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Foreword

The purpose of this manual is to provide working-level procedures for entering, updating, revising, and viewing
information in the Contractor Performance Assessment Reporting System (CPARS) Automated Information System
(AIS). Detailed requirements of the CPARS business processes are contained in the CPARS policy guide. This
system was developed to support the electronic processing of Contractor Performance Assessment Reports.

This manual translates business process requirements into detailed step-by-step procedures for individuals utilizing
the automated CPARS process. This manual was prepared by Naval Sea Logistics Center Detachment
Portsmouth (NSLCDET PTSMH). NSLCDET PTSMH continuously enhances the Automated Information System
and the manual to meet the needs of customers.

Please address any recommended modifications or improvements to:

CPARS Project Manager

Naval Sea Logistics Center Detachment Portsmouth

PO Box 2058

Portsmouth, NH 03804-2058

Email: webptsmh@navy.mil

Phone: Customer Support at DSN 684-1690 or Commercial (207) 438-1690
Fax: Com. (207) 438-6535 or DSN 684-6535

Suggestions for modifying the CPARS application (problems, enhancements and/or policy) may be submitted via
the User Feedback feature on the Main Menu of each assigned level in CPARS.


mailto:webptsmh@navy.mil
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System Overview

The CPARS system is a web-enabled application that is accessed via the Internet website,
https://www.cpars.csd.disa.mil. The application consists of an Internet web server and a dedicated CPARS
application server. By definition, CPARS information is Sensitive But Unclassified (SBU). To protect the security of
CPARS information, all actual data entered into and retrieved from the application is encrypted using the security
features incorporated into the web browser. Access to this system requires a browser, which supports 128-bit
encryption (sometimes referred to as strong encryption or U.S. only encryption), such as Microsoft’s Internet
Explorer 4.01 or higher. Additional details on browser requirements and security are available at
https://www.cpars.csd.disa.mil.
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To support this workflow, each user is assigned a unique level of access by the Focal Point. CPARS Focal Points
define a User Access Matrix that restricts access on a contract-by-contract basis, based on an individual's
assigned responsibility in the process.

Major Commands (MACOMs/MAJCONMs), Direct Reporting Units, Wing Commanders, Systems Command
(SYSCOM) Commanders, Program Executive Officers (PEOs), Direct Reporting Program Managers (DRPMs),
Headquarters Marine Corps, Commander Military Sealift Command, and other activity heads of contracting are
responsible for overseeing the implementation of the CPARS process within their respective organizations.



The following paragraphs explain the correlation between defined access levels and the steps in the business
process.

Step 1 — Contract Registration. Allows general contract information to be entered by anyone assigned those
responsibilities. Contracts must be registered within 30 days after contract award.

Step 2 — Enter Proposed Ratings. Allows individuals assigned to management of specific contracts as an
Assessing Official Rep/Assessing Official to enter proposed ratings and supporting narrative or remarks. These
ratings are relative to the contractor’s performance for a specific contract.

Step 3 — Validate Proposed Ratings. Allows the Assessing Official to establish performance ratings and/or modify
proposed ratings for specific contracts. The Assessing Official is required to enter their name, title, organization,
etc., and forward the assessment to the Contractor Rep for review.

Step 4 — Contractor Comments. Allows the Contractor Rep being evaluated to review the proposed ratings and
comment on any elements that may require further review or explanation. After review the Contractor Rep returns
the assessment to the Assessing Official to continue with the workflow process.

Step 5 — Review Contractor Comments. Allows the Assessing Official to accept and finalize the assessment, or
modify the proposed ratings and narrative, and/or forward the assessment to the Reviewing Official. If ratings are
modified, the original proposed ratings are archived and then both ratings are forwarded to the Reviewing Official

for review, comment and closure.

Step 6 — Reviewing Official Comments. Allows the Reviewing Official (if applicable) to review the ratings
established by the Assessing Official and the response by the Contractor Rep to ensure that the ratings are fair and
supported by objective evidence. The Reviewing Official is required to comment and close the assessment.

Once the Reviewing Official completes the actions of step 6, the assessment is considered complete. Completed
assessments are copied weekly to the Federal Past Performance Information Retrieval System (PPIRS) database.
PPIRS is a warehouse of all assessments completed by Federal agencies and is accessed by source selection
officials to support future source selections and best value decisions.



Accessing CPARS

The CPARS application is accessible from https://www.cpars.csd.disa.mil. The CPARS website offers links to
CPARS, ACASS, CCASS, and FAPIIS and also provides various items of interest including reference material,
training information, frequently asked questions, best practices, as well as other information. To enter the CPARS
Production System, click on the CPARS Logon button located on the left hand side of the page.

A Practice System is also available to help users practice, learn, and understand their roles. To use the Practice
System, click on the Practice System button. Follow the instructions provided to gain access to the Practice
System. Practice System access is only granted upon request and for a limited duration.

NOTE: Allfirst time users will receive a system generated email providing a User ID and instructions to use the
Forgot Password button to obtain a temporary password, when access has been granted by the Focal Point.

Read the DoD Notice and Consent Banner and then click Accept to proceed with the login process.

CPARS/ACASS/CCASS/FAPIIS

DoD Notice and Consent Banner
You are accessing a 1.5, Governnent (155G Information System (I3 that is provided for USG-
Authorized use only.

By using thiz I3 (which includes any dewvice attached to this [3), you consent to the following
conditions:

- The USG routinely intercepts and monitors cormmunications on this I3 for purposes inchuding, but not
irnited to, penetration testing, COMSEC monitoring, networls operations and defense, persontel
izconduct (P, law enforcement (LE), and counterintelligence (CI) mwestigations.

- At any time, the USG may inspect and seize data stored on this I35,

- Comrmunications using, or data stored on, this IS are not private, are subject to routine monitoring,
interception, and search, and may be disclosed or used for any USG avthorized purpose.

- Thiz IS includes security measures (e, authentication and access controls) to protect USG interests-
-not for your personal benefit or privacy.

- MNotwithstanding the above, using this I35 does not constitute conzent to PRI, LE or CI investigative
searching or monitoring of the content of privileged communications, or work product, related to
personal representation or services by attorneys, psychotherapists, or clergy, and their assistantz. Such
communications and work product are private and confidential. See User Agresment for details.

Accept Decline

CPARSIACASSCCASSFAPIS, HAVSEALOGCENDET PORTSMOUTH, NH. Version : 3.3.0, Build Date : 043052009 15:00:00
Phome : (207) 438-1690 Email Techmiral Support
View Policy Guide: CPARS ACASS CCASS FAPIS

Choose the logon category link that describes your employment status. For Government users, choose either DoD
Logon or Federal Logon. For Department of Defense (DoD) users, the system will first validate that the user has a
valid DoD PKI Certificate.



CPARS/ACASS/CCASS/FAPIIS

DoD Logon Contractor Logon (PKI} Contractor Logon (No PKI) Federal Logon
Dol employees must hawve a DoD PEI certificate to access the CPARS/ACASS/CCASS web site.

Click here to deterrnine if you have a valid DoD PET Certificate

PEC] Information:

Dol employees (military and civilian), incliding Dol contractors that are working on site
military/government facilities) or contractors working offzite using Government Furnished Equipment
GFE) are eligible to obtain certificates from Dol PEIL If the contractor doesn't workt onsite or with
GFE they are encouraged to obtain and use a certificate from an Esternal Certificate Authority (ECA).

[Fxternal Certificate Authority:

ernal Certificate Authornties (ECAS) provide digital certificates to the DoDr's private industry partners,
contractors using their own equipment or working in non-government facilities, allied partners, and
other agencies.

Approved ECA Vendors:

Operational Fesearch Consultants, Inc. (ORC) hitp/fwrarw eca orc. com

erisign, Inc. httpodweame, werision. comiverisign-business-solutions/public-sector-solutions/ieca-eca-
certificatesdindes htrnl

[denTrust hitpedfwwrer identrust comdcertificates/ecafindes html

The following site provides additional FAQs on the subject of ECA:
http /fiase disa milfplifecaindes himnl

Haorne |

CPARSIACASSICCASSFAPIIS, NAVIEALOGCENDET PORTSIMOUTH, NH. Version : 3.3.0, Build Date ; 043002002 15,00:00
Phorne - (207) 438-1690 Ernail Technizal Support
Wigw Policy Guide: CPARS ACASS CCASS FAPIS

The use of PKI certificates is still a DoD requirement that is being waived for industry users only. DoD Government
employees will continue to use their Common Access Cards (CAC) when accessing FAPIIS.

If you have any questions, please don't hesitate to contact CPARS Customer Support at 207.438.1690 or
webptsmh@navy.mil.

All first time users will have to use the Forgot Password button to obtain a temporary password.

PAR s o s ;'I

[D Pa ord Login Clear Forgot Fassword

This Svstem is for UNCLASSIFIED USE ONLY!

Messages: Welcome to CPARS v3.3.00

If you have any questions, call (207) 438-1620 for technical support of CPARS/ACASS/CCASS/FAPIS or for any
questions on CPARS and FAPTIS. For all other ACASS and CCASS gquestions please call (503) 808-4500.

Haorme |

CPARSIACASSICCASSFAFIS, NAVSEALOGUENDET PORTSMOUTH, MH. Version : 3.3.0, Build Date : 043052009 13:00:00
Phone : (207) 438-1620 Ermail Technical Support
View Policy Guide: CPARS ACASS CCASS FAPIIS

Click on the Forgot Password button and the following screen displays.


mailto:webptsmh@navy.mil

CPARS/ACASS/CCASS/FAPIIS
Forgot Password
Your password will be reset and an ernail will be sent to o with the new password. You will be recuired to change wour password the next tivee you

log in.

= Indicates Required Information

= [Jzer ID:|
= Ernail Address|

Submit I Cancel

CPARSIACASSICCASSFAFIS, NAVSEALOGCENDET PORTSIMOUTH, NH. Version : 3.3.0, Build Date : 043052009 15:00:00
FPhone : (207) 438-1690 Email Techrical Support
View Policy Guide: CPARS ACASS CCASS FAPIS

Enter your User ID and Email Address and click Submit. The system will verify that the information matches what
was entered when your account was created, and will send an email to that address with a temporary password.
After you enter your User ID and the temporary password, click Login.

NOTE: Subsequent logons for DoD will not require the use of a password.

Enter the temporary password in the Current Password box. Enter a new password in the New Password box.
The password will display as asterisks. The password is case sensitive and must contain 14—-20 characters, at
least two uppercase letters, two lowercase letters, two numbers, and two special characters. The last five

passwords are kept and may not be reused and passwords are valid for a period of 60 days. Re-enter the new
password in the Confirm New Password box.



Complete the user information. Care must be taken to keep the user’s email address current/correct for the
implementation of the electronic notification system. After all required information is entered, click the Save User
Password and Information button and a confirmation pop-up screen displays. Click the OK button.

New User Information
(fields identified with = are required)

= Current Password: I

= MNew Password: I
= Confirm MNew Password: I

Passwords must meet the following specifications:
must be changed every 60 days
are case sensiive
vour last five old passwords are kept and
cannot be reused.
rmust be 14-20 characters
must contain at least two uppercase letters
must contain at least two lowercase letters
st contain at least two nwnbers
st contain at least two special characters
Only the following special characters are
allowed:
CelEE %t (- _=[]]::..

= Tlzer Mame: I

= Fmail Address: I

= Title: I

*= Drganization:

= Citizenship: [(Select Country) ;I

= Street Address:

= City, State, Fip: I

= Cotnmercial Phone # I
Fasl # |

D3N Phone # I

. Sawe User Password and Infortnation

CPARSIACASSICCASSFAPIIS, NAVEEALOGCENDET PORTSMOUTH, MH. Wersion : 3.3.0, Build Date : 04/20/2009 15:00:00
Phone : (207} 438-1620 Ernail Techrical Support
Wiew Policy Guide: CPARS ACASS CCASS FAPIS

You will be brought to the Rules of Behavior page. Read through the rules and scroll down by the down arrow on
the right. Upon reaching the bottom of the rules the Accept / Decline buttons will activate.



CPARS/ACASS/CCASS/FAPIIS
Rules of Behavior

and such

comrunication or data as being subject to a privilege or confidentiality,
actions do not negate any applicasble privilege or confidentiality.

— These conditions preserve the confidentiaslity of the communication or data, and the
legal protections regarding the use and disclosure of privileged information, and thus
such communications and data are private and confidentisl. Further, the U.3. Govermment
shall take all reasonable measures to protect the content of captured/seized privileged
comminications and data to ensure they are appropriately protected.

% In cases when the user has consented to content searching or monitoring of
comrminications or data for personnel misconduct, law enforcement, or counterintelligence
investigative searching, (i.e., for all commnications and data other than privileged
comrunications or data that are related to personal representation or services by
attorneys, psychotherapists, or clergy, and their assistants), the U.3. Government mway,
golely at its discretion and in accordance with Dol policy, elect to apply & privilege or
other restriction on the U.3. Government's otherwise-suthorized use or disclosure of such
information.

* 411 of the showve conditions apply regardless of whether the access or use of an
information system includes the display of a Notice and Consent Banner [("banner®™). When a
banner is used, the banner functions to rewmind the user of the conditions that are set
forth in this User Agreement, regardless of whether the banner describes these conditions
in full detail or provides & swmwary of such conditions, and regardless of whether the
banner expressly references this User Lgreement.

YVou must scroll through the entire Rules of Behavior to Accept or Decline.
Accept | Decline |

CPARSIBCASSICCASSFAFIIS, HAVSEALOGCENDET PORTSMOUTH, MH. Version : 3.3.0, Build Date : 04/30/200% 15:00:00
Fhone : (207) 438-1600 Ermail Techrical Support
View Policy Guide: CPARS ACASS CCASS FAFIIS

NOTE: You will be required to review and accept the Rules of Behavior annually.

Click Accept and the Module Selection Menu will display. Click the CPARS button to continue.

Module Selection Menu

. CPARS - Contractor Performance Assesstnent Reporting System
. ACASS - Architect-Engineer Contract Administration Support System

CPARSIACASSICCASSFAPIS, HAVSEALOGCENDET PORTSMOUTH, NH. Version : 3.3.0, Build Date : 040302002 15:00:00
FPhone : (207) 435-1690 Ermail Technical Support
Wiew Policy Guide: CPARS ACASS CCASS FAPIIS

A list of all options available for a specified access level will appear on the user’'s Main Menu.
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Focal Point

The Focal Point is responsible for the collection, distribution, and control of assessments. Focal Points are key
players in the success of the CPARS automated process. Focal Point access is granted only upon the completion
of a signed Focal Point User Access Request Form available at
https:www.cpars.csd.disa.mil/accessforms/userforms.htm. Focal Points coordinate CPARS access (create
User IDs/passwords) for a specifically assigned area of responsibility. The Focal Point must be logged onto the
correct module (CPARS, ACASS, or CCASS) in order to provide access to that module. The Focal Point is also
authorized to register contracts that will require a contractor performance assessment. The Focal Point assists the
Assessing Official in implementing the automated CPARS process by providing training and helping with
administrative matters to ensure that assessments are completed in a timely manner and are of high quality.

CPARS - Focal Point

Contract #: _ Order #:

Access Authorization
Auto Fegister Contracts
CPAR. Status Report
Contract Status Report

CPARSMCASSICCASSFAPIS, MAVSEALOGCENDET PORTSIMOUTH, NH. Version : 3.3.0, Build Date : 1171902009 06:00:00
Phone @ (207) 438-1690 Errail Technical Support
View Policy Guide: CPARS ACASS CCASS FAFIS

Register a Contract: This option allows a Focal Point to manually input basic contract information into CPARS.
The contract must be registered within 30 days after contract award. Registering a contract is the only function that
the Focal Point may perform in the automated workflow process. To register a contract, the user must be logged
into CPARS as a Focal Point and the Focal Point Main Menu must be displayed. When an assessment is to be
completed at the contract level, enter the contract number in the Contract # box and click the Register a Contract
button. When an assessment is to be completed at the Task/Delivery Order level, enter the contract number in the
Contract # box and the Order Number in the Order # box and click the Register a Contract button. In either
case, the Contract Registration data entry screen will display. Enter the Commercial and Government Entity
(CAGE) code, the Data Universal Numbering System (DUNS) or the DUNS +4 that is applicable to the contract to
be registered. If the DUNS is unknown, click the Company Name drop-down box and select one of the options
and enter the applicable company name information in the adjacent space. Click the Continue with Contract
Registration button. If more than one DUNS number is found, a listing of DUNS numbers and associated
company names and addresses will be displayed. Click the appropriate DUNS number to continue with the
contract registration process. The Register a Contract data entry screen displays and will be pre-filled with the
contractor's DUNS, name and address. Continue with the contract registration process by entering basic contract
information in the spaces provided. Required fields are identified with a red asterisk (*). The blue question mark
(?) identifies that online help is available for the data entry field. The green tabs provide additional data entry
boxes. Click each green tab and enter data in all of the required fields (*) to register and save the contract.

11



Once all required information is provided, click the Validate and Save the Contract Data button located at the
bottom of the data entry screen. Click the OK button. To return to the Focal Point Main Menu, click the Return to
the Main Menu button. Return to the Main Menu button does not save any information that has been entered.

NOTE: A contract/order only has to be registered one time. Once a contract is registered in CPARS, any of the
contract registration fields can be later updated by entering the contract number in the Contract # box and, if
applicable, the order number in the Order # box and clicking the Register a Contract button.

Delete a Registered Contract: This option allows the Focal Point to delete a previously registered contract. To
delete a registered contract, enter the contract number in the Contract # box and the order number, if applicable, in
the Order # box. Click the Delete a Registered Contract button and the Delete Contract Confirmation screen
displays. Select the Confirm Delete button after verifying the correct contract is about to be deleted from the
CPARS database. Select the Cancel Delete and Return to the Main Menu button to cancel the contract deletion
process.

NOTE: Contracts that have assessments started or completed cannot be deleted from the CPARS database.

View/Print CPARs: This option allows the Focal Point to view an assessment in a read-only format. To view an
assessment, the user must be logged into CPARS as a Focal Point and the Focal Point Main Menu must be
displayed. Enter a contract number in the Contract # box and the order number, if applicable, in the Order # box.
Click the View/Print CPARs button and the assessment will display in HTML format. If more than one assessment
exists for the same contract (and order, if applicable), a list of assessments will display. Click on the contract
number of the assessment to be viewed in HTML format. Click the View CPAR as PDF button to view the
assessment using Adobe Acrobat Reader. Once the assessment is displayed, the user is able to view and/or print
the assessment on a local printer. To return to the Focal Point Main Menu, click the Close button.

To-Do List: This option is a quick and efficient way for the Focal Point to monitor and check the status of pertinent
assessments in CPARS. Click the To-Do List button from the Focal Point Main Menu. A To-Do List Parameters
screen displays. The Focal Point can select Include All to produce a list of all assessments that have been started
and require action within his/her area of responsibility. Select Limit by Contract Number and enter a contract
number in the adjacent field to limit the list of assessments to a specific contract. The Focal Point can also limit the
To-Do List to a specific User Role or User by making the appropriate selections. Select the desired parameter and
sort option(s), and then click the Show To-Do List button.

CPARS

To-Do List Parameters

& Include All

€ Limit by Contract Mumber: |

' Limit by User Rale: [=elect from List) j
' Limit by User: (Selact fram List) =

Sort by (1} | Contract Mumber =
(<) [ (None) =
(33 [ (Mone) =

—

A list of assessments will display based on the parameters selected by the Focal Point. The To Do List identifies,
for each assessment, the action required and the name of the individual responsible for completing the action. To
return to the To-Do List Parameters screen, click the Return to the To-Do List Parameters button. The Return to
the Main Menu button returns the user to the Focal Point Main Menu.
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Access Authorization: This option is used by Focal Points to provide access to CPARS, to modify existing user
accounts, to view a list of existing users, to transfer access from one user to another and to assign an Alternate
Focal Point(s). To provide access to CPARS, the Focal Point must complete an Access Authorization Matrix
(described below). An Access Authorization Matrix is required for all personnel involved in the automated workflow
for the contracts within the Focal Point's area of control. The “role” or level of access assigned to an individual is

based on information that the Focal Point receives from project management teams (and the like) for the contracts
that require evaluating contractor performance.

CPARS

Access Authonzation Menu
Create Mew User Access

Modify Fsasting Uszer Access
tewr Existing Uszer Access

Tratnsfer Jser Access to Another User

A za1an Alternate Focal Point( s)
. F.eturn to the Iain hienu

Create New User Access: To create a new user account or to give an existing user access to a new contract
number, click on the Access Authorization button located on the Focal Point Main Menu. Click the Create New
User Access button from the Access Authorization Menu. The Create New User Access screen displays.

