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Welcome to your OneTeam Free Trial!

Congratulations on starting your 30-day free trial of OneTeam — this is the first step in streamlining and
automating your company’s BD process! OneTeam fully integrates the entire Business Development Lifecycle
including Pipeline Management, Capture Management, and Proposal Development. Are you ready to get
started?

Our BD experts at OneTeam created this guide to lead you through your trial period and help you master the
power of OneTeam. You do not need to complete every task shown here, but this guide provides a roadmap for
a few high-level BD functions that OneTeam supports. This document is meant to lead you through your free
trial — not to provide an exhaustive reference for all OneTeam features. If at any point during your trial you need
more resources or support, please do not hesitate to reach out to us.

You have most likely had one or two demos, but now you are ready to see firsthand how to use OneTeam. If you
want a quick refresher on OneTeam Navigation and Features — feel free to set up a meeting with a member of
our Customer Satisfaction Team — Free Trial Overview Meeting. We want this to be a successful exercise for you
and your team and are always happy to assist you!

Your Company’s Trial Site has been loaded with 20 Demo opportunities. Feel free to practice on these
opportunities or add an opportunity that is of interest to you! This guide is full of practice opportunities, but you
do not have to complete them all in one day.

You will learn more in the free Training that OneTeam provides for your Team when you purchase a subscription
— including Company Administrator Training, Capture and Pipeline Training, and Proposal Training. Additional
training is always available as an add-on. Free Training is provided per the following schedule:

Essentials Plan 5 hours of personalized training
Pro Plan 10 hours of personalized training
Premium Plan 15 hours of personalized training

OneTeam is here to help you every step of the way. If you have questions, just reach out to OneTeam at Free
Trial Assistance! We look forward to talking with you again soon!

Donna T. Hamby,
OneTeam Product Manager
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Sample Exercises

Take a look through these sample exercises to perform in OneTeam. When you have completed one — check it
off the list! Remember to check the support site to help with questions, talk with your team members if you are
unsure of exercise, or email us if you need assistance before our Q&A session.

NOTE: If a task

contains either Company Administrator, Proposal Manager, Capture Manager, Writer, or

Reviewer at the end of the sentence in (), it indicates which role would typically perform that action.

DEFINITIONS

Pipeline:

Opportunity:

Tab:

Sub-Tab:

ONEteam Search+  Opportunities v

A listing of Opportunities that are evaluated and moved through a process to various stages
until award (Select Opportunities Menu, then Opportunities in the drop-down list). Also called
Opportunities List or Opportunities View. This is the home page when logging into the
OneTeam application.

One specific bid or contract that your company is tracking in the Pipeline.

The structure of information in OneTeam is organized in tabs. All Opportunities have the same
tabs — Detail, Description, Contacts, Qualification, Notes, Documents, Review, Schedule,
Team, Strategy, Proposal, Capability Matrix, and Communication.

In the example below, the Opportunity name is Security Operation Center. The Tabs listed
above are shown and ONLY APPLY TO THIS OPPORTUNITY.

A sub-section of a Tab. For example, the Proposal tab has an Outline sub-tab and an
Assignments sub-tab. This example shows the Proposal tab selected, and the Outline sub-tab
selected (dark blue).

Analytics  Support Q95+ (%) Donna Hamby ABC v

Opportunities > Security Operations Center -

&2  Details  Description  Contacts

Qualification  Notes  Documents  Review  Schedule Team  Strategy [ Z"Wl Capability Matrix  Communication

[(outine Jm—

Inside Opportunity:Select an Opportunity from the pipeline and complete tasks and functions for that specific

Button:

ONEteam Search+  Opportunities v

opportunity. All ‘lof a Proposal Managers tasks are performed ‘Inside an Opportunity’ and
most Capture Manager tasks are also performed ‘Inside an Opportunity’. General Pipeline
assessment and management is accomplished in the Opportunity Pipeline (not inside an
Opportunity).

These are selections in many tabs within OneTeam, usually shown in Gold. For example +Add
Volume, +Add Requirement, and Settings are buttons in this graphic.

Analytics  Support Q199+ (%) Donna Hamby ABC ~

Opportunities > Security Operations Center -

8! Details  Description  Contacts

Qualification  Notes  Documents  Review  Schedule Team  Strategy WZSSEIM Capability Matrix  Communication

User:

A person, identified by unique email address, who has access to OneTeam. Company Users
require either a Standard or Limited User License. Subcontractors are given a free Limited User
license by OneTeam.
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Term in OneTeam for data to be displayed in a Pipeline list. Over 60 data fields are available
to be displayed for opportunties, and custom fields may also be added. A view is the
arrangement of this data, including how the data is grouped (such as by Primary Contact), how
the data is filtered (such as by Stage), and how the data is sorted (such as by ascending date).
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)

dd an Opportunity to the Pipeli Completed [

1 Go to the Opportunities drop-down menu and select Opportunities.

2 Select the +Add button.

ONEt€am Searchv  Opportunities v  Analytics  Support #\ Donna Hamby 'ABC v

Opportunities > ABC Company -

2 impor rt | | Search -} PropMgr Pipeline ‘ Capture Mgr | RFP Window ‘ Top 10 \ 2022 ‘ Hamby 2 Columns || 88 View
# Primary Contact
Days
Since
Modifi Company Qualification Proposal Conu
[ D Opportunity Name $ 7 Revenue Score Stage Y Final RFP Due Start
v Primary Contact: Donna Hamby
m 0 1184  Security Operations Center $10,500,000 68% 4 Proposal (E) 04s15/2022 E)oensimoz2 (&) ¢
B3 1264 REDSTONE TEST AND ENGINEERING SERVICES $9,500,000 9% CIED 4Proposal (&) 03/m/2022 ) 04/13/2022
83 1000 OASIS Pool 3 $22,000,000 9% 5 Submitted (&) 12/01/2022 02/28/2023
B3 1241 A NEXT GENERATION SERVICES MULTI AGENCY I... $27,000,000 { 2 Capture 10/01/2022 ) 10/27/2022
1256 COMBAT AIR FORCES DISTRIBUTED MISSIO... 1Qualify E) 07/18/2022 (&) 08/29/2022
1264-1  REDSTONE TEST AND ENGINEERING SERVICES SD... $6,500,000 9% 4Proposal E) 12/15/2021 (E)owsiaoz2  (E):
1268 SPACE SERVICE ACQUISITION EXECUTIVE TECHNL... 70% QRS 1Qualify (&) 0s/0v/2021
1270 TECHNICAL AND SCIENTIFIC SERVICES 8% 1Qualify (E) o9/01/2021
1267 SECRET INTERNET PROTOCOL ROUTER NETWORK ... 7% D 1Qualify (&) o202
1254 AECFY19 P3005 DESIGN BUILD CONSTRUCT CHILD.. s9% EIED 1Qualify (&) woz021 @ 1210812020
1269 SPECIAL WARFARE PROGRAM OFFICE SYSTEMSE... 5% 1Qualify (&) 10/012021
1257 COMMAND AND CONTROL SOFTWARE ENGINEER.. n% CGIED 1Qualify (& 100012021
135 1255 CLOUD HOSTED ENTERPRISE SERVICES FOR STAC.. ss% E@HED 1Qualify (& /012021
. R s 1262 NAVAL AVIATION WEAPONS SYSTEMS INTEGRATL... [ o2 ey (RIS (&) 09/01/2021 e
Count: 73 $1,068,677,000

3 Add Opportunity Name and other information — hover over the blue circle ? for more info about the
various fields. Add dates for RFI, DRFP, RFP, Proposal Due, Contract Award and Contract Start.

ONEteam Search.  Opportunities . | Analytics  Support Qo A Donna Hamby (EE) «

Opportunities > New Opportunity -

Detalls Qualification Team  Suategy Proposal  CapabilityMatrix  Communication
B Archive | Users
Opportunity Name *© 1D © Acronym @ Acquisition Status @ Stage © Qualification Score © Opportunity Manager @
118 ~ oldentify v v
Division © Priority © Contract Type @ Award Type @ P-Win © P-Award @ Top10 @
v v N v o

Solicitation Number @

Contract Value © Company Revenue © Contract Vehicle ©
s & v

Solicitation Sources ©

Factored Company Revenue @ Contract Role © Prime Company © T
No Solicitation Sources
Probable Profit © Primary Contact @ Estimated FIE ©
H Donna Hamby

B6P Cost © ®o01 © Facility Clearance © Expected Contract Length ©

Competition Types @

None Selected
Contract buration ©

Linked Opportunities O

Buying Organization © Buying Office ©
None Selected
8 B

Incumbent(s) @

Places of Performance @

4| ciy State Country Pt
Incumbent Contract Number © b d Date
No Places of Performance.
MM/DD/YYYY @8 | MM/DD/YYYY ]

Naics © + Add

4 Select Save Details.

5 Go back to Opportunities List to see the opportunity has now been added to the pipeline.

7 www.oneteam.net



http://www.oneteam.net/

ONEteam®

Free Trial Reference and Training Guide

2.0 Add Internal Contacts — Company Admin Only Completed []

1 Go tothe OneTeam drop-down menu under your name on the upper right.

Select Company Settings.

2 OneTeam automatically opens the Company Settings to the Organization tab, Users sub-tab. (Company
Administrator)

3 Select +Add to add a new user. (Company Administrator)

ONEteam Search +

Subscription

© 2022 Oneleam®  Terms

Add user email, first name, last name and select Opportunity Manager permission.

Opportunities «

Company Settings

Organization

Privacy

Analytics

Capture Dashboard

Support

@ Divisions
‘ + Add ‘ * Export Add igEx

% Status Add User
Name M= Email Email * Status

~ Status: Standard () =
Abigail Adams abigail.adams@oneteam.net First Name * Last Name* Standard &
Alexander Hamilton proposals@oneteam.net Manager Standard V4
Donna Hamby donna.hamby@oneteam.net Parmissions © Manager, Report Manager Standard 4
Eddie Crosbie eddie.crosbie@tgi-us.com (] Company Administrator Standard V4

(] Company Profile Manager
George Washington capture@oneteam.net N Manager, Report Manager Standard &
[J Opportunity Manager
Glenn Meyer glenn.meyer@tgi-us.com (] Opportunity Viewer ager, Opportunity Manager Standard &
5 (] Report Manager 2

Jason Merkel jason.merkel@tgi-us.com r, Company Profile Manager Standard &
John Adams prime@cneteam.net Manager Standard '
Melissa Gabor-Midy... melissa.gabor@oneteam.net wer, Report Manager Standard &
Molly Pitcher Molly.Pitcher@oneteam.net ® Cancel Standard s

~ Status: Inactive @)
Austin Boyd austin.boyd@whitespaceinnovations... Inactive &
Count: 19

#) Donna Hamby (ABE) v

Note: The blue ? displays permission descriptions. (Company Administrator)

5 Select Save. (Company Administrator)
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3.0 Customize Stages For Your Company — Company Admin Only Completed [
Go to OneTeam drop-down menu under your hame on upper Qv | @ Donna Hamby (ES) -
1 righ
ght. ABC
Company Settings
Company Profile
Select Company Settings. (This can only be completed by a Account settings
2 OneTeam Company Administrator) ger @ A
3 Select Capture Tab and then select the Stages sub-tab. (Company Administrator)
Select +Add button to add new stage.
4 Provide Description (name of stage), Type, and select checkbox if this is an active phase for an

opportunity, such as pre-capture, capture, or proposal. Do not check this box for closed opportunities,
won, lost phases. (Company Administrator)

ONEteam  Search v Opportunities v Analytics Support st # Donna Hamby (ABC ~
Company Settings
Subscription  Organization
= rcquircdFiclds  CustomFields  Revenue  ContactRoles  Buying Organization Contact ification Matrix ification Checklist  Documents Tags  Review
+ A D Rese
Description Default @ Type @ Active Opportunity 2]
i 0ldentify @® m] N
B 1Qualify (@] m
i 2Capture ] Opportunities In Capture
f 3 Pre-Proposal O Opportunities In Capture i
i 4 Proposal O Proposals In Work
# 5Submitted @] Proposals Submitted @
i Win o] Won (]
# Loss Q Loss a m
#  Bid Next Cycle Q B
f  No-Bid O a |

©2022 Oneleam® Terms Prvacy Support B3 Videos

5 Select Save. (Company Administrator)
6 To edit an existing Stage, click in the Description column to edit. (Company Administrator)
7 Select Save. (Company Administrator)
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4.0 Create A Custom Pipeline View Completed [

Start on the home page, which is the
Pipeline view. By default all demo

opportunities will be shown. (Opportunity = Commnits | B v mipciene
Managers)
Select the button in the upper
2 right of the Opportunities List. At i -
(Opportunity Managers)
A window will open with a listing of all 63 e
. @ Acquisition Status O Division O Owner
default columns available, and any custom O corym O ssson Cade O Ouner Percent
1 O Active Tasks O Draft RFP O p-Award
columns that have be added by the [y ——  Extimated FIE 5 bW
- o | O B&P Cost O Expected Contract Length O Places of Performance
Company Administrators. {0 tugng oftce O rachy clesrence © primary ontac
! O Buying Organization O Factored Company Revenue O Prime
1 O Buying Organization Contacts & Feed O Prime Percent
| = Cuympganyievsnue O Final RFP O Priority
g [Ifyouare having difficulty seeing all of the S SN
columns, check the zoom on the browser serva i
WIndOW. Once the zoom |S over 100%' the | Eiunnm:o\e E:chmzemExp\re Date O RFl Release
: ontract Start Incumbent(s) & RFP Window
column names may be too large to fit j O contact e D L faks oo
{ & Contract Value O Linked Opportunities O solicitation Number
Wlthln the pop_up WlndOW. Reduce the { O Contract Vehicle O Missing Required Fields O Solicitation Sources A
} O Days Since Created O NAICS & Stage v
zoom to ea5||y see a” COIUmn head|ngs. 1 0 Days since Modified O Next Milestone O Team Contacts
; O Days Until Next Milestone & Opportunity Name O Team Members

(Opportunity Managers)

Columns that are shown in the current view, will have a
check mark in the box beside the name, as shown in
Solicitation Number., Stage, and Top 10.

«

Solicitation Number
Solicitation Sources

Stage Y

J

Columns that are filtered will show a filter icon, as shown
4 here with Stage.

«

Sorted columns will show a sort icon, as shown in Stage and U Team Contacts

Top 10. (Opportunity Managers) O Team Members

™ Top 10 -
If you want to uncheck a column that is sorted or filtered, ® Solicitation Numb
first remove the sort and/or filter from those column = eliciation umber
headings. Then deselect the column heading in the O Solicitation Sources
window. = a
o . O Stage Y
Notice in this example that the Stage column has a filter _
5 applied, but the column is not visible. The filter will still be - Team Contacts
a‘pplled to the resulting data in the O‘pportunlty List. If‘you O Team Members
simply remove the column from the view, the sort and filter .
selections remain active. ™ Top 10

Select or deselect the column checkboxes to add or remove
columns from the new custom view you are creating. (Opportunity Managers)
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To rearrange columns, select a column heading to move, then drag and drop it to the desired position.

