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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 Guidance for the Contractor
Performance Assessment Reporting System. 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
CPARS. This manual was prepared by Naval Sea Logistics Center Portsmouth (NSLC PTSMH). NSLC PTSMH
continually enhances the AIS and the manual to meet the needs of customers.

Please address any recommended modifications or improvements to:

CPARS Project Manager

Naval Sea Logistics Center Portsmouth
Bldg. 153, 2nd Floor

Portsmouth Naval Shipyard

Portsmouth, NH 03804-5000

Email: webptsmh@navy.mil

Phone: Customer Support at (207) 438-1690
Fax: (207) 438-6535

Suggestions for modifying the CPARS application (problems, enhancements and/or policy) may be submitted via
the Feedback feature 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.gov.
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. Additional details on browser
requirements and security are available at https://www.cpars.gov.



http://www.cpars.gov/
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Accessing the System

The CPARS application is accessible from https://www.cpars.gov. The CPARS website offers options to
CPARS, the Federal Awardee Performance and Integrity Information System (FAPIIS), View Performance
Records, and also provides various items of interest including reference material, training information, as well as
other information. To enter the CPARS Production System, click on the Sign In button located on the right hand
side of the page. The Notice and Consent Banner will display.

CPARS

Notice and Consent Banner
Your St Ahortz

use only

AcceptiLogin with PKI ll AcceptiLogin with Password Jil Deciine |

Read the Notice and Consent Banner and then click the applicable login category link that describes your Public
Key Infrastructure (PKI) status. Either Accept/Login with PKI or Accept/Login with Password to proceed with
the login process. For Department of Defense (DoD) users, the use of PKI Login is Mandatory. Federal and
Contractor users can use the PKI login category if they have PKI. The use of PKI certificates is still a DoD
requirement that is being waived for industry users only.

NOTE: All first time users will receive a system generated email providing instructions to use the Forgot/Reset
Password button to obtain a temporary password, when access has been granted.

CPARS

This System is for UNCLASSIFIED USE ONLY!

i
Having problems logging in Forgot/Reset Password

Click on the Forgot/Reset Password link and the following screen displays.


http://www.cpars.gov/

CPARS

Forgot/Reset Password

Your password will be reset and an email will be sent to you with the new password. You will be required to change your password the next time you log in.
* ndicates Required Information

* Email Address:

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

Enter your Email Address and the temporary password, and click the applicable Login button.
NOTE: Subsequent logons for PKI users 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 15-20 characters, at
least two uppercase letters, two lowercase letters, two numbers, and two special characters. The last 24
passwords are kept and may not be reused. Passwords must differ from previous passwords by at least four
characters. Passwords must not contain personal information such as: names, phone numbers, account names,
birthdates, or dictionary words. Re-enter the new password in the Confirm New Password box.

Complete the user information. 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.

NOTE: 1. Focal Points logging in for the first time will also be required to identify all Organization(s) which they
have cognizance of. 2. Corporate Senior Contractor’s will be able to Add/Remove Unigue Entity ID (DUNS)
access.

You will be brought to the Rules of Behavior page. Read through the rules and scroll down using either the down
arrow on the right, or by using the Scroll Down button located under the Rules of Behavior. You can also scroll up
using either the up arrow on the right, or by using the Scroll Up button located under the Rules of Behavior. Upon
reaching the bottom of the rules, the Accept and Decline buttons will activate.



CPARS

Rules of Behavior

System Security Rules of Behavior/Acceptable Use Policy Training

By signing this document, you acknowledge and consent that when you access Department
of Defense (DoD) information systems:

* You are accessing a U.S. Government (USG) information system (IS) (which includes
any device attached to this information system) that is provided for U.S. Government
authorized use only.

* You consent to the follewing conditions:

- The U.S. Government routinely intercepts and monitors communications on this
information system for purposes including, but not limited to, penetration testing,
communications security (COMSEC) monitoring, network operations and defense,
personncl misconduct (PM), law enforcement (LE), and counterintelligence (CI)
investigations.

- At any time, the U.S. Government may inspect and seize data stored on this
information system.

- Communications using, or data stored on, this information system are not private,
are subject to routine monitoring, interception, and search, and may be disclosed or
used for any U.S. Government-authorized purpose.

- This information system includes security measures (e.g., authentication and access |

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

[ scro vown 3N scro up JREE3 oecn

NOTE: You will be required to review and accept the Rules of Behavior annually.
Click Accept and the Home screen will display.

NOTE: You will only have access to items on the home menu based on the access role(s) you have been granted.

C PAR S User: USER TEST | UpdateProfile | Change Password | LogOut
FEEDBACK
_ ESt.t“! Tracker: j
Tao-Do List
Welcome
Evaluations/Contract Status Report Last Successful Login: 06232020 11:46:22

View Performance Records

Pending Actions(1)

User Administration

Initiate/Edit/Delete Record

Reports (Admin) Welcome to the updated CPARS Application. Click the following link to view a video

it will guide you through the new look and feel. Modemization Tutorial

View/Print Evaluations

Status Tracker
This option allows users to quickly view the status of an evaluation. (See Status Tracker Section for more
specific information)

Update Profile
This option must be used whenever a user’s name, title, organization, or phone number changes. (See Update

Profile Section for more specific information)

Change Password
This option must be used whenever a user needs to update their password. (See Change Password Section for
more specific information)

Feedback
This option allows users to communicate suggested improvements, policy comments, and problems to system
administrators and the Change Control Board. (See Feedback Section for more specific information)



Basic Workflow
CPARS

To support the 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.

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 Reqgistration Contract Registration is the entry of basic contract/order award information, such
as Contractor Name, Contractor Address, Product/Service Code (PSC), Dollar Value, Date Signed, etc. into
CPARS. The Focal Point (FP) or Alternate Focal Point (AFP) may perform automated contract/order registration
using the CPARS Auto Register function. The Auto Register function will populate CPARS with the basic
contract/order information contained in the Federal Procurement Data System - Next Generation (FPDS-NG).
Contract/order registration may also be performed by manually entering the basic contract/order information
contained in the contract file. The Focal Point, Alternate Focal Point, Assessing Official Representative, and
Assessing Official may perform manual registration. Contract/order registration should be performed within 30 days
following contract/order award.

Step 2 — Enter Proposed Ratings Allows the Assessing Official Representative/Assessing Official to enter the
proposed ratings and narratives to reflect the contractor’s performance during the reporting period. If there is more
than one Assessing Official Representative, the Assessing Official Representatives should coordinate to ensure
that all proposed ratings and narratives have been entered prior to submitting the proposed evaluation to the
Assessing Official.

Step 3 — Validate Proposed Ratings Allows the Assessing Official to review the proposed ratings and verifies
that the narratives are detailed, comprehensive, complete, accurate, and supported by objective evidence wherever
possible. The Assessing Official signs the evaluation and sends it to the Contractor Representative.

Step 4 — Contractor Comments Allows the Contractor Representative being evaluated to provide comments on
the evaluation, indicate if they concur or do not concur with the evaluation, sign, and then return the evaluation to
the Assessing Official. The Contractor Rep has a total of 60 days following the Assessing Official’s evaluation
signature date/time to send comments. If the Contractor Representative sends comments within the first 14 days
following the Assessing Official’s signature date and the Assessing Official or Reviewing Official closes the
evaluation, the evaluation will become available for source selection within one day. On day 15 following the
Assessing Official’s evaluation signature date, the evaluation will become available for source selection with or
without Contractor Representative comments and whether or not it has been closed by the Assessing Official or
Reviewing Official. If no Contractor Representative comments have been sent and the evaluation has not been
closed, it will be marked as “Pending”. If the Contractor Representative sends comments at any time prior to 61
days following the Assessing Official’s evaluation signature date, those comments will be reflected within one day.
On day 61 following the Assessing Official’s evaluation signature date, the Contractor Rep will be “locked out” of
the evaluation and may no longer send comments.

Step 5 — Review Contractor Comments Allows the Assessing Official to close the evaluation (available only
when Contractor concurs), modify and close the evaluation, send the evaluation to the Reviewing Official, or to
modify and send the evaluation to the Reviewing Official. On day 61 following the Assessing Official’s evaluation
signature date, the evaluation is returned to the Assessing Official and the Contractor Representative may no
longer send comments. If the Assessing Official closes the evaluation or modifies and closes the evaluation, the
evaluation will be updated within one day and the “Pending” marking will be removed. If the Assessing Official
sends the evaluation to the Reviewing Official or modifies the evaluation and sends it to the Reviewing Official, the
evaluation will be updated within one day and will retain the “Pending” marking.




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 Representative whenever the Contractor
Representative indicates that they do not concur with the Assessing Official’s evaluation and when the Assessing
Official has sent the evaluation to the Reviewing Official for closure. The Reviewing Official should provide
comments, sign, and close the evaluation. When the evaluation is closed by the Reviewing Official, it will be
updated within one day and the “Pending” marking will be removed. The Reviewing Official also has the option to
return the evaluation to the Assessing Official for additional changes if desired. In such a case, the Assessing
Official should make changes as necessary, re-send the evaluation to the Reviewing Official, and the Reviewing
Official should provide comments, sign, and close the evaluation. Once the Reviewing Official completes the
actions of step 6, the evaluation is considered complete.

FAPIIS

To support the workflow, a user is assigned a unique level of access by the Focal Point. CPARS Focal Points
define a User Access Matrix that restricts access.

The following paragraphs explain the steps in the business process:

Step 1 — Access Granted. A Focal Point grants access to a FAPIIS Data Entry user. This access allows the Data
Entry user to enter FAPIIS Records.

Step 2 — Enter FAPIIS Record. Allows authorized individuals to enter specific records in FAPIIS. These include
Termination for Default, Termination for Cause, DoD Determination of Contractor Fault, Termination for Material
Failure to Comply (grants), Defective Cost or Pricing, Non-Responsibility Determination, Recipient Not Qualified
Determination (grants), Subcontract Payment Issues, Information on Trafficking in Persons, and Administrative
Agreements.

Step 3 — Save and Mark for Release. When authorized individuals complete the data entry process, he/she clicks
Save and Mark for Release and the completed FAPIIS record is immediately available for contractor comments
and source selection retrieval (Contracts) or applicant risk review retrieval (Grants).

Step 4 — Available for Comment and Retrieval. When Save and Mark for Release is selected in Step 3, an email
is sent to the contractor who is the subject of the completed FAPIIS Record. The email is sent to the primary past
performance or the primary business point of contact that is identified at the System for Award Management (SAM)
database. Note that the contractor will require access to CPARS to review and comment on any completed FAPIIS
records. There is no contractor access available in FAPIIS data entry. Contractors can view and enter comments in
the View Performance Records section of CPARS.

Step 5 — Modify a Completed Record. A FAPIIS Data Entry user has the ability to modify a completed record.
This allows the user to change the Termination Type, Convert to Termination for Convenience, select Record
Withdrawn/Rescinded, enter a Reason Withdrawn/Rescinded, or upload a new attachment, when applicable. Note
that when a record is converted to Termination for Convenience, or when the record is Withdrawn/Rescinded, the
record is then archived and no longer visible for contractor comments and source selection retrieval (Contracts) or
applicant risk review retrieval (Grants).

Step 6 — Available in FAPIIS Public Website. In accordance with Federal Acquisition Regulation (FAR) 9.105-2,
after a 14-day delay the FAPIIS record will be available in the FAPIIS Public website. This website provides the
public access to integrity and performance information from CPARS and proceedings and exclusion information
from the System for Award Management (SAM) database. The FAPIIS Public website is located at
https://www.fapiis.gov.
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Access Levels

Focal Point

The Focal Point is responsible for the collection, distribution, and control of evaluations and FAPIIS records. Focal Points
are key players in the success of the CPARS and FAPIIS automated workflows. Focal Point access is granted only upon
the completion of the Focal Point User Access Request available at https://www.cpars.gov/access.htm. Focal Points
coordinate CPARS and FAPIIS access for a specifically assigned area of responsibility. The Focal Point is also authorized
to register contracts/orders that will require a contractor performance evaluation. The Focal Point assists the workflow
users in implementing the automated processes by providing training and helping with administrative matters to ensure
that evaluations and records are completed in a timely manner and are of high quality.

CPARS User: USER TEST | UpdateProfile | ChangePassword | LogOut
FEEDBACK
To-Do List
Welcome
Evaluations/Contract Status Report Last Successhul Login: 06/04/2020 11:13:23
User Administration Please choose an option from the Menu

Initiate/Edit/Delete Record

Reports (Admin)

View/Print Evaluations ‘ PR N
n. Click the following link to view a video that will guide you through the new look and feel. Modernization Tutorial

To-Do List

This option is a quick and efficient way for the Focal Point to monitor and check the status of pertinent evaluations and
FAPIIS records. Click the To-Do List button. A To-Do List Parameters screen displays. The Focal Point can select
Include All to produce a list of all evaluations that have been started or are due to be started and require action within
his/her area of responsibility and all FAPIIS records that have been started and not yet completed.

Select Document Number and enter a contract number in the adjacent field to limit the list of evaluations/records to a
specific contract number. 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 then click the Show To-Do List button.

C PARS User: AMANDA LOGAN Update Profile | Change Password | LogOut
HOME
To-Do List Parameters
Home
® Include All
To-Do List Document Number: F
Evaluations/Contract Status Report User Role: (Select from List) v
User: i v
User Administration fSetect rom Lt
Show To-Do List

Initiate/Edit/Delete Record

Reports (Admin)

View/Print Evaluations

A list of evaluations will display based on the parameters selected by the Focal Point. The To-Do List identifies, for each
evaluation/record, the Document Number, Record Type, Unique Entity ID (DUNS), Period of Performance/Action Date,
Role, the Action Required, the Assigned date, the Due Date, 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.
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sedract Slatus Report

PRate, Send to Contractar a4
e, St b Coriracton afber 04/18/2031

Evaluations/Contract

This option allows the Focal Point to monitor the status of contracts and evaluations that have been started or completed
for each contract/order under the Focal Point’'s cognizance. The Status Report will display information as counts or as a
list of contracts and evaluations that allows the Focal Point read-only access to each. (See Evaluations/Contract Status
Report Section for more specific information)

User Administration

This option allows the Focal Point to grant access to a new or existing user, change existing users’ access level, remove
users’ access, update users’ profile information, delete users, clone user accounts, transfer access from one user to
another user when needed, and assign an Alternate Focal Point. Focal Points must grant access to all personnel involved
in the automated workflows 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/orders that require evaluating contractor performance. To access the User Administration options, click User
Administration. The User Administration menu options display.

Manage CPARS Access
To grant access to contracts, the Focal Point clicks Manage CPARS Access. The Manage CPARS Access screen
displays.

NOTE: If you have the ability to assign access on behalf of multiple Focal Points, you will need to select the Focal Point
that is responsible for the contract when performing these actions. Select the Focal Point you will be representing from the
drop-down. If you need to toggle to another Focal Point for more action(s), click Manage CPARS Access and start the
process again.

C PARS User: AMANDA LOGAN | Update Profile | ChangePassword | LogOut
HOME
Manage CPARS Access
Home
To add access to a CPARS user, Select/Add a Contract Number, User, and User Role.
ifo-Daist Manage By: ® Contract: (Select or Add Contract) v
Evaluations/Contract Status Report User: [(Sele:t or Create User) vJ [ search |

User Role: (Select User Role) v

User Administration

Manage CPARS Access I_ Add Access to User _I

Contract Number: (Select a Contract Number to continue.)

Manage FAPIIS Access

Manage Alternate Focal Point(s)

Initiate/Edit/Delete Record

Reports (Admin)
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To grant access to a contract, the Focal Point selects/enters a contract number from the Contract drop-down,
selects or creates a user from the User drop-down, and selects a user role from the User Role drop-down. Once
all fields have been completed, the Add Access to User button will be available.

NOTE: If the Focal Point selects Add New Contract from the Contract drop-down, they must click the confirm button
to ensure that no other Focal Point owns the contract/order.

c PARS User: AMANDALOGAN | Update Profile | Change Password | LogOut
HOME
Manage CPARS Access
Home
To ad WHS user, Select/Add a Contract Mumbes, User, and User Role
To-Do List Manage By: ® Contract: “Add New Conbract” il |
Evaluations/Contract Status Report New Contract: 00 112341605859 | orden: ==

User Administration o JOSH STEWART . m
Mariage CPARS Actrs vser Rote: Bhvising tinca): T —
Add Access 1o User
Manage FAPIIS Access
Cantract Number: (Entes and Confirm a new Contract Number o continue.)

Manage Alternate Focal Polnt{s)

initkate/Edit/Belete Recond

Reports [Admin]

View/Print Evaluations

The Focal Point clicks the Add Access to User button. The user will be added to the specified contract at the
specified role. They will receive an email notification with instructions for obtaining a password.

To Manage User Access by Contract: The Focal Point selects the Contract radio button and selects the
applicable contract/order number from the drop-down. The contract/order number and users assigned will display
along with options to Remove and Clone.

NOTE: If the Focal Point previously registered or granted access to a contract/order, the contract/order can be
selected from the Contract drop-down box.

CPARS User: AMANDALOGAN | Update Profile | Change Password | LogOut
HOME
Manage CPARS Access
Home
To add access to a CPARS user, Select/Add a Contract Number, User, and User Role.
To-Do List Manage By: ® Contract: *Add New Contract” v
Evaluations/Contract Status Report Mew Coniract: ‘IDDMZBMSDESGH | Order: | | m

User Administration User: (Select or Create User) '] \ Search |

Manage CPARS Access User Role: (Select User Role) M

I' Add Access to User \

Manage FAPIIS Access

Contract Number: D0OJ123416D5860
Manage Alternate Focal Point(s)

[Spreadsheet]
Initiate/Edit/Delete Record
(All) Users | Remove Email Address User Role
Reports (Admin) BONNIE DEXTER bonnie.dexter@noemail.mil | Reviewing Official
FRANK JONES frank.jones@noemail.mil | Assessing Official
View/Print Evaluations
MIKE MORGAN mike.morgan@noemail.mil |Contractor Rep

Remove — This option allows the Focal Point to remove one or more users’ access to the contract/order that was
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selected from the drop-down. The Focal Point selects the applicable user(s) from the table or clicks All and then
clicks Remove. The Confirm Remove User Access screen will display. The Focal Point clicks the Confirm button
to remove the users’ access to the displayed contract/order. The screen will refresh and a message will appear
that the user(s) has been removed from the contract/order. Click OK to close the message. The list of users will
automatically refresh to exclude the removed user(s). To cancel and return to the Manage CPARS Access screen,
the Focal Point clicks Cancel.

Clone — This option allows the Focal Point to clone one or more users that are assigned to the contract/order that
was selected from the drop-down to another contract/order. The Focal Point selects the applicable user(s) from the
table or clicks All and then clicks Clone. The Confirm Clone Contract Access screen will display.

C PA RS User: AMANDA LOGAN | Update Profile | ChangePassword | Logout
HOME
Hore Confirm Clone Contract Access
- [ connm Ji{ cance |
Clone to Contract: | (Select or Add Contract) ¥

Evaluations/Contract Status Report
Note: The following contract access will be cloned:

User Administration
User Name User Role
Manage CPARS Access BONNIE DEXTER | Reviewing Official
FRANK JONES  |Assessing Official

Manage FAPIIS Access

Manage Alternate Focal Point{s)

Initiate/Edit/Delete Record

Reports (Admin)

Viewy/Print Evaluations

The Focal Point selects an existing contract or selects Add New Contract from the Clone to Contract drop-down.
Once an existing contract or new contract has been entered, the Focal Point clicks the Confirm button. The screen
will refresh and a message will appear that the user(s) have been cloned. To clone access to another contract,
click the Clone Again button. To return to the Manage CPARS Access screen, the Focal Point clicks Return to
Manage User Access.

The [Spreadsheet] function will export the data columns displayed, into a Microsoft Excel Spreadsheet.

To Manage User Access by User: The Focal Point selects the User radio button. All users authorized by the Focal Point
display in the drop-down. The Focal Point selects the desired user name from the drop-down, and a list of contracts/orders
the user has access to and the role assigned will display. The available options for the Focal Point are: User Profile,
Delete User, Transfer, Remove, Change Role, and Clone.

NOTE: If the Focal Point also holds a workflow role (i.e. Assessing Official Rep, Assessing Official, or Reviewing Official),
they will not have the User Profile or Delete User options.

To search for a user granted access by a different Focal Point or a user who completed the Self-Registry in system click
the Search button and the Search for Existing 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

or Create User box.

NOTE: If the Focal Point has already granted access to a user, the user can be selected from the Select or Create
User drop-down box.
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CPARS User: AMANDA LOGAN | Update Profile | Change Password | LogOut

]

HOME
Manage CPARS Access

To add access to a CPARS user, Select/Add a Contract Number, User, and User Role,

Home

To-Do List Manage By: © Contract: (Select or Add Contract) ¥

Evaluations/Contract Status Report ® User 'BONNIE DEXTER '] ("searen |

User Administration User Role: (Select User Role) v

Manage CPARS Access | Add Access to User |

Manage FAPIIS Access YT BoNNIE DEXTER

[Spreadsheet]
Manage Alternate Focal Point(s)

——
Initiate/Edit/Delete Record (~/All) contracts [ Transfer ] |_Remove ] [ Change Role ) [ Clone | | User Role

D0J123416D5860 Reviewing Official
Reports (Admin) DO0J1234517D34565 Reviewing Official
NGB1234517D5658 Reviewing Official

View/Print Evaluations

User Profile — This option allows the Focal Point to view and/or edit the user’s profile information including the User’s
name, organization, title, email address, and phone number. Click User Profile and the Confirm User Profile screen will
display. If the Focal Point needs to make changes to the profile, they make the necessary changes and click the Confirm
button. The screen will refresh and a message will appear that the profile has been updated. To view or make no changes
and be returned to the Manage CPARS Access screen, the Focal Point clicks Cancel.

Delete User — Clicking on this option allows the Focal Point to completely delete a user from the CPARS database. To
delete a user, click the Delete User button. The Confirm Delete User screen will display. If the Focal Point wants to delete
the user, the Focal Point clicks the Confirm button. The screen will refresh and a message will appear that the user has
been deleted. To cancel the deletion and return to the Manage CPARS Access screen, the Focal Point clicks Cancel.

Transfer— This option allows the Focal Point to transfer CPARS access from one user to another user when needed. This
function is particularly useful when individuals are reassigned and no longer involved with initiating or completing
evaluations. The Focal Point selects the applicable contract(s)/orders(s) from the table or clicks All and then clicks
Transfer. The Confirm Transfer User Access screen will display.

C PA RS User: AMANDA LOGAN Update Profile | ChangePassword | LogQut
HOME
Home Confirm Transfer User Access
To-do st [ confim Ji{ Cance
Transfer To User: [ (Select or Create User) ¥ m

Evaluations/Contract Status Report

Delete User After Transfer: Oves ®No

User Administration Note:The fallowing contract access will be transfered:

From User: BONMIE DEXTER
Manage CPARS Access

Contract User Role

Manage FAPIIS Access

D0J123416D5860 | Reviewing Official

Manage Alternate Focal Point(s) NGB1234517D5658 | Reviewing Official

Initiate/Edit/Delete Record

Repaorts (Admin)

View/Print Evaluations

The Focal Point selects an existing user or selects Create New User from the Transfer to User drop-down. If the

Focal Point has selected Create New User, they must enter the First Name and Last Name in the applicable Name boxes
and an email address in the Email Address box. The drop-down box includes a list of existing users that have been
given access to CPARS by the Focal Point. 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 Confirm button, as long as no other Focal
Points have assigned access to that user. Click the Confirm button to complete the transfer process. The screen will
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refresh and a message will appear that the access has been transferred. To return to the Manage CPARS Access screen,
the Focal Point clicks Return to Manage User Access.

NOTE: When transferring to a New User, a system generated email will be sent to the user when he/she is
assigned to a workflow role to inform the user of the temporary password procedures, responsibilities, and
resources available.

If the Focal Point also holds a workflow role (i.e. Assessing Official Rep, Assessing Official or Reviewing Official), and
they have selected to transfer contracts from one of these accounts to someone else, they will not have the ability to
Delete User after transfer.

Remove Access — This option allows the Focal Point to remove access to one or more contracts/orders for the user
that was selected from the drop-down. The Focal Point selects the applicable contract(s)/orders(s) from the table or
clicks All and then clicks Remove. The Confirm Remove User Access screen will display.

CPARS User: AMANDA LOGAN | Update Profile | Change Password | LogOut
HOME
Home Confirm Remove User Access
Dol [ confim Jif Cancel

Note: The following contract access will be removed:
Evaluations/Contract Status Report

‘ Contract ‘ User Name | User Email | User Role ‘
User Administration ‘ D0J123416D5860 ‘ BONNIE DEXTER | bonnie.dexter@noemail.mil | Reviewing Official ‘
Manage CPARS Access

Manage FAPIIS Access

Manage Alternate Focal Point(s)

Initiate/Edit/Delete Record

Reports (Admin)

View/Print Evaluations

The Focal Point clicks the Confirm button to remove the users’ access to the displayed contracts/orders. The
screen will refresh and a message will appear that the user has been removed from the contracts/orders click OK.
The list of contracts will automatically refresh to exclude the removed contract(s). To cancel and return to the
Manage CPARS Access screen, the Focal Point clicks Cancel.

Change Role — This option allows the Focal Point to modify the user’s role. The Focal Point selects the applicable

contract(s)/orders(s) from the table or clicks All and then clicks Change Role and the Confirm Change User Role screen
will display.
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CPARS

Home

To-Do List

Evaluations/Contract Status Report

User Administration

Manage CPARS Access

Manage FAPIIS Access

Manage Alternate Focal Point(s)

Initiate/Edit/Delete Record

Reports (Admin)

View/Print Evaluations

CPARS

Home

To-Da List

Evaluations/Contract Status Report

User Administration

Manage CPARS Access

Manage FAPIIS Access

Manage Alternate Focal Point(s)

Initiate/Edit/Delete Record

Reports (Admin)

View/Print Evaluations

User: BONNIE DEXTER

New Role: 7(Select User Role) v

User: AMANDA LOGAN | Update Profile | ChangePassword | LogOut

&
HOME

Note: Access to the following contracts will be changed:

Contract User Role

D0.J1234517D34565 | Reviewing Official

Gaineto bsen | (Select or Create User) ¥ m

The Focal Point selects the new user role from the New Role drop-down box and clicks the Confirm button. The
screen will refresh and a message will appear that the user role has been changed. To cancel and return to the
Manage CPARS Access screen, the Focal Point clicks Cancel.

NOTE: The Change Role option is not available when a contractor representative is selected from the User drop-
down.
Clone — This option allows the Focal Point to clone the access from one user to another user. The Focal Point
selects the applicable contracts/orders from the table or clicks All and then clicks Clone. The Confirm Clone User
Access screen will display.

User: AMANDA LOGAN Update Profile | Change Password Log Out

HOME

Confirm Clone User Access

Note: The following contract access will be cloned:

Contract User Role

D0J123416D5860 | Reviewing Official

D0J1234517D34565 | Reviewing Official

The Focal Point selects an existing contract or selects Create New User from the Clone to User drop-down. If the Focal
Point has selected Create New User, they must enter a first name in the First Name box, a last name in the Last Name
box, and an email address in the Email Address box. The drop-down box includes a list of existing users that have been
given access to CPARS by the Focal Point. Once an existing user or new user has been entered, the Focal Point clicks
the Confirm button. The screen will refresh and a message will appear that the user access has been cloned. To return to
the Manage CPARS Access screen, the Focal Point clicks Return to Manage User Access.