CPARS - Create New User Access

1. Enter New Contract(s): | Order: | (None Selected)

or Delets
Select Existing Cunt:raj:t{s}:l (Select Contract) j Add

Delete All |
and

Click Add Button

2. Select User Role: ||:Selen:t Lizer Rale) j

3. Enter New User Name: |
Frnai |

or Select Existing User: search | | Delete |
4. Add User: Add User |

fenter alpha chayacters only; fivst and last nare only)

{required for new users only)

DCelete User Bole | User Name | User Email | User [ID  Coniracts = User Type

Create User Access Watriz
Clear A1l Drata
eturn to the Access Authorization IWlemn

eturn to the Ivlain Wienn
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In step 1, the Focal Point must enter the Contract Number and Order Number, if applicable, and then click the Add
button for each contract and order number entered. If an incorrect contract or order number is entered after clicking
Add, highlight the incorrect contract number and click on the Delete button.

NOTE: If the Focal Point has already provided access to a contract/order, the contract/order can be selected from
the Select Existing Contracts drop-down box.

In step 2, select the user role from the Select User Role drop-down box.

In step 3, the Focal Point can enter a New User Name (First Name and Last Name only) and Email (required for
new users) or Select Existing User. To select an existing user, click the Search button and the Search for
Existing Government (or Contractor) Users window will display. Enter the full or partial last name and click on the
Search button. A list of existing user names will display. Click on the desired name and the name will appear in
the Select Existing User box. The Delete button removes the selected user name from the Select Existing User
box.

In step 4, click the Add User button after entering the information required in steps 1 through 3. The Focal Point
can repeat steps 2 through 4 as necessary, to provide access to the contracts and order numbers identified in step
1. After all contacts/orders, roles, names, and email addresses have been entered, click the Create User Access
Matrix button. A User Access Authorization Matrix displays containing each entry as shown below.

To delete a user(s) from the matrix, click the box(es) in the Delete column and then click the Delete button located
in the left corner of the matrix. The Clear All Data button clears all data entered in the matrix.

CPARS - User Access Authorization MMatrix

Please review the following User atris

User Role User Name User Email User ID Contracts
Contract Data Entry [USAF TESTERI webptsmh-apps@navy. mil USAF1 |FE614158D0001 0001 |Existing
ﬁ;ﬁfssmg Official  |\gavy SEAL navy. seal@navy. mil FEA14158D0001 0001 [New
Aszsessing Official JOE ARDY joe armyEue. army. il FBA14158T0001 0001 |Newr
Contractor Rep MIKE MARINE tnike. marins@marine core. il FBA14158D0001 0001 |Newr
Reviewing Official |y george. washington@us. president mil FE614153D0001 0001 [New

uthorize Access to these Users
odify Access Dlatriz to Correct IWlistalces
eturty to the Nain Meno

NOTES: 1. Giving access at the basic contract level will not result in the user having access to all the delivery
orders under the contract. Access must be given for each individual order if access to orders is required. 2. When
an assessment is archived the contract number is removed from the dropdown list and all access that was granted
for that contract is removed. Should the assessment need to be pulled back into production the Focal Point will
have to reassign users to the contract.

The display presented above is an opportunity for the Focal Point to review information for accuracy. If information

has been entered incorrectly, click the Modify Access Matrix to Correct Mistakes button and the previous screen
will display allowing the Focal Point to make the required changes.

14



If all information is correct, click the Authorize Access to these Users button. The completed User Access
Authorization Matrix displays providing User Role, User Name, User Email, User ID, Status ("Authorized” indicates
the access was created), Contracts and User Type. A system generated email will be sent to users when they are
assigned to a workflow role to inform them of their User ID, temporary password procedures, responsibilities, and
resources available. Click on Return to the Access Authorization Menu or Return to the Main Menu, as
applicable.

CPARS - User Access Authorization Matrix

Access has been authorized for the following users and associated contracts.
A system-generated email has been sent informing users of their User ID, responsibilities and resources, and providing
linstructions on how to acquire a temporary password, if applicable.

User Role User Name User Email User ID | Status* Coniracis ,?:;;
Contract Data . . L
Entry UsAF TESTERL webptsmh-apps@nayy. mil USAFL  |Authorized |FBA1415800001 0001 |Essting
saEEslng MNAVY SEAL il NEFAL | Authorized [FBA1415800001 0001 |1
Official Rep navy. seal@nawy. uthorize W
eIy JOF ARMY ' rrdl JARMY |Authorized [FBA1415800001 0001 |1
Official joearryEiue. artmy. uthorize W
Contractor . ! ) . .

Rep MIEE MARINE mike marine@maring core il LMIMART |Authorized FBA1415800001 0001 | New
Remewing | UEORUL Ly | george washington@us president mil | GWASH |Authorized |FBG14158D0001 0001 New

* Mote: if the Status indicates Fafled, please contact the customer support desk for assistance.

eturn to the Access Authorization Memy
eturn to the Ivkain MWem

NOTE: If the Focal Point does not complete the workflow access role assignments there will be a system validation
to notify the user that the CPAR cannot be sent to the next access level because the role has not been assigned by
the Focal Point. This validation will apply for Assessing Official Representative to Assessing Official, Assessing
Official to Assessing Official Representative, Assessing Official to Contractor Representative, Contractor
Representative to Assessing Official, and Assessing Official to Reviewing Official.

Modify Existing User Access: This option allows the Focal Point to change existing users’ access level, to
remove users’ access to contracts, to reset passwords, to update users’ profile information and to delete users from
the CPARS application. To access the Modify Existing User Access option, click the Access Authorization
button on the Focal Point Main Menu. Click the Modify Existing User Access button from the Access
Authorization Menu and the Modify Existing User Access Screen displays.

ARS - Modify Existing User Access
select a Contract: (Select User) ~

Wiew ACCESS I

or User:

Users Authorized by You:

eturty to the Access Authorization Ilens
eturn to the Ivlain Iiem
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To modify existing user access by contract, click the Select a Contract drop-down box and all contracts authorized
by the Focal Point will display. Select the desired contract and click the View Access button. The Users
Authorized by You matrix displays.

CPARS - DModify Existing User Access
Select a Contract: 1] 5500007 0001 or Uzer: |(Select User)
Wiew ACCESS I

4

Users Authorized by You:
User Name User ID User Role Contracts Actions

GEORGE GWASH  Reviewing  FBA14158D0001 Eeset IWTodi Chatge Delete
WA SHING TOR Official ool Password) Access] Profile] Jzer]

JOFE ARIY JARTIY Assessing  |FBA14155D0001 Eeset Ilodify Change Delete
Official ool Passwrord) Arccess) Profile] [Tser]

LIEE WARTHNE MMARD Contractor Fep FBA1415800001 Feset Ilodify Chatge Drelete
ooot Pazsword) Arcess) Profile] Uszer]

HMAVY SEAL MEEAL Azgessing  FBA141528D0001 Feset Ilodify Chatge Dielete
Official Rep 0001 Pagzwaord] Access) Profile] Uszer]

USAF TESTER] USAF] | Contract Data FBa14158D0001 Feset IwTodi Change Delete
Entry ooa1 Pazsword] Access) Profile] Uzer]

eturn to the Access Authorization Wenul
eturn to the Wain Wem

A list of all users who have been given access to the specific contract will display and the Focal Point can then
choose to Reset Password, Modify Access, Change Profile or Delete User, as required.

[User Name] — Clicking on the user’s name allows the Focal Point to view the user’s profile information including
User ID, name, title, organization, address, email, and phone number(s).

[Reset Password] — This option allows the Focal Point to reset a user’s password. Click [Reset Password] and the
Confirm Password Change pop-up box will display and includes a new temporary, system-generated password.
The Focal Point must click the SUBMIT button to confirm and establish the new password in CPARS. ltis the
Focal Point’s responsibility to convey the new temporary password to the user. Click the OK button and a pop-up
message “Password has been reset” displays.

Modify Access] — Clicking on this option allows the Focal Point to modify the existing user’s role. Click [Modify
Access] and the Modify User Access view displays. Select the current contract(s) from the Current Contract(s)
box and click ADD or Add All to move to the Selected Contract(s) box. Select the new user role from the New
User Role drop-down box and click the Modify User Access button. The Focal Point can also select to remove
access under the New User Role drop-down box to remove access to one or more contracts.

Change Profile] - Clicking on this option allows the Focal Point to update the user’s profile information including
name, title, organization, address, email, and Phone Number(s).

[Delete User] — Clicking on this option allows the Focal Point to completely delete a user from the CPARS
database.
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To modify an existing user’s access by user name, click the User drop-down box and all user names that have
been authorized access to CPARS by the Focal Point will display. Select the desired user name and click the View
Access button. The Users Authorized by You matrix displays.

CPARS - Modify Existing User Access

ot User: I JOE AR '|

(Select Contract)

melect a Contract:
“iew ACCESS I

Users Authorized by You:
User User User Role Contracts Actions
Name 1D
JOE JARWY | Asszessing Official FB614158D0001 Feset Ilodi Change Drelete
ARDIY ooo1 Password) Arcess] Profile] User
JOE JARWY | Asszessing Official | FBA14158D0002 Feset Ilodi Change Drelete
Rep Paszword) Access) Profile] Uzer

eturn to the Access Authorization hemy
eturn to the Iain Wem

-

A list of all users and the specific contracts they have been given access to will display and the Focal Point can
then choose to Delete, Modify, Change Profile or Reset Password, as required.

Return to the Access Authorization Menu button allows the Focal Point to continue with other access
authorization options. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

View Existing User Access: This option produces a list of user names that have been authorized access to
CPARS by the Focal Point. To access the View Existing User Access option, click the Access Authorization
button on the Focal Point Main Menu. Click the View Existing User Access button from the Access Authorization
Menu and the View Existing User Access screen displays.

CPARS - View Existing User Access

Contract: [Raan h
| “iew ACCESS I

ser: Ia‘*'\LL 'l

Users Authorized by You:
eturn to the Access Authorization e
eturn to the Iain Wems

To View Existing User Access by contract, click the Contract drop-down box and all contracts authorized by the
Focal Point will display. Select the desired contract number and then click the View Access button. A list of users
who have been given access to the specified contract will display. The User ID, User Role and Last Logon Date
are also provided. If the Focal Point would like to view the User’s profile information, click on the User's Name and
the User ID, name, title, organization, address, email, and phone number(s) will display. The [Spreadsheet]
function will export the data columns displayed, into a Microsoft Excel Spreadsheet.
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CPARS - View Existing User Access
User: IALL "I

Contract (IRECAENEEEENGGR

Yiew Access

Spreadsheet
Users Authorized by You:
User Name User ID User Role Last Logon Date Contracts

GEORGE WASHINGTON GWARH Feviewing Official NEVEE. FBA14158D0001 0001
JOE ARTWY JARMIY Agsessing Official NEVEE. FBA1415800001 0001
WIKE LIARINE MIVARI Contractor Bep NEVEE. FBA14158D0001 0001
MAVY SEAL MEEAL  Assessing Official Rep NEVEE. FBA1415800001 0001
USAF TESTER]L T5AF] Contract Data Entry 07/07s2007 FBA14158D0001 0001

eturn to the Access Authorization Wemy
eturn to the Ifain heno
To View Existing User Access by user, click the User drop-down box and all users authorized by the Focal Point
will display. Select the desired user name and click the View Access button. A list of contracts that the user has
been given access to, will display. The User ID, User Role and Last Logon Date are also provided. If the Focal

Point would like to view the User’s profile information, click on the User's Name and the User ID, name, title,
organization, address, email, and phone number(s) will display.

CPARS - View Existing User Access

Contract; |G | User IGEDRGE WASHINGTOMN 'I

| Wiew ACCESS I

Spreadsheet
Users Authorized by You:
User Name User ID User Role Last Logon Date Contrarcts
GEORGE WASHING TOM GWASH  Reviewing QOfficial MNEVER. FBA1415800001 0001

eturn to the Access Authorization IWems
eturts to the IMain Wenu

Return to the Access Authorization Menu button allows the Focal Point to continue other access authorization
options. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

Transfer User Access to Another User: This option allows the Focal Point to transfer CPARS access from one
user to another user as the need arises. This function is particularly useful when individuals are reassigned and no
longer involved with initiating or completing assessments. To transfer user access to another user, click the
Access Authorization button from the Focal Point Main Menu. Click the Transfer User Access to Another User
button and the CPARS Transfer User Access screen will display.
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CPARS - Transfer User Access to Another User

Transfer User Access:

1. Belect From User (Select From Llser)
2. Zelect Uszer Fole: (Select Role) -
3. Zelect Contractss): |(N0ne Assigned)j
4. To User, Select Existing User:  Search | |
or Enter a MNew User: Mame: I
Frmail: | {Feguired, new users only)

5. Delete User After Transfer? € Yes & Mo

Transfer Access
eturn to the Access Authorization Ien

eturn to the Main MMenu

In Step 1, select a user name from the Select From User drop-down box.
In Step 2, select the user role from the Select User Role drop-down box.
In Step 3, select the specific contract number to be transferred, or select [All Contracts] to transfer them all.

In Step 4, the Focal Point will identify the transfer “To User”. To select a user who already has access to CPARS,
click the Search button and the Search for Existing Government/Contractor Users window displays. Enter the full
or partial last name and click on the Search button. A list of existing user names will display. Click on the desired
name and the name will appear in the Select Existing User box. The Delete button removes the selected user
name from the Select Existing User box. If the “To User” is not an existing user, enter the Name (first and last
name only) and Email address of the new user in the spaces provided.

In Step 5, the Focal Point can choose to Delete User After Transfer. This action will delete the user from the
CPARS database when the Focal Point clicks on the Transfer Access button, as long as no other Focal Points
have assigned access to that user. Click the Transfer Access button to complete the transfer process.

Return to the Access Authorization Menu allows the Focal Point to continue with other access authorization
options. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

NOTE: When transferring to a New User, CPARS will assign/identify the new user’s User ID. A system generated
email will be sent to the user when he/she is assigned to a workflow role to inform the user of their User ID,
temporary password procedures, responsibilities and resources available.

Assign Alternate Focal Point(s): This option allows the Focal Point to assign up to three individuals as an
Alternate Focal Point. An Alternate Focal Point has the very same privileges as the Primary Focal Point (except
they cannot authorize an Alternate Focal Point from their account). The Primary and Alternate Focal Points are
allowed to work in CPARS at the same time to create/manage user accounts and to run reports, etc. To assign an
Alternate Focal Point, click the Access Authorization button from the Focal Point Main Menu. Click the Assign
Alternate Focal Point(s) button and the Assign Alternate Focal Point screen displays.
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CPARS - Assign Alternate Focal Point(s)

1. Enter Mesww User: Marme; ||
Ernail: | {ragquirved, new wsers anly)
ot Select Existing User: | GEORGE WaSHINGTOM j “iew |

Current Alternate Focal Pointi s):

User ID | Password | Deleie | Phone Number Email Address
GEORGE WASHINGTON |GWASH |[Feset] [Crelete] george. washington@us. president. mil
JOE ARIY JARDY |[Eeset] [Crelete] joe.anmy s, army. mil
MNAVY SEAL MNEEAL  |[Reset] [Crelete] tiavy. seal@navy. fod
gsign Alternate Focal Point

eturn to the Access Authorization henu
eturt to the hiain Iiemn

The Focal Point must identify the designated Alternate Focal Point by entering a name (First Name and Last Name
only) in the Enter New User Name box and an email address in the Email box, or by selecting an existing user
from the Select Existing User drop-down box. The drop-down box includes a list of existing users that have been
given access to CPARS by the Focal Point. The adjacent View button allows the Focal Point to view the existing
user’s profile information, including User ID, name, title, organization, address, email, and phone number(s). Once
a new name is entered or an existing user selected, the Focal Point will click the Assign Alternate Focal Point
button.

To delete an Alternate Focal Point, click the Delete option. To reset the Alternate Focal Point's password, click on
the Reset button.

Return to the Access Authorization Menu button allows the Focal Point to continue other access authorization
options. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

NOTE: When the Alternate Focal Point is a New User, CPARS will assign/identify the new user’'s User ID. A
system generated email will be sent to user when he/she is assigned as an Alternate Focal Point to inform them of
their User ID, temporary password procedures, responsibilities, and resources available.

Auto Register Contracts: This feature provides Focal Points the ability to produce and review a list of CPARS-
eligible contracts. From the list of eligible contracts, the Focal Point is able to quickly auto-register individual
contracts/orders in CPARS. Registering contracts in CPARS is the process of entering basic contract award data
and is required prior to initiating a CPAR. In February 2007, CPARS established an interface with the Federal
Procurement Data System-Next Generation (FPDS-NG). This weekly data feed is the basis for the Auto Register
Contracts feature. The most recent three years of DoD contract award information is available. Click the Auto
Register Contracts button from the Focal Point Main Menu.

Auto Register Contracts Parameters Screen. Focal Points are allowed to query for CPARS-eligible contracts by
entering a Contract Office Code or by entering the full or partial contract number. Results can be filtered by
Business Sector. Contracts previously removed from the CPARS-eligible list can be viewed and auto-registered by
checking the box Include Removed Contracts.
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CPARS

Auto Register Contracts

Contract Office Code: ||

exarnple: MAS112 flist all contracts/ovders issued by the Contracting Office with
this DODAAD)

or
Full or Partial Contract Number: |

excrples. Na45113 (list @l contractsiorders with this DODAAC)
MNA511206 (ist all contracts/orders with this DODAAC in FI0E)
MNA511206C0001 (1ist the contract/ordars for this contraet)

Business Sector {optional): |A|| Business Sectars j
7 Include Removed Contracts

Contract Office Code. This is a six position Department of Defense Activity Address Code (DoDAAC) for the
Contracting Office. The query will produce a list of CPARS-eligible contracts/orders that have been sent to FPDS-
NG by the applicable Contracting Office. Access may be denied to contracts/orders outside the Focal Point’s
normal cognizance, but exceptions can be granted by the NSLC Help Desk.

NOTE: Particular care should be taken when registering contracts/orders, as the Focal Point then assumes
ownership and responsibility for that contract/order and makes that contract/order inaccessible to other Focal
Points.

Full or Partial Contract Number. Focal Points should use this option when searching CPARS for a specific
contract number or to produce a specific list of CPARS-eligible contracts. For example, if a Focal Point would like
to produce a list of CPARS-eligible contracts for their organization (e.g. N45112) for a specific fiscal year, he/she
would enter the value of N4511206 to search for all CPARS eligible contracts/orders that begin with N45112 and
were awarded during FY06.

Business Sector. This option can be used by the Focal Point to filter the list of CPARS-eligible contracts by
Business Sector. In our example above, the Focal Point entered a partial contract number of N4511206, which
would produce a list of CPARS-eligible contracts beginning with N45112 and awarded during fiscal year 06. If the
Focal Point’s desire was to produce a list of CPARS-eligible contracts for N4511206 and for the “Ship Repair and
Overhaul” Business Sector, he/she would have included “Ship Repair and Overhaul” from the drop list as part of the
partial contract number search.

Auto Register Contracts CPARS-Eligible List Screen: Queries run in the previous parameters screen will result
in a list of contracts/orders that are eligible for reporting. The CPARS-eligible list is filtered by Business Sector and
applicable minimum dollar threshold. So, contracts/orders not meeting the DoD established minimum dollar
threshold for CPARS reporting will not be displayed. To register these, use the manual Register a Contract button
from the CPARS Main Menu screen. Also, contracts/orders that have already been registered in CPARS will not be
displayed. Clicking the Refresh Data button will refresh the screen, removing any contracts/orders that had been
registered. Contract Office Code and Contract Office identify the Contracting Office that placed the
contract/order. Dollar Value is the aggregate value of obligated funds, and is used to determine if the
contract/order meets the minimum reporting dollar thresholds. Award Date indicates the date the contract/order
was awarded. Selecting the Remove button allows the Focal Point to remove contract(s)/order(s) from view.
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Fefresh Data

CPARS - Auto Register Contracts

& Only register and/or remove contracis that are under your coghizance/area of responsihility.
¢« To remove a contract(s) from the list, place a check next to the contract(s) and click Remove.
e To view an updated list of contracts after you have registered a contract, click Refresh Data.

CONTRACT
NUMBER

AF123405C0005
AF123408C0015
AF123408C0016
AF123408C0054
AF123408C0055
AF123408C00564
AF123408C0088
AF123408C0089

AF123408C0090
AF123405C002]

CONTRACT

ORDER DOLLAR  AWARD

OFFICE CONTRACT OFFICE Remowe

NUMEBER VALUE DATE

CODE

AF1234 MELC PORTSMOUTHDET BETA TEST  $75,000,000 10/11/20035
AF1234 MELC PORTSMOUTHDET BETA TEST  $75,000,000 10/28/2003
AF1234 MNSLC PORTSMOUTHDET BETA TEST  $75,000,000 10/28/2003
AF1234 NSLC PORTSMOUTHDET BETA TEST  $50,000,000 10/01/2008
AF1234 MELC PORTSMOUTHDET BETA TEST  $50,000,000 10/01/2008
AF1234 MELC PORTSMOUTHDET BETA TEST  $50,000,000 10/01/2008
AF1234 MELC PORTSMOUTHDET BETA TEST  $75,000,000 1041120035
AF1234 MNSLC PORTSMOUTHDET BETA TEST  $75,000,000 1041142005
AF1234 NSLC PORTSMOUTHDET BETA TEST  $75,000,000 1041142005
AF1234 MELC PORTSMOUTHDET BETA TEST  $75,000,000 10/11/2005

OooOooOooooon0onoan

Auto Register Contracts : Click on a contract number to open the auto register contracts view. Contract award

data for the contract/order selected will be displayed. The Focal Point should review the data and select the
appropriate Acquisition Program Manager (APM) from the drop-down list. The APM identifies the organization
responsible for CPARS reporting and is specific to the Focal Point. For example, a Navy Focal Point will see the
Navy Systems Commands, while an Army Focal Point will see the Army Major Commands. Finally, select Register
Contract to enter the contract award data into the CPARS system and complete the auto registration process.

