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1 CBAR Overview

1.1 Purpose of the Contract Business Analysis Repository

DCMA requires the ability to capture and display information centrally about the suppliers it supports. The Armed Services, Defense Agencies and many Civilian Federal Agencies use this information to understand the health of the suppliers' businesses.

The Contract Business Analysis Repository (CBAR) application captures the following contract-related information about companies:

· Indirect Costs and Direct Labor Rates

· Business Systems

· Cost Accounting Standards

· Corporate Information

Note: The CAGEs in this Help are real; however, illustrations show sample data that does not represent actual assessment of the contractor. Also, some instances of data in illustrations may be blurred or missing for security purposes.

1.2 System Requirements

The following components are recommended for optimum viewing and utilization of the CBAR 1.7.3 application.

1.2.1 Hardware

The CBAR application is hardware independent, as it is a Web application. There are no hardware requirements.

General recommended hardware are as follows:
· Computer

· Monitor

· Printer (if hard copies of CBAR records are desired)

· Mouse

· Keyboard

1.2.2 Software
· Microsoft Excel

· Adobe Acrobat

1.2.3 Internet Access
A secure Internet connection is necessary to access the Web-based CBAR application.

1.2.4 Browser Version

eTools applications are designed to use Internet Explorer version 11.
1.2.5 Access to the CBAR Application

Users must be granted access to use the CBAR application.

· Internal Users: DCMA employees who need access to the CBAR application must have the eTool added to their IWAM profile. Supervisors cannot add it. DCMA users should send an email to CBAR@dcma.mil to request access. The email should specify the CBAR role being requested and the justification as to why access is required to perform the employee's job duties. 

· External Users: Non-DCMA employees who need access to the CBAR application can request access through the External Web Access Management (EWAM) application; external users can also contact specific PCO admins using the DoDAAC lookup tool at https://home.dcma.mil/itcso/dodaac_lookup/.

1.3 Navigation Elements
The navigation elements of the Contract Business Analysis Repository (CBAR) 1.7.3 application help you find information and complete tasks efficiently.

1.3.1 User Information

The top left side of the page displays the DCMA logo and your name as a link (Figure 1).
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Figure 1: DCMA logo and user name link
If you click this link, your user information appears in a new window (Figure 2).
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Figure 2: User Information window

1.3.2 Menu Bar

The menu bar that appears below your name displays navigational links. The options displayed on the menu bar vary based upon the user role (Figure 3).

If an option does not appear on your menu bar, that option is not applicable to your user role.
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Figure 3: Menu Bar

ACO Module menu bar options are as follows:

· Switch Modules: Click this link to switch between the ACO Module and the PCO Module. See the topic Switching Modules.

The PCO Administrator user role can also switch to Administrative Tools. See the topic Switching Modules.

· ACO Search: Click this link to search contractor data records. See the topic Searching for Contractor Records.

· User Profile: Click this link to request access to or removal of access from CAGEs and/or DoDAACs. See the topic Maintaining Your User Profile.

· Reports: For help with Reports, see the CBAR 1.7.3 User's Manual for Reports (appears for the PCO Administrator user role).

PCO Module menu bar options are as follows:

· Switch Modules: Click this link to switch between the ACO Module and the PCO Module. See the topic Switching Modules.

The PCO Administrator user role can also switch to Administrative Tools. See the topic Switching Modules.

· Business Clearance Search: Click this link to go to the Business Clearance Search page. See the topic Searching for Business Clearances.

· User Profile: Click this link to request access to or removal of access from CAGEs and/or DoDAACs. See the topic Maintaining Your User Profile.

· Transfer: Click this link to go to the Record Transfer Search page (appears for the PCO Administrator user role). See the topic Transferring PCO Records.

· Reports: For help with Reports, see the CBAR 1.7.3 User's Manual for Reports (appears for the PCO Administrator user role).

Administrative Tools menu bar options are as follows:

· Switch Modules: Click this link to switch between the ACO Module, the PCO Module, and Administrative Tools. See the topic Switching Modules.
The PCO Administrator user role can switch to Administrative Tools.

· User Profile: Click this link to request access to or removal of access from CAGEs and/or DoDAACs. See the topic Maintaining Your User Profile.
· CAGE Workload: Displays the Requested Permissions page (appears for the PCO Administrator user role). See the topic Viewing and Responding to Requests.
· DoDAAC Workload: Displays the Requested DoDAAC Permissions page (appears for the PCO Administrator user role). See the topic Viewing and Responding to Requests.
· CAGE Permission Search: Displays the Granted Permissions - Search page (appears for the PCO Administrator user role). See the topic (PCO Module) Searching for Granted Permissions.
· DoDAAC Permission Search: Displays the Granted DoDAAC Permissions - Search page (appears for the PCO Administrator user role). See the topic (PCO Module) Searching for Granted Permissions.
The right side of the top of the page provides the following links (Figure 4):
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Figure 4: CBAR 1.7.3 icon and right-side menu options

Help: Provides assistance for specific pages in the Contract Business Analysis Repository (CBAR) application. If you are viewing a page and need answers regarding the format of information, or if you need to find where a certain task is performed in the application, or to discover who does what task, Help can provide the answer.
Feedback: Allows you to provide your ideas for future enhancements to the Contract Business Analysis Repository (CBAR) application.
Exit: Closes the Contract Business Analysis Repository (CBAR) application and the page that displays it. By using the Exit link, you ensure that your session is closed securely.

Back to Search Result: Click this link on the menu bar at any time to return to the search results page (does not appear on the home page).

1.3.3 Columns

Each column in a table allows you to sort information in either ascending or descending order.

To sort the information, click a column heading. Click the column heading again to sort the information in reverse order (Figure 5).
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Figure 5: Column headings

1.3.4 Page Controls

On tables that display multiple pages of records, click the buttons at the bottom of the table to move to the first, previous, next, or last record. You may also use the drop-down list box to select the sequence number of the records you wish to see (Figure 6).
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Figure 6: Page control buttons and drop-down list box

1.3.5 Footer

The footer at the bottom of every page provides links to standard DCMA Web sites (Figure 7).
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Figure 7: Page footer

These footer links display the following information:

eTools Training: Online videos with sound that describe how to use the application.

Site Index: Displays http://home.dcma.mil/siteindex.htm, which is an index of the DCMA Web site.

Privacy: Displays http://home.dcma.mil/privacy_notice.cfm, which states how the server shall be used.

FOIA: Displays http://www.dcma.mil/foia.htm, which states rights to information under the Freedom of Information Act (FOIA) and provides a contact for FOIA inquiries.

Accessibility: Displays http://home.dcma.mil/508.htm, which provides contact information for accessibility questions.

1.3.6 Icons

The following icons link to additional functionality:
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	View information.
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	Edit information.
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	Delete information; Reject permission.
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	Add information; Request or Grant permission.
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	Permission requested.
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	Validate information.
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	Transfer record.
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	Open a pop-up calendar to select a date.
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	Export data to a Microsoft Excel spreadsheet.
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	Close window.

	[image: image19.png]



	Check the spelling of information you have typed.
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	Open a print-friendly view; see the topic Printing.


1.4 User Roles and Associated Tasks

1.4.1 User Roles

The Contract Business Analysis Repository (CBAR) application supports the following user roles: PCOs, External View Only users, PCO Administrators, View Only users, DoDAAC View Only users, Super Viewer users, CACO/DACO/ACOs, Security Administrators, and Administrators.

· The External View Only and PCO Administrator user roles consist of users external to DCMA.

· PCOs (Procuring Contracting Officers) may be users internal or external to DCMA.

1.4.2 Associated Tasks
PCOs can do the following:

· Search for and view contractor records; search for and view business clearances.

· Create, edit, delete business clearances.

External View Only users can do the following:

· Search for and view contractor records; search for and view business clearances.

PCO Administrators can do the following:

· Grant and reject permissions to view and/or perform additional functionality on records pertaining to a specified CAGE or DUNS.

· Search for and view contractor records; search for and view business clearances.

· Create, edit, delete business clearances.

· Transfer business clearances.

1.4.3 Access Levels
The CBAR application has the following access levels: Level I and Level II.

· Level I access = ACO Module: Viewing Contractor Data Sheets, but not Associated Sections on Contractor Data Sheets; PCO Module: Viewing header information only on Business Clearance records.

· Level II access = ACO Module: Viewing Associated Sections on Contractor Data Sheets (and additional functionality, if applicable to the user role); PCO Module: Full view of Business Clearance records.

See the following topics: Requesting Access to Contractor Records, Requesting Access to CAGEs, Requesting Access to DoDAACs, and Maintaining Your User Profile.

The Contract Business Analysis Repository (CBAR) application supports the following user roles: PCOs, External View Only users, PCO Administrators, View Only users, DoDAAC View Only users, Super Viewer users, Security Administrators, CACO/DACO/ACOs, and Administrators.

· The External View Only and PCO Administrator user roles consist of users external to DCMA.

· PCOs (Procuring Contracting Officers) are external to DCMA.

1.4.4 PCO Module
Access

If access is requested and approved for a PCO business clearance, the user role receives access to all PCO business clearances associated with the CAGE in the request (Figure 8).

External View Only User Role

· External View Only users request access to PCO business clearances and are routed to the PCO Administrator for the DoDAAC of the requested record.

· If access is granted to a contract in the PCO module, the External View Only user automatically has access to the CAGE for that contract in the ACO module.

· If access is granted to a CAGE in the ACO module, the External View Only user does not automatically have access to the PCO business clearances associated with that CAGE.

PCO User Role
· PCOs have a profile maintained in CBAR identifying Issuing Office DoDAACs.

· PCOs utilize the current CAGE request process to access records in the ACO module with the following exception: When a PCO enters a PCO business clearance into CBAR, and saves it (as a Draft record or Completed record), the PCO is automatically granted access to the ACO record for the CAGE.

PCO Administrator User Role
· PCO Administrators are responsible for approving DoDAAC requests from PCOs within CBAR.

· When PCOs request that a DoDAAC be added to their profile, the request is routed to the PCO Administrator for that DoDAAC.

· If a PCO Administrator requests a new DoDAAC for their profile, the request is routed through the Cost and Pricing Center. It is important to note that if a new DoDAAC is added to the PCO Administrator’s profile, they can also approve requests for access in EWAM for this DoDAAC.

· PCO Administrators can change the Issuing Office DoDAAC to a new DoDAAC (where they are the losing DoDAAC) individually or grouped.

	 
	Create PCO Business Record
	View PCO Business Record Draft
	View PCO Business Record Completed
	Edit Draft PCO Business Record
	Edit Completed PCO Business Record
	Delete PCO Business Record Draft
	Delete PCO Business Record Completed

	PCO
	Their DoDAACs
	Their records and their DoDAACs- all; otherwise header only
	All records
	Records they create and within their DoDAAC
	No
	Yes
	No

	External View Only
	No
	Header only
	Approved access requests
	No
	No
	No
	No

	PCO Administrator
	Their DoDAAcs
	Their records and their DoDAACs- all; otherwise header only
	All records
	Records they create and within their DoDAAC
	Records they create and within their DoDAAC
	Records they create and within their DoDAAC
	No


Figure 8: PCO Module access levels

Access Removal

PCOs and External View Only User Roles

· PCOs and External View Only users may remove their access to DoDAACs in the PCO module or may remove their access to CAGE records in CBAR without the approval of the PCO Administrator. An email alert is sent.