NOTE: When cloning to a New User, a system generated email will be sent to the user when he/she is assigned to a
workflow role to inform the user of the temporary password procedures, responsibilities, and resources available.
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The [Spreadsheet] function will export the data columns displayed, into a Microsoft Excel Spreadsheet.

To Manage User Access by User Role: The Focal Point selects the User Role radio button, and the desired user role
from the drop-down, a list of users and the contract/order number(s) they have access to will display. The only available
option for the Focal Point is Remove.

CPARS User: AMANDA LOGAN | Update Profile | Change Password | LogOut

HOME

Manage CPARS Access

Home

To add access to a CPARS user, Select/Add a Contract Number, User, and User Role.
To-DoList Manage By: O Contract: (Select or Add Contract) v
Evaluations/Contract Status Report User: [(selector Create User | (EERLD)

st Sk iehation W i Rokes Assessing Official i
Manage CPARS Access [ Add Access to User |

User Role: Assessing Official
Manage FAPIIS Access

[Spreadsheet]
Manage Alternate Focal Point(s) -~
Users | Remove Email Address Contracts
Initiate/Edit/Delete Record BOB BURNS bob.burns@noemail.mil |NGB1234517D5656
BOBBURNS bob.burns@noemail.mil | NGB1234517D5658
Reports (Admin) - e
FRANK JONES frank.jones@noemail.mil | DOJ123416D5860

View/Print Evaluations

The [Spreadsheet] function will export the data columns displayed, into a Microsoft Excel Spreadsheet.

Remove Access — This option allows the Focal Point to remove access to one or more contracts/orders for the user role
that was selected from the drop-down. The Focal Point selects the applicable user(s) from the table and then clicks
Remove. The Confirm Remove User Access screen will display.

C PARS User: AMANDA LOGAN Update Profile | Change Password | LogOQut
HOME
Home Confirm Remove User Access
To-do st [ confim Ji Cance!

Note: The following contract access will be removed:

Evaluations/Contract Status Report

Contract UserName | User Email User Role

User Administration D0J123416D5860 | FRANK JONES | frank.jones@noemail.mil | Assessing Official

Manage CPARS Access

Manage FAPIIS Access

Manage Alternate Focal Point(s)

Initiate/Edit/Delete Record

Reports (Admin)

View/Print Evaluations

The Focal Point clicks the Confirm button to remove the users’ access to the displayed contracts/orders. The screen will
refresh and a message will appear that the user has been removed from the contracts/orders click OK. The list of users
will automatically refresh to exclude the removed user(s). To cancel and return to the Manage CPARS Access screen,
the Focal Point clicks Cancel.
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Manage FAPIIS Access
To grant access to FAPIIS, the Focal Point clicks Manage FAPIIS Access. The Manage FAPIIS Access screen displays.

C PA RS User: AMANDA LOGAN Update Profile | Change Password | LogOut

HOME
Manage FAPIIS Access
User: ‘(Select or Create User) ¥ m

| Add Access to User 'I

Home

To-Do List

Evaluations/Contract Status Report
User: (select a User to continue)

Manage CPARS Access

Manage Alternate Focal Point(s)

Initiate/Edit/Delete Record

Reports (Admin)

View/Print Evaluations

The Focal Point selects or creates a user from the User drop-down, and clicks the Add Access to User button. The
user will be granted access to FAPIIS and will receive an email notification with instructions for obtaining a password.

To search for a user granted access in CPARS or granted access by a different Focal Point in the system, click the
Search button and the Search for Existing 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
or Create User box.

NOTE: When using the Search button to search for existing users, only existing FAPIIS users, or users with
Alternate Focal Point, Assessing Official Representative, Assessing Official, and Reviewing Official access to
CPARS will be visible. This includes users with access granted by a different Focal Point.

NOTE: If granting access to a FAPIIS Data Entry user and the email address entered appears to be non-
government, the Focal Point will receive a warning to check the entered information.

To view or modify an existing user, the Focal Point selects the desired user name from the drop-down, a list of records the

user has access to will display. The available options for the Focal Point are: User Profile, Transfer, Remove Access, and
Delete User.
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C PA RS User: AMANDA LOGAN Update Profile | Change Password | LogOut

Manage FAPIIS Access
user: [grecory Jones v (S0
Add Access to User

[Spreadsheet]

Home

To-Do List

Evaluations/Contract Status Report

Manage CPARS Access — -
(-'All) pocument | Transfer | |Record Type DUNS

Not Applicable Administrative Agreement | 999999999

DRT1234455 Termination for Cause 999999999

Manage Alternate Focal Point(s)

Initiate/Edit/Delete Recard

Reports (admin)

View/Print Evaluations

The [Spreadsheet] function will export the data columns displayed, into a Microsoft Excel Spreadsheet.

User Profile — This option allows the Focal Point to view and/or edit the user’s profile information including the User’s
name, title, organization, email address, and phone number. Click User Profile and the Confirm User Profile screen will
display. If the Focal Point needs to make changes to the profile, make the necessary changes and click the Confirm
button. The screen will refresh and a message will appear that the profile has been updated. To view or make no changes
and be returned to the Manage FAPIIS Access screen, the Focal Point clicks Cancel.

Remove Access — Clicking on this option allows the Focal Point to remove the existing user’s access to FAPIIS. To
remove access, click the Remove Access button. The Confirm Remove User screen will display. If the Focal Point wants
to Remove the user’s access the Focal Point clicks the Confirm button. The screen will refresh and a message will
appear that the user’s access has been removed. To cancel removing access and return to the Manage FAPIIS Access
screen, the Focal Point clicks Cancel.

NOTE: If the user has access to FAPIIS only, the Remove User Access screen will display a notice that states "This User
only has access to FAPIIS and will be deleted when access is removed. Note that all records created by this user will be
retained and labeled "Unassigned" in reports."”

Delete User — Clicking on this option allows the Focal Point to completely delete a user from FAPIIS. To delete a user,
click the Delete User button. The Confirm Delete User screen will display. If the Focal Point wants to delete the user, the
Focal Point clicks the Confirm button. The screen will refresh and a message will appear that the user has been deleted.
To cancel the deletion and return to the Manage FAPIIS Access screen, the Focal Point clicks Cancel.

NOTE: If the Focal Point also has FAPIIS Data Entry access, and selects themselves from the drop-down, they will not
have the ability to Delete User.

Transfer— This option allows the Focal Point to transfer FAPIIS access from one user to another. This function is
particularly useful when individuals are reassigned and no longer involved with entering records. The Focal Point selects
the applicable record(s) from the table or clicks All and then clicks Transfer. The Confirm Transfer User Access screen

will display.
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CPARS User: AMANDA LOGAN | Update Profile | Change Password | LogOut

HOME
Han Confirm Transfer User Access
— | conm i Cancel ]
Transfer To User: [ galact or Greate User) ¥ I m
Evaluations/Contract Status Report T ————————————
Delete User After Transfer: OYes ®@No

llowing access will be transfered:

From User: GREGORY JOMES
Manage CPARS Access

| Document | Record Type | DUNS ‘

| DRT1234455 | Termination for Cause | 999999999 ‘

Manage Alternate Focal Point(s)

Initiate/Edit/Delete Record

Reports (Admin)

View/Print Evaluations

The Focal Point selects an existing user or selects Create New User from the Transfer to User drop-down. If the Focal
Point has selected Create New User, they must enter a name (First Name and Last Name only) in the Name box and an
email address in the Email Address box. The Focal Point can choose to Delete User After Transfer. This action will
delete the user from the FAPIIS database when the Focal Point clicks on the Confirm button, as long as no other Focal
Points have assigned access to that user.

To search for a user granted access in CPARS or granted access by a different Focal Point in the system, click the
Search button and the Search for Existing 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
or Create User box.

Click the Confirm button to complete the transfer process. The screen will refresh and a message will appear that the
access has been transferred. To return to the Manage FAPIIS Access screen, the Focal Point clicks Return to Manage
User Access.

NOTE: When transferring to a New User, a system generated email will be sent to the user to inform the user of the
temporary password procedures, responsibilities, and resources available.

NOTE: If the user also has access to CPARS, the system will only provide the Focal Point with the option to
remove FAPIIS access and the user will not be deleted.
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Manage Alternate Focal Point(s)

This option allows the Focal Point to assign up to five individuals as an Alternate Focal Point. An Alternate Focal Point has
the 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 the automated system at the same time to create/manage
user accounts and to run reports, etc. To assign an Alternate Focal Point, click Manage Alternate Focal Point(s). The
Manage Alternate Focal Point(s) screen displays.

CPARS User: AMANDALOGAN | UpdateProfile | Change Password | LogOut
HOME
Manage Alternate Focal Point(s)
Home
User: [(select or Create User) QN Search ]

To-Do List

| Assign Anternate Focal Point |
Evaluations/Contract Status Report
Current Alternate Focal Point(s):

User Administration
‘Name |EmaiEAddress ‘Phone Number|[}elete |

Manage CPARS Access ‘DOROTHY CRAWFORD|(Icmlhy.crawfnrdl@nnema\'l,mil‘ |[Dalete]|

Manage FAPIIS Access

Manage Alternate Focal Point(s)

Initiate/Edit/Delete Record

Reports (Admin)

View/Print Evaluations

To grant access, the Focal Point selects the Create New User option or by selecting an existing user from the User drop-
down. If the Focal Point has selected Create New User, they must enter the First Name and Last Name in the applicable
Name boxes and an email address in the Email Address box. The drop-down box includes a list of existing users that
have been given access to CPARS by the Focal Point. Once a new name is entered or an existing user selected, click the
Assign Alternate Focal Point button.

NOTE: The Assign Alternate Focal Point button will not be available until an existing user or Create New User has been
selected.

NOTE: To search for an existing user click the Search button and the Search for Existing 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 or Create User box.

To delete an Alternate Focal Point, click on the [Delete] button. The Confirm Delete User screen will display. If the Focal
Point wants to delete the user, the Focal Point clicks the Confirm button. The screen will refresh and a message will
appear that the user has been deleted. To cancel the deletion and return to the Manage Alternate Focal Point screen, the
Focal Point clicks Cancel.

NOTE: When the Alternate Focal Point is a New User, a system generated email will be sent to user when he/she is
assigned as an Alternate Focal Point to inform them of the temporary password procedures, responsibilities, and
resources available.

Initiate/Edit/Delete Record

This option allows the Focal Point to register or update contracts, edit evaluations, delete evaluations or contracts, or
update the organization on contracts. To access the Initiate/Edit/Delete Record options, click the Initiate/Edit/Delete
Record option. The Initiate/Edit/Delete Record menu options display.
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Auto Reqister Contracts

This feature provides Focal Points the ability to produce and review a list of CPARS-eligible contracts/orders. From the list
of eligible contracts/orders, the Focal Point is able to quickly auto-register individual contracts/orders in CPARS.
Registering contracts/orders 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 FPDS-NG. This daily data feed is the basis for
the Auto Register Contracts feature. The most recent three years of contract/order award information is available. Click the
Auto Register Contracts option. The Auto Register Contracts screen will display.

NOTE: If you have the ability to Auto Register on behalf of multiple Focal Points, you will need to select the Focal
Point that is responsible for the contract when performing these actions. Select the Focal Point you will be
representing from the drop-down. If you need to toggle to another Focal Point for more action(s), click Auto
Register Contracts and start the process again.

Focal Points are able to query for CPARS-eligible contracts/orders by selecting at least one Contracting Office ID
or by entering the full or partial contract number. Contracts/orders previously removed from the CPARS-eligible list
can be viewed and auto-registered by checking the box Include Removed Contracts. The Auto Register Report
may also be sorted by up to seven sort options. Select the desired option from the Sort By drop-downbox.

NOTE: If a contract/order meets the threshold and is in FPDS, the Focal Point must use the Auto Register function
to register it. All changes and updates to the contract information on these contracts/orders must be made in

FPDS-NG. This includes cases where the record was manually registered and initiated prior to CPARS ever
receiving the FPDS record.

User: JOSEPH BUTLER | Update Profile | Sharge Password | LegOul
CPARS
B M
5aE

HOME
Home Auto Register Contracts

ort Wames [ |
office 10: [[Select Contracting Office ID kom FPDS)  ~] m m "

Selected Contracting Office 10(s): [[Hone Selecied)

Initiate/ Edit/ Delete Record

Auto Register Contracts

Contracting Office ID: To ensure that Focal Points are searching for contracts/orders in Auto Register belonging
to them, search by the Contracting Office ID. The Contracting Office ID is a required field when processing data in
FPDS-NG. If Focal Points are unaware of their Contracting Office ID, they should contact their FPDS-NG
administrator. Running this query will produce a list of CPARS-eligible contracts/orders that have been sent to
FPDS-NG by the applicable Contracting Office(s).

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/order number or to produce a specific list of CPARS-eligible contracts/orders. For example, if a Focal

Point would like to produce a list of CPARS-eligible contracts/orders that begin with DP43211, he/she would enter
the value of DP43211.
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If the user wishes to save a report to run it again in the future, the user enters a Report Name in the Report
Name box and clicks the Save icon button. The Auto Register Report Parameters screen will refresh and a
Select Saved Report drop-down will appear.

To run the saved report in the future, the user would select the Report Name from the drop-down and
click Run Report.

To change the parameters of a saved report, select the Report Name from the drop-down, select/de-
select the desired parameters and click the Save icon.

To delete a saved report, select the Report Name from the drop-down and click Delete.

Auto Reqister 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. Contracts/orders not meeting the established

minimum dollar threshold for CPARS reporting will not be displayed. To register contracts under the

minimum dollar threshold, use the manual Register a Contract button. Also, contracts/orders that have

already been registered in CPARS will not be displayed. If the base Indefinite Delivery Vehicle (IDV) has

been registered in CPARS a ® symbol will be shown next to any task orders for that contract. Contracting

Office ID and Contracting Office identify the Contracting Office that placed the contract/order. Base and All
Options Value is the aggregate value used to determine if the contract/order exceeds the minimum

reporting dollar thresholds.

Date Signed indicates the date the contract/order was awarded. Est. Ultimate Completion Date/Last Date to Order
indicates the end date of the contract/order. Available Date indicates the date that the contract/order became
available in Auto Register. Prepared by indicates the email address of the person who prepared the contract action
report in FPDS-NG.

CPARS User: JOSEPH BUTLER | Updghe Profls | Change Passwesd | LopOut
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Auto Reaqister Contracts: The Focal Point should review the data and select the appropriate
Organization from the drop-down list. The Organization 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 a Department of Energy Focal Point will see their organizations. Clicking view adjacent
to a contract/order number will display the contract award data.

Check the applicable contracts/orders to be registered in the column labeled Register.
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Once the appropriate contracts/orders have been checked for registration, the Focal Point then clicks the
Register/Remove Selected Contracts button. A popup will appear asking you: "Are you sure you want to
register/remove the selected contract(s)?" After selecting the OK button on the popup, the list of contracts/orders
will automatically refresh to exclude the contract(s)/orders(s) that were registered and another popup will appear
stating how many contract(s) were registered.

NOTES: 1. Contracting Officer Name and Email data is only available for Army and US Army Corps of Engineers
contracts/orders and/or for any other Service/Agency adopting the use of Army Contracting Business Intelligence
System (ACBIS). 2. When the contract/order is auto registered, the Contracting Officer name is pre-populated if
available. 3. Dollar values for contract/order actions with multiple Contract Action Reports are aggregated in auto
register.

Once the Focal Point obtains the list of contract(s)/order(s) available for Auto Registration and the Focal Point
desires to have one or more contract(s)/orders(s) removed from this list, the Focal Point checks the
contract(s)/order(s) slated for removal from the column labeled Remove. Once the appropriate contract(s)/order(s)
have been checked for removal the Focal Point then clicks the Register/Remove Selected Contracts button. A
popup will appear asking you: "Are you sure you want to register/remove the selected contract(s)?" After selecting
the OK button on the popup, the list of contract(s)/order(s) will automatically refresh to exclude the
contract(s)/order(s) that were removed and another popup will appear stating how many contract(s) were removed.

NOTE: 1. The Remove checkbox on Contracts/Orders requiring evaluations are greyed out if the Contract/Order
cannot be removed. 2. 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.

To return to the Auto Register Contracts Parameters screen, click the Return to the Auto Register Contracts
Parameters button.

Edit an Evaluation

This option allows the Focal Point to change the Evaluation Type on an in-process or previously completed
evaluation, to change the Status on an in-process evaluation, or to update an in-process evaluation at the Initiated
or Drafted status with the latest information in the Contract Data Record, that CPARS has received from FPDS-NG.
To edit an evaluation, click Edit an Evaluation. The Edit an Evaluation selection screen displays.
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CPARS User: AMANDA LOGAN | UpdateProfile | Changs Password | LogQut

L)

HOML

Edit an Fvaluation

|} Order Humbar:

Hame

To-Do List

Evaluatinns/Cantract Status Repart

User Administration

Initizte/Cdit/Delete Record

Aute Register Contracts

Edit an Evaluation

Delete an Evaluation/Contract

Reglster/Update a Contract

Update Organization en Contract(s)

Reports (Admin)

Enter the contract number in the Contract Number box and the order number, if applicable, in the Order Number
box. Click the Continue button. The Edit an Evaluation screen will display. Clicking on the Contract Number will
display the evaluation. To edit the evaluation, click Edit and the Edit Evaluation screen will display.

CPARS User: ANDREAWEBBER | UpdsteProfile | Change Password | LogOut
SAVE HOME
Home Contract/Schedule Number: N123451500108
Order Number:
To-Do List

Period of Performance: 08/02/2014-08/01/2015
Evaluations/Contract Status Report Evaluation Type: [ Interim v | @
Status:| Assessing Official (Drafied) v

Business Sector-Subsector:

User Administration Name/Address of Contractor:

Vendor Name: ACME
Initiate/Edit/Delete Record

Strest- 33 ACME DRIVE

Auto Register Contracts City- DOVER

Edit an Evaluation

Country

Delete an Evaluation/Contract

Unique Entity ID (DUNS):

RegisteriUpdate s Contract
e Unique Entity ID (SAM]:

Initiate an Evaluation Product/Service Code: H376

Principal NAICS Code:

e e Contract Office: NTRACTING OFFICE

Initiate a FAPIIS Record Date Signed: 02
Effective Date: 02/02/2014

Delete a FAPIIS Record Est. Uktimate Completion Date/Last
Dateto Order: 07/31/2013

Edit a FAPIIS Record Est./Actual Completion Date: i1

Update Organization on Contract(s) Base and All Options Value :
Action Obligation:

Reports (Admin)
Extent Competed:

Type of Contract:

Refresh Coniract Data from FPDS*

* Results from FPDS may be delayed

View/Print Evaluations

To change the Evaluation Type on an in-process or previously completed evaluation, select the correct Evaluation
Type from the Evaluation Type drop-down. Click the Save icon. A pop-up will appear stating the evaluation has

been saved.

NOTE: 1. Basic information is displayed to help the Focal Point choose the correct evaluation type. 2. When
changing the Evaluation Type to Final or Addendum, the Focal Point will need to enter the Est. Ultimate
Completion Date/Last Date to Order.
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To change the Status on an in-process evaluation, select the correct Status from the Status drop-down. Click the
Save icon. A popup will appear stating the evaluation has been saved.

NOTE: If an evaluation is available for source selection, it CANNOT be restatused through this feature.

To update an in-process evaluation at the Initiated or Drafted status with the latest information in the Contract Data
Record received from FPDS, click on the Refresh Contract Data from FPDS button, click the Save icon. A popup
will appear stating the evaluation has been saved.

NOTE: 1. Basic information is displayed to help the Focal Point identify the fields being updated. 2. There is
typically a three-day delay between the time a Contract Action Report (CAR) in entered in FPDS and the time the
data on that CAR is reflected in CPARS.

Delete an Evaluation/Contract

This option allows the Focal Point to delete registered contracts/orders and/or evaluations at the initiated or drafted
status. To delete a registered contract/order or an in-process evaluation, click Delete an Evaluation/Contract.
The Delete Evaluation/Contract selection screen displays. The contracts/orders and evaluations available for
deletion will be displayed.

CPARS User: AMANDA LOGAN | Update Profile | Change Password | LogOut

)

HOME

Delete an Evaluation/Contract

fol

Home

To-Da List
afted status
n the Delete link

Evaluations/Contract Status Report

Contract Number | Period of Performance | Evaluation Type | Current Status

User Administration NGB1234517D5656 | 10/01/2016 - 09/30/2017 | Interim Drafted Delete

NGB1234517D5658 | 09/05/2017 - 09/04/2018 | Interim Drafted Delete
Initiate/Edit/Delete Record

Auto Register Contracts

Edit an Evaluation

Delete an Evaluation/Contract

Register/Update a Contract

Update Organization on Contract(s)

Reports (Admin)

View/Print Evaluations

Click on the Delete link adjacent to the applicable contract/order number to be deleted. The Delete Contract
Confirmation screen will display. Verify the correct contract/order is about to be deleted from the CPARS database.
Select the Confirm Delete button. Select the Cancel button to return to the Delete Record selection screen.

NOTE: 1. If a registered contract/order is deleted, all access to the contract/order will be delete. 2. Contracts/orders
that have evaluations that are rated, reviewed, finalized, or completed cannot be deleted from the CPARS database
and will not appear on the Delete Record selection screen.

NOTE: 2. Running an Evaluations/Contract Status Report will list all evaluations/contracts the Focal Point is able
to Delete. (See Evaluations/Contract Status Report Section for more specific information)
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Register/Update a Contract

This option allows a Focal Point to manually input and update basic contract/order information into CPARS that
does not exist in FPDS. This option also allows a Focal Point to register a contract that exists in FPDS but is below
the minimum dollar threshold required to exist in Auto Register.

The contract/order must be registered within 30 days after contract/order award. Registering and updating a
contract/order are the only functions that the Focal Point may perform in the automated workflow process. To
register or update a contract/order, click on Register/Update a Contract. The Contract Registration data entry
screen will display. If the contract/order exists in FPDS, CPARS will populate the data available from FPDS and
these fields will be locked down and can’t be changed. If the contract/order does not exist in FPDS the Focal Point
will be required to enter the required data.

NOTE: If you have the ability to Manually Register on behalf of multiple Focal Points, you will need to select the
Focal Point that is responsible for the contract when performing these actions. Select the Focal Point you will be
representing from the drop-down. If you need to toggle to another Focal Point for more action(s), click the
Register/Update a Contract option and start the process again.

To register an evaluation that is to be completed at the contract level, enter the contract number in the Contract
Number box and click the Continue button. When an evaluation is to be completed at the Task/Delivery Order
level, enter the contract number in the Contract Number box and the order number in the Order Number box and
click the Continue button. In either case, the Contract Registration data entry screen will display. Enter the Unique
Entity ID (DUNS) that is applicable to the contract/order to be registered and click on the Look Up and Populate
button and the Contract Registration data entry screen will be updated with the contractor's Unique Entity ID
(DUNS), name and address. Continue with the contract/order registration process by entering basic contract/order
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 sections provide additional data entry boxes.

Click each section and enter data in of the required fields (*) to register and save the contract/order. 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.

NOTE: A contract/order only has to be registered one time.

To update a contract/order that has already been registered enter the contract number in the Contract Number
box and the order number, if applicable, in the Order Number box. Click the Continue button; the Contract
Registration data entry screen displays and will display the previously registered information. Click each section
and update the contract/order registration fields accordingly. If the contract was Auto Registered, fields originating
from FPDS will be locked down and can't be changed. Once updated, click the Save icon. You will receive a
popup indicating the record has been saved. Click the OK button.

If the contract was originally manually registered, but now exists in FPDS, you will also see a Refresh Contract
Data from FPDS button. Clicking on this button will go to FPDS and get the current data to update the Contract
Registration fields if applicable.

NOTE: Using the Refresh Contract Data from FPDS button will not update any evaluations in process.
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Update Organization on Contract(s)

This option allows the Focal Point to change the organization on one or more contracts/orders within their Agency.
To change the organization, click the Update Organization on Contract(s) button and the Select Organization(s)
screen displays. Select the organization the contract/order(s) are currently mapped to and click Add to add the
organization to the Selected Organization(s) block.

CPARS
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To-Do List

Evaluations/Contract Status Report

User Administration

Initiate/Edit/Delete Record

Auto Register Contracts

Edit an Evaluation

Delete an Evaluation/Contract

Register/Update a Contract

Reparts [Admin)

Update Organization on Contract{s}

Wiew/Print Evaluaticns

User: AMANDALOGAN | Update Profile | ChangePassword | LogOut
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Select Organization(s)

Organization:
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Selected Organization(s): |USACE (MVNNew Oreans Dislicl =

remove I remove i

Once all applicable organizations have been added, click the Display Contract(s) button and the Update
organization screen will display. Select the new organization from the Organization drop-down. Either use the
Select All check box or select the individual check boxes next to the applicable contract/order number(s) needing
the organization changed. Once all applicable contracts have been selected, click the Update Organization

button.
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To-Do List

Evaluations/Centract Status Report

User Administration

Initiate/Edit/Delete Record

Auto Register Contracts

Edit an Evaluation

Delete an Evaluation/Contract

Register/Update a Contract

Update Organization on Contract(s)

Reports (Admin])

View/Print Evaluations

User: AMANDA LOGAN Update Profile | ChangePassword | LogOut
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£
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Update Organization
Return to Select Organization(s)

‘ USACE (MVN)New Orleans Distr’itt|

The Return to Select Organization(s) button will return the Focal Point to the Select Organization(s) screen.

NOTE: Focal Points will only see their own Contract(s)/Order(s) under their cognizance.
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Reports (Admin)

Provides the Focal Point with a variety of reports (FAPIIS Status Report, Dashboard, Evaluation Metrics 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 and FAPIIS processes. To access the Reports (Admin)
options, click the Reports (Admin) option. The Report (Admin) menu options display.

EAPIIS Status Report

This option allows the Focal Point to monitor the status of records that have been started or completed for each
user the Focal Point has given access to. The FAPIIS Status Report will display information as a list of records that
allows the Focal Point read-only access to each record. (See FAPIIS Status Report Section for more specific
information)

Dashboard

This option allows the Focal Point to monitor registered and unregistered contracts for current, due, and overdue
status. The Dashboard will display information in both graphical and spreadsheet format. (See Dashboard
Section for more specific information)

Evaluation Metrics Report

This option allows the Focal Point to run a report that identifies the number of contracts that are registered,
evaluations in process, and evaluations completed for the Agency/DoD Service. This list displays the Agency and is
broken down at the organization level. (See Evaluation Metrics 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
evaluations under the Focal Point’'s cognizance. The report can be qualified by Date or Organization. (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 evaluations completed under the Focal
Point’s cognizance. For example, this report will identify the number of evaluations completed for a specific month
and how many were completed within the 120-day objective. (See Processing Times Report Section for more
specific information)

View/Print Evaluations

This option allows the Focal Point to view an evaluation in a read-only format. To view an evaluation, click the
View/Print Evaluations button and the View/Print Evaluations data entry screen displays. Enter the contract
number in the Contract Number box and the order number, if applicable, in the Order Number box, and click the
Continue button, a list of evaluations will display. Click on the contract number of the evaluation to be viewed, it will
open in HTML format. Once the evaluation is displayed, the user is able to view and/or print the evaluation on a
local printer.
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Assessing Official Representative

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

C p AR S User: USER TEST | Update Profile | Change Password | LogOut

FEEDBACK

e e see )
o —

To-Da List
f Welcome

Evaluations/Contract Status Report

Initiate/Edit/Delete Record

Pending Actions(65)

View/Print Evalustions

Pending Actions/To-Do List

This option is a quick and easy method for the Assessing Official Representative to see all evaluations that are
awaiting his/her action. Click the number next to Pending access or click To-Do List. The list includes evaluations
that are due to be updated and sent to the Assessing Official, have been started and saved by an Assessing Official
Representative, and those that have been returned by the Assessing Official. Click on the appropriate document
number and the evaluation is opened in data entry format ready for the Assessing Official Representative to
complete the required action. Each of the Assessing Official Representative’s Actions Required from the To-Do
List are described in further detail below.