CPARS - Auto Register Contracts

Contract Number: AF61410500001 Order Number: 0001
Data Current as of Modification Number: Modification Date:
DoD Business Sector & Sub-Sector: Systems - Other Systems

Name/Address of Contractor (Divizion)

Cotapaty Name: ACNE WIDGETS, [NC

Street Address: 101 WIDGET WAY

City, State, Zip Code: ANYTOWN, MNH, 03801 Country:
DUNE Mumber: 111111111

FSC: 1210 MAICE Code 123456

Contracting Office: MNSLC PORTSMOUTHDET BETA TEST

Contract Officer Name:

Contract Officer Email:

Contract Award Date: [0/15/2005 Contract Completion Date: 10/10/2010

Awarded Dollar Value: $11,000,000 Current Contract Dollar Value: $10,000,000
Type of Buy: Competitive

Comdract Type: FFP  Mized/Other:

Acquisition Manager: [1§

ect an APM] jhd

Register Contract I Cancel | Printl
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NOTES: 1.Contracting Officer Name and Email data is only available for Army and US Army Corps of Engineers
contracts and orders and/or for any other Service/Agency adopting the use of Army Contracting Business
Intelligence System (ACBIS). 2. When the contract is auto registered, the Contracting Officer name is pre-
populated if available. 3. “USA” will automatically be pre-populated in auto registration if a record comes over from
FPDS-NG with a blank country code and a US state appearing in the state code. 4. Dollar values for contract
actions with multiple Contract Action Reports are aggregated in auto register.

Once the Focal Point obtains the list of contracts available for Auto Registration and the Focal Point desires to have
one or more contract(s) removed from this list, the Focal Point checks the contract(s) slated for removal from the
column labeled Remove. As demonstrated below the Focal Point has selected a single contract # AF123408C0008
for Removal by checking the Remove check box on the appropriate line for this contract.

NOTES: This does not delete the data or absolve the Focal Point of reporting responsibility. This feature could be
useful in the example of a contract with several orders. The Focal Point could choose to report on the base
contract and remove the individual orders from the list. Contracts/orders that are removed from the list can be
viewed and registered by checking the Include Removed Contracts box on the parameters screen. Particular
care should be taken when removing contracts/orders as this removes visibility on these contracts/orders
for all Focal Points.

CPARS - Auto Register Contracts

Fefresh Data

¢ Only register and/or remove contracts that are under your cognizance/area of responsibility.
+« To remove a contract(s) from the list, place a check next to the contract(s) and click Remove.
« To view an updated list of contracts after you have registered a contract, click Refresh Data.

CONTRACT

%CT %EER ggl;IEE CONTRACT OFFICE ggf;‘EAR SETJ;RD
AF 12340800008 AF123  NSLC PORTSMOUTHDET BETA TEST $75.000,000 107112005
AF 12340800015 AF123  NSLC PORTSMOUTH DET BETA TEST $75,000,000 10/28/2008 [
AF123408C0016 AF123  NSLC PORTSMOUTHDET BETA TEST $75,000,000 10/28/2008 [
AF123408C0054 AF1234  NSLC PORTSMOUTHDET BETA TEST $50,000,000 10/01/2008 [
AF 12340800055 AF1234  NSLC PORTSMOUTHDET BETA TEST $50,000,000 10/01/2008 [

Once the appropriate contracts have been checked for Removal the Focal Point then selects the Remove button at
the top of this column and the system will ask “Are you sure you want to remove the selected contract(s)?” as
shown below.

Microsoft Internet Explorer |

@ Are you sure you wank ko remove the selected conkrack(s)?

E Carcel |

After selecting the OK button from the screen above, the List of Contracts will automatically refresh to exclude the
contract(s) that were removed and the following screen appears stating how many contract(s) were removed.
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Microsoft Internet Ex x|

& 1 contrack(s) were removed,

To return to the Auto Register Contracts Parameters screen, click the Return to the To-Do List Parameters
button. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

NOTE: The remaining Focal Point Main Menu options are also applicable at various CPARS access levels. As
such, each option is described in more detail in later and separate sections of this user manual. Please refer to the
Table of Contents to locate and obtain additional information on the following menu options listed below.

CPAR Status Report: This option allows the Focal Point to monitor the status of assessments that have been
started or completed for each contract the Focal Point has given access to. The CPAR Status Report will display
information as counts (e.g. number of assessments complete) or as a list of assessments that allows the Focal
Point read-only access to each assessment. (See CPAR Status Report Section for more specific information)

Contract Status Report: This option allows the Focal Point to monitor the status of contracts that he/she has
given access to. The Contract Status Report will display information as counts (e.g. number of contracts due for an
assessment) or as a list of contracts that identifies the status of each contract (e.g. current, due, overdue). (See
Contract Status Report Section for more specific information)

Ratings Metrics Report: This option allows the Focal Point to run a report that will identify the distribution of
ratings for all completed assessments under the Focal Point’'s cognizance. The report can be qualified by date or
Major Command. (See Ratings Metrics Report Section for more specific information)

Processing Times Report: This option allows the Focal Point to monitor the processing times for all assessments
under his/her cognizance. For example, this report will identify the number of assessments completed for a specific
month and how many were completed within the 120-day objective. (See Processing Times Report Section for
more specific information)

Change User Profile: This option must be used whenever a user’'s name, address, email address or phone
number(s) changes. This option also allows users to select additional, optional email notifications and to change
their CPARS password. (See User Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments
and problems to system administrators and the Operational Requirements Committee. (See User Feedback
Section for more specific information)

Switch Modules: This option allows users to switch between the different modules CPARS, ACASS, CCASS, and
FAPIIS without having to log off. (See Switch Modules Section for more specific information)
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Contract Data Entry

The Contract Data Entry access level is authorized by the Focal Point to register and update basic contract
information. The contract must be registered in CPARS within 30 days after contract award.

CPARS - Contract Data Entry

Contract #: _ Order #:

CPARSIACASSICCASSFAPIIS, MAVSEALOGCENDET PORTSMOUTH, NH. Version : 3.3.0, Build Date : 1171272009 06:00:00
Fhone : (207) 438-1690 Ernail Techrical Support
View Policy Gude: CPARS ACASS CCASS FAPIIS

Register a Contract: This option allows a user to manually input basic contract information into CPARS.
Registering a contract is the only function that the Contract Data Entry user may perform in the automated workflow
process. To register a contract, the user must be logged in CPARS at the Contract Data Entry level and the
Contract Data Entry Main Menu must be displayed. When an assessment is to be completed at the contract level,
enter the contract number in the Contract # box and click the Register a Contract button. When an assessment
is to be completed at the Task/Delivery Order level, enter the contract number in the Contract # box and the Order
Number in the Order # box and click the Register a Contract button. In either case, the Contract Registration data
entry screen will display. Enter the Cage Code or DUNS number (DUNS +4, if applicable) applicable to the
contract to be registered. If the DUNS is unknown, click the Company Name drop-down box and select one of the
options and enter the applicable company name information in the adjacent space. Click the Continue with
Contract Registration button. If more than one DUNS number is found, a listing of DUNS numbers and
associated company names and addresses will be displayed. Click the appropriate DUNS number to continue with
the contract registration process. The Register a Contract data entry screen displays and will be pre-filled with the
contractor's DUNS, name and address. Continue with the contract registration process by entering basic contract
information in the spaces provided. Required fields are identified with a red asterisk (*). The blue question mark
(?) identifies that online help is available for the data entry field. The green tabs provide additional data entry
boxes. Click each green tab and enter data in all of the required fields (*) to register and save the contract.

Click the Validate and Save the Contract Data button located at the bottom of the data entry screen. Click the
OK button. To return to the Contract Data Entry Main Menu, click the Return to the Main Menu button. Return to
the Main Menu button does not save any information that has been entered.

NOTE: A contract/order only has to be registered one time. Once a contract is registered in CPARS, any of the
contract registration fields can be later updated by entering the contract number in the Contract # box and, if
applicable, the order number in the Order # box and clicking the Register a Contract button.

View/Print Contract: This option allows the Contract Data Entry user to view registered contracts in read-only
format. To view a contract, the user must be logged in CPARS as a Contract Data Entry user and the Contract
Data Entry Main Menu must be displayed. Enter a contract number in the Contract # box and, if applicable, enter
the order number in the Order # box. Click the View/Print Contract button. The contract will be displayed in read-
only format and the user has the option to print the contract to a local printer. To return to the Contract Data Entry
Main Menu, click the Return to Main Menu button.
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CPAR Status Report: The CPAR Status Report at the Contract Data Entry level is unique in that the status of the
assessment(s) is provided, but the entire assessment cannot be viewed. Entire assessments are not accessible at
the Contract Data Entry level because this is the only level in the automated workflow process that can be granted
to a support contractor. Support contractors are not permitted to view another contractor’s past performance
assessments. Click the CPAR Status Report button from the Contract Data Entry Main Menu. A list of
assessments and the current status of each will display. Click on the contract number of an assessment and only
the basic contract information will display in a read-only format. Click Close to select another contract number to
view. The Return to the Main Menu button returns the user to the Contract Data Entry Main Menu.

Change User Profile/Switch Access Level: This option must be used whenever a user's name, address, email
address or phone number(s) changes. This option also allows users to change their CPARS password, and to
switch access levels (roles) if the user has been granted more than one access level by the Focal Point. (See User
Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments
and problems to system administrators and the Operational Requirements Committee. (See User Feedback
Section for more specific information)

Switch Modules: This option allows users to switch between the different modules CPARS, ACASS, CCASS, and
FAPIIS without having to log off. (See Switch Modules Section for more specific information)
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Assessing Official Representative

An Assessing Official Representative has the authority to initiate and update assessments, but does not have the
authority to send the assessment to the Contractor Representative or to finalize an assessment.

CPARS - Assessing Official Rep

CPARSIACASS/CCASSFAPILS, NAVSEALOGCENDET PORTSMOUTH, WH. Version : 3.3.0, Build Diate : 1171972009 06:00:00
Phome : (207 438-1690 Email Technical Support
View Policy Gude: CPARE ACASS CCASS FAPIS

Register a Contract: This option allows an Assessing Official Representative to manually input basic contract
information into CPARS. The contract must be registered within 30 days after contract award. To register a
contract, the user must be logged into CPARS as an Assessing Official Representative and the Assessing Official
Rep Main Menu must be displayed. When an assessment is to be completed at the contract level, enter the
contract number in the Contract # box and click the Register a Contract button. When an assessment is to be
completed at the Task/Delivery Order level, enter the contract number in the Contract # box and the Order
Number in the Order # box and click the Register a Contract button. In either case, the Contract Registration data
entry screen will display. Enter the Cage Code or DUNS number (DUNS +4, if applicable) applicable to the
contract to be registered. If the DUNS is unknown, click the Company Name drop-down box and select one of the
options and enter the applicable company name information in the adjacent space. Click the Continue with
Contract Registration button. If more than one DUNS number is found, a listing of DUNS numbers and
associated company names and addresses will be displayed. Click the appropriate DUNS number to continue with
the contract registration process. The Register a Contract data entry screen displays and will be pre-filled with the
contractor's DUNS, name and address. Continue with the contract registration process by entering basic contract
information in the spaces provided. Required fields are identified with a red asterisk (*). The blue question mark
(?) identifies that online help is available for the data entry field. The green tabs provide additional data entry
boxes. Click each green tab and enter data in all of the required fields (*) to register and save the contract.

Click the Validate and Save the Contract Data button located at the bottom of the data entry screen. Click the
OK button. To return to the Assessing Official Rep Main Menu, click the Return to the Main Menu button. Return
to the Main Menu button does not save any information that has been entered.

NOTE: A contract/order only has to be registered one time. Once a contract is registered in CPARS, any of the

contract registration fields can be later updated by entering the contract number in the Contract # box and, if
applicable, the order number in the Order # box and clicking the Register a Contract button.
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Initiate a CPAR: This option allows the Assessing Official Representative to initiate the assessment process by
entering proposed ratings and remarks. It must be noted that if the Assessing Official initiates the
assessment, CPARS will not allow the Assessing Official Representative to access the assessment for data
entry purposes. To initiate an assessment, the user must be logged into CPARS as an Assessing Official
Representative and the Assessing Official Rep Main Menu must be displayed. If the assessment is to be
completed at the contract level, enter the contract number in the Contract # box and click the Initiate a CPAR
button. If the assessment is to be completed at the Task/Delivery Order level, enter the contract number in the
Contract # box and the Order Number in the Order # box and click the Initiate a CPAR button. In either case, the
data entry screens display and are pre-filled with the basic contract information and any miscellaneous information
entered during contract registration.

NOTE: The contract must be registered before an assessment can be initiated. The green tabs provide additional
data entry fields. Click each green tab to complete the Initiate a CPAR process.

The assessment data entry screens identify required fields with a red asterisk (*). However, the Assessing Official
Representative is allowed to save a partially completed assessment without addressing all the required fields.
Clicking the Save Data button will save the partially completed assessment.

NOTE: Report Type and Period of Performance must be filled in to save a partially completed assessment.
When the Assessing Official Representative is ready to continue working on the assessment, simply Logon to
CPARS, click on the To-Do List (see below) and click on the contract/order number of the assessment to be

completed. The assessment that was previously initiated and saved will be displayed for additional data entry.

Online help is available during the data entry process. Fields identified with a blue question mark (?) indicates
online help availability. Simply click on the blue question mark to obtain an explanation of the information to be
entered in the adjacent field. A red checkmark [] located within any of the green rating tabs indicates at least one
element has been rated for the specific performance area.

Delete an Incomplete CPAR: This option allows the Assessing Official Representative to delete an assessment
that has been initiated, but not yet sent to the Assessing Official. To delete an incomplete assessment, enter the
contract number in the Contract # box and the order number, if applicable, in the Order # box at the Assessing
Official Representative Main Menu. Click the Delete an Incomplete CPAR button. The Delete Record
Confirmation screen will display. Select the Confirm Delete button to delete the assessment from the CPARS
database. Select the Cancel Delete and Return to the Main Menu button to cancel the deletion of the
assessment.

View/Print CPARs: This option allows the Assessing Official Representative to view/print an assessment, but not
modify or change any of the information on the form. To view/print an assessment, enter the contract number in
the Contract # box and the order number, if applicable, in the Order # box. Click the View/Print CPARs button. If
more than one assessment exists for the contract number, a list of assessments will display. Click on the contract
number of the assessment to be viewed. The assessment will display in HTML format. Click View CPAR as PDF
to view the assessment using Adobe Acrobat Reader. Once the assessment has been displayed, the user is able
to scroll through the report and/or print it on a local printer. To return to the Assessing Official Rep Main Menu,
click the Close button and then click on the Return to the Main Menu button.

To-Do List: This option is a quick and easy method for the Assessing Official Representative to see all the
assessments that he/she needs to update and send to the Assessing Official for validation. The To-Do List will also
include assessments that have been returned by the Assessing Official for rework. Click the To-Do List button
from the Assessing Official Rep Main Menu. A list of assessments will display.
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CPARS - To-Do List

jelect a Contract Mumber below to complete the action regquired. )

CONTRACT NUMEER DUNS PERIOD OF PERFORMANCE ACTION REQUIRED ASSIGNED
@ [MHotes] AF123408C0200 Q0000000 121342007 - 124122008 Update, Send to Assessing 01/13/2009
@ -itidicates notes hawve been entered Official

I:IRetum to the Ivizin Iviemy

NOTE: A red checkmark ] next to Notes on the To Do List located next to a Contract Number indicates that a
note has been generated for that CPAR. Notes may be viewed or added by clicking on them.

Click on the appropriate contract number and the assessment is opened in data entry format ready for the
Assessing Official Representative to complete the required action.

CPARS - Services/IT/Operations
Contract/Schedule Number: AF123408C0200 2] Order Number:
{Click an a tab below to viewsenter the related mformation; flelds identified with = ave raguired)

B LAt ) e e Ly el Contract Information |[Mise Information [Small Business Utilization
1. Narne/Address of Contractor (Division) 7]

= Company Name: |TEST COMPANY

Drivision Mame: I
Street Address: |COURT STREET
City, State, Zip Code: |[PORTSMOUTH NH 03801

Province/Countty: IUSA
CAGE Code: |TEST!
= DUNS+4 Number: [993393939

= Fgc;  LooklUp ||????
= NAICS Code: Looklp | |??????

mave Data
alidate and Send to the Aszessing Official
iewn/Print the CPAR
eturn to the hiain e

If the Assessing Official Representatives proposed ratings and remarks are ready for the Assessing Official’'s
review, the Assessing Official Representative will click the Validate and Send to the Assessing Official button.

NOTE: All required fields must be completed at this time.
The Assessing Official will be notified via email that an assessment is ready for review. A message will appear
stating that the CPAR has been saved and a notice has been sent to the Assessing Official. Click on the OK button

to view the CPAR in HTML or click Cancel to close the message from the HTML view. The Assessing Official
Representative is now locked out of the assessment and may now only view the assessment. To return to the
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Assessing Official Rep Main Menu, click Return to the Main Menu button. Return to the Main Menu button does
not save any information that has been entered.

CPAR Status Report: This option allows the Assessing Official Representative to monitor the status of
assessments that have been started or completed for each contract that he/she has been authorized access to.
The CPAR Status Report will display information as counts (e.g. number of assessments complete) or as a list of
assessments that provides the Assessing Official Representative read-only access to each assessment. (See
CPAR Status Report Section for more specific information)

Contract Status Report: This option allows the Assessing Official Representative to monitor the status of
contracts that he/she has been authorized access to. The Contract Status Report will display information as counts
(e.g. number of contracts due for an assessment) or as a list of contracts that identifies the status of each contract
(e.g. current, due, overdue). (See Contract Status Report Section for more specific information)

Change User Profile/Switch Access Level: This option must be used whenever a user's name, address, email
address or phone number changes. This option also allows users to select optional email notifications, to change
their CPARS password and to switch access levels (roles) if the user has been granted more than one access level
by the Focal Point. (See User Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments
and problems to system administrators and the Operational Requirements Committee. (See User Feedback
Section for more specific information)

Switch Modules: This option allows users to switch between the different modules CPARS, ACASS, CCASS, and
FAPIIS without having to log off. (See Switch Modules Section for more specific information)
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Assessing Official

The Assessing Official is responsible for evaluating contractor performance and for validating the proposed ratings
and remarks entered by the Assessing Official Representative(s). Assessing Officials have “signature” authority
and are allowed to forward assessments to the Contractor Representative for review and comment. After receiving
and reviewing contractor comments, the Assessing Official has the authority to close, modify, and/or forward the
assessment to the Reviewing Official.

CPARS - Assessing Official

Contract #: _ Order #:

CPAR. Status Report

Contract Status Report

Change User Profile/Switch Access Level
ser Feedback

Switch Modules

L ogoff

CPARSILCASSICCASSFAPILS, NAVSEATLOGCENDET PORTEMOUTH, MH. Version : 3.3.0, Build Date : 11/12/2009 06:00:00
Phore : (207) 438-1690 Ernail Technical Snpport
View Policy Gude: CPARS ACASS CCASS FAPIS

Register a Contract: This option allows an Assessing Official to manually input basic contract information into
CPARS. The contract must be registered within 30 days after contract award. To register a contract, the user must
be logged into CPARS as an Assessing Official and the Assessing Official Main Menu must be displayed. When an
assessment is to be completed at the contract level, enter the contract number in the Contract # box and click the
Register a Contract button. When an assessment is to be completed at the Task/Delivery Order level, enter the
contract number in the Contract # box and the Order Number in the Order # box and click the Register a
Contract button. In either case, the Contract Registration data entry screen will display. Enter the Cage Code or
DUNS number (DUNS +4, if applicable) applicable to the contract to be registered. If the DUNS is unknown, click
the Company Name drop-down box and select one of the options and enter the applicable company name
information in the adjacent space. Click the Continue with Contract Registration button. If more than one DUNS
number is found, a listing of DUNS numbers and associated company names and addresses will be displayed.
Click the appropriate DUNS number to continue with the contract registration process. The Register a Contract
data entry screen displays and will be pre-filled with the contractor's DUNS, name and address. Continue with the
contract registration process by entering basic contract information in the spaces provided. Required fields are
identified with a red asterisk (*). The blue question mark (?) identifies that online help is available for the data entry
field. The green tabs provide additional data entry boxes. Click each green tab and enter data in all of the
required fields (*) to register and save the contract.

