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1 Introduction

1.1  XE "Delegation 1.0, about" \* MERGEFORMAT About Delegation 1.0

Delegation 1.0 helps DCMA users manage delegations for MOCAS prime contracts and subcontracts. It supersedes the QA/PA Delegation application.

Delegation 1.0 also is used by persons at the U.S. Department of Defense who request that DCMA manage delegations against a contract number that is not in MOCAS.

Each delegation is for a specific delegated function. The delegated function types are:

· Quality Assurance

· Manufacturing and Supply Chain Predictability

· Engineering

· Asset Management

· Financial Services (DCMA users only)

· Other Contract Administration tasks (DCMA users only)

When you create a delegation, you can request one, some, or all of these delegated functions.

When you submit the delegation, each delegated function becomes a separate delegation. Delegation 1.0 then routes the individual delegations to the people at DCMA who are responsible for that type of delegation for that supplier or facility.

The person who accepted the delegation must add a status update of Completion before the person who submitted the delegation can complete it.

If the delegation has child delegations (either through sub-delegation or re-delegation), the child delegations must be completed before the parent delegation can be completed.

Further information about delegations is available in the DCMA Guidebook at http://guidebook.dcma.mil/64/CASWorkload.htm.

For an explanation of terms and contract types, see the FAR 16 at http://farsite.hill.af.mil/reghtml/regs/far2afmcfars/fardfars/far/16.htm.

1.2  XE "organization of documentation" \* MERGEFORMAT Organization

This user's manual is organized by user role and associated tasks. This helps you find the information relevant to your needs and tasks. It also can help you understand the tasks that others perform to support your objectives, and how your role interacts with their tasks.

· The Table of Contents organizes topics by common tasks, the tasks for the External DoD Customer user role, and the tasks for the DCMA user roles. The sequence of information follows the process for managing a delegation.

· The Index shows words related to performing tasks, roles, and data to help you find topics that are relevant.

· The application provides context-sensitive help. If you click the Help link on any page in the application, you will see a help topic for that page.

· Each topic in the Help has links to further information that is related, so that you can find the information you need.

1.3  XE "Delegation 1.0, summary of" \* MERGEFORMAT Summary of the Delegation Process

To create, submit, accept, work, complete, and re-open a delegation, the following tasks must occur:

1. Create: A user creates a delegation for one, some, or all of the delegated functions to be monitored by DCMA. This person is the delegator. When creating a draft delegation, the delegator can save the work as a draft. Only the delegator can see a draft delegation on their Requests page, Saved Requests tab. The delegator can add points of contact who may or may not work for DCMA. The delegator also may add specific DCMA persons as delegatees. Draft delegations may be deleted by the delegator.

2. Submit: The delegator submits the delegation. Delegation 1.0 creates separate delegations for each of the delegated functions. The delegations appear on the delegator's Requests page, Active Requests tab with the status Submitted.

Delegation 1.0 routes the submitted delegations to the delegatees. The delegatees are DCMA users who are responsible for the supplier/facility CAGE, ZIP code, or country's delegations. The delegations appear on each of the delegatees' Workload page, Active Requests tab with the status Submitted.

· The delegator or any delegatee may edit and re-submit a submitted delegation.

· The delegator can delete a submitted delegation.

· The delegator may edit and re-submit or delete a rejected delegation.

· A delegatee can accept, accept with supplement, forward, edit, or recommend rejection of the delegation.

· A delegatee who is assigned the Commander user role, or the Commander for the CMO that received the delegation, can reject a delegation.

3. Accept: A delegatee accepts the delegation. This person is the acceptor. The delegation appears on the acceptor's Workload, Active Requests tab with the status Accepted. A delegatee who is assigned either the Administrative Contracting Officer or Team Leader role for the contract management team of that supplier/facility CAGE, facility code, ZIP code, or country continues to see the delegation on the Workload page, Active Requests tab. Other delegatees' Workload page, Active Requests tab no longer display the delegation.

4. Work: The acceptor, delegator, administrator, and HQ administrator may add status updates to the accepted delegation. They also may update the final delivery date (FDD) of the prime contract or of any subcontract(s).

The acceptor, administrator, and HQ administrator may add either sub-delegations or re-delegations against the accepted delegation.

5. Complete: Once a status update of Completion is submitted, the delegator can complete the delegation. The delegation's status is Completed. The delegation appears on the delegator's Requests page, Completed Requests tab. The delegation appears on the acceptor's Workload page, Completed Requests tab.

Child delegations must be completed before the parent delegation can be completed.

6. Re-Open: The delegator, commander, administrator, and HQ administrator can re-open a completed delegation. When the delegation is re-opened, it can be edited and re-submitted or the re-open action canceled. A re-opened delegation cannot be saved as a draft. Once submitted, the status of a re-opened delegation is Accepted. The acceptor is the person who was the acceptor when the delegation was originally worked.

1.3.1 Notes

E-Mail Messages: Delegation 1.0 sends electronic mail messages when a delegation is submitted and when other actions occur. See the topic E-Mail Messages for further information.

Delegation History: Delegation history displays for submitted, accepted, and completed delegations.

Copy a Delegation: Any user role may copy any delegation that appears in the workload, search results, requests, or delegation history. The person who created the copy is the delegator. The copy's status is Draft. All possible delegated function tabs appear. Data from the copied delegation appears in the copy where it is available, except for focus areas. Copy does not create a parent-child relationship between the copy and the original delegation.

1.3.2 Tasks for All User Roles

The Delegation 1.0 application supports the following tasks for all user roles:

· View draft, submitted, accepted, rejected, and completed delegations.

· Create a delegation.

· Save a draft of the delegation.

· Edit a saved delegation.

· Copy a delegation.

· Submit a delegation.

· Edit a submitted delegation.

· Delete a draft or a submitted delegation.

· Search for a delegation.

· View the delegation history for a contract number.

· View and add a status update for a delegation.

· Edit the final delivery date (FDD) of an accepted delegation.

· Complete a delegation.

· Reopen a delegation.

· View and print a delegation.

· Create reports.

1.3.3 External DoD Customer User Role

The External DoD Customer user role can create delegations for Quality Assurance, Manufacturing and Supply Chain Predictability, Engineering, and Asset Management. Persons who do not work for DCMA must request access to the DCMA eTools web site and to Delegation 1.0. Access to Delegation 1.0 is managed in the External Web Access Management (EWAM) tool. See http://www.dcma.mil/ITCSO/CBT/EWAM/files/Quick_Ref.doc for assistance with requesting an EWAM account. Your account must be the DoD organization type.

The External DoD Customer user role's Requests page, Active Requests tab or Completed Requests tab does not display any delegation created by DCMA, including those created against delegations submitted by the External DoD Customer's service and buying activity.

To see delegations submitted by persons who are in their service and buying activity, and re-delegations and sub-delegations against those delegations created by DCMA, the External DoD Customer user role must use the Search Delegations menu option.

1.3.4  XE "user roles and tasks" \* MERGEFORMAT DCMA User Roles

Every DCMA user is assigned one of the following Delegation 1.0 user roles:

· Functional Specialist

· Commander/Commander Delegatee

· Administrator

· HQ Administrator

Access to Delegation 1.0 is managed in the Internal Web Access Management (IWAM) tool. See https://home.dcma.mil/CBT/IWAM/user_manual.htm for assistance with managing user roles in IWAM. See the topic Reviewing and Submitting a Delegation for an explanation of how Delegation 1.0 uses information from the Contract Management Team (CMT) application to route submitted delegations.

In addition to the tasks that any user role can perform, the DCMA roles can do the following tasks:

· View delegations submitted to their contract management team or CMO to be worked. The Workload page, Active Requests tab shows submitted delegations and their accepted delegations. The Workload page, CMO requests tab shows delegations submitted to or accepted by persons in their CMO. The Workload page, Completed Requests tab shows delegations that were completed by persons in their CMO.

· Accept, accept with a supplement, forward, and either recommend reject or reject a delegation that appears on the Workload page, Active Requests tab and CMO Requests tab.

· Create a sub-delegation or re-delegation against an accepted delegation, including one submitted by an External DoD Customer.

While the DCMA roles share much functionality in Delegation, information is scoped to meet the needs of the roles as follows:

Adding a Delegation: The Functional Specialist, Commander/Commander Delegatee, and Administrator user roles can create delegations only for contracts assigned to their CMO. The HQ Administrator can create delegations against any contract for any CMO.

Sub-Delegation: The Functional Specialist, Commander/Commander Delegatee, and Administrator user roles can sub-delegate from only their CMO to any CMO. The HQ Administrator can sub-delegate from any CMO to any CMO. A sub-delegation is created by clicking the link on the DCMA user roles' home page. The sub-delegation's contract, subcontract, delegated function, and points of contact information is copied from a selected accepted delegation. The sub-delegation displays all possible delegated function tabs. Sub-delegation creates a parent-child relationship between the sub-delegation and the original delegation. A parent delegation cannot be completed until all of its child delegations are completed. A child delegation cannot be re-opened unless its parent delegation is re-opened.

Re-Delegation: The Functional Specialist, Commander/Commander Delegatee, and Administrator user roles can re-delegate from only their CMO to any CMO. The HQ Administrator can re-delegate from any CMO to any CMO. A re-delegation is created by clicking the re-delegate link that appears on the View Delegation Request page of an accepted delegation. The re-delegation's contract, subcontract, supplier/facility, delegated function, and points of contact information is copied from that accepted delegation. The re-delegation works the same way as a sub-delegation except that it displays only the delegated function tab of the accepted delegation. Re-delegation creates a parent-child relationship between the re-delegation and the original delegation. A parent delegation cannot be completed until all of its child delegations are completed. A child delegation cannot be re-opened unless its parent delegation is re-opened.

Reassign: The Functional Specialist, Commander/Commander Delegatee, and Administrator user roles can reassign an accepted delegation from themselves to another DCMA person. The HQ Administrator can reassign accepted delegations to change either the delegator or the acceptor. Reassign permits the delegator, delegatee, or acceptor to reassign the delegation from themselves to a different person. The Administrator can reassign the delegator, delegatee, or acceptor any delegation submitted by, submitted to, or accepted by their CMO. The HQ Administrator can reassign the delegator, delegatee, or acceptor for any submitted or accepted delegation.

Receiving Delegations: A DCMA user who is set up in Contract Management Team (CMT) as an Administrative Contracting Officer (ACO) or a Team Leader sees work that is submitted to or accepted by members of the CMT. An ACO or Team Leader also receives E-Mail messages about acceptance, rejection, and completion actions.

Recommend Reject: The Functional Specialist, Administrator, and HQ Administrator roles can recommend rejection of a submitted delegation. Recommending rejection does not change the status of the delegation.

Reject: The Commander/Commander Delegatee role can reject a delegation.

Reopen: The DCMA user roles can re-open a completed delegation.

1.4  XE "navigation elements" \* MERGEFORMAT Navigation Elements

The navigation elements of Delegation 1.0 help you find information and complete tasks efficiently.

The top left corner of the page displays the DCMA logo, your name with a link, and the menu bar (Figure 1).
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Figure 1: DCMA logo, user name link, and menu bar

If you click the link on your name, your user information appears (Figure 2).
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Figure 2: User Information pop-up window

The menu bar that appears below your name provides links to functionality in Delegation 1.0. Your user role in Delegation 1.0 determines the menu options that are displayed:

Home: Displays the Home page. Appears for all user roles. The External DoD Customer user role's home page is different from the DCMA user roles' home page.

Workload: Displays delegations submitted to you or that you accepted; delegations for your CMO; and delegations that are completed. Appears for DCMA user roles only. See the topic Viewing Active, CMO, and Completed Delegations.

Requests: Displays delegations that you have saved and not yet submitted; delegations you have submitted and that have been accepted or rejected; and completed delegations. Appears for both the External DoD Customer user role and the DCMA user roles. See the topic Viewing Active, Saved, and Completed Delegations.

Search Delegations: Displays a page where you can type or select search criteria to see submitted, accepted, rejected, and completed delegations. Appears for all user roles. See the topic Searching for a Delegation for further information.

Reassign Workload: Displays a page where you can select one or more delegations and reassign them to others. Appears for DCMA user roles only. See the topic Reassigning Workload for further information.

Reports: A new browser window appears and displays a page that shows the reports functionality. Appears for all user roles.

The right side of the top of the page displays the name of the application, the icon, and links (Figure 3).
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Figure 3: Right-side menu

Help: View the online help for Delegation 1.0.

Feedback: Provide your comments for enhancements of Delegation 1.0.

Exit: Close Delegation 1.0 and end your session.

Tabs, such as the Active Requests tab, show delegations with a specific status. To see information on a tab, click the tab (Figure 4).
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Figure 4: Tabs and columns

Each column in a table allows you to sort information in either ascending or descending order. The column you are currently sorting appears as light blue with an arrow that shows whether the rows appear in ascending or descending order.

On pages that display multiple delegations, the controls at the bottom of the table allow you to move to the first, previous, next, or last delegation, or to click in the box and type the sequence number of the delegations you wish to see (Figure 5).
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Figure 5: First, previous, next, and last buttons at bottom of page.

The following icons link to additional functionality as follows:

	[image: image7.png]



	View a delegation, or view information about a delegation, such as the delegation history or status updates.
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	Edit a saved or submitted delegation, or the final delivery date of an accepted delegation.
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	View the search page, or look up information.
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	Copy a delegation.
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	Display a pop-up that allows you to check the spelling of words you typed in text areas.
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	Display a print preview where you can view a document and print or save it as a file.
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	Add information.
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	Delete information.
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	Display a calendar that allows you to select a date. Where this icon appears, you can also type the date in the text box. Use the format DD MON YYYY (e.g., 01 JAN 2009).
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	Identify the contractor name and address information associated with a CAGE number.

	[image: image17.png]



	Reassign a delegation from one person to another.
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	Reopen a delegation.


Each of the delegated functions tabs has text boxes that permit you to type and save from 200 to 1000 characters. Each of these boxes shows the maximum number of characters (including spaces, punctuation, letters, and numbers) that are permitted. Each box also has a counter that shows the current number of characters in the box.

Each of these boxes also displays the spell check icon ([image: image19.png]


). To check the spelling in the box, click the icon. A pop-up dialog box presents words that are not recognized and permits you to change the spelling (Figure 6).
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Figure 6: Spelling checker

When the spell check is complete, a message appears. When you click the OK button on the alert, the alert and the spell check pop-up close. Any spelling corrections you selected or typed appear in the box.

2 Common Functionality

2.1  XE "searching for a delegation" \* MERGEFORMAT Searching for a Delegation

You can search for any delegation. Your user role determines the scope of delegations that appear in the search results:

External DoD Customer: Search results show delegations from your buying activity that meet the search criteria that you select or type.

DCMA user roles: Search results show delegations that meet the search criteria that you specified.

To search for a delegation, do the following:

1. Click the Search Delegations link on the menu bar. The Search Delegations page appears (Figure 7).
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Figure 7: Search Delegations page

2. On the Search Delegations page, type or select search criteria in at least one box. To search using partial information, use the wildcard character asterisk (*) to represent one or more characters. If you type a value in the Subcontract Number box, then type a value in the Prime Contract Number box also. If you provide information in more of the boxes, you will see fewer options returned in the search results.

Note: The CAGE in the Search Criteria tab refers to the prime Contractor CAGE, not the Supplier/Facility CAGE or Facility Code (CAGE).

3. Click the Search button. The Search Results page displays the delegations that match the criteria you provided (Figure 8).
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Figure 8: Search Results page

Click the [image: image23.png]


 search again link to return to the Search Delegations page.

On the Search Delegations page, click the Reset button to clear previous search criteria.

First column: Displays the [image: image24.png]


 icon. Click the [image: image25.png]


 icon to view the delegation. Your user role and the delegation's status determine the functionality on the View Delegation Request page.

· If you are an External DoD Customer, see the topics Viewing a Submitted Delegation and Viewing an Accepted Delegation in the External DoD Customer User Role's Tasks chapter.

· If you work for DCMA, see the topics Viewing a Submitted Delegation and Viewing an Accepted Delegation in the DCMA User Roles' Tasks chapter.

· See the topic Viewing a Completed Delegation for further information about viewing a completed delegation.

Contract #: Displays the contract number associated with the delegation. If no link appears on a contract number, then DCMA has no additional information about that contract. A DCMA contract number present in MOCAS will display a link. If you click the link, the Contract View application will launch and display additional information. For assistance with using Contract View, see its online help system or user's manual.

Delegated Function: Displays which function was delegated.

Status: Displays the status of the delegation (Submitted, Accepted, Rejected, or Completed).

Delegator: Displays the name and location of the person who submitted the delegation. View the person's location information by hovering the mouse cursor over the person's name.

Acceptor: Displays the name and location of the person at the DCMA CMO who accepted the delegation. View the CMO name by hovering the mouse cursor over the person's name.

Subcontract #: Displays the lowest level subcontract number. For example, if there are 5 subcontracts, subcontract 5 appears in the column. Subcontract number is not required, so it is possible for no value to display.

Supplier/Facility Name: Displays the name of the contracting company that is performing the work, or the name of the facility where work is performed.

2.2  XE "printing a delegation" \* MERGEFORMAT Viewing and Printing a Delegation

All of the roles in Delegation 1.0 can view and print a delegation.

To view a delegation, do the following:

1. View a list of your delegations using one of the following pages:

· Requests page for either the External DoD Customer or the DCMA user roles.

· Workload page for DCMA user roles.

· Search Results page.

2. Click the [image: image26.png]


 icon next to a delegation. The View Delegation Request page appears.

To print a delegation, click the [image: image27.png]


 print view link on the View Delegation Request page, the Review Delegation Request page, or the Review Updated Delegation Request page. The delegation appears in a new browser window as an Adobe Acrobat PDF file.

· To save the file without printing, click the Save icon on the PDF file. You will see a window that will let you choose where to save the file and rename the file.

· To print the file, click the Print icon on the PDF file.

If the delegation has not yet been submitted and it has two or more delegated functions, only the delegated function tab displayed on the Review Delegation Request page appears in the PDF file. This also occurs when viewing saved delegations on the Requests page. You will need to print a separate PDF file for each delegated function.

To print a different delegated function for a new saved delegation, do the following:

· Click the tab for the specific delegated function so that it appears on the New Delegation or Edit Delegation page.

· Click the [image: image28.png]


 print view link. This affects only new or saved delegations.

2.3  XE "copying a delegation" \* MERGEFORMAT Copying a Delegation

Copying a delegation creates a new delegation that contains all the information from the original delegation. It does not create a parent-child relationship between the original and the new delegation.

To copy a draft delegation, do the following:

1. Click the Requests link on the menu bar. The Requests page appears.

2. On the Request page, click the Saved Requests tab. 

3. Locate the draft delegation on the Saved Requests tab, then click the edit icon [image: image29.png]


 for the draft delegation.

4. Edit or add any additional information you wish to add to the delegation. On the POCs tab, click the Review then Submit button.

5. On the Review New Delegation Request page, click the [image: image30.png]


 copy delegation link.

6. The New Delegation Request page displays the information from the original delegation on the Contract Info tab, the Delegate Functions tabs, and the POCs tab. You can edit this information as needed. The original delegation appears on the Requests page, Saved Requests tab.

7. See Adding a Delegation for the External DoD Customer or Adding a Delegation for DCMA personnel for further information.

To copy a submitted, accepted, or completed delegation, do the following:

1. Locate the delegation that you wish to copy by using the Requests page, Workload page, or Search Delegations menu options.

2. On the View Delegation Request page, click the [image: image31.png]


 copy delegation link.

3. The New Delegation Request page displays the information from the original delegation on the Contract Info tab, the relevant Delegate Functions tabs, and the POCs tabs. All of the Delegate Functions tabs display, but only one is populated. You can edit this information as needed.

4. See Adding a Delegation for the External DoD Customer or Adding a Delegation for DCMA personnel for further information.

2.4  XE "attaching a file" \* MERGEFORMAT Attaching a File

All user roles in Delegation 1.0 can attach files to draft or submitted delegations. A delegatee who accepts and supplements a delegation can attach files. All user roles can add a status update to an accepted delegation, which also permits you to attach files.

To attach a file, do the following:

1. Click the [image: image32.png]


 Add Attachments link. The Add/Delete Attachments page appears and displays the contractor name, contract/proposal number, delegated function and subcontract number of the delegation (Figure 9).

[image: image33.png]HELP | FEEDBACK | EXIT

Delegation 1.0 [0

Add/Delete Attachments - Delegation Request
Select the documents that you wish to attach to this delegation request, view attached files, or delete attached files.
You can attach a maximum of 5 documents.

Document to Attach
Contractor Name ECLIPSE ENERGY SYSTEMS INC. (153D7)  Contract/Proposal Number
Delegated Function Engineering Subcontract Number sues

Document Description Example Attachment 2

Document Location
(File to upload) [C:\attachments\03640b.txt (Browse... ]

[__Attach Document | [ Retum to Delegation Request ]

[ Attached Documents 3
L rr———le ] Description ]

03640a.6xt Example Attachment

Q00 1100





Figure 9: Add/Delete Attachments page

2. Type a description of the document in the Document Description box.

3. Click the Browse button. A window appears where you can select a file to attach. After you select a file, the path and file name appear in the Select a File box.

4. Click the Attach Document button. The file appears under the Attached Documents tab. This may take a few moments.

5. Repeat the process to add additional attachments. You can add up to five attachments. Click the [image: image34.png]


 icon to delete attachments. Click the [image: image35.png]


 icon to view the attachment.

6. Click the Return button to return to the View Delegation Request page, the Accept with Supplement Delegation Request page, or the View Status Updates page.

2.5  XE "E-Mail messaging" \* MERGEFORMAT E-Mail Messages

Delegation 1.0 sends E-Mail messages to the delegator (the person who submits a delegation) and to the DCMA delegatees who receive the submitted delegation when the following actions occur:

· submitted (Figure 10)

· submitted then edited by the delegator or a DCMA delegatee (Figure 11)

· submitted then deleted by the delegator (Figure 12)

· submitted but not accepted or rejected within 10 days by a DCMA delegatee (Figure 13)

· submitted then forwarded by a DCMA delegatee (Figure 14)

· submitted then recommended for rejection by a DCMA delegatee (Figure 15)

· submitted then rejected by a person assigned the Commander/Commander Delegatee user role (Figure 16)

· accepted by a DCMA acceptor (typically one of the delegatees) (Figure 17)

· accepted and supplemented by a DCMA acceptor (typically one of the delegatees) (Figure 18)

Once the delegation is accepted, Delegation 1.0 sends E-Mail messages to the delegator and to the DCMA acceptor when the following actions occur:

· accepted and the final delivery date (FDD) of the prime contract passes (Figure 19)

· a status update is added by the delegator or the DCMA acceptor (Figure 20)

· accepted and then reassigned (Figure 21)

· accepted and then reassigned as part of workload reassignment (Figure 22)

· completed by the delegator (Figure 23)

· re-opened by the delegator (Figure 24)

2.5.1 Points of Contact

If the delegator added people as points of contact (POCs) on the delegation, those POCs receive E-Mail messages when the delegation is submitted, submitted then deleted, rejected, and completed.

2.5.2 Team Leads and Administrative Contracting Officers

Delegation 1.0 has the following user roles: Functional Specialist, Commander/Commander Delegatee, Administrator, and HQ Administrator. Any of these roles could be assigned to DCMA users who, in the Contract Management Team (CMT) application, are assigned the Team Lead or ACO user roles for a CAGE, United States ZIP Code, or country CMT mapping.

Regardless of the Delegation 1.0 user role assigned to him or her, a person who is assigned the Team Lead or ACO user role in CMT for a CAGE, ZIP Code, or country receives E-Mail messages from Delegation 1.0 when the following actions occur:

· submitted

· submitted then recommended for rejection by a DCMA delegatee

· submitted then rejected by a person assigned the Commander/Commander Delegatee user role

· submitted but not accepted or rejected by a DCMA delegatee within 10 days

· accepted or accepted with supplement by a DCMA acceptor (typically one of the delegatees)

· accepted and then reassigned by the DCMA acceptor

· reassigned as part of a person's workload

· completed

· re-opened

See the topic Summary of the Delegation Process, specifically the section DCMA User Roles, for a description of the functionality available to the Delegation 1.0 user roles. See the topic Reviewing and Submitting a Delegation for an explanation of how Delegation 1.0 uses information from the Contract Management Team (CMT) application to route submitted delegations and identify who receives E-Mail when a delegator submits a delegation.

