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1.0 INTRODUCTION 
The Annual Acquisition Planning (AAP) module is component of the PSC Acquisitions website. 
The module was designed to automate the AAP requirement1 by the HHS Acquisition Regulation 
(HHSAR). In the past, the Program Support Center’s (PSC) Procurement Management Portfolio 
(PMP) has utilized a spreadsheet to solicit Program Office’s AAP. The spreadsheet was divided 
into three parts; Part 1-Negotiated, Part 2-Simplified, and Part 3-Assisted Acquisition. The AAP 
module will focus on Part 1 and will be  used to link each program office's AAP entries to specif-
ic actions in the Contract Specialist’s workload report as well as documents in PRISM.  The AAP 
module will allow program offices to create an entry for each of their acquisition requirements, 
including basic data such as a description, projected obligation, the time of year the acquisition is 
expected to take place, and the point of contact. 

 

2.0 AAP PROCESS OUTLINE 
  

Figure 2.1 – Process Flow 
 

Process Performed by Description 

1.1 - Create/Edit 
AAP Entries 

Program Office Users will begin to create and edit 
AAP records in preparation for the 
upcoming Fiscal Year 

1.2 - Submit AAP 
Entry 

Program Office Upon review of their AAP, users will 
submit their AAP records to PMP for 
review. 

1.3 - Reopen AAP 
entry 

Program Office User can correct records that have 
been sent to PMP or recall a record to 
provide more information. 

2.1 - Accept or Re-
turn 

PMP Management PMP will meet with the program office 
and determine what actions are com-
plete and can be processed or PMP 
can return records back to the pro-
gram to obtain more information 

1 HHSAR 307.1 - http://www.hhs.gov/regulations/hhsar/subpart307.html 
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Process Performed by Description 

3.1 - Assign Branch Chiefs After meeting with the program office, 
Branch Chiefs can begin to assign 
AAP records to Contract Specialists. 
Once assigned program offices will 
start seeing information from the 
Specialist’s workload report 

4.1 - Perform Acqui-
sition 

Contract Specialists Contract Specialists will continue to 
update their workload report with the 
current status of the requirement until 
it has been awarded. 

Table 2.1 – Process Flow Description 
 

3.0 USING THE AAP MODULE 
3.1 The Main AAP Page 
The Main AAP page, which can be seen in Figure 3.1.1 below, contains a list of all AAP entries 
that exist in the system by program office.  The results can be filtered by Agency, Fiscal Year, 
Fiscal Quarter, and Status. 

 
Figure 3.1.1: Main AAP Page 

 

A breakdown of the sections of this page can be found below: 

1) The header navigation bar: This blue bar at the top of the screen contains the following 
links: 

• PRISM Document View: This link launches the PRISM Document View page.  
For more details reference Section 3.5 PRISM Document Page. 

• Submit an Incident:  This link launches the Submit an Incident page.  For more 
details reference Section 3.7 AAP Submit an Incident Page. 
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• Close: This closes the module. 

2) Filters for the current list: These drop-down lists allow you to filter the list by program 
office, planned fiscal year, fiscal quarter, and current AAP entry status. The different sta-
tuses that an entry can have are listed below: 

• Draft: These are AAP entries that have been entered by the program office, but 
have not yet been submitted to Procurement Management Portfolio (PMP). 

• Submitted: These are AAP entries that have been submitted to PMP, but PMP has 
not yet accepted the submission as being complete and adequate. 

• Accepted: These AAP entries have been accepted by PMP management, but they 
have not yet been assigned to a contract officer/specialist. 

• Assigned: These entries have been assigned to a contract officer/specialist. 

• Returned: These are AAP entries that have been submitted to PMP, but PMP has 
returned them to the program office to edit.  Entries can be returned for any rea-
son, but the usual case would be that the entry is not descriptive enough of the 
planned acquisition. 

• Rolled Over: These AAP entries were planned for one fiscal year, but for whatev-
er reason, the program office is no longer planning on making this acquisition un-
til a later fiscal year.  AAP entries in this status have been rolled-over into a new 
AAP for a later FY. 

3) Listing of AAP entries: In this area, each program office is broken out into its own sec-
tion. 

• Clicking on any of the column headers will sort the table by that column.  Click 
the header again to sort the opposite direction. 