Opportunities > ABC Company -

e o
08 o
s
st
€3 voos
ose
0
-
[ » RIS

[ # add || £ 1mport || @ Export | | searc

@ Drag a column header and drop it here to group by that column

TR Solicitation Number

” REDSTONE TEST AND ENGINEERING SERVICES

CYBERSECURITY SUPPORT SERVICES FOR NETCOM

REDSTONE TEST AND ENGINEERING SERVICES SDVO

SOFTWARE DEVELOPMENT APPLICATIONS SUPPORT SERVICES F...
15C ENGINEERING TECHNOLOGY AND SCIENCE CONTRACT
SCADA SYSTEM MODERNIZATION AND CE DASHBOARD DESIGN
Security Management and Support Services

CYBER OPERATIONS NETWORK ENGINEERING SUPPORT

Solicitation
Number
WS1CRB21R0030

292401

DOLOPS16R00028

FA520520CU0000

RFQ1469265

-] LYY Group by Int Status | Opportunities by STAGE | Weekly BD Meeting | Top 10 List | All Fields | Final Pipeline Download

Acquisition Status, stage 4T bR
Post-RFP 4Proposal E 01/13/2022
POSt-RFP. 4Proposal

POst-RFP 4Proposal

POSt-RFP. 4Proposal A 09/01/2021
Pre-RFP 3 Pre-Proposal A 06/15/2023
POSt-RFP. 4Proposal E 02/16/2024
Source Selection 3 Pre-Proposal

Pre-RFP 3 Pre-Proposal

Final RFP. Proposal Due
E 03/12/2022 E 04/14/2022
A 08/01/2021 E 09/01/2021
E 12/15/2021 E 01/15/2022
A 10/15/2021 A 12/30/2021
E 09/01/2023 E 10/01/2023
E 03/01/2024 E 03/15/2024
E 12/07/2020 A 01/13/2021
E 09/01/2021 E 10/31/2022

i= Columns | B8 View: PropMar

Contract Start
E 09/03/2022 &
E 06/01/2022
E 10/01/2022
E 06/01/2023
E 09/01/2024
E 04/01/2025

E 05/01/2021

E 05/01/2022

Resize the columns widths as desired by selecting the right edge of a column heading to adjust column
width. (Opportunity Managers)

Select filter and sort options to your preferences. (Opportunity Managers)

Select the

Note the
view. The

button and then select
in the VIEW BOX.

button

button will update changes to an exiting
button creates a new custom view with
all the selections you have made. (Opportunity Managers)

Give the newly created view a name, which is required, and a
description, which is optional. (Opportunity Managers)

Select the

checkbox to share this new
custom View with your company’s OneTeam users.
(Opportunity Managers)

Check the Favorite box to create a shortcut for this view at the
top of your pipeline.

This does not designate this View as a Favorite for everyone
on your team. Each person selects and manages their own
favorites. (Opportunity Managers)

11

Pipeline

Stage [~ T Type RFP Window

i= Columns | BB View: Pipeline

 Reset View

Al

Save As roex

Save View As...

Name *

Weekly BD Meeting

Description

Share with Company Favorite

List of Opportunities for Weekly BD Meeting with Rob

Cancel |24 &

www.oneteam.net
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Completed [

1 Select an Opportunity Name from the Pipeline or Opportunities list to open it. (Capture Manager)

2 Select Qualification Tab. (Capture Manager)

Opportunities > REDSTONE TEST AND ENGINEERING SERVICES -

42 Details Description  Contacts [EUSUICUIUMN Notes  Documents  Review  Schedule Team  Strategy  Proposal

Capability Matrix

Communication

EEEY coter(nteresd  Gate 2 (Pursue)

BB Select Template: ABC Prime Bid || B Take Snapshot H  Export H O Edit ‘

Gate 3 (Plan)

Test Pursuit Decision

Capture Checklist

O Reset
Gatel
GnalREe | Review
Criteria 0 1 2 3 4 Notes  Rating  Weight Score LdlLl )@
Does the opportunity fit with Strategic No Strategic Plan 12 Strategic Plan 3-4 Strategic Plan 5+ Strategic Plan
Plan? i Swim Lanes Match Swim Lanes Match Swim Lanes Match nes Match a - 4

Somewhat counter to our core
business model and corporate
direction

Counter to core business and
corporate direction

Neutral to core business and

2
Strategic Fit? corporate Direction

Very close to our core business | [0 3
model and corporate direction

Are there negative impacts on current
commitments, Financial Goals, and/or
Operational Ability?

Significant Negative Impacts
Critical Condition

Moderate Negative Impacts

o — Recoverable Negative Impacts

Mitigatable Negative Impacts

PM Identified, barely qualified
but unknown to the customer

PM identified, well qualified

No PM Identified but unknown by the customer

Program Manager ID'd?

PM identified, extremely well
qualified, unknown or lttle
known by the customer

Whatis the impact on Expansion Goals? | None J [tow | (Moderate J (vish

Few on staff that can
understand the problem and
adequately write to it

No Staff Available that can
understand the problem

Adequate Staff Available that

2
Do We Understand the Problem? can understand the problem

Many on staff that can
adequately understand the
problem and write to it

problem and write to it

What is the contribution to Future

Growth Potential? Low

None Moderate

=

Very High 2] 4 4

No funding yet identified,
acquisition strategy not yet

Opportunity Real? Funding is questionable Funding is pending

0% 1% 2% 51%

Funding is most likely

76% 100%

46/606  412/616  262/616
68% 7% a%

Select the Select Template button on the upper left side
3 of the matrix to determine which Qualification Matrix
Template to use for this opportunity.

The ‘Change Qualification Template’ will open. If a
Qualification Score has been given to an opportunity,
the company’s default template will be displayed.

If a Qualification Score has been given, changing the
4 Qualification Matrix will lose all score on the matrix
being removed.

Select the Qualification Matrix template to use. Then
select the v'Change button to remove the current
matrix and replace it with the one selected.

If minor changes need to be made to the
Qualification Matrix FOR THIS OPPORTUNITY

5 MATRIX ONLY — select the =dit button, which
is located under the Matrix sub-tab and next
to the fxport button. (Capture Manager)

45 | Details

&5 Select Template: ABC Prime Bid || B Take Snapshot || ™ Export || O Edt |

B Select Template: ABC Prime Bid |

| Click to choose a different

Change Qualification Template oo x

Changing the template will have the following effects:
* The Qualification Score will be reset.
A * Saved Ratings and Snapshots will be lost.

Consider exporting a copy of the matrix before
continuing.

ABC Prime Bid v

ABC Prime Bid

ABC Task Order Bid

ABC Template

Subcontractor Bid Qualification
Subcontractor Scorecard

Test Prime
I XYZ Company Prime

Opportunities > REDSTONE TEST AND ENGINEERING SERVICES -

Description Contacts Qualification

m Gate 1 (Interest)

Gate

12
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Opportunities > REDSTONE TEST AND ENGINEERING SERVICES -

[P Notes  Documents  Review  Schedule  Team  Strategy  Proposal  Capability Matrix  Communication

B catciGntorsst)  Gatez(Pursu)  Gate3(Plan)  TestPursuit Dacision  Capture Checklist

B Select Template: ABC Prime 8id || 8 Take Snapshot || @ Export | [CRA| + Add | O Reset
Gatet
Final RFP Review.
Criteria o 1 2 3 4 Notes  Rating | Weight Score Lalict s @
Does the opportunity fit with No Strategic Plan 1-2 Strategic Plan 3-4 Strategic Plan rategic Plan -
Strategic Plan? [P asmse Swim Lanes Match Swim Lanes Match Swim Lanes Match Lanes Match B 3 4 2 a8 2 L2}
Countor to core busimess | [Somewhat countertoour | (om0 (Very dlose to our core ned to core.
Strategic Fit? " 5 core business model and . business model and b and corporate B 4 7 28 28 28 o
and corporate direction and corporate Direction
corporate direction corporate direction Direction

Are there negative impacts on
current commitments, Financial
Goals, and/or Operational Ability?

Recoverable Negative
Impacts

Significant Negative
Impacts Critical Condition

Moderate Negative
Impacts Slow Recovery

Mitigatable Negative
[ No Negative Impacts B 4 4 16 16 16 w

PM identified, extremely PM Identified, extremely

PM Identified, barely PM identified, well

Program Manager ID'd? No PM Identified qualified but unknown to || qualified but unknown by r:’é"L‘i:‘:"f?’by“Ji"“W" or :e:)'e“:’:xffglfl’l‘ges":r“"‘i" [E] 4 10 a0 40 40 @
T ermmmzr BaemE customer trusted by the customer

‘g::ltsf theimpacton Expansion [Nmne ] [an Moderate ] [Hugh Very High B 4 4 16 2 2 o
ST A e Few on staff that can ‘Adequate Staff Available [Manyon staff that can Excellent Staffing Available

Do We Understand the Problem? | (@28 AYSLSR 1 IR | | understand the problem || that can the d ly und ERU that can understand the B 4 8 32 32 2 @

P and adequately write toit || problem |problem andwrite toit | PR e Loty

What is the contribution to Future

Gromth Potontial? [Nuns ] [an Moderate ] [ngh Very High B 4 4 16 % 1 &
No funding yet identified, Funded, acqu

Opportunity Real? acquisition strategy not yet | | Funding is questionable Funding is pending Funding is most likely strategy appre 2] 4 10 a0 a0 a0 w
identified champion v
0% 1% 26% 51% 76% 100% 4!:: ;u “?al ’:\s as:; ;\s

The entire matrix will change from the colorful one, previously shown above, to a gray and black
version, which means you are in Edit mode.

Also notice that the Edit button has a checkmark, and is now selected T g
and shown in dark blue rather than the previous ivory/gold color and O Edit \

unchecked.

Make the desired changes to the Criteria, Responses under the score numbers, and the weight for
each line entry.

When finished, select

Select the button to exit Edit mode. Edits will be in effect for this matrix, but do not change the
master template in Company Settings.

Make selections in qualification matrix and notice how the score updates. (Capture Manager)

Add oo x
Take Snapshot
Select to create a snapshot of that date’s qualification
score. The ‘Add’ window will open for you to add a title of the snapshot
and any notes. ‘
x Goncel (L2
Select to save the snapshot.

This saves the score for each row and the overall score and percentage. OneTeam automatically
assigns the date to the Title of the Snapshot, which can be seen if you hover over the title of any
snapshot. (Capture Manager)
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6.0 Add Notes to Opportunity Completed [

1 Select an Opportunity from the Pipeline or Opportunities list to open it. (Capture Manager)

2 Select Notes tab. (Capture Manager)

3 Select +/dc button on upper left to add New Note. (Capture Manager)

ONEteam Opportunities ©  Contactsv  Searchv  Analytiecs  Support Q95+ (@) Donna Hamby ABC ~

Opportunities > REDSTONE TEST AND ENGINEERING SERVICES -

&% Details  Description Documents  Review  Schedule Team  Strategy  Proposal  CapabilityMatrix  Communication
® Delete | O Reset

Email to Customer Title Occurred On Private @

Hey Donna, 2/07/2024
2 Email to Customer 02/07/2024 @ O
Check on Venue
Need to call and check if venue is still available.  1/25/2024 ~ Associations
Customer phone call John Adams (ZZ=) [  Eddie Crosbie (ZX=) @ REDSTONE TEST AND ENGINEERING SERVICES @F) @ | AIR COMBAT COMMAND @) [ + Add
Talked with Ray, the CO about the recompete. C... 10/26/2023
Lorem Ipsum s v 8| 1]u[=]5]= [sv] =] ololalle
Advanced /2112023
Customer Phone Call Hey Donna,
Contacted €O and COR 1182022 James Andes had to drop off the demo early but had a question about pricing. He is the Director of National Security in Knoxville. He has been more involved with discussions about Salesforce.

Weekly Briefing Would the pricing below apply to peaple out of Knoxville?
Last Update (from last status update entry): Marc.. 1/04/2022  Anita
Teaming Discussion
Teaming Discussion with Obsidian. 1/09/2020  anita Mills, Ed.D. MA, CRA
University of Tennessee Space Institute - Huntsville
Director of Enablement
210 Wynn Drive
Huntsville, AL 35805
Mobile: 859-512-6765

Office: 931-393-7277

Add Note Title — use specific terms and keywords such as Customer Meeting, Customer Phone Call,
4 Teaming Discussion, Weekly Brief, etc. OneTeam automatically records the person creating the note and
the date. (Capture Manager)

Add any needed Associations in the Associations field. Select
the +Add button on the right side of the field to open the ‘Add
Associations’” window.

Add Associations
Add Associations @

This window includes Contacts, Opportunities, and
Organizations from your Company’s OneTeam database.

These entries are shown by the labels Con, Opp, and Org with
a gray box to denote where each of those options start.

All of the options are not easily viewable due to there being
hundreds of possibilities, so begin typing the name you wish to
add, and OneTeam autosearches for potential matches to fill
in. .

This associates or links this note to whatever associations you
select. You may link the note to multiple contacts, multiple
companies, and multiple opportunities.

14

IOGIaUCs pra iy, alia atcrans ey uoil
support of all the elements of a hypersonic, #
conventional air-launched, stand-off wea

AMCOM ENTERPRISE SERVICE SOLUTIONS
10TH AIR BASEWING
325TH FIGHTER WING

412TH TEST WING .
42D AIR BASE WING
434TH AIR REFUELING WING v

® Cancel |EANe14

6 Add Note narrative in the content box and format as desired. (Capture Manager)
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7 Select v Save. (Capture Manager)

The note is now also viewable in the Contacts drop-down menu in any Organizations or Contacts that it
was associated to. The screenshot here shows the note associated to John Adams, and also shows all
associations.

ONEteam Opportunitiesv  Contacts v Searchv  Analytics  Support Q95+ (%) Donna Hamby ABC

Contacts > John Adams

| actions « | S Reset
@ Delete | O Reset
First Name * Last Name *
John Adams EnE DT Title Qccurred On Private ©
Hey Donna, 2/07/2024
Phone (Cell il Email to Customer o2/07/2024. |0
Associations
S ) John Adams @) & | eddie Crosbie (XN ©  REDSTONE TEST AND ENGINEERING SERVICES D) & + Add
[ AR comeaT commano € &
ABC Company [
E-MAIL: prime@oneteam.net = 5
forme v 8| 1|u =] < olallm
s@
Hey Donna,
R James Smith had to drop off the demo early but had a question about pricing. He is the Director of National Security in Knoville. He has been

more involved with discussions about Salesforce.

Would the pricing below apply to people out of Knoxville?