2.5.3 Commander/Commander Delegatee User Role

If you are assigned the Commander/Commander Delegatee user role in Delegation 1.0, you will receive an E-Mail message when a delegatee, Administrator, or HQ Administrator recommends rejection of a delegation. You also receive an E-Mail message when you reject a delegation.

If you are assigned the Commander/Commander Delegatee user role in Delegation 1.0 and are a delegator, delegatee or acceptor, you will receive additional E-Mail messages as described above.

[image: image36.png]Delegation for Contract # W568RGZ05C0405

SendEmail@dcma.mil [sendemail@dcma.mil]

Sent:  wiedhesday, June 23, 2010 2:04PM
To: PR ——

Signed By: @ etools@dcme.mi (More information)

You nave received a delegation for Quality Assurance:
Delegator: Thomas Hafer (DCMA LOCKHEED MARTIN FT. WORTH)
Prone: (817) 763-4728

Contract #: WSERGZ05C0405

subcontract #:

Prime Contractor: LOCKHEED MARTIN CORPORATION (21755)
Supplier/Facility: TEST, Selenium EDIT (1RJK1)

Street Address 1 EDIT
Rockville EDIT, VA 20850 EDIT

Please use this link to review and accept/reject/forward this delegation:
nttps://dever.dena.mil:443/delegation_1_0/index.cfn




Figure 10: Submitted delegation E-Mail message

[image: image37.png]Delegation for Contract # W15P7T05CP222 - UPDATED

SendEmail@dcma.mil [sendemail@dcma.mil]

Sent:  wiechesday, November 11, 2009 6:15 AM
To:

Signed By: @ etools@dcma.mi (More information)

The Other Contract Administratvion Delegation submitted by Lilia Armendariz on 11 NOV 2009 has been UPDATED:

Delegator: Lilia Armendariz ()
Prone:

Contract #: WISPTTOSCP222
Subconcract #:

Erime Contracto:

SPECTRUM BRANDS INC. (77542)

Supplier/Facility: TEST, Selenium EDIT (1KJK1)
Street Address 1 EDIT

Rockville EDIT, VA 20850 EDIT

Please use this link to access the delegation in the Delegation eTool:
https://emini. dema.mil/delegation_1_0/index.cfn




Figure 11: Edit submitted delegation E-Mail message and status update added to an accepted delegation E-Mail message

[image: image38.png]Delegation for Contract # W568RGZ05C0405 - DELETED

SendEmail@dcma.mil [sendemail@dcma.mil]
Sent:  Wednesday, June 23, 2010 2:14PM

Signed By: @ etools@dcma.mi (More information)

Tne Quality Assurance Delegation submitted by Lilia Armendariz on 23 JUN 2010
nas been DELETED:

Delegator: Lilia Armendariz ()
Pnone:

Contract

WSERGZ05C0405

Subcontract #:

Brime Contractor: LOCKHEED MARTIN COREORATION (51755)
Supplier/Facility: TEST, Selenium EDIT (1KJK1)

Street Address 1 EDIT
Rockville EDIT, VA 20850 EDIT

Delegation eTool: https://devct.doma.mil:443/delegation

_0/index.ctn




Figure 12: Submitted delegation deleted E-Mail message

[image: image39.png]Delegation for Contract # UNI CONTRACT was received but not worked on for 10 days

SendEmail@dcma.mil [sendemail@dcma.mil]

Sent:  Thursday, November 12, 2009 3:00 AM
Tor .

Signed By: @ etools@dcma.mi (More information)

The Other Contract Administration Delegation submitted by Todd Bracken on 02 NOV 2009 has
passed its suspense date: 12 NOV 2009 and requires attention.

Delegator: Todd Bracken (XU WGE HQ US ARMY TACOM)
Pnone: 703-555-1212

Contract

: UNI CONTRACT
Subcontract #:

PBrime Contractor: UNIROYAL INC (02934)
Supplier/Facilicy: PIONEER AEROSPACE CORP (02369)
1 PIONEER DR

COLUMBIA, MS 39429

Please use this link to review and accept/reject/forward this delegation:
hteps://ewini.dens.nil/delegation 1_0/index.ctn




Figure 13: Submitted delegation not worked for 10 days E-Mail message

[image: image40.png]Delegation for Contract # W15P7T05CP222 - FORWARDED

SendEmail@dcma.mil [sendemail@dcma.mil]

Sent:  Thursday, November 12, 2009 6:07 AM
To: =

Signed By: @ etools@dcma.mi (More information)

The Other Contract Administration Delegation submitted by Thomas Hafer on 12 NOV 2009 has
been FORWARDED to Thomas Hafer (DCMA LOCKHEED MARTIN FT. WORTH):

Delegator: Thomas Hafer (DCMA LOCKHEED MARTIN FT. WORTH)
Prone:

Contract #: WISPTTOSCP222

Subcontract #:

Prime Contractor: SPECTRUM BRANDS INC. (77542)
Supplier/Facility: TEST, Selenium EDIT (1RJK1)

Street Address 1 EDIT
Rockville EDIT, VA 20850 EDIT

Comments/Remarks:

Testing for Forwarding

Please use this link to access the delegation in the Delegation eTool:
https://emini. dema.mil/delegation_1_0/index.cfn




Figure 14: Forwarded delegation E-Mail message

[image: image41.png]Delegation for Contract # W15P7T05CP222 - RECOMMEND REJECTION

SendEmail@dcma mil [sendemail@dcma.mil]
Sent: Thurssey, November 12, 2009 608 A
To: Abbasian, Tell test.DCO5234@dcma,mi
Signed By: @ etools@dema.mi (More nformation)

Tnomas Hafer has RECOMMENDED REJECTION of the Other Contract Administration Delegation
submitted by Thomas Hafer on 12 NOV 2008:

Delegator: Thomas Hafer (DCMA LOCKHEED MARTIN FT. WORTH)
Pnone:
Contract #: WiSPTTOSCP222

Subcontract

Brime Contractor: SPECTRUM BRANDS INC. (77542)

Supplier/Facility: TEST, Selenium EDIT (1KJK1)
Street Address 1 EDIT
Rockville EDIT, VA 20850 EDIT

Comments/Remarks:
Testing. ..

Please use this link to access the delegation in the Delegation eTool:
https://emini.dcna.nil/delegation_ 1 0/index.cfm




Figure 15: Recommend reject delegation E-Mail message

[image: image42.png]Delegation for Contract # W15P7T05CP222 - REJECTED

SendEmail@dcma.mil [sendemail@dcma.mil]
Sent: Thurssey, November 12, 2009 609 A

To:

Signed By: @ etools@dema.mi (More information)

The Other Contract Administration Delegation submitted by Thomas Hafer on 12 NOV 2009 has
been REJECTED by Sanjeev Basavatia (DCMA CHICAGO) on 12 NOV 2009:

Delegator: Thomas Hafer (DCMA LOCKHEED MARTIN FT. WORTH)
Pnone:
Contract #: WiSPTTOSCP222

Subcontract

PBrime Contractor: SPECTRUM BRANDS INC. (77542)
Supplier/Facility: TEST, Selenium EDIT (1KJK1)
Street Address 1 EDIT
Rockville EDIT, VA 20850 EDIT
Comments/Remarks:

Testing.

Please use this link to access the delegation in the Delegation eTool:
https://emini. dema.mil/delegation_1_0/index.cfn




Figure 16: Rejected delegation E-Mail message

[image: image43.png]Delegation for Contract # W15P7T05CP222 - ACCEPTED

SendEmail@dcma.mil [sendemail@dcma.mil]

Sent:  Thursday, November 12, 2009 6:08 AM
To: =

Signed By: @ etools@dcma.mi (More information)

The Other Contract Administration Delegation submitted by Thomas Hafer on 12 NOV 2009 was
ACCEPTED by Thomas Hafer (DCMA LOCKHEED MARTIN FT. WORTH) on 12 NOV 2008:

Delegator: Thomas Hafer (DCMA LOCKHEED MARTIN FT. WORTH)

Pnone:

Contract

W1SETTOSCP222
Subcontract #:

PBrime Contractor: SPECTRUM BRANDS INC. (77542)

Supplier/Facility: TEST, Selenium EDIT (1KJK1)
Street Address 1 EDIT
Rockville EDIT, VA 20850 EDIT

Please use this link to access the delegation in the Delegation eTool:
https://ewini.dena.nil/delegation 1_0/index.ctn




Figure 17: Accepted delegation E-Mail message

[image: image44.png]Delegation for Contract # W15P7T05CP222 - ACCEPTED WITH SUPPLEMENT

SendEmail@dcma.mil [sendemail@dcma.mil]

Sent:  Thursday, November 12, 2009 6:08 A
To: =

Signed By: Q etooks@dama.ml (More informatior)

The Engineering Delegation submitted by Thomas Hafer on 12 NOV 2009 was ACCEPTED WITH SUPPLEMENT
by Tnomas Hafer (DCMA LOCKHEED MARTIN FI. WORTH) on 12 NOV 2009:

Delegator: Thomas Hafer (DCMA LOCKHEED MARTIN FT. WORTH)
Prone:

Contract #: WISPTTOSCP222

subcontract #:

Prime Contractor: SPECTRUM BRANDS INC. (77542)
Supplier/Facility: TEST, Selenium EDIT (1RJK1)

Street Address 1 EDIT
Rockville EDIT, VA 20850 EDIT

Comments/Remarks:

Testing.

Please use this link to access the delegation in the Delegation eTool:
https://emini. dema.mil/delegation_1_0/index.cfn




Figure 18: Accepted with supplement delegation E-Mail message

[image: image45.png]Delegation for Contract # 000NNC08CA85C - FDD PASSED

SendEmail@dcma.mil [sendemail@dcma.mil]
Sent:  Thurssay, October 15, 2009 100 AM
To: - -

Signed By: @ etools@dcma.mi (More information)

The Other Contract Administration Delegation submitted by Lois Kearney on 20 AUG 2009 has
an expired Final Delivery Date. Please either complete the request or excend the FDD.

Delegator: Lois Kearney (DCMA ATRCRAFT PROPULSION OPERATIONS - GE LYNN)

Enon

Contract #: 00ONNCOSCASSC
Subcontract #:

PBrime Contractor: LOCKHEED MARTIN COREORATION (81755)
Supplier/Facility: TEST, Selenium EDIT (1KJK1)
Street Address 1 EDIT
Rockville EDIT, VA 20850 EDIT

Please use this link to access the delegation in the Delegation eTool:
Bteps: //enini . dona.wil/delegation_L_0/index. ofn




Figure 19: Prime Contract FDD passed E-Mail message

[image: image46.png]Delegation for Contract # W15P7T05CP222 - UPDATED

SendEmail@dcma.mil [sendemail@dcma.mil]

Sent:  wiechesday, November 11, 2009 6:15 AM
To:

Signed By: @ etools@dcma.mi (More information)

The Other Contract Administratvion Delegation submitted by Lilia Armendariz on 11 NOV 2009 has been UPDATED:

Delegator: Lilia Armendariz ()
Prone:

Contract #: WISPTTOSCP222
Subconcract #:

Erime Contracto:

SPECTRUM BRANDS INC. (77542)

Supplier/Facility: TEST, Selenium EDIT (1KJK1)
Street Address 1 EDIT

Rockville EDIT, VA 20850 EDIT

Please use this link to access the delegation in the Delegation eTool:
https://emini. dema.mil/delegation_1_0/index.cfn




Figure 20: Status Update E-Mail message

[image: image47.png]Delegation for Contract # W15P7T05CP222 - REASSIGNED
SendEmail@dcma.mil [sendemail@dcma.mil]

Sent:  Thursday, November 12, 2009 6:09 AM
To: =

Signed By: @ etools@dcma.mi (More information)

Tne Engineering Delegation accepted by Thomas Hafer (DCMA LOCKHEED MARTIN FT. WORTH) on 12 NOV
2009 nas been REASSIGNED to Thomas Hafer (DCMA LOCKHEED MARTIN FT. WORTH):

Delegator: Thomas Hafer (DCMA LOCKHEED MARTIN FT. WORTH)
Prone:

Contract #: WISPTTOSCP222

subcontract #:

Prime Contractor: SPECTRUM BRANDS INC. (77542)
Supplier/Facility: TEST, Selenium EDIT (1RJK1)

Street Address 1 EDIT
Rockville EDIT, VA 20850 EDIT

Comments/Remarks:

Testing.

Please use this link to access the delegation in the Delegation eTool:
https://enini.dcna.mil/delegation_l_0/index.cfn




Figure 21: Reassigned delegation E-Mail message

[image: image48.png]Delegation Workload REASSIGNED

SendEmail@dcma.mil [sendemail@dcma.mil]
Sent:  Thurssey, November 12, 2009 6:14 A
To: - - -

Signed By: @ etools@dcma.mi (More information)

The following Delegation workload has been reassigned from Thomas Hafer (DCMA LOCKHEED MARTIN FT.
WORTH) to Lilia Armendariz (DCM RESIDENCY TUCSON)

The Other Contract Administration Delegation accepted by Thomas Hafer (DCMA LOCKHEED MARTIN FT.
WORTH) on 12 NOV 2008 has been REASSIGNED to Lilia Armendariz (DCM RESIDENCY TUCSON):

Delegator: Thomas Hafer (DCMA LOCKHEED MARTIN FT. WORTH)

Pnone:

Contract #: WiSPTTOSCP222
Subcontract #:

PBrime Contractor: SPECTRUM BRANDS INC. (77542)

Supplier/Facility: TEST, Selenium EDIT (1KJK1)
Street Address 1 EDIT
Rockville EDIT, VA 20850 EDIT

The Product Assurance Delegation delegated by Thomas Hafer (DCMA LOCKHEED MARTIN FT. WORTH) on 12
NOV 2009 has been REASSIGNED to Lilia Armendariz (DCM RESIDENCY TUCSON) :

Pnone:
Contract #: WiSPTTOSCP222
Subcontract #:

PBrime Contractor: SPECTRUM BRANDS INC. (77542)

Supplier/Facility: TEST, Selenium EDIT (1KJK1)
Street Address 1 EDIT
Rockville EDIT, VA 20850 EDIT




Figure 22: Reassigned workload E-Mail message

[image: image49.png]Delegation for Contract # W15P7T05CP222 - COMPLETED

SendEmail@dcma.mil [sendemail@dcma.mil]

Sent:  Thursday, November 12, 2009 6:09 AM
To: -

Signed By: @ etools@dcma.mi (ore information)

The Engineering Delegation submitted by Thomas Hafer on 12 NOV 2008 was COMPLETED on 12 NOV 200

Delegator: Thomas Hafer (DCMA LOCKHEED MARTIN FT. WORTH)
Prone:

Contract #: WISPTTOSCP222

subconcract #:

Prime Contractor: SPECTRUM BRANDS INC. (77542)
Supplier/Facility: TEST, Selenium EDIT (1RJK1)

Street Address 1 EDIT
Rockville EDIT, VA 20850 EDIT

Comments/Remarks:

Testing.

Please use this link to access the delegation in the Delegation eTool:
https://ewini.dena.nil/delegation 1 0/index.ctn




Figure 23: Completed delegation E-Mail message

[image: image50.png]Delegation for Contract # W15P7T05CP222 - RE-OPENED
SendEmail@dcma.mil [sendemail@dcma.mil]

Sent:  Thursday, November 12, 2009 6:10 AM
To: -

Signed By: @ etoois@gana.mi (ore nformation)

The Asset Menagement Delegation submitted by Thomas Hafer on 10 NOV 2009 has been RE-OPENED:
Delegator: Thomas Hafer (DCMA LOCKHEED MARTIN FT. WORTH)

Phone:

Contract #: W1SPTTOSCP222

Subcontract #:

Prime Contractor: SPECTRUM BRANDS INC. (77542)

Supplier/Facility: TEST, Selemium EDIT (1XKJKL)

Street Address 1 EDIT
Rockville EDIT, VA 20850 EDIT

Please use this link to access the delegation in the Delegation eTool:
https://emini. dema.mil/delegation_1_0/index.cfn




Figure 24: Reopened delegation E-Mail message

3 DCMA User Roles' Tasks

3.1  XE "home page (DCMA user roles)" \* MERGEFORMAT DCMA User Roles' Home Page

The home page for DCMA users appears when you log into Delegation 1.0 (Figure 25).
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Figure 25: Welcome to Delegation 1.0 home page

From this page, you can perform the following tasks:

· Create a New Delegation

· Create a Sub-Delegation from an Existing Delegation

The Help, Feedback, Exit, and user name links are explained in the Navigation Elements topic.

Menu bar options are as follows:

Home: Displays the Home page where you can add a delegation or add a sub-delegation.

Workload: Displays the Workload page where you can see a list of the active, CMO, and completed delegations that you have received.

Requests: Displays the Requests page where you can see a list of active, saved, and completed delegations that you have initiated.

Search Delegations: Displays the Search page where you can search for delegations submitted, accepted, or completed.

Reassign Workload: Displays the Reassign Workload page where you can select delegations and reassign them to a different delegator, delegatee, or acceptor.

Reports: A new browser window appears and displays a page that shows the reports, cubes, and ad hoc functionality. Appears for all user roles. 

3.2  XE "workload page" \* MERGEFORMAT Viewing Active, CMO, and Completed Delegations

The Workload page appears when a DCMA user clicks the Workload link on the menu bar. This page displays delegations sent to DCMA for review and action. The delegations appear on three tabs:

Active Requests: Delegations that are pending review and response from you. Requests that you have accepted appear in bold text. Requests that are not accepted or rejected within 10 days of submission appear as red with an exclamation mark preceding the contract number.

If in the Contract Management Team (CMT) application you are assigned either the Team Lead or ACO user role, delegations submitted to or accepted by any member of your CMT appear on your Active Requests tab.

CMO Requests: All active delegations sent to your Contract Management Office (CMO) appear on this tab. You can use this information to evaluate the workload pending for your CMO and to identify delegations sent to people who are out of the office and unable to respond in a timely manner.

Completed Requests: Active delegations that you completed in the last 60 days appear on this tab. If the delegation was completed more than 60 days ago, use the Search Delegations menu option to locate the delegation.

3.2.1 Workload page, Active Requests tab

The Active Requests tab appears by default when you open the Workload page (Figure 26).

[image: image52.png]HELP | FEEDBACK | EXIT
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Here are the active delegation requests that have been sent to you. Delegation requests that are bolded are requests where you were the acceptor.
Overdue Delegation requests are indicated hy an exclamation point and are in red.
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Figure 26: Workload page, Active Requests tab

This tab displays the delegations sent to you to be accepted and delegations that you accepted. When you receive a delegation, you can do the following:

· edit a submitted delegation

· accept or accept and supplement

· forward

· recommend rejection (if you are assigned the Functional Specialist, Administrator, or HQ Administrator user role)

· reject (if you are assigned the Commander/Commander Delegatee user role)

· view the delegation history

· reassign workload including the delegation

Requests that are not accepted or rejected within 10 days of submission appear as red with an exclamation mark preceding the contract number.

When you accept a delegation, it no longer appears on the Workload, Active Requests tab for other delegatees unless they are designated as an ACO or Team Lead for your CMT in the Contract Management Team (CMT) application. Persons assigned the Team Lead or ACO user role in CMT continue to see delegations on this page after the delegations are accepted.

Once you accept a delegation, you can do the following:

· reassign the delegation

· view and add status updates

· re-delegate or sub-delegate

· edit the final delivery date (FDD)

Requests include those created for External DoD Customers, delegations from another CMO, or single-function delegations for DoD contracts or DoD contracts.

First column: Displays the [image: image53.png]


 and [image: image54.png]


 icons next to each delegation until it has been accepted. Once a delegation has been accepted, only the [image: image55.png]


 icon appears next to it.

· Click the [image: image56.png]


 icon to view a submitted delegation or to view an accepted delegation.

· Click the [image: image57.png]


 icon to edit a submitted delegation. Either you or a DCMA delegatee can edit a submitted delegation.

Contract #: Displays the contract number associated with the delegation. If no link appears on a contract number, then DCMA has no additional information about that contract. A DCMA contract number present in MOCAS will display a link. If you click the link, the Contract View application will launch and display additional information. For assistance with using Contract View, see its online help system or user's manual. The contract number displays an exclamation point and text in the row is colored red if 10 days have passed since the delegation was submitted.

Delegated Function: Displays which function was delegated.

Acceptance/Suspense Date: Displays the suspense date for submitted delegations, and the word Accepted for accepted delegations.

Delegator: Displays the name and location of the person who submitted the delegation. View the CMO name by hovering the mouse cursor over the person's name.

Subcontract #: Displays the lowest level subcontract number. For example, if there are 5 subcontracts, subcontract 5 appears in the column. Subcontract number is not required, so it is possible for no value to display.

Supplier/Facility Name: Displays the name of the contracting company that is performing the work, or the name of the facility where work is performed. View the CAGE by placing the mouse cursor over the supplier/facility name.

Prime Contract Final Delivery Date: Displays the date that the last deliverable for the contract is due.

Prime Contractor: Displays the name of the company responsible for the work performed, including work performed by the supplier/facility. View the CAGE by placing the mouse cursor over a Prime Contractor's name.

3.2.2 Workload page, CMO Requests tab

The CMO Requests tab displays the delegations assigned to your CMO (Figure 27).
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Figure 27: Workload page, CMO Requests tab

First column: Displays the [image: image59.png]


 icon next to each delegation. Click the [image: image60.png]


 icon to view a submitted delegation or to view an accepted delegation.

Contract #: Displays the contract number associated with the delegation. If no link appears on a contract number, then DCMA has no additional information about that contract. A DCMA contract number present in MOCAS will display a link. If you click the link, the Contract View application will launch and display additional information. For assistance with using Contract View, see its online help system or user's manual.

Delegated Function: Displays which function was delegated.

Acceptance/Suspense Date: Displays the suspense date for submitted delegations, and the word Accepted for accepted delegations.

Acceptor: Displays the name and location of the person who accepted the delegation once the delegation is accepted. View the CMO name by hovering the mouse cursor over the person's name.

Delegator: Displays the name and location of the person who submitted the delegation. View the CMO name by hovering the mouse cursor over the person's name.

Subcontract #: Displays the lowest level subcontract number. For example, if there are 5 subcontracts, subcontract 5 appears in the column. Subcontract number is not required, so it is possible for no value to display.

Supplier/Facility Name: Displays the name of the contracting company that is performing the work, or the name of the facility where work is performed. View the CAGE by placing the mouse cursor over the supplier/facility name.

Prime Contract Final Delivery Date: Displays the date that the last deliverable for the contract is due.

Prime Contractor: Displays the name of the company responsible for the work performed, including work performed by the supplier/facility. View the CAGE by placing the mouse cursor over a Prime Contractor's name.

3.2.3 Workload page, Completed Requests tab

The Completed Requests tab displays all of the delegations that your CMO has completed during the past 60 days (Figure 28).
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Figure 28: Workload page, Completed Requests tab

After 60 days, completed delegations do not appear on the Completed Requests tab. You can use the Search feature to find them.

First column: Displays the [image: image62.png]


 and [image: image63.png]


 icons.

· Click the [image: image64.png]


 icon to view the completed delegation.

· Click the [image: image65.png]


 icon to re-open a completed delegation.

Contract #: Displays the contract number associated with the delegation. If no link appears on a contract number, then DCMA has no additional information about that contract. A DCMA contract number present in MOCAS will display a link. If you click the link, the Contract View application will launch and display additional information. For assistance with using Contract View, see its online help system or user's manual.

Delegated Function: Displays which function was delegated.

Date Completed: Displays the date that you completed the delegation.

Delegator: Displays the name and location of the person who submitted the delegation. You can view the CMO name by hovering the mouse cursor over the person's name.

Subcontract #: Displays the lowest level subcontract number. For example, if there are 5 subcontracts, subcontract 5 appears in the column. Subcontract number is not required, so it is possible for no value to display.

