INSTRUCTIONS on posting your J&A Documents on FBO via SPAWAR E-Commerce
Central

Before proceeding with your J&A posting, please make sure that your J&A document has been
reviewed by vour reviewing official as assigned and directed by your Contract Policy office. Please
contact your Policy Office for questions on the J&A review prior to posting to E-CC/FBO.

*****DO not post the J&A until it has been reviewed******x*kx*

Prior to posting on ECC, you must review the J&A and redact it to ensure no proprietary data is
released. (See FAR 24.203 (b) and Department of Justice website under FOIA reference materials:
http://www.usdoj.gov/oip.) Send your redacted J&A to the applicable SPAWAR FOIA office, for
HQ, this is Susan James, Code 305, who will review the J&A for FOIA issues and forward the J&A
to the applicable SPAWAR Public Affairs Office for review. For HQ, this is Steven Davis, Code
8.5.1, Steven Davis will review the J&A for information not appropriate for public release and then
send the J&A to the PCO for posting. Steven will indicate on the e-mail or hard copy "Ok to post”

You must provide time for the reviews and ensure you get the OK, prior to the 14 day window. It is
suggested that a copy of the justification be redacted and submitted with the original document
through the legal review and signatory process procedure. The redacted copy could be held in
abeyance until contract award and then posted to the ECC within 14 days (30 days for exclusions
permitted under FAR Subpart 6.302-2) after award.

1. Login to SPAWAR E-CC
https://e-commerce.sscno.nmci.navy.mil/command/02/acg/navhome.nsf/homepage?readform
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2. Go to your Command Folder on the Navigation Page located on the left hand side of the E-CC
Home Page. Point and Click on the “Awarded Contracts” view. Select your “Solicitation Number”
from the main window of the E-CC Home Page. IMPORTANT NOTE: YOUR
SOLICITATION PAGE MUST BE IN THE “AWARD STATUS” BEFORE YOU CAN POST
YOUR J&A DOCUMENT.

If no solicitation was posted on the E-CC, select *Create Special Award Doc’ complete and
post the award synopsis. Wait one hour and then return to the site to post the J&A.
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3. Point and Click on the “Post J&A Docs” located on top of your Solicitation Award’s page
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4. This will open up your J&A Posting page. Before proceeding with your entries, please ensure
that all pertinent information carried over from your Solicitation Awards page are accurate. Select
the proper “J&A Statutory Authority”. Enter your “Contract Number”. Enter your “Modification
Number” if appropriate. Enter your “Contract Award Date” using the recommended format. Click
on the “Browse...” button to attach your J&A document (please make sure that you’ve followed the
J&A file naming structure) and click on Submit. The Contract Award number and Contract Award
date are REQUIRED fields.

Users create a J&A posting and attach a file named "myfile.doc"** for solicitation
N00039-09-R-XXXX under the J&A 6.302-2 Unusual or Compelling Urgency type
At the time of submission, the system will programmatically append
"J&A6.302-2_N0003902R9927 " to the file name resulting in final attached
document being named "J&A6.302-2_N0003902R9927 myfile.doc"

The system then sends the required template data to FBO for posting/inclusion in the
solicitation notice on FBO, including links back to the renamed J&A files on e-CC.

**The appended "Myfile.doc™ will be the organizational code of the submitting
activity. For example at SPAWAR HQ a J&A submitted by Code 2.1C will add the
file name, "21C.doc" to the ECC template which results in a file name of: J&A6.302-
2_NO0003902R9927 21C.doc" This will enable questions arising out of the posting to
be directed to the correct SPAWAR activity organizational code.
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5. You will receive the E-CC acknowledgement page indicating a successful posting.
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6. You will also receive a FBO acknowledgement email confirming your successful transmission
and posting.
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7. To view your J&A posting on FBO, visit your SPAWAR Solicitation synopsis page. All
SPAWAR listing of synopsis can be access from...

https://www.fho.gov/index?s=agency&mode=form&tab=notices&id=2bdh2f220bc6888c88e6aa
7195e93d05

Your J&A document(s) is/are located on the right hand side of your synopsis page.
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8. Please contact the SPAWAR Paperless Initiatives Helpdesk if you need any assistance.
The SPAWAR Paperless Initiatives Helpdesk:

Email: paperless.spawar@navy.mil
Telephone: 858.537.0644
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