• Clicking on the AAP entry number displays the AAP Details page for that record.  
The AAP Details page is discussed in more detail in Section 3.4 AAP Details 
Page. 

• If the AAP entry has an “Action Type” of 'Modification', 'Exercise Option', 'New 
Order Against Existing Award', or 'Follow-on To Existing Award', then the refer-
enced award number can be clicked to launch the HCAS Document View for the 
BASE version of that award. 

• The “Point of Contact” is the person with which PSC should contact with any 
questions regarding this acquisition. 

• The “AAP Status” column displays the status of the AAP entry. Can be one of the 
following: 

i. Draft- This entry is still being worked on, and has not yet been submitted 
to PSC. 
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ii. Submitted- This entry has been submitted to PSC, and is awaiting PSC's 

acceptance or return.  Click on the “Recall” link will place the AAP back 
in Draft status. 

iii. Accepted- This entry has been accepted by PSC, but not yet assigned to a 
contract specialist. 

iv. Assigned- This entry has been accepted by PSC and assigned to a contract 
specialist. 

v. Returned- This entry has been returned by PSC to the program office for 
further edits.  Click on the “Recall” link will place the AAP back in Draft 
status. 

vi. Rolled Over- This entry has been rolled-over to a later fiscal year. The 
new AAP number can be seen in entry's status history. 

• The “Assigned Specialist” is the contract specialist who is assigned to the AAP. 

• Holding the mouse over the “PSC” (Product/Service Code) column displays the 
PSC description, as well as any initiatives that it falls under (i.e. MSS, Green, 
etc.). 

4) Submit Button:  Underneath each list of AAP entries sits the Submit button, which can 
be seen in Figure 3.1.2 below.  First, check the box next to each record that requires 
submission (click on the “All” or “None” links in the Select column header to the col-
umn’s check boxes), and then click the "Submit" button. 

 
Figure 3.1.2: Main AAP Page – Box Checked 

3.2 Creating AAPs 
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1) To create a new AAP click on the “Create New AAP Entry” link at the top of the screen 

as shown in Figure 3.2.1 below. 

 
Figure 3.2.1: Main AAP Page 

 

2) Select one of the options below as seen in Figure 3.2.2. 

• Create New- Creates a blank AAP draft.  See Section 3.3 Creating new AAPs.  

• Create AAP from Active Award- Creates a draft AAP using any applicable in-
formation from existing active awards.  See Section 3.4 Creating AAPs from 
Active Awards. 

• Copy from Existing AAP- Copies selected existing AAPs to create new drafts 
for the current fiscal year.  See Section 3.5 Copying from Existing AAPs. 

 

 
Figure 3.2.2: Create AAP Page 

 

3.3 Creating new AAPs 
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1) Select “Create New” from the options in Figure 3.2.2. 

2) Fill out the following fields as shown in Figure 3.3.2 below and click the “Save as Draft” 
button.  Clicking on the “Help” link on the top navigator bar or clicking on any of the 
field names will open up a window for the AAP Help Page which displays definitions for 
all of the field names.  The PRISM Document View page is discussed in more detail in 
Section 3.9 AAP Help Page. 

• Agency- The program office for whom the acquisition will be made. 

• Fiscal Year- The planned fiscal year during which the acquisition will be made. 

• Quarter- The quarter of the fiscal year in which the acquisition is anticipated to 
be made. Fiscal quarters are:  

i. 1: October 1 through December 31 
ii. 2: January 1 through March 30 

iii. 3: April 1 through June 30 
iv. 4: July 1 through September 30  

• Description- A brief description of the goods or services to be acquired. 

• Total Estimated Amount (Base + All Options)- The estimated total dollar value 
of the proposed acquisition, inclusive of options. 

• Current FY Amount- The estimated amount of the acquisition that will be obli-
gated during the chosen FY. 

• Action Type- The type of action that will be performed to make this acquisition. 
Choices are: 

i. New Award: New contract, purchase order, GSA schedule orders, NIH 
NITAAC orders, NASA SEWP orders, etc. 

ii. Modification: A modification to an existing contract or order, such as to 
add additional funding. 

iii. Exercise Option: A modification to an existing contract that will be used 
to exercise an option. 

iv. New Order Against Existing Award: A new order to be placed against 
an internal PSC contract/BPA. 

v. Follow-on To Existing Award: A new award that is a follow-on to an 
expiring award. 