Supplier/Facility Name: Displays the name of the contracting company that is performing the work, or the name of the facility where work is performed. View the CAGE by placing the mouse cursor over the supplier/facility name.

Prime Contract Final Delivery Date: Displays the date that the last deliverable for the contract is due.

Prime Contractor: Displays the name of the company responsible for the work performed, including work performed by the supplier/facility. View the CAGE by placing the mouse cursor over a Prime Contractor's name.

3.3  XE "requests page" \* MERGEFORMAT Viewing Active, Saved, and Completed Delegations

The Requests page appears when you click the Requests link on the menu bar. This page displays delegations that you created, saved, and submitted, as well as those that are completed. The delegations appear on three tabs:

Active Requests: Delegations that you have submitted that are pending review and acceptance, or that have been rejected.

Saved Requests: Delegations that you have created but have not yet submitted. Only you can see these delegations. They do not appear on any other person's Requests page.

Completed Requests: Delegations that you submitted and that DCMA has completed in the last 60 days appear on this tab. If the delegation was completed more than 60 days ago, use the Search Delegations menu option to locate the delegation.

3.3.1 Requests page, Active Requests tab

The Active Requests tab appears by default when you open the Requests page (Figure 29).
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Figure 29: Requests page, Active Requests tab

The Active Requests tab displays the delegations that you have submitted and delegations that DCMA has accepted or rejected.

First column: Displays the [image: image67.png]
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 icons next to each delegation until it has been accepted. Once a delegation has been accepted, only the [image: image70.png]


 icon appears next to it.

· Click the [image: image71.png]


 icon to view a submitted delegation or to view an accepted delegation.

· Click the [image: image72.png]


 icon to edit a submitted delegation. Either you or a DCMA delegatee can edit a submitted delegation.

· Click the [image: image73.png]


 icon to delete a submitted delegation.

Contract #: Displays the contract number associated with the delegation. A DCMA contract number that is present in MOCAS will display a link. If you click the link, the Contract View application will launch and display additional information. For assistance with using Contract View, see its online help system or user's manual.

Delegated Function: Displays which function was delegated.

Acceptance/Suspense Date: Displays the suspense date for submitted delegations, the word Accepted for accepted delegations, and the word Rejected for rejected delegations.

Acceptor/Rejector: Displays the name and location of the person at the DCMA CMO who accepted or rejected the delegation. View the CMO name by hovering the mouse cursor over the person's name. If the delegation's status is Submitted, no name appears in this column.

Subcontract #: Displays the lowest level subcontract number. For example, if there are 5 subcontracts, subcontract 5 appears in the column. Subcontract number is not required, so it is possible for no value to display.

Supplier/Facility Name: Displays the name of the contracting company that is performing the work, or the name of the facility where work is performed. View the CAGE by placing the mouse cursor over the supplier/facility name.

Prime Contract Final Delivery Date: Displays the date that the last deliverable for the contract is due.

Prime Contractor: Displays the name of the company responsible for the work performed, including work performed by the supplier/facility. View the CAGE by placing the mouse cursor over a Prime Contractor's name.

3.3.2 Requests page, Saved Requests tab

The Saved Requests tab displays the delegations that you have saved but not yet submitted. Only you can see the delegations on the Saved Requests tab (Figure 30).
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Figure 30: Requests page, Saved Requests tab

First column Displays the [image: image75.png]


 and [image: image76.png]


 icons.

· Click the [image: image77.png]


 icon to edit the delegation.

· Click the [image: image78.png]


 icon to delete the delegation.

Date Created: Displays the most recent date when the delegation was saved.

Contract #: Displays the contract number associated with the delegation. A DCMA contract number that is present in MOCAS will display a link. If you click the link, the Contract View application will launch and display additional information. For assistance with using Contract View, see its online help system or user's manual.

Subcontract #: Displays the lowest level subcontract number. For example, if there are 5 subcontracts, subcontract 5 appears in the column. Subcontract number is not required, so it is possible for no value to display.

Supplier/Facility Name: Displays the name of the contracting company that is performing the work, or the name of the facility where work is performed. View the CAGE by placing the mouse cursor over the supplier/facility name.

Prime Contract Final Delivery Date: Displays the date that the last deliverable for the contract is due.

Prime Contractor: Displays the name of the company responsible for the work to be performed, including work performed by the supplier/facility. View the CAGE by placing the mouse cursor over a Prime Contractor's name.

3.3.3 Requests page, Completed Requests tab

The Completed Requests tab displays your delegations that your CMO has marked as completed during the past 60 days (Figure 31).
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Figure 31: Requests page, Completed Requests tab

After 60 days, completed delegations do not appear on the Completed Requests tab. You can use the Search feature to find them.

First column: Displays the [image: image80.png]
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 icons.
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 icon to view the completed delegation.

· Click the [image: image83.png]


 icon to re-open a completed delegation.

Contract #: Displays the contract number associated with the delegation. A DCMA contract number that is present in MOCAS will display a link. If you click the link, the Contract View application will launch and display additional information. For assistance with using Contract View, see its online help system or user's manual.

Delegated Function: Displays which function was delegated.

Date Completed: Displays the date that the delegation was completed.

Acceptor: Displays the name and location of the person at the DCMA CMO who accepted the delegation. View the CMO name by hovering the mouse cursor over the person's name.

Subcontract #: Displays the lowest level subcontract number. For example, if there are 5 subcontracts, subcontract 5 appears in the column. Subcontract number is not required, so it is possible for no value to display.

Supplier/Facility Name: Displays the name of the contracting company that is performing the work, or the name of the facility where work is performed. View the CAGE by placing the mouse cursor over the supplier/facility name.

Prime Contract Final Delivery Date: Displays the date that the last deliverable for the contract was due.

Prime Contractor: Displays the name of the company responsible for the work performed, including work performed by the supplier/facility. View the CAGE by placing the mouse cursor over a Prime Contractor's name.

3.4 Responding to Delegations on the Workload Page

3.4.1  XE "editing a delegation" \* MERGEFORMAT Editing a Saved or Submitted Delegation

Edits to the Contract Info tab's supplier/facility CAGE, facility code, state and ZIP code, or country may change the list of delegatees that appears on the Review Delegation Request page. Delegatees that you added manually will remain, but the list of delegatees added automatically from the Contract Management Team application could change. See the topic E-Mail Messages for information about when Delegation sends E-Mail messages regarding submission of and edits to a delegation.

If you edit a saved delegation, you can edit the same contract information as when you created the delegation. Edits to the Contract Info or POCs apply to all delegated functions.

To edit a saved delegation, do the following:

1. Click the Requests menu option. The Requests page appears and displays the Active Requests tab.

2. Click the Saved Requests tab.

3. On the Saved Requests tab, click the [image: image84.png]


 edit icon for the draft delegation you wish to edit.

4. The New Delegation Request page appears and displays the Contract Info tab. You can edit the contract information, the delegated functions, and the POCs tabs. See the topic Adding a New Delegation for further information.

5. When you have completed your edits, click the POCs tab and click the Review then Submit button.

6. The Review Delegation Request page displays. Review the information and either save the delegation and finish it later or submit it.

If you edit a submitted delegation, you can edit the contract information, one delegated function tab, and POCs as when you created the delegation. Edits apply to only one delegated function, not to any other delegation or delegated function.

To edit a submitted delegation, do the following:

1. Locate the submitted delegation you wish to edit.

2. Click the [image: image85.png]


 edit icon. The Edit Delegation Request page appears and displays the Contract Info tab. 

3. You can edit the contract information, the delegated function, and the POCs tabs. See the topic Adding a New Delegation for further information.

4. When you have completed your edits, click the POCs tab and click the Review then Submit button.

5. The Review Delegation Request page displays. Review the information and click the Submit button.

6. On submit, Delegation sends an E-Mail message to the delegatees.

3.4.2 Viewing a Submitted Delegation

The View Delegation Request page for a submitted delegation displays different icons and buttons depending on whether you are a delegator or a delegatee. If you are assigned the HQ Administrator user role, you can perform the tasks for both the delegator and the delegatee on the View Delegation Request page, the Workload page, and Requests page.

If you are the delegator and a delegation with the status Submitted appears on your Requests page, Active Requests tab, you can perform the following actions (Figure 32):

· copy the delegation

· edit the delegation

· view a PDF, which you can print or save as a file

· view the delegation history

· cancel, which displays the home page
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Figure 32: View Delegation Request page for a submitted delegation as shown to a delegator

To be a delegatee, you must work for DCMA.

If you are a delegatee and a delegation with the status Submitted appears on your Workload page, Active Requests tab, you can perform the following actions (Figure 33):

· copy the delegation

· edit the delegation

· view a PDF, which you can print or save as a file

· view the delegation history

· accept the delegation

· accept and supplement the delegation

· recommend rejection of the delegation (if your Delegation user role is Functional Specialist, Administrator, or HQ Administrator)

· reject the delegation (if your Delegation user role is Commander)

· forward the delegation to a different DCMA person who should be a delegatee

· cancel, which displays the home page
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Figure 33: View Delegation Request page as shown to a delegatee

3.4.3  XE "delegation history, viewing" \* MERGEFORMAT Viewing Delegation History

All user roles can view the delegation history, which shows the submitted, rejected, accepted, and completed delegations for a single contract number. The Delegation History page displays the delegator and acceptor/rejector for each delegation. It appears when you click the Delegation History link on the View Delegation Request page once the delegation is submitted.

To view the delegation history for submitted, accepted, rejected, and completed delegations, click on the [image: image88.png]


 delegation history link on the View Delegation Request page. The Delegation History page appears (Figure 34).
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Figure 34: Delegation History page

You can view information on the Delegation History page, but you cannot edit, save, or delete the information displayed. The columns display the following information:

First column: Displays the [image: image90.png]


 icon. Click the [image: image91.png]


 icon to view the delegation.

Status: Shows the status of the delegation.

Delegated Function: Displays which function was delegated.

Subcontracts 1-5: Columns may display up to five subcontract numbers for each delegated function. It is possible for all columns to be empty.

Delegator: Displays the name of the person who submitted the delegation. If the person is assigned to a DCMA CMO, you can view that information by hovering the mouse cursor over the person's name.

Acceptor/Rejector: Displays the name and location of the person who accepted or rejected the delegation. Hover the mouse cursor over the person's name to see their DCMA CMO.

Supplier/Facility Name: Displays the name of the contracting company that is performing the work, or the name of the facility where work is performed. View the CAGE by placing the mouse cursor over the supplier/facility name.

3.4.4  XE "accepting a delegation" \* MERGEFORMAT Accepting a Delegation

All DCMA roles can accept a delegation.

To accept a delegation, do the following:

1. Locate the delegation you wish to accept.

2. Click the view icon [image: image92.png]


 for the delegation.

3. On the View Delegation Request page, scroll to the bottom of the page.

4. Click the Accept button (Figure 35).
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Figure 35: Accept button on View Delegation Request page for a submitted delegation

5. The View Delegation Request page refreshes. The Status is Accepted. The links at the top of the page and the buttons at the bottom of the page update to show the actions that you may perform for the accepted delegation. See the topic Viewing an Accepted Delegation for further information.

3.4.5  XE "accepting with supplementation a delegation" \* MERGEFORMAT Accepting and Supplementing a Delegation

All DCMA roles can accept and supplement a delegation.

To accept and supplement a delegation, do the following:

1. Locate the delegation you wish to accept and supplement.

2. Click the view icon [image: image94.png]


 for the delegation.

3. On the View Delegation Request page, click the Accept and Supplement button (Figure 36).
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Figure 36: Accept & Supplement button on the View Delegation Request page

4. The Accept and Supplement Delegation page appears (Figure 37).
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Figure 37: Accept and Supplement Delegation page

5. Click the [image: image97.png]


 add attachment link to add attachments to the delegation.

6. Provide information on the page. Required fields are marked with an asterisk (*).

Recommendations or comments concerning the Focus Areas identified by the Delegator (required): Type comments in the box using 1000 or fewer characters.

Additional Remarks: Type comments in the box using 1000 or fewer characters.

In addition to the focus areas identified by the Delegator, work will also be performed on the following Focus Area. Where possible, reference contract requirement or specification (required): Select a priority for the focus area by clicking a Priority option button (High, Moderate, or Low), then type comments in the box using 200 or fewer characters. Click the Add Focus Area button. The new focus area appears below any existing focus areas.

New Priority: Click the drop-down list box to change the priority of any added focus area.

7. Click the Submit button. The View Delegation Request page appears and shows the delegation's status as Accepted, and your name as the Acceptor. See the topic Viewing an Accepted Delegation for further information.

3.4.6  XE "forwarding a delegation" \* MERGEFORMAT Forwarding a Delegation

All DCMA roles can forward a delegation. The HQ Administrator can forward from any delegatee to any DCMA user.

A submitted delegation can be forwarded to another person. Once the delegation is accepted or accepted with supplement, however, it cannot be forwarded. It must be re-delegated.

To forward a delegation, do the following:

1. On the View Delegation Request page, click the Forward button. The Forward Delegation Request page appears (Figure 38).
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Figure 38: Forward Delegation Request page

2. Forward To E-Mail: Type the DCMA E-Mail address of the person to receive the delegation.

3. Type reason for forwarding: Type a reason for forwarding in the text box.

4. Click the Forward button. The delegation no longer appears on your Workload page, Active Requests tab. Delegation 1.0 sends an E-Mail message about the forwarding. See the topic E-Mail Messages for further information.

HQ Administrators

The HQ Administrator's view of the Forward Delegation Request page shows a Forward From list box. Select the person whose work is being forwarded in this box (Figure 39). The other steps of forwarding are the same as for the other Delegation user roles.
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Figure 39: HQ Administrator's Forward Delegation page

3.4.7  XE "recommending rejection of a delegation" \* MERGEFORMAT Recommending Rejection of a Delegation

The Functional Specialist, HQ Administrator, and Administrator roles can recommend rejection of a submitted delegation. The delegation remains in Submitted status until a Commander or a Commander Delegatee actually rejects the delegation.

To recommend rejection of a delegation, do the following:

1. On the View Delegation Request page, review the information on this page to confirm that you have selected the correct delegation.

2. Scroll to the bottom of the page and click the Recommend Reject button (Figure 40).
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Figure 40: Recommend Reject button

3. The Recommend Rejection page appears. Type the E-Mail address of your CMO's Commander or Commander Delegatee in the Commander's/Commander's Delegatee E-Mail Address box. In the text area, type the reason why the delegation should be rejected, using 1000 or fewer characters (Figure 41).
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Figure 41: Recommend Rejection page

4. Click the Submit button.

5. An E-Mail message is sent to the Commander or Commander Delegatee with the description you provided. Until the Commander or Commander Delegatee rejects the delegation, it will remain in the Workload, Active Requests tab as a submitted delegation.

3.4.8  XE "rejecting a delegation" \* MERGEFORMAT Rejecting a Delegation

Only a person assigned the Commander user role in Delegation can reject a submitted delegation.

To reject a delegation, do the following:

1. On the View Delegation Request page, review the information on this page to confirm that you have selected the correct delegation.

2. Scroll to the bottom of the page. Click the Reject button.

If you are not a delegatee, then only the Reject and Cancel buttons display (Figure 42).
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Figure 42: View Delegation Request page, Reject button

If you are a delegatee, then you can accept, accept with supplement, reject, forward, or cancel (Figure 43).
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Figure 43: View Delegation Request page if Commander is a delegatee

3. The Reject Delegation page appears (Figure 44).
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Figure 44: Reject Delegation page

4. Type an explanation for the rejection in the box.

5. Click the Reject & Send button. The home page appears.

The rejected delegation no longer appears on the Workload page.

Delegation sends an E-Mail message notification. See the topic E-Mail Messages for further information.

The delegator sees the rejected delegation on his or her Requests page, Active Requests tab with the status Rejected. The delegator can either edit and re-submit or delete the rejected delegation.

3.4.9  XE "accepted delegation, viewing" \* MERGEFORMAT Viewing an Accepted Delegation

Once a DCMA person accepts a delegation, the links at the top of the page and the buttons at the bottom of the page change (Figure 45).
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Figure 45: Delegator's View Delegation Request page for an accepted delegation

Actions that a delegator can perform for an accepted delegation are:

· copy delegation

· edit the final delivery date (FDD)

· print view

· delegation history

· view and add status updates

· click the Cancel button to return to the Home Page.

Additional actions that a DCMA acceptor can perform for an accepted delegation are:

· reassign the delegation

· re-delegate the delegation by clicking the Re-Delegate button. The New Delegation Request page appears and displays information from the accepted delegation populated on the appropriate Delegate Functions tab. See the topic Adding a Re-Delegation for further information (Figure 46).

[image: image106.png]HELP | FEEDBACK | EXIT

Delegation 1.0 LLJ

View Delegation Request

Contract Info copy delegation | edit FDD | & print view | @ delegation history | @ status updates | (¥ reassian
Date of Request 10 NOV 2009 Service ARMY
Contract/Proposal Number EXAMPLECONTRACT Buying Activity. OF - FORT MYER MILITARY COMMUNITY
Contractor Name (CAGE) ICF INCORPORATED, LL.C. (SM571) ‘Supplier/Faciity Name  ICF INCORPORATED, L.L.C. (5M571)
Contract Date 27 0CT 2009 (CAGE)
Final Delivery Date (FDD) of Contract 30 SEP 2020 et ] 9300 LEE HWY STE LogY
PIProgram Not Available *DD:'“I’E a":’“’ R Frrax
Supplier/Faciity State
Delegator Name (CMO) Todd Bracken (XU W4GG HQ US ARMY
L S = Suppler/Failty ZIP 22031
Acceptor Name (CMO) Terri Gray (DCMA VIRGINIA) iCotig UNITED STATES
Subcontract Number
Final Delivery Date (FDD) of
Subcontract

Quality Assurance Requirements

Delegatees AGM0836test@dcma.mil, AGMO998test@dema.mil
Status. Accepted

Contract QA Requirement  Higher Level (FAR 52.246-11) - Example Text

Safety of Flight Y

Provide the Contractual v Example Text

Reference

Prime/Subcontract Example Text

Standards

QA Request Aviation Critical Safety Ttems (CST)

Mission Critical Item
Critical Safety Item (Non-Aviation)

NSEP Requirements

Customer Imposed Mandatory Requirements
Other - Example Text

Product/Services Example Text
Description
Product Release Request the Receiver be involved in releasing the product from the subcontractor's facilty.
Provide the instructions for product release.
Example Text
Quality Assurance Instructions
Surveillance Strategy Plan Receiver to provide an information copy of the surveillance plan to the Delegator.

Additional instructions:
Example Text

Waivers and Deviations Receiver is authorized to accept or reject subcontractor's dassification/disposition of minor
waivers/deviations.
Receiver is requested to provide comments and/or recommendations for major waivers or deviations
submitted by the subcontractor for approval by the prime contractor and government customer.

Provide the contractual reference and/or instructions as necessary:
Example Text

Reporting Requirements Report issue status on an on-going basis for long term/higher risk delegations.
Report issue status at the completion of delegation.
‘Special reporting is required as indicated below.

Additional instructions (special reporting should be kept to the minimum necessary to satisfy customer
requirements):

Example Text
Special Customer Requirements or Example Text
Instructions
Additional Remarks Example Text
Priority Focus Area
HIGH Example Text
File Name Date Description
@  test GOODAF 10 NOV 2009 Example Text
Name. E-Mail Address Phone Number
Bine, Kathy kbine@icfi.com 703-254-2117
“action Date Comments
Submitted 10 NOV 2009
Accepted 10 Nov 2009 Accepted by Terri Gray

Re-Delegate





Figure 46: Acceptor's View Delegation Request page for an accepted delegation

3.4.10  XE "parent-child relationship and redelegation" \* MERGEFORMAT 

 XE "redelegation, adding" \* MERGEFORMAT 

 XE "adding a redelegation" \* MERGEFORMAT Adding a Re-Delegation

A re-delegation is a copy of an accepted delegation. Re-delegating creates a parent-child relationship between the accepted delegation (parent) and the re-delegation (child). The child delegation must be completed before the parent delegation can be completed.

All DCMA users can re-delegate against delegations from External DoD Customers or from DCMA users.

· Functional Specialists and Commanders/Commander Delegatees can re-delegate against delegations they have accepted.

· Administrators can re-delegate against delegations accepted in their CMO.

· HQ Administrators re-delegate against any accepted delegation.

To re-delegate, do the following:

1. On the View Delegation Request page for an accepted delegation, click the Re-Delegate button.

2. The New Delegation Request page appears and displays the Contract Info tab. The parent delegation's contract information is copied to the re-delegation. The contract final delivery date (FDD), the subcontract information, and the supplier/facility information are all editable. If you modify the supplier/facility CAGE, facility code, state and ZIP code or country, the default delegatees for the re-delegation might change. Delegatees added manually remain.

3. Click the Save and Continue button or the Delegate Functions tab. The parent delegation's delegated function information is copied to the re-delegation. You can edit the information as needed. Only one delegated function tab is displayed.

4. Click the Save and Continue button or the POCs tab. The points of contact from the parent delegation are copied to the re-delegation. You can delete and add points of contact as needed.

5. Click the Review then Submit button. The Review New Delegation Request page appears.

6. Ensure that the delegated function is correct and has at least one delegatee.

7. Once the delegation is complete and correct, click the Submit button on the Review New Delegation Request page.

8. The Requests page, Active Requests tab appears and displays the re-delegation.

See the topic Adding and Editing Contract Information for further information about creating a delegation and about the supplier/facility information.

See also the topic Adding a Sub-Delegation.

3.4.11  XE "parent-child relationship and sub-delegation" \* MERGEFORMAT 

 XE "sub-delegation, adding" \* MERGEFORMAT 

 XE "adding a sub-delegation" \* MERGEFORMAT Adding a Sub-Delegation

A sub-delegation is a copy of an accepted delegation. Sub-delegating creates a parent-child relationship between the accepted delegation (parent) and the sub-delegation (child). The child delegation must be completed before the parent delegation can be completed.

All DCMA users can sub-delegate against delegations from External DoD Customers or from DCMA users.

· A person who is assigned the Functional Specialist, Commander/Commander Delegatee, or Administrator user role can sub-delegate against delegations accepted in their CMO.

· A person who is assigned the HQ Administrator user role can sub-delegate against any accepted delegation.

To sub-delegate, do the following:

1. On the DCMA home page, click the Create a Sub-delegation from an existing Delegation link. The Search Delegations page displays (Figure 47).
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Figure 47: Search Delegations page for sub-delegations

2. On the Search Delegations page, type or select search criteria in at least one box. To search using partial information, use the wildcard character asterisk (*) to represent one or more characters. If you type a value in the Subcontract Number box, then type a value in the Prime Contract Number box also. If you provide information in more of the boxes, you will see fewer options returned in the search results.

3. Click the Search button. The Search Results page displays the delegations that match the criteria you provided (Figure 48).
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Figure 48: Search Delegations Results page for creating a sub-delegation

4. On the Search Delegation Results page, you can do the following:

· Search again by clicking the [image: image109.png]


 search again link.

· Select an existing delegation to use as a parent by clicking the [image: image110.png]


 icon next to it.

5. If you click the [image: image111.png]


 icon, the New Delegation Request page appears and displays the Contract Info tab. The parent delegation's contract information is copied to the sub-delegation. The contract final delivery date (FDD), the subcontract information, and the supplier/facility information are all editable. If you modify the supplier/facility CAGE, facility code, state and ZIP code or country, the default delegatees for the sub-delegation might change. Delegatees added manually remain.

6. Click the Save and Continue button or the Delegate Functions tab. All of the delegated function tabs display but only one delegated function tab is populated from the parent delegation. You can edit the information as needed. Use the Previous, Save and Continue, or the tabs to navigate among the delegated function tabs.

7. Click the Save and Continue button on the Other Contract Administration tab, or click the POCs tab. The points of contact from the parent delegation are copied to the sub-delegation. You can delete and add points of contact as needed.

8. Click the Review then Submit button. The Review New Delegation Request page appears.

9. Ensure that each delegated function is correct and has at least one delegatee.

10. Once the delegation is complete and correct, click the Submit button on the Review New Delegation Request page.

11. The Requests page, Active Requests tab appears and displays the sub-delegation(s).

See the topic Adding and Editing Contract Information for further information about adding a delegation, sub-delegation, or re-delegation and about the supplier/facility information.