PCO Administrator User Role
· PCO Administrator requests to remove DoDAACs from their profile go to the Administrator user role as this impacts EWAM approvals and PCO access approvals. Requests to remove access in the ACO module are not applicable as PCO Administrators have access to all records in the ACO module.
Tasks
Viewing

· PCOs can view all their own Draft records and their DoDAACs' Draft records; otherwise, they can view header information only. PCOs can view Completed records only if they have access to them.

· External View Only user roles can view header information only on Draft records; External View Only users can view full information on Completed records to which they've been granted access.

· PCO Administrators can view all their own Draft records and their DoDAACs' Draft records; otherwise, they can view header information only. PCO Administrators can view all Completed records and can re-open a completed business clearance record.

Adding
· PCOs can create business clearances for their DoDAACs.

· External View Only users cannot create business clearances.

· PCO Administrators can create business clearances for their DoDAACs.

Editing
· PCOs can edit Draft records they've created and their DoDAACs' Draft records; PCOs cannot edit Completed records.

· External View Only users cannot edit records.

· PCO Administrators can edit Draft records they've created and their DoDAACs' Draft records; PCO Administrators can edit Completed records they've created and their DoDAACs' Completed records.

Deleting
· PCOs and PCO Administrators can delete Draft records they've created and their DoDAACs' Draft records; PCOs and PCO Administrators cannot delete Completed records.

· External View Only users cannot delete records.

1.4.5 ACO Module
Access and Tasks

There are two levels of ACO Module access in CBAR: Level I access and Level II access.

· Level I access consists of viewing general data on contractor data sheets.

· Level II access consists of viewing general data and the Associated Sections on contractor data sheets.

The following CBAR user roles have Level I access: External View Only users and PCOs.

The following CBAR user roles have user role has Level II access: PCO Administrators.

CBAR users with Level I access must request permission for temporary Level II access to specific contractor records (Figure 9).
	DCMA Internal or External
	Role
	Scope of Access
	Add/

Edit/

Delete?
	Approve, Edit, Remove Access to Associated Documents?
	See Contractor Data Sheets
	Default Level I access to Contractor Data Sheets?
	Request Level II access by CAGE or DUNS?
	Default Level II access to Contractor Data Sheets?

	External to DCMA
	External View Only
	By service; by approved request to see a specific CAGE or DUNS
	No
	No
	Yes
	Yes
	Yes
	No

	External to DCMA
	PCO
	By service; by approved request to see a specific CAGE or DUNS
	No
	No
	Yes
	Yes
	Yes
	No

	External to DCMA
	PCO Administrator
	By service; all CAGEs and DUNSs
	No
	Yes
	Yes
	No
	N/A
	Yes

	Level 1 Access 
	Displays the contractor data sheets but not the documents associated with them. User must request access to the documents associated with the contractor data sheets.

	Level 2 Access
	Displays the contractor data sheets and the documents associated with them.


Figure 9: User Access, Roles, and Tasks

 

External View Only User Role

External View Only Users can do the following:

· Search for and view all contractor records.

· View documents on contractor records pertaining to a specified CAGE and/or DUNS with the permission of a PCO Administrator, Administrator, or Security Administrator.

PCO User Role
PCO Users can do the following:

· View all records in the ACO module to which they have access in the PCO module.

PCO Administrator User Role
PCO Administrators can do the following:

· Search for and view all contractor records (but cannot modify or delete records).

· View documents on contractor records pertaining to a specified CAGE and/or DUNS.

· Search approved users (in their access code only).

· Grant and reject permissions for Level II access to a specified CAGE or DUNS (to users in their access code only).

1.5 Logging into the CBAR Application

Upon logging into CBAR from the eTools Portal, all user roles see the Acknowledgement page (Figure 10).
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Acknowledgement

/By signing this document, you acknowledge and agree that:

1. You are U.S. Government employee who desires to access information available through the Contract Business Analysis Repository
|(C8AR) database.

|2 The information in this database contains contractors' proprietary, competitively sensitive data concerning their financial, technical or
lbusiness processes.

|3. The data is protected by the Trade Secrets Act (18 U.S.C. § 1905) and other information protection legislation.
|4. The term “proprietary data” includes contractor financial , business, scientific, technical, economic, or engineering information, including
[patterns, plans, compilations, program devices, formulas, designs, prototypes, methods, techniques, processes, procedures, programs,
lor codes, whether tangible or intangible, and whether or how stored, compiled, or memorialized physically, electronically, graphically,
Iphotographically, or in writing.

5. The data may be marked " Proprietary”, "Commercial-in-Confidence" or "Restricted -Commercial” "Confidential”, "Business Sensitive”,
"Limited Rights”, or "Restricted Rights,” or use other, similar terms.

/6. You are required to protect the data in the CBAR from disclosure.

17. You are not permitted to share the contractors' financial, technical or business process proprietary and competitively sensitive data
|with anyone who is not a government employee.

/8- You may share the data with government employees who have a need for the data to perform their government jobs.

|9 Improper unauthorized release of contractor financial, technical or business process proprietary and competitively sensitive data is a
|criminal offense!

Accept || Cancel





Figure 10: Acknowledgment page

To accept terms and conditions of using CBAR, click the Accept button. The Warning page appears (Figure 11).
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[WARNING: FOR OFFICIAL USE ONLY. THE DATA WITHIN THIS SYSTEM CONTAINS CONTRACTORS' FINANCIAL, TECHNICAL OR
[BUSINESS PROCESS PROPRIETARY AND COMPETITIVELY SENSITIVE DATA. SUCH DATA IS PROTECTED BY THE TRADE SECRETS ACT
(18 USC §1905) AND/OR OTHER INFORMATION PROTECTION LEGISLATION. DO NOT RELEASE OR DISCLOSE THIS DATA TO ANY NON
[FEDERAL EMPLOYEE WITHOUT FIRST CONSULTING YOUR OFFICE OF COUNSEL. UNAUTHORIZED DISCLOSURE OF PROPRIETARY DATA
1S A CRIMINAL OFFENSE!

[This site is for UNCLASSIFIED Information Orly.

[When making contributions to this site, do not post items that discuss information that could place service members in jeopardy or
that would be of use to adversaries. Examples of such that might apply to potential contributions to this site include technical
information about specific DoD systems, operational plans, troop rotation schedules, position and movement of U.S. naval and air
[assets, descriptions of overseas military bases, or vulnerabilities of weapon systems. Please review applicable security classification
lguide(s) before posting information.

[FOUO information may only be posted to DoD websites consistent with security and access requirements specified in DoDI 8550.01,
*DoD Internet Services and Internet-Based Capabilities,” September 11, 2012 and DoDM 5200.01 V4, " DoD Information Security
Program: Controlled Unclassified Information (CUI)".





Figure 11: Warning page

To enter the CBAR application, click the Continue button.

1.5.1 Viewing the Home Page

· The Contractor Search page is the home page for the External View Only and PCO Administrator user roles (Figure 12 and Figure 13).
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Figure 12: Contractor Search page
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Figure 13: Granted Permissions - Search page

· The PCO user role sees the Switch CBAR Modules page upon logging into the CBAR application (Figure 14).
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Figure 14: Switch CBAR Modules page

To go to the ACO Module for contractor records, click the Switch to ACO Module button. The Contractor Search page appears.

To go to the PCO Module for business clearances, click the Switch to PCO Module button. The Business Clearances Search page appears (Figure 15).
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Figure 15: Business Clearance Search page

2 General Tasks

2.1 Maintaining Your User Profile

The User Profile link allows users to request Level II access to, extension of access to, or removal of access from, CAGEs and DoDAACs.

· The External View Only and PCO user roles can request access to or removal of access from CAGEs and DoDAACs.

· The PCO Administrator user role can request access to or removal of access from DoDAACs.

	See the topic User Roles and Associated Tasks for more information on access levels and requests for access within each Module.


Statuses for requests are as follows (some statuses may not be applicable to your user role):

· Requested: The user has requested access to this CAGE (or DUNS) or DoDAAC. Once the request is approved by an administrator, the status changes to Active.

· Active: The user has been granted access to this CAGE (or DUNS) or DoDAAC.

· Active - Rejection Requested: The user has access to this CAGE (or DUNS) or DoDAAC and has requested that access be removed. The user is awaiting rejection by an administrator. Associated Sections are visible until rejection is granted (applicable to PCO Administrators).

· Active - Extension Requested: The user has access to this CAGE (or DUNS) or DoDAAC and has requested an extension to this access. The user is awaiting extension approval from the administrator. This is applicable for View Onlys (internal and external), PCOs, and DoDAAC View Only users. Extensions may also be requested for DoDAAC accesses for DoDAAC View Only users.

· Requested - Rejection Requested: The user requested access to this CAGE (or DUNS) or DoDAAC, but has canceled the request (before access was granted or denied). The user is awaiting cancellation of the request by an administrator (applicable to PCO Administrators).

Email notifications are sent to the user whose access has been modified (approved, denied, extended, or shortened).

2.1.1 Requesting CAGEs

To request access to a CAGE, do the following:

1. Click the User Profile link on the menu bar. The User Profile Maintenance page appears (Figure 16).
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Figure 16: User Profile Maintenance page

2. Click the [image: image28.png]


  Request or Extend CAGE Permission link. The Request or Extend CAGE Permission page appears (Figure 17).
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Figure 17: Request or Extend CAGE Permission page

3. In the CAGE to Access text box, type the CAGE you wish to access; or, in the DUNS to Access text box, type the DUNS you wish to access.

Note: Requesting and being granted Level II access to the parent record automatically gives you access to its child contractor CAGEs; however, requesting and being granted access to a child contractor CAGE will give you access to that child contractor CAGE only.

4. Click the [image: image30.png]


  calendar icon next to the Access Expiration Date text box to select a date (or type a date using the format dd/mm/yyyy) for your access to expire. Select the nearest date in the future when you will no longer need access to the CAGE.

5. In the Justification text box, type a reason for your request.
6. Click the Request button to send the request (click the Clear button to clear any data you have typed; click the Cancel button to leave the page without saving changes). Your request may be approved or denied.

If a user role accesses a CAGE in the ACO module, the user role has access to the corresponding record in the PCO module.

To request removal of access from a CAGE or to cancel a request for access, do the following:

1. Click the User Profile link on the menu bar. The User Profile Maintenance page appears.

2. In the User CAGE Access tab, in the Select All column, click the check box for the CAGEs from which you wish to request removal of access (to select and delete access from all CAGEs listed, click the Select All check box).

3. Click the Delete button. The Delete Permission page appears.

4. In the Justification text box, type a reason for your request.

5. Click the Delete button to send your request (click the Cancel button to leave the page without saving changes).

2.1.2 CAGE Extensions
View Only users can request an extension to a CAGE permission.

To request an extension for a CAGE permission, do the following:

1. Click the User Profile link on the menu bar. The User Profile Maintenance page appears.

2. Click the [image: image31.png]


  Request or Extend CAGE Permission link. The Request or Extend CAGE Permission page appears.

3. In the CAGE to Access text box, type the CAGE you wish to extend.

4. Click the [image: image32.png]


  calendar icon next to the Access Expiration Date text box to select a date (or type a date using the format dd/mm/yyyy) for your access to expire. Select the nearest date in the future when you will no longer need access to the CAGE. The extension date must be greater than the original expiration date.

5. In the Justification text box, type a reason for your request.

6. Click the Request button to send the request (click the Clear button to clear any data you have typed; click the Cancel button to leave the page without saving changes). Your request may be approved or denied. 