• Product/Service Code- The proposed product/service code of the acquisition. 
This code will be used on the base award and all modifications. If "Action Type" 
is anything other than 'New Award', the PSC will be pulled from the chosen 'Base 
Award'.  The product code may be selected by clicking the lookup icon that will 
launch a new window as seen in Figure 3.3.1 below. 
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Figure 3.3.1: AAP Product/Service Code Lookup Page 

 

• Initiatives- This field populates based off of the selected Product/Service Code.  
The initiatives include the following: 

i. Management Support Services 
ii. Appropriation Law Compliance 

iii. Green Contracting 
iv. Service Acquisition  

• IGF- The Inherently Governmental Functions classification for this acquisition. 
Inherently governmental activities are activities that are so intimately related to 
the public interest as to require performance by Federal Government employees. 

i. Critical Functions 

ii. Closely Associated 

iii. Other Functions 

iv. Combination of Critical Functions and Closely Associated 

• Conference Requirement- Checkbox to indicate if a conference requirement is 
required. 

• Point of Contact- This is the person with which PSC should contact with any 
questions regarding this acquisition. The POC can be suggested as the Contract 
Officer Representative (COR) for the acquisition. When the award is made, how-
ever, a different COR will be used in the event that the suggested COR has not 
been certified as such. 
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Figure 3.3.2: AAP Entry Page 

 

3.4 Creating AAPs from Active Awards 
1) Select “Create AAP from Active Awards” from the options in Figure 3.2.2. 

2) Select the award(s) you want to create from by checking the box on the row of the de-
sired award, and select a desired action type and fiscal year quarter as shown in Figure 
3.4.1. 

 
Figure 3.4.1: AAP Bulk Copy – Active Awards 
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3) Click the “Submit” button at the bottom of the agency you are creating drafts for. 

4) If you have selected a single award, you will be directed to the form for the AAP you just 
created.  If you have selected more than 1, you will be directed to the Main AAP page 
listing all existing drafts. 

5) Fill in point of contact information for your newly created AAP(s). See Section 3.6 Edit-
ing an AAP Draft. 
 

3.5 Copying from Existing AAPs 
1) Select “Copy from Existing AAP” from the options in Figure 3.2.2. 

2) Select the AAP you want to copy by checking the box on the row of the AAP to be cop-
ied, and select a desired action type as shown in Figure 3.5.1. 

 
Figure 3.5.1: AAP Bulk Copy – Existing AAPs 

3) Click the “Submit” button at the bottom of the agency you are creating drafts for. 

4) If you have selected a single AAP, you will be directed to the form for the AAP you just 
created.  If you have selected more than 1, you will be directed to the Main AAP page 
listing all existing drafts. 

5) Review your newly created draft(s).  The product service code and base award may not 
be populated if you selected “New Award” as your action type, or you are copying an 
award that had a “New Award” action type. See Section 3.6 Editing an AAP Draft. 

 

3.6 Editing an AAP Draft 
Access the Draft version of an APP from the Main AAP page by clicking on the link in the AAP 
column, which can be seen in Figure 3.6.1 below. 
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Figure 3.6.1: AAP Main Page 

 

Edit any of the following fields and click the “Update as Draft” button to save the results.  To 
delete an AAP click on the “Delete” button.  The “Rollover” button may be used in cases where 
the planned acquisition will not be completed in the current Fiscal Year, the AAP entry can be 
rolled over to a subsequent year. When this happens, the new AAP number is entered in the Sta-
tus History of the original AAP entry.  This is shown in Figure 3.6.3 below. 

 

Clicking on the “Help” link on the top navigator bar or clicking on any of the field names will 
open up a window for the AAP Help Page which displays definitions for all of the field names.  
The AAP Help page is discussed in more detail in Section 3.9 AAP Help Page. 

 

An award may be associated to the AAP by clicking on the lookup icon next to the Base Award 
field that will launch a new window as seen in Figure 3.6.2 below. 