Click the Validate and Save the Contract Data button located at the bottom of the data entry screen. Click the
OK button. To return to the Assessing Official Representative Main Menu, click the Return to the Main Menu
button. Return to the Main Menu button does not save any information that has been entered.
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NOTE: A contract/order only has to be registered one time. Once a contract is registered in CPARS, any of the
contract registration fields can be later updated by entering the contract number in the Contract # box and, if
applicable, the order number in the Order # box and clicking the Register a Contract button.

Initiate a CPAR: This option allows the Assessing Official to initiate the assessment process by entering proposed
ratings and remarks. To initiate an assessment, the user must be logged in CPARS as an Assessing Official and
the Assessing Official Main Menu must be displayed. If the assessment is to be completed at the contract level,
enter the contract number in the Contract # box and click the Initiate a CPAR button. If the assessment is to be
completed at the Task/Delivery Order level, enter the contract number in the Contract # box and include the Order
Number in the Order # box and click the Initiate a CPAR button. In either case, the data entry screens display and
are pre-filled with the basic contract information and any miscellaneous information entered during contract
registration.

NOTE: The contract must be registered before an assessment can be initiated. The green tabs provide additional
data entry fields. Click each green tab to complete the Initiate a CPAR process.

The assessment data entry screens identify required fields with a red asterisk (*). However, the Assessing Official
is allowed to save a partially completed assessment without addressing all the required fields. Clicking the Save
Data button will save the partially completed assessment.

NOTE: Report Type and Period of Performance must be filled in to save a partially completed assessment.
When the Assessing Official is ready to continue working on the assessment, simply login to CPARS, click on the
To-Do List (see below) and click on the contract/order number of the assessment to be completed. The
assessment that was previously initiated, but was saved and closed, will be displayed for additional data entry.

Online help is available during the data entry process. Fields identified with a blue question mark (?) indicates
online help availability. Simply click on the blue question mark to obtain an explanation of the information to be
entered in the adjacent field. A red checkmark [ located within any of the green rating tabs indicates at least
one element has been rated for the specific performance area.

The Assessing Official will click on the Return to the Assessing Official Representative button whenever the
Assessing Official determines the assessment requires additional detail and/or clarification from the Assessing
Official Representative. The Assessing Official Representative will revise the assessment as requested. This
exchange between the Assessing Official and the Assessing Official Representative may occur until the Assessing
Official is satisfied with the level of detail and the quality of the assessment. The Return to the Assessing Official
Representative button is only available when the assessment is initiated by an Assessing Official Representative.

Prior to forwarding the assessment to the Contractor Representative, the Assessing Official must enter their
identifying information. Click the Sign Now button on the Assessor Tab to populate the data from the User Profile.
When the proposed ratings and remarks are ready for the Contractor Representative’s review and comment, click
the Validate and Send to the Contractor button. All required fields must be completed at this time.

If the Assessing Official would like to receive a copy of the Contractor Transmittal Letter, the adjacent check box
should be checked. The Contractor Representative will be notified via email that an assessment is ready for review
and comment. A message will appear stating that the CPAR has been saved and a notice has been sent to the
Contractor Representative. Click on the OK button to view the CPAR in HTML or click Cancel to close the
message from the HTML view, click the View CPAR as PDF button to open and view the assessment using Adobe
Acrobat Reader. The Assessing Official is now locked out of the assessment and may only view the assessment.
To return to the Assessing Official Main Menu, click Return to the Main Menu button. Return to the Main Menu
button does not save any information that has been entered.

NOTE: The assessment will not be forwarded if a Contractor Representative (with email address) has not been
given access to the contract/order by the Focal Point. In this case, after selecting Validate and Send to the
Contractor, the Assessing Official will see a pop-up box stating that a Contractor Representative has not been
assigned and the Focal Point should be contacted to resolve the situation.
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Delete an Incomplete CPAR: This option allows the Assessing Official to delete an assessment that has been
initiated, but not yet sent to the Contractor Representative. To delete an incomplete assessment, enter the contract
number in the Contract # box and the order number, if applicable, in the Order # box at the Assessing Official’'s
Main Menu. Click the Delete an Incomplete CPAR button. The Delete Record Confirmation screen will display.
Select the Confirm Delete button to delete the assessment from the CPARS database. Select the Cancel Delete
and Return to the Main Menu button to cancel the deletion of the assessment.

View/Print CPARs: This option allows the Assessing Official to view/print an assessment, but not modify or
change any of the information on the form. To view/print an assessment, enter the contract number in the
Contract # box and the order number, if applicable, in the Order # box. Click the View/Print CPARs button. If
more than one assessment exists for the contract number, a list of assessments will display. Click on the contract
number of the assessment to be viewed. The assessment will display in HTML format. Click View CPAR as PDF
to view the assessment using Adobe Acrobat Reader. Once the assessment has been displayed, the user is able
to scroll through the report and/or print it on a local printer. To return to the Assessing Official Main Menu, click the
Close button and then click on the Return to the Main Menu button.

To-Do List: This option is a quick and easy method for the Assessing Official to see all assessments that are
awaiting his/her action. Click the To-Do List button from the Assessing Official Main Menu. A list of assessments
will display. The list includes assessments that have been started and saved by the Assessing Official, those that
have been forwarded by the Assessing Official Representative, assessments returned by the Contractor
Representative and finally, assessments that have not been returned by the Contractor Representative within the
30-day comment period. Click on the appropriate contract number and the assessment is opened in data entry
format ready for the Assessing Official to complete the required action. The CPAR'’s status will determine the To-
Do Lists Action Required. Each of the Assessing Official's Actions Required are described in further detail with
complementary screen shots below.

Please review the examples below taken from the To-Do List of an Assessing Official in the CPARS Practice
System for each of the Action(s) Required.

Action Required: “Rate, Send to Contractor”: This option allows the Assessing Official to review assessments
that have been forwarded by the Assessing Official Representative or previously saved by the Assessing Official.
To save a partially complete assessment, the Report Type and Period Of Performance must have been filled in and
saved. The two assessments shown below in the Assessing Officials To-Do List both require the Assessing
Officials action to Rate and Send to the Contractor. To open the first contract, click on the contract number and
the assessment opens to be reviewed and rated by the Assessing Official.

CPARS Practice - To-Do List

{Select @ Contract Murmber below to complete the action reguived )

CONTRACT NUMBER DUNS PERIOD OF PERFORMANCE ACTION REQUIRED ASSIGNED
@ [Motes] DACASI0IDO00] 800000000 10/03/2007 - 10/03/2007 Rate, Send to Contractor 10/10/2007
Motes] DACARIODC] 334 Aaaa00000 1140472007 - 11/02/2008 Rate, Send to Contractor

@ -itdicates notes hawe been entered

NOTE: A red checkmark [#] next to Notes on the To Do List located next to a contract number indicates that a note
has been generated for that CPAR. Notes may be viewed or added by clicking on them.

The assessment screen shot below has the Assessor Tab selected. Should this assessment have been
forwarded by an Assessing Official Representative then the Assessing Official could return it for further input by
selecting the Return to the Assessing Official Representative button. If the Assessing Official is satisfied with
the Assessing Official Representatives Ratings and Narratives or has made his/her final edits and validations to the
assessment then he/she will fill out all the required tabs and fields below and select the Validate and Send to the
Contractor button.
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CPARS Practice - Services/IT/(Jperations
Contract/Schedule Number: DACA9902D0001 [7] Order Number:
‘Click on @ fab below to viewsenter the related information; flelds identified with = qve required)
Contractor Name/Address Ratings LRy

19. N/A
20. Assessing Official Narrative [2] (15911 characters remaining for all A ssessing Official Narrative fields)
(Tse this area for natratives covering Other Area ratings or general narratives not divectly related to an evaluation area)

contractor met all field deadlines giwven adedquate advance hotice, performed J
well in field

=

= (;iven what I know today about the Contractor’s ability to execute what they promised in their proposal,
I|probablywould  ¥| award to them today given that I had a choice.

21. Name and Title of Assessing Official
= Name: I

Title: |

= Organization and Code:

Phone Number: I Fax Number:
Fmail: I

mave Data
eturn to the Assessing Official Fepresentative
alidate and Send to the Contractor { W Recetwe a copy of the Contractor transmittal letter email)
1ewnPrint the CPAR
eturn to the am Wenu

Action Required: “Finalize Ratings”: This option allows the Assessing Official to review assessments that have
been returned by the Contractor Representative or are overdue from the Contractor Representative (30 day
comment period expired). The Assessing Official has the option to Accept the Ratings and Send to the
Reviewing Official, Accept the Ratings and Close the CPAR (if not contentious) or Modify the Ratings. If
Modify the Ratings is selected, both the original assessment (including contractor comments) and the modified
assessment are stored in CPARS. Whenever a modified assessment is viewed, users have the option to view/print
the original assessment. If Modify the Ratings is selected, the Assessing Official has the option to Validate and
Send to the Reviewing Official or Validate and Close the CPAR (if not contentious). The Contractor
Representative will receive an automated email whenever an assessment is completed and can subsequently
retrieve the completed assessment from CPARS.
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CPARS Practice - To-Do List
(Helect a Comfract Maunber below fo complete the action regquived. )

PERIOD OF
CONTRACT NUMBER DUNS PERFORMANCE ACTION REQUIRED ASSIGNED
@ [Mates] FBA1410020503 123456759 04/01/2007 - 0943042007  Contractor Overdue, Finaliee Ratings 12/03/2003
[Motes] FB&141000000000 136064960 10/01/2008 - 10/15/2008 Finalize Ratings 12/03/2008
&2 [Motes] FBA1410701332 0002 000000000 10/20/2007 - 10/25/2007  Finalize Ratings
[Motes] FBA14107012323 0002 999999000 10/20/2007 - 10/25/2007  Finalize Ratings
Motes] FB&E1410701234 0002 000000000 10/20/2007 - 10/25/2007  Finalize Ratings
Motes] FBA1410701335 0002 9ooooa00a0 10/20/2007 - 10/25/2007  Finalze Ratings
[Motes] FB614100C%W002 123456789 10/01/2000 - 09/30/2001  Rate, Send to Contractor
Moteg] FBA1410100207 5006 0000000000000 05/01/2003 - 07/30/2004 Rate, Zend to Contractor

@ -indicates notes have been entered

NOTE: A red checkmark [¥] next to Notes on the To Do List located next to a Contract Number indicates that a
note has been generated for that CPAR. Notes may be viewed or added by clicking on them.

The assessment screen shot below is taken from the Assessing Official’'s To-Do List above by clicking on Contract
Number FB6141000000000. The Assessing Official selects the contract and reviews the entire CPAR by clicking
on each green tab. Review Contractor comments by clicking on the ratings tabs and/or Contractor Rep tab.

CPARS Practice - Systems
Contract/Schedule Number: FE6141000000000 Order Number:
"Click on a tab below o view/enter the related information; flelds identified with = are requived)

Contractor Name/Address |Contract Information [bisc Information [Small Business Utilization Contractor Rep

22. Contractor Representative Comments

Contractor agrees with the ratings assigned. J

Concurrence:

[ concur with this assessment.

23. Name and Tiile of Contractor Representative

Matne: TEAF TESTER4

Title: COMNTRACTOR REF

Phote Mummbet: 603-431-9460 Fax Mumber: 603-431-0464
Email: webptamb-apps@nayy. mil

Date: 12/03/2008
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After the Assessing Official reviews the entire CPAR he/she has the option to Accept the Ratings and Send to
the Reviewing Official, Accept the Ratings and Close the CPAR (if not contentious) or Modify the Ratings.

CPARS Practice - Services/IT/Operations

Contract/Schedule Number: FBE61410000000 Order Number:
{Click on a tab below fo view the related information)

Contracto Nomo dires Sl Business Unlzation Rtings (R

19. /A
20. Assessing Official Narrative

I fully concur with the ratings noted in this report. Contractor performed J
owverall in an excellent manner, always exceeding what was reguired, and
possessed the hest attitude in satisfying the Government's redquirements.

=
Recomunendation: Given what [ lnow today about the Contractor's ability to execute what they promised in their
proposal, [ defitntely would award to themn today given that [ had a choice,

21. Narne and Title of Assessing Official

Mame: TEST USER

Title: PROCUREMENT AMNALYST

Organization and Code: NELC

Phone Nurnber: MELC  Fax Mumber:

Frnail: navy. navy@inasy. i

Date: 0972572009

ccept the Fatings and Send to the Reviewing Official
coept the Ratings and Close the CPAR
odify the Ratings

gturn to the Wain e

Action Required: “Contractor Overdue, Finalize Ratings”: The Assessing Official will use the To-Do List to
retrieve assessments that are not returned by the Contractor Representative within the allotted 30-day comment
period (Action Required is “Contractor Overdue, Finalize Ratings”) as contract FB614100C0503 shows below.
However, it is recommended that the Assessing Official contact the Contractor Representative to determine if
extenuating circumstances prevented them from commenting within the allotted time. The Assessing Official will
evaluate whether the 30-day comment period should be extended or if the assessment will be completed without
contractor comments.
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CPARS Practice - To-Do List
{helect a Contract Munber below fo complete the action reguived. )

PERIOD OF
CONTRACT NUMBER DUNS PFRFORMANCE ACTION REQUIRED ASSIGNED
@ [Maotes]  FBA14100C0503 123456750 04/01/2007 - 09/30/2007  Contractor Overdue, Finalize Fatings 12/03/2008
[IMotes] FBA141000000000 136064960 10/01/2008 - 10/15/2008 Finalize Ratings 12/03/2008
& [Motes] FBA1410701322 0002 000000000 10/20/2007 - 10/25/2007  Finalize Ratings
Motes] FBA1410701333 0002 900000000 10/20/2007 - 10/25/2007  Finalize Ratings
[Motes] FB&1410701334 0003 099999000 10/20/2007 - 10/25/2007  Finalize Ratings
[Motes] FBA1410701225 0002 000000000 10/20/2007 - 10/25/2007  Finalize Ratings
Motes] FBal4100C% 0032 123456759 10/01/2000 - 0943072001  Rate, Send to Contractor
[Motes] FB61410100207 SC06 0000000000009 08/01/2003 - 07/30/2004 Rate, Send to Contractor

A -indicates notes hawve heen entered

NOTE: A red checkmark [+] next to Notes on the To Do List located next to a Contract Number indicates that a
note has been generated for that CPAR. Notes may be viewed or added by clicking on them.

Assessments completed without contractor comment will be automatically annotated in the Remarks section of the
HTML or PDF view, with the following system-generated statement: “The report was delivered/received by the
contractor on MM/DD/YYYY. The contractor neither signed nor offered comment in response to this assessment.”
If the Contractor enters comments but does not return the CPAR within 30 days, the action required will reflect;
“Contractor Overdue (Started), Finalize Ratings”. It is recommended that the Assessing Official contact the
Contractor Representative to determine if the CPAR will be returned by the Contractor. If not, the Assessing
Official can continue to Finalize the CPAR. The Contractor’s partial comments will be automatically removed from
the CPAR and the system generated statement: “The report was delivered/received by the contractor on
MM/DD/YYYY. The contractor neither signed nor offered comment in response to this assessment,” will be placed
in the Comment Field. The Assessing Official has the option to Accept the Ratings and Send to the Reviewing
Official or Modify the Ratings.
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CPARS Practice - Services/ITT/Operations

Contract/Schedule Number: FE614100C0503  Order Number:
{Click on « tak below fo view/enter the related information; flelds identified with = are required)

Coniractor Name/Address |[Contract Information [Misc Information [Small Business Utilization Contractor Rep

22, Contracior Representative Comments

[a]

Concurrence:

23. Name and Title of Coniractor Representative
Marne:

Title:

Phone Mumber:  Fax Mumber:

Ernail:

Date:

ccept the Ratings and Send to the Fewmewmg Official
odify the Ratings
gturn to the Main Iem

When the Accept the Ratings and Send to the Reviewing Official button is selected, the Reviewing Official will
be notified via email that an assessment is ready for review and comment. A message asking if you are sure you
want to “Accept the ratings and send to the Reviewing Official” appears. Click the OK button. A message
indicating that a notice was sent to the Reviewing Official appears. Click the OK button. An assessment Process
Feedback screen displays. Select a rating (scale of 1 to 10) from the drop-down box to rate the effectiveness of the
assessment process in improving communication between the activity and the contractor evaluated. Note that
specific comments, questions, and suggestions on the CPARS process can be entered in the User Feedback
feature available from the Main Menu. Click Save Feedback and Return to the Main Menu to return to the
Assessing Official Main Menu.
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CPARS Practice - Services/TT/Operations

Contract/Schedule Number: FE614100C0503  Order Number:
"Click on q tab below to view/enter the related information; flelds identified with ® are required)

Contractor Name/Address [Contract Information [Misc Information [Small Business Utilization LD Contractor Rep

19 N/A
20. Assessing Official Narrative
I fully concur with the ratings noted in this report. Contractor performed _J

overall in an excellent manner, always exceeding what was regquired, and
possessed the best attitude in satisfying the govermnent's requirements.

=

Recommendation: Given what [ know today about the Contractor's ability to execute what they promised in their
proposal, T definitely would award to themn today given that 1 had a choice.

21. Name and Title of Assessing Official

MName: UZAF TESTERS

Title: PROCURENMENT ANALYST

Orgamzation and Code: USAF

Phone Mumber: 603-431-9460 Fax Mumber: 803-431-9464

Email: webptsmb-appz@nawy. toil

Date: 1170372003

ccept the Ratings and Send to the Resiewing Official
odify the Ratings
eturn to the hiain IMem

If Modify the Ratings is selected, both the original assessment (including contractor comments) and the modified
assessment are stored in CPARS (notice tabs in example below). Whenever a modified assessment is viewed,
users have the option to view/print the original assessment (Original Ratings). If Modify the Ratings is selected, the
Assessing Official will make the desired modified ratings from the Ratings tabs and provide supporting narratives in
the white spaces provided. Once completed with the Modified Ratings the Assessing Official has the option to
Validate and Send to the Reviewing Official or Validate and Close the CPAR (if CPAR is not contentious). The
Contractor Representative will receive an automated email whenever an assessment is completed and can
subsequently retrieve the completed assessment from CPARS.
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CPARS - Services/IT/Operations
Contract/Schedule Nwnber: AF123408C0200 Order Number:
(Click on @ tab below to viewsenter the related mfbrmation; flelds identified with = are requived)

Contractor Name/Address Small Business Utilization &t Original Ratings
18. = Evaluate the following Aveas: 2 (rate or select N/& for all major areas, a- f)

h. Schedule @ d. Business Relations [CRNRIELS WD IGET. Small Business @ [g. Other Areas

e. Management of Key Personnel [2]

Past Rating: N/&4  Rating: |UNSATISFACTORY x| Trend: |Mis =
20, Aszzessing Official Natrative (14302 characters remaining for all & 2sessing Official Narrative fields)

Performance does not meet most contractual regquirements and recovery is not _J
likely in & timely manher. The contractusal performance of the slement or sub-
element contains a serious problem(s) for which the Contractor's corrective
attions appear or were ineffective.

Note: To justify an Unsatisfactory rating, vou should identify multiple
significant events in each category that the Contractor had trouble overcoming
and state how it impacted the GOVERMMENT. However, & sSincular problem could ke
of such serious mwagnitude that it alone constitutes an unsatisfactory rating.
An Tnsatisfactory rating should he supported by referencing the mwanadgement
tools used to notify the Contractor of the contractual deficiencies (e.g.
Management, Cuality, 3afety, or Envirommental Deficiency Reports, or letters).

22 Contractor Representative Comments

]

Save Dhata
alidate and Send to the Reviewing Official
alidate and Cloze the CPAR
igw/Print the CPAR.
eturn to the IWain Wenu

CPAR Status Report: This option allows the Assessing Official to monitor the status of assessments that have
been started or completed for each contract that he/she has been authorized access to. The CPAR Status Report
will display information as counts (e.g. number of assessments complete) or as a list of assessments that allows

the Assessing Official read-only access to each assessment. (See CPAR Status Report Section for more
specific information)

Contract Status Report: This option allows the Assessing Official to monitor the status of contracts that he/she
has been authorized access to. The Contract Status Report will display information as counts (e.g. number of
contracts due for an assessment) or as a list of contracts that identifies the status of each contract (e.g. current,
due, overdue). (See Contract Status Report Section for more specific information)

Change User Profile/Switch Access Level: This option must be used whenever a user’s name, address, email
address or phone number(s) changes. This option also allows users to select optional email notifications, to
change their CPARS password and to switch access levels (roles) if the user has been granted more than one
access level by the Focal Point. (See User Profile Section for more specific information)
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User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments
and problems to system administrators and the Operational Requirements Committee. (See User Feedback
Section for more specific information)

Switch Modules: This option allows users to switch between the different modules CPARS, ACASS, CCASS, and
FAPIIS without having to log off. (See Switch Modules Section for more specific information)
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Contractor Representative

The Contractor Representative is responsible for reviewing and commenting on proposed ratings and remarks for
all assessments forwarded by the Government Assessing Official. An assessment is required to be prepared by
the Government to document contractor performance for each contract/order that meets specified dollar values.
The Contractor Representative is allotted 30 days to review and comment on each assessment forwarded to
his/her company.