· If you request an extension to a permission you have been granted access to, your extension will be submitted to an administrator for approval. If the administrator rejects your extension request, you will retain your permission until your original requested expiration date.

· If you request an extension to a permission that you have not yet been granted access to, your requested expiration date will be changed to your new extension expiration date. If the administrator rejects your request for access, you will not be granted the permission you have requested.

PCOs and External View Only users can request mass extensions for CAGES.

To request a mass extension for a CAGE permission, do the following:
1. Click the User Profile link on the menu bar. The User Profile Maintenance page appears.

2. Select the multiple CAGES in which you wish to request an extension.

3. Click the Request Extension button. The Extend CAGE Permission page appears (Figure 18).
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Figure 18: Request Mass Extension for CAGES page

4. Click the [image: image34.png]


  calendar icon next to the Access Expiration Date text box to select a date (or type a date using the format dd/mm/yyyy) for your access to expire. Select the nearest date in the future when you will no longer need access to the CAGE. The extension date must be greater than the original expiration date.

5. In the Justification text box, type a reason for your request.

6. Click the Request button to send the request (click the Clear button to clear any data you have typed; click the Cancel button to leave the page without saving changes). Your request may be approved or denied.

2.1.3 Requesting DoDAACs 
To request access to a DoDAAC, do the following:
1. Click the User Profile link on the menu bar. The User Profile Maintenance page appears.

2. Click the [image: image35.png]


 Request new DoDAAC link. The Request DoDAAC Permission page appears (Figure 19).
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Figure 19: Request DoDAAC Permission page

3. In the DoDAAC to Access text box, type the DoDAAC to which you are requesting access.

4. In the Justification text box, type the reason for your request.

5. Click the Request button to send your request (click the Clear button to clear any data you have typed; click the Cancel button to leave the page without saving changes).

The [image: image37.png]


 add icon for DoDAAC access requests also appears on the Business Clearance Search Results page, and the [image: image38.png]


 Request Access to DoDAAC link appears on the View Business Clearance page. See the topics Searching for Business Clearances and Viewing a Business Clearance.

To request removal of access from a DoDAAC or to cancel a request for access, do the following:

1. Click the User Profile link on the menu bar. The User Profile Maintenance page appears.

2. In the User DoDAAC Access tab, in the Select All column, click the check box for the DoDAACs from which you wish to request removal of access (to select and delete access from all DoDAACs listed, click the Select All check box).

3. Click the Delete button. The Delete Permission page appears.

4. In the Justification text box, type a reason for your request.

5. Click the Delete button to send your request (click the Cancel button to leave the page without saving changes).

2.2 Viewing Associated Sections and Attachments

· The PCO user role can view the Associated Sections for a CAGE or DUNS after receiving permission to do so by a PCO Administrator, Administrator, or Security Administrator. See the topic Requesting Access to Contractor Records.

· The External View Only user role can view the Associated Sections for a CAGE or DUNS after receiving permission to do so by a PCO Administrator, Administrator, or Security Administrator. See the topic Requesting Access to Contractor Records.

· The PCO Administrator user role can view the Associated Sections pertaining to a specified CAGE or DUNS.

Note: The CAGEs in this Help are real; however, illustrations show sample data that does not represent actual assessment of the contractor. Also, some instances ofA data in illustrations may be blurred or missing for security purposes.

With Level II access, the Associated Sections tab appears on the Contractor Data Sheet (Figure 20).
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Figure 20: Contractor Data Sheet with Access to Associated Sections

Associated Section types are Indirect Costs and Direct Labor Rates, Business Systems, Cost Accounting Standards (CAS), and Corporate Information.

To view an Associated Section, in the Associated Sections tab, click the link for the Associated Section you wish to view.

2.2.1 Indirect Costs and Direct Labor Rates

To view the Indirect Costs and Direct Labor Rates section, on the Contractor Data Sheet, in the Associated Sections tab, click the Indirect Costs and Direct Labor Rates link. The Indirect Costs and Direct Labor Rates page appears (Figure 21).
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Figure 21: Indirect Costs and Direct Labor Rates

To view information about Programs associated with the CAGE, click a Programs link.

To contact the DCMA office, click the DCMA Office Email link.

To view an Indirect Costs and Direct Labor Rates Associated Section, on the Indirect Costs and Labor Rates page, in the Associated Sections tab, click the link for the Section you wish to view.

Indirect Costs and Direct Labor Rates has the following Associated Sections:

· Forward Pricing

· IR&D and B&P

· Cost Estimating Relationship

· Final Overhead

Forward Pricing
To view the Forward Pricing section, on the Indirect Costs and Direct Labor Rates page, in the Associated Sections tab, click the Forward Pricing link. The Forward Pricing page appears (Figure 22).
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Figure 22: Forward Pricing Page

The Forward Pricing Rate Agreement (FPRA) application is one source of the Forward Pricing information in the CBAR application. Data brought into CBAR from the FPRA application is shown on the Forward Pricing page in the tab labeled "FPRA/FPRR Information Extracted from the DCMA FPRA eTool Database."

The CACO/DACO/ACO role may load additional documents into CBAR which pertain to forward pricing. These documents are displayed in the tab labeled "Additional FPRA/FPRR Documents Added To CBAR.See the topic Adding Associated Section Attachments and Information.

To view information about Programs associated with the CAGE, click a Programs link.

To contact the DCMA office, click the DCMA Office Email link.

To view a CBAR FPRA/FPRR attachment, on the Forward Pricing page, in the Additional FPRA/FPRR Documents Added to CBAR tab, click the link for the attachment you wish to view. The File Download window appears. Click the Open button to open the attachment; click the Save button to save the attachment. Click the Cancel button to close the File Download window.

To view attachments that were once associated with the record, but that have been removed from the record, on the Forward Pricing page, click the [image: image42.png]


 historical attachments link. The View Forward Pricing Historical Document page appears (Figure 23). 
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Figure 23: View Forward Pricing Historical Document page

In the Forward Pricing Historical Attachments tab, click the link for the attachment you wish to view. The File Download window appears. Click the Open button to open the attachment; click the Save button to save the attachment. Click the Cancel button to close the File Download window.

To return to the Forward Pricing page, on the View Forward Pricing Historical Document page, click the [image: image44.png]


 view Forward Pricing document link.

To return to the Indirect Costs and Direct Labor Rates page, on the Forward Pricing page, click the [image: image45.png]


  view indirect costs and direct labor rates link.

To return to the Contractor Data Sheet, on the Indirect Costs and Direct Labor Rates page, click the [image: image46.png]


 view contractor data sheet link.

IR&D and B&P Costs
To view the IR&D and B&P section, on the Indirect Costs and Direct Labor Rates page, in the Associated Sections tab, click the IR&D and B&P link. The IR & D and B & P Costs page appears (Figure 24).
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Figure 24: IR&D and B&P Costs page

To view information about Programs associated with the CAGE, click a Programs link.

To contact the DCMA office, click the DCMA Office Email link.

To view a fiscal year tab, on the IR & D and B & P Costs page, click the fiscal year tab you wish to view. The tab is displayed.

To view an IR & D and B & P Costs attachment, on the IR & D and B & P Costs page, in the Attachment tab, click the link for the attachment you wish to view. The File Download window appears. Click the Open button to open the attachment; click the Save button to save the attachment. Click the Cancel button to close the File Download window.

To view attachments that were once associated with the record, but that have been removed from the record, on the IR & D and B & P Costs page, click the historical attachments link. The View IR&D and B&P Historical Document page appears (Figure 25). 
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Figure 25: View IR&D and B&P Historical Document page

In the IR&D and B&P Historical Attachments tab, click the link for the attachment you wish to view. The File Download window appears. Click the Open button to open the attachment; click the Save button to save the attachment. Click the Cancel button to close the File Download window.

To return to the IR & D and B & P Costs page, on the View IR&D and B&P Historical Document page, click the [image: image49.png]


 view IR&D and B&P.

To view the history of changes to the record, on the IR & D and B & P Costs page, click the change history link. The View IR & D and B & P Change History Log page appears (Figure 26).

[image: image50.jpg]HELP | FEEDBACK | EXIT

Contract Business Analysis Repository 1.7.3 [

View IR & D and B & P Change History Log
FOR OFFICIAL USE ONLY

© view 1R & and B &P costs document.
Parent CAGE 12105
Parent DUNS + 4 043872544
Parent Name PROMPTON TOOL, INC.
Parent Address 120 SUNRISE AVE STE 2
HONESDALE, PA 18431-1034
UNITED STATES
Last Updated 10 Sep 2015, 15:19:00
Program Service
Programs None
Contractor CAGE 12105 Cognizant DCHA Office and DaDAAC __ 511034 - DCMA ATLANTA
Contractor DUNS 043872944 DCMA Office Email DCMAATLANTACASD@DCMAMIL
Contractor Legal Name  PROMPTON TOOL, INC. Programs None
Contractor Address 120 SUNRISE AVE STE 2
HONESDALE, PA 18431-1034
UNITED STATES

Change History Log

No Records Found

Tools Training _ Site Index.  Lin

Priacy  FOIA  Accassibity




Figure 26: View IR&D and B&P Historical Document page




To return to the IR & D and B & P Costs page, on the View IR & D and B & P Change History Log page, click the [image: image51.png]


 view IR & D and B & P costs document link.

To return to the Indirect Costs and Direct Labor Rates page, on the IR & D and B & P Costs page, click the [image: image52.png]


  view indirect costs and direct labor rates link.

To return to the Contractor Data Sheet, on the Indirect Costs and Direct Labor Rates page, click the [image: image53.png]


 view contractor data sheet link.

Cost Estimating Relationship
To view the Cost Estimating Relationship section, on the Indirect Costs and Direct Labor Rates page, in the Associated Sections tab, click the Cost Estimating Relationship link. The Cost Estimating Relationship page appears (Figure 27).
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Figure 27: Cost Estimating Relationship page

To view information about Programs associated with the CAGE, click a Programs link.

To contact the DCMA office, click the DCMA Office Email link.

To view a Cost Estimating Relationship attachment, on the Cost Estimating Relationship page, in the Cost Estimating Relationship tab, click the link for the attachment you wish to view. The File Download window appears. Click the Open button to open the attachment; click the Save button to save the attachment. Click the Cancel button to close the File Download window.

To view attachments that were once associated with the record, but that have been removed from the record, on the Cost Estimating Relationship page, click the historical attachments link. The View Cost Estimating Relationship Historical Document page appears (Figure 28). 
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Figure 28: View Cost Estimating Relationship Historical Document page

In the Cost Estimating Relationship Historical Attachments tab, click the link for the attachment you wish to view. The File Download window appears. Click the Open button to open the attachment; click the Save button to save the attachment. Click the Cancel button to close the File Download window.

To return to the Cost Estimating Relationship page, on the View Cost Estimating Relationship Historical page, click the [image: image56.png]


 view Cost Estimating Relationship document link.

To return to the Indirect Costs and Direct Labor Rates page, on the Cost Estimating Relationship page, click the [image: image57.png]


  view indirect costs and direct labor rates link.

To return to the Contractor Data Sheet, on the Indirect Costs and Direct Labor Rates page, click the view contractor data sheet link.

Final Overhead
To view the Final Overhead section, on the Indirect Costs and Direct Labor Rates page, in the Associated Sections tab, click the Final Overhead link. The Final Overhead page appears (Figure 29).
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Figure 29: Final Overhead page

To view information about Programs associated with the CAGE, click a Programs link.