 
Figure 3.6.2: AAP Base Award Lookup Page 
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Figure 3.6.3: AAP Details Page – Draft 

 

3.7 AAP Details page 
The AAP details page can be accessed from the main AAP page by clicking on the AAP number.  
This page shows all the details about the AAP entry, including its status history, the branch that 
it is assigned to (based on program office), and if it has been assigned.  If the AAP entry has 
been assigned, then certain elements representing the acquisition will appear.  See Figure 3.7.1 
for an example of the AAP Details page that is in assigned status. 

 

Clicking on the “Help” link on the top navigator bar or clicking on any of the field names will 
open up a window for the AAP Help Page which displays definitions for all of the field names.  
The AAP Help page is discussed in more detail in Section 3.9 AAP Help Page. 

 
Clicking on the “Submit an Incident” link on the top navigator bar will open up a window for the 
AAP Submit an Incident page which is a form for logging tickets with the ASDS Help Desk.  
The AAP Submit an Incident page is discussed in more details in Section 3.10 AAP Submit an 
Incident Page. 
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Acquisition Details section that is provided by the Contract Specialist: 

• Branch- The branch chief of the contract specialist who entered the requirement on the 
workload module that is associated to the AAP record. 

• Contract Specialist- The contract specialist who is currently assigned to the AAP. 

• Acquisition Stage-   The stage of the associated requirement. Below is the list of all 
available stages:  

o 00 - Pre-submission Planning  

o 01 - Acquisition Request Received  

o 02 - Advertised if required (FBO, E-Buy, Other)  

o 03 - Pre-Solicitation Review/Clearance  

o 04 - Solicited  

o 05 - Proposal/Quote Received  

o 06 - In Evaluation Stage  

o 07 - Negotiated  

o 08 - Pre-Award Review/Clearance  

o 09 - Awarded  

o 10 - Protest Delay  

o 11 - Cancelled  

• Estimated Award Date- The approximate date when the award is planned to be pro-
cessed. 

• Buy Type- The type of expected purchases. Below is the list of all available types:  
o 1 - FAR Subpart 8.4 

o 2 - FAR Part 13 buy 

o 3 - Commercial Procedures under FAR Part 12 (in combination w/ FAR 13, 14, 
and 15) 

o 4 - FAR Part 15 buy 

o 5 - FAR 16.505 task order (and vehicle such as CIOSP, SEWP, PSC IDIQs, etc.) 

o 6 - Modification and type (admin, option exercise, out of scope, cost overrun, etc.) 

o 7 - Other with explanation 

• Explanation of Requirement- The description for the buy type of the requirement. 

• Competitive- This indicates whether or not the action will be awarded following compe-
tition. 
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• Current Status- The most current status of the customer on the requirement. 

 

The Associated PRISM Documents section contains the PRISM document that the Contract Spe-
cialist is assigned to.  Click on the hyperlink within the “Contract/PO/BPA/Req” column or the 
document number within the “Action Type” field within the AAP Entry Details section to launch 
the PRISM Document View page displaying the details of the document in PRISM.  The PRISM 
Document View page is discussed in more detail in Section 3.8 PRISM Document Page. 

 
Figure 3.7.1: AAP Details Page – Assigned 

 

3.8 PRISM Document View Page 
The PRISM Document View page displays the award/contract document information of what is 
directly in Purchase Request Information System (PRISM).  This information contains the con-
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tract specialist who is assigned as the buyer, the vendor, award date, period of performance, total 
amount, obligation, description, as well as other information.  See Figure 3.8.1 for an example. 

 
Figure 3.8.1: PRISM Document View 

 

3.9 AAP Help Page 
The AAP Help page contains definitions for all the fields within the AAP Entry and Details pag-
es.  Clicking on any link on the list of terms will navigate the definition on the page.  This is 
shown in Figure 3.9.1 below. 
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Figure 3.9.1: AAP Help Page 

 

3.10 AAP Submit an Incident Page 
The Submit an Incident page is how to report an incident concerning the AAP module to the 
ASDS Help Desk.  Fill in a brief description of the issue, include any side notes, upload any at-
tachments, and press the “Submit Incident” button.  This is shown in Figure 3.10.1 below.  As 
soon as the incident is submitted a ticket will be logged with the ASDS Help Desk and work to-
wards a resolution will begin immediately. 

 
Figure 3.10.1: AAP Submit an Incident Page 
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