CPARS User: ANDREA WEBBER | Undate Profile | ChangePastwoed | LogOut
.-

e Entity 1D (UNS) | Uniue Entity 10.15AM)|  PoPiActionDate | Fole
. . prrres e 2

| ommaan 5/01/2015 | Assessing Official Rep | Update, Send

|5:5_-'s.l1:ﬂ_vi!c| Quwﬂ_q]__ User
official | 12/26/2018

18 _|11/29/2015 | ANDREA WEBBES

NOTE: The Due date is the date the evaluation for that Period of Performance (POP) is due. The date is the POP
end date plus 120 days.

Action Required: “Update, Send to Assessing Official”: Once the Focal Point has registered a contract/order
and whenever an Interim evaluation for a contract/order is closed by the Assessing Official or Reviewing Official,
that contract/order will automatically display on the Assessing Official Representative's To-Do List (if there is an
Assessing Official Representative assigned) with an Action Required of "Update, Send to Assessing Official".
This option allows the Assessing Official Representative to review and process evaluations that have been
automatically generated when a contract/order is registered or when an Interim evaluation for the contract/order is
closed, as well as those evaluations previously initiated by an Assessing Official Representative or returned by the
Assessing Official.

NOTE: A red checkmark E| next to Notes on the To-Do List located next to a Contract/Order Number indicates that
a note has been generated for that Evaluation. Notes may be viewed or added by clicking onthem.

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

NOTE: If the contract/order was Auto Registered by the Focal Point, the basic contract registration
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information cannot be manually edited. This includes cases where the record was manually registered but
existed in FPDS and the Refresh from FPDS button was used. If these fields need to be updated, they will
need to be updated in FPDS.

CPARS User: ANDREAWEBBER | UpdateProfile | ChangePassword | LegOul
&
=
SAVE PRINT HOME
i Evaluation Data Entry
T Contract/Schedule Number: 123451500061 2 Order Number: 0003
Cantractor Information J
Name/Address of Contractor 2
Contract Information -
Miscellaneous information
Small Business Subcontracting
Rati
Assessor
Evaluation Status
Py \
( I % |
- ~
Validate and Send to the Assessing Official

The Contractor Name/Address Section is open above. To initiate the evaluation, the Assessing Official
Representative will need to fill out all the required sections and fields.

A status tracker and completion checkmarks will indicate where the user is in the process of writing the evaluation.
These indicators will assist the AOR to quickly identify how far along they are in the workflow process and how
much more needs to be completed before they will be able to send the evaluation to the next level in the workflow.

A green check mark will display to the right of the box at each section when the mandatory and validated
information on that screen has been entered and the user moves to another section. If the mandatory fields
(identified with a red asterisk *) are not completed and the user moves to another section, the green check mark will
not appear. The green checkmark indicates that the mandatory and validated information on that section is
complete.

The completion status bar, with a percentage of complete, will display under the list of sections in the Evaluation
Data Entry Screens called “Evaluation Status”. This status bar and percentage will update as the user moves
through the different sections of the evaluation data entry process. If the mandatory fields are not completed and
the user moves to another section, the status bar and percentage will not change. When the user completes all
required information for that section and moves to the next section, the status bar increases and displays the
applicable percentage.

If the Assessing Official Representative’s 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 evaluation is ready for review. A message will appear
stating that the Evaluation has been saved and a notice has been sent to the Assessing Official. Click on the OK
button to view the Evaluation in HTML or click Cancel to close the message from the HTML view. The Assessing
Official Representative is now locked out of the evaluation and may now only view the evaluation.

Evaluations/Contract Status Report

This option allows the Assessing Official Representative to monitor the status of contracts and evaluations for each
contract/order that he/she has been authorized access to. The Status Report will display information as counts or
as a list of contracts/evaluations that allows the Assessing Official Representative read-only access to each. (See
Evaluations/Contract Status Report Section for more specific information)

Initiate/Edit/Delete Record
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This option allows the Assessing Official Representative to register/update contracts, and initiate or delete
evaluations. To access the Initiate/Edit/Delete Record options, click the Initiate/Edit/Delete Record option. The
Initiate/Edit/Delete Record menu options display.

Delete an Evaluation/Contract

This option allows the Assessing Official Representative to delete an evaluation that has been initiated, but not yet
sent to the Assessing Official. To delete an incomplete evaluation, click on Delete an Evaluation/Contract. The
Delete an Evaluation/Contract selection screen displays. The evaluations available for deletion will be displayed.
Click on the Delete link adjacent to the applicable contract/order number to be deleted. The Delete Evaluation
Confirmation screen will display. Verify the correct evaluation is about to be deleted from the CPARS database.
Select the Confirm Delete button. Select the Cancel button to return to the Delete an Incomplete Evaluation
selection screen.

NOTE: Running an Evaluations/Contract Status Report will list all evaluations the Assessing Official
Representative is able to Delete. (See Evaluations/Contract Status Report Section for more specific
information)

Register/Update a Contract

This option allows an Assessing Official Representative to manually input and update basic contract/order
information into CPARS that does not exist in FPDS. This option also allows an Assessing Official Representative
to register a contract that exists in FPDS but is below the minimum dollar threshold required to exist in Auto
Register.

The contract/order must be registered within 30 days after contract/order award. To register or update a
contract/order, click on Register/Update a Contract. The Contract Registration data entry screen will display. If
the contract/order exists in FPDS, CPARS will populate the data available from FPDS and these fields will be
locked down and can’t be changed. If the contract/order does not exist in FPDS the Assessing Official
Representative will be required to enter the required data.

To register an evaluation that is to be completed at the contract level, enter the contract number in the Contract
Number box and click the Continue button. When an evaluation is to be completed at the Task/Delivery Order
level, enter the contract number in the Contract Number box and the order number in the Order Number box and
click the Continue button. In either case, the Contract Registration data entry screen will display. Enter the Unique
Entity ID (DUNS) that is applicable to the contract/order to be registered and click on the Look Up and Populate
button and the Contract Registration data entry screen will be updated with the contractor's Unique Entity ID
(DUNS), name, and address. Continue with the contract/order registration process by entering basic contract/order
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 sections provide additional data entry boxes.

Click each section and enter data in of the required fields (*) to register and save the contract/order. Once all
required information is provided, click the Save icon located in the top right corner of the data entry screen. Click
the OK button.

NOTE: A contract/order only has to be registered one time.

To update a contract/order that has already been registered enter the contract number in the Contract Number
box and the order number, if applicable, in the Order Number box. Click the Continue button; the Contract
Registration data entry screen displays and will display the previously registered information. Click each section
and update the contract/order registration fields accordingly. If the contract was Auto Registered, fields originating
from FPDS will be locked down and can’'t be changed. Once updated, click the Save icon located in the top right
corner of the data entry screen. Click the OK button.

To return to the Assessing Official Representative Home screen, click either the Home menu option or the Home
icon. Home does not save any information that has been entered. If the contract was originally manually registered,
but now exists in FPDS, you will also see a Refresh Contract Data from FPDS button. Clicking on this button will
go to FPDS and get the current data to update the Contract Registration fields if applicable.

NOTE: Using the Refresh Contract Data from FPDS button will not update any evaluations in process.
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Initiate an Evaluation

This option allows the Assessing Official Representative to initiate the evaluation process by entering proposed
ratings and narratives. To initiate an evaluation, click on Initiate an Evaluation. The Initiate an Evaluation data
entry screen will display. When the evaluation is to be completed at the contract level, enter the contract number in
the Contract Number box and click the Continue button. If the evaluation is to be completed at the Task/Delivery
Order level, enter the contract number in the Contract Number box and the order number in the Order Number
box and click the Continue button. In either case, the data entry screens display and are pre-filled with the basic
contract/order information and any miscellaneous information entered during contract/order registration.

NOTE: The contract/order must be registered before an evaluation can be initiated. The sections provide
additional data entry fields. Click each section to complete the Initiate an Evaluation process.

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

NOTE: Report Type and Period of Performance must be filled in to save a partially completed evaluation. When
the Assessing Official Representative is ready to continue working on the evaluation, simply Log in to CPARS, click
on the To-Do List (see above) or Pending Actions and click on the contract/order number of the evaluation to be
completed. The evaluation 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 ¥l located within any of the rating sections indicates that element
has been rated for the specific performance area.

View/Print Evaluations

This option allows the Assessing Official Representative to view an evaluation in a read-only format. To view an
evaluation, click the View/Print Evaluations button and the View/Print Evaluations data entry screen displays.
Enter the contract number in the Contract Number box and the order number, if applicable, in the Order Number
box, and click the Continue button, a list of evaluations will display. Click on the contract number of the evaluation
to be viewed, it will open in HTML format. Once the evaluation is displayed, the user is able to view and/or print the
evaluation on a local printer.
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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 evaluations 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
evaluation to the Reviewing Official.

CPARS User: USERTEST | Update Profile | Change Password | Log Out
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Evaluations/Contract Status Report |

FEEDBACK

Initiate/Edit/Delete Record ‘

Pending Actions(188)

View/Print Evaluations

Pending Actions/To-Do List

This option is a quick and easy method for the Assessing Official to see all evaluations that are awaiting his/her
action. Click the Number next to pending Actions or click To-Do List. The list includes evaluations that are due to
be Rated and sent to the Contractor, have been previously saved by an Assessing Official, evaluations that have
been forwarded by the Assessing Official Representative, evaluations returned by the Contractor Representative,
evaluations that have not been returned by the Contractor Representative within the 60-day comment period, and
evaluations that have been returned by the Review Official. Click on the appropriate contract/order number and the
evaluation is opened in data entry format ready for the Assessing Official to complete the required action. The
evaluation status will determine the To-Do Lists Action Required. Each of the Assessing Official’s Actions
Required are described in further detail below.
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NOTE: The Due date is the date the evaluation for that Period of Performance (POP) is due. The date is the POP
end date plus 120 days.

Action Required: “Rate, Send to Contractor”: Once the Focal Point has registered a contract/order and
whenever an Interim evaluation for a contract/order is closed by the Assessing Official or Reviewing Official, that
contract/order will automatically display on the Assessing Official’s To-Do List (if there is No Assessing Official
Representative assigned) with an Action Required of “Update, Send to Contractor”. This option allows the
Assessing Official to review and process evaluations that have been automatically generated when a contract/order
is registered, when an Interim evaluation for the contract/order is closed, as well as those evaluations previously
saved by an Assessing Official. To save a partially complete evaluation, the Report Type and Period of
Performance must have been filled in.
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Click on the appropriate document number and the evaluation is opened in data entry format ready for the
Assessing Official to complete the required action.

NOTE: A red checkmark E' next to Notes on the To-Do List located next to a contract/order number indicates that
a note has been generated for that evaluation. Notes may be viewed or added by clicking onthem.

The evaluation screen shot below has the Assessor Section selected. The Assessing Official could return it to the
Assessing Official Representative for further input by selecting the Return to the Assessing Official
Representative button.

A status tracker and completion checkmarks will indicate where the user is in the process of writing the evaluation.
These indicators will assist the AO to quickly identify how far along they are in the workflow process and how much
more needs to be completed before they will be able to send the evaluation to the next level in the workflow.

A green check mark will display to the right of the box at each section when the mandatory and validated
information on that screen has been entered and the user moves to another section. If the mandatory fields
(identified with a red asterisk *) are not completed and the user moves to another section, the green check mark will
not appear. The green checkmark indicates that the mandatory and validated information on that section is
complete.

The completion status bar, with a percentage of complete, will display under the list of sections in the Evaluation
Data Entry Screens called “Evaluation Status”. This status bar and percentage will update as the user moves
through the different sections of the evaluation data entry process. If the mandatory fields are not completed and
the user moves to another section, the status bar and percentage will not change. When the user completes all
required information for that section and moves to the next section, the status bar increases and displays the
applicable percentage.

If the Assessing Official is satisfied with the Assessing Official Representative’s ratings and remarks or has made
his/her final edits and validations to the evaluation, then he/she will fill out all the required sections and fields below
and select the Validate and Send to the Contractor button.

NOTE: If the contract/order was Auto Registered by the Focal Point, the basic contract registration information
cannot be manually edited. This includes cases where the record was manually registered but existed in FPDS
and the Refresh from FPDS button was used. If these fields need to be updated, they will need to be updated in
FPDS.
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Action Required: “Finalize Ratings”: This option allows the Assessing Official to review evaluations that have
been returned by the Contractor Representative, are overdue from the Contractor Representative (60-day comment
period expired), or have been returned by the Reviewing Official. The Assessing Official has the option to Send the
Existing Ratings to the Reviewing Official, Validate and Close the Evaluation (if not contentious), or Modify
the Ratings.

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

NOTE: A red checkmark E' next to Notes on the To-Do List located next to a contract/order number indicates that
a note has been generated for that evaluation. Notes may be viewed or added by clicking onthem.

The evaluation screen shot below has the Contractor Rep Section selected. The Assessing Official reviews the

entire evaluation by clicking on each section. Review contractor comments by clicking on the ratings sections and
Contractor Rep section.
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Evaluations completed without contractor comment will be automatically annotated in the Contractor Comments
section of the HTML 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 evaluation within 60 days, the action
required will reflect; “Finalize Ratings” and the Contractor Representative will no longer have access to enter
comments. Partial contractor comments will be automatically removed from the evaluation and the system
generated message above will be placed in the Contractor Comments section. The Assessing Official can close
the evaluation or send it to the Reviewing Official.

After the Assessing Official reviews the entire evaluation, he/she has the option to Send the Existing Ratings to
the Reviewing Official, Validate and Close the Evaluation (if not contentious), or Modify the Ratings.

When the Send the Existing Ratings to the Reviewing Official button is selected, the Reviewing Official will be
notified via email that an evaluation is ready for review and comment. A message asking if you are sure you want
to “Send the Existing Ratings 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

When the Validate and Close the Evaluation button is selected, a message asking if you are sure you want to
“Validate and Close the Evaluation” appears. Click the OK button. A message indicating that the evaluation was
closed appears. Click the OK button. The Contractor Representative will receive an automated email notification
whenever an evaluation is completed and can subsequently retrieve the completed evaluation from CPARS.

If the Modify the Ratings button is selected, both the original evaluation (including contractor comments) and the
modified evaluation are stored in CPARS (notice sections in example below). Whenever a modified evaluation is
viewed, users have the option to view/print the original evaluation (Original Ratings). If Modify the Ratings is
selected, the Assessing Official will make the desired changes on the Modified Ratings section 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 Evaluation (if
not contentious). The Contractor Representative will receive an automated email notification whenever an
evaluation is completed and can subsequently retrieve the completed evaluation from CPARS.
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Evaluations/Contract Status Report

This option allows the Assessing Official to monitor the status of contracts and evaluations for each contract/order
that he/she has been authorized access to. The Status Report will display information as counts or as a list of
contracts and evaluations that allows the Assessing Official read-only access to each. (See Evaluations/Contract
Status Report Section for more specific information)

Initiate/Edit/Delete Record

This option allows the Assessing Official to register/update contracts, initiate or delete evaluations, and take over
an evaluation. To access the Initiate/Edit/Delete Record options, click the Initiate/Edit/Delete Record option.
The Initiate/Edit/Delete Record menu options display.

Delete an Evaluation/Contract

This option allows the Assessing Official to delete an evaluation that has been drafted, but not yet sent to the
Contractor Representative. To delete an incomplete evaluation, click Delete an Evaluation/Contract. The Delete
an Evaluation/Contract selection screen displays. The evaluations available for deletion will be displayed. Click on
the Delete link adjacent to the applicable contract/order number to be deleted. The Delete Evaluation Confirmation
screen will display. Verify the correct evaluation is about to be deleted from the CPARS database. Select the
Confirm Delete button. Select the Cancel button to return to the Delete an Incomplete Evaluation selection
screen.

NOTE: Running an Evaluations/Contract Status Report will list all evaluations the Assessing Official is able to
Delete. (See Evaluations/Contract Status Report Section for more specific information)

Register/Update a Contract

This option allows an Assessing Official to manually input basic contract/order information into CPARS that
does not exist in FPDS or is below the minimum dollar threshold requiring an evaluation. The contract/order
must be registered within 30 days after contract/order award. To register or update a contract/order, click on
Register/Update a Contract. The Register/Update a Contract data entry screen will display.

To register an evaluation that is to be completed at the contract level, enter the contract number in the Contract
Number box and click the Continue button. When an evaluation is to be completed at the Task/Delivery Order
level, enter the contract number in the Contract Number box and the order number in the Order Number box and
click the Continue button. In either case, the Contract Registration data entry screen will display. Enter the Unique
Entity ID (DUNS) that is applicable to the contract/order to be registered and click on the Look Up and Populate
button and the Contract Registration data entry screen will be updated with the contractor's Unique Entity ID
(DUNS), name, and address. Continue with the contract/order registration process by entering basic contract/order
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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 sections provide additional data entry
boxes. Click each section and enter data in of the required fields (*) to register and save the contract/order. Once

all required information is provided, click the Save icon located in the top right corner of the data entry screen.
Click the OK button.

NOTE: A contract/order only has to be registered one time.

To update a contract/order that has already been registered enter the contract number in the Contract Number

box and the order number, if applicable, in the Order Number box and click the Continue button. The Contract

Registration data entry screen displays and will display the previously registered information. Click each section
and update the contract/order registration fields accordingly. Once updated, click the Save icon button located in
the top right corner. Click the OK button. To return to the Assessing Official Home screen, click either the Home
menu option or the Home icon. Home does not save any information that has been entered

Initiate an Evaluation

This option allows the Assessing Official to initiate the evaluation process by entering proposed ratings and
remarks. To initiate an evaluation, click on Initiate an Evaluation. The Initiate an Evaluation data entry screen will
display. When the evaluation is to be completed at the contract level, enter the contract number in the Contract
Number box and click the Continue button. If the evaluation is to be completed at the Task/Delivery Order level,
enter the contract number in the Contract Number box and the order number in the Order Number box and click
the Continue button. In either case, the data entry screens display and are pre-filled with the basic contract/order
information and any miscellaneous information entered during contract registration.

NOTE: The contract/order must be registered before an evaluation can be initiated. The sections provide
additional data entry fields. Click each section to complete the Initiate an Evaluation process.

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

NOTE: Report Type and Period of Performance must be filled in to save a partially completed evaluation. When
the Assessing Official is ready to continue working on the evaluation, simply log into CPARS, click on the To-Do
List (see above) or Pending Actions and click on the contract/order number of the evaluation to be completed.
The evaluation 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 rating sections indicates that 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 evaluation requires additional detail and/or clarification from the Assessing
Official Representative. The Assessing Official Representative will revise the evaluation 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 evaluation.

NOTE: The evaluation will not be returned to the Assessing Official Representative if one has not been given
access to the contract/order by the Focal Point. In this case, after selecting Return to the Assessing Official
Representative, the Assessing Official will see a pop-up box stating that the record cannot be sent to the
Assessing Official Representative because one has not been assigned and the Focal Point should be contacted to
resolve the situation.

Prior to forwarding the evaluation to the Contractor Representative, the Assessing Official must enter their
identifying information. Click the Sign Now button on the Assessor Section 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.
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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 evaluation is ready for review
and comment. A message will appear stating that the Evaluation has been saved and a notice has been sent to
the Contractor Representative. Click on the OK button to view the Evaluation in HTML or click Cancel to close the
message from the HTML view. The Assessing Official is now locked out of the evaluation and may only view the
evaluation.

NOTE: The evaluation will not be forwarded if a Contractor Representative 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.

Take Over an Evaluation

This option allows the Assessing Official to take over an evaluation that is at the Initiated status waiting for the
Assessing Official Rep to process to the Drafted status. Taking over the evaluation will move the evaluation to the
Drafted status allowing the Assessing Official to work on the evaluation and move forward in the workflow process.

To take over an evaluation, click Take Over an Evaluation. The Take Over an Evaluation screen displays. The
evaluations available to take over will be displayed. Click on the Contract Number of the evaluation you wish to take
over. When the evaluation opens, it will be in edit mode and will now appear on the To-do List for all Assessing
Officials that have access to that contract number. If no evaluations display, there are none at the Initiated status that
the Assessing Official has access to.

NOTE: Taking over the evaluation by the Assessing Official will lock out all Assessing Official Reps from editing the
evaluation.

View/Print Evaluations

This option allows the Assessing Official to view an evaluation in a read-only format. To view an evaluation, click
View/Print Evaluations and the View/Print Evaluations data entry screen displays. Enter the contract number in
the Contract Number box and the order number, if applicable, in the Order Number box, and click the Continue
button, a list of evaluations will display. Click on the contract number of the evaluation to be viewed, it will open in
HTML format. Once the evaluation is displayed, the user is able to view and/or print the evaluation on a local
printer.
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Contractor Representative

The Contractor Representative is responsible for reviewing and commenting on proposed ratings and
remarks for all evaluations forwarded by the Assessing Official. An evaluation is required to be prepared by
the Government to document contractor performance for each contract/order that exceeds specified dollar
values. The Contractor Representative is allotted 60 days to review and comment on each evaluation
forwarded to his/her company.
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Evaluations/Contract Status Report

View/Print Evaluations

Please choose an option from the Menu

¢ following link te view a video that will guide you through the new look and feel. Modernization Tutorial

Pending Actions/To-Do List

This option is used by the Contractor Representative to review and input comments on evaluations that
have been forwarded by the Assessing Official. Click on the Number next to Pending Actions or click To-
Do List. Then locate and click on the contract/order number of the evaluation that has been forwarded for
review and comment. Each of the Contractor Representative’s Actions Required are described in further
detail below.

Action Required: “Input Comments”, the Contractor Representative is allotted a 60-day review/comment
period starting from the date and time the Assessing Official forwarded the evaluation. If the Contractor
Representative does not provide comments within the 60-day period, the evaluation is then returned to the
Assessing Official and the Contractor Representative no longer has access to enter comments. The
Government will have to complete the evaluation without the Contractor Representative comments.
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NOTE: The Due date is the date that contractor comments are due. The date is the Assessing Official
signature date and time plus 60 days.

The evaluation will open in read-only format except for specific fields located on the Ratings and Contractor

Rep sections. A red checkmark (] located within any of the Rating Sections indicates the element has been
rated for the specific performance area. Click on each of the Sections to review the proposed ratings and
remarks. After the evaluation has been reviewed, the Contractor Representative clicks the Contractor Rep
Section 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 section 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 icon button inthe top right corner. To return to the
Contractor Representative Home screen, click either the Home menu option or the Home icon. Home does
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not save any 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
Section 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. A notice that the evaluation has been sent to the Assessing Official will appear with an option to View the
Evaluation. Click OK to view the evaluation in HTML or Cancel to return Home.
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Evaluations/Contract Status Report

This option allows the Contractor Representative to monitor the status of contracts and evaluations for each
contract/order that he/she has been authorized access to. The Status Report will display information as counts or
as a list of contracts and evaluations that allows the Contractor Representative read-only access for evaluations
that are Rated or Completed. (See Evaluations/Contract Status Report Section for more specific information)

View/Print Evaluations

This option allows the Contractor Representative to view/print an evaluation 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 evaluation. See the To-Do List below to determine how to enter comments on an evaluation. To
view an evaluation, click the View/Print Evaluations button and the View/Print Evaluations data entry screen
displays. Enter the contract number in the Contract Number box and the order number, if applicable, in the Order
Number box, and click the Continue button. If more than one evaluation exists for the contract number, a list of
evaluations will display. Click on the contract/order number of the evaluation to be viewed and/or printed. The
evaluation will display in HTML format. Once the evaluation has been displayed, the user is able to scroll through
the report and/or print it on a local printer.
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Reviewing Official

The Reviewing Official is responsible for ensuring that the evaluation is a fair and accurate evaluation 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 evaluation and the
Contractor's remarks.
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Pending Actions(30)

Welcome to the updated CPARS Application. Click the following link to view a video that will guide you through the new look and feel. Modernization Tutorial

Pending Actions/To-Do List

This option is used by the Reviewing Official to complete the evaluation process for all evaluations forwarded by the
Assessing Official. Click on the Number next to Pending Actions or click To-Do List. Then locate and click on the
contract/order number of the evaluation that has been forwarded for review and closure. Each of the reviewing
Official's Actions Required are described in further detail below.
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NOTE: The Due date is the date the evaluation for that Period of Performance (POP) is due. The date is the POP
end date plus 120 days.

Action Required: "Input Comments, Close Evaluation”. This option allows the Reviewing Official to review
evaluations that have been forwarded for review and closure by the Assessing Official. The Reviewing Official has
the option to Return to the Assessing Official or Validate and Close the Evaluation.

Locate and click on the contract/order number of the evaluation that has been forwarded for review, comment, and
completion. The evaluation will open in read-only format except for the fields located on the Reviewer Section.
Fields on the Reviewer Section 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 Rating Sections indicates that element has been rated for the specific
performance area.

NOTE: A red checkmarkE] next to Notes on the To-Do List located next to a contract/order number indicates that
a note has been generated for that evaluation. Notes may be viewed or added by clicking onthem.
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Click on each of the Sections to review the entire evaluation. The Reviewing Official has the option to click on the
Return to the Assessing Official button whenever the Reviewing Official determines the evaluation requires
additional detail and/or clarification from the Assessing Official. The Assessing Official will revise the evaluation as
requested. This exchange between the Reviewing Official and the Assessing Official may occur until the Reviewing
Official is satisfied with the level of detail and the quality of the evaluation.

After the evaluation has been reviewed, the Reviewing Official clicks the Reviewer Section 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 evaluation and the Contractor's remarks. To save
partially completed remarks and information, click the Save icon in the top right corner.

To return to the Reviewing Official Home screen, click either the Home menu option or the Home icon. Home does
not save any information that has been entered.

Prior to closing the evaluation, 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
Section has been completed, click the Validate and Close the Evaluation button to save and close the evaluation.
A notice that the evaluation has been closed will appear with an option to View the Evaluation. Click OK to view
the evaluation in HTML or Cancel to Return to the Home Screen. Click the OK button to confirm that the evaluation
was closed. An automatic email notice is sent to the Contractor Representative. Click Home to return to the
Reviewing Official Home Screen.