To contact the DCMA office, click the DCMA Office Email link.

To view a Final Overhead attachment, on the Final Overhead page, in the Final Overhead tab, click the link for the attachment you wish to view. The File Download window appears. Click the Open button to open the attachment; click the Save button to save the attachment. Click the Cancel button to close the File Download window.

To view attachments that were once associated with the record, but that have been removed from the record, on the Final Overhead page, click the [image: image59.png]


  historical attachments link. The View Final Overhead Historical Document page appears (Figure 30).
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Figure 30: View Final Overhead Historical Document page

In the Final Overhead Historical Attachments tab, click the link for the attachment you wish to view. The File Download window appears. Click the Open button to open the attachment; click the Save button to save the attachment. Click the Cancel button to close the File Download window.

To return to the Final Overhead page, on the View Final Overhead Historical Document page, click the [image: image61.png]


 view Final Overhead document link.

To return to the Indirect Costs and Direct Labor Rates page, on the Final Overhead page, click the [image: image62.png]


 view indirect costs and direct labor rates link.

To return to the Contractor Data Sheet, on the Indirect Costs and Direct Labor Rates page, click the view contractor data sheet link.

2.2.2 Business Systems

To view the Business Systems section, on the Contractor Data Sheet, in the Associated Sections tab, click the Business Systems link. The Business Systems page appears (Figure 31).
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Figure 31: Business Systems page

The Business Systems page displays status information for Accounting, MMAS (Material Management and Accounting Systems), Property, Purchasing, EV (Earned Value), Estimating, and Disclosure Statements, which are entered by a CACO/DACO/ACO. The System Adequate for Contract Award drop down menu and comment text field are only available with the Accounting System.

To view information about Programs associated with the CAGE, click a Programs link.

To contact the DCMA office, click the DCMA Office Email link.

To view a System Adequate for Contract Award comment, in the Business Systems Status tab, in the System Adequate for Contract Award column, click the [image: image64.png]


 view icon for the comment you wish to view; click the [image: image65.png]


  close icon to close the comment window.

To view a Business Systems attachment, on the Business Systems page, in the Business Systems Status tab, click the link for the attachment you wish to view. The File Download window appears. Click the Open button to open the attachment; click the Save button to save the attachment. Click the Cancel button to close the File Download window.

To view attachments that were once associated with the record, but that have been removed from the record, on the Business Systems page, click the [image: image66.png]


  historical attachments link. The View Business Systems Historical Document page appears (Figure 32). 
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Figure 32: View Business Systems Historical Document page

In the Business Systems Historical Attachments tab, click the link for the attachment you wish to view. The File Download window appears. Click the Open button to open the attachment; click the Save button to save the attachment. Click the Cancel button to close the File Download window.

To return to the Business Systems page, on the View Business Systems Historical Document page, click the [image: image68.png]


 view Business Systems document link.

To view the history of changes to the record, on the Business Systems page, click the change history link. The View Business Systems Change History Log page appears (Figure 33).
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Figure 33: View Business Systems Change History Log page

To return to the Business Systems page, on the View Business Systems Change History Log page, click the [image: image70.png]


 view Business Systems document link.

To return to the Contractor Data Sheet, on the Business Systems page, click the [image: image71.png]


 view contractor data sheet link.

2.2.3 Cost Accounting Standards

To view the Cost Accounting Standards section, on the Contractor Data Sheet, in the Associated Sections tab, click the Cost Accounting Standards link. The Cost Accounting Standards Compliance page appears (Figure 34).

See the Cost Accounting Standards Compliance page.
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Figure 34: Cost Accounting Standards Compliance page

To view information about Programs associated with the CAGE, click a Programs link.

To contact the DCMA office, click the DCMA Office Email link.

To view a Cost Accounting Standards Compliance attachment, on the Cost Accounting Standards Compliance page, in the Attachment tab, click the link for the attachment you wish to view. The File Download window appears. Click the Open button to open the attachment; click the Save button to save the attachment. Click the Cancel button to close the File Download window.

To view attachments which were associated with the record, but that have been removed from the record, on the Cost Accounting Standards Compliance page, click the [image: image73.png]


 historical attachments link. The View Cost Accounting Standards Historical Document page appears (Figure 35).
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Figure 35: View Cost Accounting Standards Historical Document page

In the Cost Accounting Standards Historical Attachments tab, click the link for the attachment you wish to view. The File Download window appears. Click the Open button to open the attachment; click the Save button to save the attachment. Click the Cancel button to close the File Download window.

To return to the Cost Accounting Standards Compliance page, on the View Cost Accounting Standards Historical Document page, click the [image: image75.png]


 view Cost Accounting Standards document link.

To view the history of changes to the record, on the Cost Accounting Standards Compliance page, click the change history link. The View Cost Accounting Standards Compliance Change History Log page appears (Figure 36).
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Figure 36: View Cost Accounting Standards Compliance Change History Log page.

To return to the Cost Accounting Standards Compliance page, on the View Cost Accounting Standards Compliance Change History Log page, click the [image: image77.png]


 view Cost Accounting Standards document link.

To print the Cost Accounting Standards Compliance page, do the following:

1. On the Cost Accounting Standards Compliance page, click the [image: image78.png]


 print link. The print menu opens in a new window (Print menu options are based upon using Internet Explorer 8).

2. Click the Preferences button. Click the Layout tab and select Landscape from the Orientation drop-down list (Optional). Click the OK button.

3. Locate then click your desired printer in the Select Printer section.

4. Make any additional desired printer preferences (Optional).

5. Click the Apply button.

6. Click the Print button.

To return to the Contractor Data Sheet, on the Cost Accounting Standards Compliance page, click the [image: image79.png]


 view contractor data sheet link.

2.2.4 Corporate Information

To view the Corporate Information section, on the Contractor Data Sheet, in the Associated Sections tab, click the Corporate Information link. The Corporate Information page appears (Figure 37).

[image: image80.jpg]HELP | FEEDB) XIT

Contract Business Analysis Repository 1.7.3 [

Corporate Information
FOR OFFICIAL USE ONLY

© view contractor data sheet.
Parent CAGE 12105
Parent DUNS + 4 043872544
Parent Name PROMPTON TOOL, INC.
Parent Address 120 SUNRISE AVE STE 2
HONESDALE, PA 18431-1034
UNITED STATES
Last Updated 10 Sep 2015, 15:19:00
Program Service
Programs 3
Contractor CAGE 12105 ‘Cognizant DCHA Office and DoDAAC 11034 - DCMA ATLANTA
Contractor DUNS. 043872944 'DCMA Office Email DCMAATLANTACASD@DCHA.MIL
Contractor Legal Name  PROMPTON TOOL, INC. Programs W
Contractor Address 120 SUNRISE AVE STE 2
HONESDALE, PA 18431-1034
UNITED STATES

Corporate Information O historical attachments
attachment(s) testing 22 Sep 2015, 14 |

eToolsTraining  SiteIndex  Links  Privacy  FOIA





Figure 37: Corporate Information page

To view information about Programs associated with the CAGE, click a Programs link.

To contact the DCMA office, click the DCMA Office Email link.

To view a Corporate Information attachment, on the Corporate Information page, in the Corporate Information tab, click the link for the attachment you wish to view. The File Download window appears. Click the Open button to open the attachment; click the Save button to save the attachment. Click the Cancel button to close the File Download window.

To view attachments that were once associated with the record, but that have been removed from the record, on the Corporate Information page, click the [image: image81.png]


 historical attachments link. The View Corporate Information Historical Document page appears (Figure 38).
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Figure 38: View Corporate Information Historical Document page

In the Corporate Information Historical Attachments tab, click the link for the attachment you wish to view. The File Download window appears. Click the Open button to open the attachment; click the Save button to save the attachment. Click the Cancel button to close the File Download window.

To return to the Corporate Information page, on the View Corporate Information Historical Document page, click the [image: image83.png]


 view Corporate Information document link.

To return to the Contractor Data Sheet, on the Corporate Information page, click the view contractor data sheet link.

2.3 Requesting Access to DoDAACs

External View Only users, PCOs, and PCO Administrators can request access to DoDAACs.

If you know the DoDAAC to which you wish to receive access, click the User Profile link on the menu bar. The User Profile Maintenance page appears. See the topic Maintaining Your User Profile.

If you do a business clearance search and wish to receive access to a DoDAAC, do the following:

1. Locate the record to which you wish to receive access. See the topic Searching for Business Clearances.

2. On the Business Clearance Search Results page, in the Clearance Results tab, click the [image: image84.png]


 add icon for the record you wish to access; or, on the View Business Clearance page, click the [image: image85.png]


 Request Access to DoDAAC link. The Request DoDAAC Permission page appears (Figure 39).
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Figure 39: Request DoDAAC Permission page

3. In the Justification text box, type a reason for the access request.

4. Click the Request button to send the request (click the Clear button to clear the text you have typed; click the Cancel button to leave the page without sending the request).

After you request access, the permission requested icon appears (Figure 40). Your request for access may be granted or denied.
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Figure 40: Permission requested icon

2.4 Switching Modules

User roles use the Switch Modules link on the menu bar to switch between the ACO module and the PCO module (Figure 41).

· The PCO Administrator user role can also switch to Administrative Tools.
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Figure 41: Switch Modules link

To switch to a different module, click the Switch Modules link on the menu bar. The Switch CBAR Modules page appears (Figure 42).
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Figure 42: Switch CBAR Modules page

To go to the ACO Module for contractor records, click the Switch to ACO Module button. The Contractor Search page appears. See the topic Searching for Contractor Records.

To go to the PCO Module for business clearances, click the Switch to PCO Module button. The Business Clearance Search page appears. See the topic Searching for Business Clearances.

To go to Administrative Tools, click the Switch to Administrative Tools button (Figure 43). The Requested Permissions page appears. See the topic Administrative Tools.
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Figure 43: Switch to Administrative Tools button

2.5 Printing

To print from CBAR and have the results appear with no information cut off, be sure to set the margins in your Web browser to .25 inches (or a smaller percentage).

To adjust margins and print a business clearance (using Internet Explorer 8), do the following:

1. Locate the business clearance you wish to print. See the topic Searching for Business Clearances for one way to locate business clearances.

2. On the View Business Clearance page, click the [image: image91.png]


 print preview link (Figure 44).
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Figure 44: Print preview link

A print-friendly view of the page appears in a new window (Figure 45).
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Figure 45: Portion of print-friendly view

3. Click File. A drop-down menu appears (Figure 46).
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Figure 46: File menu

4. In the File menu, click Page Setup. A Page Setup window appears (Figure 47).
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Figure 47: Page Setup window

5. In the Page Setup window, in the Margins (inches) section, type .25 in the Left, Right, Top, and Bottom text boxes (if not already the set values).

6. Make additional changes in the Page Setup window, if you wish.

7. Click the OK button. The Page Setup window closes.

8. In the print-friendly view, click the [image: image96.png]


  print link (Figure 48).
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Figure 48: Print link

A Print window appears (Figure 49).
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Figure 49: Print window

9. Make additional print-setup changes in the General and Options tabs, if you wish.

10. In the Select Printer section, select the printer you wish to use (or select Adobe PDF).

11. Click the Apply button.

12. Click the Print button. The job is sent to the print queue.

13. If Adobe PDF was selected, in the Save PDF File As window, type (or select) a new File name for the PDF, if you wish (Figure 50).

