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1 About the Preaward Survey System (PASS)

A preaward survey provides DCMA customers with an accurate assessment of a prospective contractor’s capabilities as they relate to specific government procurements. The eTools Preaward Survey System (PASS) was designed to support the preaward survey process from request to receipt of the preaward survey results.

This users manual provides assistance with using the PASS application. For guidance regarding reporting requirements and insight into interviewing techniques, the purpose of individual analysis requirements, and a basic understanding of what customers require to make a determination of responsibility decision per FAR Part 9, see the Preaward Survey Guidebook at http://guidebook.dcma.mil/42/Preawardguidebk.htm, which describes the mandatory DCMA policy.

All DCMA personnel are encouraged to submit suggestions for changes to the PASS system. See the DCMA Home Page at http://www.dcma.mil for further information.

To learn how this users manual is organized, see the topic Organization.

For help with using the links, tabs, and buttons in PASS, see the topic Navigation Elements.

For help with setting the print margins in your browser software and printing information, see the topic Printing.

To read a summary of the preaward survey request process, see the topic Summary of the Preaward Survey Request Process.

To see the specification for the serial number assigned to each survey request, see the topic Serial Number Format.

1.1  XE "user roles " \* MERGEFORMAT 

 XE "PASS:organization of documentation " \* MERGEFORMAT 

 XE "organization " \* MERGEFORMAT Organization

The chapters of this users manual are organized by user role (customer, PASM, Specialist) 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 user roles and tasks in Delegation are:

· Customers use this application to search for past preaward surveys for a contractor, to request a preaward survey, and to see the results of a recently completed preaward survey.

· Preaward Survey Managers (PASMs) use this application to find existing preaward surveys for contractors, to request a preaward survey on behalf of a customer, to review submitted preaward survey requests and to assign the support surveys for evaluation factors to others, and to accept or reject, assign final ratings to, compile, and return completed survey requests.

· Specialists use PASS to find existing preaward surveys for contractors, to reassign support surveys to others, to report the results of support surveys on evaluation factors, and to respond to support surveys that the PASM rejects.

1.2  XE "PASS:navigation in " \* MERGEFORMAT 

 XE "navigation " \* MERGEFORMAT Navigation Elements

The navigation elements of the PASS application help you find information and complete tasks efficiently.

· The left side of the top of the page provides a link on your name. If you click this link, your user information will appear.
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· The yellow menu bar provides links to functionality specific to the PASS application. Click the Home link to return to the home page at any point. The other links on the yellow menu bar vary depending on the page displayed and your user role.

· The right side of the top of the page provides links to this online help system, to a page where you can provide feedback about the application, and to exit the application.

· Click Print Version to print the page that is displayed.

· You help ensure that only authorized persons access this application by using the Exit link.

Tabs, such as the Workflow Alerts tab, show requests with a specific status. To see information on a tab, click it.
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Each column in a table allows you to sort information in either ascending or descending order.

On pages that display multiple requests, the arrows and drop-down list box at the bottom of the page allow you to move to the first, previous, next, or last request, or to click in the box and type the sequence number of the requests you wish to see.

[image: image4.jpg]QOO 11771y O




1.3  XE "printing " \* MERGEFORMAT Printing

To print from PASS and have the results appear on a single page with no information cut off, be sure to set the margins in your web browser to .25 inches.

To set the print margins in Internet Explorer, do the following:

· Click the File menu

· Choose Page Setup

· In the Margins area, type .25 in each box.

To print the original request of a preaward survey that is not completed:
· Choose a survey

· Scroll to bottom of page

· Choose Primary Request Details

· Click the Print Version link

· Click the File menu

· Change margins

· Choose a printer

· Click the Print button

· Close the Microsoft window

To print details for each factor of a preaward survey that is not completed:
· Open the survey

· Go to II. Evaluation Assignments tab

· Choose a factor

· Click the Print Version link

· Click the File menu

· Change margins

· Choose a printer

· Click the Print button

· Close the Microsoft window

To print the original request of a completed survey:
· Choose a survey

· Scroll to the bottom of page

· Choose View Original Request

· Click the Print Version link

· Click the File menu

· Change margins

· Choose a printer

· Click the Print button

· Close the Microsoft window

To print recommendation and narration for each factor of a completed survey:
· Choose a survey

· Click the Print Version link

· Click the File menu

· Change margins

· Choose a printer

· Click the Print button

· Close the Microsoft window

To print details for each factor of a completed survey:
· Open the survey

· Go to II. Evaluation Results tab

· Click a factor (for example, Quality) in the grid at the bottom left side of the page.

· Click the factor at the top right corner of the page (for example, Quality)

· Click the Print Version link

· Click the File menu

· Change margins

· Choose a printer

· Click the Print button

· Close the Microsoft window

· Repeat this process for each factor on the preaward that you want to print

Note that the words "No Records Found ..." will appear if no data were provided for a specific section. This statement does not indicate that the survey request or its factor(s) have no data.

1.4  XE "PASS:summary of using " \* MERGEFORMAT Summary of the Preaward Survey Request Process

The following tasks must occur to complete a preaward survey:

· The customer submits a request for a preaward survey of a contractor.

· The request is routed to the Contract Management Office (CMO) responsible for that contractor.

· A Preaward Survey Manager (PASM) at that CMO receives the request. The PASM reviews the request and the evaluation factors that the customer requested to be included in the preaward survey.

· The PASM assigns each of the evaluation factors to a person who is responsible for conducting the support survey for that evaluation factor. The support survey can be assigned to a Specialist, to a different PASM, or to the PASM who received the preaward survey request.

· The person who receives the support survey for the evaluation factor (typically a Specialist, but possibly a PASM) can either re-assign the support survey or conduct the support survey.

· Upon completing the support survey for the evaluation factor, the Specialist or PASM submits it to the PASM at the CMO that is responsible for the contractor.

· The PASM reviews each of the primary survey's evaluation factor's support surveys and either accepts or rejects them.

· If the PASM accepts an evaluation factor's support survey, the PASM then assigns a final rating to the evaluation factor's support survey.

· Once the PASM has assigned a final rating to all of the primary survey request's support surveys, the PASM can compile the survey.

· Once the survey is compiled, the PASM can return the survey to the customer.

· The customer can view the survey immediately. By default, the completed preaward survey is visible only to the person who requested the survey, to the PASM who returned the survey, and to any Specialist who evaluated the request until the release date passes. By default, the preaward survey's release date is 90 days after the completion date. The customer can change the release date to any date after the completion date. Once the release date passes, the completed preaward survey is visible to any person who has access to PASS.

1.5  XE "serial number format " \* MERGEFORMAT Serial Number Format

The Serial Number is a 13-character value auto-assigned by the application to uniquely identify preaward survey requests. The values within the serial number have specific meaning, as follows:

Positions 1–6: The DoDAAC of the surveying activity (CMO) having primary cognizance for completing the survey

Position 7: The last digit of the current calendar year

Position 8: Month code (1–9 = January through September, O = October, N = November, D = December)

Positions 9–10: Sequence number (01–99) assigned to survey requests for a CMO in the order that the request was submitted to the system within the month

Positions 11–12: Identifies survey as primary or secondary and relationship. Possible values are:

· AP: Primary survey with no associated secondary surveys

· AS: Primary survey for a survey set having one or more secondary surveys

· B through Z followed by S: A unique sequence for the secondary surveys supporting the primary survey identified as AS

· AI: Informal survey

Position 13: A code indicating the status or recommendation:

· C: Recommended Complete Award

· N: Recommended No Award

· P: Recommended Partial Award

· U: Recommendation Not Applicable/Capability Survey

· X: Survey still in work

2 Customer's Role

Customers use this application to search for past preaward surveys for a contractor, to request a preaward survey, and to see the results of a recently completed preaward survey.

To search for CAGE information or for a contractor's existing surveys, click the Search for a Contractor/Existing Surveys button. See the topic Contractor Search Page for further information.

To request a preaward survey, click the Request Preaward Survey button. See the topic Requesting a Preaward Survey for further information.

To see the results of a recently completed preaward survey, see the topic Viewing Completed Preaward Surveys.

2.1  XE "workload, viewing:Customer Support Home Page " \* MERGEFORMAT 

 XE "view:survey requests " \* MERGEFORMAT 

 XE "menu bar " \* MERGEFORMAT 

 XE "Customer:Customer Support-Home Page " \* MERGEFORMAT Customer Support-Home Page

If you are a PAS Customer, the Customer Support-Home Page appears when you log into the DCMA eTools portal and click the PASS icon (Figure 1).
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Figure 1: Customer Support-Home Page

The Customer Support-Home Page allows you to view your requests, search for a contractor or existing preaward survey, and request a preaward survey. The My Requests tab lists the preaward surveys you have requested within the past 18 months and their current status.

To view a preaward survey request displayed on the My Requests tab, click the request of interest. See the section My Requests Tab below for further information about the page that appears.

If you are a new user, do not have any survey requests in progress, or have not had a survey completed for you within the past 18 months, the My Requests tab will not display any entries. The buttons below the tab allow you to search for an existing preaward survey or request a new preaward survey.

2.1.1 Menu Bar

The menu bar appears next to the DCMA logo. The links on it provide the following functionality:

· Customer Support Home: Displays the Customer Support-Home Page. If you are on the Customer Support-Home Page, clicking this link will refresh the page (Figure 1).

· Print Version: Print a copy of the page. Appears on pages other than the Customer Support-Home Page (Figure 4).

· Go Back: This link appears on pages other than the home page. Displays the previously viewed page. Note that using the browser's Back button may take you to a different page (Figure 2).

· DLIS-CCR Contractor Search: This link appears on pages other than the home page. Clicking the DLIS-CCR Contractor Search link displays the Central Contractor Registration web site at http://www.bpn.gov/ccrinq/scripts/search.asp, which you can use to look up a contractor's CAGE code and other information (Figure 2).

Above the menu bar the page provides additional links. See the topic Navigation Elements for assistance with using them.

2.1.2 My Requests Tab

The My Requests tab presents a list of preaward surveys requested by you using this application within the past 18 months. For each survey, you will find summary information and a status as described below:

· Status: The status options are as follows:

· Awaiting Submission: You have created and saved a preaward survey request using the Preaward Survey-Primary Request page, but the survey request has not been submitted to the responsible DCMA Preaward Survey Manager (PASM) for action. Once you complete these requests, you can submit them to DCMA for action. See the topic Preparing a Preaward Survey Request for further information.

· Submitted: Your preaward survey request has been submitted to the responsible PASM, but work has not started. You can still view your request, but you cannot revise or retract it. When you view preaward survey requests with this status, the Preaward Survey-Primary Request page appears.

· In Progress: Your preaward survey request is in work. You can still view your request but you cannot revise or retract it. When you view preaward survey requests with this status, the Preaward Survey-Primary Request page appears.

· Awaiting PASM Compilation: All support surveys associated with the preaward survey request, including secondary surveys if applicable, have been completed, approved, and rated and the survey is ready to be compiled (all support and secondary survey results integrated with the survey request). Clicking a survey request with this status displays the Preaward Survey-Primary Request page.