NOTE: If the Assessing Official modified the CPAR, the Contractor section is moved to the Original Ratings section.
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Evaluations/Contract Status Report

This option allows the Reviewing Official to monitor the status of contracts and evaluations for each contract/order
that he/she has been authorized access to. The Status Report will display information as counts or as a list of
contracts and evaluations that allows the Reviewing Official read-only access to each. (See Evaluations/Contract
Status Report Section for more specific information)

View/Print Evaluations

This option allows the Reviewing Official to view/print an evaluation, but not modify or change any of the
information on the form. To view an evaluation, click View/Print Evaluations and the View/Print Evaluations data
entry screen displays. Enter the contract number in theContract Number box and the order number, if applicable,
in the Order Number box, and click the Continue button, a list of evaluations will display. Click on the contract
number of the evaluation to be viewed, it will open in HTML format. Once the evaluation is displayed, the user is
able to view and/or print the evaluation on a local printer.
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Department Point of Contact

This access level offers a manager complete visibility of the CPARS and FAPIIS processes across an entire
department. In addition, this level is used to give access to Agency Points of Contact (Agency POC) who require
oversight of the CPARS process for specific organizations within the department. The Department Point of Contact
(Department POC) is also able to view Status Reports, Evaluation Metrics Reports, Ratings Metrics Reports, Ad
Hoc Reports, and Processing Times Reports. Department POC access is granted only upon completion of a
CPARS Department POC Access Request located on the Access Info section on the CPARS website.
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Evaluations/Contract Status Report

This option allows the Department POC to monitor the status of contracts and evaluations for each contract/order
within the respective department. The Status Report will display information as counts or as a list of contracts and
evaluations that allows the Department POC read-only access to each. (See Evaluations/Contract Status
Report Section for more specific information)

User Administration

This option allows the Department POC to Approve/Deny Focal Point Access, transfer Focal Point Access, create
and manage all Agency POC user accounts within the applicable department, and view existing Agency POCs and
Focal Points. Each Agency POC will be given access to an Organization(s) within the department. To access the
User Administration options, click the User Administration option. The User Administration menu options display.

Pending Access Requests

This option allows the Department POC to view a list of people requesting Focal Point access. The list will display:
Role, User Name/Justification, Email Address, Phone Number, Organization, and Requested Date. Clicking on the
User's Name allows the Department POC to view the user’s profile information, including role, name, email
address, title, organization, phone number, requested date, and justification.

C PARS Users ALBERT EINSTER | Updae Profile | Chaoge Fasmeosd | Log st

Usar Administration
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To grant the Requestor Focal Point Access, the Department POC checks the select box next to the Requestor’s
name and clicks the Approve Selected Users button.
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To deny the Requestor Focal Point Access, the Department POC checks the select box next to the Requestor’s
name, enters a Reason for Denial, and clicks the Deny Selected Users button.

Create New Agency POC Access
To provide access to a new Agency POC, the Department POC clicks Create New Agency POC Access. The
CPARS Agency POC Authorization Matrix displays.

CPARS User: ALBERT EINSTEIN | Update Profile | ChangePassword | LogOut
HOME
Agency POC Authorization Matrix

1. Select Organization(s): ‘(Select Organization) ,] m

Home

Evaluations/Contract Status Report

Selected Organization(s): |(None Selected)

User Administration

Pending Access Requests

Remove All

2. Select an Existing User: (Select User) 3

Create New Agency POC Access

Modify Existing Agency POC Access or Enter a New User:

First Name:

Transfer Focal Point Access
Last Name:

View Existing User Access Email Address:

Reports (Admin) 3.Add the User: (P RTIw
| I‘. Remove t\ User Name | User Email | Organization(s) | User Type
Create User Access Matrix
Clear All Data

Assign Organization Access To An Existing User: In step 1, select an Organization from the Select
Organization(s) drop-down box and then click the Add button. To delete an Organization from the Selected
Organization(s) box, highlight the Organization and then click the Remove button. To delete all Organizations in
the box, click Remove All. In Step 2, the Department 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 Organization Access To A New User: In step 1, the Department POC selects an Organization from the
Select Organization(s) drop down box and then clicks the Add button. To delete an Organization from the
Selected Organization(s) box, highlight the Organization and then click the Remove button. To delete all
Organizations in the box, click Remove All. In Step 2, the Department 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
Organization(s). Steps 1 and 2 can be repeated as necessary.

NOTE: If granting access to an Agency POC, which is a Government only user access role, and the email address
entered appears to be non-government, the Department POC will receive a warning to check the entered
information.

The View button allows the Department POC to view the existing user's name, organization, email address, and
phone number. The Department POC can remove a user from Step 3 by clicking in the box adjacent to the name to
be removed and then click Remove. The Clear All Data button clears ALL names and Organizations entered on
the Agency POC Authorization Matrix.

After entering the User Names and Organization(s), the Department POC should review the matrix carefully for
accuracy. If the information is correct, the Department POC clicks the Create User Access Matrix button and an
Agency POC Authorization Matrix displays providing User Name, Status, User Type, and Organization(s). A
system generated email will be sent to users when they are assigned to inform them of the temporary password
procedures, responsibilities, and resources available.
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CPARS User: ALBERTEINSTEIN | Update Profile | ChangePassword | LogQut

HOME
Agency POC Authorization Matrix
Home
Access has been authorized for the following Agency POC users to the associated aniz.
Evaluations/Contract Status Report Asys enerated email is sent to new informing them of their responsibilities and resources, and providing instructions on how to obtain a temporary password.

| User Name ‘ Email Address | Status* | User Type ‘ Organization(s) |

User Administration

|W\LLKAM TAFT ‘ william.taft@noemail.mil |Authonzed| New ‘ PROTECTION SERVICES|

Pending Access Requests

* Note: If the Status indicates Failed, please contact the customer suppart desk for assistance.

Create New Agency POC Access

Modify Existing Agency POC Access

Transfer Focal Point Access

View Existing User Access

Reports (Admin)

Modify Existing Agency POC Access

This option allows the Department POC to modify the access of his/her designated Agency POC(s), add or delete
Organization(s) for an Agency POC or delete an Agency POC’s user account when access is no longer required.
Click Modify Existing Agency POC Access and the Modify Existing User Access screen displays.

CPARS User: ALBERT EINSTEIN | Update Profile | Change Password | Logout
HOME
Modify Existing User Access
e
Agency POCs:

Evaluations/Contract Status Report

User Administration User Name Email Address Organization(s) Actions
ERANK FISHER| frank fisher@noemail mil | PROTECTION SERVICES | [Modify User] | [Change Profile] | [Delete User]

Pending Access Requests WILLIAM TAFT | william.taft@noemail.mil | PROTECTION SERVICES | [Modify User] | [Change Profile] | [Delete User]

Create New Agency POC Access

Modify Existing Agency POC Access.

Transfer Focal Point Access

View Existing User Access

Reports (Admin)

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

[Madify User] — This option allows the Department POC to add or delete Organization(s) for an existing Agency
POC. Click the [Modify User] link and the Agency POC screen displays. In step 1, Select an Organization from the
Select an Organization drop-down box and click the Add button to give the Agency POC access to the selected
Organization. The selected Organization will appear in the New Organization(s) box. If an incorrect Organization
was added, highlight it in the New Organization(s) box and click the Remove button. Select the correct
Organization from the Select an Organization drop-down box and click the Add button. In step 2, if the Agency
POC has access to an Organization that is no longer required, highlight the Organization in the Current
Organization(s) box and click the Add button. The removed Organization will appear in the Removed
Organization(s) box. If the wrong Organization was selected for removal, highlight it in the Removed
Organization(s) box and click the Remove button. The Organization will reappear in the Current Organization(s)
box.
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CPARS

Home

Evaluations/Contract Status Report

User Administration

Pending Access Requests

Create New Agency POC Access

Transfer Focal Point Access

View Existing User Access

Modify Existing Agency POC Access.

User: ALBERT EINSTEIN | Update Profile | Change Password | LogOut

)

HOME
Agency POC Authorization Matrix

Modify Agency POC Access:

User Name: WILLIAM TAFT

1. To add an Organization for this user, select an Organization below and click Add.

Select an Organization: | (Select Organization) x ‘
L

2. To remove an Organization from this user, select an Organization below and click Add.

Add >>
<< Remove .

New Organization(s):

Current Organization(s): |PROTECTION SERVICES Removed Organization(s): ‘

Modify User Access

Reparts (Admin)

Review the authorization matrix to verify the information is correct. If the information is correct click the Modify
User Access button. A confirmation screen will display identifying the Organization(s) the Agency POC has been
authorized access to, and an email notification will be sent to the user notifying them of the change.

CPARS

User: ALBERT EINSTEIN | Update Profile | Change Password | LogOut

HOME
Home Agency POC Authorization Matrix

Access has been authorized for the following Agency POC users to the associated Organization(s).

Evaluations/Contract Status Report Asystem-generated email has been sent informing the user of these changes.

User Name | Status* User Type | Organization(s)

ENG & DESIGN DIVISION
PROTECTION SERVICES

User Administration

WILLIAM TAFT | Authorized | Existing

Pending Access Requests

* Note: if the Status indicates Failed, please contact the customer support desk for assistance.
Create New Agency POC Access

Modify Existing Agency POC Access

Transfer Focal Point Access

View Existing User Access

Reports (Admin)

NOTE: If the Department POC also holds Agency POC access, the Department POC will not have the options of
View Profile and Delete User next to their Agency POC account.

[Change Profile] — This option is used to update an Agency POC's profile. The Department POC can update the
user’s profile information including name, organization, title, email, and phone number. The Department POC must
click the OK button after the change(s) is made in order for them to take effect.

[Delete User] — This option is used to delete an Agency POC from CPARS. Click the [Delete User] link and the
following screen displays:
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CPARS User: ALBERT EINSTEIN | Update Profile | Change Password | LogOut

)

HOME
Access Authorization

Remove all access and delete the following user:

Home

Evaluations/Contract Status Report

User Name | Email Address Organization(s)
.. . WILLIAM TAFT | william.taft@noemail.mil | PROTECTION SERVICES
User Administration
WILLIAM TAFT | william.taft@noemail.mil | ENG & DESIGN DIVISION
Pending Access Requests
2 . Delete User

Create New Agency POC Access

Modify Existing Agency POC Access

Transfer Focal Point Access

View Existing User Access

Click the Delete User button and a pop-up message displays confirming that the Agency POC has been deleted
from CPARS. Click the OK button.

Transfer Focal Point Access

This option allows the Department POC to transfer contracts/orders and users from one Focal Point to
another and also gives the Department POC the ability to delete a Focal Point. To transfer a Focal Point,
click Transfer Focal Point Access. The Transfer Focal Point Access screen will display.

CPARS User: ALBERT EINSTEIN | Update Profile | Change Password | LogQut

i

HOME
Transfer Focal Point Access

1. Transfer From: | (Select From User) v ]

Home

Evaluations/Contract Status Report

2, select Contract(s):|(None Selected) m -
Add All
User Administration
(Use CTRL-Click to Select Multiple Contracts)

Pending Access Requests

Create New Agency POC Access

Modify Existing Agency POC Access Selected Contract(s): |(None Selected) = Remove All

Transfer Focal Point Access

View Existing User Access

Reports (Admin)

3. Transfer To: .-(Select To User) v

4, select Organization: | {Use Existing Organization) v]

5. Delete User After Transfer? ® o UYes

In Step 1, select a Focal Point name from the Transfer From drop-down box.

In Step 2, select the specific contract(s)/order(s) to be transferred from the Select Contract(s) box. Multiple
contracts/orders can be selected by holding the CTRL key and clicking each contract to be transferred. To
select multiple contracts that are adjacent, click on the first contract, hold the SHIFT key, and then click on
the last contract to be transferred. Once contracts/orders are selected click Add or select Add All to
transfer all contracts/orders. If an incorrect contract/order is selected after clicking Add, highlight the
incorrect contract/order in the Selected Contract(s) box and click on the Remove button. The Remove All
button will remove all contracts/orders from the Selected Contract(s) box.
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In Step 3, select a Focal Point name from the Transfer To drop-down.

In Step 4, if the organization on the contracts selected is changing, select the new organization from the
Select Organization drop-down. Otherwise leave the default of Use Existing Organization selected.

In Step 5, the Department POC must choose Yes or No to delete the Focal Point After Transfer. This
action will delete the user from the CPARS database, as long as the Focal Point has no other contracts or
access assigned. Click the Transfer Access button to complete the transfer process.

View Existing User Access

This option allows the Department POC to view a list of Agency POCs or Focal Points. To view existing
user access, click the View Existing User Access section. The list will default to show the Agency POCs.
To see the Focal Points, select the Focal Point option from the User Role drop-down. When viewing
Agency POCs, the list will display the Organization(s) the Agency POC has cognizance of, Role, User
Name, Phone Number, Email Address, Approving Official, Granted Date, and Last Accessed Date. If
viewing the Focal Points, the list will display: the Organization(s) the Focal Point has cognizance of, Role,
User Role (Focal Point and their Alternates), User Name, Phone Number, Email Address, Approving
Official, Granted Date, Last Accessed Date, and the system(s) they are Active In.

[Spreadsheet] — Click on the [Spreadsheet] in the upper left hand corner to create a Microsoft Excel
version of the Focal Point List.

C PA RS User: ALBERT EINSTEIN | Update Profile | Change Password | LogOut
HOME
View Existing User Access - 07/16/2019

Home

User Role:| Agency POC v

Evaluations/Contract Status Report B
[Spreadsheet]

User Administration Organization Role User Name |Phone Number Email Address Approving Official Granted Date | Last Accessed Date

Pending Access Requests

CONSTRUCTION DIVISION

Agency POC

WILLIAM TAFT

5557773888

william.taft@noemail.mil

albert.einstein@noemail.mil

07/12/2019

ENG & DESIGN DIVISION

Agency POC

WILLIAM TAFT

5557778888

william.taft@noemail.mil

albert.einstein@noemail.mil

07/12/2019

Create New Agency POC Access

FAC MAINT & RELIABILITY

Agency POC

WILLIAM TAFT

5557778888

william.taft@noemail.mil

albert.einstein@noemail.mil

07/12/2019

PROTECTION SERVICES

Agency POC

WILLIAM TAFT

5557778888

william.taft@noemail.mil

albert.einstein@noemail.mil

07/12/2019

Madify Existing Agency POC Access

Transfer Focal Point Access

View Existing User Access
Reports (Admin)

Reports (Admin)

Provides the Department POC with a variety of reports (FAPIIS Status Report, Ad Hoc Report, Dashboard,
Evaluation Metrics Report, Ratings Metrics Report, and Processing Times Report). These reports are used
to help monitor the status of the CPARS and FAPIIS processes. To access the Reports (Admin) options,
click the Reports (Admin) option. The Report (Admin) menu options display.

EAPIIS Status Report

This option allows the Department POC to monitor the status of records that have been started or
completed within the respective department. The FAPIIS Status Report will display information as a list of
records that allows the Department POC read-only access to each record. In addition, the Department POC
will also have access to view the Activity Log for each record. (See FAPIIS Status Report Section for
more specific information)

Ad Hoc Report
This option allows the Department POC to perform Ad Hoc queries of their agency data with the following report

options: Contracts Requiring Evaluation, Evaluation Activity Log, Evaluation Workflow Users, and Performance
Evaluations-Agency Only. (See Ad Hoc Section for more specific information)
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Dashboard

This option allows the Department POC to monitor registered and unregistered contracts for current, due, and
overdue status. The Dashboard will display information in both graphical and spreadsheet format. (See
Dashboard Section for more specific information)

Evaluation Metrics Report

This option allows the Department POC to run a report that identifies the number of contracts that are registered,
evaluations in process, and evaluations completed under the Department POC’s cognizance. This list displays the
Agency and is broken down at the Organization level. (See Evaluation Metrics Report Section for more specific
information)

Ratings Metrics Report
This option allows the Department POC to run a report that will identify the distribution of ratings for all completed

evaluations within the department. The report can be qualified by date, Focal Point, or Organization. (See Ratings
Metrics Report Section for more specific information)

Processing Times Report

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

Report Scheduler
This tool allows Department POC users to request that certain reports be automatically run and sent to their
email inbox as file attachments. Current available reports are the Evaluations/Contract Status Reports,

Evaluation Metrics Reports, and Processing Times Reports. (See Report Scheduler Section for more
specific information)
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Agency Point of Contact

An Agency Point of Contact (Agency POC) is a senior level employee (or designated representative) who is a
proponent of the CPARS application and process. This access level allows Agency POCs to quickly identify the
status of contracts/orders and evaluations within their respective organization.

CPARS User: USERTEST | UpdateProfile | Change Password | LogOut

FEEDBACK

To-Dao List
Welcome
Evaluations/Contract Status Report Last Succescful Login: 05/18/2020 11:41:33
User Administration Please choose an option from the Menu
Reports (Admin]

** Impartant Ini

Welcame te

to view a video that will guide you through the new lock and feel. Modemization Tutorial

To-Do List:

This option allows the Agency POC to quickly identify the actions within the organization that need to be taken to
complete in-process evaluations. Click To-Do List and a To-Do List Parameters screen displays. Select the
desired parameters and click the Show To-Do List button.

CPARS User: HARRISON GOODWIN | Update Profile | Change Password | LogOut
HOME
To-Do List Parameters
Home
'® Include All
) Document Number: | |
Evaluations/Contract Status Report ' user Role: (Select from List) v
' User: [ i v
User Administration (Select from List) ]

Show To-Do List

Reports (Admin)

A list of evaluations for the Agency POC's organization will display.

CPARS Users JOSEPHEUTLER | Undgte Preste | Change Ppaswsed | LogOut
=
L etost K
ISncesdshegt]
Bytummont """""IME duir Mninus Entily 10 Al Anignod Balc| Buc Bale Wser
US910217C008E | Evaluatien [ U992 51999597 Hate, Send 2 Contractor 1071902000 | oay2si20s | Unassigned
o Eualuation Hate, Send o Contractor afer 02032021 10132020 |06 Unassiged
[ Rate, Send ba Contractor o obyLy/3020 Bt :
rp— o8/13/7000
e waisamn |
UmaTins | Evaatien ] ; :
USS10QITE0IS2 | Evaluation | U Usa199EEEs
Evaluation
]
)
‘me
Dialuation | Usa1s2ess /207200 - D3/14/2 obLyataD |47
R 03/20/2020 - 01 Risbs, o b, Conbractae afiar 01 18,2021 /143000
) Fuate, 5ere b Cor fier 03
Evluation_[Usasaane Umarm P, S o Conleoctor aer 22/10/2023

This report displays the Document Number, Record Type, Unique Entity ID (DUNS), Period of Performance/Action
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Date, Role, Action Required, Assigned Date, Due Date, and the name of the user responsible for the action.

NOTE: The Due date is the date the evaluation for that Period of Performance (POP) is due. The date is
the POP end date plus 120 days.

[Spreadsheet] — Click on the [Spreadsheet] in the upper left hand corner to create a Microsoft Excel
version of the Agency POC To-Do List.

User — Allows the Agency POC to view the user’s profile information, including name, title, organization,
email address, and phone number. Click the User 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 Agency POC to change the To-Do List
Parameters and run additional reports.

Evaluations/Contract Status Report

This option allows the Agency POC to monitor the status of contracts and evaluations for all contracts/orders
within the respective organization. The CPAR Status Report will display information as counts or as a list of
contracts and evaluations that allows the Agency POC read-only access to each evaluation. (See
Evaluations/Contract Status Report Section for more specific information)

User Administration

This option allows the Agency POC to Approve/Deny Focal Point Access, transfer Focal Point Access,
and view existing Focal Points for the organization(s) that the Agency POC has cognizance of. To
access the User Administration options, click the User Administration option. The User Administration
menu options display.

Pending Access Requests:

This option allows the Agency POC to view a list of people requesting Focal Point access. The list will
display: Role, User Name/Justification, Email Address, Phone Number, Organization, and Requested Date.
Clicking on the User’'s Name allows the Agency POC to view the user’s profile information, including role,
name, email address, title, organization, phone number, requested date, and justification.

CPARS User: HARRISON GOODWIN | Upsdate Prefile | Change Password 20Ut
L]

| setect | Role

er Nan
|:.\_”! o \-|

To grant the Requestor CPARS Focal Point Access the Agency POC checks the select box next to the
Requestor’'s name and clicks the Approve Selected Users button.

To deny the Requestor CPARS Focal Point Access the Agency POC checks the select box next to the
Requestor’'s name, enters a Reason for Denial, and clicks the Deny Selected Users button.

Transfer Focal Point Access

This option allows the Agency POC to transfer contracts/orders and users from one Focal Point to another
and also gives the Agency POC the ability to delete a Focal Point for the organization(s) that the Agency
POC has cognizance of. To transfer Focal Point access, click Transfer Focal Point Access. The CPARS
Transfer Focal Point Access screen will display.
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CPARS User: HARRISON GOODWIN | Update Profile | Change Password | LogOut

)

HOME

Transfer Focal Point Access

1. Transfer From: (Select From User) ¥

2. select Contract(s): (None Selacted) m Add All

Home

To-Do List

Evaluations/Contract Status Report

Pending Access Requests

Selected Contract(s): (None Selected) [o—————

View Existing User Access

Reports (Admin)

3. Transfer To! (Select To User) v

4, Select Organization: | (Use Existing Organization) ¥ l

5. Delete User After Transfer? ®No Uves

In Step 1, select a Focal Point name from the Transfer From drop-down box.

In Step 2, select the specific contract(s)/order(s) to be transferred from the Select Contract(s) box. Multiple
contracts/orders can be selected by holding the CTRL key and clicking each contract to be transferred. To
select multiple contracts that are adjacent, click on the first contract, hold the SHIFT key, and then click on
the last contract to be transferred. Once contracts/orders are selected click Add or select Add All to
transfer all contracts/orders. If an incorrect contract/order is selected after clicking Add, highlight the
incorrect contract/order in the Selected Contract(s) box and click on the Remove button. The Remove All
button will remove all contracts/orders from the Selected Contract(s) box.

In Step 3, select a Focal Point name from the Transfer To drop-down.

In Step 4, if the organization on the contracts selected is changing, select the new organization from the Select
Organization drop-down. Otherwise leave the default of Use Existing Organization selected.

In Step 5, the Agency POC must choose Yes or No to delete the Focal Point After Transfer. This action
will delete the user from the CPARS database, as long as the Focal Point has no other contracts or
access assigned. Click the Transfer Access button to complete the transfer process.

View Existing Focal Points

This option allows the Agency POC to view a list of the Focal Points and their Alternates for the
organization(s) that the Agency POC has cognizance of. The list will display the Organization(s) the Focal
Point has cognizance of, Role (Focal Point or Alternate Focal Point), User Name, Phone Number, Email
Address, Approving Official, Granted Date, Last Accessed Date, and the system(s) they are Active In.
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CPARS User: HARMISON GOODWIN | Lgdate Prolite | Change Password | Lo Out

]

HOME

" View Existing User Access - 07/16/2019
Home
User Rate |

To-Dio List

Evaluations/Contract Status Report = S ; Fo Active In*

Role User Hams: Granted Date | Last Accessed Date
m i
Pending Access Regquests

Transfer Focal Point Access

CPARS | FAPHS

RARBARA DHASA 05/23/2019

int | RARBARA ANASA 08/31/201%

FOCAL

DHASA | 6424 05/22/2019

ELARBARA AMASA

I5¢ Foca 6434 Barbar
Reparts (Admin | * metive n
L

05/21/2015 [

¥ - Under CPARS: indlcates that usevis) hive bien asskgrned axeess. Under FAPIS: mdicabes a recard(s) has been snbere

[Spreadsheet] — Click on the [Spreadsheet] in the upper left hand corner to create a Microsoft Excel
version of the Focal Point List.

Reports (Admin)

Provides the Agency POC with a variety of reports (Auto Register Report, Dashboard, Evaluation Metrics
Report, Ratings Metrics Report, and Processing Times Report). These reports are used to help monitor
the status of the CPARS processes. To access the Reports (Admin) options, click the Reports (Admin)
option. The Report (Admin) menu options display.

Auto Reqgister Report

This option allows the Agency POC 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
exceeding the established minimum dollar thresholds for reporting will not be displayed. Contracts/orders
that have already been registered in CPARS will not be displayed.

C PARS User: JOSIPHBUTLER | Update Profile | Changs Pasiwodd | LogOut
SAVE HOME
I Auto Register Report Parameters
nnnnn
Report Hame! I ]
| Evatuations/¢ontrac Status Report Select Contracting Oifice 10: [(Select Conracting Office ID hom FPOS) v ["ada B Adaan oI
User Administration Selreted Contracting Oifice 10(s): [[Noas Seleetad)

Reports [Admin)

At Register Report

[ Remove |
B

sort By: | Cantract Number «]

Run Report

After selecting the Auto Register Report, select a Contracting Office ID from the drop-down or enter 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. The Auto Register Report may be sorted by up
to seven sort options.

Select the desired option from the Sort By drop-down box.

If the user wishes to save this report to run it again in the future, the user enters a Report Name in the
Report Name box and clicks the Save icon. The Auto Register Report Parameters screen will refresh and
a Select Saved Report drop-down will appear.
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To run the saved report in the future, the user would select the Report Name from the drop-down and click
Run Report.

To change the parameters of a saved report, select the Report Name from the drop-down, select/de-
select the desired parameters and click the Save icon.

To delete a saved report, select the Report Name from the drop-down and click Delete.

Click the Run Report button at the bottom of this screen and the list will run as shown below.

CPARS Unew: JOSEPH BUTLER | Ucdate Profie | Chaogs Prsssoed | LogOut

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

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

Dashboard

This option allows the Agency POC to monitor registered and unregistered contracts for current, due, and overdue
status. The Dashboard will display information in both graphical and spreadsheet format. (See Dashboard
Section for more specific information)

Evaluation Metrics Report

This option allows the Agency POC to run a report that identifies the number of contracts that are registered,
evaluations in process, and evaluations completed for the Agency/DoD Service. This list displays the Agency and is
broken down at the Organization level. (See Evaluation Metrics Report Section for more specific information)

Ratings Metrics Report

This option allows the Agency POC to run a report that will identify the distribution of ratings for all completed
evaluations within the organization. The report can be qualified by date or organization. (See Ratings Metrics
Report Section for more specific information)

Processing Times Report

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

Report Scheduler

This tool allows Agency POC users to request that certain reports be automatically run and sent to their
email inbox as file attachments. Current available reports are the Evaluations/Contract Status Reports,
Evaluation Metrics Reports, and Processing Times Reports. (See Report Scheduler Section for more
specific information)
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FAPIIS Data Entry

The Data Entry user is responsible for creating, updating, and completing FAPIIS Records. The following record
types are available for processing: Termination for Default, Termination for Cause, DoD Determination of
Contractor Fault, Termination for Material Failure to Comply (grants), Defective Pricing, Non-Responsibility
Determination, Recipient Not-Qualified Determination (grants), Subcontract Payment Issues, Information on
Trafficking in Persons, and Administrative Agreement.

NOTE: Actions posted in FAPIIS on or after April 15, 2011, will be available to the public, as required by section
3010 of Pub. L. 111-212. Because information in FAPIIS will be made available to the public, Government officials
should take appropriate steps to ensure they do not post information in the system that would create harm
protected by a disclosure exemption under the Freedom of Information Act at 5 U.S.C. § 552(b). For example,
heightened attention might need to be given to whether documentation supporting a non-responsibility
determination or termination for default decision should be redacted before the determination or decision is posted.