See also the topic Adding a Re-Delegation.

3.4.12  XE "editing the final delivery date" \* MERGEFORMAT Editing the Final Delivery Date

The only information you can edit on an accepted delegation is the final delivery date (FDD) of the prime contract and of the subcontracts. You can edit this information if you are the delegator, acceptor, have the Administrator user role and are in the same CMO as the delegator or acceptor, or have the HQ Administrator user role.

To edit the FDD of an accepted delegation, do the following:

1. On the View Delegation Request page for the accepted delegation, click the [image: image112.png]


 edit FDD link.

2. The Edit FDD Info page appears and displays the Contract Info tab (Figure 49).
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Figure 49: Edit FDD Info page

3. In the Contractor Information section, Final Delivery Date (FDD) of Contract, type the new FDD for the prime contract using the format DD MON YYYY (e.g., 01 JAN 2006). Alternatively, click the [image: image114.png]


 icon to select the date from a calendar.

4. In the Subcontract Information section, Subcontract FDD, you can type the new FDD using the format DD MON YYYY (e.g., 01 JAN 2006). Alternatively, click the [image: image115.png]


 icon to select the date from a calendar. You cannot add a subcontract to an accepted delegation.

5. Click the Save and Return button. Your changes are saved. The View Delegation Request page appears and displays the updated FDD.

3.4.13  XE "status update, adding" \* MERGEFORMAT Adding a Status Update

All Delegation users can add a status update to an accepted delegation, as follows:

· A person assigned the External DoD Customer user role can add a status update to any accepted delegations submitted by their DoDAAC.

· A person assigned either the Functional Specialist or Commanders/Commander Delegatee user role can add a status update to accepted delegations that they submitted or accepted.

· A person assigned the Administrator user role can add a status update to accepted delegations either submitted or accepted by their CMO.

· A person assigned the HQ Administrator user role can add a status update to any accepted delegation.

To add a status update to an accepted delegation, do one of the following:

· For an accepted delegation that has no status updates, click the [image: image116.png]


  status updates link that appears on the View Delegation Request page.

· For an accepted delegation that has one or more status updates, click the [image: image117.png]


 status updates link that appears on the View Delegation Request page, then click the [image: image118.png]


 add new status update link on the View Status Updates page.

The Add Status Updates page appears (Figure 50).
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Figure 50: Add Status Updates page

The Add Status Update page displays information about the contract so that you can confirm that you are providing an update for the correct delegation.

Type of Status Update (required): Select a type from the drop-down list. Once the acceptor adds a status update of Completion, the delegator can complete the delegation. See the topic Completing a Delegation for further information.

Advisory Report: Type information pertinent to the status update.

Other Comments: Type information pertinent to the status update.

Status of Focus Areas: By default, Remains Unchanged is selected. If you select Status has Changed, the New Priority drop-down list boxes next to the previously added focus areas permit you to edit the priority.

Focus Area: Add a new focus area to the status update. Select the priority of the focus area by clicking a Priority option button (High, Moderate, or Low), then type up to 200 characters in the text box provided. Click Add Focus Area. The new focus area appears beneath the list of existing focus areas for the delegation.

To add or delete an attachment, click the [image: image120.png]


 add attachment link. See the topic Attaching a File for further information.

To submit the status update, click the Submit button. The View Status Updates page appears and displays the status updates added to the delegation, including the one you've just added.

To exit the Add Status Update page without submitting a status update, click the Cancel button. The View Status Updates page appears and does not display a new status update.

3.4.14  XE "status updates, browsing" \* MERGEFORMAT Viewing Status Updates

You can view status updates for accepted and completed delegations. If the delegation has one or more status updates, the Status Updates page appears when you click the [image: image121.png]


 status updates link on the View Delegation Request page. If the accepted delegation has no status updates, the Add Status Update page displays.

To view the status updates for a delegation, click the [image: image122.png]


 status updates link that appears on the View Delegation Request page. The View Status Updates page appears (Figure 51).
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Figure 51: View Status Updates page

The Status Updates page displays the following:

· delegated function of the delegation

· contract/proposal number

· delegator’s name and CMO

· prime contractor’s name (and CAGE, if provided)

· subcontract number (if provided)

· update date

· update type

None of the information that appears on this page may be edited.

Click the Return to View Delegation button to return to the View Delegation Request page.

To view a specific status update, in the Status Updates tab, click the [image: image124.png]


  icon next to the status update you wish to view. See the topic Viewing a Status Update for further information.

To add a status update, click the [image: image125.png]


 add new status update link. The Add Status Update page displays. See the topic Adding a Status Update for further information.

3.4.15  XE "viewing a status update" \* MERGEFORMAT 

 XE "status update, viewing a" \* MERGEFORMAT Viewing a Status Update

You can view status updates for accepted and completed delegations. An accepted delegation that has no status updates will only permit you to add a status update. A completed delegation has at least one status update of Completion.

To view a status update, do the following:

1. On the View Delegation Request page, click the [image: image126.png]


 status updates link. The View Status Updates page appears.

2. On the View Status Updates page, in the Status Updates tab, click the [image: image127.png]


 icon next to the status update you wish to view. The View Status Update page appears (Figure 52).
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Figure 52: View Status Update page

The View Status Update page shows the following:

· delegated function of the delegation

· Contract/Proposal Number

· Status Update Author (CMO)

· Contractor Name (CAGE)

· Subcontract Number (if provided)

· Type of Status Update

· Advisory Report

· Other Comments

· Focus Areas Priority and description

· Attached Documents file name, date, and description

Click the Return to Status Updates button to see the View Status Updates page.

Click the Return to View Delegation button to see the View Delegation Request page.

3.5 Adding and Submitting a Delegation

3.5.1  XE "delegate functions, requesting" \* MERGEFORMAT Adding a Delegation

Any DCMA role can create a delegation for a DoD contract.

To create a new delegation, do the following:

1. On the Home page, click the Create a New Delegation link.

2. The New Delegation Request - Contract Search page appears (Figure 53).
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Figure 53: New Delegation Request - Contract Search page

3. Type your search criteria in at least one of the boxes. To search using partial information, use the wildcard character asterisk (*) to represent one or more characters.

· Contract Number: The prime contract number for a submitted, accepted, or completed delegation, or from MOCAS.

· Subcontract: A subcontract number for a submitted, accepted, or completed delegation.

· CAGE: The Commercial and Government Entity code assigned to the prime contractor.

· Contractor Name: The name of the prime contracting company.

4. Click the Continue button. If your user role is Functional Specialist, Commander/Commander Delegatee, or Administrator, search results display only contract numbers from contracts and delegations in your CMO. If your user role is HQ Administrator, search results display contract numbers from contracts and delegations in any DCMA CMO.

· If what you typed on the New Delegation Request - Contract Search page has no matches, the New Delegation Request - Search Results page displays "No Records Found..."

· If what you typed on the New Delegation Request - Contract Search page has one or more matching contracts or delegations, the New Delegation Request - Search Results page displays a list of matching contracts (Figure 54).
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Figure 54: New Delegation - Search Results page

The New Delegation Request - Search Results page displays up to 500 matching contracts in two columns:

Contract Number: Displays the contract number. A DCMA contract number present in MOCAS will display a link. If you click the link, the Contract View application will launch and display additional information. For assistance with using Contract View, see its online help system or user's manual.

Prime Contractor: Displays the name and CAGE of the prime contracting company.

To review the search results, click the buttons at the bottom of the page. See the topic Navigation Elements for further information.

To select a contract for the delegation, click the [image: image131.png]


 icon to create a delegation using one of the contracts displayed. The New Delegation Request page, Contract Info tab appears.

To search for other contracts, click the [image: image132.png]


 search again link. The New Delegation Request - Contract Search page displays. The New Delegation Request - Search Results page will show only 500 contract numbers. Use the search again link to refine your search criteria so that fewer results return.

Possible Reasons/Solutions for "No Records Found ..." message:

Misspelling of Contractor Name, etc. 

· When you search again, verify that all information is accurate before clicking the Continue button.

· When you search again, type an asterisk (*) in one of the text boxes and type no additional data. Click the Continue button. You can also combine the asterisk with partial information. For example, type 9* if the Contract Number is 92580. Click the Continue button.

The contract must be in MOCAS (inclusion in EDA or SICM is insufficient). 

· Verify whether the contract is in MOCAS by searching in the Contract View eTool. If the contract is not in MOCAS, you can contact a MOCAS administrator to have the contract added to MOCAS.

You are unable to see the contract because the search functionality filters by your primary and secondary DoDaacs as recorded in IWAM. You are only allowed to make an initial delegation against contracts in your area. You can sub-delegate outside contracts if that CMO sends the delegation to you. One of the following solutions should be helpful:

· If one of the CMOs (DoDaacs) in question is a child CMO of the other, then you should have both DoDaacs on your multi-DoDaac list in IWAM and you will be able to see contracts from both DoDaacs. Your supervisor should be able to determine whether you're in a child CMO and to arrange for the second DoDaac to be added to your list.
· If you are physically housed in the CMO for the prime contract and assigned Property Administrator responsibilities for that DoDaac, ask your supervisor if you can be assigned a secondary DoDaac in IWAM.
· Request that the QAR cognizant over the contract submit the primary delegation to you. When you receive the delegation in the Delegation eTool, you will be able to sub-delegate to the second tier subcontractor.
3.5.2  XE "contract info, adding (DCMA user role)" \* MERGEFORMAT 

 XE "adding contract info (DCMA user role)" \* MERGEFORMAT Adding and Editing Contract Info

The New Delegation Request page appears when you select contract information on the New Delegation - Search Results page. The Edit Delegation Request page appears when you choose to edit a submitted delegation. Both versions of the page display similar information on three tabs:

· The Contract Info tab, which displays the contract information and requires further information about the contract.

· The Delegate Functions tab, which is where you specify the tasks to be delegated. This general tab has a number of more specific tabs.

· The POCs tab, where you specify the points of contact responsible for the delegation.

Contract Info tab

The Contract Info tab displays by default when you view the New Delegation Request page (Figure 55).
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Figure 55: New Delegation Request page, Contract Info tab

Provide information on the Contract Info tab as follows:

Date of Request: Displays today's date.

Delegator Name/Org: Displays your name and organization name.

Service: Displays the service that has cognizance for that contract.

Buying Activity: Displays the buying activity that has cognizance for that contract.

Contract Information

Contractor CAGE: Displays the contractor CAGE for the prime contract you selected.

Contractor Name: Displays the name of the contracting company for the prime contract you selected.

Contract/Proposal Number: Displays the contract or proposal number that you selected.

Contract Date: Displays the contract effective date.

Final Delivery Date (FDD) of Contract (required): Type the FDD of the prime contract in the box provided using the format DD MON YYYY (e.g., 01 JAN 2006). Alternatively, click the [image: image134.png]


 icon to select the date from a calendar.

Subcontract Information

Subcontract Number: Type the number of the subcontract if it exists. If no subcontract exists, leave this box blank.

Subcontract Final Delivery Date (FDD): Type the date using the format DD MON YYYY (e.g., 01 JAN 2006). Alternatively, click the [image: image135.png]


 icon to select the date from a calendar. If no subcontract exists, leave this box blank.

Click the [image: image136.png]


 add new link to add another subcontract number and subcontract FDD. You can add up to five subcontracts to the delegation. The subcontract displayed at the bottom of the list displays as the lowest tier subcontract for the delegation.

Click the [image: image137.png]


 delete icon to delete a subcontract.

Supplier/Facility Location where work will be performed

CAGE: Type the CAGE that reflects where the work will be performed. Delegation 1.0 uses this information as the first option for identifying the DCMA delegatees for the delegation. To check the CAGE, click the [image: image138.png]


 icon. If the CAGE is present in DCMA's database, the contractor company name and address information will display in the boxes.

Facility Code: Type the facility code (a CAGE) for the location where the work will be performed. Delegation 1.0 uses this information as the second option for identifying the DCMA delegatees for the delegation. To check the CAGE, click the [image: image139.png]


 icon. If the CAGE is present in DCMA's database, the contractor company name and address information will display in the boxes.

Street Address 1-4: One or more boxes display address information If you provided a CAGE in the CAGE box or the Facility Code box and clicked the [image: image140.png]


  icon. Alternatively, type the correct street address in the boxes.

City: Displays the city if you provided a CAGE in the CAGE box or the Facility Code box and clicked the [image: image141.png]


 icon. Alternatively, type the city in the box.

State: Displays the state if you provided a CAGE in the CAGE box or the Facility Code box and clicked the [image: image142.png]


 icon. Alternatively, select the state from the list. This is required if the country is US - United States.

ZIP/Postal Code: If you selected a state, a 5-digit ZIP Code is required. This is particularly important if the CAGE and Facility Code boxes are blank and the supplier is in the United States. Delegation 1.0 uses this information as the third option for identifying the DCMA delegatees for the delegation. If the supplier is outside of the United States, type the international postal code in this box (optional) and select the country from the list (required).

Country: Select the country. This is required if the country is not US - United States. Delegation 1.0 uses this information as the fourth option for identifying the DCMA delegatees for the delegation.

Note: As stated above, in determining the Contract Management Team (CMT) for the delegation, the Delegation eTool routes delegations according to the following (in order of priority):

1. The Supplier/Facility Name CAGE (the first CAGE in the Supplier/Facility Location where work will be performed tab)

2. The Facility Code (CAGE)

3. The Supplier/Facility Zip Code

4. Country

In other words, if you type both a Supplier/Facility CAGE and a Facility Code, the Supplier/Facility CAGE will take priority and the delegation will be routed to the CMT for that CAGE. 

If you leave the Supplier/Facility CAGE blank and type a Facility Code and Zip Code, the Facility Code will take priority and the delegation will be routed to the CMT for that Facility Code (CAGE).

If you type the Zip Code only, the delegation will be routed to the CMT for the DoDaac associated with that Zip Code.

Finally, for an International delegation, the delegation will be routed to the CMT for the DoDaac associated with the Country Code.

Next Steps:

To save the delegation and finish it later, provide the required information (marked with a red asterisk *), then click the [image: image143.png]


 save delegation & finish later link. The saved draft delegation appears on the Requests page, Saved Request tab.

To continue, click the Save and Continue button or the Delegate Functions tab. The Delegate Functions tab displays. See the topic Adding and Editing Delegated Functions for further information.

3.5.3  XE "adding delegated functions (DCMA user roles)" \* MERGEFORMAT 

 XE "delegated functions, adding (DCMA user role)" \* MERGEFORMAT Adding and Editing Delegated Functions

The Delegate Functions tab appears when you click the Save and Continue button on the Contract Info tab or the Delegate Functions tab (Figure 56).
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Figure 56: New Delegation Request page, Delegate Functions tab

The top portion of the Delegate Functions tab displays the contract information that you provided on the Contract Info tab:

Date of Request: Displays today's date.

Contract/Proposal Number Displays the contract or proposal number that you selected. If no link appears on a contract number, then DCMA has no additional information about that contract. A DCMA contract number present in MOCAS will display a link. If you click the link, the Contract View application will launch and display additional information. For assistance with using Contract View, see its online help system or user's manual.

Contractor Name (CAGE): Displays the name and CAGE of the contracting company for the prime contract you selected.

Contract Date: Displays the contract effective date.

Final Delivery Date (FDD) of Contract: Displays the final delivery date of the prime contract.

PI Program: Displays program integration information for the contract/proposal number, if available. Only DCMA contract numbers will show a value for PI Program.

Delegator Name (CMO): Displays your name and CMO name.

Subcontract Number: Shows the last subcontract number if you provided any subcontract numbers on the Contract Info tab.

Final Delivery Date (FDD) of Subcontract: Shows the final delivery date of the last subcontract number if you provided any subcontract numbers on the Contract Info tab.

Service: Displays the service that has cognizance for that contract.

Buying Activity: Displays the buying activity that has cognizance for that contract.

Supplier/Facility Name (CAGE): Displays the name of the contracting company that is performing the work, or the name of the facility where work is performed.

Supplier/Facility Address: Displays street address information for the supplier/facility.

Supplier/Facility City: Displays the city for the supplier/facility.

Supplier/Facility State: Displays the state for the supplier/facility.

Supplier/Facility ZIP: Displays the 5-digit ZIP Code for the supplier/facility if the supplier is in the United States. If the supplier is outside of the United States, displays the international postal code.

Country: Displays the country for the supplier/facility.

The following tabs appear:

· Quality Assurance

· Manufacturing and Supply Chain Predictability

· Engineering

· Asset Management

· Financial Services

· Other Contract Admin

On each of these tabs:

· A red asterisk (*) indicates a required field.

· Multi-line text boxes display the number of permitted characters and the number of characters current in the box. You can type more characters in these boxes than the limits shown, but you can save and continue or save and finish later only if the permitted number of characters is equal to or less than the specified number.

· Spell check your work by clicking the [image: image145.png]


 spell check icon. See the topic Navigation Elements for further information.

3.5.4  XE "adding a Quality Assurance delegated function (DCMA user roles)" \* MERGEFORMAT 

 XE "Quality Assurance delegated function, adding (DCMA user role)" \* MERGEFORMAT Adding and Editing a Quality Assurance Delegated Function

The Quality Assurance tab appears by default when you view the Delegate Functions tab, either clicking the tab or clicking the Save and Continue button on the Contract Info tab (Figure 57).
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Figure 57: Quality Assurance tab

To add attachments to the delegation, click the [image: image147.png]


 Add Attachments link. See the topic Attaching a File.

To clear all data from the boxes after you have selected or typed information, click the Clear All Selections link.

On this tab:

· A red asterisk (*) indicates a required field.

· Multi-line text boxes display the number of permitted characters and the number of spaces, punctuation, letters, and numbers currently in the box. You can type more characters in these boxes than the limits shown, but you can save and continue or save and finish later only if the permitted number of characters is equal to or less than the specified number.

· Spell check your work by clicking the [image: image148.png]


 spell check icon. See the topic Navigation Elements for further information.

The Quality Assurance tab's Quality Assurance Requirements section has the following boxes:

Contract QA Requirement (required): Select one of the option buttons: Commercial (FAR 52.212-4), Standard Inspection (FAR 52.246-2 through 10), or Higher Level (FAR 52.246-11). If you select Higher Level, you can type additional information in the box next to the option.

Safety of Flight (SOF) (required): Select the option button for either Yes or No. Check whether the contractual reference shall be provided. If the check box is selected, then provide information in the text box.

Prime/Subcontract Standards (required): In the text box provided, type the relevant information using 1000 or fewer characters.

QA Request: Select the check boxes that apply. If the Other check box is selected, you can type additional information in the text box next to the option.

Product/Services Description (required): In the text box provided, type the relevant information using 600 or fewer characters.

Product Release: If it applies, select the check box for Request the Receiver be involved in releasing the product from the subcontractor's facility. Provide instructions for product release in the text area using 500 or fewer characters.

The Quality Assurance Instructions and Focus Areas sections appear below the Quality Assurance Requirements section (Figure 58).
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Figure 58: Quality Assurance Instructions and Focus Areas

Surveillance Strategy Plan:
· If the receiver is to provide an information copy of the surveillance plan to the delegator, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Waivers and Deviations:
· If the receiver is authorized to accept or reject the subcontractors' classification or disposition of minor waivers/deviations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the receiver is requested to provide comments and/or recommendations for major waivers or deviations submitted by the subcontractor for approval by the prime contractor and government customer, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Reporting Requirements:
· If the issue status shall be reported on an on-going basis for long-term/higher risk delegations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the issue status shall be reported at the completion of delegation, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If special reporting is required as indicated in the text box in this section, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Special Customer Requirements, Instructions, or Customer Outcomes: Type the relevant information in the box provided using 1000 or fewer characters.

Additional Remarks: Type the relevant information in the box provided using 1000 or fewer characters.

Focus Area (required):
· Choose whether the focus area is of High, Moderate, or Low priority by clicking one of the options. Once you click an option, you can select a different option.

· Type the relevant information in the box provided using 200 or fewer characters.

· Click the Add Focus Area button. The focus area and its description will appear at the bottom of the page.

· Click the [image: image150.png]


 icon to delete a focus area.

The bottom of each page displays a Previous button and a Save and Continue button. Clicking these buttons displays each tab in sequence. Alternatively, you can click the tabs to see the information on that tab. Click the Cancel button to return to the home page. An alert appears and allows you to choose whether to continue or to return to the page so that you can save your work as a draft and finish it later. Draft delegations appear on the Requests page, Saved Requests tab.

The Manufacturing and Supply Chain Predictability tab will display by default if you click the Save and Continue button.

3.5.5  XE "adding a Manufacturing and Supply Chain Predictability delegated function (DCMA user roles)" \* MERGEFORMAT 

 XE "Manufacturing and Supply Chain Predictability delegated function, adding (DCMA user role)" \* MERGEFORMAT Adding and Editing a Manufacturing and Supply Chain Predictability Delegated Function

The Manufacturing and Supply Chain Predictability tab appears when you click either the tab or the Save and Continue button on the Quality Assurance tab (Figure 59).
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Figure 59: Manufacturing and Supply Chain Predictability tab

To add attachments to the delegation, click the [image: image152.png]


 Add Attachments link. See the topic Attaching a File.

To clear all data from the boxes after you have selected or typed information, click the Clear All Selections link.

On this tab:

· A red asterisk (*) indicates a required field.

· Multi-line text boxes display the number of permitted characters and the number of spaces, punctuation, letters, and numbers currently in the box. You can type more characters in these boxes than the limits shown, but you can save and continue or save and finish later only if the permitted number of characters is equal to or less than the specified number.

· Spell check your work by clicking the [image: image153.png]


 spell check icon. See the topic Navigation Elements for further information.

The Manufacturing and Supply Chain Predictability tab's Manufacturing and Supply Chain Predictability Requirements section has the following boxes:

Defense Property Accounting System (DPAS) Rating: Displays the DPAS rating specified for the contract, if available.

Criticality Designator: Displays the criticality designator for the contract, if available.

Request Type: Select an option from the drop-down list.

Prime/Subcontract Standards (required): In the text box provided, type the relevant information using 1000 or fewer characters.

Product/Services Description (required): In the text box provided, type the relevant information using 600 or fewer characters.

The bottom part of the Manufacturing and Supply Chain Predictability tab shows the following (Figure 60).
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Figure 60: Manufacturing and Supply Chain Predictability Instructions and Focus Areas

Surveillance Strategy Plan:
· If the receiver is to provide an information copy of the surveillance plan to the delegator, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Waivers and Deviations:
· If the receiver is authorized to accept or reject the subcontractors' classification or disposition of minor waivers/deviations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the receiver is requested to provide comments and/or recommendations for major waivers or deviations submitted by the subcontractor for approval by the prime contractor and government customer, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Reporting Requirements:
· If the issue status shall be reported on an on-going basis for long-term/higher risk delegations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the issue status shall be reported at the completion of delegation, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If special reporting is required as indicated in the text box in this section, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Special Customer Requirements, Instructions, or Customer Outcomes: Type the relevant information in the box provided using 1000 or fewer characters.

Additional Remarks: Type the relevant information in the box provided using 1000 or fewer characters.

Focus Area (required):
· Choose whether the focus area is of High, Moderate, or Low priority by clicking one of the options. Once you click an option, you can select a different option.

· Type the relevant information in the box provided using 200 or fewer characters.

· Click the Add Focus Area button. The focus area and its description will appear at the bottom of the page.

· Click the [image: image155.png]


 icon to delete a focus area.

The bottom of each page displays a Previous button and a Save and Continue button. Clicking these buttons displays each tab in sequence. Alternatively, you can click the tabs to see the information on that tab. Click the Cancel button to return to the home page. An alert appears and allows you to choose whether to continue or to return to the page so that you can save your work as a draft and finish it later. Draft delegations appear on the Requests page, Saved Requests tab.

3.5.6  XE "adding an Engineering delegated function (DCMA user role)" \* MERGEFORMAT 

 XE "Engineering delegated function, adding (DCMA user role)" \* MERGEFORMAT Adding and Editing an Engineering Delegated Function

The Engineering tab appears when you click either the tab or the Continue button on the Manufacturing and Supply Chain Predictability tab (Figure 61).
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Figure 61: Engineering tab

To add attachments to the delegation, click the [image: image157.png]


 Add Attachments link. See the topic Attaching a File.