· Completed: The preaward survey that you requested is complete and available for viewing. Requests with the status Complete display the Preaward Survey-View Survey Results page and are linked to your original preaward request. See the topic Viewing Completed Preaward Surveys for further information about completed preaward surveys.

· CAGE: The Contractor and Government Entity code, if any, assigned to the company where the preaward survey was conducted.

· Company Name: The legal name of the company where the preaward survey was conducted.

· DoDAAC: The Department of Defense Activity Address Code of the DCMA Contract Management Office (CMO) responsible for preparing preaward survey requests for the referenced company.

· Survey Type: Options are Formal or Informal.

· Solicitation Number: The solicitation number of the contract.

· Request Date: The date that the customer first saved the primary preaward request.

· Due Date: The date that the requestor asked for completion of the survey, as submitted in the preaward request. By default, the Respond By date is one month after the Request Date.
· Release Date: The date that the completed preaward survey was made available for viewing by all authorized PASS users. This date is generally 90 days after the survey was completed and posted for viewing by the requestor. The requestor may change the release date on the completed request. See the topic Viewing Completed Preaward Surveys for further information.

2.2 Searching for Contractor Information

2.2.1  XE "SICM " \* MERGEFORMAT 

 XE "Search:contractors/existing surveys " \* MERGEFORMAT 

 XE "preaward surveys:searching for " \* MERGEFORMAT 

 XE "eTools " \* MERGEFORMAT 

 XE "Customer:searching for a contractor " \* MERGEFORMAT 

 XE "Customer:Contractor Search Page " \* MERGEFORMAT 

 XE "contractors:searching for " \* MERGEFORMAT 

 XE "CAGE:searching for preaward surveys " \* MERGEFORMAT Contractor Search Page

Clicking the Search for A Contractor/Existing Preaward Surveys button on the Customer Support-Home Page displays the Contractor Search page (Figure 2).

[image: image6.png]HELP | FEEDBACK | EXIT

elools Preaward Survey System 1.0 FT-IV 1.0

Welcome Bils D. Ginninaz

Contractor Search

DCMA encoLrages you to review past preaward surveys of contractors you are evaluating. To search for existing
surveys, enter the CAGE value of the company In the CAGE text box and dlick the Search button. If you do not know the
CAGE of the company, you can do a CAGE search by clicking the magnifying-glass icon next to the CAGE field or click on
the DLIS-CCR Contractor Search link on the menu bar and follow the on-screen instructions. If the company does not
have a CAGE registered in the CCR, you can also search the eTools database by company name (full, partial, or use ' as
a wildcard value). General queries will display a maximum of 500 rows. Entering the DODAAC of a DCMA CMO, a Country,
or a ZIP code will further focus the search. If more than one search criteria are entered, only results matching all entered
criteria are returned.

Company Name

CAGE Code Q

DUNS

DaDAAC v

Country v

1P Code

Companies with []
Surveys Only

SEARCH ] [ RESET | [ REQUEST PREAWARD SURVEY





Figure 2: Contractor Search page 

If you already know the CAGE or DUNS of the contractor of interest, type one of those values in the CAGE code or DUNS box as appropriate and click the Search button. This search will look for the referenced CAGE code or DUNS in the Total CAGE View within eTools which includes all CAGE codes registered in the DLIS-CCR, augmented with additional CAGE codes on file in the MOCAS SDW and SICM.

If the CAGE code is found, the most current name and address information about the contractor, current contract and line activity in MOCAS, and a list of completed preaward surveys appears on the Contractor-Company Review page.

If you do not know the CAGE code of the company of interest, the company is not registered in the DLIS-CCR, or you are interested in a more general search by DCMA DoDAAC, Country or ZIP, you can perform a tailored search by typing values of interest in the boxes associated with the value or values of interest. Some specific options follow:

· Company Name: Type a full or partial name in the name box. To do a partial name search, type an asterisk (*) as a wild card character to represent any character, and any number of characters. Using a partial name will return a list of the contracting companies whose names containing the specified characters. An effective technique is to specify as many characters as possible, as a general search may return a very long, unmanageable list of companies.

· CAGE Code: Type the company's 5-character CAGE code. To look up a company's CAGE code, click the [image: image7.png]


 icon or click the DLIS-CCR Contractor Search link on the menu bar. A new window will display the DLIS-CCR web site at http://www.bpn.gov/ccrinq/scripts/search.asp. Follow the instructions on the page to perform your search. If you find a CAGE code you wish to use to continue your search within PASS, you can either copy and paste from the site or type it into the boxes on the Contractor Search page. To return to PASS, either close the DLIS-CCR window or click the PASS window that has remained open.

· DUNS: Type the 9-digit DUNS code or 13-digit DUNS + 4 code (numeric values only without spaces) for the company of interest, if known. DUNS codes can be found using the DLIS-CCR web site as described above.

· DoDAAC: Select a DoDAAC from the drop-down list. The DoDAAC search is used to limit the search to companies under the preaward cognizance of a specific DCMA CMO.

· Country: Select a country from the drop-down list. The search results will display only the contracting companies that have addresses in the country you selected.

· ZIP Code: Type the 5-digit value in the text box.

· Companies with Surveys Only: Select this check box to find only the companies that both (1) meet the parameters and (2) have one or more preaward surveys on file in the eTools database that were completed within the past 18 months and have passed their release dates.

To search for a contractor, click the Search button. The display of your search results depends on how many contractors match your search criteria:

· The Contractor Search Results page appears if the search results return more than one contractor. See the topic Contractor Search Results Page for further information.

· If only one contractor is found that matches your search results, the Contractor-Company Review Page appears. See the topic Preparing a Preaward Survey Request for further information.
To change your search values, click the Reset button.

To request a preaward survey using the information you have typed in the search criteria, click the Request Preaward Survey button. The Preaward Survey-Primary Request page appears and, if PASS was able to identify a contractor, displays the contractor's information. For further information about requesting a preaward survey, see the topic Preparing a Preaward Survey Request.

Note: If you click the Request Preaward Survey button without specifying a CAGE, values related to the provided values will be automatically populated on the Preaward Survey-Primary Request page. That CMO may not be the correct one for the company information later provided in the request. The PASS application will update and correct the preparing CMO information based on company information at the time the request is submitted.

2.2.2  XE "Search:contractors/existing surveys " \* MERGEFORMAT 

 XE "preaward surveys:searching for " \* MERGEFORMAT 

 XE "Customer:searching for a contractor's preaward surveys " \* MERGEFORMAT 

 XE "Customer:Contractor Search Results Page " \* MERGEFORMAT 

 XE "contractors:searching for preaward surveys of " \* MERGEFORMAT Contractor Search Results

The Contractor Search Results page displays all companies found in the DCMA eTools database that meet the criteria used in your search (Figure 3).
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Figure 3: Contractor Search Results page

It appears if the search criteria you used identify more than one company as a match. If only one company matched the search criteria, the information appears on the Contractor-Company Review page.

This page has two sections:

1. The upper section, which displays the search criteria that were used. For a description of how to use the upper section of the page, see the topic Contractor Search Page.

2. The lower section, which displays the search results. If your search returns no companies and/or you would like to search again, try changing the search parameters in the upper section of the page and clicking the Search button. Using multiple values and selecting the check box for companies with surveys will limit your results.

If you find a contractor of interest in the search results section, clicking the CAGE code will take you to the Contractor-Company Review page where you will find additional information about the company including its current name and address, number of current contracts and contract line items being managed by DCMA, the responsible CMO, and preaward surveys that may be on file. To see an existing preaward survey, click the survey of interest on the Contractor-Company Review page.

If you do not find any information about the contractor of interest, click the Request Preaward Survey button to display the Request Preaward Survey page. This method populates the boxes of the Preaward Survey-Primary Request page that can be determined by the existing search criteria entries. For example, if a ZIP Code is typed, the CMO responsible for that ZIP Code will be provided on the Preaward Survey-Primary Request page as the surveying activity. Your name appears as the requestor of the preaward survey.

2.2.3  XE "preaward surveys:requesting " \* MERGEFORMAT 

 XE "eTools " \* MERGEFORMAT 

 XE "Customer:Contractor-Company Review Page " \* MERGEFORMAT Contractor-Company Review Page

The Contractor-Company Review page (Figure 4) presents information about the contractor. It appears when you click a contractor's CAGE code on the Contractor Search Results page, or if your search using the Contractor Search page locates only one contractor.
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Figure 4: Contractor-Company Review page

The Contractor Information section presents the contractor’s current name and address as recorded in the eTools database. A contractor may have contracts that are not being managed by DCMA.

The Cognizant CMO section presents the name and address of the DCMA CMO responsible for preaward surveys for the referenced contractor plus the E-Mail address of the Preaward Survey Manager.

The Preaward Surveys on File section lists preaward surveys, if any, that were completed on the contractor within the past 18 months. Summary information about the surveys appears below the list. If there are multiple surveys listed, the summary information defaults to the survey at the top of the list. To select a survey for review, click the survey line of interest. The summary information below the survey list will update to correspond with the selected survey. To view survey details, click the View Preaward Survey button. The survey information is presented in a format for online viewing or local printing as appropriate.

To initiate a request for a new preaward survey for the contractor identified on this page, click the Request Preaward Survey button below the display panel. Using this method will populate the Request Preaward Survey page with available data regarding the prospective contractor, surveying activity, and your name will be shown as the requestor.

To continue your search, return to the Contractor Search page by clicking the Go Back button on the menu bar. If you navigated to this Contractor-Company Review page from a Contractor Search Results page and would like to return to select other results, use the browser's Back button.

2.3 Requesting a Preaward Survey

To request a preaward survey, you can click the Request Preaward Survey button that appears on the Contractor Search page, Contractor Search Results page, or Contractor-Company Review page. The page that appears when you click the button varies depending on how much information is available. When you click the Request Preaward Survey button on these pages, the Preaward Survey-Primary Request page appears. See the topic Preparing a Preaward Survey Request for further information.

If you click the Request Preaward Survey button on the Customer Support-Home Page, however, the Request Preaward Survey page appears (Figure 5).
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Figure 5: Request Preaward Survey page

The Request Preaward Survey page requires that you type a CAGE code, Country, or ZIP Code. If you provide a CAGE code, the PASS application will automatically provide the company's address and contact information on the Preaward Survey-Primary Request page so that you don't have to type it. Click the [image: image11.png]


 icon to display the Central Contractor Registration page at http://www.bpn.gov/ccrinq/scripts/search.asp, where you can look up contractor information. If you select a country or provide a ZIP Code on the Request Preaward Survey page, PASS will automatically provide the company's address information. ZIP Code entries must contain five numbers.

Click the Request Preaward Survey button. The Preaward Survey-Primary Request page will appear.