Analytics  Support

Activity Feed
ns Center -
- v

(i ) Melissa Gabor-Midyett m Gate 1(Interest)  Gate 2 (Pu:

Note STATUS UPDATE 10.23.23

SHORTCUT ALERT

&) Donna Hamby
9 Note STATUS UPDATE 04.07.21

. ff Molly Pitcher
All Notes can be viewed and are searchable ¥ (ore) Customer el 1 2

in the Activity Feed for each Opportunity. ) e VeryLitte Contectwith

y  (Newe Customer phonecall Customer

Some contact with
Customer

Some competitor
strategies in place

&) Donna Hamby
I Note Weekly Brief CDmPemwe Strategy

kashop completed

You can also add a Note from the Activity Activity Feed

Feed by selecting the + button and then
. REDSTOME TEST AND ENGINEERING SERVICE: »
selecting +New Note.
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Select Teaming Partners Completed [

Select Opportunity name from Pipeline to open it. (Capture Manager)
Select Team tab. (Capture Manager)

Select the button on upper left to initiate Company Search. (Capture Manager)

If the name of the company is known, type the company name in the Search box. Select button.
(Capture Manager)

ONEteam Search.  Opportunities v  Analytics  Support L1955+ 1% Donna Hamby ABC v

Opportunities > Security Operations Center -

%2 Details Description Contacts  Qualification ~ Notes Strategy  Proposal  Capability Matrix  Communication

Q [  Ready to invite Team Members? Go to Communication O Reset

# Member Status

Member

Company Name + Acronym Prime = Optin = Percent> Notes Status Other Opportunities
V Member Status: Undetermined
POWERNET AMERICA, INC. POWERNET ~ C Undetermined
A RADIANCE TECHNOLOGIES INC o B/ Undetermined
¥ Member Status: Selected
ABC Company (a3 ABC ® v Ye: 59 Selected
AVION SOLUTIONS, INC. Avion o 3 Selected
ENGENIUS CONSULTING GROUP INC. ECG o 5 @ Selected
RADIANCE TECHNOLOGIES, INC. RTI o 3 Selected
Sub Company sUB o v Yes n @ selected

A VALHALLA ENGINEERING GROUP, LLC

(o]

Selected
v Member Status: Not Selected
BROCKWELL TECHNOLOGIES, INC. BTI Not Selected

A INNOVA STRATEGIES, LLC Not Selected

10 B NotSelected Mission Readiness Data Manaement © | SOFTWARE DEVELOPMENT APPLICATL.. ©

0|0 | O

TRIDENT GROUP, INC., THE TGl

Select correct company name from list or review each one to find correct company.
A company will have a listing for every location with a Cage Code. (Capture Manager)

Select button (upper right) to add company to the Opportunity Team tab. (Capture
Manager)
Select button (upper left) to return to Opportunity Team tab. (Capture
Manager)

If the company name is not know, you can perform an advanced search using the Search menu at the
upper left of the OneTeam application. This uses filters to select a specific type of team partner —
select specific location, NAICS, Socio-Economic certification, customers, and much more. (Capture
Manager)

Review companies and select the button as detailed above. Return to Opportunity.
(Capture Manager)

Assign team members a percent work share (not required). (Capture Manager)
Change Member Status to ‘Selected’ to build your team. (Capture Manager)

Select (Capture Manager)
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8.0 Create a Capability Matrix Completed [

1 Select Opportunity name from Pipeline to open it. (Capture or Proposal Manager)
2 Select Capability Matrix tab. (Capture or Proposal Manager)

3 Use the +/Add Requirement button to add Requirement rows to the matrix. (Capture or Proposal
Manager)

ONEteam Search.  Opportunities .  Analytics  Support Qs+ () Donna Hamby ABC -

Opportunities > Security Operations Center -

&2 | Details Description Contacts Qualification Notes Documents Review Schedule Team Strategy Proposal

Capability Matrix ‘Communication

Overview

Customer
ABC  prime | Reference Requirement Notes  Capability Level Past Performance  Experience Rec
Alexander 1 OCONUS Experience £}
[ Yo a0 e
Hamilton
PWS 3.1 The contractor shall support the Missile Defense Agency (MDA) in the development of lo... [}
@ ponnaHamby @
PWS 3.2 GENERAL: This is a non-personal services contract to provide Work Reception and Mana... [
@ George a0
pashingion PWS 33 Description of Services/Introduction: The Contractor shall provide all personnel, equipm.. B
@ Jason Merkel RO =
PWS 34 Background: This service is currently being performed under Fort Stewart's Base Operati B
Avion ®
= o PWS 351 Objectives: The basic service objective includes the following; Receive and annotate all r.. ()
£cG ° PWS352  Submit Work Orders (WO) to Base O&M contractor as required. B2
INNOVA STRATEGIES, ... ® PWS353  Provide daily, weekly, and monthly reports as needed. £
POWERNET © PWS354  Provide courteous, friendly customer service to all DPW customers £}
B RADIANCE TECHNOLO...
PWS 3.6 Scope: Services includes: Establishing and tracking all requests for repairs and maintena,

RTI [ ]

Add Reference Number, usually the PWS or SOW number to the Reference field. (Capture or Proposal
Manager)

5 Awindow opens with a text box for the Requirement. Copy and paste from an RFP or type requirement

directly into box. (Capture or Proposal Manager)

- S O

e .

-

PWS 3.7 B

6 Select v'Save. (Capture or Proposal Manager)

7 Add as many requirements as desired. (Capture or Proposal Manager)

Use the Select Categories button to add Categories for responses — by default the matrix is populated
8 with Capability Level, Past Performance, Customer Experience, and Recency. These are set in Company
Settings by a Company Administrator. (Capture or Proposal Manager)
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9.0 Create a SWOT Analysis Completed [

1 Select Opportunity name from Pipeline to open it. (Capture or Proposal Manager)

2 Select Strategy tab. (Capture or Proposal Manager)

Complete SWOT on self by adding team members in the appropriate field. (Capture or Proposal

3 Manager)

4 Use the buttons under each section to add content. Add team Strengths, Weaknesses,
Opportunities, and Threats. In the Rating drop-down menu, select an overall rating the government
would likely assign to your team. (Capture or Proposal Manager)

Opportunities > Security Operations Center -
42 | Details. Description Contacts. Qualification Notes Documents Review Schedule Team Strategy Proposal ‘Capability Matrix ‘Communication
BT3B concems  Features & Benefits  Win Themes
ABC Company
ABC St Team Members © Rating
DNI ERC, Interfuze, Sigmatech v
PCSI-TX Strengths @ Weaknesses @
Proven Record Incumbent
Key Personnel ocl
IT Solutions Cost
Importance of mission capability - broadest mission capability of anyone - we are the only company Overcompensation to level playing fields
on both teams
Location We may make too many assumptions
We do not have history of working Fixed Price, Multiple Award environment
There are many companies that can fulfill PWS, we have to show them why we are the best. We will
not play the "ME TOO" strategy.
Opportunities @ Threats @
Regreen the workforce Will our normal PP evaluators still evaluate us, the are all on SSB

5 Select . (Capture or Proposal Manager)

Use the button (above your company’s name on the left side) to search for competitors to

6 evaluate. Follow instructions under ‘Select Teaming Partners’ for using the Search function. (Capture
or Proposal Manager)

Select the button to add the selected company to the SWOT sub-tab. (Capture
7 or Proposal Manager)
8 Select button (upper left) to return to Opportunity Strategy tab.

(Capture or Proposal Manager)

9 Select the Competitor’s name and then add known or likely Team Members, and complete the SWOT
analysis on the competitor. (Capture or Proposal Manager)

Search EGIVE fed*d Qsearch | O Reset | % Favorites

Search for the company you wish to add as competition and click the "Add to Competition” button.

AT 77 DELAWARE NATION ECONOMIC DEVELOPMENT AUTHORITY LLC
> NAICS Code

S Psc oo Cage Code: 6V2U3  Entity Structure: Other  DBA: DELAWARE NATION INDUSTRIES ~ DUNS: 969833859
ode

> SBA Certifications Website
http://www.dnigov.com/
> Place of Business
Address
> Socio-Economic Status rofile. 9 1617 INDUSTRIAL RD, ANADARKO, OK, UNITED STATES 73005
> Core Competencies (G Locatons
+ ANADARKO, OK, United States

10 Complete for all known competitors, and select . (Capture or Proposal Manager)
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10.0 Create a Data Call for an Individual Opportunity Completed [

1 Select an Opportunity name from Pipeline to open it. (Capture or Proposal Manager)

2 Select Documents tab, Data Calls sub-tab. (Capture or Proposal Manager)

Select your own Word, PowerPoint, Excel, or pdf document to upload. Either use the Upload button and
3 navigate to the document on the computer, or select a file and drag to the document area. (Capture or
Proposal Manager)

4 DTo notify a contact to complete the Data Call, select the Distribute button and select the company name.
Select Distribute. Note, the Data Call will go to the person(s) under the Contacts tab who have been
selected to receive communications. (Capture or Proposal Manager)

ONEt€am Search.  Opportunities . | Analytics  Support L1 95+ % Donna Hamby ABC v

Opportunities > Security Operations Center -

42 | Details Description Contacts Qualification Notes Documents Review Schedule Team Strategy Proposal Capability Matrix Communication

& Upload || & Download Zip @ Copy Defaults O Reset
Business Development ) Solicitation @) DECY T 23 ) Graphics @ Proposal €
* Tonm Member. Distribute to Team Members roex
File Name [ Status Due Date 2 Uploaded On Created By
V Team Member: None 9/9/2022 7:00 AM = o
8] Sample NDA.docx ¢ @ Distribute 08/11/2020 8:42 PM @ ceorgewashin.. @3 9D ¢
Select Team Members Select All  Deselect All
8] Test Template.docx T | @ Distribute POWERNET AMERICA, INC. 02/17/202112:54 PM @ Dponna Hamby XD D€
8 RFP Question Template.xlsx Fonull ABC Company 03/12/2021 11:17 AM @ ponna Hamby T D 6
P - . B = Sub Company _— S
Data call for Win themes.doc [ @ Distribute 05/20/20211:19 PM Donna Hamb, G
ENGENIUS CONSULTING GROUP INC. @ oéhnaiahiy €
8 1264 Proposal Word Template Vol 1... 1 | @ Distribute RADIANCE TECHNOLOGIES, INC. 12/03/2021 2:50 PM @ ponna Hamby €T 9 @
AVION SOLUTIONS, INC.
8] 1264 Proposal Word Template Vol 2... 1 | @ Distribute 12/03/2021 2:50 PM @ ponna Hamby (XD D€
TRIDENT GROUP, INC., THE
@) 1264 Proposal Word Template Vol 3... 1 | @ Distribute BROCKWELL TECHNOLOGIES, INC. 12/03/20212:50 PM @ Dponna Hamby XD 9| @
@] Default Document.docx [ @ Distribute 12/14/20212:58 PM @ Dponna Hamby (T 9| &
@' Gate 1(Interest).pptx ¢ | @ Distribute 12/14/2021 2:58 PM @ ponna Hamby @D 9D @
One Team Capabilities Mar 22.pdf ¢ |2 Distribute 09/08/2022 7:06 AM @ ponna Hamby (X9 9@
~ Team Member: ABC Company
@] Sample NDA - PRIME.docx ¢ @ SUBMITTED} 08/11/2020 8:43 PM @ ceorgewashin.. @ 9 0
8] Test Template - PRIME.docx 1 @ DISTRIBUTH = i 02/17/202112:55 PM @ Dponna Hamby (XD o)
(I3l © Distribute
8] 1264 Proposal Word Template Vol 3... 1 (@ DISTRIBUTH 03/01/2022 4:31 AM @ ponna Hamby (XD D/ &

5 Select ¥ “ave. (Capture or Proposal Manager)
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Create Data Call for all Opportunities — Company Administrator Completed [

A W N =

O 00 N O

11

12

Go to menu under your name on upper right. (Company Administrator)
Select Company Settings. (Company Administrator)
Select Capture tab, and then select Documents sub-tab. (Company Administrator)

Select the Defaults sub-tab. (Company Administrator)

ONEteam Search.  Opportunities v  Analytics  Support Q99+ (@) Donna Hamby (ABE) +

Company Settings

Subscription Organization Capture

Stages Required Fields Custom Fields Revenue Contact Roles Buying O ization Contacts Qualificatis Matrix ification Checklist m Tags Review
m Writer Package Templates O Reset
@ Drag a column header and drop it here to group by that column
File Name Description Revision Uploaded On Created By
@ Data call for Win themes.doc Data call for Win themes 07/07/2022 2:12 PM & Donna Hamby
8 Default Document.docx Default Document 06/12/2019 1:48 PM “ George Washington
@ Formatted Proposal Template.docx Formatted Proposal Template 02/08/2022 12:00 PM @ ponna Hamby
Select Word, PowerPoint, Excel, or pdf document to upload. Either use the button and navigate

to the document on the computer, or select a file and drag to the document area. (Company
Administrator)

Provide a Description for the document. (Company Administrator)

Select . (Company Administrator)

Select the Opportunities menu, and Select . (Capture or Proposal Manager)
Select an Opportunity name from Pipeline to open it. (Capture or Proposal Manager)

Select Documents tab, Data Calls sub-tab. (Capture or Proposal Manager)

Select the button and the ‘Copy Defaults” window will open. Select desired Data Call
from list by checking the box to the left of the File Name. Select . (Capture or Proposal Manager)
To notify a contact to complete the Data Call, select the button to open the ‘Distribute to

Team Members’ window.

Check the company name(s) to receive the data call. Companies that are grayed out have already
received this data call, and those in black font have not received the data call. By default all eligible
companies will be checked, but you may un-select companies.

Select . Note, the Data Call will go to the person(s) under the Contracts (Capture or
Proposal Manager)
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12.0 Send a Communication Email Completed [

1 Select an Opportunity name from Pipeline to open it. (Capture or Proposal Manager)

2 Select Communication tab. (Capture or Proposal Manager)

3 Select the New Viessazew button, which opens a drop-down list of options. (Capture or Proposal
Manager)

ONEteam Searchv  Opportunities v ~ Analytics  Support Q99+ (8 Donna Hamby ABC ~

Opportunities > Security Operations Center -

&2 Details  Description =~ Contacts  Qualification ~ Notes  Documents  Review  Schedule ~Team  Strategy  Proposal  Capability Matrix [SSUNT=RE

New Message ~

j} Demo Invitation Template  invitation

1 Teaming Discussion Invitation | invitation

ff Meeting
[Z] 02 writer's Kick-Off Meeting  information
[Z] 03 Color Team Reviewer Kick-Off or In-Brief | information
[£] 04 capture Strategy Workshop | information [ George Washington @1  Molly Pitcher €D v +Add
[Z] 05 Proposal Submitted | information
[] Blank Message
LUty et 101 e monmauon | (g prpu l o= = ‘ = ‘ = (=E o Y == |- .
@ ponna Hamby XD Sent 9/30/2021 1 L
Opportunity: SECURITY OPERA... invitation Thank you for participating as a Writer for the Security Operations Center proposal.
@ George Washingt.. €FI9  Sent 8/11/2020 Opportunity: Security Operations Center SOC
Solicitation #: RFISOC

4 Select one of the pre-made templates from the list. (Capture or Proposal Manager)

5 Notice that the Recipients are pre-populated with people from the Contacts tab, who are authorized to
receive communications. (Capture or Proposal Manager)

ONEteam Search~  Opportunities+  Analytics  Support Ll 95+ %\ Donna Hamby ABC ~

Opportunities > Security Operations Center -

42 | Details Description Contacts Qualification Notes Documents Review Schedule Team Strategy Proposal ‘Capability Matrix Communication

® Cancel

Opportunity: Security Operati... | invitation

Writer's Kick-Off Meeting information

Subject

Opportunity: Security Operations Center Teaming Discussion

@ ponna Hamby XD Sent 4/25/2022 Resipients
OpportinitySetnty Opamtic: [fwmmm A One or more selected Contacts are currently unable to view this opportunity x
@ ponna Hamby €9 Sent 2/10/2022
+ Add

Review Team Kick-Off Meeting| information e George Washington Z B B
@ ponna Hamby XD Draft 11/16/2021

= Not delivered yet.
Contract Information for Qua...  information e Themasiaffetsen m / ! . U =
@ ponna Hamby X1 Sent 9/30/2021 =

Donna Hamby (S RLITNIISAIS @ <z bF

Opportunity: SECURITY OPERA...| Invitation

@ George Washingt.. @13  Sent 8/11/2020 &
Donna Hamby 74 B B 8

0 Alexander Hamilton @I 4 B B 8
0 John Adams @FT 4 B B @

e )

Add any addition data to the template, remove recipients if desired, and select </Send. (Capture or
Proposal Manager)
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13.0 Assign Tasks and Create Schedule Completed [

1 Select an Opportunity name from Pipeline to open it. (Capture or Proposal Manager)

2 Select Schedule tab. (Capture or Proposal Manager)

If the following dates are populated on the Details Tab, they will automatically show up on the Schedule:
RFI Release, RFI Due, Draft RFP, Industry Day, Final RFP, Proposal Due, Contract Award, and Contract
Start. (Capture or Proposal Manager)

RFl Release @ RFI Due & Draft RFP @ Industry Day @ Final RFP * @ Proposal Due * @ Contract Award @ Contract Start ¥

Expected 11/25/2021 | B | | Expected 12/01/2021 | B} | Expected 01/13/2022 | £2 | 01/09/2025 B2 Expected 03/12/2022 |8 | | Expected 04/14/2022 | [ | Expected 08/01/2022 | B | | Expected 09/03/2022 | B8
Actual  MM/DD/YYY ] | | Actwal  MM/DD/YYY) B3 | | Actual - MIV/DD/YYY| B Actwal  MMW/DD/YYY| B8 | Actual  MM/DD/YYY) B8 | | Actual  MM/DDAYYY| B | | Actual  MM/DDAYYY] B

Submitted MM/DD/YYY) B8

4 If these items are not shown in the Schedule tab, select the Details tab and input either E (Expected
Date) or A (Actual Date) in the date fields.