CPARS - Contractor Rep

CPARSIACASSICCASSFAPILS, NAVSEALOGCENDET PORTSLMOUTH, MH. Version : 3.3.0, Build Date : 11119/200% 06:00:00
FPhaone : (207) 438-1690 Email Techrical Support
View Policy Guide: CPARS ACASS CCASS FAPIS

View/Print CPARs: This option allows the Contractor Representative to view/print an assessment that has been
forwarded for comment or that has been previously completed in CPARS. This option does not allow Contractor
Representatives to enter comments on the assessment. See the To-Do List below to determine how to enter
comments on an assessment. To view/print an assessment, enter the contract number in the Contract # box and
the order number, if applicable, in the Order # box. Click the View/Print CPARs button. If more than one
assessment exists for the contract number, a list of assessments will display. Click on the contract number of the
assessment to be viewed and/or printed. The assessment will display in HTML format. Click View CPAR as PDF
to view the assessment using Adobe Acrobat Reader. Once the assessment has been displayed, the user is able
to scroll through the report and/or print it on a local printer. To return to the Contractor Representative Main Menu,
click the Close button and then click on the Return to the Main Menu button.

To-Do List: This option is used by the Contractor Representative to review and Input Comments on assessments
that have been forwarded by the Assessing Official. The Contractor Representative is allotted a 30-day
review/comment period starting from the date the Assessing Official forwarded the assessment. If the Contractor
Representative does not provide comments within the 30-day period, the CPAR becomes Overdue and the
Government may complete the assessment without the Contractor Representative comments. Contractor
Representatives are encouraged to contact the Assessing Official to request an extension to the 30-day comment
period whenever extenuating circumstances arise. Within the first seven days of the comment period, the
Contractor Representative, may request a meeting with the Assessing Official to discuss the assessment. To input
comments, the Contractor Representative must be logged into CPARS and the Contractor Representative Main
Menu must be displayed.

Click on the To-Do List button. Then locate and click on the contract number of the assessment that has been
forwarded for review and comment.
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CPARS - To-Do List
{aelect g Comtract Mumber below to complete the action reguired )

CONTRACT NUMBER ~ DUNS PERIOD OF PERFORMANCE  ACTION REQUIRED ASSIGNED
AF123408C0200 pooooaRn0 1241372007 - 12/1272008 Input Comiments 01/13/2008
MN451120071 234 000393009 12012005 - 1270172004 Input Comments (Cverdusy 1271672008

I:IRetum to the Ivizin ey

The assessment will open in read-only format except for specific fields located on the Ratings and Contractor Rep
tabs. A red checkmark [+ located within any of the Green Rating Tabs indicates at least one element has been
rated for the specific performance area. Click on each of the Green Tabs to review the proposed ratings and
remarks. After the assessment has been reviewed, the Contractor Representative clicks the Contractor Rep Tab
and enters their comments in the Contractor Representative Comments field and selects a Concurrence from
the Concurrence drop-down box. Fields on the Contractor Rep tab that are identified with a red asterisk (*) are
mandatory and must be completed by the Contractor Representative. Fields identified with a blue question mark
(?) indicates online help availability. Simply click on the blue question mark to obtain an explanation of the
information to be entered in the adjacent field. To save partially completed remarks and information, click the Save
Data button. To return to the Contractor Representative Main Menu, click Return to the Main Menu. Return to
the Main Menu button does not save any of the information that has been entered.

Prior to forwarding, the Contractor Representative must enter their identifying information. Click on the Sign Now
button to populate the data from the User Profile. When all required information located on the Contractor Rep Tab
has been completed, click the Validate and Send to the Assessing Official button to save the information and to
return the evaluation to the Assessing Official. A notice will be sent to the Assessing Official. Click the OK button
and a Process Feedback screen displays. Select a rating from 1 to 10 from the drop-down box to rate the
effectiveness of the assessment process in improving communication between your company and the Government
office that is evaluating performance. Note that specific comments, questions and suggestions on the CPARS
process can be entered in the User Feedback feature available from the Main Menu. Click Save Feedback and
View the CPAR or Save Feedback and Return to the Main Menu.
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CPARS - Services/IT/Operations

Contract/Schedule Nunber: AF123408C0200 Order Number:
{Click on @ tab below to viewsenter the related information; flelds identified with = are required)

Contractor Name/Address Small Business Utilization Contractor Rep

22. Contractor Representative Cominents (15374 characters remaining for all Contractor Representative Comment fields)
(Use this atea for comments covering Other Area ratings or general comments not directly related to an evaluation ares)

Contractor comrents are optional but dues back to the Assessing Official within _J
thirty (30) days after receipt. The Contractor may provide comments in response

to any of the individual ratings or sign and return the assessment without
comment .. Comments should be focused on the hssessing Official's narrative and
provide wiews on causes and ramifications of the assessed performance. If

comments are made, the Contractor must indicate whether he agrees or disagrees
with the overall assesswent a3 received. Failure to comment will indicate that

the Contractor agrees with the assessment as documented by the Lssessing

Official.

= Concurrence

| concur with this assessment.
| do not concur with this assessment and request that it be reevaluated.

= Title: [TEST
Phone Number: ItESt Fax Number:
Frnail: |Test.guy@naw.mi|1

Have Data
alidate and Send to the Aszessing Official
iew/Print the CPAR
eturn to the Ivlain Wenu

CPAR Status Report: This option allows the Contractor Representative to monitor the status of assessments that
have been started or completed for each contract the Contractor Representative has been given access to. The
CPAR Status Report will display information as counts (e.g. number of assessments complete) or as a list of
assessments that allows the Contractor Representative read-only access for assessments that are Rated or
Completed. (See CPAR Status Report Section for more specific information)

Contract Status Report: This option allows the Contractor Representative to monitor the status of contracts that
he/she has been given access to. The Contract Status Report will display information as counts (e.g. number of
contracts due for an assessment) or as a list of contracts that identifies the status of each contract (e.g. current,
due, overdue). (See Contract Status Report Section for more specific information)

Change User Profile: This option must be used whenever a user’'s name, address, email address or phone
number changes. This option also allows users to select optional email notifications and to change their CPARS
password. (See User Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments
and problems to system administrators and the Operational Requirements Committee. (See User Feedback
Section for more specific information)

Switch Modules: This option allows users to switch between the different modules CPARS, ACASS, and CCASS
without having to log off. NOTE: Contractors are not granted access to the FAPIIS module. To review and
comment on completed FAPIIS records for their company, Contractors will require access to PPIRS at
https://www.ppirs.gov. (See Switch Modules Section for more specific information)
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https://www.ppirs.gov/

Reviewing Official

The Reviewing Official is responsible for ensuring that the assessment is a fair and accurate assessment of the
Contractor's performance for the specific contract/order and performance period. The Reviewing Official must
acknowledge consideration of any significant discrepancies between the Assessing Official’'s assessment and the
Contractor's remarks.

CPARS - Reviewing Official

CPARSIACASSICCASSFAPILS, NAVSEALOGCENDET PORTSKOUTH, MH. Version : 3.3.0, Build Diate : 11719£2009 06:00:00
Phone : (207) 438-1690 Erail Techmical Support
View Policy Guide: CPARS ACASS CCASS FAPIS

View/Print CPARs: This option allows the Reviewing Official to view/print an assessment, but not modify or
change any of the information on the form. To view/print an assessment, enter the contract number in the
Contract # box and the order number, if applicable, in the Order # box. Click the View/Print CPARs button. If
more than one assessment exists for the contract number, a list of assessments will display. Click on the contract
number of the assessment to be viewed. The assessment will display in HTML format. Click View CPAR as PDF
to view the assessment using Adobe Acrobat Reader. Once the assessment has been displayed, the user is able
to scroll through the report and/or print it on a local printer. To return to the Reviewing Official Main Menu, click the
Close button and then click on the Return to the Main Menu button.

To-Do List: This option is used by the Reviewing Official to complete the assessment process for all assessments
forwarded by the Assessing Official. To review and input comments on assessments, the user must be logged into
CPARS as a Reviewing Official and the Reviewing Official Main Menu must be displayed.

Click on the To-Do List button. Then locate and click on the contract number of the assessment that has been
forwarded for review, comment and completion. The assessment will open in read-only format except for the fields
located on the Reviewer Tab. Fields on the Reviewer Tab that are identified with a red asterisk (*) are mandatory
and must be completed by the Reviewing Official. Fields identified with a blue question mark (?) indicates online
help availability. Simply click on the blue question mark to obtain an explanation of the information to be entered in
the adjacent field. A red checkmark ¥ located within any of the Green Rating Tabs indicates at least one element
has been rated for the specific performance area.
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CPARS - To-Do List
foelect a Contract Mumber below to cormplete the action requived )

CONTRACT NUMEBER DUNS PERIOD OF PERFORMANCE ACTION REQUIRED ASSIGNED

@ [MNotes] AF123408C0200 QoQoaa999 121372007 - 124122008 Input Corarnents, Close CPAR. 014142009
@ -indicates notes have heen entered

I:IRetum to the Ivlain hiem

NOTE: A red checkmark [#] next to Notes on the To Do List located next to a Contract Number indicates that a
note has been generated for that CPAR. Notes may be viewed or added by clicking on them.

Click on each of the Green Tabs to review the entire assessment. After the assessment has been reviewed, the
Reviewing Official clicks the Reviewer Tab and enters their comments in the Reviewing Official Comments field.
The Reviewing Official must acknowledge consideration of any significant discrepancies between the Assessing
Official's assessment and the Contractor's remarks. To save partially completed remarks and information, click the
Save Data button. To return to the Reviewing Official Main Menu, click Return to the Main Menu. Return to the
Main Menu button does not save any of the information that has been entered.

Prior to closing the assessment, the Reviewing Official must enter their identifying information. Click on the Sign
Now button to populate the data from the User Profile. When all required information located on the Reviewer Tab
has been completed, click the Validate and Close the CPAR button to save and close the assessment. A notice
that the CPAR has been closed will appear with an option to View the CPAR. Click OK to view the CPAR in HTML
or Cancel to Return to the Main Menu. In the HTML view, click View CPAR as PDF to view the assessment
using Adobe Acrobat Reader or click Return to Main Menu. Click the OK button to confirm that the assessment
was closed. An automatic email notice is sent to the Contractor Representative. Click the Return to the Main
Menu button to return to the Reviewing Official Main Menu.

NOTE: That completed assessments are copied to the Federal Past Performance Information Retrieval System
(PPIRS) to support future source selections.
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CPARS - Services/IT/Operations
Contract/Schedule Munber: AF123408C0200 Order Number:
(Click on a tab below to view/enter the related information; flelds identified with = are reguired)

Contracto o s il usings Uttizstion Ratigs [Oiginn Rtins sseror[Cntracta Rop |t

24. = Reviewing Official Comments (16000 character limit)

The Beviewing Official mwust acknowledge consideration of any significant J
discrepancies between the Assessing Official assesswent and the Contractor's
corrents. MANDATORY

25. Name and Title of Reviewing Official 2] =igh MNow |

= Name: |Y0ur Mame Here

= Title: IReuiewing Official

= Organization and Code: [vour Org Hera

Phone Number: [Your Phaone Here Fax Number: |vour FaxHere

FEmail: IYDur email hera

Save Data
alidate and Close the CPAR]
iewr/Print the CPAR
eturn to the Iain Ienu

CPAR Status Report: This option allows the Reviewing Official to monitor the status of assessments that have
been started or completed for each contract the Reviewing Official has been given access to. The CPAR Status
Report will display information as counts (e.g. number of assessments complete) or as a list of assessments that
allows the Reviewing Official read-only access for each assessment. (See CPAR Status Report Section for
more specific information)

Contract Status Report: This option allows the Reviewing Official to monitor the status of contracts that he/she
has been given access to. The Contract Status Report will display information as counts (e.g. number of contracts
due for an assessment) or as a list of contracts that identifies the status of each contract (e.g. current, due,
overdue). (See Contract Status Report Section for more specific information)

Change User Profile/Switch Access Level: This option must be used whenever a user’s name, address, email
address or phone number changes. This option also allows users to select optional email notifications, to change
their CPARS password, and to switch access levels (roles) if the user has been granted more than one access
level by the Focal Point. (See User Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments
and problems to system administrators and the Operational Requirements Committee. (See User Feedback
Section for more specific information)

Switch Modules: This option allows users to switch between the different modules CPARS, ACASS, CCASS, and
FAPIIS without having to log off. (See Switch Modules Section for more specific information)
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Command POC/Operational Requirements Committee Member

This access level offers managers complete visibility of the CPARS process across an entire service, agency or
major command. In addition, this level is used to give access to Senior Command Officials who require oversight of
the CPARS process for specific commands (called APMs) within the service or agency. The Command Point of
Contact (POC) is also able to view Status Reports, Ratings Metrics Reports and Processing Times Reports. The
Command POC access is granted only upon completion of a sighned CPARS Command POC Access Request
Form obtained from contacting CPARS Customer Support.

CPARS - Command POC/ORC Member

senior Command Official Access Authorization
CPAR. Statuz Report
Contract Status Feport
[Fatings Metrics Feport
[Processing Times Feport
Change User Profile
ser Feedback

CPARS/ACASSICCASSFAPIIS, NAVSEALOGCENDET PORTSMOUTH, MH. Version : 3.3.0, Buld Diate : 1171202009 06:00:00
Phone : (207) 432-1690 Ermnail Techvical Support
View Policy Guide: CPARS ACASS CCASS FAPIS

Senior Command Official Access Authorization: This option is used by the Command POC to create and
manage all Senior Command Official user accounts within the applicable service, agency or major command. Each
Senior Command Official will be given access to an “APM” or “APMs” within the service, agency or major
command. To provide access to CPARS, the Command POC clicks on the Senior Command Official Access
Authorization button. The Senior Command Official Access Authorization Menu will display.

CPARS

Senior Command Official Access Authorization Menun
Create Mew Uszer Access

. [odify Existing User Access by User
. iew Emxisting User Access
. Feturn to the Iain Dienn

Create New User Access: To provide access to a new Senior Command Official, the Command POC clicks on
the Create New User Access button located at the Senior Command Official Access Authorization Menu. The
CPARS Senior Command Officials Authorization Matrix displays.
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CPARS - Semior Command Officials Authorization Matrix

(Mone Selected) Celete

Delete All |

1. Select APM(s): [GelectAPM) 3]
‘\f’iewl

or Enter a New User: | fenter alpha chavacters only, first and last nae)

2. Select an Exjsting User: [{{i=={i=t=q0==13 -

Emaﬂl freguired for new users onlyp)

3. Add User: Add User |

BEEEN | User Name User Email User ID APM(s) User Type
r John Adams |john.adamea@nowhere us. mil

Create User Access Datris
Clear A1 Data
eturn to the Access Authorization lem
eturn to the Wlain Wenu

Assigh APM Access To An Existing User: In step 1, select an APM from the Select APM(s) drop-down box and
then click the Add button. To delete an APM from the APM(s) box, highlight the APM and then click the Delete
button. To delete all APMs in box click Delete All. In Step 2, the Command POC selects an existing user from the
Select User drop-down box and then clicks the Add User button in Step 3. Repeat steps 1 and 2 as necessary.

Assign APM Access To A New User: In step 1, the Command POC selects an APM from the Select APM(s)
drop down box and then clicks the Add button. To delete an APM from the APM(s) box, highlight the APM and
then click the Delete button. To delete all APMs in box click Delete All. In Step 2, the Command POC enters the
new user name (first and last name only) and email address. In step 3, click the Add User button to give the user
access to the APM(s). Steps 1 and 2 can be repeated as necessary.

The View button allows the Command POC to view the existing user's name, organization, address, email address,
and phone number(s). The Command POC can delete a user from Step 3 by clicking in the box adjacent to the
name to be removed and then click Delete.

After entering the User Names and APM(s), the Command POC clicks on the Create User Access Matrix button.

A Senior Command Official Authorization Matrix displays. The Clear All Data button clears ALL hames and APMs
entered on the Senior Command Officials Authorization Matrix.
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CPARES - Senior Command Official Authorization Matrix

User Name

User Email

John Adams |john.adams@@nowhere us mil

Please review the following Bemdor Cotmmand Official Watrss

User ID| APMs User Type

uthorize Access to these Senior Cormtnatnd Officials

odify Access Matrix to Correct Wlistalzes

eturts to the Main et

The Command POC should review the matrix carefully for accuracy. To correct mistakes, click the Modify Access

Matrix to Correct Mistakes button and CPARS will revert to the Senior Command Officials Authorization Matrix
(prior screen). Make the necessary corrections. If the information is correct, the Command POC clicks the
Authorize Access to these Senior Command Officials button and a Senior Command Official Authorization
Matrix displays providing User Name, User ID, Status, User Type and APM(s). A system generated email will be
sent to users when they are assigned to inform them of their User ID, temporary password procedures,

responsibilities and resources available. Click the Return to the Access Authorization Menu button to create or

modify additional user accounts or click on the Return to the Main Menu button to return to the Command POC

Main Menu.

CPARS - Senior Command Official Authorization Batrix

APV s).

password (if applicable).

Access has been authorized for the following Senior Command Official users to the associated

A system-generated email has been sent informing users of their User ID,
responsibilities and resources, and providing insiructions on how to acquire a temporary

User Name

User 1D

Status *

User Type

APM(s)

John Adarns

JAD AN

suthorized

Mesar

PACAF

* Mote: if the Status indicates Failed, please contact the customer support desk for azsistance,

eturn to the hain e

eturn to the Access Authorization Menuﬂ

Modify Existing User Access by User: This option allows the Command POC to modify the access of his/her

designated Senior Command Officials. The Modify Existing User Access by User allows the Command POC to add

or delete APM(s) for a Senior Command Official or the Senior Command Official’'s user account can be deleted

from CPARS when access is no longer required. Click the Modify Existing User Access by User button and the

Access Authorization screen displays.
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CPARS - Access Authorization

Senior Command Officials:

User Name User ID APMis)
[Crelete Uszer] [Iodify User] Change Profile TOAD VILLE TVILLE 11 TH CONE

eturn to the Access Authorization Iemn)
eturn to the Iulain Iiem

CPARSIACASSICCASS, WAVEEALOGCENDET PORTSIMOUTH, NH. Wersion : 3.1.0, Build Date : 07182008 15:00:00

Phone : (207) 438-1690 Ermail Technical Support
View Policy Gwde: CPARS ACASS COASS

[Change Profile] — This option is used to update a Senior Command Official’s profile including the user’'s emalil

address. The Command Point of Contact must click the OK button after the change(s) are made in order for them
to take effect. Click the [Change Profile] button and the following screen displays.

Confirm User Profile Change
Printl % Cancel |

fftelds identified with ® arve reguived)
Uszer IDv TVILLE

* Marne: [TOAD VILLE
COrganization: |Eli|;| Org One
Title: |Seni|:|r Cammand Official
Address: |1 Toad Way
City/StatefZip: [Hoppy, NC 01222
* Ernail Address: | Toad Ville@nawy.mil
Cormumercial Volce: |1 23 456 7590
FAX: [123 456 0987
DSN Vaice: |333 7830

User Name — Click on the user’'s name to view the user’s profile information, including name, title, organization,
address, email address, and phone number’s. Click the Close button to return to previous screen.

[Delete User] — This option is used to delete a Senior Command Official from CPARS. Click the [Delete User]
button and the following screen displays:
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CPARS - Access Authorization
Remove all access and delete the following user:

User Mame User ID APM(s)
Jatnes Franklin JFEAR ISAFE
elete Tser

eturn to the Access Authorization ety

eturn to the Main Meng

Click the Delete User button and a pop-up message displays confirming that the Senior Command Official has
been deleted from CPARS. Click the OK button. The Return to the Access Authorization Menu button allows
the Command POC to continue with additional access authorization work. The Return to the Main Menu button
returns the user to the Command POC Main Menu.

[Modify User] — This option allows the Command POC to add or delete APM(s) for an existing Senior Command
Official. Click the [Modify User] button and the Senior Command Official Authorization Matrix screen displays. In
step 1, Select an APM from the Select an APM drop-down box and click the Add button to give the Senior
Command Official access to the selected APM. The selected APM will appear in the New APM(s) box. If an
incorrect APM was added, highlight it in the New APM(s) box and click the Remove button. Select the correct
APM from the Select an APM drop-down box and click the Add button. In step 2, if the Senior Command Official
has access to an APM that is no longer required, highlight the APM in the Current APM’s box and click the Delete
button. The deleted APM will appear in the Deleted APM(s) box. If the wrong APM was selected for deletion,

highlight it in the Delete APM(s) box and click the Undelete button. The APM will reappear in the Current APM(s)
box.