Information posted prior to April 15, 2011, will only be subject to release in accordance with the Freedom of
Information Act procedures, including, where appropriate, procedures promulgated under E.O. 12600,
Predisclosure notification procedures for confidential commercial information.

C PA RS User: DANNA FRANKS | Update Profile | Change Password | LogQut

To-Do List

FEEDBACK

Pending Actions(2)

Initiate/Edit/Delete Record

Reports (Admin)

=* Impaortant Information / Mews **

Pending Actions/To-Do List

This option is a quick and easy method for the Data Entry user to see all the records that he/she has started, but
not completed. Click the number next to Pending Actions or click the To-Do List and a list of records that have
been started and saved by the Data Entry user will display. Click on the appropriate document number and the
record is opened in data entry format ready for the Data Entry user to complete.

CPARS User: JOSEPHBUTLER | Ugdute Profile | Chamge Password | LogOub

Initiate/Edit/Delete Record

This option allows the FAPIIS Data Entry user to initiate FAPIIS records, delete FAPIIS records, and edit completed
FAPIIS records. To access the Initiate/Edit/Delete Record options, click the Initiate/Edit/Delete Record option.
The Initiate/Edit/Delete Record menu options display.
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Auto Initiate a FAPIIS Record

The Auto Initiate a FAPIIS Record function provides FAPIIS Data Entry (FDE) users the ability to produce and review
a list of required Termination for Default and Termination for Cause Records. From the list of eligible Terminations,
the FDE user is able to quickly initiate individual termination records in FAPIIS. The ability to auto initiate terminations
is only available to FDE users. The termination must be coded as such in the Federal Procurement Data System, or
FPDS in order to display on the list.

C PARS User: JOSEPHBUTLER | Update Profile | Change Password | LogQut
SAVE HOME
Auto Initiate a FAPIIS Record
Home
To-Do List

To see all outstanding FAPIIS actions, select the Contracting Office ID(s) and Run Report

Initiate/Edit/Delete Record
NOTE: Only Terminations for Cause and Terminations for Default are available from FPDS and will sppear in the report. All sther FAPIIS records must be started using the Initiste s FAPIIS Record option from the Home
Auto Initiste a FAPIIS Record e

Initiste 3 FAPIIS Record Select Saved Report:

Delete a FAPIIS Record Report Name: | Only required to Save Report)
i B e Select Contracting Office ID: ((Select Contracting Office ID from FPDS) v ] [ Ada ]

Reports (Admin) Selected Contracting Office 1D(s): ‘T

By using the “Select Contracting Office ID” you can either add (1), multiple or ALL of the Contracting Office IDs that
are under their purview. After selecting the Contracting Office I1D/s that you wish to search select “Run Report”. If
there is a FAPIIS Record that needs action the below will be displayed. If there is nothing “No Records Found” will be
returned as a message.

C PARS User: JOSEPH BUTLER | Update Profile | Change Password | LogOut
HOME
Auto Initiate a FAPIIS Record
Home
[Spreadsheet]
To-Do List * Only initiate records that are area of resy

rea
will automatically initiate

« Clicking on a FAPIIS documen ord and place it on your To-Do list.

Initiate/Edit/Delete Record

DOCUMENT NUMBER RECORD TYPE UNIQUEENTITY ID (DUNS) | UNIQUE ENTITY ID (SAM)  REPORTING OFFICE ID [ REPORTING OFFICE | ACTION DATE | AVAILABLE DATE
Auto Initiate a FAPNIS Record U9910217D0800 U3910217F0002 | Termination for Cause | U93199999 U99199999999 Ug9130 U991 OFFICE 30 05/04/2020 08/02/2020
U9910217D0800 U3910217F0003 | Termination for Cause | U99199999 U99199999999 Ug9130 U991 OFFICE 30 04/30/2020 08/02/2020

Initiate a FAPIIS Record 9 17D0800 U3910217F0004 | Termination for Cause | U99199999 U99199999299 Uga130 U991 OFFICE 30 05/04/2020 08/02/2020

1700800 U9910217F0005 | Termination for Cause | U99199999 Ugg199999999 U9913o U991 OFFICE 30 04/30/2020 08/02/2020

Delete a FAPIIS Record

9 700800 U9210217F0006 | Termination for Cause | U99199999 Ug9199999999 U99130 U991 OFFICE 30 05/04/2020 08/02/2020
U9910217D0800 U3910217F0007 | Termination for Cause | U93199999 U99199999999 Ug9130 U991 OFFICE 30 04/30/2020 08/02/2020

Edit a FAPIIS Record
U9910217D0800 U3910217F0008 | Termination for Cause | U93199999 U99199999999 Ug9130 U991 OFFICE 30 05/04/2020 08/02/2020
Reports (Admin) 991021700800 U9910217F0009 | Termination for Cause | U99199999 U99199939299 Uga130 U991 OFFICE 30 04/30/2020 08/02/2020
U991021700800 U9210217F0010 | Termination for Cause | U99199999 Ug9199999999 U99130 U991 OFFICE 30 05/04/2020 08/02/2020

Retum to the Auto Initiate a FAPIIS Record Parameters

By selecting the “Document Number” which is the only field that is hyperlinked on the report the user will be brought to
the FAPIIS Data Entry page. The remaining mandatory fields to be filled out are only: Termination Type (Full or
Partial) and attaching supporting documentation. Not completing the record during this process will move this to your
To-Do list. Once it is saved and marked for release it will fall off.

Initiate a FAPIIS Record

This option allows a user to enter the record information. To enter a record, click on Initiate a FAPIIS Record. The
record type selection drop-down will display. Select the applicable record type from the Record Type drop- down
box. The “Auto Initiate” option can be used when a Unique Entity ID (DUNS) is entered to see if there are any
available records that can be initiated. This ONLY applies to Terminations for Default and Terminations for Cause.
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If there are none to be completed. The User will have to continue to fill out the fields manually. If there is a record
to be completed you will be brought to the FAPIIS Data Entry page and follow the steps as usual with most of the
fields already being entered minus the Termination Type field and the attachment being included.

The below screenshot is applicable when entering a Termination for Default, but note that the “Auto Initiate” button
ONLY applies to Terminations for Default and Terminations for Cause. Enter the Unique Entity ID (DUNS) in the
block and click Auto Initiate. Any terminations that need to be entered for the Unique Entity ID (DUNS) entered will
be displayed. This list functions the same as the “Auto Initiate a FAPIIS Record” section.

=]

L

Log Qut

User: JOSEPHBUTLER | Update Profile | Change Password

CPARS

H

3

ME

[Termination for Default ~] @

To-Do List

Initiate/Edit/Delete Record

Auto Initiate a FAPIS Record

Initiate a FAPIIS Record

Delete a FAPIIS Record

Edit a FAPIIS Record

Reports (Admin)

For a Termination for Default, enter the Unique Entity ID (DUNS) number, Contract Award ID Number, and
Contract Referenced Award ID Number, if applicable, and click the Continue button. FAPIIS will then search the
Federal Procurement Data System (FPDS) for the specific Contract Award ID Number and Contract Referenced
Award ID Number. If a match is found, the Principal NAICS Code, Product/Service Code and Awardee Information
on the Data Entry screen will be prepopulated. If no match is found with FPDS, FAPIIS will search the System for
Award Management (SAM) database for the specific Unique Entity ID (DUNS) and will prepopulate the Awardee
Information if the Unique Entity ID (DUNS) is registered at SAM.

Initiate a FAPIIS Record
ec
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CPARS User: JOSEPH BUTLER | Update Profile | ChangePassword | Loz Out

B = m

SAVE  PRINT  HOME
FAPIIS Data Entry
Home

Document Information

Teo-Do List

Initiate/Edit/Delete Recard

Auto Initiate a FAPIIS Record

umber (TEST234532234 Ja

Initiate a FAPIIS Record

Cont __:'.v‘te.[ ]ﬂ
Delete a FAPIIS Record * orincipal NAICS Code: :] * oroduct/Service Code. :]
Edit a FAPIIS Record * Termination Typs
Awardee Information [
Reports (Admin)
*un ity ID (DUNS Unique Entity ID (SAM): |{coming soon
[TEST COMPANY WITH NINE 95 ]
[ J
*a +): [PRACTICE COMPANY ]
#ddres: (2): [35 KITTERY STREET ]
* city. [PORTSMOUTH ]
vincs: [NEW HAMPSHIRE ] Fostalizip Code: [p3a04
;- [UNITED STATES v]

Official Reporting Agency Information [

Fhons: 3332221111 ) = ]

* cmail Addrass: [uawzfde-joseph butler@noemail mil ]

* Upload PDF Attachment: | | Choose File | Mo file chosen | a

Save and Mark for Release

Document Information: Enter the Document Information in the spaces provided, if not prepopulated. The data
entry screen identifies required fields with a red asterisk (*). However, the Data Entry user is allowed to save a
partially entered record without addressing all the required fields. In order to save a partially entered Termination
for Default, enter the Action Date, Contract Award ID Number, Unique Entity ID (DUNS), and then click the
Save icon. Note that when the Data Entry user is ready to continue working on the record, simply log into FAPIIS,
click on the To-Do List or the Pending Actions option, and click on the document number for the record. To
upload a PDF Attachment, click the Browse button. Locate and select the applicable PDF file and click Open.
The file path will appear in the Upload PDF Attachment box, click the Save icon. To view the attached PDF, click
the View button.

NOTE: PDF files may be uploaded/replaced after a record has been Saved and Marked for Release by using the
Edit a FAPIIS Record option. When a record is marked for release the record is completed and available in the
View Performance Records section of CPARS for source selection purposes and the FAPIIS Public website. Edit a
FAPIIS Record is explained in more detail below.

e There is no contractor access available in FAPIIS data entry. Contractors can view and enter comments in
the View Performance Records section of CPARS.

e After a 14-day delay, the FAPIIS record will be available in the FAPIIS Public website per FAR 9.105-2.
The 14-day delay doesn't apply to the grants records.

Awardee Information: Enter the Awardee Information manually if it was not available from FPDS or SAM. Note
that State/Province and Postal/Zip Code become required fields when United States or Canada is selected in the
Country drop-down arrow box.

Reporting Agency Information: Select the applicable Office ID from the Office ID drop-down box. The remaining
data elements are prepopulated with information saved in the user's profile.
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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.

To save a record without marking for release click the Save icon.
Click on the Print icon to view or print a record.

When the record is ready to be completed and made available for source selection purposes and public access,
click the Save and Mark for Release button. All required fields must be completed at this time. A message will
display stating that "The FAPIIS record has been saved and marked for release.” Click the OK button.

Delete a FAPIIS Record

This option allows the Data Entry user to delete a record that has been started, but not completed and marked for
release, or available for source selection and public access. To delete a record, click Delete a FAPIIS Record. A
list of records that have been started and are available for deletion will display. Click the document number of the
record to be deleted. The Delete Record Confirmation screen will display. Select the Confirm Delete button to
delete the record from the FAPIIS database.

Edit a FAPIIS Record

This option allows the Data Entry user to modify a record that has been completed and marked for release, and is
available for source selection and public access. To edit a completed record, click Edit a FAPIIS Record. A list of
completed records available for editing will display. Click the document number of the record to be edited. The
Edit a Completed Record screen will display. The available fields that can be edited will depend upon the record
type being edited. To save the edits to the record click the Save icon.

Types of edits that can be completed:
e PDF attachments can be uploaded/replaced in the record after it has been completed and marked for
release.

e Terminations for Default and Terminations for Cause can be changed to a Termination for
Convenience or Termination Type changed to Complete or Partial.

e Records may be Withdrawn/Rescinded by selecting Yes for Record Withdrawn/Rescinded and entering
a Reason Withdrawn/Rescinded. This can be used in the event of a FAR 9.105-2(b)(2)(iv) request by
contractor to remove information protected by the Freedom of Information Act.

NOTE: If a record has been Withdrawn/Rescinded and must be reposted for source selection and the FAPIIS
Public website, contact the Customer Support Desk for assistance.

All changes made using the Edit a FAPIIS Record option are reflected immediately upon clicking the Save icon.
When a record is changed to a Termination for Convenience or is Withdrawn/Rescinded, it is immediately archived
and no longer visible for source selection.

Click on Print icon to view or print the record displayed on the screen.
Reports (Admin)

This option allows the FAPIIS Data Entry user to run reports on FAPIIS records. To access the Reports (Admin)
options, click the Reports (Admin) option.

EAPIIS Status Report

This option allows the Data Entry user to monitor the status of records that he/she has started or completed. The
Status Report will display information as a list of records that allows the Data Entry user read-only access to each
record. (See FAPIIS Status Report Section for more specific information)
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Owner (View Performance)

The Owner (View Performance) is responsible for administering access to view performance records. The Owner (View
Performance), level is used to authorize/remove access to the following roles; Manager (View Performance) and Access
(View Performance) users. The Owner (View Performance) is also able to view Assessment Reports, FAPIIS Reports,
FAPIIS Records, Ad Hoc Reports, and Compliance Reports. Owner (View Performance) access is granted only upon the
completion of an Owner (View Performance) User Access Request Form available at https://cpars.gov/access.htm.

CPARS User: SHAWN JONES | UpdateProfile | Change Password | LogOut

o

FEEDBACK
View Performance Recards

Pending User Access Requests(2)

User Administration

Reports (Admin)

** Important Information / News **

View Performance Records

This option allows the Owner (View Performance) user to view past performance evaluations for source selection purposes,
FAPIIS Reports, compliance reports, all government entered FAPIIS Records, and all Awardee entered proceedings. To
access the View Performance Records options, click the View Performance Records option.

The View Performance Records menu options display.

NOTE: The View Performance Records Menu options are also applicable at the Access (View Performance) level. As
such, each option is described in more detail in the Access (View Performance) section.

User Administration

This option allows the Owner (View Performance) to Approve/Deny Manager (View Performance) and Access (View
Performance) requests, view existing users, and remove existing user access. To access the User Administration
options, click User Administration. The User Administration menu options display.

Pending Access Requests

This option allows the Owner (View Performance) to view a list of people requesting Manager (View Performance) and
Access (View Performance) access. The list will display The Role, Requestor's name, Email Address, Phone Number,
Organization, and Requested Date. Clicking on the User’'s Name allows the Owner (View Performance) to view the user’s
profile information, including role, name, email address, title, organization, phone number, requested date, and
justification.

CPARS Usert SHAWH JONES | Uscice Profile | Chaope Prinand | LegOut

Reason for Denial

To grant the Requestor access as a Manager (View Performance) or Access (View Performance), the Owner (View
Performance) checks the select box next to the Requestor's name and clicks the Approve Selected Users button. To
deny the Requestor access as a Manager (View Performance) or Access (View Performance), the Owner (View
Performance) checks the select box next to the Requestor's name, enters the Reason for Denial and clicks the Deny
Selected Users button.
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View Existing User Access

This option allows the Owner (View Performance) to view a list of the Managers (View Performance), and Access (View
Performance) users. This option also allows the Owner (View Performance) to Remove a Manager (View Performance)
or Access (View Performance) user’s access. The list will display the Organization, Role, User Name, Phone Number,
Email Address, Approving Official, Granted Date, and Last Accessed Date.

[Spreadsheet] — Click on the [Spreadsheet] in the upper left hand corner to create a Microsoft Excel version of the
Existing Users List.

The list will automatically default to the user role of Manager (View). The Owner (View Performance) can choose to view it
as an Access (View Performance) user by selecting the Access (View) role from the User Role drop-down.

CPARS Users SHAWN SONES | Lpdate Profily | Charge Plssword | Loglst

i View Existing User Access - 07/17/2019
it

| wsorname [ rhone wamber

Cranted Date | Last Accessed Date

aw) |BOB JOHNS | S557TTRERE o209

w) | CAPT YOUNG 5555555555

fiaw] | VICTORY JOWNS | 434TTTEEES

Remove Access — This option allows the Owner (View Performance) to remove a user’s access. To remove a user’s
access, the Owner (View Performance) clicks the Remove Access button.

NOTE: The remaining Owner (View Performance) Menu options are also applicable at the other access levels. As such,
the Reports (Admin) option is described in more detail in the Ad Hoc section.
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Manager (View Performance)

The Manager (View Performance) is responsible for administering access to past performance information. The
Manager (View Performance) approves/removes Access (View Performance) users. The Manager (View
Performance) is also able to view Assessment Reports, FAPIIS Reports, Compliance Metrics Reports, FAPIIS
Compliance Reports, Ad Hoc Reports, Government FAPIIS Records, and All Awardee Proceedings. Manager (View
Performance) access is granted only upon the completion of a Manager (View Performance) User Access Request
Form available at https://cpars.gov/access.htm.

CPARS User: JOHN DUNCAN | Update Profile | Change Password | LogOut

View Performance Records

FEEDBACK

Pending User Access Requests(1)

User Administration

Reports (Admin)

" Important Information / News **

View Performance Records

This option allows the Manager (View Performance) user to view past performance evaluations for source selection
purposes, FAPIIS Reports, compliance reports, all government entered FAPIIS Records, and all Awardee entered
proceedings. To access the View Performance Records options, click the View Performance Records option.
The View Performance Records menu options display.

NOTE: The View Performance Records Menu options are also applicable at the Access (View Performance) level. As
such, each option is described in more detail in the Access (View Performance) section.

User Administration

This option allows the Manager (View Performance) to Approve/Deny access to an Access (View Performance)
users, view existing user access, or remove existing user access. To access the User Administration options, click
User Administration. The User Administration menu options display.

Pending Access Requests

This option allows the Manager (View Performance) to view a list of people requesting the role of Access (View
Performance). The list will display the Role, Requestor's name, Email Address, Phone Number, Organization, and
Requested Date. Clicking on the User's Name allows the Manager (View Performance) to view the user’s profile
information, including role, name, email address, title, organization, phone number, requested date, and justification.

CPARS

| Home

By dlicking "Approve Selected Users” | certify that the selected users are Government employees

To grant the Requestor the Access (View Performance) role, the Manager (View Performance) checks the select
box next to the Requestor's name and clicks the Approve Selected Users button.
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To deny the Requestor the Access (View Performance) role, the Manager (View Performance) checks the select
box next to the Requestor’'s name, enters the Reason for Denial, and clicks the Deny Selected Users button.

View Existing User Access

This option allows the Manager role to view a list of the Access (View Performance) users. This option also allows
the Manger (View Performance) to Remove an Access (View Performance) user’s access. The list will display the
Organization, Role, User Name, Phone Number, Email Address, Approving Official, Granted Date, and Last
Accessed Date.

[Spreadsheet] — Click on the [Spreadsheet] in the upper left hand corner to create a Microsoft Excel version of the
Existing Users List.

C PARS User: JOHN DUNCAN. | Upelate Profile | Change Pasword | Log Oul
HOME
o View Fxisting User Access - 07/17/2019
UzerFole Access (View) ¥ |
View Performance Records A =
{zpeeadshest]
User Administration I organization I Role ! User Name Phone Mumberl Cmall Address Approving Officlal | Granted Date | Last Accessed Date
| NSLCPTSMH :.1.((;'—35 (View| |ALEX.‘\HDE? SPARKS | 603-431-0460 | alexandersparks@navy.mil Unknown 07/1772019 T
Pending Access Requests | t 1 i
_YE'_E li.i.ccass (View) IAM—'-NJ—\ PPR ]iM'.'TTM Iarranca ppri@noemall.mil Unknown 07/10/2019
1

Remove Access — This option allows the Manager (View Performance) to remove a user’s access. To remove a
user’s access, the Manager (View Performance) clicks the Remove Access button.

NOTE: The remaining Manager (View Performance) Menu options are also applicable at the other access levels.
As such, the Reports (Admin) option is described in more detail in the Ad Hoc section.
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Access (View Performance)

The Access (View Performance) user is able to view Assessment Reports, FAPIIS Reports, Compliance Metrics
Reports, FAPIIS Compliance Reports, Ad Hoc Reports, Government FAPIIS Records, and All Awardee
Proceedings. Access (View Performance) access is granted only upon the completion of an Access (View
Performance) User Access Request Form available at https://cpars.gov/access.htm.

C PA RS User: AMANDA PPR Update Profile | Change Password Log Out

FEEDBACK

wiew Performance Records

Please choose an option from the Menu

Reports (Admin)

** Important Information / News **

View Performance Records

This option allows the Access (View Performance) user to view past performance evaluations for source selection
purposes, FAPIIS Reports, compliance reports, all government entered FAPIIS Records, and all Awardee entered

proceedings. To access the Manage User Access options, click the View Performance Records option. The
View Performance Records menu options display.
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Assessment Reports

Assessment Reports allows users to view past performance evaluations for source selection purposes. To
run an Assessment Report, click the View Performance Records option. The View Performance Records
menu options display click Assessment Reports. The Assessment Reports Parameters menu will display.

CPARS User: JOHN WASHINGTON | Unpdate Profile | Change Password | LogOut

)

HOME
Assessment Reports

Help Any Information obtained through searching these records are considered Source Selection Sensitive and must be handled per FAR Subpart 9.1.

View Performance Records
Instructions:
Assessment Reports
1. Enter one of the following qualifiers.

FAPIIS Reports 2. Click Show Report to list report cards for the qualifiers entered.

Vendor Name: 'Bﬁg,n_r. with v] l I

Unique Entity ID (DUNS): :I
Unique Entity 1D (SAM): :]

Advanced Search Options

Compliance Metrics Repart

FAFPIIS Compliance Report

Government FAPIIS Records

All Awardee Proceedings Show Report

User Administration

Reparts (Admin)

Assessment Reports selection allows users to enter specific qualifiers to view the evaluations for the
qualifiers entered. You may enter Vendor Name, the Unique Entity ID (DUNS) qualifier, or use the
Advanced Search Option. Enter the desired qualifiers and click the Show Report button.

NOTE: If a filter that allows for more than one company to be selected is used, a list of companies
matching the description will be displayed, along with the number of their associated assessment reports.

Click List to display the list of Assessment Reports for each Vendor Name.
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Click [Spreadsheet] to create a Microsoft Excel version of the Assessment Reports (does not include the narratives).

To view the FAPIIS Report for the searched on DUNS click the Unique Entity ID (DUNS): XXXXXXXXX Click
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here to view the FAPIIS records(s) for Unique Entity ID (DUNS): XXXXXXXXX link.

To view and save multiple Assessment Report files as HTML or PDF (limited to 5 assessments), you can select
individual records with a check mark in the box next to the word Chart and either click View (HTML, XML) or use

the Click Here (HTML, PDF) button above the table.

Chart- Click on Chart to view a compilation of data as a Pie Chart and bar graph depicting business ratings over a
three or six-year period depending on the business sector.

View (HTML) — Click on View (HTML) to view the evaluation as an HTML document.
View (XML) — Click on View (XML) to view the evaluation as an XML document.

NOTE: XML is a general-purpose markup language. It allows users to define their own tags. Its primary purpose is
to facilitate the sharing of data across different information systems, particularly via the Internet.
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FAPIIS Reports

FAPIIS Reports allows users to view FAPIIS data, proceedings information, System for Award Management (SAM)
exclusion data, and corporate relationships. To run a FAPIIS Report, click the View Performance Records option. Click
FAPIIS Report. The FAPIIS Report Parameters menu will display.

CPARS User: JOHN WASHINGTON | Update Profile | Change Password | LogQut

HOME
FAPIIS Report Search

View Performance Records Purpose; This report enables the viewing of FAPIIS Report records and allows contractor users the ability toinput a comment to any posted record.

Search Instructions
Searcht er Unique Entity ID (DUNS), Unique Entity ID (SAM) or CAGE, or by
Note that 1 enter multiple search criteria that the Unique Entity ID (DUNS) will t

Assessment Reports

cting a filter from the dropdown list box.

¥ e precedence.
FAPIIS Reports

To search for an individual by name, search using the 'Contains' option and specify only the person's last name.

Compliance Metrics Report Unique Entity 1D (DUNS): @ [9 digit, numeric ]

N Unique Entity ID (SAM): @ [12 character, alpha-numeric ]
FAPIIS Compliance Report

CACE: @ [5 character, alpha-numeric ]

Government FAPIIS Records

Entity Name: @ [Eagins with v][m characters max. w/selected 'Option’ ]

All Awardee Proceedings @

User Administration

Reports (Admin)

NOTE: It is possible in the FAPIIS application that an entity may not have a CAGE Code. If you search by CAGE and do
not get the entity you are looking for, try using the ‘Name’ search option. Note that some of the extended systems, such
as the Performance Information section of SAM, do not require Unique Entity ID (DUNS). If your search of the FAPIIS
system does not produce a Performance Information section of SAM record, you can go directly to
https://www.sam.gov/ and use the ‘Advanced Search’ option to locate the entity of interest.

To search for an individual by name, search using the 'Contains' option and specify only the person's last name. Enter
the desired qualifiers and click the Search button. The FAPIIS Search Results page will display.

NOTE: If a filter that allows for more than one company to be selected is used, a list of companies matching the
description will be displayed.

CPARS Wser: JOHN WASHINGTON | Update Profile | Change Passwosd | LogOut
= i
FRINT _ HOME
Secarch Results
TAPIIS Reparts
FAPIS Data
Compliance Metrics Report Report Type Records | Count
Administrative Agreement ™ 3
FAPIIS Campliance Report
Yoy 1
ation of Contractor Fault o5 2
Gavernenent FAPIIS Records
Information on Trafficking in Fersons o []
All Awardee Proceedings Han-Respansibility Detrmination Ne []
Recipint M lified D natian ey 4
User Adeninistration Subcantractor Fayment 15suss = :
Termination far Cause ™ '
Reparts (Admin =
Termination for Default bis] 3
Terminaticn for Material Failisre to Comply 5 [l
Babails of Selicted Extended Syitem Soure
Proceedings Information as Entered by the Entity in SAM.gov
™ 1
Performance Evaluations
Awardee l WUnigue Entity 1D (DUNS) Unigque Entity 1D (SAM) Satws/Count

SAM Exclusicen Data

70


https://www.sam.gov/

FAPIIS Data

The FAPIIS Data table at the top of the screen displays the different types of FAPIIS records. If an awardee/contractor
has a FAPIIS record of a particular type, the Records column in the table will display Yes and the Count column will
display the number of records of that type.

To view a record of a particular type, click the Yes link in the table.

CPARS User; AMANDA PPR | Update Profile | Change Password | LogoOut

i
=
PRINT HOME
Search Results

Entity: ACME

View Performance Records Unique Entity ID (DUNS): ©

Unique Entity ID (SAM):

Assessment Reports
CAGE:

FAPIIS Reports Date FAPIIS search conducted: 06/02/2020 14:29:37

Back View Corporate Relationships

Compliance Metrics Report
FAPIIS Data

FAPIIS Compliance Report Report Type Records | Count
e S E st Administrative Agreement Yes 6

Defective Pricing Yes 9
All Awardee Proceedings DoD Determination of Contracter Fault Yes 3

Information on Trafficking in Persons Yes 7
Reports (Admin) Non-Responsibility Determination Yes 1

Recipient Not-Qualified Determination Yes [

Subcontractor Payment Issues Yes 4

Termination for Cause Yes 10

Termination for Default Yes 8

Termination for Material Failure to Comply Yes 7

Back Details of Selected Report Type

Report Date Report Type FAPIIS Contract/Grant Funding Number

09/07/2016 Administrative Agreement

06/20/2015 Administr e Agreement

07/29/2015 e Agreement

07/17/2015 e Agreement

01/01/2018 e Agreement

12/17/2018 Administrative Agreement

If there are multiple records of that type, a Details of Selected Report Type table will display at the bottom of the screen.
The table will indicate the Report Date and document number for each record.

