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| Introduction

Welcome to the APFS user guide. The Department of Homeland Security (DHS) Acquisition Planning
Forecast System (APFS) provides a way for small business vendors to view upcoming opportunities. For
further information about the data contained in the APFS forecast, refer to the ‘About’ button on the DHS
APFS webpage (see Figure 1).

This tutorial will walk through the major functions available to public users of the Acquisition Planning
Forecast System. This user guide will address common questions to familiarize the user with the functions
of the APFS website.

@AP FS BE Official website of the Department of Homeland Security
Home About Contact Us Govemment Users Documentation «
e et

Welcome

The Department of Homeland Security Acquisition Planning Forecast System is a portal for small business vendors to view anticipated contract actions above $250,000.

Acquisition Planning Forecast System

o The DHS purchases a wide variety of goods and services and we are committed to small business participation in our acguisition
DHS Acquisition Forecast Records " % g
program. We hope that this forecast will assist you in doing business with DHS. By helping firms identify procurement opportunities as
early in the acquisition process as possible, we hope to improve communication with industry and assist the small business community
with its marketing efforts.

Get Notified Browse All Forecast Records Q

Figure 1: DHS APFS Homepage

Government User Login
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|l Basic APFS Functions

Public users arriving at the DHS APFS homepage (see Figure 1) have two primary functions available to
them. They may browse the published forecast based on selected criteria for the purposes of business
development. Industry members may also subscribe to custom notifications created through specified
forecast filters through a simple subscription process.

1. How can | browse and filter the forecast?
A. From the APFS homepage at apfs-cloud.dhs.gov, click the green ‘Browse All Forecast Records’
button (see Figure 1). This will take you to the public forecast, which includes a filter pane (see
Figure 2 at A) and a results pane (see Figure 2 at C). With no selected filters, all published records
will be displayed in the results pane.
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Figure 2: Public Forecast Filter Pane (Cont.)
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B. To narrow down the records in the forecast to specific criteria, apply chosen filters from the filter
pane by clicking the desired choice or by typing in the corresponding filter’s text box. This will
filter the results in real time. The forecast may be filtered by APFS number, Component, Title,
NAICS, Small Business Program, Contract Vehicle, Contract Status, Dollar Range, and Publication
Date (see Figure 2 at A and Figure 3).

C. Additionally, any field within published records may be searched using the text search bar (see
Figure 2 at D). Filtered results will be displayed in the main pane (see Figure 2 at C). Results may
be sorted by clicking the column headers.

. To view a record, click the ‘View’ button inline with the record.

E. To remove a specific filter, click the ‘X" inline with the name of the filter in the filter pane (e.g.
Component). To remove all filters, click the ‘Clear All’ button at the top of the filter pane (see
Figure 2 at B).
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CSVv Excel PDF Print

APFS Contract

Figure 4: Print and Export Forecast

2. How can | print or export the forecast?
A. Along the top of the results field, buttons show options to export data listed in the forecast as
shown (see Figure 4).
B. The forecast may be exported to CSV, exported to MS Excel, exported to PDF, or printed.

(()A PFS == Official website of the Department of Homeland Security
Home About Contact Us Government Users Documentation ~

Welcome

The Department of Homeland Security Acquisition Planning Forecast System is a portal for small business vendors to view anticipated contract actions above $250,000

Acquisition Planning Forecast System

Vendors seeking to track upcoming DHS opportunities may register to be notified when anticipated opportunities are published to APFS
DHS Acquisition Forecast Records it e el i o g
4 i 4

Government User Login Subscribe to Notifications &
Get Notified A

Figure 5: Subscribe to Record Notifications
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3. How can | subscribe to record notifications?

APFS allows public users to create subscriptions
which automate email notifications regarding
changes to the forecast. These notification
subscriptions may be customized to conform with
the user’s selected criteria.

In order to subscribe to notifications, work with
your email administrator to set up an email
account you can access using the following
naming convention:
APFSxxxx@yourcompanyaddress.com.

The email must start with “APFS” and must be
followed by any four alpha-numeric characters of
your choice.

For example: APFSabcl@acmeanvilco.com.

Get Notified

You can establish a subscription to receive notification via email when APFS records that meet your specified
search criteria are published

To Subscribe to email notifications:

1. Work with your email administrator to set up an email account that you can access using the following naming
convention: apfs:cox@yourcompanydomain.com
The email address must stai ‘apfs” and must be followed by any four alpha-numeric characters of your
choice. For example: apfsabc1@acmeanviico.com

2. Go to hitps:/fapfs-cioud.dhs.gov and select "get notified"

3. Complete the registration form with the email account that you created and select “Send Confirmation
Please nole, if the email account does not comply with the naming convention described in step 1, you will
not be able to register.