To clear all data from the boxes after you have selected or typed information, click the Clear All Selections link.

On this tab:

· A red asterisk (*) indicates a required field.

· Multi-line text boxes display the number of permitted characters and the number of spaces, punctuation, letters, and numbers currently in the box. You can type more characters in these boxes than the limits shown, but you can save and continue or save and finish later only if the permitted number of characters is equal to or less than the specified number.

· Spell check your work by clicking the [image: image158.png]


 spell check icon. See the topic Navigation Elements for further information.

The Engineering tab's Engineering Requirements section has the following boxes:

Engineering Requirements: Check all that apply.

EVMS Requirements: Check all Earned Value Management Systems requirements that apply.

EVMS DFAR References: Check all Earned Value Management Systems Defense Federal Acquisition Regulation references that apply.

Prime/Subcontract Standards (required): In the text box provided, type the relevant information using 1000 or fewer characters.

Product/Services Description (required): In the text box provided, type the relevant information using 600 or fewer characters.

The Engineering Instructions and Focus Areas sections appear below the Engineering Requirements section (Figure 62).
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Figure 62: Engineering Instructions and Focus Areas

Surveillance Strategy Plan:
· If the receiver is to provide an information copy of the surveillance plan to the delegator, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Waivers and Deviations:
· If the receiver is authorized to accept or reject the subcontractors' classification or disposition of minor waivers/deviations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the receiver is requested to provide comments and/or recommendations for major waivers or deviations submitted by the subcontractor for approval by the prime contractor and government customer, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Reporting Requirements:
· If the issue status shall be reported on an on-going basis for long-term/higher risk delegations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the issue status shall be reported at the completion of delegation, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If special reporting is required as indicated in the text box in this section, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Special Customer Requirements, Instructions, or Customer Outcomes: Type the relevant information in the box provided using 1000 or fewer characters.

Additional Remarks: Type the relevant information in the box provided using 1000 or fewer characters.

Focus Area (required):
· Choose whether the focus area is of High, Moderate, or Low priority by clicking one of the options. Once you click an option, you can select a different option.

· Type the relevant information in the box provided using 200 or fewer characters.

· Click the Add Focus Area button. The focus area and its description will appear at the bottom of the page.

· Click the [image: image160.png]


 icon to delete a focus area.

The bottom of each page displays a Previous button and a Save and Continue button. Clicking these buttons displays each tab in sequence. Alternatively, you can click the tabs to see the information on that tab. Click the Cancel button to return to the home page. An alert appears and allows you to choose whether to continue or to return to the page so that you can save your work as a draft and finish it later. Draft delegations appear on the Requests page, Saved Requests tab.

3.5.7  XE "adding an Asset Management delegated function (DCMA user roles)" \* MERGEFORMAT 

 XE "Asset Management delegated function, adding (DCMA user roles)" \* MERGEFORMAT Adding and Editing an Asset Management Delegated Function

The Asset Mgmt tab appears when you click either the tab or the Continue button on the Engineering tab (Figure 63).

[image: image161.png]HELP | FEEDBACK | EXIT

Delegation 1.0 [y

New Delegation Request
Add all information to describe your delegation and click "Save and Continue.” All fields with a red asterisk are required.

Contract Info | IS0 | POCs | H save request & finish later.
Date of Request 237UN 2010 Service AIR FORCE
Contract/Proposal Number F42630 048 Buying Activity QP - 00-ALC/PK
Contractor Name (CAGE) SYNERGY INC (1H581) Supplier/Facility Name  ICF Intemational ()
Contract Date 30 SEP 2003 (Ex3)
Final Delivery Date (FDD) of Contract 30 SEP 2006 Rt G Gl 0300 Lee Highway
PIProgram Not Available EnpERE Y EY (Z3
Delegator Name (CMO) Terri Gray (DCMA VIRGINIA) SR sEn g
e T Supplier/Faciliy ZIP 22031
Final Delivery Date (FDD) of Subcontract ot
Quality Assurance | Mfa & Supply Chain Predictability | Engineering [ /E5SY TTIH | Financial Services | Other Contract Admin |
© dd attachments
Asset Management Requirements Clear All Selections
O T @ property Administration O Transportation O Plant Clearance
cnaciives) A - FIXED PRICE REDETERMINATION
Type of Property ‘Special Tooling Materials
‘Special Test Equipment Unique Federal Property (UFP)
Equipment Other [Example Text
Real Property
Property Delegation Other
* Prime/Subcontract Standards Plesze limit your antry to 1000 charactars or faver. 12 charsctars sntered.
Example Text g
*Product/Services Description Plasze limit your antry to 600 charactars or faver. 12 charactars anterad.
Example Text g
v





Figure 63: Asset Mgmt tab

To add attachments to the delegation, click the [image: image162.png]


 Add Attachments link. See the topic Attaching a File.

To clear all data from the boxes after you have selected or typed information, click the Clear All Selections link.

On this tab:

· A red asterisk (*) indicates a required field.

· Multi-line text boxes display the number of permitted characters and the number of spaces, punctuation, letters, and numbers currently in the box. You can type more characters in these boxes than the limits shown, but you can save and continue or save and finish later only if the permitted number of characters is equal to or less than the specified number.

· Spell check your work by clicking the [image: image163.png]


 spell check icon. See the topic Navigation Elements for further information.

The Asset Mgmt tab's Asset Management Requirements section has the following boxes:

Asset Management Kind (required): Select the Asset Management kind for the delegation. These option buttons appear only for delegations created by DCMA user roles, not for the External DoD Customer.

Contract Type: Select the type of contract from the drop-down list.

Type of Property: Check all that apply. Use the Other option to specify property not listed in the options.

Property Delegation: Select an option from the drop-down list.

Prime/Subcontract Standards (required): In the text box provided, type the relevant information using 1000 or fewer characters.

Product/Services Description (required): In the text box provided, type the relevant information using 600 or fewer characters.

The Asset Management Instructions and Focus Areas sections appear below the Asset Management Requirements section (Figure 64).
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Figure 64: Asset Management Instructions and Focus Areas

Surveillance Strategy Plan:
· If the receiver is to provide an information copy of the surveillance plan to the delegator, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Waivers and Deviations:
· If the receiver is authorized to accept or reject the subcontractors' classification or disposition of minor waivers/deviations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the receiver is requested to provide comments and/or recommendations for major waivers or deviations submitted by the subcontractor for approval by the prime contractor and government customer, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Reporting Requirements:
· If the issue status shall be reported on an on-going basis for long-term/higher risk delegations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the issue status shall be reported at the completion of delegation, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If special reporting is required as indicated in the text box in this section, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Special Customer Requirements, Instructions, or Customer Outcomes: Type the relevant information in the box provided using 1000 or fewer characters.

Additional Remarks: Type the relevant information in the box provided using 1000 or fewer characters.

Focus Area (required):
· Choose whether the focus area is of High, Moderate, or Low priority by clicking one of the options. Once you click an option, you can select a different option.

· Type the relevant information in the box provided using 200 or fewer characters.

· Click the Add Focus Area button. The focus area and its description will appear at the bottom of the page.

· Click the [image: image165.png]


 icon to delete a focus area.

The bottom of each page displays a Previous button and a Save and Continue button. Clicking these buttons displays each tab in sequence. Alternatively, you can click the tabs to see the information on that tab. Click the Cancel button to return to the home page. An alert appears and allows you to choose whether to continue or to return to the page so that you can save your work as a draft and finish it later. Draft delegations appear on the Requests page, Saved Requests tab.

3.5.8  XE "adding a Financial Services delegated function (DCMA user roles)" \* MERGEFORMAT 

 XE "Financial Services delegated function, adding (DCMA user role)" \* MERGEFORMAT Adding and Editing a Financial Services Delegated Function

The Financial Services tab appears for DCMA users, not for External DoD Customer users. It appears when you click either the tab or the Continue button on the Financial Services tab (Figure 65).
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Figure 65: Financial Services tab

To add attachments to the delegation, click the [image: image167.png]


 Add Attachments link. See the topic Attaching a File.

To clear all data from the boxes after you have selected or typed information, click the Clear All Selections link.

On this tab:

· A red asterisk (*) indicates a required field.

· Multi-line text boxes display the number of permitted characters and the number of spaces, punctuation, letters, and numbers currently in the box. You can type more characters in these text boxes than the limits shown, but you can save and continue or save and finish later only if the permitted number of characters is equal to or less than the specified number.

· Spell check your work by clicking the [image: image168.png]


 spell check icon. See the topic Navigation Elements for further information.

The Financial Services tab's Financial Services Requirements section has the following boxes:

Prime/Subcontract Standards (required): In the text box provided, type the relevant information using 1000 or fewer characters.

Product/Services Description (required): In the text box provided, type the relevant information using 600 or fewer characters.

The Financial Services Instructions and Focus Areas sections appear below the Financial Services Requirements section (Figure 66).
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Figure 66: Financial Services Instructions and Focus Areas

Surveillance Strategy Plan:
· If the receiver is to provide an information copy of the surveillance plan to the delegator, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Waivers and Deviations:
· If the receiver is authorized to accept or reject the subcontractors' classification or disposition of minor waivers/deviations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the receiver is requested to provide comments and/or recommendations for major waivers or deviations submitted by the subcontractor for approval by the prime contractor and government customer, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Reporting Requirements:
· If the issue status shall be reported on an on-going basis for long-term/higher risk delegations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the issue status shall be reported at the completion of delegation, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If special reporting is required as indicated in the text box in this section, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Special Customer Requirements, Instructions, or Customer Outcomes: Type the relevant information in the box provided using 1000 or fewer characters.

Additional Remarks: Type the relevant information in the box provided using 1000 or fewer characters.

Focus Area (required):
· Choose whether the focus area is of High, Moderate, or Low priority by clicking one of the options. Once you click an option, you can select a different option.

· Type the relevant information in the box provided using 200 or fewer characters.

· Click the Add Focus Area button. The focus area and its description will appear at the bottom of the page.

· Click the [image: image170.png]


 icon to delete a focus area.

The bottom of each page displays a Previous button and a Save and Continue button. Clicking these buttons displays each tab in sequence. Alternatively, you can click the tabs to see the information on that tab. Click the Cancel button to return to the home page. An alert appears and allows you to choose whether to continue or to return to the page so that you can save your work as a draft and finish it later. Draft delegations appear on the Requests page, Saved Requests tab.

3.5.9  XE "adding an Other Contract Administration delegated function (DCMA user roles)" \* MERGEFORMAT 

 XE "Other Contract Administration delegated function, adding (DCMA user role)" \* MERGEFORMAT Adding and Editing an Other Contract Administration Delegated Function

The Other Contract Admin tab appears for DCMA users, not for External DoD Customer users. It appears when you click either the tab or the Continue button on the Financial Services tab (Figure 67).
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Figure 67: Other Contract Admin tab

To add attachments to the delegation, click the [image: image172.png]


 Add Attachments link. See the topic Attaching a File.

To clear all data from the boxes after you have selected or typed information, click the Clear All Selections link.

On this tab:

· A red asterisk (*) indicates a required field.

· Multi-line text boxes display the number of permitted characters and the number of spaces, punctuation, letters, and numbers currently in the box. You can type more characters in these boxes than the limits shown, but you can save and continue or save and finish later only if the permitted number of characters is equal to or less than the specified number.

· Spell check your work by clicking the [image: image173.png]


 spell check icon. See the topic Navigation Elements for further information.

The Other Contract Admin tab has the following boxes:

Prime/Subcontract Standards (required): In the text box provided, type the relevant information using 1000 or fewer characters.

Product/Services Description (required): In the text box provided, type the relevant information using 600 or fewer characters.

The Other Contract Administration Instructions and Focus Areas sections appear below the Other Contract Administration Requirements section (Figure 68).
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Figure 68: Other Contract Administration Instructions and Focus Areas

Surveillance Strategy Plan:
· If the receiver is to provide an information copy of the surveillance plan to the delegator, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Waivers and Deviations:
· If the receiver is authorized to accept or reject the subcontractors' classification or disposition of minor waivers/deviations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the receiver is requested to provide comments and/or recommendations for major waivers or deviations submitted by the subcontractor for approval by the prime contractor and government customer, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Reporting Requirements:
· If the issue status shall be reported on an on-going basis for long-term/higher risk delegations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the issue status shall be reported at the completion of delegation, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If special reporting is required as indicated in the text box in this section, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Special Customer Requirements, Instructions, or Customer Outcomes: Type the relevant information in the box provided using 1000 or fewer characters.

Additional Remarks: Type the relevant information in the box provided using 1000 or fewer characters.

Focus Area (required):
· Choose whether the focus area is of High, Moderate, or Low priority by clicking one of the options. Once you click an option, you can select a different option.

· Type the relevant information in the box provided using 200 or fewer characters.

· Click the Add Focus Area button. The focus area and its description will appear at the bottom of the page.

· Click the [image: image175.png]


 icon to delete a focus area.

The bottom of each page displays a Previous button and a Save and Continue button. Clicking these buttons displays each tab in sequence. Alternatively, you can click the tabs to see the information on that tab. Click the Cancel button to return to the home page. An alert appears and allows you to choose whether to continue or to return to the page so that you can save your work as a draft and finish it later. Draft delegations appear on the Requests page, Saved Requests tab.

When you click the Save and Continue button, the POCs tab appears. See the topic Adding Points of Contact (POCs) for further information about adding points of contact to your delegation.

3.5.10  XE "points of contact, adding (DCMA user roles)" \* MERGEFORMAT Adding Points of Contact (POCs)

Points of contact (POCs) receive E-Mail messages when you submit any of the delegated functions and when other actions occur. See the topic E-Mail Messages for further information.

Note: The POC is not the Delegatee or the person actually working the delegation. The POC is simply a person you would like to receive E-Mail notifications during benchmark points in the delegation process. The POC receives E-Mail notifications regarding the delegation, but doesn't actually work the delegation.

The Delegatees work the delegation. The Delegation eTool should automatically route the delegation to the appropriate delegatees based upon contract management team (CMT) mappings (see the Note in the topic Adding and Editing Contract Info). 

You can add additional delegatees on the Review New Delegation Request, which appears after you click the Review then Submit button. See the subtopic Adding a Delegatee in the topic Reviewing and Submitting a Delegation.

When you click the Save and Continue button at the bottom of the New Delegation Request page, the next delegated function tab appears. After the last delegated function tab, the POCs tab appears. The POCs tab also displays when you click it (Figure 69).
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Figure 69: New Delegation Request page, POCs tab

To add a contact to the delegation, do the following:

1. Click the [image: image177.png]


 add contacts link. The Search for a Contact page appears (Figure 70).

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

Delegation 1.0

Home | Workload | Requests | Search Delegations | Reassign Workload | Reports.

Search for a Contact
Search for the contact you wish to add to your delegation.

Search Criteria

First Name ==

Last Name





Figure 70: Search for a Contact page

2. Type information in at least one of the boxes. To reduce the number of returned matches, provide information in both boxes. To search using partial information, use the wildcard character asterisk (*) to represent one or more characters.

3. Click the Search button. The Search Results page appears (Figure 71).
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Figure 71: Contacts Search Results page

4. From the Contacts Search Results page, you can perform one of four options:

To select a contact from the search results, click the [image: image180.png]


 icon in the row where the name appears. The POCs tab appears and display the person's information. Repeat steps 1 through 4 to search for more contacts to add to the delegation.

To search again without selecting a contact, click the [image: image181.png]


  search again link. The Search for a Contact page appears.

To close the Search Results page without selecting a contact, click the Return to Delegation Request button.

To add a contact who does not appear in the search results, do the following:

1. Click the [image: image182.png]


 add new contact link. The Add New Contact page appears (Figure 72).
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Figure 72: Add New Contact page

2. Type the contact information in the boxes provided, then click the Add Contact button.

3. The New Delegation Request page appears and displays the POCs tab with the new point of contact added to the delegation (Figure 73).
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Figure 73: New Delegation Request page, POCs tab, with a point of contact added

To add more contacts to the delegation, repeat steps 1 through 4 for adding a contact to the delegation.

Click the Review then Submit button to proceed to the Review Delegation Request page.

3.5.11  XE "reviewing and submitting a delegation (DCMA user role)" \* MERGEFORMAT Reviewing and Submitting a Delegation

When you click the Review then Submit button, the Review New Delegation Request page appears and displays tabs for each delegated function that you edited. If an alert appears, see the topics Missing Data Alert and Missing Delegatee Alert at the end of this topic.

The Contract Management Team (CMT) application manages who is assigned to which team and role type. If the team has mappings that include all of the relevant CMT user roles, then each delegation would have the following default delegatees:

Quality Assurance: Default delegatees are the Team Lead, ACO, and Quality Assurance Representative (Figure 74).
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Figure 74: Review New Delegation page, Quality Assurance tab

Manufacturing and Supply Chain Predictability: Default delegatees are the Team Lead, ACO, Flight Ops, and Industrial Specialist (Figure 75).
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Figure 75: Review New Delegation page, Manufacturing and Supply Chain Predictability tab

Engineering: Default delegatees are the Team Lead, ACO, Engineer, and Engineering & Mfg Technology Specialist (Figure 76).
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Figure 76: Review New Delegation page, Engineering tab

Asset Management: Default delegatees are the Team Lead, ACO, Freight Rate Specialist, Plant Clearance Officer, Property Administrator, and Transportation Officer (Figure 77).
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Figure 77: Review New Delegation page, Asset Management tab

Financial Services: Default delegatees are the Team Lead, ACO, Procurement Technician, and Price Analyst (Figure 78).
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Figure 78: Review New Delegation page, Financial Services tab

Other Contract Administration: Default delegatees are the Team Leader Contracts, ACO, Contract Administrator, Contract Management Assistant, Contract Specialist, Other Role, Preaward Survey Manager, Program Integrator, Safety Specialist, Small Business Specialist, and Termination Contracting Officer (Figure 79).
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Figure 79: Review New Delegation page, Other Contract Administration tab

Review the information for each delegated function by clicking the tab then scrolling to view the page. You can view an attachment by clicking the [image: image191.png]


 icon next to it.

Adding a Delegatee
To add a delegatee to a delegated function, type the person's DCMA E-Mail address in the Add Delegatee box in the delegated function tab. Click the [image: image192.png]


 Add Delegatee link. You cannot add a delegatee who does not have a DCMA E-Mail address. See the topic E-Mail Messages for information about which messages are sent to delegatees.

To copy the delegation and all of the delegated functions, click the [image: image193.png]


  copy delegation link. The copy will show the same information for the contract, subcontract, supplier/facility, delegated functions, and POCs as you provided on the original delegation.

To edit a delegated function, click the [image: image194.png]


 edit icon. The New Delegation Request page appears with the Contract Info tab displayed so that you can make corrections.

To save the delegation and finish it later, click the Save Request & Finish Later button. Your delegation appears on the Requests page, Saved Requests tab.

To submit the delegated function(s), click the Submit button. Delegated functions that have all required data and at least one delegatee are submitted to DCMA. Delegations that cannot be submitted appear on the Requests page, Saved Requests tab. Delegated functions that are submitted appear on the Requests page, Active Requests tab. See the topic E-Mail Messages for information about messages sent on submit.

Missing Delegatee Alert

An alert displays when you click the Review then Submit button if the supplier/facility information did not identify a contract management team with delegatees. A contract management team has a specified team lead, administrative contracting officer (ACO), and functional specialist(s) responsible for reviewing delegations for the supplier/facility CAGE, code, ZIP Code, or country. If one or more delegated functions have no delegatees, an alert appears and describes the issue (Figure 80).
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Figure 80: Review New Delegation Request page with missing delegatee alert

Click the OK button. On the Review New Delegation Request page, click each delegated function tab. If no delegatee is specified, then you will need to add at least one delegatee to be able to submit the delegation.

Missing Data Alert

An alert displays when you click the Submit button if you have missed required data. If this occurs, you will need to provide the required data on the delegated function (Figure 81). Note that a delegated function can be submitted only if it has all required data and at least one delegatee.
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Figure 81: Review New Delegation Request page with missing data, missing delegatee alert

3.5.12  XE "deleting a delegation" \* MERGEFORMAT Deleting a Saved or Submitted Delegation

The Requests page, Active Requests tab and Saved Requests tab allow you to delete a delegation if both of the following conditions apply:

1. You created it. You cannot delete another person's delegations.

2. The delegation's status is Draft, Submitted, or Rejected. You cannot delete delegations with the statuses Accepted or Completed.

Draft delegations: If you delete a draft delegation by using the Requests page, all delegated functions for that delegation are deleted. See the topic for adding and editing the delegated function for an explanation of deleting a single delegated function from a draft delegation.

Submitted or rejected delegations: If you delete a submitted or rejected delegation, only the specified delegated function for that delegation is deleted. For example, if you specified Quality Assurance and Asset Management delegated functions, submitted the delegation, then deleted the Asset Management delegation, the Quality Assurance delegation would remain.

You cannot un-delete or retrieve a deleted delegation.

To delete a delegation, do the following:

1. On the Requests page, on either the Saved Requests tab or the Active Requests tab, click the [image: image197.png]


 icon next to the delegation you wish to delete. A dialog box displays a message requesting you to confirm the deletion. 

2. Click the OK button to delete the delegation.

3.6 Managing Delegations

3.6.1  XE "completing a delegation" \* MERGEFORMAT Completing a Delegation

A delegation can be completed when both of the following conditions are met:

· The most recent status update is Completion. See the topic Adding a Status Update.

· Any child delegations against the delegation (either sub-delegations or re-delegations) are completed.

A delegator can complete any delegation that he or she submitted, and other delegations as follows:

· The External DoD Customer can complete any delegation submitted by their buying activity.

· The Commander and Administrator user roles can complete delegations submitted by persons in their CMO.

· The HQ Administrator can complete any delegation.

To complete an accepted delegation, do the following:

1. On the Requests page, Active Requests tab, click the [image: image198.png]


 icon next to the delegation you wish to complete. The View Delegation Request page appears.

2. On the View Delegation Request page, click the [image: image199.png]


 complete delegation link. This link appears only when the most recent status update is Completion, and the acceptor added the status update (Figure 82).
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Figure 82: View Delegation Request page with complete delegation link

3. The Delegation Request Completed page appears (Figure 83).
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Figure 83: Delegation Request Completed page

4. Type comments in the box provided. Click the Complete & Send button.

5. The delegation's status is Completed. The delegation appears on the Completed Requests page for 60 days after you complete it. After 60 days elapse, use the Search Delegations link in the menu to view the completed delegation.

3.6.2 Viewing a Completed Delegation

Once a delegation is completed, the links at the top of the page and the buttons at the bottom of the page change (Figure 84, Figure 85).
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Figure 84: External DoD Customer's View Delegation Request page for a completed delegation
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Figure 85: DCMA user role's View Delegation Request page for a completed delegation

To view a completed delegation, do the following:

1. Locate the completed delegation you wish to view.

- Click the Workload link on the menu bar. On the Workload page, click the Completed tab.

- Click the Requests link on the menu bar. On the Requests page, click the Completed Requests tab.

- Also, see the topic Searching for a Delegation.

2. Click the view icon for the delegation. The View Delegation Request page appears.

On the View Delegation Request page, you can:

· copy delegation

· print view

· delegation history

· view status updates

· click the Cancel button to return to the Home page.

3.6.3  XE "completed delegation, reopening" \* MERGEFORMAT Re-Opening a Completed Delegation

A delegator can re-open a completed delegation that appears on the Requests page, Completed Request tab.

· A Commander or Administrator can re-open any delegation submitted from their CMO.

· An HQ Administrator can re-open any delegation.

When a delegation is re-opened, you cannot save a re-opened delegation as a draft to edit and submit it later.

To re-open a delegation, do the following:

1. Locate the completed delegation.

· If the delegation was completed more than 60 days ago, use the Search Delegations menu option to locate the delegation.

· If you are the delegator, view the Requests page, Completed Requests tab.

· If you are a Commander, Administrator, or HQ Administrator, view the Workload page, Completed Requests tab.

2. Click the [image: image204.png]


 icon next to the completed delegation that you wish to re-open.