2.4  XE "Walsh-Healey Act " \* MERGEFORMAT 

 XE "survey type " \* MERGEFORMAT 

 XE "solicitation number, type, URL " \* MERGEFORMAT 

 XE "secondary plant locations " \* MERGEFORMAT 

 XE "preaward surveys:secondary locations " \* MERGEFORMAT 

 XE "preaward surveys:preparing " \* MERGEFORMAT 

 XE "plant locations, specifying " \* MERGEFORMAT 

 XE "evaluation factors:selecting for a preaward survey request " \* MERGEFORMAT 

 XE "eTools " \* MERGEFORMAT 

 XE "DLIS-CCR " \* MERGEFORMAT 

 XE "delete:row " \* MERGEFORMAT 

 XE "delete:request " \* MERGEFORMAT 

 XE "delete:factor " \* MERGEFORMAT 

 XE "Customer:preparing a preaward survey request " \* MERGEFORMAT 

 XE "contractors:selecting for a preaward survey request " \* MERGEFORMAT 

 XE "contract type " \* MERGEFORMAT 

 XE "CAGE:and preparing a preaward survey request " \* MERGEFORMAT 

 XE "CAGE:and DLIS-CCR " \* MERGEFORMAT Preparing a Preaward Survey Request

The Preaward Survey-Primary Request page (Figure 6) appears when you click the Request Preaward Survey button on the following pages:

· Preaward Survey Request page

· Contractor Search page

· Contractor Search Results page

· Contractor-Company Review page

[image: image12.png]HELP | FEEDBACK | EXIT

efools Preaward Survey System 1.0 FT-Iv 1

Welcome Bils D. Ginninaz

Preaward Survey - Primary Request
This request wil be sent to the DCMA Surveying Activity identified. DCMA will respond within a 30-day evaluation period. You may request
a faster response time by altering the 'Respond By' date,

TRequest | ILProspecte Comtactornfo | Il SolicationData | V. Evaliation Factors | . lant And Location | V. Requestor Comnments |
REQUESTING ACTVITY
Contracting Officer: Point of Contact:
Name Name. [Bily 0. Gimings
Eman Eman [Zo10451 @oerarni
Phone Phone |417-831-1283,(417) 623-8000 ext 317
Donanc NOTE: Preaward Survey resutsare returned o the POC E-al

address above unless aternate information is entered here.

PRIMARY REQUEST DETAILS

RequestDate 04 Jan 2007 Type of Contract =
Respond-By (1-Mo Default) |04 Feb 2007 |G Dollar Value
Type of Survey Solicitation Number
Solicitation URL

Will the Contracting Office participate in the survey?

Financial Assistance Payment Provision in the solicitation?

Prospective Contractor is a small business concern? DataPackage URL

Include Walsh-Healey Contracts Act?

[{[[[

Is this a Short Form Preaward Survey?

SUBMIT REQUEST [save request ] cancer





Figure 6: Preaward Survey-Primary Request page

This page is used to create, save, and submit the preaward survey request. Tasks are:

· Specifying the contract details.

· Selecting the contractor to be surveyed.

· Specifying the solicitation data relevant to the survey.

· Selecting the evaluation factors for the survey.

· Identifying the plant and locations to be surveyed.

· Providing comments to the preaward survey team.

Navigation features on this page include the tabs, the DLIS-CCR Contractor Search link, and the Print Version link:

· Tabs: Clicking a tab will make that tab active so that you can view or type data. The Preaward Survey-Primary Request page contains six tabs: I. Request, II. Prospective Contractor, III. Solicitation Data, IV. Evaluation Factors, V. Plant And Location, and VI. Requestor Comments.

· DLIS-CCR Contractor Search: Clicking the DLIS-CCR Contractor Search link displays the Central Contractor Registration web site at http://www.bpn.gov/ccrinq/scripts/search.asp in a new window. Follow the instructions on the page to look up a contractor's CAGE code and other information. If you find information that you wish to use in PASS, you can either copy and paste from the site or type it into the boxes on the Preaward Survey-Primary Request page. To return to PASS, either close the Central Contractor Registration window or click the PASS window that has remained open.

· Print Version: Print a copy of the page.

The buttons and the basic tasks that can be performed on this page are:

· The Save Request button is used to save the content of the request. You can save the preaward survey request once the contractor's company name and either country or ZIP code appear on the II. Prospective Contractor tab. The saved survey request will appear on your Customer Support Home page in the My Requests list. Once you submit the preaward survey request, the Save Request button no longer appears.

· The Cancel Request button closes the Preaward Survey-Primary Request page and returns you to your Home page. All unsaved entries will be lost. Once you submit the preaward survey request, the Cancel Request button no longer appears.

· Once you save the preaward survey request, the Delete Request button appears (Figure 12). If you click this button, PASS deletes the preaward survey request. This action cannot be undone. Once you submit the preaward survey request, the Delete Request button no longer appears.

· When you click the Submit Request button, the preaward survey is submitted to the responsible Preaward Manager’s work queue (Figure 12). Submit your request only after all data relevant to the survey have been provided. Due care must be exercised to not use the Submit Request button too early since only the Type of Survey, Company Name, and ZIP Code entries are required. The minimum essential data needed to conduct a preaward survey varies by situation and must be determined by the person preparing the request.

2.4.1.1 I. Request Tab

The Preaward Survey-Primary Request page displays the I. Request tab by default (Figure 7).
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Figure 7: Preaward Survey-Primary Request page, I. Request tab

Once you save the request, the Surveying Activity section appears. This section displays the address and point of contact information for the DCMA Contract Management Office (CMO) responsible for preaward survey request. The information presented in this section is determined by ZIP Code or Country of the contractor specified on the II. Prospective Contractor tab. You cannot modify this information.

The Requesting Activity section displays boxes where you can type the name, E-Mail address, telephone number, and DoDAAC of the contracting officer. This information is not required. The Point of Contact name, E-Mail address, and telephone number displays information for the person who requested the preaward survey. If the preaward survey results should be returned to a different person, provide the information in the text box provided.

The Primary Request Details section provides the following text boxes for information:

· The Respond By date is the date by which the requestor needs to have the completed survey available for their use. On new requests, that date defaults to one month from the current date. If a faster or slower response is needed, click the Date box and select a new date from the calendar. The selected date must be in the future.

· You must select a Type of Survey by clicking in the box and selecting the appropriate survey type from the drop-down list. The asterisk (*) indicates this information is required. The survey request cannot be saved or submitted without selecting a value. If you select an Informal survey, the Solicitation Number box will be automatically filled with the word “Informal”. You cannot request an informal survey and have a solicitation reference. If you select a Formal survey, then the Solicitation Number is required.

· Answers to applicable questions in the left side of this section are set by clicking the answer box or down arrow to the right of the question and selecting the appropriate answer. If the needed classification for Walsh-Healey is not listed, select Other and type the appropriate classification in the text box provided.

· The Type of Contract, when applicable, is populated by clicking in the box and selecting a contract type from the drop-down list. If no solicitation is involved, this box may be left blank. If an unintended value is selected, you can change the selection by reactivating the drop-down list and selecting a new value, or the box can be returned to blank by selecting the blank box at the top of the drop-down list.

· The Dollar Value box allows you to type an estimated dollar value of the solicitation.

· When appropriate, type a Solicitation Number in the box provided. If you select the Informal survey type, this box will be automatically filled with the word “Informal” and the box will be read only. If you type a Solicitation Number before you select a survey, and then select the Informal survey type, the solicitation number will be overwritten by the word “Informal.”

· When appropriate, use the Solicitation URL and Data Package URL boxes to provide web site address where the PASM can find electronic copies of the solicitation and technical data packages.

2.4.1.2 II. Prospective Contractor Tab

The Preaward Survey-Primary Request page, II. Prospective Contractor tab appears when you click the II. Prospective Contractor tab (Figure 8).
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Figure 8: Preaward Survey-Primary Request page, II. Prospective Contractor tab

The Company Information section is used to identify the prospective contractor or contractor of interest and a point of contact for that contractor. The boxes are populated according to the following rules:

· If you typed a CAGE value in the initial Preaward Survey Request page and PASS found the CAGE code in the eTools CAGE database, PASS will display the available company data in this section. If the CAGE code is registered in the DLIS-CCR database, any name and address data that you provide on this page will not be saved. Information from eTools will overwrite it when the preaward survey request is saved.

· To look up a company's CAGE code, click the [image: image15.png]


 icon or click the DLIS-CCR Contractor Search link on the menu bar. A new window will display the Central Contractor Registration web site at http://www.bpn.gov/ccrinq/scripts/search.asp. Follow the instructions on the page to perform your search. If you find a CAGE code you wish to use to continue your search within PASS, you can either copy and paste from the site or type it into the boxes on the Preaward Survey-Primary Request page. To return to PASS, either close the Central Contractor Registration web site window or click the PASS window that has remained open.

· If the contractor does not have a CAGE code registered in DLIS-CCR, you can provide company data in the boxes provided. That information will be saved.

· In all cases, the ZIP Code entry (if in the United States) or Country entry (if not in the United States) determines the location of the DCMA office that appears in the Surveying Activity section of the I. Request tab. The ZIP Code entry will override State or Country selections.

· The POC Name (Point of Contact), Title, and Phone text boxes do not restrict what you can type.

The Parent Company Information section is used if the company to be surveyed has a parent company with a different CAGE code:

· CAGE codes typed here that match values in the eTools database are automatically filled as described above. Data for CAGE codes that are registered in the DLIS-CCR cannot be edited. All other entries are freeform.

· The POC Name (Point of Contact), Title, and Phone text boxes do not restrict what you can type.

2.4.1.3 III. Solicitation Data Tab

The Preaward Survey-Primary Request page, III. Solicitation Data tab appears when you click the III. Solicitation Data tab (Figure 9).
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Figure 9: Preaward Survey-Primary Request page, III. Solicitation Data tab

When a solicitation is involved with the preaward survey request, you can type relevant line item data in this section.

To add line item data, click the Insert Row button. To type data, click the highlighted line under the column where you want to add data.

The Delivery Schedule column will accept numbers and letters. If additional information regarding the schedule for a line is needed, provide that information on the VI. Requestor Comments tab and cross-reference to the applicable line item(s).

To delete a row, highlight the line by clicking it and then click the Delete Row button.

2.4.1.4 IV. Evaluation Factors Tab

The Preaward Survey-Primary Request page, IV. Evaluation Factors tab appears when you click the IV. Evaluation Factors tab (Figure 10).
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Figure 10: Preaward Survey-Primary Request page, IV. Evaluation Factors tab

The Evaluation Factors identify the major and other factors to be evaluated in the preaward survey. Special instructions regarding any of the factors selected should be documented on tab VI. Requestor Comments and cross referenced to the applicable factor.

Note: You must select at least one check box on this page to create a preaward survey request:

· Major Factors: Click one or more check boxes of interest. The check boxes can be toggled between checked and unchecked by clicking the box.

· Other Factors: Click one or more check boxes of interest. If specific factors of interest are not found on the list, select the Other check box. An Evaluation Factor Names box will appear to the right of the Other Factors check boxes. Clicking the Insert Factor button at the bottom of the box will add a line inside the box. Click inside the new line under the Evaluation Factor Name header. This will allow you to type in the name of a specific evaluation type. If more than one special evaluation is needed, click the Insert Factor button again and repeat. Unwanted lines can be deleted by clicking the line to highlight it and then clicking the Delete Factor button.

2.4.1.5 V. Plant And Location Tab

The Preaward Survey-Primary Request page, V. Plant And Location tab appears when you click the V. Plant And Location tab.

