Search Contractors
1. Preaward Survey System can be accessed from the eTools portal. Go to the DCMA home page and Click on eTools. Enter your DCMA network ID and password. Select the Preaward Survey System Icon from the eTools home page. (Figure 1) 

2. The Customer Support - Home Page will appear.  In the My Requests tab all of the preaward surveys you have requested within the past 18 months will be listed along with their current status.  
Note: The Release Date signifies the date the completed preaward survey was made available for viewing by all authorized PASS users.  This date is generally 90 days after the survey was completed and posted for viewing by the requestor.   
Click on the Search For A Contractor/ Existing Preaward Surveys button.  (Figure 2) 
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Figure 2 - Customer Support - Home Page  
3.  From the Contractor Search Page, enter the CAGE value in the CAGE field and click the Search button. (If you don't know the CAGE, click on the magnifying glass icon to perform a CAGE search).  (Figure 3)
Note: You may also search by Company Name (full, partial, or use "*" as a wildcard).  If more than one search criteria are entered, only results matching all entered criteria will be returned. 
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surveys, enter the CAGE value of the company In the CAGE text box and dlick the Search button. If you do not know the
CAGE of the company, you can do a CAGE search by clicking the magnifying-glass icon next to the CAGE field or click on
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have a CAGE registered in the CCR, you can also search the eTools database by company name (full, partial, or use ' as
a wildcard value). General queries will display a maximum of 500 rows. Entering the DODAAC of a DCMA CMO, a Country,
or a ZIP code will further focus the search. If more than one search criteria are entered, only results matching all entered
criteria are returned.
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Figure 3 - Contractor Search Page
4. Your search results will appear, listing the CAGE, Zip Code, DoDAAC, and Company Name.  Click on the CAGE code hyperlink to see additional information on the contractor. (Figure 4) 
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Figure 4 - Contractor Search Results 

5. The Contractor - Company Review screen displays more detail about the Contractor, Cognizant CMO, and Preaward Surveys on File.  (Figure 5) 
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Figure 5 - Contractor - Company Review
6. The Preaward Surveys on File section lists the surveys at the top and summary information about the selected survey below.  To select a survey for review, click the survey line of interest.  The summary information below will update to correspond with the selected survey.  (Figure 6)
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Figure 6  - Preaward Surveys on File     
View Survey Results
7.  From the Contractor - Company Review screen, click the View Preaward Survey button. The survey information is presented in a format for online viewing or local printing as appropriate. (Figure 7a)
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Figure 7a  - View Preaward Survey     
Users may also click on any survey that appears on their home page in their My Requests list that has a status of Completed.  This will bring up the Preaward Survey - View Survey Results screen with 3 tabs.  (Figure 7b)
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Figure 7b - View Preaward Survey 
8. The Primary Survey Request tab includes survey information, the Overall Recommendation, and the Preaward Survey Manager's Comments/ Recommendation. (Figure 8)
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Figure 8  - Primary Survey Request Tab 
9. Click on the Evaluation Results tab (Figure 9a) and the Attachments tab (Figure 9b) to view the details of the Survey.
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Figure 9a - Evaluation Results Tab 
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Figure 9b  - Attachments Tab 
Note: You may also view the original request by clicking the View Original Request button.  
Request Preaward Survey
1. The Request Preaward Survey screen can be reached from several locations within the application by clicking the Request Preaward Survey button.  (Figures 1a-1c)  

[image: image11.png]HELP | FEEDBACK | EXIT

elools Preaward Survey System 1.0 FT-IV 1.

Welcome Bilu D. Ginninaz

Customer Support - Home Page
Welcome to the Preaward Survey System (PASS). Each tab below (arranged by status) displays a list of requests of surveys in PASS that
were requested by you. If you are a first time Lser, these lists will be empty. The buttons below provide links for searching the PASS

database for existing surveys or preparing a new request.

[TWyRequests |

Status. CAGE _ Company Name DODAAC SurveyType  SolicitationNo.  RequestDate DueDate  Release Date
Submitied 4H388 Hopkins, Inc S1403A  Formal TEsT 04Jan 2007 04 Feb 2007

Completed 4H388  Hopkins, Inc s14038  Formal TEST1 04Jan 2007 04 Feb 2007 05 Apr 2007
Completed 4H388  Hopkins, Inc 14038 Formal TEsT 04Jan 2007 04 Feb 2007 04 Apr 2007

SEARCH FOR A CONTRACTOR /EXISTING PREAWARD SURVEYS [l REQUEST PREAWARD SURVEY |





Figure 1a - Customer Support - Home page
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Figure 1b - Contractor - Search Page 
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Figure 1c - Contractor - Company Review Page 

 

2. Enter a CAGE code, Country, or Zip code and click Request Preaward Survey.  (Figure 2) 

Note: Information entered will pre-populate in the survey request.  Based on the user name and password used to log into PASS, the system will automatically enter some of your information. If the CAGE entered is in the eTools database, the system will also pre-fill some contractor information.  
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Figure 2 - Request Preaward Survey 
3. Data can now be entered into the request form.  The request can be saved at anytime once all the required entries (marked with an asterisk *) are filled in.  Notice that the request form has several tabs.  (Figure 3) 
Note: For the Survey Type, if you select Informal, the Solicitation Number field will be auto-filled with the word Informal.  You cannot request an informal survey and have a solicitation reference. 
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 Figure 3 - Preaward Survey - Primary Request
 

 

4. The Prospective Contractor Info tab allows you to enter Company and Parent Company information and Point of contact details for the prospective contractor.  (Figure 4)
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Figure 4 - Prospective Contractor tab
5.  The Solicitation Data tab allows you to enter line item data when a solicitation is involved.  Click the Insert Row button to add line item data.  Click the new highlighted row under the column where you want to enter data.  To delete a row, click on the row to highlight it and then click the Delete Row button. (Figure 5) 
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Figure 5 - Solicitation Data tab
6. The Evaluation Factors tab allows you to select the Major and Other Factors to be evaluated.  NOTE: Although the application will allow you to submit a request without a selection here, you should identify the factors on this page before submission!!  
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Figure 6 - Evaluation Factors tab
7.  Before we go any further, click the Save Request button at the bottom of the page.  This will not submit the request, but simply save the information you have entered.  The Plant and Location tab should provide a summary view of all locations, primary and secondary, where survey action will be required.  This tab will populate with the information you entered in the Prospective Contractor Info tab only after a request is saved.  
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Figure 7 - Plant Location(s) tab
8.  If some or all of the requested survey actions are to be conducted at a location or locations different from the one entered in the Prospective Contractor Info tab, the additional locations must be entered.  Click on the Parent company name listed in the Primary and Secondary Plant Locations box and then an Add Secondary Location button will appear.  (Figure 8) Click this button and input the appropriate information on each of the 3 available tabs.  Then click the Save Location button.  Repeat this process until all secondary locations have been identified.  
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Figure 8 - Add Secondary Location
9.  Once you have entered and saved all secondary locations, click the Return to Summary button.  This will take you back to the Preaward Survey - Primary Request page.  Click on the final tab, Requestor Comments.  Here you may enter any clarifying or additional information to assist the PAS Manager conducting the requested survey actions. 
10.  Click the Save Request button to ensure that the information you've provided is saved.  Next, click the Submit Request button.   (Figure 9)
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Figure 9 - Save and Submit
Once you submit the preaward survey request, the request appears on the Customer Support Home page with the status Submitted. 