3. An alert box prompts you to confirm that you wish to re-open the delegation. Click the OK button.

4. The Edit Delegation Request page appears and displays the Contract Info tab (Figure 86).

[image: image205.png]HELP | FEEDBACK | EXIT

Delegation 1.0 [0

Edit Delegation Request
AT Deleqate Functins |POGs

Date of Request 26 0T 2009
Service NavY
[ “Contract Information 1
Contractor CAGE 074z
Contractor Name ‘GENERAL ELECTRIC COMPANY
Contract/Proposal Number N00D14-03-C-0267
Contract Date 15 AUG 2003
*Final Delivery Date (FOD) of Contract 39 52p 2011 | B
[“Subcontract Information_J D addnew
© [SUBCONTRACTH 30 SEP 2011

Delegator Lois Keamey (DCMA AIRCRAFT PROPULSION
Name/org OPERATIONS - GE LYNN)
Buying Activity  EE - ONR
be performed
Qemcs

Faciity Code. Qemcs
e ICF INCORPORATED, LL.C

j=ies 19300 LEE HWY STE LBBY

Address 1

Street

Address 2

Street

Address 3

Street

Address 4

= FARFAX

State VA v

21P/Postal

2k 22031

Country, US - UNITED STATES ]





Figure 86: Edit Delegation Request page, Contract Info tab

· You can edit the prime contract final delivery date, the subcontract information, and the supplier/facility information.

· If you modify the supplier/facility CAGE, facility code, state and ZIP code or country, the default delegatees for the sub-delegation might change. Delegatees added manually remain.

· Click the Delegate Functions tab or POCs tab to edit that information.

· If you click the Cancel button, the delegation's status remains Completed and any information that you edited is not saved.

5. Click the Delegate Functions tab to review the information (Figure 87).
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Figure 87: Edit Delegation Request page, Delegate Function tab

6. Click the POCs tab to review the points of contact added to the delegation when it was first submitted (Figure 88).
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Figure 88: Edit Delegation Request page, POCs tab

7. Click the Review then Re-Open button on any of the tabs. The Review Updated Delegation Request page displays (Figure 89).
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Figure 89: Review Updated Delegation Request page

8. Review the information. To return to the Edit Delegation Request page, click the [image: image209.png]


 edit link. You can add delegatees manually.

9. On the Review Updated Delegation Request page, click the Re-Open button to submit the delegation. Delegation sends an E-Mail message when a delegation is re-opened. See the topic E-Mail Messages for further information.

10. The View Delegation Request page appears and displays the re-opened delegation. The delegation's status is Accepted. The delegation also appears on the delegator's Requests page, Active Requests tab, and on the last recorded acceptor's Workload page, Active Requests tab and CMO Requests tab.

3.6.4  XE "reassigning a delegation" \* MERGEFORMAT 

 XE "accepted delegation, reassigning (DCMA user roles)" \* MERGEFORMAT Reassigning a Delegation

The [image: image210.png]


 reassign link appears on the View Delegation Request page for DCMA user roles.

· A person who is assigned the Functional Specialist user role can reassign delegations where that person is the delegator or acceptor of the delegation.

· A person who is assigned either the Commander/Commander Delegatee or Administrator user role can reassign delegations delegated by or accepted by their CMO.

· A person who is assigned the HQ Administrator user role can reassign the delegator or acceptor for any submitted or accepted delegation.

The Commander/Commander Delegatee, Administrator, and HQ Administrator user roles can use Reassign Workload to reassign one or more delegations. See the topic Reassigning Workload for further information.

To reassign a delegation, do the following:

1. On the View Delegation Request page for an accepted delegation, click the [image: image211.png]


 reassign link (Figure 90).
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Figure 90: Reassign link on the View Delegation Request page

2. The Reassign page displays (Figure 91).
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Figure 91: Reassign page

3. The Reassign page displays information about the delegation so that you can confirm that you are providing an update for the correct delegation.

Delegated function of the delegation: Appears next to the page title.

Contract number: Prime contract number of the delegation.

Subcontract #: Lowest level subcontract number of the delegation. This can be blank.

Contractor: Name of the company that is the prime contractor for the contract.

Date of Delegation Request: Date that the delegation was submitted.

Current Delegator: Typically the person who submitted the delegation.

Current Acceptor: Typically the person who accepted the delegation.

Reassign: displays whether you are reassigning your role as the delegator or acceptor.

Reassign to E-Mail (required): Type the E-Mail address of the person who will receive the reassigned delegation.

Comments: Type information pertinent to the status update.

4. Click the Reassign Delegation button. The home page appears. The delegation is reassigned. See the topic E-Mail Messages for further information about who receives notifications of reassignments.

HQ Administrators

A person who is assigned the HQ Administrator user role sees an additional required selection on the Reassign page.

Reassign (required): Select whether you wish to reassign the delegation to a different person who will be the delegator versus the acceptor (Figure 92).

The other steps of reassigning a delegation are the same as for the other Delegation user roles.
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Figure 92: HQ Administrator's Reassign page

3.6.5  XE "reassigning workload" \* MERGEFORMAT 

 XE "workload reassignment (DCMA user roles)" \* MERGEFORMAT Reassigning Workload

The Reassign Workload menu option appears for the DCMA user roles.

A person who is assigned the Functional Specialist user role can reassign delegations where that person is the delegator, delegatee, or acceptor. Commanders, Administrators, and HQ Administrators have greater scope in reassigning delegations.

Functional Specialists

To reassign one or more delegations, and you are assigned the Functional Specialist user role, do the following:

1. Click the Reassign Workload link on the menu bar.

2. The Reassign Workload page appears and displays the delegations for which you are the delegator, a delegatee, or the acceptor. Up to 500 delegations will display (Figure 93).
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Figure 93: Reassign Workload page

3. Provide the following information:

Reassign to E-Mail (required): Type the E-Mail address of the person who will receive the reassigned work.

Select delegation(s) to reassign: Click the checkbox in the first column heading to select or deselect all displayed delegations for reassignment. Click a checkbox next to a particular delegation to select it to be reassigned.

4. Click the Reassign Workload button. The delegations are reassigned to the person you specified. Alternatively, click the Cancel button to return to the home page without reassigning your work. See the topic E-Mail Messages for information about the E-Mail notifications sent when workload is reassigned.

Commanders, Administrators, and HQ Administrators

Persons assigned the Commander, Administrator, and HQ Administrator can reassign workload assigned to a delegator, delegatee, or acceptor.

A Commander and an Administrator can reassign submitted or accepted delegations for any person in their CMO who is a delegator, delegatee, or acceptor.

An HQ Administrator can reassign the delegator, delegatee, or acceptor for any delegation that is submitted or accepted.

To reassign one or more delegations, do the following:

1. Click the Reassign Workload link on the menu bar. The Reassign Workload Search page displays (Figure 94).
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Figure 94: Reassign Workload Search page

2. Type your search criteria in at least one of the boxes. To search using partial information, use the wildcard character asterisk (*). Note that User E-Mail can be either a DCMA or a non-DCMA account.

3. Click the Search button. The Reassign Workload page appears and displays the workload for that person (Figure 95).

[image: image217.png]HELP | FEEDBACK | EXIT

Delegation 1.0 [0

Reassign Workload

*Reassign To E-Mail
[ Delegations ] q
Delegator /
Assignment  Delegatee /
Type Acceptor Contract # Delegated Function Status __Subcontract # __ Supplier / Fac
[ |Acceptor [Terri Gray Manufacturing and Supply Chain Predictability Accepted ICF International
[ |pelegatee | Terri Gray Asset Management Submitted |SUBS 1CF INCORPORATED, L.|
[ |pelegatee | Terri Gray Engineering Submitted |SUBS 1CF INCORPORATED, L.|
[ |pelegatee | Terri Gray Engineering Submitted 1CF INCORPORATED, L.|
[ |pelegatee | Terri Gray Financial Services Submitted |SUBS 1CF INCORPORATED, L.|
[ |pelegatee | Terri Gray Manufacturing and Supply Chain Predictability Submitted 1CF INCORPORATED, L.|
[ |pelegatee | Terri Gray Other Contract Administration Submitted |SUBS 1CF INCORPORATED, L.|
[ |pelegatee | Terri Gray Quality Assurance Submitted 1CF INCORPORATED, L.|
[ |pelegator | Terri Gray Manufacturing and Supply Chain Predictability Accepted ICF International
Reassign Workload





Figure 95: Reassign Workload page

4. Review the search results. If the delegations are not the ones you need, click the [image: image218.png]


  search again link. The Reassign Workload Search page appears. Alternatively, click the Cancel button to return to the home page.

If the delegations shown are those that you need to reassign, provide the following information:

Reassign to E-Mail (required): Type the E-Mail address of the person who will receive the reassigned work.

Select delegation(s) to reassign: Click the check box in the first column heading to select or deselect all displayed delegations for reassignment. Click a check box next to a particular delegation to select it to be reassigned.

5. Click the Reassign Workload button. The delegations are reassigned to the person you specified. See the topic E-Mail Messages for information about the E-Mail notifications sent when workload is reassigned.

4 External DoD Customer User Role's Tasks

4.1  XE "home page (External DoD Customer)" \* MERGEFORMAT External DoD Customer's Home page

If you are assigned the External DoD Customer role, the home page that appears when you click the icon for Delegation 1.0 displays four menu options and one link (Figure 96).
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Figure 96: Home page for External DoD Customer

From this page, you can create a new delegation.

The Help, Feedback, Exit, and user name links are explained in Navigation Elements.

Menu options are as follows:

Home: Displays the Home page where you can create a delegation.

Requests: Displays the Requests page where you can see a list of active, saved, and completed delegations that you have initiated.

Search Delegations: Displays the Search page where you can search with criteria that you provide for delegations created by your organization. For information on using the search function, see the topic Searching for a Delegation.

Reports: A new browser window appears and displays a page that shows the reports functionality. 

4.2  XE "requests page" \* MERGEFORMAT Viewing Active, Saved, and Completed Delegations

The Requests page appears when you click the Requests link in the menu bar. This page displays delegations that you created, saved, submitted, or completed. The delegations appear on three tabs:

Active Requests: Displays delegations that you submitted to DCMA, and delegations that DCMA accepted or rejected.

Saved Requests: Displays delegations that you created and saved. Only you can see these delegations.

Completed Requests: Displays your delegations that DCMA completed in the last 60 days. If the delegation was completed more than 60 days ago, use the Search Delegations menu option to locate the delegation.

4.2.1 Requests page, Active Requests tab

The Active Requests tab appears by default when you open the Requests page (Figure 97).
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Figure 97: Requests page, Active Requests tab

The Active Requests tab displays the delegations that you have submitted and delegations that DCMA has accepted or rejected.

First column: Displays the [image: image221.png]


, [image: image222.png]


, and [image: image223.png]


 icons next to each delegation until it has been accepted. Once a delegation has been accepted, only the [image: image224.png]


 icon appears next to it.

· Click the [image: image225.png]


 icon to view a submitted delegation or to view an accepted delegation.

· Click the [image: image226.png]


 icon to edit a submitted delegation. Either you or a DCMA delegatee can edit a submitted delegation.

· Click the [image: image227.png]


 icon to delete a submitted delegation.

Contract #: Displays the contract number associated with the delegation.

Delegated Function: Displays which function was delegated.

Acceptance/Suspense Date: Displays the suspense date for submitted delegations, and the word Accepted for accepted delegations. If the delegation was rejected, the word Rejected appears.

Acceptor/Rejector: Displays the name and location of the person at the DCMA CMO who accepted or rejected the delegation. View the CMO name by placing the mouse cursor over the person's name. If the delegation's status is Submitted, no name appears in this column.

Subcontract #: Displays the lowest level subcontract number. For example, if there are 5 subcontracts, subcontract 5 appears in the column. Subcontract number is not required, so it is possible for no value to display.

Supplier/Facility Name: Displays the name of the contracting company that is performing the work, or the name of the facility where work is performed. View the CAGE by placing the mouse cursor over the supplier/facility name.

Prime Contract Final Delivery Date: Displays the date that the last deliverable for the contract is due.

Prime Contractor: Displays the name of the company responsible for the work performed, including work performed by the supplier/facility. View the CAGE by placing the mouse cursor over a Prime Contractor's name.

4.2.2 Requests page, Saved Requests tab

The Saved Requests tab displays the delegations that you have saved but not yet submitted. Only you can see the delegations on the Saved Requests tab (Figure 98).
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Figure 98: Requests page, Saved Requests tab

First column Displays the [image: image229.png]


 and [image: image230.png]


 icons.

· Click the [image: image231.png]


 icon to edit the delegation.

· Click the [image: image232.png]


 icon to delete the delegation.

Date Created: Displays the most recent date when the delegation was saved.

Contract #: Displays the contract number associated with the delegation.

Subcontract #: Displays the lowest level subcontract number. For example, if there are 5 subcontracts, subcontract 5 appears in the column. Subcontract number is not required, so it is possible for no value to display.

Supplier/Facility Name: Displays the name of the contracting company that is performing the work, or the name of the facility where work is performed. View the CAGE by placing the mouse cursor over the supplier/facility name.

Prime Contract Final Delivery Date: Displays the date that the last deliverable for the contract is due.

Prime Contractor: Displays the name of the company responsible for the work performed, including work performed by the supplier/facility. View the CAGE by placing the mouse cursor over a Prime Contractor's name.

4.2.3 Requests page, Completed Requests tab

The Completed Requests tab displays the completed delegations from the past 60 days (Figure 99).
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Figure 99: Requests page, Completed Requests tab

Once 60 days pass, the completed delegations do not appear on the Completed Requests tab. Use the Search Delegations menu option to find them.

First column: Displays the [image: image234.png]


 and [image: image235.png]


 icons.

· Click the [image: image236.png]


 icon to view the completed delegation.

· Click the [image: image237.png]


 icon to re-open a completed delegation.

Contract #: Displays the contract number associated with the delegation.

Delegated Function: Displays which function was delegated.

Date Completed: Displays the date that you completed the delegation.

Acceptor: Displays the name and location of the person at the DCMA CMO who accepted the delegation. View the CMO name by placing the mouse cursor over the person's name.

Subcontract #: Displays the lowest level subcontract number. For example, if there are 5 subcontracts, subcontract 5 appears in the column. Subcontract number is not required, so it is possible for no value to display.

Supplier/Facility Name: Displays the name of the contracting company that is performing the work, or the name of the facility where work is performed. View the CAGE by placing the mouse cursor over the supplier/facility name.

Prime Contract Final Delivery Date: Displays the date that the last deliverable for the contract was due.

Prime Contractor: Displays the name of the company responsible for the work performed, including work performed by the supplier/facility. View the CAGE by placing the mouse cursor over a Prime Contractor's name.

4.3 Adding and Submitting a Delegation

4.3.1  XE "adding a delegation (External DoD Customer)" \* MERGEFORMAT Adding a Delegation

An External DoD Customer can create a delegation using any contract number except for one present in DCMA's MOCAS.

To add a new delegation, do the following:

1. On the Home page, click the Create a New Delegation link.

2. The New Delegation Request - Contract Search page appears (Figure 100). Use this page to search for contract information from delegations that have been submitted from your buying activity.
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Figure 100: New Delegation Request - Contract Search page

3. Type your search criteria in at least one of the text boxes. To search using partial information, use the wildcard character asterisk (*) to represent one or more characters.

· Contract Number: The prime contract number for a submitted, accepted, or completed delegation from your buying activity.

· Subcontract: A subcontract number for a submitted, accepted, or completed delegation from your buying activity.

· CAGE: The Commercial and Government Entity code assigned to the prime contractor.

· Contractor Name: The name of the prime contracting company.

4. Click the Continue button. The New Delegation Request - Search Results page displays.

If what you typed on the New Delegation Request - Contract Search page has no matches, the New Delegation Request - Search Results page displays "No Records Found..." (Figure 101). The New Delegation Request - Search Results page displays "No Records Found..." if the contract number, subcontract, CAGE, and/or contractor name match none of the submitted, accepted, or completed delegations. This is very likely to occur the first time you use Delegation 1.0.
Click the [image: image239.png]


 create new contract link. The New Delegation Request page, Contract Info tab appears and displays text boxes where you can type the prime contract or proposal number, prime contractor CAGE, and prime contractor name.
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Figure 101: New Delegation Request- Search Results page with no records found

If what you typed on the New Delegation Request - Contract Search page has one or more matching contracts or delegations, the New Delegation Request - Search Results page displays a list of matching contracts. Up to 500 search results display (Figure 102).
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Figure 102: New Delegation Request- Search Results page

If results were returned but do not display the [image: image242.png]


 icon, the contract is present in MOCAS and you cannot create a delegation against it. This is very likely to occur the first time you use Delegation 1.0.
If results were returned, you can click the [image: image243.png]


 link next to a contract number. The New Delegation Request page, Contract Info tab appears and displays the prime contract or proposal number, prime contractor CAGE, and prime contractor name that you selected. See the topic Navigation Elements for further information about navigating the search results.

To try a different search, click the [image: image244.png]


 search again link. The New Delegation Request - Contract Search page appears.

To use a contract number not shown on the New Delegation Request - Search Results page, click the [image: image245.png]


 create new contract link. The New Delegation Request page, Contract Info tab appears and displays text boxes where you can type the prime contract or proposal number, prime contractor CAGE, and prime contractor name.

See the topic Adding and Editing Contract Info for further information about adding a delegation.

Possible Reasons/Solutions for "No Records Found ..." message:

Misspelling of Contractor Name, etc. 

· When you search again, verify that all information is accurate before clicking the Continue button.

· When you search again, type an asterisk (*) in one of the text boxes and type no additional data. Click the Continue button. You can also combine the asterisk with partial information. For example, type 9* if the Contract Number is 92580. Click the Continue button.

4.3.2  XE "adding contract info (External DoD Customer)" \* MERGEFORMAT 

 XE "contract info, adding (External DoD Customers)" \* MERGEFORMAT Adding and Editing Contract Info

The New Delegation Request page appears when you select a contract on the New Delegation - Search Results page or click the [image: image246.png]


 create new contract link on that page. The Edit Delegation Request page appears when you choose to edit a submitted delegation. Both versions of the page display similar information on three tabs:

1. The Contract Info tab, which displays the contract information and requires further information about the contract.

2. The Delegate Functions tab, which is where you specify the tasks to be delegated. This tab has a number of tabs.

3. The POCs tab, where you specify the points of contact responsible for the delegation.

Contract Info tab

The Contract Info tab displays by default when you view the New Delegation Request page.

If you selected the [image: image247.png]


 create new contract link on the New Delegation Request - Search Results page, the New Delegation Request page, Contract Info tab shows text boxes in the Contract Information section (Figure 103).
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Figure 103: New Delegation Request page, Contract Info tab with text boxes in Contract Info section

Provide information on the Contract Info tab as follows:

Date of Request: Displays today's date.

Delegator Name/Org: Displays your name and organization name.

Service (required): Select the service that has cognizance for that contract.

Buying Activity (required): Select the buying activity that has cognizance for that contract.

Contract Information

Contractor CAGE: The CAGE of the prime contractor. Type the CAGE if this box was not populated when the page displayed. To check the CAGE, click the [image: image249.png]


  icon. If the CAGE is present in DCMA's database, the prime contractor company name displays in the Contractor Name box.

To look up a CAGE, click the [image: image250.png]


 BINCS link to go to the Business Identification Number Cross-reference System at https://www.bpn.gov/bincs/begin_search.asp. A new browser window displays the BINCS search page. Follow the instructions on the page to look up the contractor information.

Contractor Name (required): The name of the prime contracting company. Type the name of the prime contractor if this box was not populated when the page displayed or when you clicked the [image: image251.png]


 icon.

Contract/Proposal Number (required): The contract or proposal number that you selected. Type the contract or proposal number in the box if this box was not populated when the page displayed. The contract number cannot be a DCMA contract number.

Contract Date (required): The contract's effective date. Type the date using the format DD MON YYYY (e.g., 01 JAN 2006) if this box was not populated when the page displayed. Alternatively, click the [image: image252.png]


 icon to select the date from a calendar.

Final Delivery Date (FDD) of Contract (required): Type the FDD of the prime contract in the box provided using the format DD MON YYYY (e.g., 01 JAN 2006) if this box was not populated when the page displayed. Alternatively, click the [image: image253.png]


 icon to select the date from a calendar.

Subcontract Information

Subcontract Number: Type the number of the subcontract if it exists. If no subcontract exists, leave this box blank.

Subcontract Final Delivery Date (FDD): Type the date using the format DD MON YYYY (e.g., 01 JAN 2006). Alternatively, click the [image: image254.png]


 icon to select the date from a calendar. If no subcontract exists, leave this box blank.

Click the [image: image255.png]


 add new link to add another subcontract number and subcontract FDD. You can add up to five subcontracts to the delegation. The subcontract displayed at the bottom of the list displays as the lowest tier subcontract for the delegation.

Click the [image: image256.png]


 delete icon to delete a subcontract.

Supplier/Facility Location where work will be performed

CAGE: Type the CAGE that reflects where the work will be performed if this box was not populated when the page displayed. To check the CAGE, click the [image: image257.png]


 icon. If the CAGE is present in DCMA's database, the contractor company name and address information will display in the boxes. Delegation 1.0 uses this information as the first option for identifying the DCMA delegatees for the delegation.

Facility Code: Type the facility code (a CAGE) for the location where the work will be performed if this box was not populated when the page displayed. To check the CAGE, click the [image: image258.png]


 icon. If the CAGE is present in DCMA's database, the contractor company name and address information will display in the boxes. Delegation 1.0 uses this information as the second option for identifying the DCMA delegatees for the delegation.

Street Address 1-4: One or more boxes display address information. Alternatively, type the correct street address in the boxes.

City: Displays the city. Alternatively, type the city in the box.

State: Displays the state. Alternatively, select the state from the list. This is required if the country is US - United States.

ZIP/Postal Code: If you selected a state, a 5-digit ZIP Code is required. This is particularly important if the CAGE and Facility Code boxes are blank and the supplier is in the United States. Delegation 1.0 uses this information as the third option for identifying the DCMA delegatees for the delegation. If the supplier is outside of the United States, type the international postal code in this box (optional) and select the country from the list (required).

Country: Select the country. This is required if the country is not US - United States. Delegation 1.0 uses this information as the fourth option for identifying the DCMA delegatees for the delegation.

Note: As stated above, in determining the Contract Management Team (CMT) for the delegation, the Delegation eTool routes delegations according to the following (in order of priority):

1. The Supplier/Facility Name CAGE (the first CAGE in the Supplier/Facility Location where work will be performed tab)

2. The Facility Code (CAGE)

3. The Supplier/Facility Zip Code

4. Country

In other words, if you type both a Supplier/Facility CAGE and a Facility Code, the Supplier/Facility CAGE will take priority and the delegation will be routed to the CMT for that CAGE. 

If you leave the Supplier/Facility CAGE blank and type a Facility Code and Zip Code, the Facility Code will take priority and the delegation will be routed to the CMT for that Facility Code (CAGE).

If you type the Zip Code only, the delegation will be routed to the CMT for the DoDaac associated with that Zip Code.

Finally, for an International delegation, the delegation will be routed to the CMT for the DoDaac associated with the Country Code.

Next Steps:

To save the delegation and finish it later, provide the required information (marked with a red asterisk *) then click the [image: image259.png]


 save delegation & finish later link. The saved draft delegation appears on the Requests page, Saved Request tab.

To continue, click the Save and Continue button or the Delegate Functions tab. The Delegate Functions tab displays. See the topic Adding and Editing Delegated Functions for further information.

4.3.3  XE "delegate functions, requesting" \* MERGEFORMAT Adding and Editing Delegated Functions

The Delegate Functions tab appears when you click the Save and Continue button on the Contract Info tab or the Delegate Functions tab (Figure 104).
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Figure 104: New Delegation Request page, Delegate Functions tab

The top portion of the Delegate Functions tab displays the contract information that you provided on the Contract Info tab, as follows:

Date of Request: Displays today's date.

Contract/Proposal Number Displays the contract or proposal number that you selected.

Contractor Name (CAGE): Displays the name and CAGE of the contracting company for the prime contract you selected.