14. Select a different save location for the PDF, if you wish.
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Figure 50: Save PDF File As window

15. Click the Save button. The file is saved.

To adjust margins and print (using Internet Explorer 8), do the following:

1. On the page you wish to print, click File. A drop-down menu appears (Figure 51).
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Figure 51: File menu

2. In the File menu, click Page Setup. A Page Setup window appears (Figure 52).
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Figure 52: Page Setup window

3. In the Page Setup window, in the Margins (inches) section, type .25 in the Left, Right, Top, and Bottom text boxes (if not already the set values).

4. Make additional changes in the Page Setup window, if you wish.

5. Click the OK button. The Page Setup window closes.

6. Click the [image: image102.png]


  print link (Figure 53).
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Figure 53: Print link

A Print window appears (Figure 54).
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Figure 54: Print window

7. Make additional print-setup changes in the General and Options tabs, if you wish.

8. In the Select Printer section, select the printer you wish to use (or select Adobe PDF).

9. Click the Apply button.

10. Click the Print button. The job is sent to the print queue.

11. If Adobe PDF was selected, in the Save PDF File As window, type (or select) a new File name for the PDF, if you wish (Figure 55).

12. Select a different save location for the PDF, if you wish.
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Figure 55: Save PDF File As window

13. Click the Save button. The file is saved.

3 Administrative General Tasks

3.1 Viewing and Responding to Requests

· PCO Administrators view and respond to requests for access through the CAGE Workload link or DoDAAC Workload link on the menu bar. See the topic Administrative Tools to access the CAGE Workload and DoDAAC Workload links.

3.1.1 Viewing Requests
To view CAGE permission requests, click the CAGE Workload link on the menu bar. The Requested Permissions page appears (Figure 56).
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Figure 56: Requested Permissions page

3.1.2 Granting Permissions

To grant a permission for access, click the [image: image107.png]


 add icon. The request now appears in your granted permissions.

3.1.3 Rejecting and Deleting Permissions

To reject or delete a permission for access, do the following:

1. Click the [image: image108.png]


  delete icon. A dialog box appears asking confirmation for the deletion. 

2. Click the OK button to delete or deny the permission (click the Cancel button to close the dialog box without denying permission). The Delete User Permission page appears (Figure 56).
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Figure 57: Delete User Permission page

3. Click the User Email link to send an email to the user whose permission you are denying or deleting (optional).

4. In the Justification text box, type a reason for the permission deletion.

5. Click the Reject button to delete the permission (click the Cancel button to cancel the deletion).

3.1.4 Editing Permissions
To edit a permission for access, do the following:

1. Click the edit icon. The Edit User Permission page appears (Figure 58). 

See the Edit User Permission page.
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Figure 58: Edit User Permission Page

2. Click the User Email link to send an email to the user whose permission you are editing (optional).

3. Click the [image: image111.png]


  calendar icon to select an Access Expiration Date or type a date in the text box using the format dd/mm/yyyy (if applicable).

4. Click the Grant button to grant the permission with the new Access Expiration Date (click the Reject button to reject the permission; click the Cancel button to leave the page without granting or denying permission).

To search for granted permissions, see the topic Searching for Granted Permissions.

3.2 Searching for Granted Permissions

PCO Administrators can search for granted permissions.

· PCO Administrators can search for granted CAGE permissions or granted DoDAAC permissions through Administrative Tools. See the topics Switching Modules and Administrative Tools for more information.

To search for granted CAGE permissions, do the following:

1. Click the CAGE Permission Search link on the menu bar. The Granted Permissions - Search page appears (Figure 59).
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Figure 59: Granted Permissions - Search page

2. Type search criteria in any, all, or none of the text boxes. 
(Note: If you enter no search criteria, your search results will return all granted CAGE permissions).

3. Make a selection from the User Service drop-down list box (Not Required).

4. Click the Search button. The Granted Permissions - Search Results page appears.

5. Click the [image: image113.png]


  delete icon to reject a permission; click the [image: image114.png]


  edit icon to edit a permission. See the topic Viewing and Responding to Requests for more information.

To search for granted DoDAAC permissions, do the following:

1. Click the DoDAAC Permission Search link on the menu bar. The Granted DoDAAC Permissions - Search page appears (Figure 60).

[image: image115.png]HELP | FEEDBACK

i et sl iyt oposiory 1,575 (i)

Granted DoDAAC Permissions - Search
FOR OFFICIAL USE ONLY

Enter Search Criteria
User First Name

User Last Name

User Email

User Primary DODAAC

User Service o

Granted DoDAAC





Figure 60: Granted DoDAAC Permissions - Search page

2. Type search criteria in any, all, or none of the text boxes. 
(Note: If you enter no search criteria, your search results will return all granted DoDAAC permissions).

3. Make a selection from the User Service drop-down list box (Not Required).

4. Click the Search button. The Granted PCO Permissions - Search Results page appears.

5. Click the [image: image116.png]


  delete icon to reject a permission; click the [image: image117.png]


  edit icon to edit a permission. See the topic Viewing and Responding to Requests for more information.

3.3 Adding New PCO Permissions
PCO Administrators can add new permissions for CAGE and DoDAAC access.

· See the topic Administrative Tools to access the CAGE Permission Search link and the DoDAAC Permissions Search link.

To add CAGE permissions, do the following:

1. Click the CAGE Permission Search link on the menu bar. The Granted Permissions - Search page appears (Figure 61).
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Figure 61: Granted Permissions - Search page

2. Click the Search button. The Granted Permissions - Search Results page appears.

3. Click the [image: image119.png]


  add new permissions link (Figure 62).
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Figure 62: Add new permissions link

The Add User Permission page appears (Figure 63).
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Figure 63: Add User Permission page

4. In the User Email text box, type the email address of the user receiving the permission (Required).

5. In the CAGE To Access text box, type the CAGE the user will access; or, in the DUNS To Access text box, type the DUNS the user will access.

6. Click the [image: image122.png]


  calendar icon to select a date from a pop-up calendar; or, type the date the user's access will expire in the Access Expiration Date text box using the format dd/mm/yyyy.

7. Click the Add button to add the permission (click the Clear button to clear the information you have typed; click the Cancel button to leave the page without saving changes).

To add DoDAAC permissions, do the following:

1. Click the DoDAAC Permission Search link on the menu bar. The Granted DoDAAC Permissions - Search page appears (Figure 64).
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Figure 64: Granted DoDAAC Permissions - Search page

2. Click the Search button. The Granted PCO Permissions Search Results page appears (Figure 65).
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Figure 65: Add new permissions link

3. Click the [image: image125.png]


  add new permissions link. The Add User Permission page appears (Figure 66).
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Figure 66: Add User Permission

4. In the User Email text box, type the email address of the user receiving access.

5. In the DoDAAC To Access text box, type the DoDAAC the user will access.

6. Click the Add button to grant the permission (click the Clear button to clear what you have typed; click the Cancel button to leave the page without granting permission).

4 ACO Module

4.1 General Tasks

4.1.1 Searching for Contractor Records

The Contractor Search page allows users to search for contractor records in the Contract Business Analysis Repository. (Figure 67).

You can go to the Contractor Search page at any time by clicking the ACO Search link on the menu bar.
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Figure 67: Contractor Search page

Search criteria options in the Enter Search Criteria tab are as follows:

· Top Contractors Search (a scroll box)

· Corporate Parent Name

· Corporate Parent CAGE

· Corporate Parent Duns + 4

· Contractor Name

· Contractor CAGE

· Contractor Duns + 4

· Cognizant DCMA DoDAAC

· Business System (check boxes; options are Accounting, MMAS (Material Management and Accounting Systems), Property, Purchasing, EV (Earned Value), Estimating)

· Business System Status (a drop-down list box)

· System Adequate for Contract Award (a drop-down list box)

· Has Attachment (a check box)

· Payment Is Being Withheld (a check box)

· Program Name

· Program Service (a drop-down list box)

· Procurement Service (a drop-down list box)

· Next System Review Date

· Disclosure Statement Status (drop-down list boxes)

To search for a contractor record, do the following:

1. In the Enter Search Criteria tab, type search criteria in any, all, or none of the text boxes.
(Note: If you leave all the search fields blank, your search results will return all of the records).

· Wildcard Searching: You can use a wildcard character (*) at the beginning, end, or at both sides of a word (or number) or partial word (or number) to search for items containing that word (or number).
· For text boxes requiring dates, click the [image: image128.png]


 calendar icon to select a date from a pop-up calendar, or type a date using the format dd/mm/yyyy.

2. Click one or more selections in the Top Contractors Search scroll box, if you wish. Use the scroll arrows and/or the slider in the scroll box to view the Top Contractors.

To select more than one item in a scroll box, hold down the Ctrl button on the keyboard and, with the left mouse button, click the items you wish to search.

3. Check one, some, or none of the check boxes.

4. Make selections from one, some, or none of the drop-down list boxes.

5. Click the Search button. The Contractor Search Results page appears with two tabs: the Search Criteria tab, displaying the search criteria you entered; and the Search Results tab, displaying the contractors that match the search criteria you entered (Figure 68).
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Figure 68: Search Results tab

6. Click the [image: image130.png]


  view icon for the contractor record you wish to view. The Contractor Data Sheet appears. See the topic Viewing a Contractor Data Sheet.

To export the data to a spreadsheet, on the Contractor Search Results page, click the [image: image131.png]i



 export to excel link.

4.1.2 Viewing a Contractor Data Sheet

Note: The CAGEs in this Help are real; however, illustrations show sample data that does not represent actual assessment of the contractor. Also, some instances of data in illustrations may be blurred or missing for security purposes.

To view a contractor data sheet, do the following:

1. Locate the contractor record you wish to view. See the topic Searching for Contractor Records for one way to locate a record.

2. On the Contractor Search Results page with the Search Results tab, click the [image: image132.png]


  view icon for the contractor you wish to view. The Contractor Data Sheet for the selected contractor appears.

The Contractor Data Sheet contains tabs displaying information about the Corporate Parent, its associated contractor child CAGEs, Points of Contact, Associated Business Clearances, and Associated Sections (see the topic Requesting Access to Contractor Records to view the Associated Sections tab).

To view information about the parent record, in the Corporate Parent tab, in the selection box, click Corporate Parent Details. The Corporate Parent Details tab appears beneath the Corporate Parent tab (Figure 69).
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Figure 69: Selection box with Corporate Parent Details selected

· The selection box in the Corporate Parent tab also displays any child contractor CAGEs on the parent record. You can only display the information for one contractor CAGE at a time.

To view the information about a contractor CAGE record, in the Corporate Parent tab, in the selection box, click the CAGE. The contractor CAGE details tab appears beneath the Corporate Parent tab (Figure 70).
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Figure 70: Selection box with contractor CAGE selected

Programs

To view more information about a program associated with a CAGE, click the link for that program (Figure 71).
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Figure 71: Programs links

The PAR Program Control Chart opens in a new window (Figure 72). See the PAR application's Help or user's manual for more information.
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Figure 72: Program Control Chart

Programs links are available on other pages throughout the CBAR application.

Associated Sections

Associated Sections contain the following information: Indirect Costs and Direct Labor Rates, Business Systems, Cost Accounting Standards, and Corporate Information.
· The PCO Administrator user role sees the Associated Sections tab on contractor data sheets by default.

· The PCO and External View Only user roles can see the Associated Sections tab on a contractor data sheet by requesting Level II access to the contractor record.