If you have not yet saved your request, click the Save Request button to proceed (Figure 11).
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Figure 11: Preaward Survey-Primary Request page, V. Plant And Location tab

Once you save your request, the Primary and Secondary Plant Locations box on the V. Plant And Location tab displays the contractor you specified on the II. Prospective Contractor tab as the primary location by default. The evaluation factors you selected on the II. Evaluation Factors tab will appear in the Evaluation Factors box (Figure 12).
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Figure 12: Preaward Survey-Primary Request page, V. Plant And Location tab, Adding a Secondary Location

If this is the only location where work will be performed, proceed to the VI. Requestor Comments tab. Otherwise, you will need to add a secondary location.

2.4.1.6 Preaward Survey-Secondary Request Page

If some or all of the requested survey actions are to be conducted at a location or locations different from the prospective contractor location, you will need to provide the secondary location information. Type all relevant locations in a sequence that relates them to a parent location.

To add a secondary location, click the Add Secondary Location button on the V. Plant And Location tab.

To provide a secondary location, do the following:

1. Click the parent company name in the Primary and Secondary Plant Locations box on the V. Plant And Location tab (Figure 12).

2. Click the Add Secondary Location button. The Primary Survey-Secondary Request page appears (Figure 13).

3. Record name and address information (See I. Secondary Plant And Location tab, Figure 13), identify the specific factors to be investigated at that location (II. Evaluation Factors tab), and provide comments to aid the evaluator in conducting the survey (III. Requestor Comments tab).

4. Click the Save Location button. The secondary location is saved. The Preaward Survey-Secondary Request page remains active so that you can continue providing information.

To exit the Preaward Survey-Secondary Request page and return to V. Plant And Location tab, click the Return to Summary button. The secondary location will appear on the V. Plant And Location tab in the Primary and Secondary Plant Locations box in a tree-type display that represents its relationship to the primary location. Note that you can add a secondary location to a secondary location.

Repeat this process until all secondary locations and their specific survey requirements have been identified.
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Figure 13: Preaward Survey-Secondary Request page
I. Secondary Plant And Location Tab

Type the CAGE code for the secondary location in the CAGE Code box. Alternatively, click the [image: image21.png]


 icon to display the Central Contractor Registration page at http://www.bpn.gov/ccrinq/scripts/search.asp, where you can look up contractor information.

Click the Save Location button. If the CAGE code is found in the eTools CAGE database, available CAGE data will be automatically filled in this section. If that CAGE code is registered in the DLIS-CCR CAGE database, those data cannot be edited. Any information that you type in the Company Name or address boxes will be overwritten automatically by the CAGE information present in PASS when you click the Save Location button.

If the contractor does not have CAGE codes registered in the DLIS-CCR, type the company data. Since PASS does not have CAGE information for the contractor, your information will not be overwritten when you click the Save Location information.

In all cases, a ZIP Code entry (if in the United States) or Country entry (if outside the United States) is required for DCMA use. The ZIP Code entry will override State or Country selections.

The POC, Title, and Phone entries for the secondary location are freeform text.

II. Evaluation Factors Tab

To identify the specific major and minor factors to be investigated at the identified secondary location, click the II. Evaluation Factors tab. Select the relevant major and minor factors in the same manner as described for the primary request on the IV. Evaluation Factors tab. These factors will be evaluated in the same manner as the primary locations' evaluation factors.

III. Requestor Comments Tab

Type narrative comments relating to the secondary location in the Requestor Comments section of the III. Requestor Comments tab.

Note: Comments typed here should pertain only to the secondary location on the I. Secondary Plant And Location tab. If you add more than one secondary location, be sure that the comments you type are associated with the correct secondary location. You can check this by looking at the I. Secondary Plant And Location tab and then looking at the III. Requestor Comments tab to ensure that the comments are relevant to the plant location.

When the secondary plant location information is complete, click the Save Location button, then click the Return to Summary button. The Preaward Survey-Primary Request page appears. If you have provided the plant location information, proceed to the VI. Requestor Comments tab of the Preaward Survey-Primary Request page.

2.4.1.7 VI. Requestor Comments Tab

The Preaward Survey-Primary Request page, VI. Requestor Comments tab appears when you click the VI. Requestor Comments tab (Figure 14).
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Figure 14: Preaward Survey-Primary Request page, VI. Requestor Comments tab

The Requestor Comments section is a free-form text box used to record clarifying or additional information to assist the PASM who will conduct the requested survey actions.

2.4.1.8 Submitting the Preaward Survey Request

Once you have completed the required information for the preaward survey request, do the following:

· Click the Save Request button to ensure that the information you have provided is saved.

· Click the Submit Request button. A dialog box prompts you to confirm that you wish to submit the preaward survey request. If you are ready to submit the request, click the OK button. If you think there is an error or omission, click Cancel and address the problem before you submit.

· Once you submit the preaward survey request, the request appears on the Customer Support-Home page with the status Submitted. See the Customer Support-Home Page topic for further information about the status messages and how they can help you monitor the progress of your preaward survey requests.
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Completed preaward surveys on file in the DCMA eTools database are presented to you as follows:

· Surveys that you requested and are complete appear on your Customer Support-Home Page's My Requests tab. These surveys appear with the status Completed and show that the PASM and the specialist have performed the preaward survey, reviewed the results, rated the results, compiled the results, and returned the information for your use. Access to surveys is restricted after they are completed so that only the persons who require the information can see it.

· All preaward surveys that have been released for general viewing can be accessed using the contractor search facilities described on the Contractor Search page.

To view details about a completed preaward survey, click the survey of interest on the My Requests tab. The Preaward Survey-View Survey Results page appears (Figure 15).
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Figure 15: Preaward Survey-View Survey Results page

The I. Overall Recommendations tab displays the PASM's recommendation, general survey information, and the PASM's comments.

The Release Date box by default displays a date 90 days after the Completion Date. If the Release Date is a date in the future, only you and the PASM and specialist who prepared the survey can see it. This prevents others from viewing the survey results while they may be procurement sensitive. As the person who requested the survey, you can change the Release Date as needed to protect the report. The default release setting is three months from the completion date, but you can adjust that to an earlier or later date as appropriate. Once the Release Date passes, the survey is available to all people who can access PASS and you cannot change the Release Date again.

To change the Release Date, do the following:

1. Click the Release Date box or the calendar icon next to it.

2. Use the calendar that appears to select the release date you wish to use. You can change the release date to any date in the future.

3. Once the date you want appears in the Release Date box, click the Update Release Date button. The new release date appears in the box and will appear the next time you view the Preaward Survey-View Survey Results page.

Note: If someone created and submitted the survey request on your behalf, that person will have access to the completed survey until the release date passes. You will have access to the completed survey only if your E-Mail address was provided in the on the I. Request tab in the Point of Contact section E-Mail text box, and if you have access to PASS.

To see the details of the survey, click the Evaluation Results tab (Figure 16).

[image: image24.png]HELP | FEEDBACK | EXIT

elools Preaward Survey System 1.0 FT-IV 1.0

Welcome Bily D. Ginninaz

Preaward Survey - View Survey Results
This page sfiows results of a preaward survey. By default, the completed survey will be available to other buying activities in 90 days. You
may change the availability date below. Once the release date has been passed, you wil not be able to change it

(" L-overall Rocommendation | i Evauaton Resuts | 1. Fle Atachments |

PRIMARY Request & SECONDARY Plant Locations: Narrative: (To view, click on an Evaluation Factor).

v 65 (@H388) Hopkins, o Type narrative here.
() apzm3) Letna, Ltd

Completion Date: 05 Jan 2007

(4H388)

Hopkins, Ine

903 Ranch Road
Wheaton, IL 60187

Roviewer Evaluation Factors

Hunter, Jessie C.  Technical Unsatisfactory |
Hunter, Jessie C.  Production Satisfactory
Hunter, Jessie C.  Property Satisfactary
Hunter, Jessie C. Other (evaluation factor 1) Not Rated

D am e M A e A A LM B e B b g ami e B





Figure 16: Preaward Survey-View Survey Results page, II. Evaluation Results tab

The Evaluation Results tab displays the results of the survey for each of the factors. For additional information about a factor, click its entry in the Evaluation Factors column. To view detailed data, click the button with the factor name on its label that appears above the Narrative text box. The Evaluation Factor page appears and displays the results of the survey for that factor (Figure 17).
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Figure 17: Evaluation Factor page (example)

To see information about the company being evaluated, click the [image: image26.png]


 icon inside the Status box in the upper right corner of the page. A page will appear with a summary of the company's information.

To see the primary survey for the evaluation factor, click the name of company name inside the Status box in the upper right corner of the page. The Preaward Survey-Primary Request page will appear.

Click the Go Back button to return to the Preaward Survey-View Survey Results page.

To see attached files, click the File Attachments tab (Figure 18).
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Figure 18: Preaward Survey-View Survey Results page, III. File Attachments tab

On the File Attachments page, click the button with the file name of interest to download and view each of the documents that are attached.

To see the preaward survey request, click the View Original Request button at the bottom of the Preaward Survey-View Survey Results page. The Preaward Survey-Primary Request page will appear.

3 PASM's Role

The Preaward Survey Manager’s objective is to manage and carry out this policy, provide guidance to both management and team members concerning program policy and execution of the investigation and reporting process.

The PASM uses this application to find existing preaward surveys for contractors, to request a preaward survey on behalf of a customer, to review submitted preaward survey requests and to assign the support surveys for evaluation factors to others, and to accept or reject, assign final ratings to, compile, and return completed survey requests.

To find CAGE information or existing surveys, click the Search for Contractors/Existing Surveys button. See the topic Contractor Search page for further information.

To transfer a preaward survey to a different PASM, see the topic Transferring a Customer's Survey Request to Another PASM.

To view information about a request with the status New Request from Customer or In Progress, click the request. The Preaward Survey-Review Customer Request page appears.

To assign a preaward survey request to yourself, to a different PAS Manager, or to a Specialist, go to the Customer Requests tab and click the request. The Preaward Survey-Review Customer Request page appears. See the topic Preaward Survey-Review Customer Request Page for further information.

To request a preaward survey on behalf of a customer, click the Request Preaward Survey button. See the topic Preparing Survey Requests for a Customer for further information.

To return a completed preaward survey to the customer, you will need to accept or reject the support surveys, assign final ratings, compile the survey, and return the survey to the customer. See the topic Processing Preaward Survey Results.
3.1  XE "workload, viewing:PASM's My Work Page " \* MERGEFORMAT 

 XE "statuses of preaward surveys:Awaiting Submission " \* MERGEFORMAT 

 XE "PASM:My Work page " \* MERGEFORMAT 

 XE "eTools " \* MERGEFORMAT PASM's My Work Page

If you are a PASM, the My Work page appears when you log into the DCMA eTools portal and click the PASS icon (Figure 19).
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Figure 19: My Work page, with Workflow Alerts tab active

This page provides a summary of your work with facilities to navigate to survey actions of interest. The default view is the Workflow Alerts tab, which displays a list of surveys awaiting your action.

The Customer Requests tab summarizes all in-progress preaward survey requests and their current status, with an option to include completed surveys worked on within the past 18 months. If you are a new user, do not have any survey requests in progress, or have not had a survey completed for you within the past 18 months, there will not be any entries. The buttons below the display allow you to launch a search for a contractor or existing preaward survey, or to request a preaward survey received from outside eTools.