Select the Schedule tab, and notice that the dates from the Details tab are now shown. (Capture or

5 Proposal Manager)

Add more events, milestones, or tasks by selecting the button.You can also add assignments
6 to the Schedule. (Capture or Proposal Manager)
7 Add custom events such as Red Team, Kick-Off Meeting, Questions due to Government, etc. (Capture

or Proposal Manager)

Select for each new task. (Capture or Proposal Manager)

ONEteam  Opportunities+  Contactsv  Searchv  Amalytics  Support Qios+ 13 Donna Hamby A8 «

Opportunities > Security Operations Center -

& Dewis Descrption | Contacts  Qualiication  Notes  Documents  Review [Rl] Team  Swetegy | Proposal | CapabiliyMaix | Communication

[ v [
- e | s - B e w s se s ge e g e e oW Gen gw W
o [B =
T | P ———
8 7] s ommeeing D AT G
7] Aemaiwirgiin: [0 e
e Team e B [T ————
Red Team Review B 05/30/2022 06/02/2022 n
sweqmeies [ pr— =
|
#eiDue oarzaons PS
s B ]
P prre i
S~ e
- s -
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14.0 Shred an RFP Completed [
READ BEFORE UPLOADING DOCUMENT TO SHRED

For the Free Trial, Start small with the shredding process. DO NOT UPLOAD a 150 page RFP consisting of sections
A-M. To learn the process, upload a short (25 pages or less) PWS or SOW, Section L and Section M.

If your test RFP is all in one document, considering removing pages from the pdf to remove Section A, B, D, E, F,
and J at the very least. These sections are not meant to be mapped to proposal outline headings and users will
spend too much time with the inaccurate and odd numberings (contract and FAR clause numbers, and ‘X’ or
checkmarks)

1 Select an Opportunity name from Pipeline to open it. (Proposal Manager)

2 Select Proposal tab. (Proposal Manager)

3 Select the button to create a new project for the opportunity. (Proposal Manager)

4 Give the Project a Title (required), description, and Due Date.(Proposal Manager)

5 Select button to save Project.
6 Select buttonto initiate Shred Process and select pdf document to shred and parse terms.
Shred Solicitation PDF
Select Solicitation PDF
The ‘Shred Solicitation PDF’ window will open. Parse Terms ©
Select the button below the parse Terms field to add Q]|

desired parse terms.

7
An entry window will appear to add the first parse term.
Note: After a Project is added to an opportunity, subsequent
projects will automatically show all parse terms from previous
projects on that opportunity. The Proposal Manager can add or " e | S0
remove terms on any project as desired.
Shred Solicitation PDF
o Select Solicitation PDF
Type the term in the entry window and select the v Parse Terms ©
8 button. o | (+2

Terms will then appear in the list with a checkbox that can be
toggled on or off.
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Continue to add terms, until all desired parse terms have been
added.

Select

The dialog box changes the selection function from ‘Configure
Parse Terms’ to ‘Select Solicitation PDF’, as shown by the dark
blue highlight box.

If pdf files currently exist in the Solicitation Documents library
for the opportunity, those files will be shown in a list in the
middle of the window.

If no pdf files are in the Solicitation Documents library, the
Proposal Manager must upload one or more pdf files to shred.

Select the
desired pdf file for this opportunity.

button to navigate to the

The pdf will then be automatically added to the Opportunity
Documents library, Solicitation section [Documents tab,
Solicitation sub-tab].

The selected document will also appear here in the Shred
Solicitaion PDF window.

In this example, two pdfs are already loaded into the Solicitation
Document library.

Select the desired file to shred.

When a pdf file is selected to be shredded, it will be highlighted
in blue and the button is activated.

Note: Previously, the Shred button displayed ‘Select document’
and was not active. As soon as a pdf file is selected from the list
in the middle of the window, the button appears.

24

Shred Solicitation PDF

selectsolctation POF

Parse Terms &
will
Should

Shall

NS [N
B B |23 &

Must

+ Add

Shred Solicitation PDF *®

a
Configure Parse Terms -0 Mo =10 )00

‘ o Upload Solicitation PDF |

W91CRB-18-R-000%_RDS5.PDF

Beta Test RFP Flle.pdf

X Cancel

Shred Solicitation PDF

Configure Parse Terms RS- =1 0 g

‘ L Upload Solicitation PDF ‘

W91CRB-18-R-0009_RDSS.PDF

Beta Test RFP File.pdf

X Cancel |[Rgiil=h]
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Select to start the shred process.

Projects > Test RFP to Shred

Note: Only one [1] pdf document can be shredded at a time. The
Proposal Manager may shred multiple pdf documents for a specific
project, but these would be added one at a time. et Test K59 Fllpet

| + shred |

While the Azure Al Document Intelligence is analyzing and shredding
the pdf document and identifying requirements by the designated

Parse Terms, users will see an animated icon to indicate that the shred Y
.. [ X X ]
is in process. oo

When the shred is complete, the display will update to the one shown here, with the Document name
shown on the Document Card. The date the document was shredded is shown below the document
name.

The document has now been analyzed and shredded and is now ready for the Proposal Manager to
analyze the document, resolve any shred or numbering issues, and then move to proposal outline
development and requirements mapping.

ONEteam Opportunities v ~ Contacts~  Searchv  Analytics  Support Qs+ (%) Donna Hamby ABC

Opportunities > Security Operations Center -

42 | petails Description Contacts Qualification Notes Documents Review Schedule Team Strategy Proposal Capability Matrix ‘Communication

Projects > Final RFP m Outline  Assignments  Writer Packages

| + shred Documents

Final RFP SOC RDSS.pdf
Uploaded 12/16/2024

If the RFP is in multiple files, you must shred documents one at a time. Simply repeat the process using
the button, navigate to or upload the desired document(s) and Shred each document.

When all documents are uploaded and shredded, begin the review process to continue to the Proposal
Outline and Requirements mapping.

The explanation and documentation of this process for the Free Trial is abbreviated, and will not go into
all the details of correcting erroneous numbering.Further More training is provided to users after
subscription purchase. The Free Trial application contains the entire Shred process.
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15.0 Review the RFP Shred Completed [
Note: CTRL and Shift are keyboard shortcuts that allow users to select multiple cells of parsed content. CTRL
selects multiple cells that are anywhere in the parsed content, not necessarily next to each other. Shift selects a
group of cells that are contiguous (i.e. next to each other) by clicking one cell, and then holding Shift and clicking
the last cell. All the cells in between are then selected.

1 Select the Opportunity name from the pipeline of opportunities.

Select the Proposal tab and the correct Project (if more than one project for the opportunity
currently exists).

3  Select a shredded document to review.

The Document will now open as shown in the example below, with sub-tabs for Shred, Outline,
Assignments, and Writer Packages.

The document in the screenshot has many sections, your trial document should only have Sections C,
L, and M, as described at the beginning of Lesson 14.0.

Opportunities > Security Operations Center -

LY

Details Description Contacts. Qualification Notes Documents Review Schedule Team Strategy Proposal

Projects > Final RFP Outline  Assignments  Witer Packages
[B nﬂﬂﬁ@ﬁﬂ&a E] <> Parsed Content View of pdf
N E=220 rar sookmarks Issues Outline to include, but not limited to, Bureau of Labor Statistics, Department of Labor, Department of
Preiew] State, DCAA. or DCMA. This DOES NOT excuse the Offeror from following the proposai
1 Section B [2][8] | suomission instructions
Sactiont. QR > Focor i Offerorand subcontractor proposals willbe evaluated based on the costprice
reasonableness and
Section D @ @ realism criteria contained in FAR 15.404-1. The manner and degree of the criteria used will be

determined by the contracting officer based on competition and other factors. A proposal is
offeror’s best effort to respond to the solicitation. Any significant

8 Section E [2)[3]

8 section F [2)(=)
@ section G @@=
@ SectionH [2](3]
@ Section| [2)(g]

11 Each offeror’s cost/price proposal shall contain sufficient quantitative and narrative
cessary to adequately support and explain the reasonableness and realism of the
ice proposed in proposal Section B. Offeror proposals shall conform to the

8 Section) [2](=]
& Section K [2)(g)
a

be broken out by cost element as specified in Table 15-2, Il Cost Elements. To help ensure this
Section M @ @ requirement, a Microsoft Excel workbook titied "LOE_Spreadsheet” has been provided as an

attachment to this solicitation. Instructions for compl LOE xis are contained in
that file. FAR 15.403-5(b) allows the Contracting Officer to specify the format of other than cost

Review Section L to see if any requirements were erroneously split into 2 requirements.

5 This may include a requirement that spans the pdf page break or requirements that contain another
Section or reference number.

L.3.c.[Sub-factor 1a]#2 The Offeror shall:

L.3.c.[Sub-factor 1ala.#1 Describe its plan to provide Logistics support for Arms,
Ammunition, and Explosives

(AAGE). The plan must clearly demonstrate the offeror’s understanding of AA&E
Se I ect th e two or more row to be me rgedr an d Support and should provide details as to how the requirements presented in PWS Section

then access the Context Menu, by right clicking €11 411.#1 will be met andinr excoeded
6 on any requirement row. B Lb.#1 A Describe Merge laintenance Support to include facilities, range

g Split
laborateries. The plan pgark as strate the offeror's understanding of
Maintenance Support details as to how the requirements presented in

PWS Sections 41.2anc NUMDeNNg  » 40 oxcanded,

SeIeCt Merge from the conteXt Menu and the M Le.#1 Describe its p ities Planning Support. The plan must clearly
rows will be merged into a single requirement. demonstrate the offer copy Content  f Fadilities Planning Support and should

provide details asto h 5 presented in PWS Section 4.1.7 will be met
+/- Bookmark

Qutline »

and/or exceeded.
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Many times, the RFP provides a lot of information and directives within a single paragraph. In that case,
it would be advantageous to split a single cell requirement into smaller pieces, especially when the
Proposal Manager anticipates multiple writers will be addressing those proposal headings.

L.3.c.[Sub-factor |b]b.#1 Describe its workforce recruitment and retention plan. This plan should include hiring
and retention practices to ensure the offeror's corporation/team possesses, or can readily
obtain, experience and expertise to accomplish the range of tasks described in PWS
Section 2.3.1. Describe the offeror's plan to achieve the goal of recapturing 85% of the
incumbent workforce during the transition period of this contract. Address how the
offeror will ensure the continuation of services during personnel absences due to leave or
termination from employment such that the impact to the Government is minimal.
Address how the offeror will notify and continuously provide status updates to the
Government regarding imminent vacancies; and how personnel turnover will be
minimized. The offeror shall describe the compensation plan to be used for obtaining and
retaining a quality workforce. Provide organization chart and narrative plan that leads to
the success of the contract, streamlining middle management to minimize cost.

To split a cell in the parsed

L.3.c.[Sub-factor IbJa.#1 Provide an approach that addresses the Continuous Process Improvement aspects of

content pa nel, Select the ce ” Section 4.2.5 of the PWS. Discuss strategy for identifying potential areas to improve
. efficiencies. Provide examples of corporate experience with Continuous Process
to be Spl it. Improvement efforts.

L.3.c.[Sub-factor Ib]b.#1 Describe its workforce recruitment and retention plan. This plan should include hiring
and retention practices to ensure the offeror’s corporation/team possesses, or can readily

. . obtain, experience and expertiss  Merge range of tasks described in PWS
nght C||Ck tO see the Section 2.3.1. Describe the offerc split he goal of recapturing 85% of the
incumbent workforce during the P f this contract. Address how the
offeror will ensure the continuat  Mark as ¥ 1g personnel absences due to leave or
termination from employment s . to the Government is minimal.
N Numbering P N
Address how the offeror will not r provide status updates to the
Government regarding imminer  Outline » w personnel turnover will be
Se|eCt . mln!rrfwzed. The f)ffelor shall des Gy G tion plan to be |..Jsed for obtaining and
retaining a quality workforce. Pr thart and narrative plan that leads to
the success of the contract, strei  Add Section nagement to minimize cost.

L.3.c.[Sub-factor Iblc.#1 Provi +/- Bookmark :sses the three key elements (identified in parenthesis as
"Kev'") located in the Quality_Manaaement section of PWS Section 2.3.1, Provide

The selected requirement will — : - -
. . #1 Describe its workforce recruitment and retention plan. This plan
then be displayed as individual ;514 include hiring

words and is Visibly more and retention practices to ensure the offeror's corporation/team
expanded than before. LT [ ) LT

obtain, experience and expertise to accomplish the range of tasks
described in PWS

Section 2.3.. | Deseribe the offeror's plan to achieve the goal of
Place the mouse cursor recapturing 85% of the

between the words where the incumbent workforce during the transition period of this contract.
requirement should be split, Jlcicres Jhow Jihe o . .
offeror will ensure the continuation of services during personnel
and left click. absences due to leave or
termination from employment such that the impact to the Government
is minimal.
Mu|tip|e splits can be created |Address how the offeror will notify and continuously provide status

updates to the
Government regarding imminent vacancies; and how personnel turnover

in the same requirement cell.

Select the v button to save split changes.

The resulting split of a single row will appear as shown in the screenshot below. Note: OneTeam keeps
a uniqgue number for each cell of parsed content When this requirement was split into 4 separate cells,
the unique numbering at the end of the RFP number, are #1, #2, #3, #4.
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| L.3.c.[Sub-factor Ib]b.#1 Describe its workforce recruitment and retention plan. This plan should include hiring
and retention practices to ensure the offeror's corporation/team possesses, or can readily

obtain, experience and expertise to accomplish the range of tasks described in PWS

Section 2.3.1.

L.3.c.[Sub-factor Ib]b.#2 Describe the offeror's plan to achieve the goal of recapturing 85% of the
incumbent workforce during the transition period of this contract.

L.3.c.[Sub-factor Ib]b.#3 Address how the

offeror will ensure the continuation of services during personnel absences due to leave or
termination from employment such that the impact to the Government is minimal.

L.3.c.[Sub-factor |Ib]b.#4 Address how the offeror will notify and continucusly provide status updates to the
Government regarding imminent vacancies; and how personnel turnover will be
minimized. The offeror shall describe the compensation plan to be used for obtaining and
retaining a quality workforce. Provide organization chart and narrative plan that leads to

the success of the contract, streamlining middle management to minimize cost.