To view an individual record, click on the Report Type link in the row for that record. The record will display at the bottom
of the screen.
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CPARS

Py houe

Deument Informalion

tach the Reporting Ageniy bebow ba obtal

Dt Firkd

Barder Infurmation

[Unicue Entity 1D [BUMS]-
Unique Crtity 1D [SAM]:
[CAGE Code:

Awardiee Hame:

Bdbdress (1]

Arddiress {2):

city:

Prowince/State:
[PostalTip Code:
Coumtry:

Ageney bnformalion

Agency Name:
B4fice
Serpension/Debarment Qlticer:
Phene Humber:

FAX Mumiber:

Email Address:

Blistarical Record of Previsus Eomments

CLICK HERE- Click the CLICK HERE link to view the attachment that was upload to the FAPIIS Record.

Proceedings Information as Entered by the Entity in SAM.qov

This section will display whether the Entity has entered any Proceedings Information into SAM. If information has
been entered, the information will display.

Performance Evaluations

This section will display whether the Entity has any performance evaluations entered in the system. To view the
Performance Evaluations for the Entity, click the Click here to view Performance Evaluations link or use the

Assessment Reports option. (See Assessment Reports Section for more specific information)

SAM Exclusion Data

This section will display any exclusion record from SAM.gov. Indicating that the individual or Entity listed is
disqualified from receiving any federal government contracts.
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Compliance Metrics Reports

The Compliance Metrics Report is used to review compliance with past performance reporting requirements by
comparing contracts entered into the Federal Procurement Data System (FPDS) and completed evaluations. To run
a Compliance Metrics Report, click the View Performance Records option. Click Compliance Metrics Report. The
Compliance Metrics Report Parameters menu will display.

C PARS User: JOHN WASHINGTON | Updgte Profile | Changs Password | LogOut

1

HOME
Compliance Matrics Report
Compliange Metrics Report Logic (HTML) (BOE)

View Performance Records Instructions

L Enter 4-digit Fiscal Year of contract award,

Asessmont Reports

2. Enter 1,2, % or 4 for Flscal Quarter of contract award.

FARNS Reports 5, Belect Agendy 1D

A&, Click Run Report
Compliance Metrics Report
Mate: DBata wsed in the compliance report only incHides contracts af of above g that have prog

1o the point where a performance evaliation{s) is expected ta have heen completed

FARES Compliance Repart

Government FAPHS Records.

Ml Awardes Procesdings

rmal\rur:l:] aave blank for 2l years - & digit year require

User Administratian agency 10 [ AL v
Reports (hdmin Run Report

Enter the desired qualifiers and click the Run Report button or to list all Agencies click the Run Report button. The
Compliance Report will display.

CPARS Uer: JOHN WASHINGTON | Wodate Prolie | ChangeFasiced | Lot st

8

| Compliance Metrics Repor
Hame
Compliance Mctric Arport Logic (HTML|
nstructions

8. Enter a-digit Fiscal ¥ear of contract awant
Aszeszment Reports
2. Enter 1,2, or 4 for Fiscal Quarier of contract award,

EREHS Prporta. 2. Sebect Agency 1D

_ R
Compliance Metrics Repart
Hole: D it v h Frog!

o peint whars 4 o

FAPHS Comipllance Rrpert

....... {FAPHS Reccidh )
Fiscal Year: | ] esin i
b Fiscal Qu ] e
ey 10: (L 21
| Shriupeat |
5" W -]
1 1 am
1355 1 o
@ 1 1
) ) G
L o o
iz r )
B ® N
: ®
HOMELAND SECURIT, DEPRRTMENT OF 1 3 131

Click the Here button above the table to export the data columns displayed into a Microsoft Excel Spreadsheet.

Click the Get Detail button to receive a Microsoft Excel Spreadsheet of all the Agency’s contract numbers and their
individual compliance.

Click the applicable Agency ID to display the Compliance Metrics at the Contracting Office ID Level.
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CPARS User: JOHK WASHMGTON | Usdaie Profle | Chaoge Password | LowOut

-]

et

Hoene Compliance Matrics Rey
Compliance Metrics Repurt Logi (HTMLI (PDF)
Brrsbro by

L Enter 4-digit Fiscal Tear of comtract award.
3. Ernbee 1,3, e 4 Bor Fineal Quuarber of sontract awand

FAPIS Reports 2. Select Agrmey 1B
4. Click s Report
e et Note: Dunbi i b W smpll vk Sl I Eontencts by dbove Eha g shalds Hhat b prog
point v pleted

FAPIC Comphance epert

Govemment FAPMIES Records.

Fraeal Year: [ T v blih e al] s - £ gty reguired!
A ioe o o Fiscad Quarter: [ Enber: 1.2, Jord

Lsar Adminiztration, Agency10: [a1) '.,]
Regarts {Admin’ m
Lompbance Regsrt Lint Downlosd: Click bare b0 do ta in Microsolt Dncel Format
Agzesy Nome l;mluﬂimm! Sontract Completed Count]| %
DEPT OF THE iAWY s 52 22
DEPT OF Tt Abaty kil ] U
DEPT OF THIL AR FORCL s H L)
DEFENSE INFORLLATION SYSTEMS AGENCY (S4] (20 ] o
DEFENSE LOGISTICS AGENCY g FE 2051
DEPT OF DEFENSE EDUCATION ACTIVETY (B00EA) 21 ] LT XY
WAEHINGTON HEADQUANTERS SERACES (WM} (2 ] o
MISSLE DEFEWSE AGENCY (MOR) 1 ] 0

Click the Here button above the table to export the data columns displayed into a Microsoft Excel Spreadsheet.

Click the Get Detail button to receive a Microsoft Excel Spreadsheet of all the Agency’s contract numbers and their
individual compliance.

Click the applicable Agency ID to display the Compliance Metrics at the Contracting Office ID Level.

CPARS Uner: JOHH WAEHINGTON | Upslobe Proble | Changs Paiserd | Losut
L]

houe

Hame Compliance Metrics Report

8. Emter 3-cligit Fiueal Your of conbract awand

Assessment Beparts
3. Emter 1,3,3 0 4 for Flscal Quarter of contract award
FABITE heparts 3. Select Agency 19
4. Clck R Reort
Complisnce Metrica Bsport
T i et Whoti: Divs o v oo ot vl e Gl it A o s st e ting. Ui s Vit e printriind
it point whiere 2 o e

FAPRS Compliane Repart

Eeermment FAPTS Rreeeds y
Fial Vear: ] e . o s - 4 gt s i
iy Fises Quaarber: [ | ek, e
User Admnistratizn Aggeney 10: (A ~|
eports i
Complisncs Report Lisk Bownlond: £k ipre bo downiosd dats Eacel P
[ I Sonleesliog Slis
P e g ATION ACTIITY | | DOD0S FACIFK: DIRECTOR § OFFKE |30 ] 40

| BEPT GF DEFENSE EDUCATION ACTIVITY (DODER) [HE125 |00 Epucamion AcaTY Is Jo le]

Click the Here button above the table to export the data columns displayed, into a Microsoft Excel Spreadsheet.

Click the applicable Agency ID to display the Compliance Metrics at the Detailed Office ID Level.
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Click the Here button above the table to export the data columns displayed into a Microsoft Excel Spreadsheet.
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FAPIIS Compliance Report

The FAPIIS Compliance Metrics is used to review compliance with FAPIIS reporting requirements for Terminations
for Default and Cause. The FAPIIS Compliance Metrics compare contracts/orders entered into the Federal
Procurement Data System (FPDS) with those contracts/orders reported in FAPIIS. To run a FAPIIS Compliance
Report, click the View Performance Records option. Click FAPIIS Compliance Report. The Compliance Metrics
Report Parameters menu will display.

FAPHS Compliance Metrics Report.

£ thresholds that hawe

Enter the desired qualifiers and click the Run Report button or to list all Agencies click the Run Report button.
The Compliance Report will display.

CPARS Uner: JOHN VOASNGTON | Undate Brofile | ChaowePasesed | LosOut

Click the Here button above the table to export the data columns displayed, into a Microsoft Excel Spreadsheet

Click the Get Detail button to receive a Microsoft Excel Spreadsheet of all the Agency’s contract numbers and their
individual compliance.

Click the applicable Agency ID to display the Compliance Metrics at the Office ID Level.
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CPARS

User] JOHN WASSNGTON |- Undate Profile | Changs Password | Log Qut

HOME

FAPIIS Compliance Metrics Report
Home

Instructions

1. Erter &-digh Fiscal Year of contract award,

2, Enber 1,3, or 4 for Fiscal Quarter of contract award.
Assessmunt Beports
1. Selbect Agency 10
FAPIIS Reports 4, Cliek Bun Report
Bote: Data aued i Hee compllance report only Inchides contracts atabove the reporting thresholds that aus
Complnce Wi Beport progressed to the palnt whaee 3 perls i gy have b pleted

Govsenmant FARIIS Records ] I
All Awardee Proceedings

agency i (AL g ;’]

User Administration

Reports (Admin)

h bert v o

#ir3 Comaliance Report L ik Clich fere to cher 2 i Mrcroset Exsel Pormat

| Action Agency 10| Agency N | Contrac Count | Contract Conmpleled Count| %5

[ Get Detsd | |21 UATERL 3 13 852
Back

Click the Here button above the table to export the data columns displayed into a Microsoft Excel Spreadsheet.

Click the Get Detail button to receive a Microsoft Excel Spreadsheet of all the Agency’s contract numbers and their
individual compliance.

Click the applicable Agency ID to display the Compliance Metrics at the Agency Level.

CPARS

Uer: JOHN WASHINGTON | Ugdate Profle | Changs Passwoed | LogOut

FAPIIS Compliance Metrics Report

Imstructians

1. Enter 4-digit Five al Vear of comtract award.

1. Enter 1,7,) ar & for Fiscal Quarter of contract award
Ausesament Reports
3. Belect Agency 1D
BABIS Seports 4, Click Ryan Rreport
Mote: Biata uned bn the comptiance repoet only Includes contracts atiabove the reporting thrssholds tht have
Camplisnce Metricy Repart

progressed 1o the point where 3 performance evabuation{s] s expected 10 have been completed

stiance Hport

Government FAPHIS Records Fiacal Year: : wave iank for 2 years -4 it year requined
All tsareies Frogeddmgs

Agency 10: [ALL v]
waar Administration

Baparts [adnun)

|Rgency 0] Agency Hame | ontractivg O1ice 1)

uesl UATES ! 1 U 1
o Juarn Gt oo ; w
(L) AT U1 OFFIC 18 10 100
o

Click the Here button above the table to export the data columns displayed, into a Microsoft Excel Spreadsheet.

Click the applicable Agency ID to display the Compliance Metrics at the Detailed Office ID Level.
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CPARS

Gowernment FAPIES Recards

Al Awariee Proceedings

User Administration

Riposts Admin]

mstrctions

1. Enter d-digit Fiscal Yoar of contract award.

. Emter 1,2,30r & for Fistal Quarter of contract award.
3. Select Aigency 1D

4. Click Run Report

P P the reporting thresholds that have
proge poi [ s expected

Fiscal vear: |:] {Leave blank for all years - 4 digh year required]
Frucal Quarter: :I Weter: 1,3, 1 ar d]

Agency 10: [ ALL ~|

Run Repert

FAFIS Compliance Repart List Download: Chick frege to download data in Microsaft Excel Farmat

U1 UATESL UgaL0 £ Termination for Default Termination for Cause | VES
[ UATERL o UELOFNCEI0 | uselozarcoTsa Delailt VLS
el UATSS] U120 for Delanilt VIS
Uil UATS Ueeiao UL OFFCEID [ US9L0217C0TH3 Termination for Detault Termination for Cause VES
Ul AT UFRI20 VFFLOFFICEZD [ US9L0217C0THM Terminaticn for Default Termination for Cause. YES
UL UATERL UgEL0 USHLOFFICEDD | USSL021TC0TSS Termnination far Defaailt Termination for Cause  |VES
gl UATSSL gz E20 Termnination for Default Termination for Cause | VES
vl AT VR0 VIR OMIKELe  [weeiozireorst Default VLS
Ul UATSSL Ui20 £ 20 Termination for Default Tarmination for Causs VES
Ul UATS1 Uizo 3L OFFICE 20 Termnination for Detault Temuination for Cause VES.
Back

| LegQus

Click the Here button above the table to export the data columns displayed into a Microsoft Excel Spreadsheet.
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Government FAPIIS Records

This option allows users to view a list of all government entered FAPIIS records. Users can choose to obtain a list of
all Government entered FAPIIS Records, All Government entered Contract Based FAPIIS Records, or All Government
entered Grant Based FAPIIS Records. To run a Government-Entered FAPIIS Record listing, click the View
Performance Records option. Click Government FAPIIS Records. The Government-Entered FAPIIS Records
screen will display.

CPARS Usari ROBERT BASSETY | Undhste Profite | Chaows Password | LogQul

-]

HOME
Government-Entered FAPIIS Records
st All FAPIIS Records

Home

To-DoList

Evaluations/Contract SLatus Reporl

) Terménation for Cause

1.} Termination for Material #3ilurs 1o Comiply
AssEssment Reports

FAPIS Reports

Compliance Metdcs Report

I lm:s Compllance Repont
»

All Avardes Proceedings

bipart 81052, 9.406-3, and 42.1503: and Defense FAR Supplement 20§.105:270

sam.gov/ if you wish to dewnload all suspension and debarment data,
User Administration

Initiate/Exlit/ Delete Record L All Contract Based FAPIIS Records I
[» All Grant Based FAPIIS Records |

Raperts (admin)

Click on Search for the applicable list. The list of All Government-entered records for the selected list will display.

CPARS e

Click the here link at the top of the report to download data in Microsoft Excel format.

Click on the applicable CAGE Code, Unique Entity ID (DUNS), or Awardee Name to view the Entity’'s FAPIIS
Record. (See FAPIIS Reports Section for more specific information)
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All Awardee Proceedings Report

This option allows users to view a list of all Awardee entered Proceedings. To run a list of All Awardee
Proceedings, click the View Performance Records option. Click All Awardee Proceedings. The All Awardee
Proceedings Records list will display.

T T 0 T E A e

Click the here link at the top of the report to download data in Microsoft Excel format.

Click on the applicable Unique Entity ID (DUNS) or Legal Business to view the Entity’s FAPIIS Record. (See
FAPIIS Reports Section for more specific information)

NOTE: The remaining Access (View Performance) Menu options are also applicable at the other access levels. As
such, the Reports (Admin) option is described in more detail in the Ad Hoc section.
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Senior Contractor Representative

The Senior Contractor Representative access level allows a designated corporate official to view in-process
evaluations when statused at the Contractor Representative level, and all completed evaluations. Additional
features at this level allow the Senior Contractor Representative to quickly identify evaluations that have been sent
to the company for comment and respond to FAPIIS Records. Senior Contractor Representative access is
provided by submitting a request from the Access Info section at https://cpars.gov/access.htm.

NOTE: This access level will not allow you to comment on a performance assessment or evaluation.

C PARS User: AMANDA SCTR | Update Profile | Change Password | LogOut

FEEDBACK
To-Do List

Welcome

Evaluations/Contract Status Report

View Performance Records Please choose an option from the Menu

Reports (Admin)

View/Print Completed Evaluations ** Important Information / News **

To-Do List

This option allows the Senior Contractor Representative to identify all evaluations that have been forwarded to the
corporation, its divisions or subsidiaries, for contractor review and comment. The evaluations identified on this list
require contractor review and comment and should be returned to the Government by the required due date or they

will be closed by the Government without contractor review and comment. Click To-Do List and the To-Do List
Parameters screen displays.

C PARS User: AMANDATRAVIS | Update Profile | ChangePassword | LogOut
HOME
To-Do List Parameters
Home
@ include All
To-Do List O Document Number: :
Evalustions/Contract Ststus Report Ouser: [(Setect from Lisy v]
O unique Entity ID (DUNS): (Select from List)
View Performance Records
Ounique Entity ID (SAM): (Select from List) W
Reports [Admin)
Show To-Do List
View/Print Completed Evaluations

To view a list of all evaluations within the Senior Contractor Representative’s area of responsibility, the Senior
Contractor Representative selects Include All. Select 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 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 Unique Entity ID (DUNS) numbers by selecting
Unique Entity ID (DUNS) and selecting the Unique Entity ID (DUNS) from the drop-down box. Select the desired
parameter and then click the Show To-Do List button. A list of evaluations will display.
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https://cpars.gov/access.htm

CPARS i oo 1 ke o oy st

[ o Te-Ua List

Eualiatiens Cemtract S1atus Repor

it

View Performance Recoeds

Bieports [Admin

Wi Pried Carnpleled Evaliaation

Usases

Uyt

)

UBE0AI 0820

Heturn to the To-Do List Pavsmetors.

This report displays Document Number, Record Type, Unique Entity ID (DUNS), Period of Performance/Action
Date, Role, Action Required, Assigned Date, Due Date, and User.

[Spreadsheet] — Click on the [Spreadsheet] in the upper left hand corner to create a Microsoft Excel version of the
To-Do List.

User — Allows the Senior Contractor Representative to view the Contractor Representative’s profile information,
including name, title, organization, email address, and phone number. Click the User 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.

Evaluations/Contract Status Report

This option allows the Senior Contractor Representative to monitor the status of contracts and evaluations for each
contract/orders within their respective corporation. The Status Report will display information as counts or as a list
of contracts and evaluations that allows the Senior Contractor Representative read-only access to each evaluation
that is rated or completed. (See the Evaluations/Contract Status Report Section for more specific
information)

View Performance Records

This option allows the Senior Contractor Representative to view their organization’s past performance evaluations
and FAPIIS Reports available for source selection purposes. To access the View Performance Records options,
click the View Performance Records option. The View Performance Records menu options display.

Assessment Reports

This option allows Senior Contractor Representative users to view past performance evaluations available for
source selection purposes for their organization. To run an Assessment Report, click the View Performance
Records option. Click Assessment Reports. The Assessment Report Parameters menu will display.
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C PA RS User: AMANDATRAVIS | Update Profile | Change Password | LogOut

HOME
Assessment Reports
Home
Help Any infarmation obtained through searching these records are considered Source Selection Sensitive and must be handled per FAR Subpart 5.1.
Te-Do List

Instructions:
Evaluations/Contract Status Report
1. Enter one of the following qualifiers.

2. Click Show Report to list report cards for the qualifiers entered.

Enter Contract Activity/DODAAC, Contract Mumber and/or Delivery Order Numbser.

Contract Activity/DODAAC:

FAPIIS Reports Contract Number:

J
J

Enter Assessment End Dates After or Before or use both forinclusive.

and]or Before: E mm/ddjyyyy

Select one item from the Agency list ithe sgancy that submitted the record

I

Reports (Admin) Delivery Order Number:

View/Print Completed Evaluations

End Dates - After:

H

Agency: [ALL ~
Select one item from the Business Sector or Subsector list.

Business Sector: [ALL ~

Business Subsactor:

ALL )0 include null Business Subsectors

Select one item from the CAGE Code, Unique Entity ID (DUNS] or Unique Entity 1D (SAM) list

CAGE Code: (A1

B
I

Unigue Entity ID (DUNS): [ALL ~

Unique Entity 1D (SAM):

Enter either the Product/Service Code or Principal NAICS Code

—)
Principal NAICS Code: E

Enter Awarded Values Above or Below or use both forinclusive.

Full Text Search: Enter a search string

Product/Service Code:

Search String: [ ]

‘Show Report

Assessment Reports selection allows users to enter specific qualifiers to view the evaluations for the qualifiers
entered. Enter the desired qualifiers and click the Show Report button.

NOTE: The user can retrieve all reports by just clicking the Show Report button.

CPARS umes AMANTA TR | UniainPeatie | GhaowEasmiow | Lsedut
)
s T

CAGE G 22 Uniees Entity 10 [DUSS): &L Wricque Entity 0 [SAM]: AL

B Lt Bk
andse Mams

sz aciet

Jee— acug

sassarn TEAT 2onnkuny LU
i aciat

sasmaven
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LR azuE

movmar acug

- scur

o acuat
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sesann acst

Jevs— scur
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s acuag
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[rese- acug

sassarn At

View — Click on View to view the evaluation as an HTML document.
XML — Click on XML to view the evaluation as an XML document.

NOTE: XML is a general-purpose markup language. It allows users to define their own tags. Its primary purpose is
to facilitate the sharing of data across different information systems, particularly via the Internet.
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FAPIIS Reports

FAPIIS Reports allows Corporate Senior Contractor users to view FAPIIS data, provide comments on
FAPIIS records, view proceedings information, System for Award Management (SAM) exclusion data, and
Corporate Relationships for the Unique Entity ID (DUNS) under their cognizance. To run a FAPIIS Report,
click the FAPIIS Report button from the View Performance Records Menu options. The FAPIIS Report
Parameters menu will display.

NOTE: If the user has access to more than one Unique Entity ID (DUNS), the user will need to select the
Unique Entity ID (DUNS) they want to run the report for.

CPARS User: AMANDA SCTR | UpdateProflle | change Password | LogOus
HOME
Search Results

Home o T T - " -
Awardees/Contractors may comment on Uhe record types related 1o Uheir organization by clicking on the link o see the report type details, then elick on the report link and scroll down to the Enter Optional Comment Section,

ToDa List EntiyT]

Duns:
Evaluations/Contract Status Report cage: T
s : 04/08/2019 10:47:28

iew Pesformancs Pecsrds Date FAPIIS search conducted:
Bask

Assessment Reports

Agsezement Repor FAPIIS Data

TAPIIS Reports Report Type Records | Count
Administrative Agreement No 0

Reparts {Admin} Detective Pricing No L]
Dol Determination of Contractor Fault N¢: L)

View/Print Completed Eval
Infarmation on Trafficking in Persans No a
Hon-Responsibility Determination He ]
Recipient Not-Qualified Determination yen 1
Subcontractor Payment lssues No 0
Termination for Cause No |0
Termination for Default No Eﬂ
Terminatian far Material Failurs ta Comply No lo

Betails of Selected Extended System Source

Proceedings Informatian as Entered by the Entity in SAM.pov

of communicating with the Entity Management section of SAM server. Please try your request again but if the issue persists, pleass contact the Customer 5

Performance Evaluations
| Awardee I DUNS | Status/Count |
| [_'?._'T._'?T?_' |1 |
SAM Exclusion Data
ing a valid response from the Performance infarmation section of SAM server. Please try your request again. If the issue persists, please contact the Customer Support Desk at (207} 438-16%0 or

EAPIIS Data: The FAPIIS Data table at the top of the screen displays the different types of FAPIIS records.
If an awardee/contractor has a FAPIIS record of a particular type, the Records column in the table will
display Yes and the Count column will display the number of records of that type.

To view a record of a particular type, click the Yes link in the table.
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CPARS

Home
To-Do List
Evaluations/Contract Status Report

Performance Records

FAPIIS Reports

Reparts |Admin)

Entity:
Duns: 7

Cage:

Date FAPHS search conducted: 040

User: AMANDA SCTR

Update Profile | Change Password | LogQut

View/Print Completed £

Back
FAPIIS Data
Report Type Records | Count
Administrative Agreement No ]
Defective Pricing Mo o
Dol Determination of Contractor Fault No 0
Information on Trafficking in Persons No L]
Non-Reeponsibility Datermination No [
Reciplent Hot-Qualified Determination Yes 1
Subcontractor Payment Issues o 0
Termination for Cause No ]
Termination for Default N¢: 0
Termination fior Material Fallure to Comply No [
Back Detalls of Selected Report Type
| Report Date l Report Type | FAPIIS Contract/Grant Funding Numb-er
[osiorr2016 | Becipient tot-ualiied Determination | RECIPIENT0OL

If there are multiple records of that type, a Details of Selected Report Type table will display at the
bottom of the screen. The table will indicate the Report Date and document number for each record.

To view an individual record, click on the Report Type link in the row for that record. The record will display
at the bottom of the screen.

CPARS

User: AMANDA SCTR

Update Profile | Change Password | LogQut

HOME

Home Back Selected Individual ©ccurrence Report Record *

| ATTACHMENT [ Report Date | Report Type ] FAPIIS Contract/Grant Funding Number |
To-Do List | CLICK HERE | 09/01/2016 | Reciplent Not-Gualified Detzrmination | RECIPIENTO0L |
Evaluations/Contract Status Report Data Field DBocument Information

Record Type: Recipient Not-Qualified Determination
View Performance Records Action Date: 09/01/2016

Funding Opportunity Number: RECIPIENTO01

CFOA Humber: 14478
EUE R Data Fleld Awardee

DUNS: TTITITITY
Reports (dmir CACE Codet 77T
View/Print Completed Eval Awardee Name: TEST COMPANY 7

Doing Dusiness As: TTTT COMPANY

Address (1): TCHESTHUT DR

Address (1) SUITE T

Clty: WILMINGTON

Province/State: MASSACHUSETTS

Postal(Zip Code: 018872941

Country: UNITED 3TATES

Data Field Agency Information

Agency Hame: INTERIOR, DEPARTMENT OF THE

office Code GRANTS AWARDS

Grants Offlcer Name: INTERIOR ASSESSOR

Phone Humber: a4a4a4

FAX Number:

Cmall Addrass: interiar.assessor@noemall gov

Historical Record of Previcus Comments

CLICK HERE- Click the CLICK HERE link to view the attachment that was upload to the FAPIIS Record.
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After the FAPIIS record has been reviewed, the Corporate Senior Representative scrolls down and enters their
comments in the Enter Optional Comment Section. Fields that are identified with a red asterisk (*) are
mandatory and must be completed by the Corporate Senior Representative. To save comments, click the Save
Comments button. Contractors may provide an unlimited number of comments

Contractor comments become available after 14 days in FAPIIS-PA.
CPARS User: AMANDA SCTR | UnsdateProfite | ChangePassword | LogOut

Horne | Agency Name:
Office Code

| Grants Officer Nanve:

Phone Number: LY
| A Mumber:
Email Address: Interior. assessonEncemail gov

Historical Record of Previois Comments

Enter Optional Comment Section

2 50 COMMENts, you rust provide the following user informatior:

Proceedings Information as Entered by the Entity in SAM.gov
This section will display whether the Entity has entered any Proceedings Information into SAM. If information has
been entered, the information will display.

Performance Evaluations

This section will display whether the Entity has any performance evaluations entered in the system. To view the
Performance Evaluations for the Entity, use the Assessment Reports option. (See Assessment Reports Section
for more specific information)

SAM Exclusion Data
This section will display any exclusion record from SAM.gov. Indicating that the individual or Entity listed is
disqualified from receiving any federal government contracts.

Reports (Admin)
This option allows the Senior Contractor Representative to run various reports such as Ad Hoc, rating metrics, and
contractor reps. To access the Reports (Admin) options, click the Reports (Admin) option.