4. APFS will send an email to the email account that you specified. Open the email and select the verification
link to verify your email address.

5. Once verified you will receive another email with a link to update your subscription preferences.

6. Select your desired search criteria and select “submif” to complete your subscription set up.

To update email
account:

once you have reg with your APF Sxxxx@yourcompanyaddress.com

1. In the event you need to update your subscription criteria after completing the regisiration process, enter your
registered email in the block and select "Recover Subscription Access.
2. You will receive an email with a link to update your subscription preferences.

Please note: It may be necessary fo coordinate with your email administrator to ensure that emails coming from
noreply@apfs bvi.com are not blocked or tagged as spam.

Email Address: |

Recover Subscription Accesst3

Figure 6: Subscription Create or Recover

From the DHS Homepage, select the ‘Get Notified’ menu (see Figure 5 at A).
Click the blue ‘Subscribe to Notifications’ button (see Figure 5 at B).
Complete the registration form with the email account you created.

oo W

Click the green ‘Send Confirmation’ button (see Figure 6 at A). NOTE: If the email you have

entered does not comply with the required naming convention, you will not be able to register.

You will be directed to a screen notifying you that an email was sent to the address provided.

The APFS automated mailing system will email a link to the address provided. From your inbox,

click the verification link in the email.

G. Once verified, you will receive another email containing a link to your subscription preferences.
By clicking the link, you will be redirected to your Current Subscriptions (see Figure 7).

H. Click ‘Add New Subscription +’ (see Figure 7 at A).

I. Create a custom subscription by adding a name to the form identifying this filtered notification in
the ‘Name’ field (see Figure 8).

J. Use Filters to select criteria to filter records to be notified about.

K. Click ‘Save Notification Preferences.’

L. Your new subscription will now be listed under ‘Current Subscriptions’ (see Figure 7).

mm
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mailto:APFSabc1@acmeanvilco.com
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Current Subscriptions

Viewing subscriptions for usergidomain com

Retumn to Home

Name Deseription

Corn Interests NAICS: 111150

CONTRACT VEHICLES:
DOLLAR RANGES:

SMALL BUSINESS PROGRAMS:
Farming Stuffs MAICS: 111120, 111160, 111310, 111332
CONTRACT VEHICLES:

DOLLAR RANGES:

SMALL BUSINESS PROGRAMS:
Accounting Services MAICS: 525520, 541211, 541213, 541214, 541219
CONTRACT VEHICLES:

DOLLAR RANGES:

SMALL BUSINESS PROGRAMS:

S5.GOV | No FearAct | Inspe

About DHS | FOIA | Privacy Paolicy | Accessibility | Plugin Information

Bl Official website of the Depanment of Homeland Security

BE Official website of the Departn)

Add New Subscription 4

Unsubscribe

Delete %

Delete %

Delete %

Figure 7: Current Subscriptions

4. How can | edit a specific subscription?

A. To access current subscriptions with an existing registered email, click “Recover Subscription

Access” from the Get Notified Menu (see Figure 6 at B).
B. This will take you to your ‘Current Subscriptions’ page.
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Figure 8: Create / Edit APFS Forecast Notification Subscription
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C. To edit an existing subscription, click hyperlink name of the subscription you would like to edit
(see Figure 7 at C).

D. Make necessary changes to the notification filters.

E. Click the blue ‘Save Notification Preferences’ button at the bottom of the screen.
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5. How can | remove a specific subscription?

From the ‘Current Subscriptions’ page, click the red ‘Delete’ button next to the subscription you would
like to remove (see Figure 7 at D). You will no longer receive notifications with these criteria.

6. How can | unsubscribe from all APFS notification emails?

A. From the ‘Current Subscriptions’ page, click the gray ‘Unsubscribe’ button next to the subscription
you would like to remove (see Figure 7 at B).

B. This will prompt a verification dialogue box asking whether you are sure you want to unsubscribe
from all APFS notifications (see Figure 9).

C. Click the blue ‘Yes’ button to confirm. Click the white ‘Cancel’ button to cancel.

Are you sure you want to unsubscribe user@domain.com from APFS notifications?

Cancel

Figure 9: Unsubscribe from All Notifications Confirmation Dialogue Box
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