3.1.1 Menu Bar

The menu bar appears next to the DCMA logo. The links on it provide the following functionality:

· PAS Manager Home: Displays the PASM's My Work page. If you are on the PASM's My Work page, clicking this link will refresh the page (Figure 19).

· Reports: Displays the preaward survey reports facilities (Figure 21).

· Go Back: The Go Back link does not appear on the home page. Displays the previously viewed page. Note that using the browser's Back button may take you to a different page (Figure 22).

· Print Version: Print a copy of the page. Appears on pages other than the PASM's My Work page (Figure 24).

· DLIS-CCR Contractor Search: This link appears on pages other than the home page (Figure 22). Appears on the Preaward Survey-Primary Request page. Clicking the DLIS-CCR Contractor Search link displays the Central Contractor Registration web site at http://www.bpn.gov/ccrinq/scripts/search.asp, which you can use to look up a contractor's CAGE code and other information.

Above the menu bar the page provides additional links. See the topic Navigation Elements for assistance with using them.

3.1.2 Viewing Preaward Survey Requests and Support Surveys

To view preaward survey requests and support surveys found on the Workflow Alerts tab or the Customer Requests tab, click the survey of interest. For further information, see the topics Workflow Alerts tab or the Customer Requests tab.

3.2  XE "workflow alerts " \* MERGEFORMAT 

 XE "statuses of preaward surveys:Requires Assignment or Completion " \* MERGEFORMAT 

 XE "statuses of preaward surveys:New Request from Customer " \* MERGEFORMAT 

 XE "statuses of preaward surveys:In Progress " \* MERGEFORMAT 

 XE "statuses of preaward surveys:Awaiting Submission " \* MERGEFORMAT 

 XE "statuses of preaward surveys:Awaiting PASM Compilation " \* MERGEFORMAT 

 XE "statuses of preaward surveys:Awaiting Final Rating " \* MERGEFORMAT 

 XE "statuses of preaward surveys:Awaiting Approval " \* MERGEFORMAT 

 XE "Serial Number, preaward survey requests " \* MERGEFORMAT 

 XE "preaward surveys:evaluation factors and support surveys " \* MERGEFORMAT 

 XE "PASM:Workflow Alerts Tab " \* MERGEFORMAT Workflow Alerts Tab

The Workflow Alerts tab presents a list of surveys awaiting your action (Figure 20).
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Figure 20: Workflow Alerts tab

Data are presented to identify the survey(s) needing action and the action required. The surveys are listed in Serial Number (primary sort) and Evaluation Factors / Survey Requests (secondary sort) sequence, but the list can be sorted by any of the data items by clicking the column heading. Clicking a second time will reverse the sort order. You can navigate to any of the listed surveys by clicking the line of interest. For each survey, you will find the following information:

· Status: the status values follow in the order they are assigned. See the section Viewing and Acting on Surveys Awaiting Your Action for an explanation of the statuses and how to proceed.

· Serial Number: A 13-character value automatically assigned by the application to uniquely identify preaward survey requests. The values within the serial number have specific meaning. See the section Serial Number Format for an explanation of the serial number format.

· CAGE: The CAGE code, if present, of the Prospective Contractor in the preaward survey request.

· Company Name: the name of the Prospective Contractor in the preaward survey request.

· Evaluation Factors/Survey Requests: identifies the specific major or minor type of factor from the preaward request that the support survey supports. Example survey types include Financial, Technical, and Safety.

3.2.1 Viewing and Acting on Surveys Awaiting Your Action

To view a support survey displayed on your Workflow Alerts tab, click the mouse cursor on the line of interest. The page that displays is dependent on the status of the survey request status, as follows:

· New Request from Customer: A customer has submitted a request that you have not yet viewed. Clicking a survey request with this status displays the Preaward Survey-Review Customer Request page. Once you view the preaward survey request, the status of the support surveys associated with the request on the Workflow Alerts tab changes to Requires Assignment or Completion. The request status on the Customer Requests tab changes to In Progress. See the topic Processing Preaward Survey Requests for further information.

· Awaiting Submission: Clicking a survey request with this status displays the Preaward Survey Request page for the identified request. Requests in this status were previously started by you, but have not been completed. You can continue working on the request, submit it, or delete it. See the topic Preparing Survey Requests for a Customer section for further information.

· Requires Assignment or Completion: Surveys that appear on the My Work page are assigned to you for completion. To assign a survey to a different PASM or to a Specialist, click the survey request with this status. The II. Evaluations tab of the Preaward Survey-Review Customer Request page appears. Use this page to assign the primary or support surveys to a different PASM or to a Specialist. See the topic Processing Preaward Survey Requests for further information.

· Awaiting Approval: A support survey has been completed by a specialist and submitted for your review. Clicking a survey request with this status displays the completed survey where you will have the opportunity to approve or disapprove the survey report. See the topic Accept or Reject Support Surveys for further information.

· Awaiting Final Rating: An approved support survey is awaiting your assignment of rating. Clicking a survey request with this status displays the Preaward Survey-Review Customer Request page. See the topic Assign Final Ratings to Factors for an explanation of how to assign an appropriate rating of Satisfactory, Unsatisfactory, or Not Rated for the factor related to the support survey.

· Awaiting PASM Compilation: All support surveys associated with the preaward survey request, including secondary surveys if applicable, have been completed, approved, and rated and the survey is ready to be compiled (all support and secondary survey results integrated with the survey request). Clicking a survey request with this status displays the Preaward Survey-Review Customer Request page. From there, you can view the Preaward Survey Manager’s Compilation page where you will can assign an award recommendation, type PASM comments, attach relevant files, write a tailored notification E-Mail to the designated points of contact, and mark the survey package as Complete. See the topic Compiling the Survey for further information.

3.3  XE "statuses of preaward surveys:Requires Assignment or Completion " \* MERGEFORMAT 

 XE "statuses of preaward surveys:New Request from Customer " \* MERGEFORMAT 

 XE "statuses of preaward surveys:Awaiting Final Rating " \* MERGEFORMAT 

 XE "statuses of preaward surveys:Awaiting Approval " \* MERGEFORMAT 

 XE "solicitation number, type, URL " \* MERGEFORMAT 

 XE "Serial Number, preaward survey requests " \* MERGEFORMAT 

 XE "preaward surveys:evaluation factors and support surveys " \* MERGEFORMAT 

 XE "PASM:Customer Requests tab " \* MERGEFORMAT Customer Requests Tab

The Customer Requests tab provides a summary of all in work preaward survey requests and their current status, with an option to list all surveys worked on within the past 18 months. It appears by default when you view the My Work page only if there are no surveys pending on the Workflow Alerts tab (Figure 21). If you are a new user, do not have any survey requests in progress, or you have not worked on a survey within the past 18 months, there will not be any entries.
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Figure 21: Customer Requests tab

· Status: the status values follow in the order they are assigned. See the section Viewing and Acting on Customer Requests for further information about statuses and how to proceed.

· Serial Number: a 13-character value auto-assigned by the application to uniquely identify preaward survey requests. The values within the serial number have specific meaning. See the section Serial Number Format for an explanation of the serial number format.
· CAGE: The CAGE code, if present, of the Prospective Contractor in the preaward survey request.
· Company Name: The name of the Prospective Contractor in the preaward survey request.
· Survey Type: Identifies the type survey requested: Formal, Informal, or Capability Study / General Survey. If the survey to be worked is a Secondary survey, the term *Secondary* will be displayed in the Survey Type column.
· Solicitation Number: The solicitation identifier, if present, recorded in the preaward survey request.
· Request Date: The date that the customer first saved the primary preaward request.
· Respond By Date: The date that the requestor asked for completion of the survey, as submitted in the preaward request. By default, the Respond By date is one month after the Request Date.
· Completed Date: The date you returned the completed survey request to the customer.
Note: The Completed Date is different from the Release Date. Survey results can be viewed immediately by the preparing PASM and the requestor, but others cannot see them until the Release Date occurs. By default, the Release Date is 90 days after the survey's Completed Date. The requestor can change the Release Date to any date after the Competed Date. If the PASM requested the preaward survey on behalf of a customer, only you can see the completed survey, not the customer. As the requestor you can change the release date. Once the release date occurs, however, any person with access to PASS can see the results of the preaward survey. See the topic Viewing Completed Preaward Surveys for further information.
3.3.1 Viewing and Acting upon Customer Requests

To view a support survey displayed on the Customer Requests tab, click the line of interest. The page that appears depends on the status of the request.

· New Request from Customer: A customer has submitted an electronic request that you have not yet viewed. Once you view the preaward survey request, the request's status changes to In Progress. Individual support surveys supporting the major and other factors will appear on the Workflow Alerts tab with a status of Requires Assignment or Completion. Clicking a request with New Request from Customer status displays the I. Request tab of the Preaward Survey-Primary Request tab. See the topic Preparing Survey Requests for a Customer for further information.

· Awaiting Submission: A customer has submitted a preaward survey request in a manner external to eTools. You have added and saved the request but have not submitted it. You can continue working on the request, submit it, or delete it. Clicking a request with Awaiting Submission status displays the I. Request tab of the Preaward Survey-Primary Request tab. See the topic Preparing Survey Requests for a Customer for further information. Once you submit the request, its status changes to In Progress and any individual support and secondary surveys supporting the major and other factors will appear on the Workflow Alerts tab with a status of Requires Assignment or Completion.

· In Progress: You have at least viewed the request, but the work is assumed to be in progress. Clicking a survey request with this status displays the Preaward Survey-Review Customer Request page. See the topic Processing Preaward Survey Requests for further information about using this page. The support and secondary surveys associated with a request in this status begin with Requires Assignment or Completion and move to Awaiting Approval, then to Awaiting Final Rating. Once all support surveys have been assigned a final rating, the overall survey status changes to Awaiting PASM Compilation.

· Awaiting PASM Compilation: All support surveys associated with the preaward survey request, including secondary surveys if applicable, have been completed, approved, and rated and the survey is ready to be compiled (all support and secondary survey results integrated with the survey request). Clicking a survey request with this status displays the Preaward Survey-Review Customer Request page. From there, you can view the Preaward Survey Manager’s Compilation page where you can assign an award recommendation, type PASM comments, attach relevant files, write a tailored notification E-Mail to the designated points of contact, and mark the survey package as Complete. See the topic Compiling the Survey for further information.

· Completed: The PASM has completed the manager compilation, assigned a final recommendation (if appropriate) and notified the requestor that the survey is ready for viewing in eTools. To see completed requests, the PASM must use the search feature. See the topic Contractor Search page for further information. Clicking a survey request with this status displays the Preaward Survey-Review Customer Request page. See the topic Returning the Survey to the Customer for further information about completing a survey. Once complete, the customer will see the Preaward Summary page as opposed to the original request and has the opportunity to change the release date.