Contract Date: Displays the contract effective date.

Final Delivery Date (FDD) of Contract: Displays the final delivery date of the prime contract.

PI Program: Displays Not Available, as this is not applicable to non-DCMA contract numbers.

Delegator Name (CMO): Displays your name and location information.

Subcontract Number: Shows the last subcontract number if you provided any subcontract numbers on the Contract Info tab.

Final Delivery Date (FDD) of Subcontract: Shows the final delivery date of the last subcontract number if you provided any subcontract numbers on the Contract Info tab.

Service: Displays the service that has cognizance for that contract.

Buying Activity: Displays the buying activity that has cognizance for that contract.

Supplier/Facility Name (CAGE): Displays the name of the contracting company that is performing the work, or the name of the facility where work is performed.

Supplier/Facility Address: Displays street address information for the supplier/facility.

Supplier/Facility City: Displays the city for the supplier/facility.

Supplier/Facility State: Displays the state for the supplier/facility.

Supplier/Facility ZIP: Displays the 5-digit ZIP Code for the supplier/facility if the supplier is in the United States. If the supplier is outside of the United States, displays the international postal code.

Country: Displays the country for the supplier/facility.

The Delegated Functions tab contains sub-tabs which appear beneath the contract information for each of the delegated functions. The following tabs appear beneath the contract information:

· Quality Assurance

· Manufacturing and Supply Chain Predictability

· Engineering

· Asset Mgmt

On each of these tabs:

· A red asterisk (*) indicates a required field.

· Multi-line text boxes display the number of permitted characters and the number of characters current in the box. You can type more characters in these boxes than the limits shown, but you can save and continue or save and finish later only if the permitted number of characters is equal to or less than the specified number.

· Spell check your work by clicking the [image: image261.png]


 spell check icon. See the topic Navigation Elements for further information.

4.3.4  XE "Quality Assurance delegated function, adding (External DoD Customer)" \* MERGEFORMAT 

 XE "adding a Quality Assurance delegated function (External DoD Customers)" \* MERGEFORMAT Adding and Editing a Quality Assurance Delegated Function

The Quality Assurance tab appears by default when you view the Delegate Functions tab, either clicking the tab or clicking the Save and Continue button on the Contract Info tab (Figure 105).
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Figure 105: Quality Assurance tab

To add attachments to the delegation, click the [image: image263.png]


 Add Attachments link. See the topic Attaching a File.

To clear all data from the boxes after you have selected or typed information, click the Clear All Selections link.

On this tab:

· A red asterisk (*) indicates a required field.

· Multi-line text boxes display the number of permitted characters and the number of spaces, punctuation, letters, and numbers currently in the box. You can type more characters in these boxes than the limits shown, but you can save and continue or save and finish later only if the permitted number of characters is equal to or less than the specified number.

· Spell check your work by clicking the [image: image264.png]


 spell check icon. See the topic Navigation Elements for further information.

The Quality Assurance tab's Quality Assurance Requirements section has the following boxes:

Contract QA Requirement (required): Select an option button. If you select Higher Level, you can type additional information in the text box next to the option.

Safety of Flight (SOF) (required): Select an option button for either Yes or No. If you select the check box to indicate that the contractual reference shall be provided, then provide information in the text box.

Prime/Subcontract Standards (required): In the text box provided, type the relevant information using 1000 characters or fewer.

QA Request: Select the check boxes that apply. If the Other check box is selected, you can type additional information in the text box next to the option.

Product/Services Description (required): In the text box provided, type the relevant information using 600 characters or fewer.

Product Release: If it applies, select the check box for Request the Receiver be involved in releasing the product from the subcontractor's facility. Provide instructions for product release in the text area using 500 or fewer characters.

The Quality Assurance Instructions and Focus Areas sections appear below the Quality Assurance Requirements section (Figure 106).
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Please limit your entry to 1000 characters or fever. 13 characters entersd.

Example text.

Reporting Requirements Report issue status on an on-going basis for long-term/higher risk delegations.
Report issue status at the completion of delegation.

‘Special reporting is required as indicated below.

Additional Instructions (special reporting should be kept to the minimum necessary to satisfy customer

requirements):
Please limit your entry to 1000 characters or fever. 13 characters entered.
Example text. a
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Figure 106: Quality Assurance Instructions and Focus Areas

Surveillance Strategy Plan:
· If the receiver is to provide an information copy of the surveillance plan to the delegator, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Waivers and Deviations:
· If the receiver is authorized to accept or reject the subcontractors' classification or disposition of minor waivers/deviations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the receiver is requested to provide comments and/or recommendations for major waivers or deviations submitted by the subcontractor for approval by the prime contractor and government customer, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Reporting Requirements:
· If the issue status shall be reported on an on-going basis for long-term/higher risk delegations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the issue status shall be reported at the completion of delegation, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If special reporting is required as indicated in the text box in this section, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Special Customer Requirements, Instructions, or Customer Outcomes: Type the relevant information in the box provided using 1000 or fewer characters.

Additional Remarks: Type the relevant information in the box provided using 1000 or fewer characters.

Focus Area (required):
· Choose whether the focus area is of High, Moderate, or Low priority by clicking one of the options. Once you click an option, you can select a different option.

· Type the relevant information in the box provided using 200 or fewer characters.

· Click the Add Focus Area button. The focus area and its description will appear at the bottom of the page.

· Click the [image: image266.png]


 icon to delete a focus area.

The bottom of each page displays a Previous button and a Save and Continue button. Clicking these buttons displays each tab in sequence. Alternatively, you can click the tabs to see the information on that tab. Click the Cancel button to return to the home page. An alert appears and allows you to choose whether to continue or to return to the page so that you can save your work as a draft and finish it later. Draft delegations appear on the Requests page, Saved Requests tab.

The Manufacturing and Supply Chain Predictability tab will display by default if you click the Save and Continue button.

4.3.5  XE "adding a Manufacturing and Supply Chain Predictability delegated function (External DoD Customers)" \* MERGEFORMAT 

 XE "Manufacturing and Supply Chain Predictability delegated function, adding (External DoD Customers)" \* MERGEFORMAT Adding and Editing a Manufacturing and Supply Chain Predictability Delegated Function

The Manufacturing and Supply Chain Predictability tab appears when you click either the tab or the Save and Continue button on the Quality Assurance tab (Figure 107).
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Figure 107: Manufacturing and Supply Chain Predictability tab

To add attachments to the delegation, click the [image: image268.png]


 Add Attachments link. See the topic Attaching a File.

To clear all data from the boxes after you have selected or typed information, click the Clear All Selections link.

On this tab:

· A red asterisk (*) indicates a required field.

· Multi-line text boxes display the number of permitted characters and the number of spaces, punctuation, letters, and numbers currently in the box. You can type more characters in these boxes than the limits shown, but you can save and continue or save and finish later only if the permitted number of characters is equal to or less than the specified number.

· Spell check your work by clicking the [image: image269.png]


 spell check icon. See the topic Navigation Elements for further information.

The Manufacturing and Supply Chain Predictability tab's Manufacturing and Supply Chain Predictability Requirements section has the following boxes:

Defense Property Accounting System (DPAS) Rating: Displays Not available.

Criticality Designator: Displays Not available.

Request Type: Select the type of delegation from the drop-down list. You can choose only one delegation type for the delegation.

Prime/Subcontract Standards (required): In the text box provided, type the relevant information using 1000 or fewer characters.

Product/Services Description (required): In the text box provided, type the relevant information using 600 or fewer characters.

The bottom part of the Manufacturing and Supply Chain Predictability tab shows the following (Figure 108).
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Figure 108: Manufacturing and Supply Chain Predictability Instructions and Focus Areas

Surveillance Strategy Plan:
· If the receiver is to provide an information copy of the surveillance plan to the delegator, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Waivers and Deviations:
· If the receiver is authorized to accept or reject the subcontractors' classification or disposition of minor waivers/deviations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the receiver is requested to provide comments and/or recommendations for major waivers or deviations submitted by the subcontractor for approval by the prime contractor and government customer, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Reporting Requirements:
· If the issue status shall be reported on an on-going basis for long-term/higher risk delegations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the issue status shall be reported at the completion of delegation, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If special reporting is required as indicated in the text box in this section, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Special Customer Requirements, Instructions, or Customer Outcomes: Type the relevant information in the box provided using 1000 or fewer characters.

Additional Remarks: Type the relevant information in the box provided using 1000 or fewer characters.

Focus Area (required):
· Choose whether the focus area is of High, Moderate, or Low priority by clicking one of the options. Once you click an option, you can select a different option.

· Type the relevant information in the box provided using 200 or fewer characters.

· Click the Add Focus Area button. The focus area and its description will appear at the bottom of the page.

· Click the [image: image271.png]


 icon to delete a focus area.

The bottom of each page displays a Previous button and a Save and Continue button. Clicking these buttons displays each tab in sequence. Alternatively, you can click the tabs to see the information on that tab. Click the Cancel button to return to the home page. An alert appears and allows you to choose whether to continue or to return to the page so that you can save your work as a draft and finish it later. Draft delegations appear on the Requests page, Saved Requests tab.

4.3.6  XE "adding an Engineering delegated function (External DoD Customers)" \* MERGEFORMAT 

 XE "Engineering delegated function, adding (External DoD Customers)" \* MERGEFORMAT Adding and Editing an Engineering Delegated Function

The Engineering tab appears when you click either the tab or the Continue button on the Manufacturing and Supply Chain Predictability tab (Figure 109).
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Figure 109: Engineering tab

To add attachments to the delegation, click the [image: image273.png]


 Add Attachments link. See the topic Attaching a File.

To clear all data from the boxes after you have selected or typed information, click the Clear All Selections link.

On this tab:

· A red asterisk (*) indicates a required field.

· Multi-line text boxes display the number of permitted characters and the number of spaces, punctuation, letters, and numbers currently in the box. You can type more characters in these boxes than the limits shown, but you can save and continue or save and finish later only if the permitted number of characters is equal to or less than the specified number.

· Spell check your work by clicking the [image: image274.png]


spell check icon. See the topic Navigation Elements for further information.

The Engineering tab's Engineering Requirements section has the following boxes:

Engineering Requirements: Check all that apply.

EVMS Requirements: Check all Earned Value Management Systems requirements that apply.

EVMS DFAR References: Check all Earned Value Management Systems Defense Federal Acquisition Regulation references that apply.

Prime/Subcontract Standards (required): In the text box provided, type the relevant information using 1000 or fewer characters.

Product/Services Description (required): In the text box provided, type the relevant information using 600 or fewer characters.

The Engineering Instructions and Focus Areas sections appear below the Engineering Requirements section (Figure 110).
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Figure 110: Engineering Instructions and Focus Areas

Surveillance Strategy Plan:
· If the receiver is to provide an information copy of the surveillance plan to the delegator, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Waivers and Deviations:
· If the receiver is authorized to accept or reject the subcontractors' classification or disposition of minor waivers/deviations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the receiver is requested to provide comments and/or recommendations for major waivers or deviations submitted by the subcontractor for approval by the prime contractor and government customer, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Reporting Requirements:
· If the issue status shall be reported on an on-going basis for long-term/higher risk delegations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the issue status shall be reported at the completion of delegation, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If special reporting is required as indicated in the text box in this section, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Special Customer Requirements, Instructions, or Customer Outcomes: Type the relevant information in the box provided using 1000 or fewer characters.

Additional Remarks: Type the relevant information in the box provided using 1000 or fewer characters.

Focus Area (required):
· Choose whether the focus area is of High, Moderate, or Low priority by clicking one of the options. Once you click an option, you can select a different option.

· Type the relevant information in the box provided using 200 or fewer characters.

· Click the Add Focus Area button. The focus area and its description will appear at the bottom of the page.

· Click the [image: image276.png]


 icon to delete a focus area.

The bottom of each page displays a Previous button and a Save and Continue button. Clicking these buttons displays each tab in sequence. Alternatively, you can click the tabs to see the information on that tab. Click the Cancel button to return to the home page. An alert appears and allows you to choose whether to continue or to return to the page so that you can save your work as a draft and finish it later. Draft delegations appear on the Requests page, Saved Requests tab.

4.3.7  XE "Asset Management delegated function, adding (External DoD Customer)" \* MERGEFORMAT 

 XE "adding an Asset Management delegated function (External DoD Customers)" \* MERGEFORMAT Adding and Editing an Asset Management Delegated Function

The Asset Mgmt tab appears when you click either the tab or the Continue button on the Engineering tab (Figure 111).
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Figure 111: Asset Mgmt tab

To add attachments to the Asset Management delegation, click the [image: image278.png]


 Add Attachments link. See the topic Attaching a File.

To clear all data from the boxes after you have selected or typed information, click the Clear All Selections link.

On this tab:

· A red asterisk (*) indicates a required field.

· Multi-line text boxes display the number of permitted characters and the number of spaces, punctuation, letters, and numbers currently in the box. You can type more characters in these boxes than the limits shown, but you can save and continue or save and finish later only if the permitted number of characters is equal to or less than the specified number.

· Spell check your work by clicking the [image: image279.png]


 spell check icon. See the topic Navigation Elements for further information.

The Asset Mgmt tab's Asset Management Requirements section has the following boxes:

Contract Type: Select the type of contract from the drop-down list.

Type of Property: Check all that apply. Use the Other option to specify property not listed in the options.

Property Delegation: Select an option from the drop-down list.

Prime/Subcontract Standards (required): In the text box provided, type the relevant information using 1000 or fewer characters.

Product/Services Description (required): In the text box provided, type the relevant information using 600 or fewer characters.

The Asset Management Instructions and Focus Areas sections appear below the Asset Management Requirements section (Figure 112).
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Figure 112: Asset Management Instructions and Focus Areas

Surveillance Strategy Plan:
· If the receiver is to provide an information copy of the surveillance plan to the delegator, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Waivers and Deviations:
· If the receiver is authorized to accept or reject the subcontractors' classification or disposition of minor waivers/deviations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the receiver is requested to provide comments and/or recommendations for major waivers or deviations submitted by the subcontractor for approval by the prime contractor and government customer, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Reporting Requirements:
· If the issue status shall be reported on an on-going basis for long-term/higher risk delegations, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If the issue status shall be reported at the completion of delegation, click the check box so that it displays a check mark. If not, leave the check box unselected.

· If special reporting is required as indicated in the text box in this section, click the check box so that it displays a check mark. If not, leave the check box unselected.

· In the text box provided, type the relevant information using 1000 or fewer characters.

Special Customer Requirements, Instructions, or Customer Outcomes: Type the relevant information in the box provided using 1000 or fewer characters.

Additional Remarks: Type the relevant information in the box provided using 1000 or fewer characters.

Focus Area (required):
· Choose whether the focus area is of High, Moderate, or Low priority by clicking one of the options. Once you click an option, you can select a different option.

· Type the relevant information in the box provided using 200 or fewer characters.

· Click the Add Focus Area button. The focus area and its description will appear at the bottom of the page.

· Click the [image: image281.png]


 icon to delete a focus area.

The bottom of each page displays a Previous button and a Save and Continue button. Clicking these buttons displays each tab in sequence. Alternatively, you can click the tabs to see the information on that tab. Click the Cancel button to return to the home page. An alert appears and allows you to choose whether to continue or to return to the page so that you can save your work as a draft and finish it later. Draft delegations appear on the Requests page, Saved Requests tab.

When you click the Save and Continue button, the POCs tab appears. See the topic Adding Points of Contact (POCs) for further information about adding points of contact to your delegation.

4.3.8  XE "points of contact, adding (External DoD Customer)" \* MERGEFORMAT 

 XE "adding points of contact to a delegation (External DoD Customers)" \* MERGEFORMAT Adding Points of Contact (POCs)

Points of contact (POCs) receive E-Mail messages when you submit any of the delegated functions and when other actions occur. See the topic E-Mail Messages for further information.

Note: The POC is not the Delegatee or the person actually working the delegation. The POC is simply a person you would like to receive E-Mail notifications during benchmark points in the delegation process. The POC receives E-Mail notifications regarding the delegation, but doesn't actually work the delegation.

The Delegatees work the delegation. The Delegation eTool should automatically route the delegation to the appropriate delegatees based upon contract management team (CMT) mappings (see the Note in the topic Adding and Editing Contract Info). 

You can add additional delegatees on the Review New Delegation Request page, which appears after you click the Review then Submit button. See the subtopic Adding a Delegatee in the topic Reviewing and Submitting a Delegation.

When you click the Save and Continue button at the bottom of the New Delegation Request page, the next delegated function tab appears. After the last delegated function tab, the POCs tab appears. The POCs tab also displays when you click it (Figure 113).
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Figure 113: New Delegation Request page, POCs tab

To add a contact to the delegation, do the following:

1. Click the [image: image283.png]


 add contacts link. The Search for a Contact page appears (Figure 114).
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Figure 114: Search for a Contact page

2. Type information in at least one of the boxes provided. To reduce the number of returned matches, provide information in both boxes. To search using partial information, use the wildcard character asterisk (*) to represent one or more characters.

3. Click the Search button. The Search Results page appears (Figure 115).
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Figure 115: Contacts Search Results page

4. From the Contacts Search Results page, do one of the following:

To select a contact from the search results, click the [image: image286.png]


 icon in the row where the name appears. The POCs tab appears and displays the person's information.

To search again, click the [image: image287.png]


 search again link. The Search for a Contact page appears.

To close the Search Results page without selecting a contact, click the Return to Delegation Request button.

To add a contact who does not appear in the search results, do the following:

1. Click the [image: image288.png]


 add new contact link. The Add New Contact page appears (Figure 116).
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Figure 116: Add New Contact page

2. Type the contact information in the boxes provided. Click the Add Contact button.

3. The New Delegation Request page appears and displays the POCs tab with the new point of contact added to the delegation (Figure 117).
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Figure 117: New Delegation Request page, POCs tab, with a point of contact added

Click the Review then Submit button to proceed to the Review New Delegation Request page.

4.3.9  XE "alert, missing delegatees" \* MERGEFORMAT 

 XE "alert, missing data" \* MERGEFORMAT 

 XE "reviewing and submitting a delegation (External DoD Customer)" \* MERGEFORMAT Reviewing and Submitting a Delegation

When you click the Review then Submit button, the Review New Delegation Request page appears and displays tabs for each delegated function that has data. If an alert appears, see the topics Missing Data Alert and Missing Delegatee Alert at the end of this topic.

The Contract Management Team (CMT) application manages who is assigned to which team and role type. If the team has mappings that include all of the relevant CMT user roles, then each delegation would have the following default delegatees:

Quality Assurance: Default delegatees are the Team Lead, ACO, and Quality Assurance Representative (Figure 118).
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Figure 118: Review New Delegation page, Quality Assurance tab

Manufacturing and Supply Chain Predictability: Default delegatees are the Team Lead, ACO, Flight Ops, Industrial Specialist (Figure 119).
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Figure 119: Review New Delegation page, Manufacturing and Supply Chain Predictability tab

Engineering: Default delegatees are the Team Lead, ACO, Engineer, Engineering & Mfg Technology Specialist (Figure 120).
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Figure 120: Review New Delegation page, Engineering tab

Asset Management: Default delegatees are the Team Lead, ACO, Freight Rate Specialist, Plant Clearance Officer, Property Administrator, Transportation Officer (Figure 121).
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Figure 121: Review New Delegation page, Asset Management tab

Review the information for each delegated function by clicking the tab then scrolling to view the page. You can view an attachment by clicking the [image: image295.png]


 icon next to it.

Adding a Delegatee
To add a delegatee to a delegated function, type the person's DCMA E-Mail address in the Add Delegatee box in the delegated function tab, then click the [image: image296.png]


 Add Delegatee link. You cannot add a delegatee who does not have a DCMA E-Mail address. See the topic E-Mail Messages for information about which messages are sent to delegatees.

To copy the delegation and all of the delegated functions, click the [image: image297.png]


  copy delegation link. The copy will show the same information for the contract, subcontract, supplier/facility, delegated functions, and POCs as you provided on the original delegation.

To edit a delegated function, click the [image: image298.png]


 edit icon. The New Delegation Request page appears with the Contract Info tab displayed so that you can make corrections.

To save the delegation and finish it later, click the Save Request & Finish Later button. Your delegation appears on the Requests page, Saved Requests tab.

To submit the delegated function(s), click the Submit button. Delegated functions that have all required data and at least one delegatee are submitted to DCMA. Delegations that cannot be submitted appear on the Requests page, Saved Requests tab. Delegated functions that are submitted appear on the Requests page, Active Requests tab. See the topic E-Mail Messages for information about messages sent on submit.

Missing Delegatee Alert

An alert displays when you click the Review then Submit button if the supplier/facility information did not identify a contract management team with delegatees. A contract management team has a specified team lead, administrative contracting officer (ACO), and functional specialist(s) responsible for reviewing delegations for the supplier/facility CAGE, code, ZIP Code, or country. If one or more delegated functions have no delegatees, an alert appears and describes the issue (Figure 122).
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Figure 122: Review New Delegation Request page with missing delegatee alert

Click the OK button. On the Review New Delegation Request page, click each delegated function tab. If no delegatee is specified, then you will need to add at least one delegatee to be able to submit the delegation.

Missing Data Alert

An alert displays when you click the Submit button if you have missed required data. If this occurs, you will need to provide the required data on the delegated function (Figure 123). Note that a delegated function can be submitted only if it has all required data and at least one delegatee.
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Figure 123: Review New Delegation Request page with missing data, missing delegatee alert

Click the OK button. On the Review New Delegation Request page, click the edit icon. The New Delegation Request page, Contract Info tab displays. Click the Delegate Functions tab, then review the specified delegated functions to either clear all data from the delegated function or provide the missing data.

4.4 Managing Delegations

4.4.1  XE "editing a delegation" \* MERGEFORMAT Editing a Saved or Submitted Delegation

Edits to the Contract Info tab's supplier/facility CAGE, facility code, state and ZIP code, or country may change the list of delegatees that appears on the Review Delegation Request page. Delegatees that you added manually will remain, but the list of delegatees added automatically from the Contract Management Team application could change. See the topic E-Mail Messages for information about when Delegation sends E-Mail messages regarding submission of and edits to a delegation.

If you edit a saved delegation, you can edit the same contract information as when you created the delegation. Edits to the Contract Info or POCs apply to all delegated functions.

To edit a saved delegation, do the following:

1. Click the Requests menu option. The Requests page appears and displays the Active Requests tab.

2. Click the Saved Requests tab.

3. On the Saved Requests tab, click the [image: image301.png]


 edit icon for the draft delegation you wish to edit.

4. The New Delegation Request page appears and displays the Contract Info tab. You can edit the contract information, the delegated functions, and the POCs tabs. See the topic Adding a New Delegation for further information.

5. When you have completed your edits, click the POCs tab and click the Review then Submit button.

6. The Review Delegation Request page displays. Review the information and either save the delegation and finish it later or submit it.

If you edit a submitted delegation, you can edit the contract information, one delegated function tab, and POCs as when you created the delegation. Edits apply to only one delegated function, not to any other delegation or delegated function.

To edit a submitted delegation, do the following:

1. Locate the submitted delegation you wish to edit.

2. Click the [image: image302.png]


 edit icon. The Edit Delegation Request page appears and displays the Contract Info tab. 

3. You can edit the contract information, the delegated function, and the POCs tabs. See the topic Adding a New Delegation for further information.

4. When you have completed your edits, click the POCs tab and click the Review then Submit button.

5. The Review Delegation Request page displays. Review the information and click the Submit button.

6. On submit, Delegation sends an E-Mail message to the delegatees.

4.4.2  XE "deleting a delegation" \* MERGEFORMAT Deleting a Saved or Submitted Delegation

The Requests page, Active Requests tab and Saved Requests tab allow you to delete a delegation if both of the following conditions apply:

1. You created it. You cannot delete another person's delegations.

2. The delegation's status is Draft, Submitted, or Rejected. You cannot delete delegations with the statuses Accepted or Completed.

Draft delegations: If you delete a draft delegation by using the Requests page, all delegated functions for that delegation are deleted. See the topic for adding and editing the delegated function for an explanation of deleting a single delegated function from a draft delegation.

