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1 Summary

FedMall has introduced several recent changes in support of DOD and Federal responses to the COVID-
19 pandemic. This document provides instructions for FedMall user scenarios related to COVID-19
activities, including:

e New Federal (non-DOD) user registration
e Updates to FPDS-NG Award reporting
e Project Code requisitioning and reporting

2 New Federal (non-DOD) User Registration

FedMall utilizes Public Key Infrastructure (PKI) for user registration and login. This requires users to
present an electronic certificate when authenticating to FedMall. Acceptable PKI certificates include:

e DOD-ID certificate from a Common Access Card (CAC)

e Personal Identity Verification (PIV) certificate

e Certificates issued by a DOD-approved External Certification Authority, or ECA
(https://public.cyber.mil/eca/

For more information, refer to the Customer Registration Quick Start Guide (available on the FedMall
homepage, https://fedmall.mil).

3 COVID-19 Related Orders

The FedMall Check Out process is modified to facilitate accurate accounting and reporting of orders
placed in support of the Federal COVID-19 response. To guide users, the following message displays
prominently on the Billing & Shipping Page immediately upon entering Check Out:

ATTENTION: Please follow the guidance below if your order is being placed in response to the
COVID-19 pandemic:
- Ifusing a MILSTRIP Fund Code payment method, please cite Project Code “3AZ”.
- If using a Government Purchase Card payment method and your order requires FPDS-NG
reporting, please select “COVID-19 2020” as the National Interest Action code AND “C =
Presidential Issued Emergency, or Major Disaster Declaration” in response to the
Contingency, Humanitarian, or Peacekeeping operation question.
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Current Order Shipping & Billing Method

Order Summary

Order Number: 349001

ATTENTION: Please follow the guidance below if your order is being placed in response to the COVID-19 pandemic:

A + If using a MILSTRIP Fund Code payment method, please cite Project Code "3AZ".

» If using a Government Purchase Card payment method and your order requires FPDS-NG reporting, please select "COVID-19 2020" as the

National Interest Action code AND "C = Presidential Issued Emergency, or Major Disaster Declaration™ in response to the Contingency,
Humanitarian, or Peacekeeping operation question.

Payment Information
Payment Method:

Purchase Requisition Number:

Please choose a payment method v

MILSTRIP Fund Code Orders

Shoppers are mandated to use Project Code “3AZ” for all COVID-19 related purchases, per the Office of
Secretary of Defense (OSD) and Joint Chiefs of Staff (JCS).

The Project Code field is only available to shoppers paying with a Fund Code payment method:

Payment Information

[reprent: (T MILSTRIP Fund Code v
Purchase Requisition Number: "
Signal Code: -

J - Ship-To SUPADD DoDAAC, Bill-To REQNR DeDAAC v

Shipping Information

ShipTo DODAAC: HMO0650

Requisitioner's DODAAC: Cv2019

Supplementary DODAAC:

Mark For
Exception Ship-To Address

Default MILSTRIP Codes »

*Fund Code: B5

Project Code: | 3AZ

RDD Value:

Advice Code: Select v

HMOB50

*Demand Code:
*Media Status:

Priority Code:

Distribution Code:

Enable line item MILSTRIP codes o

# Edit Address

Select v

If the Enable line item MILSRIP codes checkbox is selected, make sure Project Code “3AZ” is entered for

all applicable line items.
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Government Purchase Card (GPC) Orders

Commercial orders placed from FedMall (i.e., orders for MarketPlace items or items off any non-DLA
supplier contracts) and paid for via a GPC payment method are subject to FPDS-NG reporting.

If your order requires FPDS-NG, the warning message shown in the image below displays on the Billing &
Shipping page.

1. Click the Enter FPDS Information link.

Current Order Shipping & Billing Method Order Summary
Order Number: 349001

ATTENTION: Please follow the guidance below if your order is being placed in response to the COVID-19 pandemic:

A » If using @ MILSTRIP Fund Code payment method, please cite Project Code "3AZ".
» If using @ Government Purchase Card payment method and your order requires FPDS-NG reporting, please select "COVID-19 2020" as the
National Interest Action code AND "C = Presidential Issued Emergency, or Major Disaster Declaration” in response to the Contingency,

Humanitarian, or Peacekeeping operation question.

L WARNING: This order requires Federal Procurement Data System (FPDS) repor‘tingl Enter FPDS Information

Payment Information

Payment Method: Government Purchase Card - VISA - #=** v ‘

Purchase Requisition Number: I
v

Billing Information Shipping Information

2. Complete the Edit FPDS Award Information form, as prompted.
3. Answer the questions as shown in the table below if your order contains items needed in

support of COVID-19 response efforts.

Question Answer
Is this being ordered in response to a “C = Presidential Issued Emergency or Major
Contingency, Humanitarian, or Disaster Declaration”

Peacekeeping operation?

Is this part of National Interest Action? “COVID-19 2020”
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Edit FPDS Award Information

Order Number: 349001

Award Questions

*Is this in support of Major Program?  No v

Enter Major Program: = Major Program Name

*1s this being ordered in support of a Contingency, Humanitarian, or Peacekeeping

operation? C = Presidential Issued Emergency or Major Disaster Declaration v

*1s this part of a National Interest Action? | COVID-19 2020 v

FPDS Agency & Office Codes o

*Contracting Agency Code: 1700 - CHIEF OF NAVAL PERSONNEL

*Contracting Office Code: =~ N00022

¥ Save FPDS Agency & Office Codes options to Express Settings

o [

The Contracting Agency and Contracting Office Code fields are autopopulated based on the
selected GPC payment method.
4. Click SAVE to return to the Billing & Shipping page and proceed with your purchase.

These selections allow FedMall to accurately identify and report commercial orders in support of COVID-
19 to the FPDS-NG system.

COVID-19 Shopper Acknowledgment

Upon completing the Check Out process and clicking the PLACE ORDER button on the Order Summary
page, shoppers are presented with the following popup message:

COVID-19 Acknowledgment

& Are any of the items in your shopping cart being ordered in response to the COVID-19 pandemic?

g

| -

Shoppers are required to click YES or NO before the order is placed for processing.
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If YES is selected, FedMall automatically applies a Project Code value of “3AZ” to the order. If a different
Project Code value was previously entered by the user on the Billing & Shipping page, that value is
overwritten. This is required to provide a full and accurate accounting of COVID-19 related purchases to

the DLA Enterprise Business System (EBS).
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