Ad Hoc Report
This option allows the Senior Contractor Representative to perform Ad Hoc queries of their organization’s data with

the following report options: FAPIIS Records and Performance Evaluations-Source Selection. (See Ad Hoc
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 evaluations within the corporation. The report can be qualified by date or Unique Entity ID (DUNS).
(See Ratings Metrics Report Section for more specific information)
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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
evaluations. Click View Contractor Reps. The View Contractor Reps screen displays. The Senior Contractor
Representative can view Contractor Representatives by Contract, User, or Unique Entity ID (DUNS). Select the
desired option(s) and click View. A list of Contractor Reps with the Contract Number(s) assigned, Unique Entity 1D
(DUNS), User Name, and Last Logon Date displays. Click on the User Name to view the individual’s profile
information including name, title, organization, email address, and phone number.

[Spreadsheet] — Click on the [Spreadsheet] in the upper left hand corner to create a Microsoft Excel version of the
Contractor Rep(s) list.

CPARS User: AMANDASCTR | Upsahe Profle | Change Pasrword | LopOut

posg

| [VINMIE VENDOR -] ALL ] LL v

View/Print Completed Evaluations

This option allows the Senior Contractor Representative to view evaluations that have been completed by the
Government for contracts/orders awarded to the corporation or any of its divisions or subsidiaries. To view an
evaluation, click View/Print Completed Evaluations from the Menu and the View/Print Completed Evaluations
screen displays.

CPARS User: AMAVDA SETR | Mt Prukls | Shames Beed | ks

Home View/Print Completed tvslustians

11t [ Gontract Number ~)

2i: [Paricd of Peromance v

[iNosa: ~|

Clear all Data

The Senior Contractor Representative can search for completed evaluations by Contract Number/Order Number,
Organization, Unique Entity ID (DUNS), CAGE Code, Product/Service Code (PSC), and Principal NAICS Code.
Select the appropriate qualifiers and then click the List the Evaluations that Meet these Qualifiers button. A
list of completed evaluations will display. Click on the contract/order number of the evaluation to be viewed and a
new window opens and displays the evaluation in HTML format. Once the evaluation is displayed, the user is
able to scroll through the entire evaluation and/or print the evaluation on a local printer. The Return to the
View/Print Evaluations Qualifier Menu button allows the Senior Contractor Representative to select new
qualifiers and run another report.
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CPARS

User: AMANDASCTR | Update Profie | Change Pasrword | LogQut

Home

ToDoLin Count:24

Erstostons ot Sea oot CAGE CODE Product/Serice Code | Principal NAICS Code
0L/00/2013 - 12/31/2013 2212321 Taz 4810 EEEL1L

View Pesformance Recards 10/00/2086 - 10/62/2017 prErTer) 7 P
1010872038 - 10/08/2017 s Eaa Fr)

Reports (Adwin} 101032026 - 109212047 nnmm e Py
03062016 - DNO52017 priakaiisy 2 S0
/2086 03/ 15/2017 wmn can wann
0372112016 - 032072017 wam an 30
03/06/2016 - D305, 2017 2232321 fan 541330
/3208 D E5/2087 prevreree) an [
G3/21/2016 - 0320207 s can sas
03/06/2016 - 03,05/2017 223233233 (=111 41320
G/36/2080- DI E8/208T FrErTere) it T
Ga/a1/2018 - 020017 s an s
31062018 - 03882007 zanm cn s
20042016 - 10/03/2017 priakaiisy M153 2MEL15
1032086 10/37/2087 wmn [ s
1073972016 - 103872017 wam [ 23815
20042016 - 10/03/2017 friskaiisy M153 2115
1032086 1003772007 prevreree) Wisa avass
10/39/2036 - 10/21/2017 s [ s
200472016 - 10/03,2017 2212321 Mis3 23E115
10738/2086. 1018712007 FrErTere) Wisa LS
1073072038 - 1013812017 aaaman s s
100472085 - 10/03/2017 wanm 153 T
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Reports

The CPARS application provides the functionality of a variety of reports (Status Reports, Dashboard, Evaluation
Metrics Report, Ratings Metrics Report, Processing Times Report, and Ad Hoc 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.

Evaluations/Contract Status Report
The Assessing Official’s Evaluations/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 Evaluations/Contract Status Report allows users to monitor the status of contracts and evaluations within their
purview. The report will display information as a list of contracts/evaluations that identifies the status of each
contract/order available that provides the user read-only access to each evaluation or as counts (e.g., number of
evaluations complete, number of contracts/orders due for an evaluation). To run an Evaluations/Contract, click
Evaluations/Contract Status Report. The Status Report Parameters menu will display.

CPARS User: ANDREA WEBBER | Update Profile | Changs Password | LogOut
38

Status Report Parameters

oD List Report Type

Data Options - Use to Limit Data

Focal Point: [ v

e Additional Columns

:::::::

If the user leaves the default values selected and then clicks on the Run Report button, the report results in a list of
all the user's contracts and evaluations that includes the following column names Notes, Viewed, Contract Number,
Order Number, Period of Performance, Contract Status, Contract Due Date, Evaluation Status, and Activity Log.

NOTE: Default column names for reports for Department POC, Agency POC, Contractor Representative and
Senior Contractor Representative access levels do not include Notes. Contractor Representative and Senior
Contractor Representative access levels do not include Activity Log.

The Status Report has three Report Types that the user can run: List of Contracts/Evaluations, Contract
Counts, and Evaluation Counts.

NOTE: Depending on the Report Type selected, options under Data Options and Report Options may vary.
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The Status Report may be further qualified by selecting desired parameters under Data Options. The user limits
the status report by clicking the box(es) adjacent to the desired parameter. A checkmark will display in the box. If a
report by Contract Activity is desired, enter the specific Contract Activity in the Contract Activity box. A report for
multiple Contract Activities can be run by entering a Contract Activity in the Contract Activity box and then clicking
the Add button for each Contract Activity. Contract Activities can be removed by highlighting a Contract Activity
and clicking the Remove button. Click Remove All to remove all Contract Activities from the list. The report can
also be run for a specific contract number by entering the contract number in the Contract Number box.

The user can choose to include additional data columns and user roles by clicking the box(es) adjacent to the
column name under Report Options. A checkmark will display in the box adjacent to the column name(s)
selected.

NOTE: Contractor Representative access level does not include the User Roles of Assessing Official Rep,
Assessing Official, Contractor Rep, or Reviewing Official. Senior Contractor Representative access level does
not include the User Roles of Assessing Official Rep, Assessing Official, or Reviewing Official.

In the example below, the user is limiting the status report to display only drafted and completed evaluations that
have the Business Sector of Non-systems.

CPARS User: ANDREAWESSER | UpdateProfile | ChangePassword | LogOut

B m
ae  Howe

ReportHame: [ ] oniy reauivede

Report Type

Data Options - Use to Limit Data

Evaluation Type: Ointeriny

Focal Point: 2 ~

Report Options - Use to Include Additional Columns.
Evaluation Data: C User Roles: y increase rapoct run time

NOTE: The Focal Point, Department POC, and Agency POC access levels may also limit their reports by
Organization and Focal Point; Senior Contractor Representative access level may also limit their reports by
Unique Entity ID (DUNS).

If the user wishes to save this report to run it again in the future, the user enters a Report Name in the Report
Name box and clicks the Save icon. The Status Report Parameters screen will refresh and a Select Saved Report
drop-down will appear. To run the report, click the Run Report button. To Run the saved report in the future, the
user would select the Report Name from the drop-down and click Run Report.

To change the parameters of a saved report, select the Report Name from the drop-down, select/de-select the
desired parameters and click the Save icon.

To delete a saved report, select the Report Name from the drop-down and click Delete.
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The Status Report shown below contains the selections Data Options - Business Sector: Non-systems, Eval Status:
Drafted and Completed.

CPARS

Home

To-Do List

Evaluations/Contract Status Report

Initiate/Edit/Delete Record

View/Print Evaluations

User: SALLY ASSESSING | Update Profile | Changs Password | LogOut

i

HOME
Status Report - 04/09/2019

DATA: Business Sector: Nonsystems; Eval Status: Drafted; Completed;

[Spreadshest]
Click on a column name to re-sort the report.
Viewed | Contract Number | Order Number | Period of Performance | Contract Status * | Contract Due Date ion Status ** | Activity Log
MN4511215D0313 10/02/2015 - 09/30/2016 OVERDUE 01/29/2017 Completed [Log]
[Notes] N4511215D0313 10/01/2016- 10/01/2016|  OVERDUE 01/29/2017 Drafted [Log]
Count: 2
x - indicates the record has been selected for viewing

@ - indicates notes have been entered

* CONTRACT STATUS
Current: All required Evaluations for this contract have been completed or are not yet due.
Due: The n for this contract should be in

Overdue: The latest Evaluation for this contract has not been completed within the 120 day period.

Final: The Final Evaluation for this contract has been completed, no further Evaluations are due.

** EVALUATION STATUS

Registered: The contract is registered, no Evaluation been initiated.
Initiated: Waiting for
Drafted: Waiting
Rated: Signed

Reviewed: Signed by Cor

ctor Rep or Contractor Rep comment period expired; waiting for Assessing Official to finalize.

Finalized: Ratings fin. ing for R g Official comments.

Completed: The Evaluation has been cos

Run Another Status Report

[Spreadsheet] — Click on [Spreadsheet] in the upper left hand corner of the page to create a Microsoft Excel

version of the report.

[Notes] — This option serves as “post-it notes” for each evaluation 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 the Save button to save

the new note. A red check mark E'] indicates notes have been entered in the Notes field. Click the Close button to

return to the list of evaluations without saving new notes.

CPARS

Status Notes

Contract: N4511215D0313 Period of Performance: 10/01/2016 - 10/01/2016

New Notes:
|
o
From Notes Received

SALLY ASSESSING | New Mote [ 04/09/2019 10:52

Contract Number - Click on the specific Contract/Order Number and the evaluation will display in HTML format. If
the Assessing Official modified the evaluation 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 evaluation and click on the View Modified CPAR button to view the modified evaluation. Click the Print
button to print the evaluation on a local printer. Click the Close button to return to the list of evaluations. A green x
appears in the Viewed column adjacent to the contract number for the evaluation that was just viewed.
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[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 evaluation. For example, it identifies when the applicable contract/order was
registered, when the evaluation was initiated, and who took the action(s).

To run a new Status Report, click the Run Another Status Report button.

To display the Status Report as Counts, click on the applicable Counts radio button under Report Type on the
Status Report Parameters screen. Counts can be grouped by All, Contract Activity, Organization, Focal Point, or
Assessing Official depending on the role the user is logged in as.

NOTE: Focal Point Group By options include All, Contract Activity, and Organization; Department POC Group By
options include All, Contract Activity, Organization, and Focal Point; Agency POC Group By options include All,
Contract Activity, and Focal Point; Senior Contractor Representative Group By options include All, Contract
Activity, Organization, and Unique Entity ID (DUNS). All is the default value.

Delete — Column to the right of the Activity Log displays a Delete link if the evaluation/contract meets the
requirement to be deleted. This option is available to Focal Points, Assessing Official Representatives, and
Assessing Officials.

CPARS User: MATT NICK. | Update Profile | Change Password | LogOut
HWOML
Home Status Report - 08/27/2019
\ATA: Fo 2 MATT NICH
To-Do List | S

Evaluations/Contract Status Report

Run Another Status Report

View Performance Records

Viewed | Contract Number | Order Number | Perlod of Performance | Contract Status * | Contract Due Date | Dvaluation Status ** [ Activity Log
User Administration N2 '] aona 08/02/2014 - 08/01,/2015 OVERDUE 11/29/2015 Drafted |_f|?"
9001 08/02/2004 - 03/01/2005|  OVERDUE 11292015 Drafied [Log)
Initiste/Edt/Delete Record 0004 08/02/2014 - 08/01/2015|  OVERDUE 11/29/2015 Dratted [Log]
0003 08/02/2014 - 08/01/2015|  OVERDUE 11/26/2015 Dralted [Leg]
Reports (Admin}
2001 08/02/2004 - 03/01/2005|  OVERDUE 11/29/2015 brafred IL2g)
View/Print Evaluations 002 08/02/2014 - 08/01/2015|  OVERDUE 11/2072015 Dratted [Log]
0003 08/02/2004 - 03/01/2005|  OVERDUE 11/29/2015 brafred [Log]
08/02/2014 - 08/01/2015|  OVERDUE 11/29/2015 Completed [heg]
0001 08/02/2014 - 0&/01/2015|  OVERDUE 1172072015 Dralted [Log) Dulete
0002 |08/02/2004-08/01/2005|  ovErDUE 11/29/2015 Complersd | [Log)
08/02/2014 - 0&/01/2015|  OVERDUE 1172072015 Dralted [Log]
0003 08/02/2004 - 03/01/2005|  OVERDUE 112972015 Drafied [Log)
Q004 08/02/2014 - 08/01/2005|  OVERDUE 11/29/2015 prafted [Lg]
08/02/2014 - 08/01/2015|  OVERDUE 11/20/2015 Completed | [Lag]
9001 08/02/2014 - 03/01/2005|  OVERDUE 11/29/2015 brafed L8]
08/02/2014 - 08/01/2015|  OVERDUE 11/2072015 Dralted [Log]
9002 08/02/2004 - 03/01/2005|  OVERDUE 112972015 brafred [Log]
08/02/2014 - 08/01/2015|  OVERDUE 11/28/2006 completed | [Log]
08/02/2015 - 0T/31/2016|  OVERDUE 11/28/2016 Initiated [Log]
0003 08/02/2014 - 08/01/2005|  OVERDUE 112912015 Drafted [Log]
a00s 08/02/2014 - 0&/01/2015|  OVERDUE 1172572015 Dralted (Log]

NOTE: To Delete, The Focal Point must have access to the contract number as a Focal Point and the record must
be in the Initiated, Drafted, or Registered Status. The Assessing Official Representative must have access to the
contract number and it must be in the Initiated status. The Assessing Official must have access to the contract
number and it must be in the Drafted status.

When the Focal Point clicks the Delete link for a registered contract, the Focal Point will receive the following
warning:

Delete Contract Confirmation

Warning! You are about to delete the following registered contract:
Contract Number: N123451500127
Note: All access will be removed when you delete the registered contract.

Confirm Delete
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Clicking on Confirm Delete will return the Focal Point to the previous Evaluations/Contract Status Report

Report page.

When the user clicks the Delete link for an in-process evaluation, the user will get the following warning:

Delete Fvaluation Confirmation

Warning! You are about to delete the following Evaluation:

Contract Number: N123451500127

Period of Performance: 08/02/2014 - 08/01/2015

Confirm Delete

Clicking on Confirm Delete will return the user to the previous Evaluations/Contract Status Report page.

NOTE: Clicking on Confirm Delete is irreversible and the deleted evaluation will add an entry to the Activity Log.

CPARS

Home

To-Do List

Evaluations/Contract Status Report

Initiate/Edit/Delete Record

View,Print Evaluations

User: SALLY ASSESSING | Update Profile | Change Password | LogOut

H m

SAVE  HOME

Status Report Parameters
Report Name:

| (Only requiredi to Save Report

Report Type
List of Contracts/Evaluations
® Contract Counts

Evaluation Counts

Data Options - Use to Limit Data

Business Sector: [JArchitect-Engineer Contract Status: CICurrent
Construction Due
Monsystems Overdue
Systems Fina

Contract Number:
Contract Activity: @D (:stvpositions of the Contract Numbser)
Selected Activity(s): [(None Selected) ~ ——

Report Options - Use to Include Additional Columns

Group by: ®AlL
Contract Activity

If the user selects a Report Type of Contract Counts, keeps the default Group by of All, and then clicks on the
Run Report button, the report results in the status of all the user’s contracts/orders by counting the number of
contracts/orders that are current, due, overdue, or have a final evaluation. Percentages are also provided.

CPARS

Home

To-Do List

Evaluations,/Contract Status Report

Initiate/Edit/Delete Record

View;/Print Evaluations

User: SALLY ASSESSING | Update Profile | ChangePassword | LogOut

HOME

Status Report - 04/09/2019
DATA: Eval Status: Drafted; Completed; Grouped By: All

All Current [Due|Overdue | Final Undetermined | Totals

Counts o]l o 2 0 0 2
0%| 0% 100%| 0% 0%

TOTALS: [ o 2 o 0 2
0% 0% 100% | 0% 0%

* STATUS

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

Due: The aluation for this contract should be in pre s time.

Overdue: The latest ation for this contract has not been completed within the 120 day period.

Final: The Final Evaluation for this contract has been completed, no further Evaluations are due.

Run Another Status Report
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To display a list of evaluations as counts, click the Run Another Status Report button. Select the Report Type of
Evaluation Counts, and then click the Run Report button. The report results in the status of the user’s evaluations
by displaying the number of evaluations statused at each step of the automated workflow process (shown below).
Percentages are also provided.

CPARS User: SALLY Update Profile | Change Password | LogOut
HOME
Status Report - 04/09/2019
Home
DATA: All Grouped By: Al
To-Dolist All Registered | Initiated | Drafted | Rated | Reviewed | Finalized | Completed | Totals
Ce it 0 o .2 o 1 o 1 3
Evaluations/Contract Status Report =S
0% RS 33% 0% 33%
Initiate/Edit/Delete Record TOTALS: o 0 1 o 1 o 1 2
0% 0% 33% 0% 33% 0% 33%
View/Print Evaluations
* STATUS

Registered: The contract is registered, no Evaluati have been initiated.

Initiated: Waiting for ficial Rep to send to Assessing Official

Drafted: Waiting for A:

Rated: Signed by Assessing Offic g for Contractor Rep comments.
Reviewed: Signed actor Rep comment period expired; waiting for Assessing Official to finalize.
Finalized: Ratings finalized; waiting for Reviewing Official comments.

Completed: The Evaluation has been completed.

Run Another Status Report
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Reports (Admin)

The CPARS application provides the functionality of a variety of reports (Status Report, Dashboard, Evaluation
Metrics Report, Ratings Metrics Report, Processing Times Report, and Ad Hoc 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.

FAPIIS Status Report

The FAPIIS Status Report feature allows users to monitor the status of records within their purview. The FAPIIS
Status Report will display information as a list of records that provides the user with read-only access to each
record. To run a status report, click FAPIIS Status Report from the Reports (Admin) Menu options. The Status
Report Parameters menu will display. The Focal Point FAPIIS Status Report screens are displayed in the following
examples. Slight variations of this report occur at the different access levels and are described as applicable.

C PARS User: JOSEPH BUTLER | Update Profile | ChangePassword | LogOut
HOME
Status Report Parameters
Home
Enterone or mors of the fallowing
To-Do List Record Type: [ALL V]
Initiate/Edit/Delete Record Statust [ALL hd

Unique Entity 1D (DUNS): :]
Unigue Entity 1D {SAM): :]
Name Option: [Begins With | Awardes Name: [ ]

Contract/Grant Award ID Number: [ ]

Reports (Admin)

FAPIIS Status Report

Contract Referenced Award ID Number: [ ]

Solicitation/Funding Opportunity Number: [

Sort by: [Record Type ~

Run Report

""FOR OFFICIAL USE ONLY" Version : 6.3.4, Build Date : 12/15/2020 0T:17:22

View Guidance View Training Opportunities Phene : (207) 438-1690 Email Technical Support
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CPARS User: JOSEFH BUTLER | Update Profile | Change Password | Log Out

HOME

Status Report Parameters
Enter one or more of

re of the following:

To-Do List Record Type: [ALL v]
Initiate/Edit/Delete Record Status: _
Unique Entity ID (DUNS): [:]

Unique Entity 1D (SAM]): [:]

Name Option: [Begins With ] Awardes Name

Reports (Admin)

FAPIIS Status Report

Contract/Grant Award ID Number: [ ]

Contract Referenced Award 1D Numher:[ ]

Solicitation/Funding Opportunity Humber: |

Sort by: [Record Type v

Run Report

If the user leaves the default values as All (under Record Type, Status, and User Assigned) and then clicks on the
Run Report button, the report identifies the status of all users' records as shown below.

The Status Report can be qualified by selecting and/or entering the Record Type, Status, Unique Entity ID
(DUNS), Awardee Name, Contract/Grant Award ID Number, Contract Referenced Award ID Number,
Solicitation/Funding Opportunity Number, and/or User Assigned. The FAPIIS Status Report can also be sorted by
Record Type, Action Date, Unique Entity ID (DUNS), or Awardee Name from the Sort by drop-down arrow box.
For example, the user might be interested in how many Terminations for Cause records are completed. To limit
the report by these options, the user would select Termination for Cause from the Record Type drop-down box,
Completed from the Status drop-down box, and then click the Run Report button.

NOTE: Data Entry's Status Report does not include User Assigned search/sort option. The Department POC can
search by Focal Point only under the User Assigned option.

The status report column names that are included are Viewed, Document Number, Record Type/ Awardee Name,

Unique Entity ID (DUNS), Action Date, Status, User Assigned (Focal Point and Alternate Focal Point only), Focal
Point (DPOC only), and Activity Log.
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C PARS User: JOSEPH BUTLER | Update Profile | ChangePassword | LogOut

HOME

FAPIIS Status Report - 12/17/2020

Home

To-Do List

Initiate/Edit/Delete Record

Reports (dmin)
Count: 82
FAPIIS Status Report
Viewed [Document Number Record Type[Awardee Name Unique Entity ID (DUNS) |Unique Entity ID (SAM) [ Action Date | Status | Activity Log

e Administrati aenaas enamangms o ~ o
ot applicable i 99199999 USs199999999 06/17/2003 |Completed [ [Log]

Administrative Agreement

a5t ComPany 99199999 V29199999999 06/17/2019 |Completed |  [Log]

Defective Pricing
UATS51 COMPANY

Us9189999 US91999985989 07/17/2019 |Completed

Defective Pricing

e Us9133399 NEESEECEEEEE] 06/17/201% |Completed

[
i

Dafective Pricing

UAT5L COMPANY U39153999 U25199355939 06/17/2013 |Completed

[
m

Defective Pricing

arest compARY 39199999 Uss159999939 06/17/2015 |Completsd |  [Log]

Clicking on the blue column names of the report allows the user additional sort options. Note that when sorting by
the Record Type/Awardee Name column, two sort options are available: Record Type or Awardee Name.

Document Number - Click on the specific Document Number and the record will display in HTML format. Click the
Print button to print the record. Click the Close button to return to the list of records. A green (x) appears in the
Viewed column adjacent to the document number for the record(s) that were viewed.

User Assigned - Clicking on the user’'s name allows the Focal Point to view the user’s profile information including
name, title, organization, email, and phone number(s).

Focal Point - Clicking on the Focal Point’'s name allows the Department POC to view the profile information
including name, title, organization, email, and phone number(s).

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

Activity Log - Click on the [Log] link 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 record.

Click the Print button to print the log. Click the Close button to return to the list of records.

To run a new FAPIIS Status Report, click the Run Another Status Report button.
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Dashboard

The Dashboard option is available to Focal Points, Department POCs, and Agency POCs. The Dashboard
allows users to track the number of unregistered and registered contracts that are in current, due, and overdue
status. Summary contract counts are provided in graphical format. Summary contract counts as well as a listing of
contracts are available in spreadsheet format. The report is available at the Agency, Major Command, Sub-
Command, and Contract Office levels and may be displayed by Date or Agency/Command/Office. Users will only
see data for the Agency to which they are assigned. Users may view data for any of their Agency’s Major
Commands, Sub-Commands, or Contract Offices on the Dashboard.

To run the Dashboard, click Dashboard. The Dashboard will display.

CPARS Wrer: DUHE RUNE | Untels Prafle | CheosePrasved | s

vour

Dashboard - 04/09/201%

i DEPT OF THE NAVY
e i FY-2018

a I I

Select Chart Type — Clicking on an option allows the user to display the chart either By Date for an
Agency/Command/Office or By Agency/Command/Office for a Date.

tamnber of Cor

Select Date — Clicking on a level of the tree allows the user to view data by Fiscal Year, Quarter, or Month. The
tree provides links for three years’ worth of data.

Select an Agency, Major Command, Sub-Command, or Contract Office — Clicking on a level of the tree allows
the user to view data at the Agency, Major Command, Sub-Command, or Contract Office level. Note that not all
agencies will have Major Commands or Sub-Commands. The structure for the tree is determined by the agency’s
structure in the Federal Procurement Data System (FPDS). Note that Major Commands, Sub-Commands, and
Contract Offices with no contract counts to display are not listed in the tree.

[Summary Spreadsheet] — Clicking on this link allows the user to download summary counts data into
spreadsheet format.

[Details Spreadsheet] — Clicking on this link allows the user to download the list of registered and unregistered
contracts that make up the counts into spreadsheet format. The Details Spreadsheet is only available at the
Contract Office level.
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Evaluation Metrics Report

The Evaluation Metrics Report option is available to Focal Points, Department POCs, and Agency POCs. This
report is provided to help users identify the number of contracts, in process, completed, and total completed and in
process, broken down by Agency/DoD Service to the organization level.

To run the Evaluation Metrics Report, click Evaluation Metrics Report. The Evaluation Metrics Report will display.

CPARS Usert ALBERT EINSTEIN | UpdateProfile | Change Password | LogOut
HOME
i Evaluation Metrics Report - 04/09/2019
[Spreadsheet]
Evaluations/Cantract SitusRepart Agency Name | Organization Contracts(1) | In-Process(2) | Completed(3)  Total(4)
SMITHSONIAM | CONSTRUCTION DIVISION 2 0 2 2
User Administration
SMITHSONIAN [ ENG & DESIGN DIVISION 2 0 3 3
Reports (Admin) SMITHSONIAN | FAC MAINT & RELIABILITY 1 i1 0 1
SMITHSONIAN | PROTECTION SERVICES 6 6 2 8
FAPIIS Status Report SMITHSOMIAN | S| GARDENS 5 5 3 ]
Ad Hoc Report {1} Contracting Actions Registerad in CPARS.

(2} Evaluations In-Process.

it {3} Ewaluations Complete.

= z {4} Total Evaluations In-Process and Complete.
Evaluation Metrics Report d = e

Ratings Metrics Report

Processing Times Report

The Evaluation Metrics report allows users to view a count of number of contracts, in process, completed, and total
completed and in process, broken down by Agency/DoD Service to the contract office level.

[Spreadsheet] — Click on [Spreadsheet] in the upper left hand corner of the page to create a Microsoft Excel
version of the Evaluation Metrics report.
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Ratings Metrics Report

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

To run a Ratings Metrics Report, click Ratings Metrics Report. A Ratings Metrics Parameters screen will display.
The Ratings Metrics Report can be run to include all completed evaluations 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 Agency POCs may also limit the report to a specific Organization; Department POC
may limit the report to a specific Organization or Focal Point; Senior Contractor Representatives may limit
reports to a specific Unique Entity ID (DUNS).