To request permission to view Associated Sections (Level II access) on the contractor data sheet that is currently displayed, click the [image: image137.png]


 request permissions link. This option is available for the PCO and the External View Only user roles. See the topic Requesting Access to Contractor Records.

Once you are granted Level II access to the contractor record, you can view the Associated Sections on that record.

· If you gain access to the parent record, you automatically gain access to the Associated Sections of any of its child contractor CAGEs.

· If you gain access to a child contractor CAGE, you will need to request access to the parent record or the other contractor CAGEs separately.

To view an Associated Section, see the topic Viewing Associated Sections and Attachments.

With Level II access to a record, the following information and additional links appear on the Contractor Data Sheet (Figure 73):

· (your access expires on dd/mm/yyyy): This is the date the user role's Level II access for the currently-viewed record expires (access expiration is not applicable to PCO Administrators). User roles that must request Level II access will receive an email notification 30 days prior to the access expiration date.

· change history: Click this link to go to the View Contractor Data Sheet Change History Log page, which lists all the changes to the currently-viewed contractor data record. On the View Contractor Data Sheet Change History Log page, click the [image: image138.png]


 view contractor data sheet link to return to the contractor data sheet.

· e-mail notification (off/on): "Off" is the default option. Click this link to switch the option to "on" and to receive an email notification when information in the contractor data record changes (this includes attachments added to the record and Business System Status changes).
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Figure 73: Additional information and links on Contractor Data Sheet

Associated Business Clearances

To view an Associated Business Clearance, on the Contractor Data Sheet, in the Associated Business Clearances tab, click the [image: image140.png]


 view icon for the Associated Business Clearance you wish to view.

Points of Contact

To contact a point of contact, in the Points of Contact tab, click the Email link for the individual you wish to contact. Phone numbers are also listed.

To contact the DCMA office, in the Corporate Parent Details tab or in the CAGE No. tab, click the DCMA Office Email link. The DCMA Office Email link is available on other pages throughout the CBAR application.

5 PCO Module

5.1 General Tasks

5.1.1 Understanding the PCO Module

The PCO (Procuring Contracting Officer) Module appears within the CBAR application.

The data in the PCO module is separate from the ACO module.

 

The CAGE's [image: image141.png]


 view icon on the PCO business clearance record allows users to access the corresponding record in the ACO module. Clicking the  [image: image142.png]


 view icon displays the ACO record in a new window, allowing users to view data on the record (Figure 74).
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Figure 74: CAGE's view icon and ACO record in new window

Searching

There are separate search capabilities for the ACO module and the PCO module. See the topics Searching for Contractor Records (in the ACO Module) and Searching for Business Clearances (in the PCO Module).

Requests and Access

Users who do not have permission to fully view records in the PCO module will see header information for the record.

Header information is also the only information displayed for records in Draft status for some user roles.

See the topic User Roles and Associated Tasks for more information on access levels and requests for access within the PCO Module.

5.1.2 Accessing the PCO Module

To access the PCO Module, do the following:
1. Click the Switch Modules link on the menu bar. The Switch CBAR Modules page appears (Figure 75).
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Figure 75: Switch CBAR Modules page

2. Click the Switch to PCO Module button. The Business Clearance Search page appears (Figure 76). See the topic Searching for Business Clearances.
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Figure 76: Business Clearance Search page

5.1.3 Creating a Business Clearance

· PCOs can create business clearances for their DoDAACs.

· External View Only users cannot create business clearances.

· PCO Administrators can create business clearances for their DoDAACs.

See the topic Accessing the PCO Module to access the PCO module and the Business Clearance Search page.

· PCOs will load all contract negotiations greater than $25M.

· PCOs will also load all negotiation actions greater than $100M which were done during FY12.

To create a business clearance, do the following:

1. On the Business Clearance Search page, click the Search button. The Business Clearance Search Results page appears.

2. Click the [image: image146.png]


 add new Business Clearance link (Figure 77).
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Figure 77: Add new Business Clearance link

The Create Business Clearance page appears (Figure 78). Enter applicable data in the Create New Business Clearance tab (items with an asterisk (*) cannot be left blank); hover your mouse over section fields for more information on those sections.
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Figure 78: Create Business Clearance page

DoDAAC Information tab (Figure 79)
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Figure 79: DoDAAC Information tab

3. Enter applicable data in the DoDAAC Information tab:

a. Issuing Office DoDAAC (Required): Select an item from the Issuing Office DoDAAC drop-down list box.

If the correct DoDAAC does not appear, you must request access to it through the User Profile Maintenance link on the menu bar. Your organization's PCO Administrator will process the request.
b. Issuing Office Name (Required): Do not type; item will auto-populate based on selected Issuing Office DoDAAC.
c. Administered By DoDAAC: Type the DoDAAC; may or may not be a DCMA DoDAAC.

d. Administered By Office Name: Type the name of the administrative office.

Contractor Information tab (Figure 80)
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Figure 80: Contractor Information tab

4. Enter applicable data in the Contractor Information tab:

a. CAGE (Required): Type the CAGE in the CAGE text box if not auto-populated after typing the DUNS Plus 4.
b. DUNS (Required): Type the DUNS+4 for the contractor in the DUNS Plus 4 text boxes if not auto-populated after typing the CAGE.
c. Contractor Name (Required): Do not type; item will auto-populate based on entered CAGE or DUNS Plus 4.
d. Contractor City (Required): Do not type; item will auto-populate based on entered CAGE or DUNS Plus 4.
e. Contractor State (Required): Do not type; item will auto-populate based on entered CAGE or DUNS Plus 4. 

Contractor Negotiator tab (Figure 81)

[image: image151.png]Contractor Negotiator
First Name:

Phone Number:

Last Name:





Figure 81: Contractor Negotiator tab

5. Enter applicable data in the Contractor Negotiator tab:

a. First Name, MI, Last Name (Required at completion of the record): Type the contractor’s principal negotiator’s First Name, Middle Initial, and Last Name in the text boxes provided; Middle Initial is optional.
b. Phone Number (Required at completion of the record): Type the Phone Number of contractor's principal negotiator.
c. Email Address (Required at completion of the record): Type the email address of contractor's principal negotiator.
Contract Information tab (Figure 82)
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Figure 82: Contract Information tab

6. Enter applicable data in the Contract Information tab:

. Contract Number (Required): Type the Procurement Instrument Identification Number (PIIN). Type letters and/or numbers only; do not type special characters or separators, such as a dash (--), hyphen (-), or slash (/) (for example, type as FA820013C0001 or WHV56113D1234).  

a. Order Number: Type the Supplemental PIIN, when applicable. Type letters and/or numbers only; do not type special characters or separators, such as a dash (--), hyphen (-), or slash (/) (for example, type as 0001).
b. Contract Modification Number: Type the modification number if the negotiation results in a modification to an existing contract, which definitized the work and price involved with the negotiation. Otherwise, leave blank.
c. RFP/RFQ Number: Type the RFP or RFQ Number; do not type special characters or separators, such as a dash (--), hyphen (-), or slash (/). If there is no RFP or RFQ number, leave blank.
d. Negotiations Start Date (Required at completion of the record): Click the [image: image153.png]


  calendar icon to select a date from a pop-up calendar or type the start date of negotiations using the format dd/mm/yyyy.
e. Date of Agreement on Price (Required at completion of the record): Click the [image: image154.png]


 calendar icon to select a date from a pop-up calendar or type the date of final agreement of price using the format dd/mm/yyyy.
f. Contract Effective Date (Required at completion of the record): Click the [image: image155.png]


  calendar icon to select a date from a pop-up calendar or type the Contract Effective Date for work applicable to this negotiation using the format dd/mm/yyyy.
g. Contract Completion Date (Required at completion of the record): Click the [image: image156.png]


 calendar icon to select a date from a pop-up calendar or type the estimated contractual completion date for all work included in the negotiated contract price using the format dd/mm/yyyy.
h. Contract Type (Required at completion of the record): Select the type of contract from the drop-down list box. Choose the Type which represents the predominant amount of dollars in the negotiation action. For example, if the Negotiated Total Contract Price is $50,000,000, the total for all Cost-Type line items is $20,000,000, and the total for all Firm-Fixed-Price line items is $30,000,000, select Firm-Fixed-Price from the drop-down list box.

When the contract has line items of different types, select Mixed Types from the drop-down list box.
j. DCMA Formal Rate Position Used (Required at completion of the record): From the drop-down list box, select the type of DCMA indirect and direct rate position used during negotiations. If an FPRR was tried, but the rates were not used in the calculation of the final price, select FPRR Attempted.  
k. Urgent and Compelling (Required at completion of the record): If the price was negotiated on the basis of an Urgent and Compelling Need, select YES from the drop-down list box. Otherwise, select NO.
l. Competitive (Required at completion of the record): From the drop-down list box, select YES when the contract award is considered Competitive. Otherwise, select NO.
m. CAS Covered (Required at completion of the record): From the drop-down list box, select applicable Cost Accounting Standards coverage; options are Full CAS, Modified CAS, or Not Applicable.
n. Certified Cost or Pricing Data (Required at completion of the record): From the drop-down list box, select if cost or pricing data were CERTIFIED or WAIVED. When the contractor was exempted from the submission of Certified Cost or Pricing data, select WAIVED.
Financial Details tab (Figure 83)
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Figure 83: Financial Details tab

7. Enter applicable data in the Financial Details tab:

. Government Financing Authorized for Fixed-Price Line Items (Required at completion of the record): From the drop-down list box, select the type of Government financing authorized in the contract for fixed-price line items. If there is no financing applicable to fixed-price line items, select NONE.

a. Government Financing Percentage of Price Limitation (Required at completion of the record): For fixed-price financing, type the financing payment limitation as a percentage of the total price of line items authorized for the financing. For example, if the financing is Performance-Based Payments (PBPs), and the maximum allowed PBPs is 90% of the contract price, type 90. If Progress Payments are authorized and the Progress Payment rate is 80%, type 80. If the percentage is not a whole percent (for example, 70.5%), type as 70.5.
b. Initial Proposed Cost (Required at completion of the record): Type the contractor's initial total proposed cost at the start of the negotiations. This may be different than the proposed cost submitted with its initial or revised proposals. Total cost includes both fixed-price and cost-type work (including T&M, Labor-Hour). Cost includes Facilities Capital Cost of Money (FCCOM) when proposed.
c. Initial Proposed Price (Required at completion of the record): Type the contractor's initial proposed total price at the start of the negotiations. This may be different than the proposed price submitted with its initial or revised proposal. Total price includes fixed-price and cost-type work (including T&M, Labor-Hour). Price includes Facilities Capital Cost of Money (FCCOM) when proposed.
d. Final Proposed Cost (Required at completion of the record): Type the contractor's final offered total cost before agreement of price. If the contractor gave a Best and Final Offer which did not segregate cost from profit/fee, type your estimate of the contractor's final offered cost amount. Cost includes Facilities Capital Cost of Money (FCCOM) when proposed.
e. Final Proposed Price (Required at completion of the record): Type the contractor's final offered total price before agreement of price. Price includes Facilities Capital Cost of Money (FCCOM) when proposed.
f. Negotiated Total Contract Price (Required at completion of the record): Type the total negotiated contract price for all work included in the negotiation.
g. Government Negotiated Cost Excluding FCCOM (Required at completion of the record): Type the Government’s perceived cost for all work included in the negotiation, excluding Facilities Capital Cost of Money.
h. Negotiated Facilities Capital Cost of Money (Required at completion of the record): Type the Government’s perceived amount for negotiated Facilities Capital Cost of Money for all work included in the negotiation. A value of 0 (zero) will be entered when the negotiated price does not include FCCOM.