3.4 Searching for Contractor Information

3.4.1  XE "SICM " \* MERGEFORMAT 

 XE "Search:contractors/existing surveys " \* MERGEFORMAT 

 XE "preaward surveys:searching for " \* MERGEFORMAT 

 XE "PASM:searching for contractors " \* MERGEFORMAT 

 XE "PASM:Contractor Search Page " \* MERGEFORMAT 

 XE "eTools " \* MERGEFORMAT 

 XE "CAGE:searching for preaward surveys " \* MERGEFORMAT Contractor Search Page

PASS's search feature helps you find contractor information or specific surveys on file in the eTools database. Clicking the Search for Contractors/Existing Surveys button on the PASS Manager Home page displays the Contractor Search page (Figure 22).
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Figure 22: Contractor Search page

If you already know the CAGE or DUNS of the contractor of interest, type one of those values in the CAGE code or DUNS box as appropriate and click the Search button. This search will look for the referenced CAGE code or DUNS in the Total CAGE View within eTools which includes all CAGE codes registered in the DLIS-CCR, augmented with additional CAGE codes on file in the MOCAS SDW and SICM.

If the CAGE code is found, the most current name and address information about the contractor, current contract and line activity in MOCAS, and a list of completed preaward surveys appears on the Contractor-Company Review page.

If you do not know the CAGE code of the company of interest, the company is not registered in the DLIS-CCR, or you are interested in a more general search by DCMA DoDAAC, Country or ZIP, you can perform a tailored search by typing values of interest in the boxes associated with the value or values of interest. Some specific options follow:

· Company Name: Type a full or partial name in the name box. To do a partial name search, type an asterisk (*) as a wild card character to represent any character, and any number of characters. Using a partial name will return a list of the contracting companies whose names containing the specified characters. An effective technique is to specify as many characters as possible, as a general search may return a very long, unmanageable list of companies.

· CAGE Code: Type the company's 5-character CAGE code. To look up a company's CAGE code, click the [image: image32.png]


 icon or click the DLIS-CCR Contractor Search link on the menu bar. A new window will display the DLIS-CCR web site at http://www.bpn.gov/ccrinq/scripts/search.asp. Follow the instructions on the page to perform your search. If you find a CAGE code you wish to use to continue your search within PASS, you can either copy and paste from the site or type it into the boxes on the Contractor Search page. To return to PASS, either close the DLIS-CCR window or click the PASS window that has remained open.

· DUNS: Type the 9-digit DUNS code or 13-digit DUNS + 4 code (numeric values only without spaces) for the company of interest, if known. DUNS codes can be found using the DLIS-CCR web site as described above.

· DoDAAC: Select a DoDAAC from the drop-down list. The DoDAAC search is used to limit the search to companies under the preaward cognizance of a specific DCMA CMO.

· Country: Select a country from the drop-down list. The search results will display only the contracting companies that have addresses in the country you selected.

· ZIP Code: Type the 5-digit value in the text box.

· Companies with Surveys Only: Select this check box to find only the companies that both (1) meet the parameters and (2) have one or more preaward surveys on file in the eTools database that were completed within the past 18 months and have passed their release dates.

To search for a contractor, click the Search button. The display of your search results depends on how many contractors match your search criteria:

· The Contractor Search Results page appears if the search results return more than one contractor. See the topic Contractor Search Results Page for further information.

· If only one contractor is found that matches your search results, the Contractor-Company Review page appears. See the topic Preparing Survey Requests for a Customer for further information.
To change your search values, click the Reset button.

To request a preaward survey using the information you have typed in the search criteria, click the Request Preaward Survey button. The Preaward Survey-Primary Request page appears and, if PASS was able to identify a contractor, displays the contractor's information. For further information about requesting a preaward survey, see the topic Preparing Survey Requests for a Customer.

Note: If you click the Request Preaward Survey button without specifying a CAGE, values related to the provided values will be automatically populated on the Preaward Survey-Primary Request page. That CMO may not be the correct one for the company information later provided in the request. The PASS application will update and correct the preparing CMO information based on company information at the time the request is submitted.

3.4.2  XE "Search:search results " \* MERGEFORMAT 

 XE "Search:contractors/existing surveys " \* MERGEFORMAT 

 XE "preaward surveys:searching for " \* MERGEFORMAT 

 XE "PASM:Contractor Search Results Page " \* MERGEFORMAT 

 XE "eTools " \* MERGEFORMAT 

 XE "contractors:searching for preaward surveys of " \* MERGEFORMAT 

 XE "CAGE:validating " \* MERGEFORMAT Contractor Search Results Page

The Contractor Search Results page displays all companies found in the eTools database that meet the criteria used in your search (Figure 23).
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Figure 23: Contractor Search Results page

It appears if the search criteria you used identify more than one company as a match. If only one company matched the search criteria, the information appears on the Contractor-Company Review page.

This page has two sections:

1. The upper section, which displays the search criteria that were used. For a description of how to use the upper section of the page, see the topic Contractor Search Page.

2. The lower section, which displays the search results. If your search returns no companies and/or you would like to search again, try changing the search parameters in the upper section of the page and clicking the Search button. Using multiple values and selecting the check box for companies with surveys will limit your results.

If you find a contractor of interest in the search results section, clicking the CAGE code will take you to the Contractor-Company Review Page where you will find additional information about the company including its current name and address, number of current contracts and contract line items being managed by DCMA, the responsible CMO, and preaward surveys that may be on file. To see an existing preaward survey, click the survey of interest on the Contractor-Company Review Page.

You can request a preaward survey for the company by clicking the Request Preaward Survey button. The preaward survey request will display the available data regarding the company. This option allows you to request a preaward survey when you receive a preaward survey request from outside of eTools and are using the contractor search to validate the CAGE code to be surveyed.

If you do not find any information about the contractor of interest and wish to prepare a preaward survey request on behalf of a customer, click the Request Preaward Survey button in the search criteria section of the Contractor-Company Review Page. The Preaward Survey-Primary Request page will appear. Using this method will only populate those boxes of the preaward survey request that can be determined by the existing search criteria entries. For example, if you provide a ZIP Code, that ZIP Code will be displayed in the preaward survey request and will affect the company identified for the surveying activity. You can prepare and submit preaward survey requests only for contractors within your cognizance.

3.4.3  XE "view:preaward survey " \* MERGEFORMAT 

 XE "PASM:Contractor-Company Review page " \* MERGEFORMAT 

 XE "eTools " \* MERGEFORMAT Contractor-Company Review page

The Contractor-Company Review page displays general contractor information (Figure 24).
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Figure 24: Contractor-Company Review page

It appears when you choose to view information for a contractor whose information appears on the Contractor Search Results page.

The Contractor Information section presents the contractor’s current name and address as recorded in the eTools database. A contractor may have contracts that are not being managed by DCMA.

The Cognizant CMO section presents the name and address of the DCMA CMO having preaward survey cognizance for the referenced contractor plus the E-Mail address of the Preaward Survey Manager.

The Preaward Surveys on File section lists preaward surveys, if any, that were completed on the contractor within the past 18 months. Summary information about the surveys appears below the list. If there are multiple surveys listed, the summary information defaults to the survey at the top of the list. To select a survey for review, click the survey line of interest. The summary information below the survey list will update to correspond with the selected survey. To view survey details, click the View Preaward Survey button. The survey information is presented for online viewing or local printing as appropriate.

To continue your search, return to the Contractor Search page by clicking the Go Back button on the PASS menu bar. If you navigated to this Contractor Summary Information page from a Contractor Search Results page and would like to view those search results, use the browser's Back button.

3.5  XE "transferring a preaward survey request " \* MERGEFORMAT 

 XE "PASM:transferring a customer's survey request " \* MERGEFORMAT Transferring a Preaward Survey Request to another PASM

If the PASM receives a preaward survey request that is another CMO's responsibility, the PASM can transfer the preaward survey request to a PASM at the correct CMO.

Once the transfer is completed, the preaward survey request becomes the responsibility of the other PASM. The preaward survey request will be assigned to that PASM's CMO and will appear in that PASM's Customer Requests tab of the PASM's My Work page.

Note that this is different from the process used to assign support surveys for evaluation factors. See the topic Assigning Support Surveys for further information about that process.

Transferring a preaward survey request does not erase any work completed thus far. It does reset any assignment of support surveys for evaluation factors to the new PASM, which means that the new PASM must reassign all evaluation factors in the transferred survey.

To transfer a preaward survey request, do the following:

· On the Customer Requests tab of the PASM's My Work page, click a preaward survey request that has the status New Request from Customer. For preaward survey requests with other statuses on the Customer Requests tab, click the request. The Preaward Survey-Review Customer Request page appears. Click the Primary Request Details button.

· The Preaward Survey -Primary Request page appears (Figure 25).
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Figure 25: Preaward Survey-Primary Request page, I. Request tab

· Review the information on the page to confirm that you have selected the preaward survey that you wish to transfer.

· Click the Transfer Request button. The Preaward Request-Transfer Work page appears (Figure 26).
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Figure 26: Preaward Request-Transfer Work page

· In the E-Mail Address for Transfer box, type the E-Mail address of the PASM at the CMO responsible for the preaward survey request. Click the Transfer Request button.

· The preaward survey request will no longer appear on your My Work page. It will appear on the My Work page for the PASM at the CMO who you specified to receive the work.

· The customer who submitted the preaward survey request will see the new PASM and CMO information on the Preaward Survey-Primary Request page, I. Request tab.

The serial number associated with the preaward survey request does not change when the preaward survey request is transferred. See the section Serial Number Format for an explanation of the serial number format.

3.6  XE "Walsh-Healey Act " \* MERGEFORMAT 

 XE "view:secondary location " \* MERGEFORMAT 

 XE "survey type " \* MERGEFORMAT 

 XE "solicitation number, type, URL " \* MERGEFORMAT 

 XE "secondary plant locations " \* MERGEFORMAT 

 XE "preaward surveys:secondary locations " \* MERGEFORMAT 

 XE "preaward surveys:requesting " \* MERGEFORMAT 

 XE "preaward surveys:preparing " \* MERGEFORMAT 

 XE "plant locations, specifying " \* MERGEFORMAT 

 XE "PASM:preparing survey requests for a customer " \* MERGEFORMAT 

 XE "PASM:preparing a survey request " \* MERGEFORMAT 

 XE "evaluation factors:selecting for a preaward survey request " \* MERGEFORMAT 

 XE "eTools " \* MERGEFORMAT 

 XE "DLIS-CCR " \* MERGEFORMAT 

 XE "delete:row " \* MERGEFORMAT 

 XE "delete:request " \* MERGEFORMAT 

 XE "delete:factor " \* MERGEFORMAT 

 XE "contractors:selecting for a preaward survey request " \* MERGEFORMAT 

 XE "contract type " \* MERGEFORMAT 

 XE "CAGE:and preparing a preaward survey request " \* MERGEFORMAT 

 XE "CAGE:and DLIS-CCR " \* MERGEFORMAT Preparing a Preaward Survey Request for a Customer

The Preaward Survey-Primary Request page is provided for the PASM's use to request preaward surveys on behalf of DCMA customers who for whatever reason submitted their request for a preaward survey in a form outside of eTools. Access this page from the PAS Manager My Work page by clicking the Request Preaward Survey button. The Preaward Survey-Primary Request page appears.

Provide the name, E-Mail address, DoDAAC, and telephone number in the Requesting Activity boxes of the Preaward Survey-Primary Request page. The PASS application will allow you to save requests for only the companies assigned to your CMO.