Designate Parsed Content Rows as
Requirements

Right click in a row to bring up the

Select Mark As, then select either
Requirement or Ignore

Requirement —designates the cell as a
requirement to be addressed in the
proposal, turns the cell shading to

yellow, and will include this
requirement when Pushing
requirements to the Outline

L

2.#1 Business Relations

sctor shall successfully integrate and coordinate all activity needed to successful
1€ requirements of this PWS and contract effort. The Contractor shall manage th

. completeness, and quality of
ition. The Contractor shall prov
| proposal submittals. The Cont
rative behavior, effectively mai
mnall business participation goa
satisfaction, as well as maintair
tractor persannel.

3.#1 Contract Administration ar
actor shall provide one (1) prim
present during normal duty ho
or the overall management of 1

sntact and shall have the authority To 3C0Or MEke decisIons on all maters on be

Copy Content
Split

Merge
Murnbering
Outline

Mark as

Add Section

+/- Bookmark

as well as problem identifica
Zion of Issues, corrective actio
restablish a history of reason

5, award timely subcontracts g

32 Contractor shall strive to en:
P professional and ethical be

P Mone
shall be
Requirement |4 ~verseal
lgnore actor's pri

Workspace.
Ignore — which is used for informational only data in the RFP and turns the cell gray when selected.
Cells marked as Ignore will not be copied to the Outline Workspace to be mapped.

Validate Requirements
C.111.2.#1 GENERAL REQUIRE

The Contractor shall perform all
In accordance with (1AW) all app
other applicable regulations ang
type of testing, the Contractor si
transportation, management, ar
support to all Directorates and [

After Requirements rows have been distinguished from ignore rows,
the Proposal Manager must validate that every cell marked as
requirement is indeed a requirement to be pushed to the Outline
workspace, mapped to an Outline Heading, and written to by writer

so that it is addressed in the RFP response.

C.1.1.1.21.#1 Mon-Personal Ser
The Government will neither sup
Contractor performs the require
tasks to, or prepare work schedu
responsibility of the Contractor

To assist with the validation process, each Parsed Content cell has a
validation checkbox as shown in the screenshots to the right.

Select the after validating the row IS A REQUIREMENT to be
mapped to a Proposal Heading.
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Select an Opportunity name from Pipeline to open it. (Proposal
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Completed [

Manager)

Select Proposal tab, select the appropriate Project, and then select the Shred sub-tab. (Proposal

Manager)

Select the shredded document and navigate to Section L or open the Section L shredded document if it

is separate from the rest of the shredded documents.

Select the parsed content rows in the middle panel, which contain the description of the outine for the
proposal volumes. Use Ctrl or Shift buttons on keyboard to multi-select rows.

Select the
Shred Workspace.

in the left navigation panel of the

Select the + button between the Outline Preview heading and
the outline heading that are displayed.

This will initially be blank, until Outline Headings are selected in
the parsed content cells. Then a tree view will be displayed.

By default, OneTeam will auto-select the best words to use as
Outline Headings, by analyzing the sentence structure and
capitalization for all cells that are selected.

The screenshot shows ‘Volume | —
Factor 1: Technical and
Management’ highlighted.

0 < 2

identitied.

Projects > Final RFP

€ Final RFP SOC RDSS.pdf &

Sections FAR Bookmarks Issues

T
+ t

Summary Section

Narrative discussion

V¥ VOLUME 1- FACTOR 1: TECHNICAL and MANAGEMENT

N QU factorla | ooistics Enui | 2 Safery -

| Push... =

L.3.c.#7 The following information shall be included in the Narrative discussion:

L3.c.#8 VOLUME 1- FArTOD

1- TECHMICAL and MANAGEMENT

OneTeam automatically selects all Merge , R
o , . L.3.c.#9 In accordance w T sther requirements outlined within the
words up until ‘and’ for headings. Solicitation, Offerors 3
shall address the following Mark as b ols:
By Selecting the add or edit Selection, L3.c.#10 The volume sha Numbering * the sections as listed below.
the user will be able to add the words & W91CRB-18-R-0009 Outline »  Add or Edit
‘and Management’ to the heading. Page 131 of 151 CopyContent | Remove
L.3.c.[Sub-factor la]#1 S1 Add Section stics, Environmental and Safety,

In the example screenshot, all of the
words in this cell are designated as
Outline Headings.

and Informaticon Manag

29
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Continue selecting Outline Heading terms and then use the Outline Preview in the left navigation panel
to set the correct levels for each heading.

After editing or adding any words to the Outline Heading selection, select the to confirm the
outline heading.

#3 VOLUME 1- FACTOR 1: TECHNICAL and MANAGEMENT x |

@ L3.c.#23 VOLUME 1- FACTOR 1: TECHMICAL and MAMAGEMENT |

This an example of only a few words that were auto-selected in L.g.a#1l — Continuous Process
Improvement.

Continue to mark

terms for the Outline L.g.a.#1 Provide an approach that addresses the Continuous Process Improvement aspects of
Section 4.2.5 of the PWS. Discuss strategy for identifying potential areas to improve

Headlngs, until all efficiencies. Provide examples of corporate experience with Continuous Process

outline for all volumes Improvement efforts.
of the proposal are
completed.

. . . ¥ VOLUME 2: FACTOR 2 -PAST PERFORMANCE
The Outline Preview also allows users to alter heading levels

using the < and > buttons, which shift the heading to the left to Section ] - Contract Descriptions
move it up a level or to the right to make the heading subordinate Section 2 - Performance
to the one preceding it.

Section 3 - Subcontracts

Past Performance Questionnz = < ‘l‘ 4| @

OneTeam will automatically set each Volume level heading as a
. . . . ! ”g
Heading 1, and headings below that will be Heading 2 or lower. ¥ VOLUME 3 - FACTOR 3: EXPERIENCE

s

Push Headings from Shred Workspace to Outline

Workspace ] No l Bty [ ; ] Sched ] 7 ] ]
m Outline Assignments Writer Packages

Select to save the splits, merges, numbering

corrections, and requirements marking. adl e S
This is useful if the review process needs to be paused

and completed at a later time. C.#1 Section C - Descriptions and Specifications

If Outline Heading identification is complete, select the

Outline Assignments Writer Packages
button.
This will save and push content to the Outline Py
v Save Push... =
Workspace. :
R Outline
The button allows users to select the Outline,
. . . Requirements

Requirements, or both Outline and Requirements, to ]

. . Outline and Requirements
be pushed to the Outline Workspace, where the entire s and Specifications

Outline can be reviewed and edited.
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Opportunities > Security Opera

&7 Details  Description  Contacts  Qus

After Outline Headings have been marked from
the RFP text and pushed from the Shred Projects > Final RFP
Workspace to the Outline Workspace, it is time to

review and validate the entire proposal outline. + AddVolume E ™

12 Take the time to validate every line of the Outline i, & 1VOLUMET-FACTO | & | 2| @
to ensure that the Outline is correct and compliant and MANAGEMENT £
BEFORE any writing begins, thus reducing reworks
that cost valuable time. % & 1 summary Section @)

Headings may be moved by selecting a heading

and dragging it to the desired location. & 2 Narrative discussion €9

3 Introduction to Volume @D

& 4 Sub-factor |a -Logistics,
Environmental and Safety, and
Information Management

support @)

i - & 41 Arms, Ammunition, and
Explosives (AAGE) (€D

411 Approach

This is also a good time to determine if additional i a2 risks @
headings are needed that were not found in the

13 RFP. % ¢ 4.2 Maintenance Support €2
This process is covered in the next exercise -

. ¢ 43 Facilities Planning Support
Section 17.0. o

¢ 4.4 Environmental and Safety
Support @

¢’ 4.5 systems Programming and
Adminictratinn Sunnort TR
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17.0 Create Manual Proposal Headings Completed []

Review the Outline Headings to determine if additional headings are needed. For the Technical and
Management sections, additional headings not found in the RFP may include items such as
= Understanding
Approach
Risks
PWS Staffing Plan
Efficiencies, Strengths, and Innovations
Experience Examples or Proof Points
Summary

+ A 1(¢l|e
In the Outline example to the right, the blue shaded s o 1 Sub-factor 1a -Logis | ;
headings were added in the Shred Workspace. racora e

Workspace ¥ 11 Arms, Ammunition, and Explosives (AALE)
11 nding and K

2 The orange shaded headings were manually added in s

the Outline Workspace.

3R )

114 E | .|

118 ¥

s
To add a same level heading after an existing
heading, hover over the heading, which will turn 111 Understanding and Knowledge
gray, and select the button. =1 .
1.1.2 Approach g % || )@

3 If there are multiple headings at the same level

and is SeIeCtEd: the new heading will 1.1.3 Risk Identification and Mitigation Add Sibling

be added to the end of that level of headings. It
will not be added just below the headed selected.

To add a lower-level heading (sub-heading) under

any heading, hover in the Heading Name field and #  11.2 Approach ) £ E AL
4 select the icon/button. Add Child |
1.1.3 Risk Identification and Mitigation

When manually adding a heading to the Outline

in the Outline Workspace, by either using the

or ,anew line with an entry

5 field will be created. x|[v]

117 Staffing Approach

Type the name of the heading, in the appropriate
case, and save by selecting the gold check mark.
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After saving a heading entry, if needed, use the
button to make changes to the heading text.

To delete a heading, select the button
(trash icon). A confirmation window will open to
confirm deletion of that entry AND all of its
children headings, if applicable.

If the child(ren) headings need to be retained,
remove their relationship to the parent heading
either moving headings to a different parent
heading or changing the heading level to make
them the same level as the one being deleted.

At any time, the Outline Headings can be
expanded or collapsed using the arrows on the
heading boxes.

Select the > button to expand that heading to
show the next level sub-headings.

Sub-headings can also be expanded to show
lower-level headings.

Select the
section.

in the outline heading

When the heading and sub-heading are collapsed, the button will

be shown as

Expand or collapse the entire outline by selecting the
and buttons above the headings, shown in the

screenshot to the right.

Free Trial Reference and Training Guide

1.1.4 Efficiencies, Strengths, and Innovat £ |2

1.1.5 Summarv &3

1.1.4 Efficiencies, Strengths, and Innovat | £ | 22 || ¢ | &

1.1.5 Summary

You are about to remove this item and all of its children. Are you
sure you want to do this?

Cancel

1 Sub-factor 1a - Logistics,
Environmental and Safety, and
Information Management Support

C.4.2.5.[2]

The Contractor shall pr
execute Pl projects, an

| =

2 Sub-factorib-¢ | £ |2 | |# | @

- C 425131
2.11 PI Expertise, Execution of Projects, and Reporting blg
. W Wi prucsas n ulg
b 2.1 Continuous Process
Improvement
C.4.2.5.[4]

2.1.1 Pl Expertise, Execution of
Projects, and Reporting o

Performance Standard
Government. AQL: 100/

2.1.2 Strategy for Identifying

, and can be selected to expand the selection.

Potential Areas to Improve C.4.2.5.[5]
- Dol Ll = Aood DR
Projects > IMS TEST - - Collapse
to collapse the xpand  u
+ Add Volume 114l
Settings
| VOLUME 1- FACTOR 1: TECHNICAL and
MANAGEMENT
a -Logistics, Environmenta
v and Sale and Informatio
Management Support
1.1 Arms, Ammunition, and Explosives
anrce). @

Make all desired Outline Heading updates and then you are ready to map the RFP Requirements.
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18.0 Add Required Terms to Requirement Completed []

Required Terms may be added to any manual or automatic requirement which was pushed from the parsed

content in the Shred Workspace. Add Required Terms BEFORE mapping requirements to headings to streamline
the mapping and validation process.

o o w0 o EXH

+

To add Required Terms that need to be included in the proposal, wapoed © unmapped @ Deprecated @
go to the Requirements panel of the Outline Workspace to see Note 1 (ZEED

1 the individual requirements, Add our completed Team table here.
Note 2 (XY

Add table to show technical improvements and goals for this contract.

BE

Required Terms

“technical” “improvements”  “goals”

Graphic-1
Add the Company Org Chart in this section

Select the requirement that the Required Term will be added to.

2 : :
Select the button to open the Requirement Window.

s . . B|r1|ul %\zg‘g == | =
Highlight the desired term in the Description field ‘ \ o :
and select the button. + Add Required Term |@

Qualifications - Provide the qualifications of all proposed p
The OneTeam Word Add-in will notify the assigned this contract must possess a high school diploma and must
3 proposal Writer to include this term in the Experience with the followmoles is highly desirabl

. ) ) ) GR Processor
appropriate outline section — see Contribute to a

Proposal through a Writer Package.

! % 5 PWS and REQUIREMENTS

1 Approach to PWS X | v ’

Create Requirement

Note 2 L M Cm
When creating or editing a Requirement, the
Required Terms that have been set will be displayed :"Ju e SlEa=El SN

a in the Requirements box, at the bottom, as shown in
the screenshot to the right.

Add table to show technical improvements and goals for this contract.

Required Terms | @ Remove All

tochnical @ improvements @ goals &
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This is the requirement
after  saving. The
Required Terms are still
at the bottom but
appear in quote marks
and gray boxes as
shown in the
screenshot to the right.

Select the

before using the

Repeat these steps until all requirements are mapped to their respective headings in the outline.

H -]

CHNICAL

AST

Free Trial Reference and Training Guide

Shred m Assignments

* Compliance Matrix ‘

Writer Packages

& L.3.c.[11]
VOLUME 6 - PARTICIPATION- SOLICITATIONS, OFFER AND AWARD DOCUMENTS AND
CERTIFICATIONS/REPRESENTATIONS

& M.[11]

Evaluation and award of this contract will be made in accordance with the Best Value Continuum Tradeoff
procedures described in Federal Acquisition Regulation (FAR) Part 15.101- 1 Tradeoff Process for a Best Value
Decision. The evaluation Factors and Sub-factors (also known as "selection criteria") are contained in the RFP
Sections Land M, and are incorporated by reference.

Note 2 Z

Add table to show technical improvements and goals for this contract.

Required Terms

ON- “technical” “improvements”  “goals”
\ND AWARD

All

Note
Add o

Note
Add td

Requ

Graf
Add t

button to add another requirement to the selected heading.

button for another requirement.

Best Practice

Mapping requirements to the Outline is essential for getting to the first draft. It is also
essential to ensure that every requirement in the RFP is thoroughly addressed.

= |t is not possible to copy a requirement and then change it to get 2 separate
requirements. There is only one requirement allowed per ID number.

= Break down requirements into multiple sections if needed using the ‘SPLIT’
command from the Context Menu in the Shred Workspace.

= Map a requirement to multiple Outline Headings when it is needed — a single
requirement can provide needed content for multiple Writers and sections.

= Use the Required Terms to help Writers know which terminology is preferred for
their inputs and to ensure all requirements are thoroughly addressed.
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1 Select an Opportunity name from Pipeline to open it. (Proposal Manager)

2 Select Proposal tab, Select a Project, then select the Outline sub-tab.

Completed [

The Requirements from the parsed content were pushed to the Outline Workspace with the Outline
Headings previously. Now when Outline Workspace is selected, all cells that were designated as
Requirements and validated by the Proposal Manager with a checkbox, will appear in the Requirements

A (1 & DonnaHamby AsC v

panel on the right.