i. Government Negotiated Cost Including FCCOM (Required at completion of the record): auto-populated based on the sum of the Government Negotiated Cost Excluding FCCOM + Negotiated Facilities Capital Cost of Money. 
j. Government Negotiated Profit Amount (Required at completion of the record): Type the Government's perceived profit amount for all fixed-price work included in the negotiation. A value of 0 (zero) will be entered when the negotiated price does not include a fixed-price profit amount.
k. Government Negotiated Fee Amount (Required at completion of the record): Type the Government's perceived fee amount for all cost-type work included in the negotiation. Include fee for Cost-Plus-Fixed-Fee line items, and Target Fee for Cost-Plus-Incentive-Fee line items. A value of 0 (zero) will be entered when the negotiated price does not include a cost-type fee amount.
l. Government Negotiated Profit Percentage (Required at completion of the record): Type the Government's negotiated profit percentage for fixed-price work included in the negotiation. To calculate the profit percentage, divide the Government Negotiated Profit Amount for Fixed-Price Line Items by the Total Government Cost for Fixed-Priced Line Items Excluding FCCOM. Type with two decimal places. For example, 15.25% is entered as 15.25. 20% is entered as 20.00. A value of 0 (zero) will be entered when the negotiated price does not include a fixed-price profit amount.
m. Government Negotiated Fee Percentage (Required at completion of the record): Type the negotiated fee percentage for all cost-type line items which include fee in the item’s estimated price. For CPIF work, use Target Fee. Fee Percentage equals Total Fee for all cost-type line items with fee in the price divided by Total Estimated Cost for the Line Items which have fee included their price. Do not include FCCOM in the calculations. A value of 0 (zero) will be entered when the negotiated price does not include a cost-type fee amount.
PCO Information tab (Figure 84)
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Figure 84: PCO Information tab

8. Enter applicable data in the PCO Information tab:

a. First Name, MI, Last Name (Required at completion of the record): Type the Procuring Contracting Officer’s (PCO’s) First Name, Middle Initial, and Last Name in the text boxes provided. Middle Initial is optional. Your information may be auto-populated in these text boxes, but text boxes are editable.
b. Phone Number (Required at completion of the record): Type the phone number of the PCO.

c. Email Address (Required at completion of the record): Type the email address of the PCO. Your information may be auto-populated in this text box, but text box is editable.

Government Negotiator Information tab (Figure 85)
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Figure 85: Government Negotiator tab

9. Enter applicable data in the Government Negotiator tab:

a. First Name, MI, Last Name (Required at completion of the record): If the PCO is the Government Negotiator, select the "Same as PCO" button to auto-populate the PCO’s information into the Government Negotiator data text boxes. If the Government Negotiator is different than the PCO, type the Government Negotiator’s First Name, Middle Initial, and Last Name in the text boxes provided. Middle Initial is optional. 

b. Phone Number (Required at completion of the record): Type the phone number of the Government Negotiator.

c. Email Address (Required at completion of the record): Type the email address of the Government Negotiator.

Commodity Code/DoD Claimant tab (Figure 86)
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Figure 86: Commodity Code/DoD Claimant tab

10. Enter applicable data in the Commodity Code/DoD Claimant tab:

Commodity Code/DoD Claimant Code: Click the code applicable to the negotiated acquisition from the scroll box, then click the [image: image161.png]


"move right" button to attach the code to the record. 

To remove the code from the record, click the code in the "Commodity codes currently attached to this document" box, then click the  [image: image162.png]


 "move left" button.
To select more than one code, hold down the Ctrl button on the keyboard and click the codes you wish to select with the left mouse button. Then, release the Ctrl button and click the [image: image163.png]


"move right" button to attach the codes to the record.
To select all the codes, click the select all link (located on the left), then click the [image: image164.png]


"move right" button to attach all the codes to the record.
To remove all the codes from the record, click the select all link (located on the right), then click the [image: image165.png]


"move left" button.
Description of Acquisition and Comments tabs (Figure 87)
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Figure 87: Description of Acquisition and Comments tabs

11. Enter applicable data in the Description of Acquisition and Comments tabs:

a. Description of Acquisition (Required at completion of the record): Type information about the acquisition or contract action which sufficiently describes the purpose of the negotiation to someone who knows nothing about the acquisition or contract action. To check the spelling of text you have typed, click the [image: image167.png]


 spelling checker icon.

b. Comments (Required at completion of the record): Type comments about the acquisition and negotiation that will assist another PCO and Government Negotiator to be better prepared for negotiations with the contractor. Do not enter opinions which cannot be supported by your file documentation. To check the spelling of text you have typed, click the [image: image168.png]


 spelling checker icon.

Add Attachment to Business Clearance tab (Figure 88)
[image: image169.png]No Records Found ...

Browse. Document Name
(Description of the File Content)





Figure 88: Add Attachment to Business Clearance tab

12. To add an attachment to the business clearance, in the Add Attachment to Business Clearance tab, click the Browse button. The Choose File to Upload window appears.

13. In the Choose File to Upload window, locate the file you wish to attach.

14. Click the file, then click the Open button. The file path appears in the Document Location text box.

15. In the Document Name (File description) text box, type a name for the file.

16. Click the Upload button. The file appears in the Current Attached Documents tab.

To create the business clearance record, click the Create button. The record is saved with the status of Draft.

To complete the business clearance record, click the Complete button. The record is saved with the status of Complete. See the topic Creating a Business Clearance for more information on adding or editing data in business clearance fields before completing records.

To leave the page without saving changes, click the Cancel button.

To edit a business clearance record, see the topic Editing Business Clearances.

5.1.4 Searching for Business Clearances

All CBAR user roles can search for business clearances; however, not all records are fully viewable to all user roles.

User roles that do not have full view access to records will see header information only. See the topic User Roles and Associated Tasks for more information.

To access the Business Clearance Search page (Figure 89), see the topic Accessing the PCO Module.
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Figure 89: Business Clearance Search page

Search criteria options in the Enter Search Criteria tab are as follows:

· Top Contractors Search (a scroll box)

· Issuing Office DoDAAC

· Issuing Office Name

· Admin By DoDAAC

· Contract Number

· Order Number

· Mod Number

· DUNS

· CAGE

· Contractor Name

· Commodity Code/DoD Claimant code (a scroll box)

· Description of Acquisition

· Contract Effective Date

· Business Clearance Status

To search for business clearances, do the following:
1. In the Enter Search Criteria tab, type search criteria in any, all, or none of the text boxes.
Note: If you leave all the search fields blank, your search results will return all of the records.

· Admin By DoDAAC: You do not need to type the DoDAAC's name; DoDAAC may or may not be a DCMA DoDAAC.

· Wildcard Searching: You can use a wildcard character (*) at the beginning, end, or at both sides of a word (or number) or partial word (or number) to search for items containing that word (or number).
· AND/OR Searching: You can also use AND or OR in any of the free text search fields. For example, typing missile AND surface in the Description of Acquisition text box will yield search results containing both the words "missile" and "surface." Typing missile OR surface in the Description of Acquisition text box will yield search results containing the word "missile," or the word "surface," or both words. Finally, you can also use parentheses with AND/OR searches to search for a combination of items; for example, (this AND that) AND (more OR less).

· Click one or more selections in the Top Contractors Search and Commodity Code/DoD Claimant scroll boxes, if you wish. Use the scroll arrows and/or the slider in the scroll box to view all items.

To select more than one item in a scroll box, hold down the Ctrl button on the keyboard and, with the left mouse button, click the items you wish to search.

· For text boxes requiring dates, click the [image: image171.png]


 calendar icons to select dates from pop-up calendars, or type dates using the format dd/mm/yyyy.

2. Click the Search button (click the Clear button to clear search criteria you have entered). The Business Clearance Search Results page appears with a Search Criteria tab and a Results tab (Figure 90).
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Figure 90: Business Clearance Search Results page

3. Click the [image: image173.png]


  view icon for the business clearance you wish to view. The View Business Clearance page appears. See the topic Viewing a Business Clearance.

Note: On the Business Clearance Search Results page, hover your mouse over a Description of Acquisition (and other column headings) to read full descriptions.

To export the data to a spreadsheet, on the Business Clearance Search Results page, click the [image: image174.png]i



 export to excel link. Additional fields displayed in the Excel spreadsheet include "Draft Creation Date," "Date of Last Record Edit," "Status," and "Comments."

External View Only Users, PCOs, and PCO Administrators can request access to DoDAACs.

To request access to a DoDAAC, on the Business Clearance Search Results page, click the [image: image175.png]


 add icon for the record to which you wish to receive access. See the topic Requesting Access to DoDAACs.

5.1.5 Viewing a Business Clearance

· PCOs can view all their own Draft records and their DoDAACs' Draft records; otherwise, they can view header information only. PCOs can view Completed records only if they have access to them.

· External View Only user roles can view header information only on Draft records; External View Only users can view full information on Completed records to which they've been granted access.

· PCO Administrators can view all their own Draft records and their DoDAACs' Draft records; otherwise, they can view header information only. PCO Administrators can view all Completed records and can re-open a completed business clearance record.

To locate the Business Clearance Search page, see the topic Accessing the PCO Module.

Note: The CAGEs in this Help are real; however, illustrations show sample data that does not represent actual assessment of the contractor. Also, some instances of data in illustrations may be blurred or missing for security purposes.

To view a business clearance, do the following:

1. Locate the business clearance you wish to view. See the topic Searching for Business Clearances for one way to locate a record.

2. On the Business Clearance Search Results page, in the Results tab, click the [image: image176.png]


  view icon for the record you wish to view. The View Business Clearance page appears (Figure 91 and Figure 92).
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Figure 91: View Business Clearance (header information only)

[image: image178.png]HELP | FEEDBACK | EXIT

et sl s s Goprosiory 11,7, [

View Business Clearance
FOR OFFICIAL USE ONLY
This page displays information stored in a CBAR Business Clearance, users may not edit Business Clearance information from this page.

Buses: Clearonce NCGOZ300£0000 & print preview | change history | & Request Access to DoDAAC

Business Clearance Complete
Status:

DoDAAC Information
Issuing Office DoDAAC: Nessz3 Tssuing Office Name: 'SEABEE CAMP ALFA JULIET ALFA
Administered By DoDAAC: s3915A Administered By Office Name: DCMA PHILADELPHIA

Contractor Information
CAGE: 24875 DUNS: Oe1522322
Contractor Name: REMCO, INC. Contractor City: FLORENCE Contractor state: sc

Contractor Negotiator

First Name: Oswald mI: D Last Name: Tester
Phone Number: 6325551918 Email Address: osward.tester test@testing testing.test

Costrscanimies e e ComT s e
e s A e R -
e e T s .

e e o I
e o8 sor 2015 ot Nodited CaS
e e it AR T e
[ el oo nor e

e 2 hor e

ancial Det
Government Financing Authorized For Fixed- None
Price Line Items:

Government Financing Percentage of Price 0%

Limitation:
Initial Proposed Cost: $2.00 Government Negotiated Cost Excluding $2.00
Fccom:
Initial Proposed Price: $2.00 Negotiated Facilities Capital Cost of Money:  $2.00
Final Proposed Cost: $2.00 Government Negotiated Cost Including $4.00
Fccom:
Final Proposed Price: $2.00 Government Negotiated Profit Amount: $2.00
Negotiated Total Contract Price: $2.00 Government Negotiated Fee Amount: $2.00
Government Negotiated FP Profit 2.00%
Percentage:
Government Negotiated Fee Percentage: 2.0 %
PCO Information
First Name: Faa mI: Last Name: Peol
Phone Number: 0000000000 Email Address: faa_pcot@fas.gov
Government Negotiator Information
First Name: Ellory mI: Last Name: Tester
Phone Number: 342-555-6789 Email Address: ellory.tester.testing@testing.test

Commodity Code / DoD Claimant Code
Commodity codes currently attached to this document:
C3 - MISCELLANEOUS.
S1 - SERVICES
C3 - MAINTENANCE, REPAIR, OVERHAUL (MRO) SUPPLIES FOR DOD
C& - CONTROLLED MATERIAL FOR DISC

S
Time and moterle

Comments
limited commentary.