CPARS - Senior Command Officials Authorization Matrix
Modify Senior Command Official Access:

User Name: ANDEEW JACES0RM

1. Toadd an APM for this user, select an APM below and click Add.
Select an APM: ||:Se|e.jAPM) j Adds> I New APM(s):

<< Bemowve |

2. Toremove an APD from this user, select an API below and click Delete.
Current APM(s): [USNORTHCOM Daleta 33 | Deleted APMis):

<< ndelete |

odifyy User Access
eturn to the Access Authorization Iletn

eturn to the Iiain Miemg
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After all changes have been entered, click the Modify User Access button. The Senior Command Official
Authorization Matrix displays.

CPARS - Senior Command DOfficial Authorization Matrix

Flease review the following Sendor Comunand Official Matri:

User Name User Type | Add APM(s)|Delete APM(s)

UsTC
AMNDEEW JACKSON |Existing  |PACAF
JSAFE

uthotize Access to these Senior Comtnatnd Officials
odify Access Matrix to Correct Dlistalzes
eturn to the Iain MWenna

Review the authorization matrix to verify the information is correct. To correct mistakes, click the Modify Access
Matrix to Correct Mistakes button and CPARS will revert to the prior screen where corrections can be made. |If
the information is correct click the Authorize Access to these Senior Command Officials button. A confirmation
screen will display identifying the APM(s) the Senior Command Official has been authorized access to, and an
email notification will be sent to the user notifying them of the change. The Return to the Main Menu button
returns the user to the Command POC Main Menu.

View Existing User Access: This option produces a list of the Senior Command Officials who have been given

access to CPARS by the Command POC. Click the View Existing User Access button and the following screen
displays.

CPARS - Access Authorization

Senior Command Officials:

{Click on a usey neeme to view their profile mformation. )

User Name User ID Last Logon Date APM(s)
Andrew Jackson ATACK NEWVER PACAF
ISAFE
TSNORTHCOM
UsTC
John Adarmg JADAM MNEVEE. PACAF
UJSNORTHCOM

eturn to the Access Authorization Ivenul
eturn to the Wiain e

The report displays the Senior Command Officials’ name, User ID, Last Logon Date and APM(s).

User Name — Allows the Command POC to view the user’s profile information, including name, title, organization,

address, email address and phone number(s). Click the User Name to see the user profile information. Click the
Close button to return to previous screen.
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Return to the Access Authorization Menu allows the Command POC to perform other access authorization
options. The Return to the Main Menu button returns the user to the Command POC Main Menu.

CPAR Status Report: This option allows the Command POC to monitor the status of assessments that have been
started or completed for all contracts within the respective service or agency. The CPAR Status Report will display
information as counts (e.g. number of assessments complete) or as a list of assessments that allows the Command
POC read-only access to each assessment. In addition, the Command POC/ORC Member will also have access to
view the User List and Activity Log for each assessment. (See CPAR Status Report Section for more specific
information)

Contract Status Report: This option allows the Command POC to monitor the status of contracts within the
respective service or agency. The Contract Status Report will display information as counts (e.g. number of
contracts due for an assessment) or as a list of contracts that identifies the status of each contract (e.g. current,
due, overdue) or as a list of contracts by registration status (e.g. contract number - within 30 days, over 30 days
and the number of days to register and the auto registration available date for each contract). (See Contract
Status Report Section for more specific information)

Ratings Metrics Report: This option allows the Command POC to run a report that will identify the distribution of
ratings for all completed assessments within the service or agency. The report can be qualified by date, Focal
Point or major command (APM). (See Ratings Metrics Report Section for more specific information)

Processing Times Report: This option allows the Command POC to monitor the processing times for all
assessments within the service or agency. For example, this report will identify the number of assessments
completed for a specific month and how many were completed within the 120-day objective. (See Processing
Times Report Section for more specific information)

Change User Profile: This option must be used whenever a Command POC’s name, address, email address or
phone number(s) changes. This option also allows users to change their CPARS password. (See User Profile
Section for more specific information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments
and problems to system administrators and the Operational Requirements Committee. (See User Feedback
Section for more specific information)

Switch Modules: This option allows users to switch between the different modules CPARS, ACASS, CCASS, and
FAPIIS without having to log off. (See Switch Modules Section for more specific information)
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Senior Command Official

A Senior Command Official is a senior level employee (or designated representative) who is a proponent of the
CPARS application and process. This access level is typically assigned to the Program Executive Officer (PEO),
Direct Reporting Program Manager (DRPM), Systems Command Directorate, or Major Field Activity Commanding
Officer. This access level allows Senior Command Officials to quickly identify the status of contracts and

assessments within their respective major command (called APM).

CPARS - Senior Command Official

| JTo-Do List
. suto Register Feport
| fcP4R Status Report

CPARSIACASSICCASSFAPILS, MAVSEALOGCENDET PORTSMOUTH, NH. Wersion : 3.3.0, Build Date : 1171972009 06:00:00

Phore : (207) 435-1690 Ernail Technical Support
Wiew Policy Gmide: CPARS ACASS CCASS FAPIS

To-Do List: This option allows the Senior Command Official to quickly identify the actions within the command that

need to be taken to complete in-process assessments. Click the To-Do List button from the Senior Command
Official Main Menu. A To-Do List Parameters screen displays. Select the desired parameter and sort options, if
required, and click the Show To-Do List button. The Return to the Main Menu button returns the user to the

Senior Command Official Main Menu.

CPARS

To-Do List Parameters

& Inchude All

" Limit by Contract Mumber: I

' Limnit by User Role; (=electfram List) j

¢ Limit by User: (Select from List) =

Sort by: (1) | Cantract Number 7
(<) [(None) H
(33 [ (None) =

| Jehow To-Do List
. [ eturn to the Ivlain Wienu

A list of assessments for the Senior Command Official’'s command (APM) will display.
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CPARS - To-Do List

CONTRACT PERIOD OF
NUMRER DUNS PFRFORMANCE ROLE ACTION REQUIRED ASSIGNED USER
FBA14158C0008 222232427 017012005 - 12/3172006 Assessing Official Contractar Overdue, Finalize Ratings 00/22/2007 JOE ARWY
FBA14158C0012 3538588588 02/02/2005 - 02/0272006 Assessing Official Finalize Ratings 10/20/2007 JOE ARWY
FBA14158C0014 383858588 02/01/2005 - DL/31/2007 Assessing Official Rate, Send to Contractor 09/10/2007 JOE ARTY

eturt: to the To-Do List Parameters
eturn to the Wain Ilem

This report displays the Contract Number, DUNS, Period of Performance, User Role, Action Required, Date
Assigned and the name of the person responsible for the action.

User Name — Allows the Senior Command Official to view the user’s profile information, including name, title,
organization, address, email address and phone number(s). Click the User Name to see the user profile
information. Click the Close button to return to the previous screen.

The Return to the To-Do List Parameters button allows the Senior Command Official to change the To-Do List
Parameters and run additional reports. The Return to the Main Menu button returns the user to the Senior
Command Official Main Menu.

Auto Register Report: This option allows the Senior Command Official to view a list of contracts/orders that are
eligible for CPARS reporting by their Focal Point(s) within the 30 day registration parameter. The CPARS-eligible
list is filtered by Business Sector and applicable minimum dollar threshold as displayed below. Contracts/orders
not meeting the DoD established minimum dollar thresholds for CPARS reporting will not be displayed.
Contracts/orders that have already been registered in CPARS will not be displayed.

CPARS

Auto Register Eeport Parameters

Contract Office Code: I

exaraple: MA5 112 (list all contractsiordars issued by the Contracting Office with
this DODAAC)

or
Full or Partial Contract Number: |,qF1 274

exaraples: MA5112 (list all contractsforders with this DODAAD)
M4511206 (1ist all contracts/arders with this DODAAD in FT04)
M4511206C0001 flist the contractiorders for this contract)

Business Sector (optional): | All Business Sectors =l
MV Include Retnoved Contracts

56



After selecting the Auto Register Report from the main menu, enter a contract office code or a full or partial
contract number in the space provided. If you wish to see the removed contracts you must select/check the
Include Removed Contracts check box as selected above. Once you've selected the Run Report button at the
bottom of this screen the list will run as shown below (a partial list is shown as an example).

CPARS - Auto Register Report

Spreadshest

CONTRACT
IﬁSTngl;RéCT ISSND[BHE{R ggl;)IEE CONTRACT OFFICE ‘DISEIIJ‘EAR ng%RD REMOVED BY
AF123408C0006 AF1234 NSLC PORTEMCOUTHDET BETA TEST  $75,000,000 10/1142005 DOREEN POWELL
AF123408C0008 AF1254 NSLC PORTEMOUTHDET BETA TEST  $75,000,000 1041142005 DAVE GOODWIR
AF123408C0014 AF1254 MNELC PORTEMOUTHDET BETA TEST  $75,000,000 10/25/2008 BARBARA GAUTHIER
AF123408C0015 AF1234 NELC PORTSMOUTHDET BETA TEST  $75,000,000 10/25/2008
AF123408C0016 AF1254 NESLC PORTSMOUTH DET BETA TEST  $75,000,000 10/28/2008
AF123408C0053 AF1234 MELC PORTEMOUTHDET BETA TEST  $50,000,000 10/01/2008 BARBARS GAUTHIER
AF123408C0054 AF1234 MNELC PORTSMOUTHDET BETA TEST  $50,000,000 10/01/2008
AF123408C0055 AF1254 NELC PORTSMOUTH DET BETA TEST - $50,000,000 10/01/2008
AF123408C0056 AF1234 NELC PORTSMOUTHDET BETA TEST  $50,000,000 10/01/2008
AF123408C0073 AF1254 NELC PORTEMOUTHDET BETA TEST  §75,000,000 10/11/2005 BARBARS GAUTHIER
AF123408C0074 AF1254 MELC PORTEMOUTHDET BETA TEST  $75.000,000 10/11/2005 BARBAR A GAUTHIER

The example above includes removed contracts. The Removed By column identifies the Focal Point who removed
each contract, click on the Focal Point’s name to view the Focal Point’s profile information, including name, title,
organization, address, email address, and phone numbers. Click the Close button to return to the list of
contracts.

[Spreadsheet] — Click on the [Spreadsheet] in the upper right hand corner to create a Microsoft Excel version of
the list.

CPAR Status Report: This option allows the Senior Command Official to monitor the status of assessments that
have been started or completed for all contracts within the respective command (APM). The CPAR Status Report
will display information as counts (e.g. number of assessments complete) or as a list of assessments that allows
the Senior Command Official read-only access to each assessment. (See CPAR Status Report Section for more
specific information)

Contract Status Report: This option allows the Senior Command Official to monitor the status of contracts within
the respective command. The Contract Status Report will display information as counts (e.g. number of contracts
due for an assessment) or as a list of contracts that identifies the status of each contract (e.g. current, due,
overdue). (See Contract Status Report Section for more specific information)

Ratings Metrics Report: This option allows the Senior Command Official to run a report that will identify the
distribution of ratings for all completed assessments within the service or agency. The report can be qualified by
date or command (APM). (See Ratings Metrics Report Section for more specific information)

Processing Times Report: This option allows the Senior Command Official to monitor the processing times for all
assessments within the respective command. For example, this report will identify the number of assessments
completed for a specific month and how many were completed within the 120-day objective. (See Processing
Times Report Section for more specific information)
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Change User Profile: This option must be used whenever a user’s name, address, email address, or phone
number changes. This option also allows the Senior Command Official to elect to receive an optional email
notification that would be sent whenever an assessment is “Due” to be initiated. The Change User Profile option
also allows the Senior Command Official to change his/lher CPARS password. (See User Profile Section for
more specific information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments,
and problems to system administrators and the Operational Requirements Committee. (See User Feedback
Section for more specific information)

Switch Modules: This option allows users to switch between the different modules CPARS, ACASS, CCASS, and
FAPIIS without having to log off. (See Switch Modules Section for more specific information)
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Senior Contractor Representative

The Senior Contractor Representative access level allows a designated corporate official to view specific in-
process assessments when statused at the Contractor Representative level and completed CPARS assessments.
Additional features at this level allow the Senior Contractor Representative to quickly identify assessments that
have been sent to the company for comment. Senior Contractor Representative access is provided by the Naval
Sea Logistics Center Detachment Portsmouth, New Hampshire, upon receipt of a completed Senior Contractor
Representative User Access Request Form.

CPARS - Senior Contractor Rep

[ [view/Print Completed CPARSs
. 1ew Contractor Feps

CPARSIACASSICCASSFAPIIS, MAVSEALOGCENDET PORTSNMOUTH, MH. Version : 33.0, Build Date : 1171262009 06:00:00
Fhone : (207) 438-1650 Erail Technical Support
View Policy Guide: CPARS ACASS CCASS FAPIIS

View/Print Completed CPARs: This option allows the Senior Contractor Representative to view assessments that
have been completed by the Government for contracts awarded to the corporation or any of its divisions or
subsidiaries. To view an assessment, the user must log into CPARS as a Senior Contractor Representative and
the Senior Contractor Representative Menu must be displayed. Click the View/Print Completed CPARs button
and the View/Print Completed CPARs qualifier screen displays.
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CPARS

Business Sector/Subsector:
Acguisition Program WManager:
DURS:

View/Print Cormpleted CPARSs
Enter one or more of the following qualifiers:

Contract Murnbet: I Order Mutmber: |

ALL

ALL

ALL -]

CAGE Code: I—
Fac: I—
FATCS: I—

=

Sort by (1D
(2
(3)

Contract Mumber j
Period of Pen‘ormancej
(Mone) j

| JList the CPARs that Meet these Qualifiers

The Senior Contractor Representative can search for completed assessments by Contract Number/Order Number,

Business Sector/Subsector, Acquisition Program Manager (these are major commands), DUNS, CAGE Code,
Federal Supply Classification (FSC) and North American Industrial Classification System (NAICS). Select the
appropriate qualifiers and then click the List the CPARs that Meet these Qualifiers button. A list of completed

assessments will display. Click on the contract number of the assessment to be viewed and a new window opens

and displays the assessment in HTML format. Click the View CPAR as PDF button to view the assessment in

Adobe Acrobat Reader. Once the assessment is displayed, the user is able to scroll through the entire assessment

and/or print the assessment on a local printer. The Return to the View/Print CPARs Qualifier Menu button
allows the Senior Contractor Representative to select new qualifiers and run another report. The Return to the

Main Menu button returns the user to the Senior Contractor Representative Main Menu.

CPARS - View/Print Completed CPARSs

faelect o Contract Aanber below to view/print the CFAR record)

CONTRACT NUMBER PERIOD OF PERFORMANCE CAGE CODE DUNS NAICS
DCA20058C0003 01/0152005 - 12/31/2005 CPAR1 123456789 | ALLL | 111111
DCAZO058C0004 01/0152005 - 12/31/2005 CPAR1 123456789 | ALLL | 111111
DCAIODSEC0012 02/0172005 - 01/3152007 CCARE 123456780 | 2232 | 222222
DCAIONSEDA0LS 020172005 - 01/3172006 CPARS 1234567809 | 3333 | 333333
oI THSOMNTAMOOOS 0L/0172005 - 1273172005 CPAR] 123456789 | A111 | 111111
S THS ORIARDODS 02/0152005 - 013152005 CPAR1 1234567809 1111 | 1111
ST THSOMIARDODD 2 02/0152005 - 0143152007 CPARZ 123456789 | 2432 | 222222
ST THSOMTANOOL S 02/01/2005 - 0173152006 CPARS 1234567809 | 3333 | 333333
Count: 8

ﬁ\

gturn to the View/Print CPAR s Cualifier MWen
gturn to the IWamn Menu
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View Contractor Reps: This option allows the Senior Contractor Representative to quickly identify all Contractor
Representatives (and view their contact information) within the corporation who have been authorized to enter
comments in CPARS assessments. Click View Contractor Reps from the Senior Contractor Representative Main
Menu and the View Contractor Reps screen displays. The Senior Contractor Representative can view Contractor
Representatives by Contract Number, User Name or DUNS. Select the desired option(s) and click View. A list of
Contractor Reps with User Name, User ID and Last Logon Date displays. Click on the User Name to view the
individual’'s profile information including name, title, organization, address, email address and phone number(s).
The Return to the Main Menu button returns the user to the Senior Contractor Representative Main Menu.

CPARS - View Contractor Reps
Contract: [fmas Tl User IMIKE MARIMNE -]

DUNS: |ALL ‘I

Contractor Rep(s):
User Name Last Logon Date Contracts

LIIEE MARIMNE FBa1415:00001 0001

I:IReturn to the Main Mmu"

To-Do List: This option allows the Senior Contractor Representative to identify all assessments that have been
forwarded to the corporation, its divisions or subsidiaries, for contractor review and comment. The assessments
identified on this list require contractor review and comment and should be returned to the Government by the
required due date or they may be closed by the Government without contractor review and comment. Click the To-
Do List button from the Senior Contractor Representative Main Menu. A To-Do List Parameters screen displays.

CPARS

To-Do List Parameters
& Inchide All
' Limit by Contract Mumber: |
€ Limit by User: (Select from List) -
' Limnit by DUNS: (Selectfrom List) j

Sort by: (1) | Contract Mumber =]
(4} [(None) j
(3 (Mane) j

| Jehow To-Do List
. Feturn ta the Iain IMenu

To view a list of all assessments within the Senior Contractor Representative’s area of responsibility, the Senior
Contractor Representative selects Include All. Select Limit by Contract Number and enter a specific contract
number to limit the search to one contract. The Senior Contractor Representative can limit the To-Do List to a
specific Contractor Representative by selecting Limit by User and selecting the appropriate name from the drop-
down box. Finally, the To-Do List can be limited to one of the corporation’s assigned DUNS numbers by selecting
Limit by DUNS and selecting the DUNS from the drop-down box. Select the desired parameter and the sort
option(s) and then click the Show To-Do List button. A list of assessments will display.
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CPARS - To-Do List

PERIOD OF DUE
CONTRACT NUMEER DUNS PERFORMANCE ACTION REQUIRED ASSIGNED DATE USER
GE35F0304] EMITHEONIANOD1E 123456789 02/01/2005 - 013172006 Input Comments (Started, Overdue) 09/07/2007 10/07/2007 DEANGE BLOSS0N
NUEEUWO0ZS TEFFFrTT 030172005 - 02728/2006 Input Comments (Overdue) 09,/07/2007 1040772007 DRANGE BLOSE0N
NMUSEUMO030 TEFFFFTTT 030172005 - 02728/2006 Input Comments (Overdue) 09/05/2007 10/05/2007 ORANGE BLOSS0M

eturn to the To-Do List Pararneters
eturt to the Wain Weno

This report displays Contract Number, DUNS, Period of Performance, Action Required, Date Assigned, Due Date
and User Name.

User Name — Allows the Senior Contractor Representative to view the Contractor Representative’s profile
information, including name, title, organization, address, email address and phone number(s). Click the User
Name to see the user profile information. Click the Close button to return to previous screen.

Return to the To-Do List Parameters button allows the Senior Contractor Representative to select new qualifiers
and run another report. The Return to the Main Menu button returns the user to the Senior Contractor
Representative Main Menu.

CPAR Status Report: This option allows the Senior Contractor Representative to monitor the status of
assessments that have been started or completed for all contracts within their respective corporation. The CPAR
Status Report will display information as counts (e.g. number of assessments complete) or as a list of assessments
that allows the Senior Contractor Representative read-only access to each assessment that is rated or completed.
(See CPAR Status Report Section for more specific information)

Contract Status Report: This option allows the Senior Contractor Representative to monitor the status of
contracts within the respective corporation. The Contract Status Report will display information as counts (e.g.
number of contracts due for an assessment) or as a list of contracts that identifies the status of each contract (e.g.
current, due, overdue). (See Contract Status Report Section for more specific information)

Ratings Metrics Report: This option allows the Senior Contractor Representative to run a report that will identify
the distribution of ratings for all completed assessments within the corporation. The report can be qualified by date
or DUNS. (See Ratings Metrics Report Section for more specific information)

Change User Profile: This option must be used whenever a user’s name, address, email address, or phone
number changes. The Change User Profile option also allows the Senior Contractor Representative to change
his/her CPARS password. (See User Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested CPARS improvements, policy comments,
and problems to system administrators and the Operational Requirements Committee. (See User Feedback
Section for more specific information)

Switch Modules: This option allows users to switch between the different modules CPARS, ACASS, and CCASS
without having to log off. NOTE: Contractors are not granted access to the FAPIIS module. To review and
comment on completed FAPIIS records for their company, Contractors will require access to PPIRS at
https://www.ppirs.gov. (See Switch Modules Section for more specific information)
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https://www.ppirs.gov/

CPARS REPORTS

The CPARS application provides a variety of reports (CPAR Status Report, Contract Status Report, Ratings Metrics
Report and Processing Times Report) depending on the user’s access level. These reports are used to help users
monitor the status of the CPARS processes. You will note some of the report parameters or options vary slightly
depending on the user’s access level, but the reports function the same and as described in the following sections.