Projects > Final RFP

Outline Panel

The screenshot here |[.... 1=

shows the Outline Panel
on the left and the
Requirements Panel on
the right.

The center panel is the
location to drag
requirements from the
right panel to visually see
that it is mapped to a
specific heading.

» 11 VOLUME 2: FACTOR 2 -PAST
PERFORMANCE

5 11l VOLUME 3 - FACTOR 3; EXPERIENCE

» IV VOLUME & FACTOR 4 -TRANSITION
PLAN

5 V VOLUME 5 - FACTOR 5: COST/PRICE

VI VOLUME 6 - PARTICIPATION-
SOLICITATIONS, OFFER AND AWARD

> DOCUMENTS AND
CERTIFICATIONS/REPRESENTATIONS
o

Shred @ Assignments Wit Packages
Mapping Panel

No Requirements

Requirements Panel
@ " <@ other @

r
with FAR 52.222-43 or 52.222-44 2

L.3.c.[Factor 6][1]
VOLUME 6 - PARTICIPATION-SOLICITATIONS, OFFER AND AWARD
DOCUMENTS AND CERTIFICATIONS/REPRESENTATIONS

L3.c.[Factor 6][2] [IEED)
i

Each offeror inand
o
RFP, the
33and signature.

L3.c.[Factor 6][3] [IEE)

The words ‘No Requirements’ will be displayed in the center panel when no requirements have been
mapped to a selected heading.

The requirement cell will be displayed in the center Requirements Mapping panel when it is mapped to

a selected heading.

In this example, notice that Heading 1.1.1 Approach has a dark border around it, indicating that heading

is selected or highlighted.

Note that the center
Requirements Mapping

4  panel does change based on
which heading is selected. It
may show no requirements
mapped to heading 1.1.1
Approach, but may then
show 2 requirements
mapped to heading 1.1
Arms, Ammunition, and
Explosives.

Projects > IMS TEST
+ add volume tle]le

« | VOLUME 1- FACTOR 1: TECHNICAL and
MANAGEMENT

1 Sub-factor 1a -Logistics, Environmental and
~  safety, and Information Management SUpport

L Amms, Ammunition, and Explosives (AAGE).

| 111 Approsch @) ! I

13 Facilties Planning Sufppart.

Selected Heading

36

shed [EEIRN Assignments  wrierPackages

Mo Requirements

Requirements Mapping Panel

Erl o o < oo

Maoped @ Unmapped @) Deprecated @

LLIs] DG
I 19.805-2, the Small B BAYwil

determine the eligibiity of the participants for award of the contract.
Eligibility will be determined by the SBA as of the tme of submission of
initial offers which include price. Eligibility s based on Section 8(s) program
Criteria, An B(a) PAMICIPANT MUST represent that it is a small business in
‘accordance with the size standard comesponding to the NAICS code
‘assigned to the contract,

L3.cl3]

VOLUME I- FACTOR I: TECHNICAL 3nd MANAGEMENT

L3.c.6]
Sub-factor fa -Logsics, Environmental and Safety, and Information
Management Support

www.oneteam.net
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Here is an overview of the elements and info that is contained in the Requirements panel of the Outline
Workspace.

At the top of the panel are the filters which all users to select which ‘Sections’ of requirements are
displayed below. If a filter is dark blue, it is selected.

In the example the ‘All’ filter is selected so All Requirements from Sections L, M, C, and Other are
displayed in the listed below it.

The L, M, C, and Other filters can only be displayed one at a time, unless ‘All’ is selected to display them
all.

Ll Capability Matrix = Communication

riter Packages

.

Filters for displaying
requirements

Section Name m L@ MO cQ 'Q

Number of requirements in = l

.

that section quil word search

Manually add requirement

/

Mapped/Unmapped
"] DeprecatedFilter -toggle
on/off

In accordance with FAR 19.805-2, the Small Business Administration (SBA) will \
determine the eligibility of the participants for award of the contract.

Eligibility will be determined by the SBA as of the time of submission of

initial offers which include price. Eligibility is based on Section 8(a) program
criteria. An 8(a) participant must represent that it is a small business in

accordance with the size standard corresponding to the NAICS code

assigned to the contract.

Mappedicon

.

Requirements Scroll Bar

L3.c.[3] OO

No mapped icon indicates VOLUME 1- FACTOR 1: TECHNICAL and MANAGEMENT

‘Unmapped’
L3.c.[6] |

Sub-factor 1a -Logistics, Environmental and Safety, and Information
Management Support

There is also a Search bar to search for specific words.
There is a + button manually add requirements, such as instructions to Writers.

There are filters to Display either Mapped, Unmapped, or Deprecated (obsolete) requirements that also
shows the number of each. These filters may be selected in any combination of 1, 2, or 3 all filters.

In the Outline Workspace, users can select a proposal heading, then select a requirement from the
Requirements panel, and drag it to the center mapping panel. This will immediately map that
requirement to the selected Proposal Outline Heading.

Continue this process until all requirements are mapped to the correct headings.
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= A requirement can be mapped to headings by selecting one heading at a time, and dragging the
requirement to mapping panel.

ONEI®AM Opportunities»  Contactsv  Search~  Support

A (& DonnaHamby ABC -

Opportunities > Beta Test Opportunity 1~

® Dot Descripion  Contacts  Qualification  Motes

Shred Assignments  Writer Packages

ance Matrax

1- FACTOR 1- TECHNICAL and
MENT @ Mo Requirements

1 Sub-factor a -Logistics.
 Emiromental and Safety, and

L3.c03) COEED

VOLUME 1- FACTOR 1 TECHNICAL and MAMAGEMENT

Mours ) L3 s|@
; T, Enveanmental 3nd Safery, and Informanon
L2 Mantensnce Support @) Mansgement Suppert

D3casl] COED
D PIRA 1O provide LOGMTICS SupPOn for Ami. AMMUntion. and
ALE) The plan must clearly demonstrate the offeror’s

Multiple requirements can be mapped to a single heading by using the CTRL button to multi-select
requirements, then drag them all together to the mapping panel.

Opportunities > Beta Test Opportunity 1-

®  Demis Desripion  Contacts  Quaiification  Notes  Documents  Review  Schedule Team  Stategy [T

Projects » IMS TEST sred ([CHERRY Assignments  Wrter Packages
| # addvolume ts]le # Compiiance Matrix m @ ('] <} @ other @
| VOLUME 1- FACTOR 1: TECHNICAL and | +
MANAGEMENT () No Requirements =
Mapped ) Unmapped () Deprecated (@
1 Sub-factor 12 - Logistics, exeoueu.
 Environmental and Safety, and
Information Management Support
LEF[2]
 Describe its plan to provide operations support for computer and
11 Arms, Ammunition, and systems i lization of hardh software
Explosives (ACE). ) The plan must s perations
support and should p the ted in
PWS Section 4.5.4 will be met andior exceeded.
c
LEF[2)
Uncertainties. and Risks () Inderstanding of technical support supplied through Helpdesks
ng. logging, routing, and resakving trouble calls and follow-u
Lg. P
i 113 Required Personne! fferor must describe what facets of the approach will enable
MovHours () \ Lg b1l in PWS
I
1.2 Maintenance Support )}
Lg.b.[1]
13 Facilities Planning Support. ) b. Describe its workforce recruitment and retention plan. This plan should
"] s
‘possesses, or can readily obtain, experience and expertise to accomplish the
range of tasks described in PWS Section23.1.

You cannot multi-select headings to add the same requirement to multiple headings.

After a requirements is
* || @
7 mapped, the ‘Mapped’ icon & c.[2] TEEE o

appears in the requirement. Vision Stateme.nt Depan:m_ent c_)f Defense premier Te.-?t Center, providing safe, timely,
and cost effective test services in support of the Warfighter.
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12

In the Requirements panel on the right, select a
requirement and hover over the link icon to see
the shredded document name that provided the
requirement.

Every Outline Heading that was created in the
Shred Workspace will display a link icon as
shown in the example here.

Hover over this link to see the name of the
shredded document where it was marked
before being pushed to the Outline Workspace.

Free Trial Reference and Training Guide

& C.[2]

Vi51 Exported from: Final RFP SOC RDSS.pdf Pf Defense premier Test
and cost effective test services in support of the Warfig

& 5.3 Quality Management
& 5.4 Training €9 ‘

The Outline Headings also display a number at the end of the heading indicating the number of
requirements that are currently mapped to that heading. In the example above, the Quality
Management heading has 11 requirements mapped to it and Training has 12 requirements mapped.

To view the list of requirements for a specific heading, select the Outline Heading. In the center Mapping
Panel, all requirements will be shown in alphabetic order of numbering schema. There is a scroll bar for
the Mapping Panel to scroll through all 12 requirements for the 5.4 Training Outline Heading.

Opportunities > Security Operations Center -

LY
Projects > Final RFP

+ Add Volume 1lill®

Contract

shred [[ENMIMY Assignments  Writer Packages

# Compliance Matrix

L - <D Other @

fcan

s.2:81 Procurement

test capabilities. the Ammy. The:

INTRODUCTION The primary mission of the RTC is to support our Nation's Warfighter by providing the most flexible. responsive, innovative and diverse set of
to procure specialized personnel, materials and expertiss to help

Unmapped €2 Deprecated )

support that mission. The RTC mission includes planning, conducting, analyzing
5.2.82 Business
v Management

results of tests, producti
tests to include providing test and test support services for authorized customers, within the Department of Defense (DOD) and outside DOD. including
Governmens and non-Gevemment organizations, domestic and foreign in the support of the warfighter. Dug to potential fluctuations in customer workioad
and unknown budgetary constraints over the next five years. itis anticipated that RTC workload may fluctuate significantly from historical averages.

@ c.[21 ()

Vision Statement Department of Defense premier Test Center. providing safe.

5.28.2.1 Contract
Administration

#C25]4]

Contractor shall maintain records of all scheduled and completed training. which will

TRAINING. The Contractor shall develop  training program to ensure Contractor personnel are trained to accomplish the requirements of this PWS. The

timaly, and cost effective tast services in suppart of the Warfightsr.

A S| MarPeD |

copies of training certificates shall be available upon request by the COR as proof of

5.2.82:2 Subcontract not relieve the Contractor from ensuring that Contractor personnel are qualified to
Management contract

2 g (g[x][7]® & C.2.55]

Finandia!
Management

accomplished when RTC is not in an operational status.

5283 Personnel
Management

& c25l6]

by In addition, INTRODUCTION The primeary mission of the RTC is to support our Nation's
prior as required. Warfightar by providing the most flexible, responsive, innovative and diverse
i assigned tasks when they under this set of test capabilices, Army. The current

The Contractor shall look to identify efficiencies in training that will reduce costs to the Govemment as well as minimize duty hours spent completing training.
The Contractor shall mest RTCs annual mandated training requirements which will be provided by the Gavemment. The Contractor shall attempt to identify
efficiencies in training that will reduce COSES £ the Goverment minimizs test interuption as 2 result of training. It is possible that some training may be

help support that mission. The RTC mission includes planning, conducting,

i reporting tests, production tests.
and other tasts to include providing test and test SUppOr sarvices for
within

DOD: including non- ions, domestic
‘and foreign in the support of the warfighter. Due to potential fluctuations in
customer the next five
years, itis anticipatad that RTC workload may fluctuate significantiy from
historical averages.

The Contractor shall develop, provide, and manage 3
certification program shall be provided within six months of

ion. The plan shall identify

for the training and
by functional aress and labor categories.

program. An

#cain

& 53 Quality Management

The training plan shall inciude Mandatory Gevemment Training as identified in the Mandatory Training Matrx attachment. The Contractor shall maintain

Mission and Background RTC is one of the DODs premier test facilities

task order issued under the Contract resuiting from this PWS.

& 2 YOLUME 2 FACTOR 2 -PAST

& C25l7

records of its employees' training, certifications, and licenses and its empl

y qualified during pericd and esch supporting both milicary and commercial materiel developers by testing a

broad spectrum of equipment throughout the life cycle, from concept

through deployment. RTC has a mission to plan, conduct. analyzs. and report
auiation syscems, missil nsors, subs d

companent developmental tests and studies. Test items associated with these

PERFORMANCE:

1 5ummary Section

The Contractor shall pay for training, licensing and certifications. Cost of training shall be reimbursed as part of the Contractor's hourly rate. Training includes
Govemment and Contractor training. &.0. mandatory training. licensing and certification requirements identified in this PWS, skills required to perform the
work identified in this PWS, and Government mandated meetings. Labor and all associated cest for training, licenses, meetings and professional

mission areas consist of aircraft, missiles, rockets, explosives, instrumentation,
‘computers. software, communications. small caliber to large caliber weapons,
support equipment and ies. RTC is an op

To see which heading(s) that requirement is to
mapped, make sure the Outline Heading are
fully expanded in the left panel by selecting the
Expand button.

Then select the requirement in the right
Requirement Panel. The heading that the
requirement is mapped to will appear in bold
and underlined.

39

2 Narrative Discussion

67 3 Section 1 - Contract Descriptions

& 4 Section 2 - Performance
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20.0 Add Manual Requirements Completed []

Ocassionally, a Proposal Manager may wish to add a manual requirement, that is one that is not verbatium from
the RFP.

This might be a note or instruction to a writer, such as to add a specific graphic or additional information that
will assist in developing the proposal narrative for a specific section.

This might also be an overview of the customer, their mission, or important facts to remember that are not
strictly requirements designated in the RFP document during the shred process.

1 Select an Opportunity name from Pipeline to open it. (Proposal Manager)

2 Select Proposal tab, Select a Project, then select the Outline sub-tab.

Select the + button in the right Requirements panel. This
is next to the search bar under the All, L, M, C, and Other
3 filter buttons.

Create Requirement
* n

Lim c
The ‘Create Requirement’ window will open. &:\, i BEEE BER e ==
This window contains several fields and options for the = °
requirement — ID, Section, Description box, and Required
4 Terms.

In the example here, all fields are blank upon adding the .
requirement and the cursor is shown in the ID field. " ‘
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Assign an ID to the requirement, using letters and/or

numbers.

When using a manual requirement for a note to the ] e
writers, use a numbering schema that does not conflict S — g ]
B E e [m|x
with the numbering of the RFP or other document that «
was shredded. ek S
Section C.1.1[3]
Note-1, Note A, and Graphic 1 would all be good IDs for a S
manual requirement. Avoid G-1, as that might be % Vanage personal o
confused with Section G of the RFP.
Select the Section as . e

Proposal

nents  Writer Packages

The example to the right shows 2 Notes, which have been
mapped to a proposal outline heading, and 1 Graphic
requirement, which has not been mapped to a proposal

o @ o o EXN

Mapped @ Unmapped @ Deprecated @
outline heading. pp— AT
Add our completed Team table here.
Note 2 LLLUES
Add table to show technical improvements and goals for this contract.
Required Terms
“technical”  “improvements”  “goals”
Graphic-1

Add the Company Org Chart in this section

Continue adding manual requirements as desired.

Manually added requirements will not have a
link icon since they are not created in the Shred
Workspace by marking parsed requirements. Note 1 D 7|

Add our completed Team table hers.

thpedo Urlnq:pado Dq:mﬁledo

Note 2 [IEE)

Add table to show technical improvements and goals for this contract.

Required Terms

“technical” “improvements” “goals”

Graphic-1
Add the Company Crg Chart in this section
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21.0 Delete Requirements

To delete a requirement mapping to a specific Outline Heading, select the appropriate Outline Heading
in the left panel.

Scroll through the list of requirements that are currently mapped by looking in the center Mapping
Panel.