· Click a tab to display it so that you can view or provide data.

· The Save Request button saves the preaward survey request once you have selected a Type of Survey (marked with a red asterisk), Company Name, and ZIP Code. You can save the preaward survey request as frequently as you wish. Unless the PASM is acting as a specialist to view a request, this role can always save a request.

· Click the Delete Request button to delete a preaward survey request. Once you delete the preaward survey request, you cannot restore or edit it. Unless the PASM is acting as a specialist to view a request, this role can always delete a request.

· Click the Cancel button to close the Preaward Survey-Primary Request page. The PASM Home Page appears. Information that you typed on the Preaward Survey-Primary Request page is not saved. Once you submit the preaward survey request, however, you cannot cancel it.

· Click the Submit Request button to save and submit the preaward survey request. The preaward survey request will appear on your My Work page, and will be assigned to you. Review the preaward survey request before submitting to ensure that all relevant data are provided. The minimum essential data needed to conduct a preaward survey varies by situation and must be determined by the person preparing the request.

See the following sections for further explanation of the Preaward Survey-Primary Request page.

3.6.1 I. Request Tab

By default, when the Preaward Survey-Primary Request page appears, the I. Request tab is active (Figure 27).
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Figure 27: Preaward Survey-Primary Request page, I. Request tab

The Requesting Activity section allows you to provide the Name of Requesting Officer, E-Mail address, DoDAAC, and DSN (phone) of the person requesting the preaward survey.

PASS sends notification that the preaward survey is complete to the Point of Contact E-Mail address unless an alternate E-Mail address is typed in Note box. If a person other than the person whose information you type in these boxes should receive the completed preaward survey, specify the contact information in the Note box.

The Primary Request Details section allows you to provide the following information:

· Respond By: The date by which the requestor needs to have the completed survey available for their use. On new requests, that date defaults to one month from the current date. If the requestor asked for a different date, click the Date box and select the appropriate date from the calendar. Selected date must be in the future.

· Type of Survey: The only required information on this page, as noted by the asterisk (*). Select a type of survey from the drop-down list. If you select an Informal survey type, the Solicitation Number box will be automatically filled with the word “Informal”. You cannot select an informal survey type and have a solicitation reference. If you select a Formal survey type, you must provide a solicitation number.

· Select answers to the questions that appear in the lower right corner of the page of this section by selecting the appropriate answer from the list of options. If the needed classification for Walsh-Healey is not listed, select the Other option and type the appropriate classification in the text box provided.

· Type of Contract: when applicable, is populated by clicking in the box and selecting a contract type from the drop-down list. If no solicitation is involved, this box may be left blank. If an unintended value is selected, you can change the selection by reactivating the drop-down list and selecting a new value, or the box can be returned to blank by selecting the blank box at the top of the drop-down list.

· Dollar Value: Type an estimated dollar value of the solicitation.

· Solicitation Number: When appropriate, type in the box provided. If you select the Informal survey type, this box will be automatically filled with the word “Informal” and the box will be read only. If you type a Solicitation Number before you select a survey, and then select the Informal survey type, the solicitation number will be overwritten by the word “Informal.”

· Solicitation URL and Data Package URL: When appropriate, use these text boxes to provide web site addresses where electronic copies of the solicitation and technical data packages can be found.

Click the II. Prospective Contractor Info tab to continue.

You will not be able to save the request until you provide a CAGE code and a country or ZIP code. Provide this information on the II. Prospective Contractor Info tab.

Click the Cancel button to exit without saving.

3.6.2 II. Prospective Contractor Info Tab

The Preaward Survey-Primary Request page, II. Prospective Contractor Info tab displays company information and parent company information (Figure 28).
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Figure 28: Preaward Survey-Primary Request page, II. Prospective Contractor Info tab

The Company Information section is used to identify the prospective contractor or contractor of interest and a point of contact for that contractor. The boxes are populated according to the following rules:

· If a CAGE value appears in the user request, type that value here and click the Save Request button to activate the CAGE code validation logic. If you do not know the CAGE code of the company of interest, click the [image: image39.png]


 icon. The Central Contractor Registration page at http://www.bpn.gov/ccrinq/scripts/search.asp allows you to look up contractor information. If that CAGE code is in the eTools CAGE database, available CAGE data will be provided automatically from the database. If the CAGE code is registered in the DLIS-CCR CAGE database, any data you provide on this form will be overwritten by data from the DLIS-CCR database when you save the preaward survey request.

Note: If the eTools CAGE database provides data that are materially different from the values provided by the requesting buying activity, consider contacting the requestor to resolve the difference. The DLIS-CCR values are presumed to be accurate since it is the vendor’s responsibility to maintain their information.

· For contractors who do not have CAGE codes registered in the DLIS-CCR, you can type company data in the text boxes provided.

· In all cases, the ZIP Code entry (if in the United States) or Country entry (if outside the United States) will determine the identification of the Surveying Activity. The ZIP Code entry will override State or Country selections. The PASS application will not accept entries that do not map to your CMO.

· The POC, Title, and Phone entries are freeform text.

The Parent Company Information section is used if the company being surveyed is a subsidiary of a company:

· If the CAGE code typed here is present in the eTools database, the company data are provided automatically. If the CAGE code is registered in the DLIS-CCR, the company data cannot be edited. All other entries are freeform.

· The POC Name, Title, and Phone entries are freeform text.

Click the III. Solicitation Data tab to continue.

Click the Save Request button to save your request. If you have not provided a CAGE code and a country or ZIP code, the application will prompt you to do so.

Click the Cancel button to exit without saving.

3.6.3 III. Solicitation Data Tab

The Preaward Survey-Primary Request page, III. Solicitation Data tab is where the solicitation data items appear (Figure 29).
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Figure 29: Preaward Survey-Primary Request page, III. Solicitation Data tab

· When a solicitation is involved with the preaward survey request, you can specify relevant line item data in this section.

· To add line item data, click the Insert Row button. A blank highlighted row will appear. Click the highlighted line under the column where you want to add data and type the relevant information.

· The Delivery Schedule columns will accept numbers and characters. If additional information regarding the schedule for a line is provided in the user request, type that information on the VI. Requestor Comments tab and include a reference to the applicable line item(s).

· To delete a row, highlight the line by clicking it, then click the Delete Row button.

Click the IV. Evaluation Factors tab to continue.

Click the Save Request button to save your request. If you have not provided a CAGE code and a country or ZIP code, the application will prompt you to do so.

Click the Cancel button to exit without saving.

3.6.4 IV. Evaluation Factors Tab

The Preaward Survey-Primary Request page, IV. Evaluation Factors tab, is where the major and other factors that affect the survey appear (Figure 30).
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Figure 30: Preaward Survey-Primary Request page, IV. Evaluation Factors tab

The Evaluation Factors tab is used to identify the major and other factors that are to be evaluated in the preaward survey. Special instructions regarding any of the factors selected should be documented on tab VI. Requestor Comments and cross reference to the applicable factor.

· Major Factors: Click the check box or boxes of interest. The check boxes can be toggled between checked and unchecked by clicking the box. There are five major factors:

· Technical

· Production

· Quality

· Financial

· Accounting System (DCAA)

· Minor Factors: Click the check box or boxes of interest as described above. There are nine minor factors:

· Property

· Transportation

· Packaging

· Security

· Safety

· Environmental/Energy

· Flight Operations

· PCO-Technical Report

· Other. If a specific factor of interest does not appear on the list, select the Other check box. An Evaluation Factor Names box will pop up to the right of the other factor check boxes. Clicking the Insert Factor button at the bottom of the box will add a line inside the box. Click inside the new line under the Evaluation Factor Name header. This will allow you to type in the name of a specific evaluation type. If more than one special evaluation is needed, click the Insert Factor button again and repeat. Unwanted ‘other’ lines can be deleted by clicking the line to highlight it and then click the Delete Factor button.

Click the V. Plant And Location tab to continue.

Click the Save Request button to save your request. If you have not provided a CAGE code and a country or ZIP code, the application will prompt you to do so.

Click the Cancel button to exit without saving.

3.6.5 V. Plant And Location Tab

The Preaward Survey-Primary Request page, V. Plant And Location tab is where the primary location appears. Add secondary locations if necessary. If you have not yet saved the request, do so now by clicking the Save Request button. The primary location information and requested evaluation factors will appear on the page (Figure 31).
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Figure 31: Preaward Survey-Primary Request page, V. Plant And Location tab

If the only facility where the survey actions will be conducted already appears on the page, no additional action is required. Proceed to the VI. Requestor Comments tab.

If some or all of the requested survey actions are to be conducted at a location or loca​tions different from the prospective contractor location, the additional locations must be added here. When typing additional locations from a hard copy document you may wish to communicate with the requestor to verify the relationships of the secondary locations to the primary location. Provide the relevant locations in a sequence that relates it to a par​ent location, which is normally the primary location (prospective contractor) at the top.

3.6.6 Adding a Secondary Location

To add a secondary location:
1. Click the company name in the Primary and Secondary Plant Locations section.

2. Click the Add Secondary Location button.

3. The Preaward Survey-Secondary Request page appears (Figure 32).
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Figure 32: Preaward Survey-Secondary Request page, I. Secondary Plant And Location tab

4. If you have a CAGE code value for the secondary location, type it in the CAGE box and click the SAVE LOCATION button. If that CAGE code is found in the eTools database, the relevant company information will appear in the boxes on this page. If the CAGE code is registered in the DLIS-CCR CAGE database, those data cannot be edited. Any name and address data provided for a DLIS-CCR CAGE value before the Save action will be overwritten by the system when the save action occurs.

5. If the contractor does not have its CAGE code registered in the DLIS-CCR, you can still type the company data in the boxes provided.

6. If you do not know the CAGE code of the company of interest, click the [image: image44.png]


 icon. The Central Contractor Registration page at http://www.bpn.gov/ccrinq/scripts/search.asp allows you to look up contractor information.

7. You must provide a ZIP code (if in the United States) or Country (if outside the United States). The ZIP Code entry will override State or Country selections.

8. The POC Name, Title, and Phone boxes allow you to type or paste the relevant information.

9. Click the Return to Summary button to return to the V. Plant And Location tab. The secondary location appears in the Primary and Secondary Plant Locations section beneath the primary location.

To add another secondary location, do the following:

1. Click the location that should appear above the new secondary location. You can add a secondary location to the primary location or a secondary location.

2. Click the Add Secondary Location button.

3. The Preaward Survey-Secondary Request page will appear. Add relevant information about that specific location

4. Save the new secondary location.

Repeat this process until all secondary locations and their specific survey requirements have been identified.

Once secondary locations have been added and saved, they appear in the Primary and Secondary Plant Locations box (Figure 33).
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Figure 33: Preaward Survey-Primary Request page, V. Plant And Location page with secondary location

To view a secondary location:

· Click the company CAGE/Name in the Primary and Secondary Plant Locations box.

· Additional information about the highlighted location will appear to the right, including the company address and a list of the factors identified for evaluation at that site and the View Secondary Location button.

· Click the View Secondary Location button.

· The Preaward Survey-Secondary Request page displays the secondary location details.

