Step by Step Instructions for First Time Users of PC-AGCAS
Before creating a solicitation on AGCAS, be sure that the most recent update of AGCAS has been installed on your machine (the version date will be in the upper right-hand corner of the banner screen when you open the application).  Updates are published at the end of each month at http://helpdesk.itc.nrcs.usda.gov/itat/agcas/agcas_dwn.htm.

These are very brief instructions to get you started.  A complete DGS User Manual is available on the PAI website which contains more detailed user assistance.

Note:   GREEN text below indicates a key on the computer keyboard. 

Step 1    Open (Run) AGCAS/DGS on your computer through your MS-DOS prompt.  At the C:\ prompt, access the AGCAS system by typing:  DGS ( ENTER
Enter Log-in ID:  ZZZ  ( ENTER.  Press ENTER key again for the password (password is left blank). 

Note:  Within AGCAS the END key is the 'go back' key which will take you to the previous screen and is used to exit the program. 

Step 2    You will now be at the Document Preparation Menu.  (Remember to check the upper right-hand corner of the screen to see how current your version of the AGCAS application is; if it is not the latest update, you can download the current version from the PAI website at http://www.paimail.com/support/download. 
At the DGS Menu - Document Preparation Menu screen, select function key F2, Initiate a New Action: 

 (1)  To select an action, press function key F9 to display list of available action types.  Select an action by using your down arrow key and then ENTER (note:  the RFP action is not visible until you move to the end of the list), press ENTER again or TAB to move to next the field; 

Note:  The action named "DEFAULT" is an action where you can type in your standard addresses and other standard information which will generally not change in the documents you are producing.  (If the information should change, you may always access this action from the Modify Action option.)  When you complete the fields on this Default screen, press END to begin initiating a new action (go back to instructions in (1) above) 

 (2)  Enter an ID (document ID) number.  This is usually the solicitation number or a description of the solicitation.  Press ENTER key to initiate action. 

Note:  Within AGCAS the F9 key is the help key which will provide the options or other help information for many of the input fields. 

Step 3    Action Maintenance screen.  Answer ALL of the questions on the screen by pressing ENTER after each entry.  Do not leave any of the questions blank.  Press F9 for help with answering questions.  Use END key to exit from the help screens.  The cursor doesn't move after the last entry is made.  You must use a function key.  Press F1 to initiate dialog and continue with Step 4 below. 

Step 4    Working Document Selection screen (dialog).  Pick a document type by pressing the corresponding function key (e.g. F1 for RFP or IFB) to activate the dialog.  

Answer each question, pressing ENTER after each response.  Press F9 help, for additional information regarding the current question.  (Note:  In the dialog (Q&A's) F1 lists values and F2 displays associated text blocks.)   Use the END key to exit from the help screens. 

Notes for Moving Through the Dialog: 

** Press the up arrow key to go to a previous question. 

** Press ENTER to go to the next question. 

** To jump to a specific question number (previously answered):  Press F6 (GOTO) and  enter the question number ( press ENTER . 

** Press END ( ENTER to save and continue with dialog at any time. 

** Press END ( F1 to return to the Action Maintenance screen at any time. 

Continue answering questions until "end of dialog" is reached.   Press END to save and exit the dialog by pressing F1 to confirm exit. 

Step 5    FETCH.   Customize your document to your acquisition by adding text to   schedule of items, statement of work, specifications, etc.  

Note:  Text attributes (e.g., centering, tabs, bold, etc.) from any word processing document will not transfer to PC-AGCAS.  Format commands (characters) must be manually added to text (see Page 71 of the PAI DGS User's Manual).  

        5a.     Adding FETCH text within the dialog.  

                1.   At the Action Maintenance Screen, Press F1 (dialog) which will bring you to working document selection.  Select F1 (or other appropriate document type if selected in Step 4 above). 

                2.   Press F6 (GOTO) to move to a specific question number or section letter (e.g. C) where the fetch file was generated. 

                3.   Press F10 (Option Prompt) to turn ON Option ( ENTER (you will see "Including . . . for").  Press F9 which will bring up a selection list.  Select E (edit) to use the Editor to modify/create text.   

                4.   Edit text in the Fetch File Maintenance screen.  Press ENTER after making the last edit.  Press END to save text and exit the Fetch File Maintenance screen.    

        

        5b.   To save a document that has been created in AGCAS to a disk, follow instructions in Step 6 below for printing.  At the View or Print the Report screen, select the appropriate disk (F3 for floppy disk on drive A; F5 for hard disk, e.g. on drives C, D). 

Step 6    Print the document.  At the Action Maintenance screen, Press F2, Print.   Working Document Selection, Select the document type, e.g., F1.  Complete fill-in's (report type, document type, printer type, starting part, starting page, ending page--note:  press ENTER at 'starting part' to select ALL of the document). 

View or Print the Report screen.  Press F2 to print.  Select printer (  ENTER ( Press END to complete.  Press END to exit. 

Refer to the instructions at http://helpdesk.itc.nrcs.usda.gov/itat/agcas/nt_print_instruct.doc for information on setting up your printer profile on your PC if you are using Windows NT

Note:  Follow Step 6 to View a document that you have created.   At the View or Print the Report screen, press F1 to view. 

Note:  To download a copy of the complete User's Manual, log back on to the PAI website at: http://www.paimail.com/support/download/ .  There are three versions of the manual:  doc, pdf, and txt.  Use whichever version works best on your PC. 