CPAR STATUS REPORT

The Assessing Official Representative, Assessing Official, Contractor Representative and the Reviewing Official
CPAR Status Report screens are displayed in the following examples. As previously mentioned, slight variations of
this report occur at different access levels and are described as applicable.

The CPAR Status Report allows users to monitor the status of assessments within their purview. The CPAR Status
Report will display information as counts (e.g. number of assessments complete) or as a list of assessments
available that provides the user read-only access to each assessment. To run a CPAR Status Report, click the
CPAR Status Report button from the Main Menu. A CPAR Status Report Parameters menu will display.

CPARS - CPAR Status Parameters

Data Options Report Options
# Include All * Counts
Group by:
' Limit Data (options display when selected) Al

' Contract Activity

' List of CPARS (options display when selected)

If the user leaves the default values as Include All (under Data Options) and Counts (under Report Options) and
then clicks on the Run Report button, the report identifies the status of all the user’'s assessments by counting the
number of each assessment at each step of the automated workflow process (shown below). Percentages are also
provided.
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CPAR Status Report - 11/172007

DATA: ALL; GROUPED BY: All

All Registered Initiated Drafted Rated Reviewed Finalized Completed Totals

Counts i 1 2 1 2 2 0 14
43% T 14% 7% 14% 14% 0%
TOTALS: ] 1 2 1 2 2 0 14
43% T 4% T 14%% 1%, 0%
* STATUS

Registered: The contract iz registered, no CPAR: have been initiated.
Initiated: CPAR. iitiated, watting for Assessing Official Fep to send to Assessing Official
Drafied: CFAR. initiated, waiting for Assessing Official signature.
Rated: Zigned by Aszgessing Official; waiting for Contractor coruments.
Reviewed: Signed by Contractor; waiting for Assessing Official to finalize.
Finalized: Fatings finalized; waiting for Feviewing Official comments.
Completed: The CPAF. has heen completed.

un Another CPAR. Status Feport
eturn to the Main Wenu

Counts can be grouped by All or by Contract Activity.

NOTE: Focal Point Group By options include All, Contract Activity and APM; Command POC Group By options
include All, Contract Activity, APM and Focal Point; Senior Command Official Group By options include All,
Contract Activity and Focal Point; Senior Contractor Representative Group By options include All, Contract
Activity, APM and DUNS. All is the default value.

The CPAR Status Report may be further qualified by selecting Limit Data under Data Options. Limit data allows
the user to focus in on or limit the report to specific assessments. For example, the user might be interested in how
many contracts are registered. To limit the report to registered contracts, the user would check the box adjacent to
Registered and click the Run Report button. Include All takes all the user's assessments into account.
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CPARS - CPAR Status Parameters

Data Options Report Options
0 Include All ® Counts
Group by:
* Limit Data @ a1l
Status: [T Registered 0 Contract Activity

[T Initiated

M Drafted 2 List of CPARS (options display when selected)

M Rated

[ Reviewed

[Tl Finalized

M Completed

Form Type: [T Services/I T/Operations
[T Systems

CPAR Phase: [ Initial
[ Intermediate
[ Final
M Addendum
[T Out of Cycle

Contract Ac t.ivit_v:l (DOD AR Add

=aps | (Mone Selected)
Fermowe All

Contract Nlunhe-r:l

Select additional Limit Data parameters by clicking the box next to the desired parameters. A checkmark will now
display in each selected box. If a report by Contract Activity DODAAC(s) is desired, enter the specific contract
DoDAAC in the Contract Activity box. A report for multiple DODAAC(S) can be run by entering a DODAAC in the
Contract Activity box and then clicking the Add button for each DODAAC. DoDAAC(S) can be removed by
highlighting a DoDAAC and clicking the Remove button. Click Remove All to remove all DODAAC(S) from the list.
The report can also be run for a specific contract number by entering the contract number in the Contract Number
box.

NOTE: The Focal Point access level may limit their reports by Contract Activity DODAAC(s), Contract Number and
APM; Command POC access level may limit their reports by Contract Activity DoDAAC(s), Contract Number, APM
and Focal Point: Senior Command Official access level may limit their reports by Contract Activity DODAAC(S),
Contract Number and APM; Senior Contractor Representative access level may limit their reports by Contract
Activity DoDAAC(s), Contract Number and DUNS. Click the Run Report button to produce the desired output.

To run a CPAR Status Report that results in a list of assessments, click the CPAR Status Report button from the

Main Menu. The CPAR Status Parameters menu will display. Click on the List of CPARS radio button under
Report Options. A list of Data Columns to Include displays.
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CPARS - CPAR Status Parameters

Data Options Report Options
" Include All " Counts (options display when selected)

& Limit Data
Status: [~ Registered

& List of CPARS

:: ;TZ::E Data Columns to Include:
M Rated [T CPAR Phase [ APM
i " Form Type ™ Current Value
:: R.E."Jll?.'WEd I Award Value I Company Mame
Finalized [~ Focal Point I~ DUNS
I Completed [ CAGE Code [~ Update Date
Form Type: ™ Services/IT/Operations [ Due Date I Assessor Date
[T Assessor Office [ CPAR. Closed Date

7 Systems
™ Contractor Due Date

CPAR Phase: [ Initial

Sort by: {1}| Contract Mumkber j

[T Interrnediate
I~ Final (:}I Petiod of Performance |
[ Addendum (3)f (Nane) =

[T Out of Cycle

Contract Ac l;:'rvit}':l (DODAACT) Add

Femove |DEEMEEEEIE=ETR)]
Femuowe All

Contract Nlunhe-r:l

To include any of these column names, click the box(s) adjacent to the column name. A checkmark will display in
the box adjacent to the column name(s) selected. The CPAR Status Report may be sorted by up to three sort
options. Select the desired option(s) from the Sort By drop-down boxes. Column Names that are always included
in the List of CPARS are Viewed, Contract Number, Period of Performance, Current Status, User List and Activity
Log.

NOTE: Default column names for reports for Command POC, Senior Command Official, Contractor
Representative and Senior Contractor Representative access levels do not include Notes. Contractor
Representative and Senior Contractor Representative access levels do not include User List or Activity Log.

To include all of the user’s assessments, select Include All (if not already selected) under Data Options. Click the

Run Report button to produce a list of assessments. The list of assessments based on the user’s selected
parameters displays.
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CPARS - CPAR Staiuns Parameters

Data Options Report Options
" Include All " Counts (options display when selected)
& Limit Data
Status: [~ Registered
- * List of CPARS
I Initiated
¥ Drafted Data Columns to Include:
[ CPAR Phase [~ AP
¥ Rated
 Reviewed " Form Type ™ Current Value
- F'mwcei ™ Award Value ™ Company Mame
= CHHJJZIZ‘L ) [ Focal Point [ DUNE
oripiels ™ CAGE Code I~ Update Date
Form Type: ¥ Services/IT/Operations [ Due Date [ Assessor Date
™ Aszessor Office " CPAR. Closed Date

7 Systems
™ Contractor Due Date

CPAR Phase: [ [Initial
Sort hy: ﬂ}l Contract Mumber j

[T Interrnediate
I~ Final (z}l Petiod of Performance |
[ Addendum @) (Nane) =

[T Out of Cycle

The CPAR Status Report shown below contains the selections Data Options: Form Type = Services/IT/Operations,
Status: Drafted and Rated and Report Options: List of CPARS. Sorted By: Contract Number; Period of
Performance selected from the CPAR Status Parameters screen displayed above.
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CPAR Status Report - 11/172007
DATA: FORM TYPE: Services/IT/Operations; STATUS: Drafted; Rated; SORTED BY: Contract Number; Period [ESpreadsheet
of Performance;
{Click on o colurnm nane to re-sovt the report. )

Period of Performance Current

YViewed Contract Number Being Assessed Status * Focal Point Due Date User List _Activity Log
@ [Motes FBa14158C0008 01/0172005 - 12/31/2006 Bated{ODy CARNER ©  04/30/2007 Users Log
IMotes X FBa14158C0010 0010 02/01/2005 - 0271472006 Drafted CARMEN C 0651472006 Users Log
IMotes FBa14158C0014 020152005 - 0173172007 Drafted CARMEN C 05/31/2007 Users Log
Count: 3

@ -indicates notes have been entered
x -indicates the record has been selected for viewing
* STATUS
Registered: The contract is registered, no CPARs have been initiated.
Initiated: CPAR. indtiated; waiting for Assessing Official Rep to send to Assessing Official
Drafited: CPAFR. initiated, waiting for Assessing Official signature.
Rated: Signed by Assessing Official; waiting for Contractor cotnrments.
Reviewed: Signed by Contractor, waiting for Assessing Official to finalize.
Finalized: Ratings finalived; watting for Rewiewing Official comuments.
Completed: The CPAR has been completed.

un Another CPAR. Status Fepo

eturn to the IWain WMenu
[Notes] — This option serves as “post-it notes” for each assessment that has been started, but not completed. Click
on the [Notes] to enter or view notes that have been entered by the Assessing Official Representative, Assessing
Official, Reviewing Official or Focal Point (this feature is only available at these levels). Click on [Notes] and a
Status Report Notes pop-up displays. Click the Save button to save the new note. A red check mark [+ indicates

notes have been entered in the Notes field. Click the Close button to return to the list of assessments without
saving new notes.

CPARS - Status Report Notes
Contract: FEG14 15800010 0010 Period of Performance: 02/01/2005 - 027142006
New Notes:

||:Dntra|:1|:|r requested additional 5 day extension|

Save I Close

From Notes Received
AFRAFL CAT contractor requested 10 day esttension  2007-11-17 12:15:33.0

Contract Number - Click on the specific Contract Number and the assessment will display in HTML format. Click
the View CPAR as PDF button to view the assessment in Adobe Acrobat Reader. If the Assessing Official
modified the assessment after it was returned from the Contractor Rep, the window contains a View Original
CPAR button or a View Modified CPAR button. Click the View Original CPAR button to view the original
assessment and click on the View Modified CPAR button to view the modified assessment. Click the Print button
to print the assessment on a local printer. Click the Close button to return to the list of assessments. A green x
appears in the Viewed column adjacent to the contract number for the assessment that was just viewed.
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Focal Point — Click on the Focal Point's name to view the Focal Point’s profile information, including name, title,
organization, address, email address and phone number(s). Click the Close button to return to the list of
assessments.

[Users] — Click on [Users] and a new window opens and presents the User List. The User List identifies all users
who have been given access to that contract number.

[Spreadsheet] — Click on [Spreadsheet] in the upper right hand corner of the page to create a Microsoft Excel
version of the report.

[Log] — Click on [Log] and a new window opens and presents the Activity Log. The Activity Log provides an audit
trail of the history of actions taken on the assessment. For example, it identifies when users were given access.
The Activity Log also identifies when the applicable contract was registered, when the assessment was initiated
and who took the action(s). A list of actions recorded in the Activity Log is provided below:

Assessing Official assigned: (Name Listed)

Assessing Official removed: (Name Listed)

Assessing Official Rep assigned: (Name Listed)

Assessing Official Rep removed: (Name Listed)

Closed by Reviewing Official

Contract Auto-Registered

Contract Updated by FPDS Feed

Contract Data Entry assigned: (Name Listed)

Contract Data Entry removed: (Name Listed)

Contract registered

Contract registration deleted by Focal Point

Contract registration updated

Contractor Rep 30 day review expired, email sent to Assessing Official
Contractor Rep assigned: (Name Listed)

Contractor Rep removed: (Name Listed)

Contractor Rep review complete, sent to the Assessing Official
Contractor Rep review not completed, email sent to Contractor Rep/Assessing Official
CPAR updated by Assessing Official Representative

CPAR updated by Assessing Official

CPAR updated by Contractor Rep

CPAR updated by Reviewing Official

CPAR overdue (120 days),email sent to Assessing Official/Focal Point
Deleted by Assessing Official

Deleted by Assessing Official Rep

Drafted by Assessing Official

Finalized and sent to the Reviewing Official

Finalized and sent to the Reviewing Official (Contractor Rep non-responsive)
Initiated by Assessing Official Representative

Initiated by Assessing Official Representative and sent to Assessing Official
Modified by Assessing Official

Modified by Assessing Official (Contractor Rep non-responsive)

Rated by Assessing Official and sent to the Contractor Rep

Returned to the Assessing Official Representative

Reviewing Official assigned: (Name Listed)

Reviewing Official removed: (Name Listed)

Sent to Assessing Official

Updated by Customer Support Desk

Viewed by Contractor Rep
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CONTRACT STATUS REPORT

The Assessing Official Representative, Assessing Official, Contractor Representative and the Reviewing Official
Contract Status Report screens are displayed in the following examples. Slight variations of this report occur at
different access levels and are described as applicable.

The Contract Status Report is designed to track the status of contracts. This report will show whether a contract is
current, due or overdue for an assessment for all contracts under the user’s purview. The Contract Status Report
will display information as counts (e.g. number of contracts due for an assessment) or as a list of contracts that
identifies the status of each contract (e.g. current, due, overdue).

To run a Contract Status Report, click the Contract Status Report button from the Main Menu. A Contract Status
Report Parameters menu will display.

CPARS - Contract Status Parameters

Data Options Report Options
& Inclode Al # Counts
Group by:
" Limit Data (options display when selected) a1

' Contract Activity

" List of Contracts {options display when selected)

If the user leaves the default values as Include All (under Data Options) and Counts (under Report Options) and
then clicks on the Run Report button, the report identifies the status of all the user’s contracts by counting the
number of contracts that are current, due, overdue or have a final assessment. Percentages are also provided.
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Contract Status Report - 11/17/2007

DATA: ALL; GROUPED BY: All

All Cwrrent Due Overdue Final Undetermined Totals

Counts 21 11 0 0 14
4% 7% 7% 0% 0%a

TOTALS: 2 1 11 0 0 14
14% 7% 0% 0% 0%

* 8STATUS

Current: A1 required CPAR: for this contract have been completed or are not yet due.
Due: The latest CPAR. for this contract should be in progress at this time.
Overdue: The latest CPAR. for this contract has not been completed within the 120 day period.
Final: The Final CPAF. for this contract hazs been completed, no further CPAR = are due

un Another Contract Status Report]
eturn to the Watn Wienu

To run a new Contract Status Report, click the Run Another Contract Status Report button. The Return to the
Main Menu button returns the user to the Main Menu.

Counts may be grouped by All or Contract Activity.

NOTE: Focal Point Group By options include All, Contract Activity and APM; Command POC Group By options
include All, Contract Activity, APM and Focal Point; Senior Command Official Group By options include All,
Contract Activity and Focal Point; Senior Contractor Representative Group By options include All, Contract
Activity, APM and DUNS. All is the default.

Limit Data allows the user to focus in on or limit the report to specific contracts. For example, the user might be
interested in how many Systems contracts he/she has that are due for an assessment. To limit the report to
Systems contracts that are due for an assessment, the user would check the boxes adjacent to Systems and Due
and click the Run Report button. Include All takes all the user’s contracts into account.
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CPARS - Contract Status Parameters

Data Options Report Options
" Include Al & Counts
Group hy:
@ Limit Data @« Al
Form Type: ¥ Zervices/IT/Operations " Contract Activity
7 Systems

" List of Contracts (options display when selected)
Status: [~ Current
™ Due
™ Overdue
W Final

Contract Al:tivit],*:l (DODAADY

=prerer il | ([None Selected)
Femowe All

Contract Numher:l

Select Limit Data parameters by clicking the box(es) next to the desired parameter(s). A checkmark will now
display in each selected box. If a report by Contract Activity DODAAC(S) is desired, enter the specific Contract
DoDAAC(s) in the Contract Activity box. A report for multiple DoDAAC(s) can be run by entering a DoDAAC in
the Contract Activity box and then clicking the Add button for each DoDAAC. DoDAAC(s) can be removed by
highlighting a DoDAAC and clicking the Remove button. Click Remove All to remove all DODAAC(s) from the list.
To search for a specific contract, enter the contract number in the Contract Number box.

NOTE: The Focal Point access level may limit their reports by Contract Activity DODAAC, Contract Number and
APM; Command POC access level may limit their reports by Contract Activity DODAAC, Contract Number, APM
and Focal Point; Senior Command Official access level may limit their reports by Contract Activity DoDAAC,
Contract Number and APM; Senior Contractor Representative access level may limit their reports by Contract
Activity DODAAC, Contract Number and DUNS. Click the Run Report button to generate the report.

To run a Contract Status Report and view a list of contracts, click the Contract Status Report button from the Main

Menu. A Contract Status Parameters menu will display. Click on the List of Contracts button under Report
Options. Alist of Data Columns to Include displays.
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CPARS - Contract Status Parameters

Data Options Report Options
' Include All " Counts (options display when selected)

& Limit Data
Form Type: ™ Zervices/1T/Operations

¥ List of Contracts

I Systems Data Colunns to Include:
Status: ¥ Current [T Award Date W Completion Date
W Due ¥ Farm Type [T Effective Date
B O V¥ svwrard Vahe ™ Current Value
™ Final " Focal Point [~ AP
[T CAGE Code [T DUMNG
" Last CPAR Dates ™ Company Mame

Contract Acl;:'rvit}':l (DODAACY
T —— Sort by: (1) Contract Number >

Eemove (DEEERST=]ETwETs)]
R Al (:}I (Maone) j
e 3)[(None) <]

Contract Nlunhe-r:l

To include any of these column names, click the box adjacent to the column name. A checkmark will display in the
box adjacent to the column name(s) selected. The Contract Status Report may be sorted by up to three sort
options. Select the desired option(s) from the Sort By drop-down boxes. Column Names that are always included
in the List of Contracts are Viewed, Contract Number, Status and Due Date.

To include all of the user’s contracts, select Include All (if not already selected) under Data Options. As previously
described, the user may choose to limit or filter the contracts that he/she wants to include on the report by selecting
Limit Data under Data Options and then selecting the box(es) next to the desired parameters.

Click the Run Report button to view a list of contracts. The List of Contracts example shown below is based upon
the Contract Status Parameters selected and shown above.
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Contract Status Report - 11/172007

DATA: STATUS: Current; Due; FORM TYPE: Services/IT/Operations; Systems; SORTED BY: Contract Spreadsheet
Number;

{Click on a coluyan name To re-sort the raport. )

YViewed Contract Numhber Status * Due Date  Contract Completion Date Form Type Award Value

FEa14158C0008  Owerdue 04/30/2007 1273142010 SI0 $1.000,000

FEal4158C0014  Owerdue 057312007 1273142011 sI0 $1.500,000

FEA14158C1007 Due 0270272008 10/05£2007 sI0 $1.000,000
Count: 3

X - indicates the record has been selected for viewing
* STATUS
Current: Al required CPARs for this contract hawe been completed or are not vet due
Due: The latest CPAF. for this contract showld be in progress at this time,
Owverdue: The latest CPAR. for this contract has not been completed within the 120 day period.
Final: The Final CPAR for this contract has been completed, no further CPAR s are due.

un Another Contract Status Eeport
eturn to the Iamn Wenu

Contract Number — Click on the Contract Number to view all assessments for the contract number selected. After
clicking on the contract number, a pop-up window will open that lists all assessments that have been started or
completed for the contract. Click on the Contract Number for the assessment to be viewed and it will display in
HTML format. Click the View CPAR as PDF button to view the assessment in Adobe Acrobat Reader. If the
assessment has been modified, the pop-up screen contains a View Original CPAR button or a View Modified
CPAR button. Click the View Original CPAR button to view the original assessment and click on the View
Modified CPAR button to view the modified assessment. Click the Print button to print the assessment on a local
printer. Click the Close button to return to the Contract Status Report. A green x will now display in the Viewed
column adjacent to the contract number viewed.

Focal Point — If Focal Point was selected as a data column, click on the Focal Point’s name to view the Focal

Point’s profile information, including name, title, organization, address, email address and phone number(s). Click
the Close button to return to the list of contracts.

[Spreadsheet] — Click on [Spreadsheet] in the upper right hand corner of the page to create a Microsoft Excel
version of the report.