Current Attached Documents

No Records Found

Privacy  FOIA





Figure 92: View Business Clearance (full access)

User Roles that do not have full view access to records will see header information only. See the topic User Roles and Associated Tasks for more information.

To edit the record, on the View Business Clearance page, click the [image: image179.png]


  edit record link. See the topic Editing Business Clearances.

To delete the record, on the View Business Clearance page, click the [image: image180.png]


  delete record link. See the topic Deleting Business Clearances.

To request access to the DoDAAC, on the View Business Clearance page, click the [image: image181.png]


 Request Access to DoDAAC link. The Request DoDAAC Permission page appears. See the topic Requesting Access to DoDAACs.

Business Clearance Attachments

To view a business clearance attachment, do the following:

1. On the View Business Clearance page, in the Current Attached Documents tab, click the File Name link for the attachment you wish to view. The File Download window appears.

2. Click the Open button to open the attachment; click the Save button to save the attachment; click the Cancel button to close the File Download window without opening or saving the attachment.
PCO Administrators and PCOs can add attachments to and delete attachments from business clearances.

To add a business clearance attachment, do the following:

1. On the View Business Clearance page, in the Add Attachment to Business Clearance tab, click the Browse button. The Choose File to Upload window appears.

2. Locate the file you wish to attach.

3. Click the file, then click the Open button in the Choose File to Upload window. The file path appears in the Document Location text box.

4. In the Document Name (File description) text box, type a name for the file.

5. Click the Upload button. The file appears in the Current Attached Documents tab (Figure 93).
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Figure 93: Current Attached Documents tab

To delete an attachment, do the following:

1. On the View Business Clearance page, in the Current Attached Documents tab, click the [image: image183.png]


  delete icon for the attachment you wish to delete. A dialog box appears asking confirmation for the deletion (Figure 94).
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Figure 94: Delete attachment dialog box

2. Click the OK button in the dialog box to delete the attachment (click the Cancel button if you do not wish to delete the attachment).

Viewing Business Clearance Change History
To view the business clearance change history, on the View Business Clearance page (full access), click the change history link. The View Business Clearance Change History Log page appears (Figure 95).
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Figure 95: View Business Clearance Change History Log page

5.1.6 Editing Business Clearances

· PCOs can edit Draft records they've created and their DoDAACs' Draft records; PCOs cannot edit Completed records.

· External View Only users cannot edit records.

· PCO Administrators can edit Draft records they've created and their DoDAACs' Draft records; PCO Administrators can edit Completed records they've created and their DoDAACs' Completed records.

See the topic Accessing the PCO Module to access the PCO module and the Business Clearance Search page.

· PCOs will load all contract negotiations greater than $25M.

· PCOs will also load all negotiation actions greater than $100M which were done during FY12.

To edit a business clearance, do the following:

1. Locate the business clearance you wish to edit. See the topic Searching for Business Clearances for one way to locate business clearances.

2. On the View Business Clearance page, click the [image: image186.png]


  edit record link (Figure 96).
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Figure 96: Edit record link

The Edit Business Clearance page appears with editable text boxes, drop-down list boxes, and scroll boxes (Figure 97).
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Figure 97: Editable boxes

3. Edit the data you wish to edit. For more information on adding or editing data in business clearance fields, see the topic Creating a Business Clearance.

4. Click the Save button to save your changes. Click the Cancel button to return to the View Business Clearance page without saving any changes.

To reopen a business clearance, do the following:
1. Locate the business clearance you wish to edit. See the topic Searching for Business Clearances for one way to locate business clearances.

2. On the View Business Clearance page, click the [image: image189.png]


  edit record link. The Edit Business Clearance page appears with editable text boxes, drop-down list boxes, and scroll boxes.

3. Edit the data you wish to edit. For more information on adding or editing data in business clearance fields, see the topic Creating a Business Clearance.

4. Click the Reopen button. This opens a pop-up box confirming your decision (Figure 98). Click OK. This returns to the View Business Clearance page. The Business Clearance has been reopened and now appears in draft status.
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Figure 98: Reopen Business Clearance confirmation pop-up box

Business Clearance Attachments

To view a business clearance attachment, do the following:

1. On the Edit Business Clearance page, in the Current Attached Documents tab, click the File Name link for the attachment you wish to view. The File Download window appears.

2. Click the Open button to open the attachment; click the Save button to save the attachment; click the Cancel button to close the File Download window without opening or saving the attachment.

To add a business clearance attachment, do the following:

1. On the Edit Business Clearance page, in the Add Attachment to Business Clearance tab, click the Browse button. The Choose File to Upload window appears.

2. In the Choose File to Upload window, locate the file you wish to attach.

3. Click the file, then click the Open button. The file path appears in the Document Location text box.

4. In the Document Name (File description) text box, type a name for the file.

5. Click the Upload button. The file appears in the Current Attached Documents tab (Figure 99).
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Figure 99: Current Attached Documents tab

To delete a business clearance attachment, do the following:

1. On the Edit Business Clearance page, in the Current Attached Documents tab, click the [image: image192.png]


 delete icon for the attachment you wish to delete. A dialog box appears asking confirmation for the deletion (Figure 100).

[image: image193.png]Message from webpage =]

“This will delete the attachment. Are you sure you wish to continue?

T e





Figure 100: Delete attachment dialog box

2. Click the OK button in the dialog box to delete the attachment (click the Cancel button if you do not wish to delete the attachment).

To save your changes to the business clearance, click the Save button.

Completing Business Clearances

To complete the business clearance record, click the Complete button. The record is saved with the status of Complete. See the topic Creating a Business Clearance for more information on adding or editing data in business clearance fields before completing records.

To leave the page without saving changes, click the Cancel button.

5.2 PCO Administrator

5.2.1 Transferring PCO Records

PCO Administrators can search for and transfer business clearances for the DoDAACs to which they have access.

There are two ways to transfer business clearances:

· Click the Transfer link on the menu bar. The Record Transfer Search page appears (Figure 101).

· On the View Business Clearance page, click the[image: image194.png]


transfer record link. The Record Transfer Search page appears.
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Figure 101: Record Transfer Search page

To search for business clearances to transfer, do the following:

1. On the Record Transfer Search page, in the Enter Search Criteria tab, type search criteria in any, all, or none of the text boxes.

2. Click the Search button (click the Clear button to clear your search criteria). Your search results appear in the Transfer PCO Record tab.

To transfer business clearances, do the following:

1. On the Record Transfer Search page, in the Transfer PCO Record tab, click the check boxes for the records you wish to transfer.

2. In the New DoDAAC text box, type the DoDAAC to which you are transferring the records (Figure 102).
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Figure 102: Check box and New DoDAAC text box

3. Click the Transfer button to transfer the records (click the Cancel button to leave the page without transferring records).

5.2.2 Deleting Business Clearances
· PCOs and PCO Administrators can delete Draft records they've created and their DoDAACs' Draft records; PCOs and PCO Administrators cannot delete Completed records.

· External View Only users cannot delete records.

See the topic Accessing the PCO Module.

To delete a business clearance, do the following:

1. Locate the business clearance you wish to delete. See the topic Searching for Business Clearances.

2. On the View Business Clearance page, click the [image: image197.png]


  delete record link (Figure 103).
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Figure 103: Delete record link

The Delete Business Clearance page appears (Figure 104).
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Figure 104: Delete Business Clearance page

3. In the Justification text box, type a reason for the deletion.

4. Click the Delete button to delete the record (click the Cancel button to leave the page without saving changes).

5.3 Administrative Tools
The PCO Administrator and Administrator user roles see the Switch to Administrative Tools button when they click the Switch Modules link on the menu bar (Figure 105).

[image: image200.png]elools

Welcome peo Admin, Doi

HELP | FEEDBACK | EXIT

Contract Business Analysis Repository 1.7.3

Switch Modules | Business Clearance Search | User Profile | Transfer | Reports

Switch CBAR Modules
FOR OFFICIAL USE ONLY

Choose a module to interact with on the menu bar.

rm:a

Switch to ACO Module

Switch to PCO Module

Switch to Administrative Tools,





Figure 105: Switch to Administrative Tools button

Administrative Tools allows you to view and respond to requests for CAGE and/or DoDAAC access.

When you click the Switch to Administrative Tools button, the Requested Permissions page appears, showing requested CAGE permissions (the CAGE Workload) (Figure 106).
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Figure 106: Requested Permissions page

To add a permission for access, click the [image: image202.png]


 add icon.

To reject a permission for access, click the [image: image203.png]


  delete icon.

To edit a permission for access, click the [image: image204.png]


 edit icon.

See the topic Viewing and Responding to Requests for more information.

To view your CAGE Workload, click the CAGE Workload link on the menu bar. See the topic Viewing and Responding to Requests for more information.

To view your DoDAAC Workload, click the DoDAAC Workload link on the menu bar. See the topic Viewing and Responding to Requests for more information.

To search for granted CAGE permissions, click the CAGE Permission Search link on the menu bar. See the topic Searching for Granted Permissions.

To search for granted DoDAAC permissions, click the DoDAAC Permission Search link on the menu bar. See the topic Searching for Granted Permissions.

6 Glossary

A

ACO: Administrative Contracting Officer

Active: a CAGE or DoDAAC access request status; the user has been granted access to this CAGE (or DUNS) or DoDAAC.

Active - Rejection Requested: a CAGE or DoDAAC access request status; the user has access to this CAGE (or DUNS) or DoDAAC and has requested that access be removed. The user is awaiting access rejection by an administrator.

B

BINCS: Business Identification Numbers Cross-referencing System

C

CACO: Corporate Administrative Contracting Officer

CAGE: Contractor and Government Entity

D

DACO: Divisional Administrative Contracting Officer

DUNS: Data Universal Number System

E

EV: Earned Value

M

MMAS: Material Management and Accounting Systems

N

Not Requested: a DoDAAC access request status; the user has not requested access to this DoDAAC.

P

PCO: Procuring Contracting Officer

R

Reject, Rejected, Rejection: an Administrator has denied or canceled a user's Level II access to a CAGE or DoDAAC; users may also see this term when the requester has canceled a request for access.

Requested: a CAGE or DoDAAC access request status; the user has requested access to this CAGE (or DUNS) or DoDAAC.

Requested - Rejection Requested: a CAGE or DoDAAC access request status; the user requested access to this CAGE (or DUNS) or DoDAAC, but has canceled the request (before access was granted or denied).

