Instructions for Inputting a Completed CPAR (FY98-FY00)

(a/o 14 March 2001)

Log in to the CPARS Production System as a focal point (for purposes of this example, I logged into the practice system; as unit focal points, you will be logging into the CPARS Production System).
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CPARS Practice Application

Click here to begin CPARS Online practicing.

The CPARS Practice Application allows users to experience the functionalit?
the system, prior to entering real data in the production CPARS database of
utilizing the system for Source Selection. Personnel frarn al the Cornmands
invited to use the practice system. Below is a list of userids/passwords, alor
with the level of security provided.You may use al of the features of the syst
using practice data only. The practice data wil be removed from the system
& periodic basis. For practice purposes only use a CAGE Code of "CPA!
and a Contract Activity of "N45112", Please do not use real data in the
practice system.

For Air Force...you may prefix the passwords with "af". For example afcpa
(contract data entry). afcpar? (focal point). Then use a contract activity of
FBB141——(followed by the rest of a practice contract number). Use a CAG
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The next screen you see will be the focal point login screen.

Login using the user id/password provided to you as a unit focal point from NAVSEA.
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Userid:[sfepar?

Password: [+
WARNING

THIS 15 A DEPARTMENT OF DEFENSE COMPUTER, SYSTEM, THIS COMPUTER, SYSTEM, INCLUDING AL RELATED
~EQUIPLENT, NETWORIES AND NETWORK DEVICES (SPECIFICALLY INCLUDING INTERNET ACCESS), ARE PEOVIDED ONLY
FOR AUTHORIZED U.5. GOVERNMENT USE. DOD COMPUTER SYSTEMS MAY BE MONITORED FOR ALL LAWFUL PURPOSES,
INCLUDING 0 ENSURE THAT THEIR USE S AUTHORIZED, FOR MANAGEMENT OF THE SYSTEM, T FACLITATE
PROTECTION AGADNST UNAUTHORIZED ACCESS, AND T0 VERIFY SECURITY PROCEDURES, SUVIVABILITY AND
OPERATIONAL SECURITY. MONITORING INCLUDES ACTIVE ATTACKS EY AUTHORIZED DOD ENFITIES T0 TEST OR VERIFY
‘THE SECURITY OF THIS SYSTEM, DURING MONITORING, INFURMATIDN MAY EE EXAMINED, RECORDED, COPIED AND USED
FOR AUTHORIZED PURPOSES. ALL INFORMATION, INCLUDING PERSONAL INFORMATION, PLACED ON OR SENT OVER THIS
SYSTEM MAY BE MONITORED. USE OF THIS DOD COMPUTER SYSTEM, AUTHORIZED OF, UNAUTHORIZED, CONSTITUTES
CONSENT 10 MONITORING OF THIS SYSTEM, UNAUTHORIZED USE MAY SUBJECT YOU 10 CRIMINAL PROSECUTION.
‘EVIDENCE OF UNAUTHORIZED USE COLLECTED DURING MONITORDNG MAY EE USED FOR ADMINISTRATIVE, CRIIAL OR
‘ADVERSE ACTION. USE OF THIS SYSTEM CONSTITUTES CONSENT 10 MONITORING FOR THESE PURPOSES
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The next screen which comes up is the contract number and menu selection screen:

Type in the contract number and then select “Input a Completed CPAR.”
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The next screen which appears gives you the option of which type of CPAR you will be completing:  Systems, Services/IT/Ops or Ship Repair/Overhaul. 

Select the appropriate CPAR form based on the business sector.  
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The electronic CPAR form will then be available for inputting on-line:
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* indicates a required field
LName/Address of Contractor (Division)

Company Mame:*

Division Name.
Street Address
City, State, Zip Code

CAGE Code:* DUNS+4 Number.

FSC* SIC Code

2. Report Type: *[nitel <

3. Period of Performance Being Assessed: From * to:* (unsitiyy)
4a. Contract Number: 4b. DoD Business Sector & Sub-Sector: *
FB614100C1034 Order Number. [ProifTechiMng Support =]

5. Contracting Office (Organization and Code) *

. Location of Contract Performance ( fnotinitem 1)
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The data entry should be done for all blocks (1-25) exactly as shown on the completed, manual CPAR.  The blocks with the red asterisks are mandatory fill-ins.

Please note that when inputting the completed CPARS, for block 2, Type of Report, you must select either Initial or Intermediate.  This ensures that when you do the follow-on electronically routed CPARS (FY01 and beyond) that the information contained in Blocks 1-14 of the CPAR form will be carried forward.  Use initial for the first evaluation you input on the contract.  Intermediate can be used for each subsequent evaluation (e.g., option years) until you get to the final report.
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Blocks 24 and 25-How to Complete Reviewing Official (R.O.) Information if there were No Reviewing Official Coordination on the Original CPAR

The R.O. will see the CPAR only if there are significant differences between what the evaluator has written and what the Contractor has written.  As a work-around to the mandatory fill-ins ( * ),  "N/A" in Blocks 24 and 25—the system will accept “N/A” in lieu of comments, name, title, etc.  If you do that, the finalized CPAR will look similar to the following:

24. Review by Reviewing Official: 

N/A

25.Name and Title of Reviewing Official

Name: N/A

Title: N/A

Organization and Code: N/A

Phone Number: Date: 02/02/00

The block for phone number is not a mandatory fill-in so you may leave it blank.  In the above example, the last date in which anyone impacted the CPAR was on 2 Feb 00 (this happens to have been the date the Contractor put for their input and since their input was not significantly different than what the evaluator input, this CPAR did not need to go through R.O. review).  Since the information in the date block has to be in a date format, you must input a date.

If someone other than the unit focal point is doing the data entry, then once the information is filled in for all blocks, the person doing the data entry must select:  

 SAVE DATA AND FINISH LATER  

By doing this, the information is stored but is not transmitted to the CPARS/PPAIS.
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The unit focal point should then log back into the CPARs and review the CPAR for accuracy with the original, manual CPAR.  If there are corrections to be made, the unit focal point can make them at this time.  Once the CPAR has been verified for accuracy with the original CPAR, the unit focal point can then select “Validate and Close the CPAR.”  The unit focal point is the only one who should perform this function.  At that point, the CPAR is loaded into the CPARS and PPAIS.

Once we have the FY98-00 CPARs input, the focal points should log in and change their password.  This is the password which will be used for all future (FY01 and beyond) CPARs monitoring/administration.   Once that is accomplished, the unit focal points will establish the access authorization matrices for each contract. 

Login screen.  Log on using your unit focal point Userid and password provided to you by NAVSEA.





After you log in to CPARS for the first time using the NAVSEA log in and password, you


should change your password by clicking into “Change User Profile/Login Passsword”





In AFSPC, we will generally be doing CPARs on Services/Info Tech; the business sectors and sub-sectors are defined in the DoD Past Performance Guide at � HYPERLINK "http://www.acq.osd.mil/ar/doc/ppiguide.pdf" ��http://www.acq.osd.mil/ar/doc/ppiguide.pdf� on page 19.





Data entry is done entirely on-line; red asterisks are mandatory fill-ins





You should enter the oldest CPAR first—this ensures that the ratings will carry over as “past ratings”to subsequent CPARs





For inputting COMPLETED (FY98-FY00) CPARS, you must select either Initial or Intermediate in Block 2.  This ensures that the information contained in Blocks 1-14 will carry forward in future CPARs (FY01 and beyond)





Upon final review, only the unit focal point should choose “Validate and Close the CPAR”





Data entry must select “Save Data and Finish Later”
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