Submitted or rejected delegations: If you delete a submitted or rejected delegation, only the specified delegated function for that delegation is deleted. For example, if you specified Quality Assurance and Asset Management delegated functions, submitted the delegation, then deleted the Asset Management delegation, the Quality Assurance delegation would remain.

You cannot un-delete or retrieve a deleted delegation.

To delete a delegation, do the following:

1. On the Requests page, on either the Saved Requests tab or the Active Requests tab, click the [image: image303.png]


 icon next to the delegation you wish to delete. A dialog box displays a message requesting you to confirm the deletion. 

2. Click the OK button to delete the delegation.

4.4.3  XE "submitted delegation, viewing (External DoD Customer)" \* MERGEFORMAT 

 XE "viewing a submitted delegation (External DoD Customers)" \* MERGEFORMAT Viewing a Submitted Delegation

To view a submitted delegation, do the following:

On the Requests page, Active Requests tab, click the view icon [image: image304.png]


 for the delegation you wish to view. The View Delegation Request page appears.

The View Delegation Request page for a submitted delegation displays icons and buttons so that you can perform the following actions (Figure 124):

· copy the delegation

· edit the delegation

· view a PDF, which you can print or save as a file

· view the delegation history

· cancel, which displays the home page without changing anything on the delegation
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Figure 124: View Delegation Request page for a submitted delegation

4.4.4  XE "delegation history, viewing" \* MERGEFORMAT Viewing Delegation History

All user roles can view the delegation history, which shows the submitted, rejected, accepted, and completed delegations for a single contract number. The Delegation History page displays the delegator and acceptor/rejector for each delegation. It appears when you click the Delegation History link on the View Delegation Request page once the delegation is submitted.

To view the delegation history for submitted, accepted, rejected, and completed delegations, click on the [image: image306.png]


 delegation history link on the View Delegation Request page. The Delegation History page appears (Figure 125).

[image: image307.png]elools

Welcome Gray, Terr

Home |

Workload | Requests |

Delegation History

Submitted
Submitted
Submitted
Accepted

Accepted
Accepted

Submitted
Accepted

N0001404C0035

Sub- | Sul Sul Sub- [ Sub
ADelegated | contract | contract | contract | contract | contr
Function Delegatc Acceptor / Re Sup)

Asset Mgmt
Engineering
Financial Services

Mfg & Supply Chain
Predictability

Mfg & Supply Chain
Predictability

Mfg & Supply Chain
Predictability
Other Contract Admin

Quality Assurance

Search Delegations |

sua)
suB1
suB1
suB1

suB1

suB1

suB1
suB1

suaz
sus2
sus2
sus2

sus2

sus2
sus2

suaz
suB3
suB3
suB3

suB3

suB3
suB3

Reassign Workload |

suaA
suB4.
suB4.
suB4.

suB4.

suB4.
suB4.

suas
suBs
suBs
suBs

suBs

suBs
suBs

Reports

Larry Sanders
Larry Sanders
Larry Sanders
Larry Sanders

Larry Sanders
Sandra Knight

Larry Sanders
Larry Sanders

0O [1-5.3F0 0O

Larry Sanders
Larry Sanders

Larry Sanders

Larry Sanders

HELP | FEEDBACK | EXIT

Delegation 1.0 &

r/Facility Name
ICF INCORPORATED, L.L.C.
ICF INCORPORATED, LL.C.
ICF INCORPORATED, LL.C.
ICF INCORPORATED, LL.C.

ICF INFORMATION
TECHNOLOGY LLC

ICF INFORMATION
TECHNOLOGY LLC

ICF INCORPORATED, LL.C.
ICF INCORPORATED, L.L.C.

= » ey




Figure 125: Delegation History page

You can view information on the Delegation History page, but you cannot edit, save, or delete the information displayed. The columns display the following information:

First column: Displays the [image: image308.png]


 icon. Click the [image: image309.png]


 icon to view the delegation.

Status: Shows the status of the delegation.

Delegated Function: Displays which function was delegated.

Subcontracts 1-5: Columns may display up to five subcontract numbers for each delegated function. It is possible for all columns to be empty.

Delegator: Displays the name of the person who submitted the delegation. If the person is assigned to a DCMA CMO, you can view that information by hovering the mouse cursor over the person's name.

Acceptor/Rejector: Displays the name and location of the person who accepted or rejected the delegation. Hover the mouse cursor over the person's name to see their DCMA CMO.

Supplier/Facility Name: Displays the name of the contracting company that is performing the work, or the name of the facility where work is performed. View the CAGE by placing the mouse cursor over the supplier/facility name.

4.4.5 Viewing an Accepted Delegation

Once a DCMA person accepts a delegation, the links at the top of the page and the buttons at the bottom of the page change (Figure 126).
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Figure 126: Delegator's View Delegation Request page for an accepted delegation

Actions that a delegator can perform for an accepted delegation are:

· copy delegation

· edit the final delivery date (FDD)

· print view

· delegation history

· view and add status updates

· click the Cancel button to return to the Home Page.

4.4.6  XE "editing the final delivery date" \* MERGEFORMAT Editing the Final Delivery Date

The only information you can edit on an accepted delegation is the final delivery date (FDD) of the prime contract and of the subcontracts. You can edit this information if you are the delegator, acceptor, have the Administrator user role and are in the same CMO as the delegator or acceptor, or have the HQ Administrator user role.

To edit the FDD of an accepted delegation, do the following:

1. On the View Delegation Request page for the accepted delegation, click the [image: image311.png]


 edit FDD link.

2. The Edit FDD Info page appears and displays the Contract Info tab (Figure 127).
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Figure 127: Edit FDD Info page

3. In the Contractor Information section, Final Delivery Date (FDD) of Contract, type the new FDD for the prime contract using the format DD MON YYYY (e.g., 01 JAN 2006). Alternatively, click the [image: image313.png]


 icon to select the date from a calendar.

4. In the Subcontract Information section, Subcontract FDD, you can type the new FDD using the format DD MON YYYY (e.g., 01 JAN 2006). Alternatively, click the [image: image314.png]


 icon to select the date from a calendar. You cannot add a subcontract to an accepted delegation.

5. Click the Save and Return button. Your changes are saved. The View Delegation Request page appears and displays the updated FDD.

4.4.7  XE "status update, adding" \* MERGEFORMAT Adding a Status Update

All Delegation users can add a status update to an accepted delegation, as follows:

· A person assigned the External DoD Customer user role can add a status update to any accepted delegations submitted by their DoDAAC.

· A person assigned either the Functional Specialist or Commanders/Commander Delegatee user role can add a status update to accepted delegations that they submitted or accepted.

· A person assigned the Administrator user role can add a status update to accepted delegations either submitted or accepted by their CMO.

· A person assigned the HQ Administrator user role can add a status update to any accepted delegation.

To add a status update to an accepted delegation, do one of the following:

· For an accepted delegation that has no status updates, click the [image: image315.png]


  status updates link that appears on the View Delegation Request page.

· For an accepted delegation that has one or more status updates, click the [image: image316.png]


 status updates link that appears on the View Delegation Request page, then click the [image: image317.png]


 add new status update link on the View Status Updates page.

The Add Status Updates page appears (Figure 128).
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Figure 128: Add Status Updates page

The Add Status Update page displays information about the contract so that you can confirm that you are providing an update for the correct delegation.

Type of Status Update (required): Select a type from the drop-down list. Once the acceptor adds a status update of Completion, the delegator can complete the delegation. See the topic Completing a Delegation for further information.

Advisory Report: Type information pertinent to the status update.

Other Comments: Type information pertinent to the status update.

Status of Focus Areas: By default, Remains Unchanged is selected. If you select Status has Changed, the New Priority drop-down list boxes next to the previously added focus areas permit you to edit the priority.

Focus Area: Add a new focus area to the status update. Select the priority of the focus area by clicking a Priority option button (High, Moderate, or Low), then type up to 200 characters in the text box provided. Click Add Focus Area. The new focus area appears beneath the list of existing focus areas for the delegation.

To add or delete an attachment, click the [image: image319.png]


 add attachment link. See the topic Attaching a File for further information.

To submit the status update, click the Submit button. The View Status Updates page appears and displays the status updates added to the delegation, including the one you've just added.

To exit the Add Status Update page without submitting a status update, click the Cancel button. The View Status Updates page appears and does not display a new status update.

4.4.8  XE "status updates, browsing" \* MERGEFORMAT Viewing Status Updates

You can view status updates for accepted and completed delegations. If the delegation has one or more status updates, the Status Updates page appears when you click the [image: image320.png]


 status updates link on the View Delegation Request page. If the accepted delegation has no status updates, the Add Status Update page displays.

To view the status updates for a delegation, click the [image: image321.png]


 status updates link that appears on the View Delegation Request page. The View Status Updates page appears (Figure 129).
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Figure 129: View Status Updates page

The Status Updates page displays the following:

· delegated function of the delegation

· contract/proposal number

· delegator’s name and CMO

· prime contractor’s name (and CAGE, if provided)

· subcontract number (if provided)

· update date

· update type

None of the information that appears on this page may be edited.

Click the Return to View Delegation button to return to the View Delegation Request page.

To view a specific status update, in the Status Updates tab, click the [image: image323.png]


  icon next to the status update you wish to view. See the topic Viewing a Status Update for further information.

To add a status update, click the [image: image324.png]


 add new status update link. The Add Status Update page displays. See the topic Adding a Status Update for further information.

4.4.9  XE "viewing a status update" \* MERGEFORMAT 

 XE "status update, viewing a" \* MERGEFORMAT Viewing a Status Update

You can view status updates for accepted and completed delegations. An accepted delegation that has no status updates will only permit you to add a status update. A completed delegation has at least one status update of Completion.

To view a status update, do the following:

1. On the View Delegation Request page, click the [image: image325.png]


 status updates link. The View Status Updates page appears.

2. On the View Status Updates page, in the Status Updates tab, click the [image: image326.png]


 icon next to the status update you wish to view. The View Status Update page appears (Figure 130).
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Figure 130: View Status Update page

The View Status Update page shows the following:

· delegated function of the delegation

· Contract/Proposal Number

· Status Update Author (CMO)

· Contractor Name (CAGE)

· Subcontract Number (if provided)

· Type of Status Update

· Advisory Report

· Other Comments

· Focus Areas Priority and description

· Attached Documents file name, date, and description

Click the Return to Status Updates button to see the View Status Updates page.

Click the Return to View Delegation button to see the View Delegation Request page.

4.4.10  XE "completing a delegation" \* MERGEFORMAT Completing a Delegation

A delegation can be completed when both of the following conditions are met:

· The most recent status update is Completion. See the topic Adding a Status Update.

· Any child delegations against the delegation (either sub-delegations or re-delegations) are completed.

A delegator can complete any delegation that he or she submitted, and other delegations as follows:

· The External DoD Customer can complete any delegation submitted by their buying activity.

· The Commander and Administrator user roles can complete delegations submitted by persons in their CMO.

· The HQ Administrator can complete any delegation.

To complete an accepted delegation, do the following:

1. On the Requests page, Active Requests tab, click the [image: image328.png]


 icon next to the delegation you wish to complete. The View Delegation Request page appears.

2. On the View Delegation Request page, click the [image: image329.png]


 complete delegation link. This link appears only when the most recent status update is Completion, and the acceptor added the status update (Figure 131).
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Figure 131: View Delegation Request page with complete delegation link

3. The Delegation Request Completed page appears (Figure 132).
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Figure 132: Delegation Request Completed page

4. Type comments in the box provided. Click the Complete & Send button.

5. The delegation's status is Completed. The delegation appears on the Completed Requests page for 60 days after you complete it. After 60 days elapse, use the Search Delegations link in the menu to view the completed delegation.

4.4.11 Viewing a Completed Delegation

Once a delegation is completed, the links at the top of the page and the buttons at the bottom of the page change (Figure 133, Figure 134).
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Figure 133: External DoD Customer's View Delegation Request page for a completed delegation
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Figure 134: DCMA user role's View Delegation Request page for a completed delegation

To view a completed delegation, do the following:

1. Locate the completed delegation you wish to view.

- Click the Workload link on the menu bar. On the Workload page, click the Completed tab.

- Click the Requests link on the menu bar. On the Requests page, click the Completed Requests tab.

- Also, see the topic Searching for a Delegation.

2. Click the view icon for the delegation. The View Delegation Request page appears.

On the View Delegation Request page, you can:

· copy delegation

· print view

· delegation history

· view status updates

· click the Cancel button to return to the Home page.

4.4.12  XE "completed delegation, reopening" \* MERGEFORMAT Re-Opening a Completed Delegation

A delegator can re-open a completed delegation that appears on the Requests page, Completed Request tab.

· A Commander or Administrator can re-open any delegation submitted from their CMO.

· An HQ Administrator can re-open any delegation.

When a delegation is re-opened, you cannot save a re-opened delegation as a draft to edit and submit it later.

To re-open a delegation, do the following:

1. Locate the completed delegation.

· If the delegation was completed more than 60 days ago, use the Search Delegations menu option to locate the delegation.

· If you are the delegator, view the Requests page, Completed Requests tab.

· If you are a Commander, Administrator, or HQ Administrator, view the Workload page, Completed Requests tab.

2. Click the [image: image334.png]


 icon next to the completed delegation that you wish to re-open.

3. An alert box prompts you to confirm that you wish to re-open the delegation. Click the OK button.

4. The Edit Delegation Request page appears and displays the Contract Info tab (Figure 135).
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Figure 135: Edit Delegation Request page, Contract Info tab

· You can edit the prime contract final delivery date, the subcontract information, and the supplier/facility information.

· If you modify the supplier/facility CAGE, facility code, state and ZIP code or country, the default delegatees for the sub-delegation might change. Delegatees added manually remain.

· Click the Delegate Functions tab or POCs tab to edit that information.

· If you click the Cancel button, the delegation's status remains Completed and any information that you edited is not saved.

5. Click the Delegate Functions tab to review the information (Figure 136).
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Figure 136: Edit Delegation Request page, Delegate Function tab

6. Click the POCs tab to review the points of contact added to the delegation when it was first submitted (Figure 137).
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(641) 555-1212





Figure 137: Edit Delegation Request page, POCs tab

7. Click the Review then Re-Open button on any of the tabs. The Review Updated Delegation Request page displays (Figure 138).
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Review Updated Delegation Request

Please review the information you entered on the previous screens. To make changes, click the "edit” link corresponding to the data you
would like to modify.

Contract Info 7 edit | & print view
Date of Request. 26 0CT 2009 Service NAvY
Contract/Proposal Number N00O14: 267 Buying Activity. EE-ONR
Contractor Name (CAGE) ‘GENERAL ELECTRIC COMPANY Supplier/Facility  ICF INCORPORATED, L.L.C.
(07482) Name (CAGE) (sM571)
Contract Date 15 AUG 2003 Supplier/Facilty 9300 LEE HWY STE LBBY
Final Delivery Date (FDD) of Contract 30 SEP 2011 Aife=
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PROPULSION OPERATIONS - GE =
vy Supplier/Facilty ZIP 22031
Rejector Name (CMO) Sandra Knight (DCMA Virginia) oty Gz =)
‘Subcontract Number SUBCONTRACTL
Final Delivery Date (FDD) of Subcontract 30 SEP 2011

Quality Assurance Requirements

Delegatees testAGMO836@dcma.mil, test.AGM0910@dcma.mil test.AGM0998 @dema.mil
© Aadd Delegatee
Status. Completed

Contract QA Requirement  Higher Level (FAR 52.246-11) - Example Text

Safety of Flight Y

Provide the Contractual Y Example Text

Reference

Prime/Subcontract Example Text

Standards

QA Request Aviation Criical Safety Ttems (CST)

Mission Critical Item
Critical Safety Item (Non-Aviation)

NSEP Requirements

Customer Imposed Mandatory Requirements
Other - Example Text

Product/Services Example Text
Description
Product Release Request the Receiver be involved in releasing the product from the subcontractor's faclty.
Provide the instructions for product release.
Example Text
Quality Assurance Instructions
Surveillance Strategy Plan Receiver to provide an information copy of the surveillance plan to the Delegator.

Additional instructions:
Example Text

Waivers and Deviations Receiver is authorized to accept or reject subcontractor's dlassification/disposition of minor
waivers/deviations.
Receiver is requested to provide comments and/or recommendations for major waivers or deviations
submitted by the subcontractor for approval by the prime contractor and government customer.

Provide the contractual reference and/or instructions as necessary:
Example Text

Reporting Requirements Report issue status on an on-going basis for long term/higher risk delegations.
Report issue status at the completion of delegation.
‘Special reporting is required as indicated below.

Additional instructions (special reporting should be kept to the minimum necessary to satisfy customer

requirements
Example Text
‘Special Customer Requirements or Example Text
Instructions
Additional Remarks Example Text
Priority Focus Area
HIGH Example Text
MODERATE Example Text
File Name Date Description
@  test GOOD.avi 26 0CT 2009 Example Text
@  test GOOD.pdf 27 0cT 2009 Example Text
Name E-Mail Address Phone Number
Stevens, Samantha sstevens@email.com (641) 555-1212
“action Date Comments
Submitted 26 0CT 2009
Forwarded 26 0CT 2009 Example Text.
Accepted 26 0CT 2009 Accepted by Terri Gray
Re-assigned 26 0CT 2009 Example Text.
Status Update 27 0cT 2009 Example Text
Completed 27 0cT 2009 Example Text





Figure 138: Review Updated Delegation Request page

8. Review the information. To return to the Edit Delegation Request page, click the [image: image339.png]


 edit link. You can add delegatees manually.

9. On the Review Updated Delegation Request page, click the Re-Open button to submit the delegation. Delegation sends an E-Mail message when a delegation is re-opened. See the topic E-Mail Messages for further information.

10. The View Delegation Request page appears and displays the re-opened delegation. The delegation's status is Accepted. The delegation also appears on the delegator's Requests page, Active Requests tab, and on the last recorded acceptor's Workload page, Active Requests tab and CMO Requests tab.

5 Glossary

A

ACO: Administrative Contracting Officer

B

BINCS: Business Identification Numbering Cross-Reference System

C

CAGE: Commercial And Government Entity

child delegation: A child delegation is created from a delegation with the status of Accepted. To add a child delegation, click either the Redelegate button or the Create a Subdelegation link. A child delegation must be completed before the parent delegation can be completed. A child delegation may also be a parent delegation. See also parent delegation.

CMO: Contract Management Office

CMT: Contract Management Team

D

DCMA: Defense Contract Management Agency

DFAR: Defense Federal Acquisition Regulation

DoD: U.S. Department of Defense

DoDAAC: Department of Defense Activity Address Code

DPAS: Defense Property Accounting System

E

ECARS: Electronic Contract Management Request System

EVMS: Earned Value Management Systems

F

FAR: Federal Acquisition Regulation

FDD: Final Delivery Date

P

PA: Product Assurance

parent delegation: A parent delegation has the status of Accepted and has submitted or accepted child delegations. The parent delegation cannot be completed until its child delegation(s) are completed. A parent delegation also may be a child delegation. See also the topic child delegation.

PI: Program Integration

POC: Point of Contact

Q

QA: Quality Assurance

QA/PA: Quality Assurance/Product Assurance

R

re-delegation: The Functional Specialist, Commander, and Administrator user roles can re-delegate from only their CMO to any CMO. The HQ Administrator can re-delegate from any CMO to any CMO. A re-delegation is created by clicking the re-delegate link that appears on the View Delegation Request page of an accepted delegation. The re-delegation's contract, subcontract, supplier/facility, delegated function, and points of contact information is copied from that accepted delegation. The re-delegation works the same way as a sub-delegation except that it displays only the delegated function tab of the accepted delegation. Re-delegation creates a parent-child relationship between the re-delegation and the original delegation. A parent delegation cannot be completed until all of its child delegations are completed. A child delegation cannot be re-opened unless its parent delegation is re-opened.

reassign: The Functional Specialist, Commander, and Administrator user roles can reassign an accepted delegation from themselves to another DCMA person. The HQ Administrator can reassign accepted delegations to change either the delegator or the acceptor. Reassign permits the delegator, delegatee, or acceptor to reassign the delegation from themselves to a different person. The Administrator can reassign the delegator, delegatee, or acceptor any delegation submitted by, submitted to, or accepted by their CMO. The HQ Administrator can reassign the delegator, delegatee, or acceptor for any submitted or accepted delegation.

S

sub-delegation: The Functional Specialist, Commander, and Administrator user roles can sub-delegate from only their CMO to any CMO. The HQ Administrator can sub-delegate from any CMO to any CMO. A sub-delegation is created by clicking the link on the DCMA user roles' home page. The sub-delegation's contract, subcontract, delegated function, and points of contact information is copied from a selected accepted delegation. The sub-delegation displays all possible delegated function tabs. Sub-delegation creates a parent-child relationship between the sub-delegation and the original delegation. A parent delegation cannot be completed until all of its child delegations are completed. A child delegation cannot be re-opened unless its parent delegation is re-opened.

6 Index

A
accepted delegation, reassigning (DCMA user roles)
114

accepted delegation, viewing
47

accepting a delegation
42

accepting with supplementation a delegation
42

adding a delegation (External DoD Customer)
125

adding a Financial Services delegated function (DCMA user roles)
83

adding a Manufacturing and Supply Chain Predictability delegated function (DCMA user roles)
71

adding a Manufacturing and Supply Chain Predictability delegated function (External DoD Customers)
137

adding a Quality Assurance delegated function (DCMA user roles)
66

adding a Quality Assurance delegated function (External DoD Customers)
132

adding a redelegation
51

adding a sub-delegation
52

adding an Asset Management delegated function (DCMA user roles)
79

adding an Asset Management delegated function (External DoD Customers)
145

adding an Engineering delegated function (DCMA user role)
75

adding an Engineering delegated function (External DoD Customers)
141

adding an Other Contract Administration delegated function (DCMA user roles)
86

adding contract info (DCMA user role)
61

adding contract info (External DoD Customer)
127

adding delegated functions (DCMA user roles)
64

adding points of contact to a delegation (External DoD Customers)
149

alert, missing data
151

alert, missing delegatees
151

Asset Management delegated function, adding (DCMA user roles)
79

Asset Management delegated function, adding (External DoD Customer)
145

attaching a file
14

C
completed delegation, reopening
109, 177

completing a delegation
103, 170

contract info, adding (DCMA user role)
61

contract info, adding (External DoD Customers)
127

copying a delegation
13

D
delegate functions, requesting
59, 130

delegated functions, adding (DCMA user role)
64

Delegation 1.0, about
1

Delegation 1.0, summary of
2

delegation history, viewing
41, 162

deleting a delegation
102, 160

E
editing a delegation
36, 159

editing the final delivery date
54, 165

E-Mail messaging
15

Engineering delegated function, adding (DCMA user role)
75

Engineering delegated function, adding (External DoD Customers)
141

F
Financial Services delegated function, adding (DCMA user role)
83

forwarding a delegation
44

H
home page (DCMA user roles)
27

home page (External DoD Customer)
121

M
Manufacturing and Supply Chain Predictability delegated function, adding (DCMA user role)
71

Manufacturing and Supply Chain Predictability delegated function, adding (External DoD Customers)
137

N
navigation elements
6

O
organization of documentation
1

Other Contract Administration delegated function, adding (DCMA user role)
86

P
parent-child relationship and redelegation
51

parent-child relationship and sub-delegation
52

points of contact, adding (DCMA user roles)
89

points of contact, adding (External DoD Customer)
149

printing a delegation
13

Q
Quality Assurance delegated function, adding (DCMA user role)
66

Quality Assurance delegated function, adding (External DoD Customer)
132

R
reassigning a delegation
114

reassigning workload
116

recommending rejection of a delegation
45

redelegation, adding
51

rejecting a delegation
46

requests page
32, 121

reviewing and submitting a delegation (DCMA user role)
93

reviewing and submitting a delegation (External DoD Customer)
151

S
searching for a delegation
11

status update, adding
55, 166

status update, viewing a
58, 169

status updates, browsing
57, 168

sub-delegation, adding
52

submitted delegation, viewing (External DoD Customer)
161

U
user roles and tasks
5

V
viewing a status update
58, 169

viewing a submitted delegation (External DoD Customers)
161

W
workload page
27

workload reassignment (DCMA user roles)
116