To run another Contract Status Report, click the Run Another Contract Status Report button. The Return to the
Main Menu button returns to the user’s Main Menu.
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CPARS - Contract Status Parameters

Data Options Report Options
' Include A " Counts {options display when selected)
& Limit Data
Form Type: [ Services/IT/Operations
I Systems & List of Contracts
Data Columns to Include:
Status: [ Current ™ Awward Date ™ Completion Date
I Due ™ Form Type [~ Effective Date
™ Overdue ™ Award Value ™ Current Value
™ Final ™ Focal Point [~ AP
[T CAGE Code [~ DUNG
APM: ALL - ™ Last CPAR Dates ™ Company Mame

¥ Fegistration Status

Contract Activit :I Add
Y (DU Sortby: {1)| Contract Number x|

iMone Selected)
L1 @[ (Nore) r
Remowe All (3}' (None |

Contract Numher:l

Contract Registration Status — The Registration Status Data Column is available to Focal Point(s), Command
Points of Contact, and Senior Command Officials. The Registration Timeliness of contract registration may be
tracked by selecting Registration Status as shown above. The Registration Status option will identify those
contracts that have been registered within 30 days, over 30 days, and the date the contract became available in the
Auto Register feature. When the Registration Status is over 30 days, the total number of days it took to register the
contract is provided in parentheses. The number of days to register is calculated using the contract award date.
The requirement for contract registration is 30 days from contract award date. See report example below.
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Yiewed Contract Numhber
AF123408C0050
AF123408C0052
AF123408C0145

x  AF123408C0149
AF133408C0181
AF123408C0196
AF133408C00451
AF123408C0457
AF133408C0554
AF133408C0556

Contract Status Report - 11/19/2008
DATA: FORM TYPE: Services/IT/Operations; Systems; SORTED BY: Contract Number;
fClick on o coluyan nowe to ye-sort the raport. )

Status * Due Date
CURREMT 0152972010
CURREMT 01£29/2010
CURREMT 12/30/2009
CURRENT 12/30/2009
CURREMT 12/30/2009
CURREMT 01£29/2010
CURREMT 01£29/2010
CUEREMT 01/29/2010
CUEREEMT 01£29/2010
CUEREMT 01/29/2010

AF123408C057E 0001 CURREMT 01/29/2010

AF123408C0580 0001 CURREMT 01/29/2010

AF123408C0604 0001 CURREMT 01/29/2010

AF123575C0001
AF123675C0001
1451120740040
H4511275C0005
M4511275C0006
M4511275C0017
M4511275C0018
H4511275C0024
M4511275C0051
MN4511275C00032
MH4511375C0033
M45112375C00054
M4511275C0060

Count: 26

X- mmdicates the record has been selected for viewing

* STATUS

Current: All required CPAR:s for this contract have been completed or are not yet due.

OVERDUE 04/30/2008
OVERDUE 04/30/2008
CUREEMT 02/28/2010
CURREMT 06/30/2009
OVERDUE 04/30/2008
OVERDUE 04/30/2008
OVERDUE 06/30/2008
CURREEMT 04/30/2009
OVERDUE 04/30/2008
OWERDUE 04/30/2003
CWVERTUE 04/30/2008
CVERTUE 04/30/2008
CVERTUE 04/30/2008

Spreadsheet

Registiration Status Auto-Register Available Date

Crwer 30 Days (443
Crwer 30 Days (38)
Crrer 30 Doy (500
Crrer 30 Doy (A1)
Crrer 30 Doays (757
Crzer 30 Days (38)
Crzer 30 Days (38)
Ower 30 Days (38)
Ower 30 Days (443
Ower 30 Days (38)
Ower 30 Days (443
Ower 30 Days (38)
Ower 30 Days (38)
Ower 30 Days (A85)
Orwer 30 Days (A85)
Ower 30 Days (3800
Crrer 30 Doays (668)
Crer 30 Doays (674
Crer 30 Doays (674
Crzer 30 Days (674)
Crzer 30 Days (675)
Ower 30 Days (473)
Ower 30 Drayz (679)
Orrer 30 Days (67T
Orzer 30 Days (634
Orzer 30 Days (6350

Due: The latest CPAR. for this contract should be in progress at thiz time.

Owverdue: The latest CPAR for thiz contract has not been completed within the 120 day period.
Final: The Final CPAR. for this contract has been completed, no further CPAR s are due

102572008
10/28/2008
10282008
10282008
10252008
10252008
10252008
10252008
10252008
10252008
10252008
10252008
10252008
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RATINGS METRICS REPORT

The Ratings Metrics Report option is available to Focal Points, Command POCs, Senior Command Officials
and Senior Contractor Representatives. This report is provided to help users monitor the distribution of ratings
for completed assessments.

To run a Ratings Metrics Report, click the Ratings Metrics Report button from the user's Main Menu. A Ratings
Metrics Parameters screen will display. The Ratings Metrics Report can be run to include all completed
assessments by selecting Include All Dates or can be limited to a specific date range by selecting Period of
Performance Date Range and entering the dates in the specified format.

NOTE: Focal Points and Senior Command Officials may also limit the report to a specific APM; Command
POC may limit the report to a specific APM or Focal Point; Senior Contractor Representatives may limit reports
to a specific DUNS.

Click the Run Report button. The Ratings Metrics Report will display.

CPARS

Ratings Metrics Parameters

& Inchude All Dates
' Period of Performance Date Range:

From: [ (omftdiyyyy)
To: I—

APME ALl =l

NOTE: The below example does not show the entire report.
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CPAR Ratings MMetrics Report - 11/19/2007
DATA: Period of Performance : ALL; DUIMNS: ALL;

AQ Recommendation Systems Services Information Technology Operations Total
Drefinitely Would 2 0 5 0 7
Probahly Would 3 0 1 1 5
Ilight or IWight Mot 1 0 8 1 10
Probahly Would Mot 1 0 1 0 2
Drefinitely Would Mot 1 0 0 0 1
Technical {Quality of Product)  Systems Total
Fxceptional{Tark Blue) 4 4
Very Good{Purple) 1 1
satisfactoryt Green) 1 1
Ilarginall Yellow) 0 0
UnzatisfactoryFed) 1 1
Produrct Performance Systems Total
Fxceptional{Tark Blue) 3 3
Very GoodiPurple) 1 |

To run a new Ratings Metrics Report, click the Run Another Ratings Metrics Report button. The Return to the
Main Menu button returns the user to the Main Menu.
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PROCESSING TIMES REPORT

The Processing Times Report option is available to Focal Points, Command POCs and Senior Command
Officials. This report is provided to help users monitor the assessment processing times for assessments

completed within their organization.

To run a Processing Times Report, click the Processing Times Report button on the Main Menu. The Processing

Times Report displays.

CPARS - Processing Times Report - 11/20/2007

Average Processing Times (Days)

Month

Number
of CPARS

== 120 Days

= 120 Days

Total

Rate

Contractor
Conmments

Finalize,

Review

2008-M0W

0

2006-DEC

2007-JAN

2007-FEB

2007-IWIAR.

2007 -APR.

2007-MAY

2007-JUN

2007-JUL

2007-AU0G

o s e s Y N s s Y s Y Y o

oO|Io|Ioo|lo|oao|lo|o|loao |

2007-ZEP

[ L e s O e e ) e e Y s s Y s Y Y o

Lo LN Y o s o Y s Y N s o Y Y e I s I s Y

02

a0z

Elojojo|lo|lao|lao|jlao|alca

2007-0CT

2
=

g [ s ) B e Y N Y Y s N s s Y s ) (|

[ o]
=

400

KTl

[ o]
[ ]

Rl |lao|lo(ojlo|laolala|la|lo

LI o ) Y Y N s s Y s ) (|

Select

| Cortract Activity

jand click on a tnonith abowe to see further details below.

-F{etum to the Main ME:nu“

The Processing Times Report presents one year of data. The months displayed in blue indicate that assessments

were completed during the month. For each month, the report identifies the number of assessments completed,

the number of assessments completed within the 120-day objective and the number of assessments that exceeded

the 120-day objective. In addition, the total average processing times are provided as well as the average

processing times for each major step of the automated workflow process. The Select drop-down box allows users

to “break out” each month by Contract Activity, APM or by Focal Point. Contract Activity is the default. Choose a
selection from the drop down box, if applicable, and click on the desired month to view a more detailed report.
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Month: 2007-SEP

Average Processing Times {Days)

. .| Number | Contractor|_. .. .
Contract Activity of m{— 120 Days|= 120 Days| Total | Rate Co s Finalize| Review
S THS i 0 al g09 | a02 4 4 g

Click on a Contract Activity above to see firther detadls below.

-Fetum to the Main Menu|

In this particular example, only one Contract Activity (SMITHS) applies to the user. To view the six assessments
completed for the month, click on the SMITHS (link under Contract Activity) and the report displays processing
times information at the assessment level.

Month: 2007-SEP  Contract Activity: SMITHS

Processing Times (Days)

Contract Number Pﬁme Focal Point APM | Total | Rate Ezmﬁ; Finalize | Review
SMITHSONIANDDD | T U200 D(AD“EOGO%':)’D SMITH1 | 966 | 950 3 6 ﬁ
smiTHsONIaNoos | (LU D(AD“’gOGO%C)’D SMITH 1 | 632 | 625 4 1 12
SMITHSONIANDDDs | (U200 D(ADVEOGO%C;D SMITH1 | 632 | 625 4 7 6
sMITHSONIANDD1D | (21500 D(AD“EOGO%':;D SMITH?Z | 587 | 580 5 3 12
sMITHSONIANDD13 | OIS D(AggOGO%C;D SMITHZ | 601 | 594 4 7 5
SMITHSONIANDD14 | 0 U200 D(AD““&GO%C;D SMITH2 | 236 | 220 4 1 12

-Retum to the Iain Iienn

The Return to the Main Menu button returns the user to the Main Menu.
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Change User Profile/Switch Access Level

Change User Profile/Switch Access Level: The Change User Profile/Switch Access Level option is very
important as it is the primary method that users, at all access levels, keep their profile information up-to-date. For
example, if a user’s email address changes, the user would access the Change User Profile/Switch Access
Level button to update the email address in CPARS. This option is also used to change user preferences (receive
optional email notifications), to change a user’s password and to switch access levels, when necessary. To update
user information, click the Change User Profile/Switch Access Level button from the Main Menu. The User
Profile Menu will display.

NOTE: This option is identified as Change User Profile at the Focal Point, Contractor Representative, Senior
Contractor Representative, Command POC and Senior Command Official access levels as they are not allowed to
switch access levels.

The Switch Access Level option is available at the Contract Data Entry, Assessing Official Representative,
Assessing Official, Reviewing Official and Alternate Focal Point access levels. Switch Access Level allows the
user to switch between two or more roles when the Focal Point has provided the user with multiple access levels.
To switch access levels, click on the Change User Profile/Switch Access Level button from the Main Menu. The
User Profile Menu will display.

CPARS

User Profile MMenu

Ascessing Official

Arcess Lewel
Assessing Official
. Chatige Uzer PreTereces
l Change Login Password
. Feturn to the Main Ienu

The Access Level drop-down box identifies each of the access levels the Focal Point has authorized. To switch
levels, select the desired access level from the Access Level drop-down box and click on the Switch button. The
user will be taken to the Main Menu of the switched access level. The user will only have access to the contracts
and assessments that have been authorized by the Focal Point for the switched level.

NOTE: The switched access level will remain in effect until the user switches to a different access level.

CPARS

User Profile Menu

Arcess Level |Assessing Official j

. Change User Information
. Change User Preferences
. Change Login Password

Click the Change User Information button and the User Information screen displays.
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CPARS

User Information
(fields identified with = are required)
= [Tzer Matne:

I]Dhn Quincy &dams
= Finail Address: Ij':'hn'q'a darrs ®us il
= Title: Iﬁssessing Oifficial
= (rganization: Iiject Team Lead

= Citizenship: |UNITED STATES ﬂ
= Direet Address: Ipenn_ A

= (City, State, Fip: IWashiﬂgtDn DC
= Cormercial Phone # |1300 President
FAX # |
D5M Fhone # |

. awe Uszer Information

The user is able to update any of the profile information fields noted above. Fields identified with a red asterisk (*)
are required. After all necessary changes are made, click the Save User Information button and a confirmation
pop-up screen displays. Click the OK button. The Return to the User Profile Menu button allows the user to
continue with other User Profile options. The Return to the Main Menu button returns the user to the Main Menu.
A user may want to receive optional email notifications as assessments move through each step of the workflow
process. To receive optional email notifications, click the Change User Profile/Switch Access Level button from
the Main Menu and the User Profile Menu will display. Click the Change User Preferences button and the User
Preferences screen displays.

CPARS

User Preferences H

Send email notification when a CPAR is...
[T Initiated by Assessing Official Rep.
& Drafted by Assessing Official / Rep.
¥ Rated by Assessing Official
% Reviewed hy Contractor
[T Finalized by Asszessing Official
W Completed by Reviewing Official

. Save Preferences
. Feturn to the User Profile IWlenn
. Feturn to the Bain IWenn
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The user can select to receive optional email notifications by clicking on the box adjacent to the emails they would
like to receive. A checkmark will appear in all the boxes selected. Some email options are mandatory and cannot
be de-selected. All mandatory emails are identified with a ‘radio button’ rather than a box, click on the question
mark (?) adjacent to the User Preferences title screen above to obtain additional information.

NOTE(s): 1. The User Preferences menu and its optional emails are not available at the Contract Data Entry,
Senior Contractor Representative or Command Point of Contact access levels. 2. Focal Points have the ability to
select Send Due notifications to both Assessing Official Representatives and Assessing Officials.

Click the Save Preferences button and a confirmation pop-up will display. Click the OK button.

The Return to the User Profile Menu button allows the user to continue with other User Profile options. The
Return to the Main Menu button returns the user to the Main Menu.

To change a CPARS login password, click the Change User Profile/Switch Access Level button from the Main

Menu and the User Profile Menu will display. Click the Change Login Password button and the Change Login
Password screen displays.

CPARS

Change Login Password

Current Password: ||

Mewwr Password: I

Confirm New I
Password:
Passwords must meet the following specifications:
st be changed every 60 days
are case sensitive
sour last five old passwords are kept and cannot be
rensed.
tnust he 14-20 characters
must contain at least two uppercase letters
st contain at least two lowercase letters
trst contain at least two numbers
st contain at least two special characters
Only the following special characters are allowed:
S EF%RATO-_ =[],

. Save Password
. Feturn to the User Profile Menu
. Feturn to the Main Denn

Enter the current password in the Current Password box. Enter a new password in the New Password box. The
password will display as asterisks. Re-type the password in the Confirm New Password box.

NOTE: The password is case sensitive and must contain 14-20 characters, at least two uppercase letters, two
lowercase letters, two numbers and two special characters. Passwords cannot contain any characters more than
twice in a row. The last five passwords are kept and may not be reused, and passwords are valid for a period of 60
days. If a user logs onto CPARS with an expired password, the Change Login Password screen is presented and
the user will be required to establish a new password. Click the Save Password button and a confirmation pop-up
will display. Click the OK button.
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User Feedback

The User Feedback feature is available at all access levels and allows CPARS users to identify and submit system
problems, make suggestions for system improvements or recommend changes in policy. To submit comments,
click the User Feedback button from the Main Menu and a User Feedback screen will display.

CPARS
User Feedhack
Type of Bequest: |Se|en:t j Dther:l
Eequested Priority: | Solact j
shott Descrption: I
Description: []

(1000 character limdt)

Select the type of request from the Type of Request drop-down box. If "Other" is selected from Type of Request,
then you will be required to fill in the Other field. Select the priority of the request from the Requested Priority
drop-down box. Enter a brief description in the Short Description box and a complete description in the
Description box. Click the Submit Feedback button. Click OK when the confirmation message displays. The
help desk monitors CPARS for all feedback submitted. Requests for enhancements and policy changes are routed
through the Operational Requirements Committee (ORC) for review, discussion, and disposition. The ORC
currently meets three times a year. Users submitting feedback will receive a response and an explanation of the
ORC's decision on whether or not an enhancement or change will be accepted. The Return to the Main Menu
button returns the user to the Main Menu.

NOTE: The system limitation for User Feedback is 1000 characters.
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Switch Modules

The Switch Modules feature is available at all access levels and allows users to switch between the different
modules, CPARS, ACASS, CCASS, and FAPIIS without logging out of the system. To switch to another module,
click the Switch Modules button from the Main Menu. The Module Selection Menu displays.

Module Selection Menu
Select a Wodule:

- Contractor Performance Assessment Reporting System
- Architect-Engineer Contract Administration Support System
- Construction Contractor Appraisal Support System

- Federal Awardee Performance and Integrity Information System

CPARSIACASSICCASSFAPIS, NAVSEALOGCENDET PORTSMOUTH, MH. Version : 3.3.0, Build Date : 043002002 15:00:00
Phore : (207) 432-1690 Ernail Technical Support
View Policy Guide: CPARS ACASS CCASS FAPIS

Click the applicable button CPARS, ACASS, CCASS, or FAPIIS to access that module.

NOTE: Although all module buttons, CPARS, ACASS, CCASS, and FAPIIS are visible on the Module Selection
Screen, access to those modules may be restricted based on the user's access level.
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CPARS EMAIL NOTIFICATIONS

The CPARS application will send the following email notifications:

An automatic notification is sent to users when they are assigned access to CPARS.

An automatic notification is sent whenever the Focal Point provides access to new or existing users.
Users will also receive an email when the Focal Point transfers user access to another user.

An automatic notification is sent to the Assessing Official Representative, Assessing Official, Alternate
Focal Point and Focal Point 30 days before the assessment is due to be started. This email is weekly
and continues until the assessment is started.

An automatic notification is sent to the Assessing Official, Alternate Focal Point and Focal Point when
an assessment is not completed within the 120-day objective (overdue). This email is weekly and
continues until the assessment is completed.

When the Focal Point or Alternate Focal Point auto-registers a contract, but no users are assigned.
This email is weekly and continues until users are assigned to the contract.

When the Focal Point or Alternate Focal Point assigns users to a contract and the contract is available
in auto-register, but has not been registered. This email is weekly and continues until the contract is
registered.

When the Assessing Official Representative initiates an assessment. (Optional)

When the Assessing Official Representative forwards an assessment to the Assessing Official.

When the Assessing Official returns an assessment to the Assessing Official Representative.

When the Assessing Official drafts an assessment. (Optional)

When the Assessing Official forwards an assessment to the Contractor Representative.

When the Contractor Representative returns an assessment to the Assessing Official.

When the Assessing Official sends an assessment to the Reviewing Official.

The Contractor Representative receives an email notification when the assessment is completed.

An automatic notification is sent to the Assessing Official and Contractor Representative identifying
assessments that have been forwarded to the Contractor for comment, but the Contractor has not
started entering comments. This email is weekly and continues until the Contractor enters comments
or until the assessment is retrieved by the Assessing Official after the 30-day comment period expires.
An automatic notification is sent to the Assessing Official when the Contractor 30-day comment period
expires. This email is weekly and continues until the assessment is returned by the Contractor or is
retrieved by the Assessing Official.

An automatic notification is sent to the Focal Point identifying assessments that have been archived
because the contract had a Final assessment completed at least one year ago. This email is sent
weekly.

An automatic notification will be sent to the Focal Point and Command Point of Contact identifying their
users who have not logged into CPARS for over two years. This email is sent quarterly.

An automatic notification is sent to Senior Command Official(s) when the Command Point of Contact
provides access to new/existing APM(s).

An automatic notification is sent to Senior Command Official(s) when the Command Point of Contact
provides access to additional APM(s).

Non-Active Accounts natification: Non active Senior Contractor Representatives, Focal Points,
Alternate Focal Points, and Command Points of Contact receive quarterly emails to verify whether
access is still needed.
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USING CPARS EFFECTIVELY

When Registering Contracts or Working on Assessments:

The small blue question mark (?) indicates online help is available for the adjacent field. Click on the
blue question mark and the online help window opens.

A red asterisk (*) designates a required field. All required fields must be completed to register a
contract. However, assessments can be started and saved without all required fields being
completed. Required fields must be completed whenever assessments are validated and sent to the
next workflow step.

A small calendar located adjacent to a date field allows the user to populate the date field with the use
of a mouse. Click on the calendar and select the correct date. This will assure the date is entered in
the correct format.

There is a character counter located at the bottom of data entry screens that help users identify how
many characters they have entered in text fields. Keep an eye on the character field to determine how
many characters have been entered.

CPARS has a time-out feature of 20 minutes. The time-out clock is located at the bottom of data entry
screens and appears whenever the system is idle (user not typing). If the user has a data entry
screen open and no work is performed for 20 minutes, the system will perform an automatic save.

The time-out clock is re-set whenever the user performs a save or clicks on any of the green tabs.

A red checkmark [+] next to Notes on the To Do List located next to a Contract Number indicates that
a note has been generated for that CPAR. Notes may be viewed or added by clicking on them.

A red checkmark [+] located within any of the Green Rating Tabs indicates at least one element has
been rated for the specific performance area.

General System Information:

At the bottom of every page in the CPARS application there is a link to the CPARS policy guide.
Use the To-Do List to open and work on all assessments requiring your action.

Use the Forgot Password feature to receive a system-generated, temporary password. You will still
have to remember your User ID. Your Focal Point and the Help Desk also have the ability to reset

passwords.

The CPAR Status Reports and Contract Status Reports are available to help monitor the status of
contracts and assessments.

Run a CPAR Status Report (List of CPARS) to identify who has access to an assessment (User List)
or to find out the history of the assessment (Activity Log).
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