Hover over the upper right corner of the requirement that you wish to delete from the outline. Select
the trash icon to remove that requirement from the heading.

Opportunities > Security Operations Center -

€2 | Details Description Contacts Qualification Notes Documents Review Schedule Team Strategy

Projects » Final RFP

P
™
&

| + Add Volume |

3 # 53 Quality Management

l & 5.4 Training € & C.2.5.[5]

& 2 VOLUME 2: FACTOR 2 -PAST
PERFORMANCE
1 Summary Section

& C.2.5.[6]

2 Narrative Discussion

be mapped to other Outline Headings as needed.

To remove a requirement completely from
Requirements panel, so that it is not mapped to any
Outline Heading, follow this same procedure in the right
Requirement panel.

This completely removes the requirement from the list
that are eligible to be mapped.

You may also edit a requirement here, including
identifying Required Terms or Keywords.

42

Shred m Assignments

Writer Packages

| * Compliance Matrix |

A R o U el 1R Tt LN P L TR P | LI A 1 et I 1 Pl e G Pl & 8 I

The Contractor shall look to identify efficiencies in training that will reduce costs to the Government as well as
minimize duty hours spent completing training. The Contractor shall meet RTCs annual mandated training

v requirements which will be provided by the Government. The Contractor shall attempt to identify efficiencies
in training that will reduce costs to the Govermnment minimize test intemuption as a result of treining. Itis
possible that some training may be accomplished when RTC is not in an operational status.

The Contractor shall develop. provide, and manage a Government-approved training and certification
nmaram_An imnlemantation nlan far thes trainina and certificstion nenaram shall he nrovidad within siv

The requirements is still in the Requirements list in the Requirements panel on the right and can now

v & D

Other

Unmapped @D

Mapped €D

Deprecated )

#cl2

Vision Statement Department of Defense premier Test Center, providing
safe, timely, and cost effective test services in support of the Warfighter.

& Cill 7@

INTRODUCTION The primary mission of the RTC is to support our Nation's
Warfighter by providing the most flexible, responsive, innovative and
diverse set of test capabilities, assets and services throughout the Army.
The current requirement is to procure specialized personnel, materials
and expertise to help support that mission. The RTC mission includes
planning, conducting, analyzing and reporting the results of
developmental tests, production tests and other tests to include providing
test and test support services for authorized customers, within the
Department of Defense (DOD) and cutside DOD, incduding Government
and non-Government organizations, domestic and foreign in the support
of the warfighter. Due to potential fluctuations in customer workload and
unknown budgetary constraints over the net five years, it is anticipated
that RTC workload may fluctuate significantly from historical averages.
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22.0 Create Proposal Assignments Completed []

1 Select an Opportunity name from Pipeline to open it. (Proposal Manager)
2 Select Proposal tab, select the Project, and select the Assignments sub-tab. (Proposal Manager)

ONEteam Opportunities v  Contacts~  Search~  Analytics  Support L1939+ (%) Donna Hamby ABC ~

Opportunities > Security Operations Center -

47  Details Descripti.. Contac..  Qualificati... Notes  Documen..  Review 2 TS Capability Mat..  Communicati...
Projects > Final RFP Shred  Outline Writer Packages
ResetRatings D Reset | . <o
D Heading E\Ergﬁ Writer ©  Last Modified Progress Book Boss © Reviewers © ratng @
1 VOLUME 1- FACTOR 1: TECHNIC... o/2s Abigail Adams TS George Washingron TIe) a
1 Summary Section Donna Hamby I3 o/1 Abigail Adams (79 l
2 Narrative discussion Eddie Crosbie (T3 0/3 Abigail Adams (TT9
3 Intreduction to Volume Donna Hamby (X9 Abigail Adams (T3
4 Sub-factor la -Logistics, Environ... o/4 Abigail Adams (19
41 Arms, Ammunition, and Explosiv... 3 Abigail dams (I3 0/7 Abigail Adams (TT9
42 Maintenance Support 3 Alexander Hamilton 89 o/29 Abigail Adams (119
43 Facilities Planning Support 3 Glenn Meyer (19 o/9 Abigail Adams (119
4.4 Environmental and Safety Support 3 Alexander Hamilton TI9) ole Abigail Adams (T3
a5 Systems Programming and Admi... 3 Molly Pitcher X3 o/18 Abigail Adams (T3
46 Q i upnort for Comput. 3 Eddie Crosbie {19 0/18 Abigail Adams (173

3 Notice the Proposal Outline with Heading numbers in the left most columns. (Proposal Manager)

If desired, add page limits to each heading. This is a guide for Writers, it does not actually prevent
4 Writers from adding more pages than they are assigned.

These are for reference only and do not roll up to the Volume level page limit. (Proposal Manager)

Assign Writers in the Writer column from a drop-down list of Contacts on this Opportunity.
Only one Writer may be assigned to a Proposal Heading. (Proposal Manager)

If additional names are needed, add them in the Contacts tab, then they will be available to select here
to assign as Writers. (Proposal Manager)

7 Ifdesired, add a Book Boss to each Volume on the Volume Name line (Volume level). (Proposal Manager)

Add Reviewers in the Reviewers column. Reviewers must be in the Opportunity Contacts tab. (Proposal
Manager)

The Last Modified, Progress, and Rating columns will populate as Writers write and check off
9 requirements in Writer Packages, and as Reviewers provide ratings to a review document. (Proposal
Manager)

10 Select . (Proposal Manager)
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Completed [

After completing Assignments, select the Writer Packages sub-tab. (Proposal Manager)

Select the button and

Manager)

(Proposal

Projects > Final RFP

| L. Upload || Actions ~

¥ Volume ¥ 5; Reapply Format Template

i Generate Writer Packages n
¥ Volume: | E§ Merge Writer Packages
ol @ split Merged Packages

| Generate Final Volume
¥ Volume: 1 vULUNIE T= FRL TUR 1D TECHNICAL ana MANAGEMENT

Formg

The ‘Generate Format Template’ window will open. Select the Proposal Template from the drop-down

list.

This generates a Format Template based on your company’s style guide template that you have
previously uploaded in the OneTeam Company Settings.

Now you may customize this template for this specific bid. For example, check the margins, font sizes
and other requirements per the RFP instructions and then update this template.

After generating the Format Template, it is located in a separate section and called ‘Volume Format

Template’.

Projects > Final RFP

‘ & Upload H Actions ‘
# Volume
File Name Description
Vv Volume:

@] SOC - Final RFP - Volume Format Template.docx

Aol AMOLUMES £ACTOR A MANACERIENT

Shred

Volume

Volume Format Template

Outline

Assignments [

O Reset

Assigned To Due Date Tags Pri

Volume Format Template I

If the format template needs to be updated K8
throughout the proposal process. Open the template
and update as needed The ‘Reapply Format Template’
button menu to flow those format

from the
changes to the Volume Masters.

44

Opportunities > Security Operations Center -

Details  Description  Contacts  Qualification ~ Notes  Documents  Review

Projects » Final RFP Shy

|.’. Upload H Actions - |

T Generate Format Template and Volume Masters

* Volume & Reapply Format Template

A @ Generate Writer Packages lume

Dascriosion
« Volume: | @ Merge Wrter Packages Reapply updated Format Template to Volume Masters

g GP split Merged Packages Volume Format Template

© Generate Final Volume

~ Volume: T

www.oneteam.net
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Next Generate Volume Masters using the
Generate Format Template and Volume
Masters in the Actions button menu.

Volume Template @

1184 Proposal Response Te... ¥

Select Volumes Select All  Deselect All
Select which Volumes to Generate the

Volume Template for.

You may use the ‘Select All’ and ‘Deselect All’ 2VOLUME 2: FACTOR 2 -PAST PERFORMANCE
filters to quickly select all at once, or use the
checkboxes beside the Volume
numbers/names to select or deselect

1 VOLUME 1- FACTOR 1: TECHNICAL and MANAGEMENT

3 VOLUME 3 - FACTOR 3: EXPERIENCE
4 VOLUME 4: FACTOR 4 -TRANSITION PLAN

individual volumes. 5VOLUME 5 - FACTOR 5: COST/PRICE

6 VOLUME 6 - PARTICIPATION- SOLICITATIONS, OFFER AN...
Select the v Generate button.

% Cancel

This creates formatted Volume template(s).

Projects > Final RFP

Generate Format Template and Velume Masters

Select the Actions button and Generate Writer ‘ 2 Upload |

Packages. (Proposal Manager)

< Volume @ Reapply Format Template

q Generate Writer Packages n
v Volume: | B Merge Writer Packages
gl &¥ Split Merged Packages Erm

2 Generate Final Volume |
¥ Volume: 1 vOLUNME 1= FACTUR T TECHNICAL ana MANAWENENT

Select Due Date for Writers. (Proposa

Manager) -
Due Date 9/9/2022 10:00 AM ® o
Document Template 1184 Proposal Response Template.docx ¥
Select Volumes for Writer Packages by
Select Volumes/Writers Select All  Deselect All

checking the box next to the volume name.
By default, all Volumes are selected. Deselect
any you do not wish to create. (Proposal i
Manager) ! @ ponna Hamby XD

L 0 George Washington I3

% 1Velume 1 Contract Data

w 2 Volume 2 Technical

- e —

Select v Generate. (Proposal Manager) x cancel |
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OneTeam auto-generates a Word Document for each Writer Assignment by volume.

ONEteam Search.  Opportunities - = Analytics  Support Q99+ %\ Donna Hamby ABC v

Opportunities > Security Operations Center -

#2 Detaills  Description  Contacts  Qualification = Notes (LTSN Review  Schedule Team  Strategy  Proposal  CapabilityMatrix ~ Communication

& Upload || & Download Zip ] Copy Defaults || Actions ~ O Reset

Business Development ) Solicitation @) Data Calls €) Graphics @

# Volume
File Name Volume Assigned To Due Date Private @ Uploaded On Created By
@7 RFP Question Template.xlsx 01/25/2022 12:16 PM @ ponna Hamby @I~

¥ Volume: 1 Volume 1 Contract Data
13 @] SOC-1Volume 1- Volume Draft.docx 1Volume 1 Contra... [u] 04/09/20219:38 AM @ ponna Hamby €T
@] SOC - 1Volume 1- Donna Hamby (ABC).docx 1Volume 1 Contra... @ Donna Hamby (] 01/28/2022 2:45 PM @ ponna Hamby @I

¥ Volume: 2 Volume 2 Technical

@) SOC -2 Volume 2 Technical - Donna Hamby (ABC).d...  2Volume 2 Techni... @ Donna Hamby 03/04/2022 8:00 AM 01/25/2022 4:56 PM @ ponna Hamby @TFE
8] SOC - 2 Volume 2 Technical - Blake Herrin (ABC).docx 2 Volume 2 Techni...  €) Blake Herrin @Y 03/02/2022 8:00 AM 01/25/202212:07 PM @ ponna Hamby @2
81 SOC -2 Volume 2 Technical - George Washington (A.. 2 Volume 2Techni.. (@ George Washington @I  03/04/2022 8:00 AM 01/25/2022 4:56 PM @ ponna Hamby @I
@) SOC -2 Volume 2 Technical - Molly Pitcher (ABC).do... 2 Volume 2 Techni... & Molly Pitcher €T3 03/04/2022 8:00 AM 01/25/2022 4:56 PM @ ponna Hamby @I
@] SOC -2 Volume 2 Technical - Paul Hunter (SUB).docx 2 Volume 2 Techni... € Paul Hunter @) 03/04/2022 8:00 AM 11/11/2021 3:01 PM @ Donna Hamby @Y%
) SOC - 2 Volume 2 Technical - Volume Draft.docx 2 Volume 2 Techni 01/25/2022 4:54 PM @ ponna Hamby O
@) SOC - 2 Volume 2 Technical - Molly Pitcher (SUB).do. 2 Volume 2 Techni @ Wolly Pitcher @) 03/04/2022 8:00 AM 01/25/2022 4:56 PM @ ponna Hamby €I

+ Volume: 3 Volume 3 Past Performance
@) SOC - 3 Volume 3 Past Performance - Volume Draft. 3 Volume 3 Past P. 06/10/2022 3:08 PM @ ponna Hamby €I

8] SOC -3 Volume 3 Past Performance - Donna Hamby... 3 Volume3PastP.. ) DonnaHamby €9 06/11/2022 3:00 PM 06/13/2022 3:46 PM @ ponna Hamby @I
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24.0 Adding Content to Writer Packages Completed []

1 Writers will receive an email with link to document and due date.

S Reply E2Reply All 3 Forward G5IM
OneTeam <no-reply@oneteam.net> Molly Pitcher

SOC - 3 Volume 3 Past Performance - Molly Pitcher (SUB).docx is ready for your updates

ONEteam

Writer package for SOC - 3 Volume 3 Past Performance - Molly Pitcher
(SUB).docx has been reviewed and is ready for your updates. The due date is
6/11/2022 at 3:00 PM.

To view this document click here.

2 OneTeam will also create a Volume Draft for each Volume, which contains the entire Volume Outline.

3 Writer Packages will look like this example, which has added notations.

Writers will add the custom OneTeam Word Add-in with panels for Outline, Requirements, and
Required Terms. The first one shown below is the Proposal Outline panel

Writers see the entire Volume Outline, but only have headings for their assigned sections in the Word
document. They will be able to see how their assigned sections fit in with the entire Volume Outline.

@ oswe @D B 9 1) 5 S0C-1VOLUME 1- FACTOR | TECHNICAL and MANAGEMENT - Final R... s « Last Modified: 24m ago ~ s ® - o x

Flo Home nsert Draw Design layout Roforences Mailings Review View Developer Help OneTeam (Dev) OneTeam Aaobat | & |2 ~| (B

< X [Times New Roman e = /O 7, I 00|
0 e P P = ly ‘> A 8; \Q; 00| ','
paste 10 Yord o X pusguph syles  EOng  CremePDF  CreatePDFand Request  Dicate  Add-ns  Editor Copilot
© & RA- P A n- KN - ~ " ana Share link Share via Outlook Signatures
Cipbowd ont 5 syes & adobe acrobat voke | addins N

s G
OneTeam Vo

Proposal Outline =

Qutline Headings and
mapped 1
requirements from
Proposal Manager

cannot be changed
by Writer/Reviewer

1 Expand All Collapse All

v

Dark font and Writing lcon
These headings are inthe
current Word document
as a Writing Assignment

[Enter-Content-Here], %
<

\Writeradds text and 5-Sub-factor-1b---Contract-Management-[L.3.c.[6], L 3.c.[Sub-factor Tb][1], M.b.[1], M.b.[2],-
graphics between C.23.1[1).C23.1.02]l§

these areas. ,—’(7( [Enter Content-Here)]
«

je—]
[ 3 Introduction to Volume le—]
j—

Content length for S1-Contimuous Process Improvement {L.3.c. [Sub-factor 1b][2]. L.3.c.[Sub-factor1bJa.[1], > Gray fent and Lock Icon
each section is CA4.25[11.C.425.[2].CA25 311 Headings are not in the
unlimited. ‘nter-ComentHere] |—1 current Word document

+ [ 5 Sub-factor Ib - Contract
Management

and are assigned to other
Writer

512 oy forIdentifying P 1 Imp

[Enter-Content-Here], 9
<

5.1.3-Corporate Examples-of P Efforts{
[EnterContent-Here]| ¢
1 A
sogescts ofesswora] [R englshunkedsiten Tenpredetonson B Tk Accesibilt: nvestiate Rospiyseings Tros B B B - 1
his Writer has more assignments than shown inthe Proposal Outline

lpanel, ithas a scroll bar on the right to continue with Qutline/Assignments
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This is a View of the Word Add-in Panel with the Requirements panel selected, instead of the Proposal
Outline Panel. This view shows Section L selected, and only shows the Section L requirements for a
selected outline heading.

o
OneTeam
a
Volume-#-and
oposal-Title Response to Solicitat

5 Sub-factor 1b - Contract... ~

1-Summary Section [L.3.c.[4]] M@ @ Oohr@

[Enter-Content-Here]

3 Introductionto-VolumeY
[Enter-Content-Here]

‘each sub-factor within the Technical Volume
shall be clearly identified.

