables and charts created in MS Word for PCs take minimal file space.

· Large graphics and scanned documents take a lot of file space and contribute to a much longer transmission time; therefore, they are highly discouraged. 

· Applicants are strongly encouraged to submit applications as soon as possible to allow time to resolve any possible transmission problems.  
· Access the solicitation and attachments by clicking on the solicitation number and scrolling to the bottom of the page.  Access any solicitation amendments by clicking on the folder next to the solicitation number.  
· Practice submission of applications in the IIPS test site. 

12.  
IIPS Resources


IIPS Web Site


http://e-center.doe.gov/
IIPS User Guide
This is an A-Z IIPS User Guide – anything and everything the Applicant ever wanted to know about IIPS.  This user guide can be found at http://e-center.doe.gov/doebiz.nsf/Help?OpenForm by scrolling to the bottom of the page.

Golden Field Office Solicitations web site

This site contains a links to our current solicitations posted in IIPS, and provides a multitude of information for Applicants.  This site can be found at http://www.golden.doe.gov/business opportunities/solicitations.html
IIPS HelpDesk 

(800) 683-0751 or IIPS_HelpDesk@e-center.doe.gov
IIPS Test site  

This test site allows registered users the opportunity to practice uploading/downloading documents in the Industry Interactive Procurement System (IIPS), prior to submitting actual applications.  The web address is    

http://doe-iips.pr.doe.gov/iips/busopor.nsf/TestSolicitation?OpenView&login
B.
More Than One Application
An Applicant may submit more than one application; however, for each application, an Applicant must first click on “Create Proposal,” and then complete the information requested. In order for DOE to accurately identify each application, Applicants must enter the unique project title in the “subject” line.  Each application must be complete and shall not rely upon another application. 

C.
Duplicate Applications
Once the Applicant begins the "Create Proposal" process, there will be a record created in IIPS. Therefore, Applicants must verify that duplicate applications were not inadvertently created in IIPS.  If a duplicate was created, contact the IIPS Help Desk by email at IIPS_HelpDesk@e-center.doe.gov or by phone at 1-800-683-0751 and ask to have the duplicate application deleted from IIPS.  

In the event that two or more Applications are received from the same Applicant with the same unique project title, only the Application with the latest transmission time stamp will be considered for review.  

D.
Revisions, Withdrawals, and Deletions of Applications   
1. Remove application or application file(s) from IIPS

To delete or withdraw an application, send an email to the IIPS Help Desk requesting the application be removed.  Be sure to identify the solicitation number, your User Name, the applicant’s name, and the subject, as shown on the Cover Page of the application.  In addition, if an application is withdrawn after the closing date, inform Margo Gorin by e-mail at margo_gorin@nrel.gov (margo.gorin@go.doe.gov after March 1, 2003).

2.   Submit revised application
Follow the steps in “Submit Application” to submit a revised application (i.e. Cover Page and all required files).

