	IT-Solutions Shop

Client Help Lite
This brochure lists the basic instructions for tasks that clients typically perform on IT-Solutions Shop. On-line help such as “Guide Me” and “Site Help” is also available at http://it-solutions.gsa.gov.Dial 1-877-243-2889 for technical support if you need further assistance.

To Access the IT-Solutions Shop Web Site

The URL for the IT-Solutions web site is:

http://it-solutions.gsa.gov
In order to use IT-Solutions Shop, everyone must register for an account. This allows the system to track orders for individuals, provide appropriate levels of access, and facilitate the order workflow process.

To Register for An Account
· On the ITSS Homepage, click on the “About Client Registration” option in the Tell Me About Registration drop menu.

· Read the instructions and make sure you have the required information listed on the About Client Registration page.

· Click the Create New Account button on the bottom of the page.

· Make sure that you have the information needed to register.

· Click on the Continue button at the bottom of the page.

· Enter your name and a password, then click on the Submit button.

· When prompted for a network password, enter the full name and password that you used in the previous screen.

Continued on the next column
	
	· You will be prompted for more information through a series of forms. Complete each form and click the Submit button to proceed.

· You are finished with registration when you reach the “Thank You!” confirmation page.

Your account will remain in Confirmed status until the Registration Desk verifies the information you have submitted. In the meantime, you are now able to access the IT-Solutions Shop Order System with your new username and password.

To Place an Order

Orders can only be placed in the new Integrated system and clients will not be able to place orders until all regions have migrated. In the mean time, ask your CSR to place the order on your behalf.

· On the ITSS Homepage, click on the blue link: ITSS Integrated System and log in.

· On your Main Menu, click on the blue text Create a New Order.
· Complete the Client Order Information form.
· Click Submit when done.
· The Bill of Materials/Statement of Work form will load on to your screen.
· Complete the Bill of Materials/Statement of Work form.

· Click the Submit button when done.

· GSA will assign the order an Order ID and begin processing.

To check the current status of any orders while the GSA is processing, use the Quick Order Status view.

To Check Order Status
· On the ITSS Home page, if your region has migrated, click on the ITSS Integrated System link on the right side of the page otherwise click on IT-Solutions Legacy System.
· On your main menu screen, click on the blue text Quick Order Status.
· Find the Order ID number under the Task Order ID column.

· The status of your order will be in red next to the Order ID.

· If you want to view the documents of an order, click on the desired Order ID that is in blue text and underlined under the Task Order ID column.

· The Client Orders By Order ID view will load on to your browser. The order you have selected will be at the top of the screen.

· To open any of the documents, click on the line that has the form you need to see.


	
	During the procurement process, GSA may ask you to approve their vendor recommendation for your order.

To Approve a Vendor Recommendation

· On the ITSS Home page, if your region has migrated, click on the ITSS Integrated System link on the right side of the page otherwise click on IT-Solutions Legacy System.
· On your main menu screen, click on “Action Items by Order ID” under the Action Items drop menu.

· Click on the "…GSA Recommended Mkt. Analysis" link in the Action Items view.

· Click on the Edit button.

· Scroll down to the Client Acceptance Section.

· Click on either the “Accept” or “Reject” radio button.

· Specify the Funding Documents that apply to this order or if the order is a credit card purchase.
· Enter any remarks in the Comments box or attach a file (optional).
· Click on the Submit button.
You will receive an e-mail notification when an order has been awarded. After this point, any changes to the order will need to be requested through an Order Modification form. The Order Modification (Order Mod, MOD, or Modification) form is used to extend the terms or in some way change an existing order. It details the order modification and the new total dollar amount (if applicable).
To Submit an Order Modification Proposal

· On the ITSS Home page, if your region has migrated, click on the ITSS Integrated System link on the right side of the page otherwise click on IT-Solutions Legacy System.
· Enter the Order ID in the "Go To Specific Order" box and click the “Go” button.

· In the Client Orders view, click on the top hyperlink to open the Client Order Information document for the order.

· In the Client Order Information document, click the Order Mod button.
· Complete the Order Modification form.
· Click the Submit button when done.
· GSA will review the order modification proposal. You will automatically be notified whether they will be able to make the desired change to your order or not.

	After an award, contractors are required to submit invoice acceptance documents, otherwise called Acceptance Information. You will need to review the Acceptance Information and accept or reject the amounts the contractor will invoice. You will receive an e-mail notification when an Acceptance Information form has been submitted for your review.

Accept an Invoice Acceptance

· On the ITSS Home page, if your region has migrated, click on the ITSS Integrated System link on the right side of the page otherwise click on IT-Solutions Legacy System.
· On your main menu screen, click on the blue text Acceptance Information.
· In the Invoices & Reports view, find the link with the Order ID on it and click on it.

· Click on the Edit button.

· Review the Acceptance Information then scroll down to Authorization.
· Select Accept, Reject, or Partial Acceptance. If Partial Acceptance, specify the amount accepted in the field provided.

· State your Overall Level of Satisfaction. “5” indicates complete satisfaction.

· Provide review comments if needed.

· Click on the Submit button.
For service orders, contractors also can submit monthly status reports, called Technical Reports. These reports convey technical information to clients on a regular basis about the order. When the reports are submitted, you will be notified by e-mail. You will need to review the report and acknowledge that you have read the report.

Acknowledge Technical Reports

· On the ITSS Home page, if your region has migrated, click on the ITSS Integrated System link on the right side of the page otherwise click on IT-Solutions Legacy System.
· On your main menu screen, click on the blue text Acceptance Information.
· On the Invoices & Reports view, find the link with the Order ID on it and click on it.

· Review the Report.

· Click on the Acknowledgement button at the top of the page.

	
	Need More Help?

Access on-line help documentation by clicking on the “Guide Me” or “Site Help” buttons located at the top of every page. 

“Guide Me” provides help for the screen you currently have open on the browser.  

“Site Help” opens the main on-line help system with information and instructions on how to do specific tasks in ITSS.  

If these do not answer your questions, you can call ITSS Technical Support at:

1-877-243-2889
	
	