CPARS User: JOSEPH BUTLER | Update Profile | Change Password | LogOut

HOME
Ratings Metrics Parameters

@include All Dates

Home

Eualuations/Contract Status Report Oeriod of Performance Date Range

From: diyyyy)
User Administration )
Reports (Admin)
FAPIIS Status Report Focal Point:
Ad Hoc Report Run Report
Dashboard

Evaluation Metrics Repart

Ratings Me Repo

Processing Times Report

Report Scheduler

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

CPARS User: JOSEPH BUTLER | UpdateProfile | Change Password | LogOut
HOME
vome Ratings Metrics Report - 12/17/2020
[Spreadsheet]

Evaluations/Contract Status Report DATA: Period of Performance: ALL; Organization: ALL; Focal Point:;

User Administration |
AO Recommendation| 112 17
Reports (Admin) N N N N N
Ratings Exceptional | Very Good | Satisfactory | Marginal | Unsatisfactory
FAPIIS Status Report Quality 3 52 2 9 3
Schedule 26 59 29 9 5
Ad Hoc Report Cost Control 20 38 28 10 4
Management 45 46 21 8 9
Dashboard Small Business Subcontracting 8 38 25 17 4
R Regulatory Compliance 19 44 48 15 3
Evaluation Metrics Report

Run Another Ratings Metrics Report

Processing Times Report

Report Scheduler

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

To run a new Ratings Metrics Report, click the Run Another Ratings Metrics Report button.
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Processing Times Report

The Processing Times Report option is available to Focal Points, Department POCs, and Agency POCs. This
report is provided to help users monitor the evaluation processing times for evaluations completed within their
organization.

To run a Processing Times Report, click Processing Times Report. The Processing Times Report displays.

C PA RS User: JOSEPHBUTLER | UpdateProfile | ChangePassword | LogOut
HOME
Processing Times Report - 12/17/2020
Home
[Spreadsheet]
Evaluations/Contract Status Report Average Processing Times (Days)
Numb Contract
User Administration Month um e'r <=120 Days|> 120 Days | Total | Rate ONracton b nalize | Review
of Evaluations Comments
B 2019-DEC 0 o 0 0 0 o 0 0
Reports (Admin)
2020-JAN 0 o 0 0 0 o 0 0
FAPIIS Status Report 2020-FEB o o 0 o o o 0 o
2020-MAR 0 0 0 0 0 0 0 0
Ad Hoc Report 2020-APR 0 0 of of o 0 0 0
2020-MAY 0 o 0 0 0 o 0 0
Dashboard
2020-JUN 0 0 0 0 0 0 0 0
Evaluation Metrics Report 2020-JUt o 0 o o 0 0 o o
2020-AUG 89 T2 17 8T 87 0 il il
Ratings Metrics Report 2020-SEP 9 0 9| 294| 293 0 2 1
2020-0CT 29 28 1 T2 72 0 1 0
Brceshllinias ke Aot 2020-NOV 2 0 2| a15] 370 0 45 0

Select: Contract Activity ~ and click on a month above to see further details below.

Report Scheduler

The Processing Times Report presents one year of data. The months displayed in blue indicate that evaluations
were completed during the month. For each month, the report identifies the number of evaluations completed, the
number of evaluations completed within the 120-day objective, and the number of evaluations 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, Organization, 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.

[Spreadsheet] — Click on [Spreadsheet] in the upper left hand corner of the report to create a Microsoft Excel
version of the report.
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CPARS User: JOSEPHBUTLER | UpdateProfile | Change Password | LogOut

HOME
Processi mes Report - 12/17/202!

Home

. dsheet]
Evaluations/Contract Status Report I G i O]

Number Contractor| _. o
User Administration Month o <=120 Days| > 120 Days | Total | Rate °"| Finalize | Review
of Evaluations Comments

2019-DEC o 0 0 0 0 o 0
Reports (Admin)

2020-JAN 0 0 0 0 0 0 0 0
FAPIIS Status Report 2020-FEB o ® 0 0 0 0 ® 0

2020-MAR 0 o 0 0 0 0 o 0
Ad Hoc Report 2020-APR 0 0 of o o 0 0 0

2020-MAY o o 0 0 0 0 o 0
Dashboard

2020-JUN 0 o 0 0 0 0 o 0
Evaluation Metrics Report 2020-JUL 0 0 o 0 o o 0 o

2020-AUG 89 72 17 87| 87 0 1 1
Ratings Metrics Report 2020-SEP ] o a| 204 293 0 2 1

2020-0CT 29 28 1 72 72 0 1 0
Erocssie Himes Repst 2020-NOV 2 0 2| w1s| 370 0 46 0
Repart Scheduler select: [ Contract Activity v | and click on a month abave to see further details below.

Month: 2020-SEP

Average Processing Times (Days)
=q Number Contractor( . . 3
Contract Activity N <=120 Days| > 120 Days | Total | Rate Finalize | Review
of Evaluations Comments
u99102 9 o 9| 294 293 0 2 1

Click on a Contract Activity above to see further details below.

In this particular example, only one Contract Activity (N45112) applies to the user. To view the evaluation
completed for the month, click on the N45112 link under Contract Activity and the report displays processing times
information at the evaluation level.

CPARS User: JOSEPHEUTLER | UpdateProfile | ChangePassword | LozOut

-]
o

Processing Times Report - 12/17/2020
Home
Evaluations/Contract Status Repart Average Processing Times (Days)
Number Contractor|
Usar Admiristratian Month | e | = 120Days > 120 Days | Total Rate |2 " | Finalize | Re,
2019-DEC o o of of o o o o
Reports (Admin)
2020-18N o o of of o o o 0
2020728 o o o] o o o o o
FAPIIS Status Report
2020-MAR o o of of o o o
Ad Hoe Report 2020-4PR o 0 of of o 0 o 0
2020-MAY o o of of o o o
Dashboard 2020008 o 0 of of o 0 o 0
2020JUL o o of of o o o o
Evaluation Metrics Report PRSTT = = P e B 1 A
20205eP 5 o 5| 204 232 o 2
Ratings Matrics Report =
2020.0C 2 28 i | o 1 0
o 2020-NOV 2 0 A ED 0 46 0
Select: [Contract Activily v =
Report Scheduler
Month: 2020.55P
Average Pracessing Times (Days)
. Number Contractor| . . i
= >
Contract Activity | MR | <= 120 Days |> 120 Days | Total | Rate [ £ " pinalize | Review
ussi0z s o s 294] 293 0 2 1
Click on  Cantrac
Month: 202
Processing Times (Days)
Contract Number Focal Point et nrere | et | mee] | Emtaiers] et
Comments
US9L0217C0H6 JOSEPH BUTLER (uat02fp-joseph.butler@noemailmil) [uATs31 orG 10| 282( 282 1 1 1
US810217C0447 JOSEPH BUTLER (ust02fp-joseph butler@noemailmil) [UaTss1 orG 10| 298| 238 o 1 0
U99L0217C0H49 JOSEPH BUTLER (uat02fp-joseph.butlergnoemailmil) [uaTss1 ore 10| 288[ 282 ) 3 0
U3910217C0450 J0SEPH BUTLER (ust02fp-joseph butler@noemailmil) [UaTss1 orG 10| 303| 238 o 5 o
Us910217C0456 JOSEPH BUTLER (uat02fp-joseph butler@noemailmil) [uaTss1 or 10| 288 2se o 1 0
US910217C0457 10SEPH BUTLER (ustodfp-joseph butler@nosmsilmil | U331 0R6 10| 303| 302 o 1 o
US810217C0458 JOSEPH BUTLER (uat02fp-joseph butler@noemailmil) [uaTss1 ore 10| 293 232 o 1 0
U910217C0459 JOSEPH BUTLER (uat02fp-joseph.butler@nosmailmil [uaT3s1 oG 10] 2a8] 288 0 1 0
US810217C0460 JOSEPH BUTLER (uat02fp-joseph butler@noemailmil) [UAT931 0RG 10| 303 303 o 1 0
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Ad Hoc Report

The Ad Hoc Report option is available to Department POCs, Owner (View Performance), Manager (View
Performance), Access (View Performance), and Senior Contractor Representatives. The Ad Hoc Report
allows the user to generate reports used for management and oversight of their agency or organizations data.
Department POCs may display data on Contracts Requiring Evaluation, Evaluation Activity Log, Evaluation
Workflow Users, and Performance Evaluations-Agency Only. Owner (View Performance), Manager (View
Performance), Access (View Performance), and Senior Contractor Representatives may display data on FAPIIS
Reports and Performance Evaluations-Source Selection.

NOTE: Senior Contractor Representatives only have access to their organization’s data.

These reports can help the Agency/Organization ensure they are complying with all requirements. The Ad Hoc
Reports feature allows users to save successful reports to run in the future as well as sortable options. Users will
only see data for the Agency/Unique Entity ID (DUNS) to which they are assigned. This functionality can be used to
provide data for oversight agencies such as the Inspector General (IG) offices and internal management.

To run the Ad Hoc Report, click the Reports (Admin) option. Click Ad Hoc Report. The Ad Hoc Report screen
will display.

The Department POCs Ad Hoc Report screens are displayed in the following examples.

CPARS User: ALBERT EINSTEIN | Update Profile | Change Password | LogOut

B &

SAVE HOME
Ad Hoc Heport

select Saved Report: |(Select Report) * '|

Home

Evaluations/Contract status Report
Report Name:

User Administration Select Report Type! (Salect Report)

=]

Reparts (Admin)

FAPIIS Status Report

The Select Report Type drop-down box allows the user to choose the type of Ad Hoc Report they want to run.
Available Options are: Contracts Requiring Evaluation, Evaluation Activity Log, Evaluation Workflow Users, and
Performance Evaluations-Agency Only. Choose the desired report type from the drop down menu. The data
elements associated with the selected report type will display in the Select Data Elements box.

CPARS User: ANDREAWEBBER | UpdateProfile | Change Password | LogOut

B m

SAVE  HOME

Ad Hoc Report

ToDolkl Report Name:

Evaluations/Contract Status Report Select Report Type! | Contracts Requiring Evaluation v|@

Select Data Element|
View Performance Records : ] Add>>
Agency Code
UserAdministration Agency Name [ << Detete ]
Award Type
te Record Award Value
Initiate/Edit/Delete Record Base and All Options Vilue
Business Sector
Business Subsector
City -
Where(s) [none select
Order By(s) [none seldsty
Run Report
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Select the applicable data elements to include in the report from the Select Data Elements box. Multiple elements
can be selected by holding the CTRL key and clicking each element to be included. To select multiple
elements that are adjacent, click on the first element, hold the SHIFT key, and then click on the last element

to be included.

CPARS

Home

To-DoList

Evaluations/Contract Status Report

View Performance Recards

User Administration

Initiate/Edit/ Delete Record

Reports {Admin)

FAPIIS Status Report

Ad Hoe Report

Auto Register Report

Dashboard

Evaluation Metrics Report

Ratings Metrics Report

Procassing Times Report

Report Name:

Select Report Type! | Contracts Requiring Evaluation

Ad Hoc Report

Select Data Elemvent{s): | Action Obligation
Agency Code
Award Type
Award Value
Base and All Options Value
Business Sector
Business Subsector
City
Contract Office Agency Code

v|3
m Added Date
Agancy Name
Date Signad

Contract Number
Unique Entity 1D DUNS
Protuct Service Code

Contract Office Agency Name -

Logical Condition Data Element Comparison
\WHERE v | |Select Data Element) v | [Select Comparison)
Data Element order

| (Setact Data Element) v | [(Soectonden 7|

Data

Value

User: ANDREA WEBBER | UpdateProfile | ChangePassword | LogOut

B m

SAVE  HOME

Once all desired data elements have been selected, click the Add button to add the data elements to the
selected data elements box. To remove elements from the selected data elements box, highlight an

element and select

the Delete button.

To set the criteria for what records will appear in the results of the report, select one of the available Data
Elements from the Data Element drop-down box to the right of the Logical Condition box. Select the
comparison from the Comparison drop-down, and enter the applicable data value in the Data Value field.

CPARS

Home

To-Do List

Evaluations/Contract Status Repart

View Performance Records

User Administration

Initiate/Edit/ Delete Record

FAPIS Status Report

Ad Hoc Report

Auto Register Report

Dashboard

Evaluation Metrics Report

Ratings Metrics Report

Processing Times Report

Report Name:
Select Report Type: | Contracts Requiring Evaluation

Select Data Element(s): Action Obligation
Agency Code
Awrard Type
Award Value
Base and All Options Value
Business Sector
Busingss Subsector
City
Contract Offics Agency Code

v |3

- m Added Date ~

Agency Name
Date Signed

ConacNortoer

Unique Entity I DUNS
Product Service Code

|Contract Office Agency Name - -
Logical Condition Data Element Comparison

WHERE v | | Unique Entity 1D DUNS v | Equals

Data Element Order

(Selact Data Element) v | [(SwectOdery ¥

Data Value

7] [ssossosed

Ad Hoc Report

11013 alphanumeric charctes

User: ANDREAWERBER | Update Profile | Change Password | Logout

B m

SAVE  HOME

Select the Add Where button and a table will appear below with the element in the first row for the first element.
Continue to build query table as required. To delete a where clause, check off the clause and click the Delete

button.
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CPARS User: ANDREAWEBBER | UpdeProfile | ChangePassword | LogQut

- SAVE HOME
Ad Hoc Report
=
To-Do List Report Name:
Evaluations/Contract Status Report Select Repori Type! | Contracts Requiring Evaluation v J @
F Select Data Element(s): ‘Action Obligation - | ITTES  Added Date |
View Performance Records Agency Code { - Agancy Nome
Award Type Date Signed
User Administration Award Value | Contract Nymber
Base and All Options Value Unique Enty ID DUNS
Business Sector Product Service Code
Initiate/Edit/Dalate Record Business Subsecior
Ciry
Reports (Admin) Contract Office Agency Code
Contract Office Agency Name ¥
o e Paport {(select Conditic v | | (Select Data Elemant) v | [(seisct Comparisan) M [ Add Where ]
Where(s)
Auto Register Report Logical Condition | Data Element |cm-wfe Condition | Bata V"“{ (Detete ) }
e [uniquetnttymouns|  equas  [ossessass | ]
Evaluation Matrics Report i d
(Select Data Element) ¥ | (Select Order) ¥ Add Order
Ratings Metrics Repart
Run Report.
Processing Times Report

If the user wishes to add a specific order when displaying the Ad Hoc results, the user would select a data
element from the Data Element drop-down in the Add Order section. From the Order drop-down, the user
would select either Ascending or Descending. Select the Add Order button and a table will appear below
with the element in the first row for the first element. Continue to build order table as required. To delete an
order, place a check the applicable order box and click the Delete button.

If the user wishes to save this report to run it again in the future, the user enters a Report Name in the
Report Name box and clicks the Save icon. The Ad Hoc Report screen will refresh and a Select Saved
Report drop-down will appear. To run the report, click the Run Report button.

To run the saved report in the future, the user would select the Report Name from the drop-down and
click Run Report.

To change the parameters of a saved report, select the Report Name from the drop-down, select/de-select the
desired parameters, and click the Save icon.

To delete a saved report, select the Report Name from the drop-down and click Delete.

CPARS User: JOSEFHBUTLER | Update Profile | ChangePassword | LogDut

)

HOME

Hame Ad Hoc Report =

Fnreadshest]

Evaluations/Contract Status Report Retumn to the Ad R Pa
User Administration P P Row 1 to 500 of 1222

Reports (Admin] ADDED_DATE AGENEY_MAME | CONTRACT_NUMBER | DATE_SIGHED PRODUCT_SERVICE_CODE | UNIQUE_ENTITY_ID_DUNS

_ 2020-08-02 13:85:39.0 | UATSL U991021 700018 2019-07-18 00:00:00.0 | 1520 US9159595
FAPIIS Status Repart

2020-08-02 13:45:40.0 | UATS91 UP91021T00018 2015-05-17 00:00:00.0 | 1520 99199999
PTT— 2020-08-02 13:45:40.0 | UATS91 U2910217D0018 2019-06-17 00:00:00.0 | 1520 29199999
2020-08-02 13:45:39.0 | UATERL UP91021700016 2018-06-17 00:00:20.0 | 1520 UERLEHIe
Dashboard 020-08-03 13: UATER1 USS1021 700018 :00.0 | 1520 USH19usas
2020-08-02 13: UATS91 USS021700018 .0 | 1520 UFHFHFG
Crtoimaln i 2020-08-02 13: UATSS1 U991021T00018 2019-07-18 00:00:00.0 | 1520 99199995
Ratings Metrica Fmpert 2020-08-02 13:45:40.0 | UATS91 UP91021T00018 2015-05-17 00:00:00.0 | 1520 99199999
2020-08-02 13:45:40.0 | UATEO1 291021700016 2019-08-17 00:00:00.0 | 1520 US9109998
Processing Times Report 2020-08-02 13:45:39.0 | UATERL UP91021700016 2018-08-17 00:00:00.0 | 1520 UERLEHIe
020-08-03 13: UATER1 URS10217C0334 2019-12-24 00:00:00.0 | 1540 USTI9Ueas
Repaort Scheduler US910217C0331 2019-12-24 00:00:00.0 | 1540 US919999%
5 U991021T00001 2019-06-17 00:00:00.0 | 1520 99199999
2020-08-02 13:45:40.0 | UA U9910217C0340 2015-12-24 00:00:00.0 | 1540 99199999
2020-08-02 13:45:39.0 | UATESL U9910217¢0337 2018-12-24 00:00:00.0 | 1540 29109998

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

To run a new Ad Hoc Report, click the Return to Ad Hoc Parameters button.
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Report Scheduler
This tool allows Agency POC and Department POC users to request that certain reports be automatically run and sent
to their email inbox as file attachments. Current available reports are the Evaluations/Contract Status Reports,
Evaluation Metrics Reports, and Processing Times Reports.

To begin a scheduled job, select either Evaluations/Contract Report or Metrics from within Report Type. This
selection will change the Options portion of the page. New jobs will require a Job Name. Saved Jobs can be
selected from the drop down and edited and saved, or deleted.

Evaluations/Contract Status Report asks the user to select a saved report from within the corresponding module in
CPARS. For information about saving an Evaluations/Contract Status Report, refer to that section of the manual.

SAVE  HOME
Report Scheduler Parameters
Home
Report Type: | Fyaluations/Coniract Status Report |
To-Dio List
Saved Job: | (ew Job) Delete Job
Evaluations/Contract Status Report
Job Name: |(oniy roquired to save a now job)
View Performance Records Report Options
Uses Adeulndskiation Instructions: tect o saved eport from the Evaluations/Contract Status Report module te be run,
Select Saved Report: |(Sajact Ropon)
Initiate/Edit/Delete Record .
Export File Type: [Fyen >
Reports {Admin) Scheduling
Note: Clicking Seve & Run will run the job immediately. Subsequent reports will be run at 4:00 AM EST on their schedul, r
Is the Report Active: |y
View/Print Evaluations
Frequency: |Daity s
Initial Run Date: \paniryyy | S ST

Metrics asks the user to select either Evaluation Metrics, Processing Times Report, or both to be run. If the user

selects Processing Times Report, they will have to choose the Period of Data for that report.

B m
SAVE HOME

Home

Report Type! |Matrics.

To-Do List
Saved Job: Emgw Job)

il Delete Job |

Evaluations/Contract Status Report Y T re——

s @ i o)

View Performance Records Metics Options

25 Reports will be ordered by organization

Instructions: Select which reports are bo be run. Processing

User Administration
[CEvaluation Metries

Initiate/Edit/ Delete Record

Processing Times Report Period of Data: -\'\‘cckl\r v | @
Reports {Admin} Export Flle Type: ;‘Exc-el
Scheduling
o " Mote: Clicking Save & Run will run the job immediately. Subsequent raports will be run at 4:00 AM EST on their scheduled run date.
View/Print Evaluations

Is the Report Active®: v -

Frequency: E['a"\' w '

Initial Run Date: |puunoneery '_slm

The user can have their jobs sent as either Excel (.xIsx), .xml, or .json file attachments.

In the Scheduling portion of the Report Scheduler, users can set existing jobs as inactive by checking No in the Is the
Report Active? Dropdown and clicking the Save icon in the top right of the page.

This section is also where users select Frequency and Initial Run Date. Both of these fields are used to calculate
when a job is to be run.

When finished selecting job options, select Save & Run. The user will receive a notification that the job has been sent
and they can validate their report data immediately as the job commences its regularly scheduled runs.
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Status Tracker

This search bar allows all roles, except View Performance, to view the status of an evaluation that the user
has access to. To search, users must enter a full contract number. If a user has access to multiple orders on
the same contract number, they will be brought to a selection screen to specify the order number.

CPARS

Evaluations/Contract Status Report

User Administration

Reports (Admin)

Contract Number: U2930417C0141
Period of Performance: 06/23/2019 - 06/21/2020

Evaluation Status

Finalized _Comp

117 days )

(m Drafted __Rated

EVALUATION STATUS
Initiated: |
Drafted: Waiting

Rated:
Reviewed:
Finalized: Ratings fir

Completed: T

EVALUATION STATUS KEY

or completed within 120 days

sk for not being completed within 120 days (rot con

re than 120 days

expived; waiting for Assessing

Change Password | Log Out

ol

HOME

User: USER TEST | Update Profile

Dificial to finalize

mpleted wathin 115 -120 days).

The results page lists all steps in the evaluation process, displays the most recent evaluation for the searched
contract number, and shows the current evaluation status. The results also display the days remaining to
complete an evaluation on time. A key is provided to explain each status and color code.
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Update Profile

The Update Profile 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 phone number changes, the user would access the Update
Profile button to update the phone number. Additionally, users may view their currently assigned application roles
below the Save User Information button. To update user information, click Update Profile. The User Information
screen displays.

Log Out
HOME
User Information

(fields identified with * are required)

CPARS User: ALBERT EINSTEIN | Update Profile | Change Password

Home

Evaluations/Contract Status Report }
Email Address: uat02dpoc-angela.c.campbell@navy.mil

User Administration * First Name: ALBERT

Reports (Admin) * Last Name: [EINSTEIN

* Title: [DPOC
* Organization: |SMITHSONIAN

* Citizenship:  UNITED STATES v J

* Phone Number: 555-444-4785
Save User Information
Role(s):

Department Point of Contact

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.
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Change Password

The Change Password option is very important as it is the primary method that users, at all access levels, change
their password. To change a login password, click Change Password. The Change Login Password screen
displays.

NOTE: Passwords cannot be changed more than once in a 24-hour period.

C PARS User: USERTEST | Update Profile | Change Password | LogOut
h

HOME
Change Login Password

1 Last Set Date: 12/07/2020 06:45:13

Home

To-Dios List

Evaluations/Contract Status Report

Confirm New Password:
View Performance Records

Passwords must meet the following specifications:
| User Administration

Initiate/Edit/Delete Record

Reparts (Admin)

Report Scheduler

View/Print Evaluations

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. As criteria are met,
the requirements will change from X's to check marks and the color will change from red to green.

NOTE: The password is case sensitive and must contain 15-20 characters, at least two uppercase letters, two
lowercase letters, two numbers, and two special characters. The last 24 passwords are kept and may not be
reused. Passwords must differ from previous passwords by at least four characters. Passwords must not contain
personal information such as: names, phone numbers, account names, birthdates, or dictionary words. 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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Feedback

The Feedback feature is available at all access levels and allows users to do such things as identify and submit
system problems, make suggestions for system improvements, or recommend changes in policy. To submit
comments, click the Feedback icon from the Home Screen and the Feedback screen will display.

C PA RS User: DANNA FRANKS | Update Profile | Change Password | LogQut
HOME
Feedback
Home
This feature is to submit system changes or improvements ONLY.

To-Do List .
fields identified with * are required)

Initiate/Edit/Delete Record * short Description:

* Des - (100
Reports (Admin) Description:

2 ¥

Enter a brief description in the Short Description box and a complete description in the Description box.
NOTE: The system limitation for Feedback is 1000 characters.
Click the Submit button. Click OK when the confirmation message displays. The Customer Support Desk monitors

CPARS for all feedback submitted. Requests for enhancements and policy changes are routed through the Change
Control Board (CCB) for review, discussion, and disposition.
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Email Notifications

CPARS 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 evaluation is due to be started. This email is weekly
and continues until the evaluation is started.

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

When the Focal Point or Alternate Focal Point registers a contract/order, but no Assessing Officials or
Contractor Representative users have been assigned. This email is weekly and continues until users
are assigned to the contract/order.

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

When the Assessing Official Representative initiates an evaluation.

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

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

When the Assessing Official drafts an evaluation.

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

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

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

When the Reviewing Official returns an evaluation to the Assessing Official.

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

An automatic notification is sent to the Contractor Representative identifying evaluations that have
been forwarded to the Contractor Representative for comment, but the Contractor has not started
entering comments. This email is daily and continues until the Contractor enters comments or until the
evaluation is available for source selection after 14 days.

An automatic notification is sent to the Contractor Representative identifying evaluations that have
been forwarded to the Contractor Representative for comment, but the Contractor Representative has
not responded. This email is weekly, starts 15 days after the evaluation is sent to the Contractor
Representative and continues until the Contractor Representative enters comments or until the
evaluation returns to the Assessing Official after 60 days.

An automatic notification is sent to the Assessing Official when the Contractor 60-day comment period
expires. This email is weekly and continues until the evaluation is closed by the Assessing Official.

An automatic notification is sent to Agency POC(s) when the Department POC provides access to
new/existing Organization(s).

An automatic notification is sent to Agency POC(s) when the Department POC provides access to
additional Organization(s).

An automatic notification will be sent to all users that have not logged in within two years, notifying
them to log into the system to retain their account.

An automatic notification is sent to users who have requested Focal Point and Department POC
access.

An automatic notification is sent to the Department POC or Agency POC when they have a pending
Focal Point access request.

An automatic notification is sent when a Focal Point, Department POC, or Senior Contractor Rep
receives access.

An automatic notification is sent when a Focal Point request is denied.

An automatic notification is sent to the Senior Contractor Rep when the MPIN associated with their
Unique Entity ID (DUNS) Number is changed.
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FAPIIS will send the following email notifications:

Department POC assigned

Focal Point assigned

Alternate Focal Point assigned

FAPIIS Data Entry assigned

FAPIIS Data Entry assigned/records transferred

Overdue notification (record incomplete)

Contractor notification that FAPIIS record is available for source section/comment

View Performance Records will send the following email notifications
e Owner (View Performance) assigned
e Manager (View Performance) assigned
e Access (View Performance) assigned
¢ An automatic notification is sent to the Owner (View Performance) or Manager (View Performance) when
they have a pending access request.
e An automatic notification is sent when a request is denied.

112



Using CPARS Effectively

General System Information:

o A small calendar link is located adjacent to a date field and 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.

e 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.

e At the bottom of every page in the CPARS application there are links to the CPARS Guidance and
Training Opportunities.

e The system has a time-out feature of 15 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 12 minutes, the system will perform an automatic save.
The time-out clock is re-set whenever the user performs a save.

i
e Clicking wove icon will return the user to their Home screen. Clicking this icon will not save any
information entered.

e Clicking save icon will save the in-process records or evaluations. It will also save various reports for
future use.
O
. . o . . . .
e Clicking e=nt icon will open an HTML view for the user to print.

When Registering Contracts/Orders or Working on Evaluations:

e The ABC button ¥ located next to data entry fields offers a spell checker. When clicked, possible
misspellings in the block of text are identified and replacement options are offered.

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

e There is a character counter located at the top 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.

e Ared checkmark'EI next to Notes on the To-Do List located next to a Contract/Order Number
indicates that a note has been generated for that evaluation. Notes may be viewed or added by
clicking on them.

o A red checkmark ] located within any of the Rating Sections indicates that element has been rated
for the specific performance area.

When Entering Records:

e Ared asterisk (*) designates a required field. All required fields must be completed to save and mark
a record for release for source selection and public access. However, records can be started and
saved without all required fields being completed.
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