—— O L.3.c.[Sub-factor Ib][1]

.[2], Sub-factor 1b - Contract Management

SectionL
Selected Requirements
Outline

Section

T
1 4
5-Sub-factor'1b---Contract-Management: L.3.c.[6]|[L.3.c. Sub-factorIb][1 ]-M.b,[l],'M.

This is a View of the Word Add-in Panel with the Requirements panel selected. This view shows
Section M selected, and only shows the Section M requirements for a selected outline heading.

5 Sub-factor 1b - Contract... ~ =
g EORC=O)

> Volume#-and
roposal-Title > Response-to

1
1-Summary-Section-{L.3.c.[4]]]

Solicitatic

[Enter-Content-Here] 9 4b
5 : L] SectionM
o . Sub-factor b - Contract Management .
3 Introduction-toVolumeY Requirements
Selected [Enter-Content-Here], O M.b.[2]
Qutline The sub-factors are of equal importance. Each

1 Y
Section 5-Sub-factor-1b---Contract-Management-[L.3.c.[6],'L.3.c.[Sub-factor Ib][1]{-M.b.[1

| fonter Contet Here] 1
1

5.1-Continuous Process Improvement-[L.3.c.[Sub-factor-Ib][2],-L.3.c.[Sub-factor IbJa.[1],-
C.425[1],C42.5[2.-C4253]]]

q

(Enter-Content-Here]
T

sub-factor will be evaluated to determine the
degree to which the proposed approach
associated with each sub-factor meets, exceeds,
or does not meet the minimum performance or
«capability requirements through an assessment
of the strengths, weaknesses, deficiencies and
risks of the proposal. Each sub-factor will be
assigned an adjectival rating and then
‘combined for an overall Factor 1 Technical
rating.

This is a View of the Word Add-in Panel with the Requirements panel selected. This view shows
Section C selected, and only shows the Section C requirements for a selected outline heading.
Likewise, when selecting the ‘Other’ filter, any requirements mapped to ‘Other’ will be displayed.

. OneTeam voX
Proposal Title Respor 5 Sub-factor 1b - Contract..- = B
i
1-Summary-Section-[L.3.c.[4]]] ‘e
[Enter-C ‘Here] € I
‘ |0 .23 TS
R Contract Management The Contractor shall N
6 3 Intrgduction‘to-Volumef establish and maintain clear organizational Requirements
lines of authority and responsibility to ensure
Selected [Enter-Content-Here]) " effective management of the resources
Outline 1T assigned to the requirement. The Contractor
Section E :1h- t- Management[L.3.¢.[6], L.3.c.[Sub-factor-Ib][1], M.b.[1],M.b.[2],- L AL T e S TG
-23.1.[1] ¢ support operations at RTC and the
U ===t L Contractor's corporate offices.
[Enter-Content-Here] l
10c.2312]
5.1-Continuous Process Improvement [L.3.c.[Sub-factorIb][2], L.3.c.[Sub-factor Ib]a.[1],- o S o SECY
C.4.2.5[1),C.4.2.5.[2].-C.4.2.5.[3]]7 shall continuously evaluate the adequacy

[Enter-Content Here]

q

1
5.1.2'Strategy forIdentifying Potential-Areas to Improve Efficiencies

and effectiveness of all areas of the
performing work under this contract. This
shall include appraisals of all company
elements to assure the effective
safeguarding, control and utilization of

iy o resources. The data resulting from the.
[Enlel Content-Her e] T evaluation efforts shall be made available to
T the Government upon request. The
< 5.1.3Corporate-Examples of P Efforts{ Contractor shall place special emphasis on
achieving and maintaining the proper mix of
[Enter-Content-Here] 9 N -
«

> =N No limit /0 of 6 [
.
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Writers add content to their assigned Writer Package. (Writers)

Select the {Enter Content Here] words to add text, pictures, tables, smart art either by inserting
directly into their Word document, or by copying

and pasting in between the two blue guides for [Enter-Content-Here] ﬂ |
each outine heading . (Writers)

This screenshot shows how the section will appear once content has been added.

1Summary Section -~ =
Volume #and Title!
sponse toSoli ¥ n M c@ other @
1
1'Summary-Section{L.3.c.[4]]] L.3.c.[4]

The Summary Section shall contain a brief

his-volume-contains-the: ABC-Company response-to-Sections L -and-M-of the"RFP-based-on-
abstract of the file.

PWS-requis . in‘order I-in*Section'L.:We-included-understanding, ‘approach, risks*

| and‘mitigations, and benefits. ‘strengths, -and-innovations.§

v Subfactor-1A: Logistics Environmental-& Safety,-and Information-‘Management{IM)-
—+plans/-approachesto-support PWS4.1.1,4.1.2,-4.1.8,4.1.7,/4.3,4.3.2.3,4.5.1,4.5.4,4.5.9

v Subf 1B: Contract-M: +--detailing our-Continuous ‘Process-Improvement-
(PI)-approach, recruitment-and retention, quality ' management, and training requirements—

plans-and-approaches to-support PWS-4.2.5,2.3.1,-and 2.5 "

|

3Introduction-to-Volumey

dstone- Test: Center- (RTC)- is- a- dynamic, customer-focused:- test- organization- continually-

ing-to-meet-the-changing needs -of- American-warfighters -and-our-allies. RTC’s-20 18 testing

outlookmakes-a-responsive-and-cost-effective: RDSS- prime-contractor-essential - to-satisfy-RTC-
mission-requirements.y

ABC-has-created-a-proven,-integrated-low-cost-team-with the-demonstrated-capability-to-deliver-
the-highest-quality-and -most-cost-effective-maintenance, logistics, range ‘support, environmental,-
and-Information 1ent(IM)-solutions for RTC. Our-team., ‘shown in‘Exhibit'1,*has-a-long*
history-of-providing-direct-support-to-and-collaborating-with-RTC.-We-understand- the-mission,
user-requirements, personnel, ‘programs, -and-diverse-testing-services.-We-will provide-RTC-cost-

effective: management- of* small business- teammate: Innova- Strategies: (Innova)- and- our: i
business-teammate Jacobs Engineering (Jacobs)| - 9 Ready No limit/10of 1

Select v'Save or Upload completed document to Proposal>Documents (drag and drop or Upload
button). (Writers)

When using Microsoft 365, you do not have to upload any documents. Word autosaves the
documents and the Writer simply validates the document is saved, and closes the document.
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25.0 Color Team Reviews Completed [

1

Select an Opportunity from the Pipeline or Opportunities list. (Proposal Manager)

2 Select the Document tab, Proposal sub-tab. (Proposal Manager)

3 Select ‘Merge Writer Packages’ from the /ctions button drop-down menu. (Proposal Manager)

ONEfeam Opportunities « Contacts « Search Analytics Support

Opportunities > Security Operations Center -

&? | Details Description Contacts Qualification Notes Documents Review

Projects > Final RFP Shred O

‘ . Upload || Actions~

T Generate Format Template and Volume Masters |

* Volume | ] Reapply Format Template

Fi Generate Writer Packages |n Volume

¥ Volume: | By Merge Writer Packages
@ & Split Merged Packages Format Template
| Generate Final Volume
Vv Volume: 1 5
@] SOC - 1 VOLUME 1- FACTOR 1 TECHNI... Volume Master 1 VOLUME 1- FACT...

4 Select the appropriate template, if not previously selected, and which Volumes to Merge.(Proposal
Manager)

ONEteam Searchv  Opportunities v = Analytics  Support

Opportunities > Security Operations Center -

42 | Details Description Contacts Qualification Notes Documents Review Schedule Team Strategy Proposal Capability Matrix Communic

& Upload || & Download Zip %] Copy Defaults

B ne De nen
Merge Writer Packages

# Volume =
File Name Description Volume Document Template | 1184 Proposal Response Template.docx v
Vv Volume: .
oo Select Writer Packages Select All | Deselect All
@1 1184 Proposal Response Template.d... 1184 Proposal Response Template
| Gate 1 (Interest).pptx Gate 1 (Interest) + 1Volume 1 Contract Data t
@ RFP Question Template.xisx RFP Question Template t

SOC - 1Volume 1 - Donna Hamby (ABC).docx
¥ Volume: 1 Volume 1 Contract Data

@] SOC-1Volume 1- Volume Draft.do.. Merged Volume Draft 1Volume 1 Cont ¥ 2Volume 2 Technical e
@] SOC - 1Volume 1- Donna Hamby (... Writer Package 1Volume 1 Conti B SOC - 2 Volume 2 Technical - Donna Hamby (ABC) docx

¥ Volume: 2 Volume 2 Technical
SOC - 2 Volume 2 Technical - Blake Herrin (ABC).docx

@' SOC - 2 Volume 2 Technical - Donn...  Witer Package 2 Volume 2 Tech)

@ SOC - 2 Volume 2 Technical - Blake ..  Writer Package 2 Volume 2 Tech| SOC - 2 Volume 2 Technical - George Washington (ABC).docx

@] SOC - 2 Volume 2 Technical - Georg...  Witer Package 2 Volume 2 Tech| X Cancel
@ SOC - 2 Volume 2 Technical - Molly ...  Writer Package 2 Volume 2 Techl
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Select button. (Proposal Manager)

Select the Communication tab. (Proposal Manager)

Select the
(Proposal Manager)

button and select 03 Color Team Reviewer Kick-off or In-Brief Template.

Enter Review Team Kick-Off information such as date and time, telecon information and other
instructions. (Proposal Manager)

During the Kick-Off Meeting, email the Reviewers a link to their review document — there is 1 document
for each volume of the proposal and all reviewers share the document through Microsoft 365 Co-
Authoring. Explain the Rating system for each Outline Heading/Section. Reviewers select a rating from
the drop-down menu for EACH heading/section.

Share document link with the reviewers and ensure they can navigate to and open their document.
Explain the Word Add-In to Reviewers and ensure they all load it to Word. (Proposal Manager)

Reviewers review their volume in Microsoft 365, using either Word Online and opening the document in
Word 365. Reviewers DO NOT rename the file in any way, no initials or date/time in document name.
Reviewers use comments and track changes to review document. (Reviewers)

@D E 9~
File  Home Inset Draw Design layout References Malings Review View Developer Help OneTeam (Dev) OneTeam Acrobat

VI Eolamer

@ Autosave < SOC- 1VOLUME 1- FACTOR 1 TECHNICAL and MANAGEMENT - Final RFP - Volume Master.docx s + Saved v P search ) ﬁ - o x

[© cormems]
ET 2 e o

RS

New Fier il £ Show Markup © ot Rt BNt | compare Block Retict  Hide | Linked

mmmmm t c Markup + [] Reviewing Pane ~ Authors + Ediing | Ink~ | Motes
Comments Warkup Tracking Compare Protect Ink | Oneniot ~

f > 3 i s ps
OneTeam = . OneTeam v ox
3 1
1 Expand All | § Collapse All 5
+1 - SummarySection[L3.c]7
T ABC-Comp: p

[ 1 VOLUME 1- FACTOR 1
v TECHNICALand
MANAGEMENT

[ 1 Summary Section n

[ 2 Narrative discussion
[ 3 Introduction to Volumeg

[ 4 Sub-factor la -Logis
Environmental an:

v Safety, and Informa

anagement Suppor

P
and mitigations, and-benefits, slrenglhs and-innovations.
1 > A: Logisti

approach, risks

—plans/ approachesto-support PWS4.1.1,4.1.2, 4.1.8,4.1.7

(M)
43,4323,45.1,454,459

2. 5 Subfactor1B:C

(CPI)approach, L
~ plans and-approaches to support BWS-42.5,2.3 1 and 2.5

q
+2 > Narrativediscussion {L3.c.,Note'l, Note 2]
[Enter Content Here]|

=3 > Introduction-to'VolumeY

q

5 &4 AersE,Aw‘nmwuom Redstone- Test- Center- (RTC) i = e ly @ Donna Hamby
aney e RTC’s2018 testing.
D fective RDSS-ps ial to-satisfy RTC
B 42 Maintenance ‘mission equirements.J
Support ABC- - " i
the highest-quals d ff: logistics, 1ppe
[ 4.3 Facilities Planning ™) TC.Our-team, 1, has-along
Support o PD: TC.
user requirements, personnel, programs, TC-cost-

[@ 4.4 Environmental and
Safety Support

[ 4.5 Systems
Programming and
Administration
Support

cFctive. management-of-small business teammate- Innova. Strategies- (Innova): and- our large

business teammate-Tacobs Engincering (Jacobs). |

q

*4 > Sub-factorda-L
Support-[L.3.c. L. o [Sub-factorTal, M.a, Mb.IT

® [Enter ContentHere] T
B 46 Ope\a ions Support
or Computer and *4.1 - Arms," Ammunition,and-Explosives-(AA&E)-[L.3.c.[Sub-factor-Ta], L.3.c.[Sub-factor-
Ready v Iaja., C.4.11,C.411.),C.411b)] - =9 Nolimit/0 of 4
4 —— »
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Reviewers may also use @ mentions to other members of the team — Writers, other Reviewers, Capture
Manager or Proposal Manager.

Reviewers provide a rating for EACH proposal
heading/section. OneTeam vooX

Sub-factor la -Logistics, E... ~

1: Needs complete re-work
B 2: Significant rewrites

3: Minor rewrites, some
additional data

4: Needs minor changes

5: Excellent, needs little to no

associated with each sub-factor meets,

exceeds, or does not meet the minimum
e

Reviewers ratings stay with the document and are also relayed to the Assignments Workspace, where
the Proposal Manager can view them in near real-time, instead of waiting for the documents to be
completed by Reviewers.

This is shown on the far right under the Rating column.

ONEtEam  Opportunities. | Contactsv Search.  Analytics  Support %) Donna Hamby ABC «

Opportunities > Security Operations Center -

42 | Dekails Description Contacts Qualification Notes: Documents Review Schedule

Projects > Final RFP Shred  Outline Writer Packages
ResetRatings =~ D Reset
D Heading PageLimic  Writer @ Last Modified Progress Book Boss @ Reviewers @ raing ©
1 VOLUME 1- FACTOR 1: TECHNICAL and MA... 0725 Abigail Adams LI George Wastington I .. —.
1 Summary Section Donna Hamby 01/08/2025 11 Abigail Adams T8 -
2 Narrative discussion Eddie Crosbie (19 0/3 Abigail Adams €T3
3 Introduction to Volume DonnaHamby 010642025 Abigail Adams €3 _
4 Sub-factor la -Logistics, Environmental and... o/4 Abigail Adams €179
41 Arms, Ammunition, 2nd Explosives (AA&E) 3 Abigail Adams €9 0/7 Abigail Adams T3

The Proposal Manager does NOT have to Combine or Compare documents for a completed review
version. OneTeam and Microsoft Word combine the Review comments and track changes.
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