
 

 

 

New FEPMIS
 
Create/Review an Automated (GSA 


Xcess) SF-122
 

A Step by Step Guide For Use @ 

https://fam.nwcg.gov/fam-web/
 

https://fam.nwcg.gov/fam-web


      

 

 

 

        
  

Select Create/Review SF-122 from the “Menu �ar.” Select the Order # you want to complete. 

You can select the drop down arrow to go to 
the next page. 

NEW FEDS 
indicates that it 
was fed 
electronically 
from GSAXcess. 



  
 

  
   

    
   

      
     

 
  

 
     

    
Select the Line Item tab at the top of the 
page to view your line items on this SF 122. 

Shipping – Special Info Box. 

message stating the 
entered in the Comments box, you will get a 
The Save button must be selected if you 

“SF-122 Header has been 
Saved Successfully” 

Enter any Comments or Instructions in the 

On a GSA fed SF-122, the information 

GSAXcess. You cannot make changes 
will be entered automatically from 

to these fields. 



      
 

      
   

All Line items must be viewed  

will discuss the deletion of line items or the “�ancel” option on slide 8.  
Review, you cannot submit your SF 122 until all Line Items show a 

and verified.  A “Yes” 
of the Item you wish to view. All Line Items will Require 

indicates that the item has not yet been viewed.  To 
edit the Line Item Details, select the “Line #” 

No in the “Item Review Required”. We 



 
  

 

Selecting the Line # will take you to the “Line Item Detail Tab.” 
Additional Description should be Checked and Verified, change if applicable. 

The FEPP Type and 
 You 

may enter Comments as needed. 



          
        

If a Line Item is not on your Acquisition Plan or you have exceeded the quantity approved, you 
must enter a reason for use in the “Special Justification Field” before “Saving” the Line Item. 



         
  

Once all edits are complete and the SF-122 is ready to be sent on for Approval. Click on the 
“Submit �utton.” Note: Line Items cannot be added to Automatically Generated SF-122s. 



         If a Line Item needs to be deleted for any reason, click on “�ancel” for that Line Number.
 



          
     

       
     

You will be taken to the 

Once cancelled the item will not appear on the SF 122, if there are multiple line items, this line 
item will be skipped on the SF 122. 

for this Line Item. Are you sure? Click 
“Delete !cquisition Items module.” Here you enter the “cancel 

reason” “Yes” to continue or “NO” to cancel deletion. 



 
 

    

Note: If you cancel a line item, you must notify 
GSA and the DLADS site that you will not be 

picking up the item so that it can be offered to 
another recipient.  Cancelling the item in 

FEPMIS does not feed back to GSA to cancel the 
request. 