To identify the specific major and minor factors to be investigated at the identified secondary location, click the II. Evaluation Factors tab. Select relevant major and minor factors in the same manner as described for the IV. Evaluation Factors in the body of the primary request (Figure 34).
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Figure 34: Preaward Survey-Secondary Request page, II. Evaluation Factors tab

Type appropriate narrative comments relating to the secondary location in the Requestor Comments section of the III. Requestor Comments tab on the Secondary Request page. Its appearance is very similar to that of the primary request's VI. Requestor Comments tab.

Note: Comments typed on the III. Requestor Comments tab should be limited to those pertaining to the specific secondary location shown on the Preaward Survey-Secondary Request page.

Click the VI. Requestor Comments tab to continue.

Click the Save Request button to save your request. If you have not provided a CAGE code and a country or ZIP code, the application will prompt you to do so.

Click the Cancel button to exit without saving.

3.6.7 VI. Requestor Comments Tab

The Preaward Survey-Primary Request page, VI. Requestor Comments tab is used to record clarifying or additional information to assist the PASM in conducting the requested survey actions (Figure 35).
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Figure 35: Preaward Survey-Primary Request page, VI. Requestor Comments tab

At a minimum, all instructions and clarifying information received in the off-line preaward survey request should be typed here.

To save the preaward survey request, click the Save Request button. If you have not provided a CAGE code and a country or ZIP code, the application will prompt you to do so. Click the Cancel button to return to the My Work page. The preaward survey request will appear on your My Work page with the status Awaiting Submission.

To delete the preaward survey request, click the Delete button. The preaward survey request will not appear on your My Work page, and you will not be able to retrieve the preaward survey request.

To close the preaward survey request, click the Cancel button. If you created the preaward survey request and never saved it, the preaward survey request will not appear on your My Work page and your work will be discarded. You will not be able to retrieve any of the work you performed. If you saved the preaward survey request, or viewed an existing preaward survey request, then clicked the Cancel button without saving, any changes you made to the preaward survey request since you last saved will be discarded. The preaward survey request will still appear on your My Work page.

To submit the preaward survey request, click the Submit Request button. The preaward survey request will appear on your My Work page with the status In Progress.

3.7 Processing Preaward Survey Requests

3.7.1  XE "statuses of preaward surveys:New Request from Customer " \* MERGEFORMAT 

 XE "Secondary Evaluations " \* MERGEFORMAT 

 XE "review customer request " \* MERGEFORMAT 

 XE "preaward surveys:processing " \* MERGEFORMAT 

 XE "PASM:processing preaward survey requests " \* MERGEFORMAT Processing Preaward Survey Requests

The Preaward Survey-Review Customer Request page displays the status of the preaward survey request, general information about the contractor being reviewed, a list of the evaluations and the person currently assigned to complete them, and a list of the secondary evaluations and past surveys.

3.7.1.1 Preaward Survey-Review Customer Request Page

The Preaward Survey-Review Customer Request page appears if the status of the request or the secondary request on the Workflow Alerts tab is:

· New Request from Customer.

· Requires Assignment or Completion (displays II. Evaluations tab by default).

· Awaiting Final Rating (displays II. Evaluations tab by default).

· Awaiting PASM Compilation.

The Preaward Survey-Review Customer Request page appears if the status of the preaward survey request on the Customer Requests tab is:

· In Progress

· Awaiting PASM Compilation

The Preaward Survey-Review Customer Request page has three tabs: I. Summary Information tab, II. Evaluation Assignments tab, and the III. Secondary Locations-Past Surveys tab.

3.7.1.2 I. Summary Information Tab

The Preaward Survey-Review Customer Request page, I. Summary Information tab appears and displays basic information about the request (Figure 36).
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Figure 36: Preaward Survey-Review Customer Request page, I. Summary Information tab

Click the Contractor Performance button to see the number of active contracts and line items assigned to this contractor.

3.7.1.3 II. Evaluation Assignments Tab

Click the II. Evaluation Assignments tab to see information about the evaluations requested as part of the preaward survey request (Figure 37).
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Figure 37: Preaward Survey-Review Customer Request page, II. Evaluation Assignments tab

See the topics Assigning Support Surveys and Assigning Secondary Location Surveys for assistance with using this tab and the III. Secondary Locations & Past Surveys tab.

3.7.1.4 III. Secondary Locations & Past Surveys Tab

Click the III. Secondary Locations & Past Surveys tab to see the secondary locations associated with the preaward survey request and results of past surveys, if any (Figure 38). The information on this page is view only. To see a past survey, click it.
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Figure 38: Preaward Survey-Review Customer Request page, III. Secondary Locations & Past Surveys tab

Click the Primary Request Details button to see the Preaward Survey-Primary Request page.

Once the requirements of the survey are understood, begin by assigning the support and secondary location surveys.

3.7.2  XE "statuses of preaward surveys:In Progress " \* MERGEFORMAT 

 XE "Specialist:assigning " \* MERGEFORMAT 

 XE "review customer request " \* MERGEFORMAT 

 XE "PASM:assigning support surveys " \* MERGEFORMAT 

 XE "evaluation factors:assigning support surveys " \* MERGEFORMAT 

 XE "assigning support surveys " \* MERGEFORMAT Assigning Support Surveys

The Preaward Survey-Review Customer Request page allows you to view and assign support surveys for both the primary and any secondary surveys. This page appears when you double-click a line on the My Work page Workflow Alerts tab that displays a preaward survey request.

When the Preaward Survey-Review Customer Request page appears, click the II. Evaluations tab to see the support surveys for evaluation factors associated with the requestor's preaward survey request (Figure 39).
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Figure 39: Preaward Survey-Review Customer Request page, II. Evaluation Assignments tab

Use the II. Evaluations tab as follows:

· The Edit/View column displays the survey types and links to each survey's support survey page as long as the survey is assigned to a PASM or to you. Once they are assigned to someone else, they will no longer display the links. These factors were selected in the preaward survey request.

· The Assigned To column displays the person assigned to perform the preaward survey request. The default value is PASM, which means that the survey has not been assigned. Once assigned to a Specialist or other manager, this value will change to the name of that person. The person’s name is linked to a pop-up page that displays information about the person (Figure 40).
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Figure 40: Specialist Profile Pop-Up

· The Reassignment E-Mail Address column displays text boxes that are used to assign or reassign support surveys. To assign the evaluation or to change the assignment from the person shown in the Assigned To column, type a valid DCMA E-Mail address in the box, then click the Reassign Work button. The evaluation will be assigned to that person. To assign all of the evaluations at once, type or copy and paste the desired E-Mail addresses of the persons to be assigned the work, then click the Reassign Work button. To reassign a support survey to yourself, type PASM in the reassignment box and click the Reassign Work button.

· The Completed column indicates the progress toward completion. No indicates the survey has not been completed. Review indicates that the assigned specialist has completed the survey and sent it to the PAS Manager for review. Yes indicates that you, the PASM, accepted the support survey and assigned a rating (Satisfactory, Unsatisfactory, or Not Rated) to the factor in the preaward survey request.

· The Rating column displays the results of your final rating of each survey factor. Surveys with the status In Progress are coded TBD (To Be Determined). Once you have assigned a rating to the factor in the preaward survey, the value will change to the name of the assigned rating: "Satisfactory," "Unsatisfactory," or "Not Rated." These ratings are displayed as links that allow you to return to the rating facility to make adjustments if necessary.

3.7.3  XE "secondary plant locations " \* MERGEFORMAT 

 XE "Secondary Evaluations " \* MERGEFORMAT 

 XE "review customer request " \* MERGEFORMAT 

 XE "past surveys, viewing " \* MERGEFORMAT 

 XE "PASM:assigning secondary location surveys " \* MERGEFORMAT 

 XE "assigning support surveys " \* MERGEFORMAT Assigning Secondary Locations' Support Surveys

A secondary location may have its own support surveys that require evaluation. Support surveys for secondary plant locations are assigned in a manner similar to that used for support surveys associated with the primary survey. The following differences apply:

· If the secondary location is not in your area of cognizance, assignments will typically be made to specialists not assigned to your CMO. In such a case, consult the DCMA Preaward Survey Guidebook for assignment rules. See the topic About PASS for further information.
· The support surveys appear on the Secondary Location-Manage Associated Evaluations page.

The Secondary Location-Manage Associated Evaluations page is nearly identical to the Preaward Survey-Review Customer Request page, and works in the same way. It provides buttons that display secondary location details and primary request details.

Begin on the Preaward Survey-Review Customer Request page by clicking the secondary location whose support surveys need to be assigned (Figure 41).
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Figure 41: Preaward Survey-Review Customer Request page, III. Secondary Evaluations & Past Surveys tab

Click the View Secondary Location button. The Secondary Location-Manage Associated Evaluations page appears (Figure 42).
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Figure 42: Secondary Location-Manage Associated Evaluations page

Details about the secondary location and the primary request appear on this tab.

Click the II. Evaluation Assignments tab to see the evaluations requested for the secondary location. This page performs exactly the same functions as the Preaward Survey-Review Customer Request-Evaluations tab (Figure 43).
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Figure 43: Secondary Location-Manage Associated Evaluations page, II. Evaluation Assignments tab

If no evaluations were requested, the page will display the column headings but no evaluations to assign or rate.

If ratings are associated with the secondary location, use this page to accept or reject the support surveys and to assign final ratings once the surveys are complete. See the topics Accepting or Rejecting Support Surveys and Assigning Final Ratings to Support Surveys for further information.

Click the III. Requestor Comments tab to view comments from the person who submitted the secondary location evaluation request (Figure 44).
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Figure 44: Secondary Location-Manage Associated Evaluations page, III. Requestor Comments tab

To see the secondary location information and the primary request, click the buttons at the bottom of the page.

	Assigning a support survey from a PASM to a PASM at a secondary location.

Section added at request of performance advocate during FT#4:

1. Created Prime (DCMA Dallas) with three secondaries (two with Los Angeles and one with DCMA Dallas).

2. Submitted – Prime & Secondaries received by Prime PASM.

3. Prime PASM needs to forward to Secondary PASM.

4. Forwarded two of secondaries to Anna Fontana (ZGVQC84) Los Angeles and one secondary with in DCMA Dallas.

5. TW Metals – Technical, Production, and Quality; Metal Improvement Company – Technical, Production, Quality, and Packaging.  Both were received in the Secondary PASM’s workflow.

6. Anna (Secondary PASM) needs to print the preaward request for both surveys and input a preaward request into her system.  This is necessary so survey can be distributed within secondary PASM system.  If secondary PASM forwards Prime’s secondary requests then Secondary PASM will be unable to provide comments and review specialists’ reports.  Specialists’ reports will forward to Prime PASM and skip Secondary PASM.  Workaround makes input preaward request into Secondary PASM system with new survey number with comments reference Prime and secondary number.

7. Note Respond by Date for Secondary is located on Respond by Date of Secondary Location.

8. Information needed to input Secondary request: Click on Customer Request tab and click on Secondary request.  Then click on Primary request details button in bottom right corner. Print version button and print pas request.  Close print version screen. Then click on Plant & Location tab.  Click on Secondary in your area; then click to view secondary location and print version, print and then close.

9. Input information in new pas request.  Distribute to specialist.

10. Specialist will conduct survey and complete reports and submit to Secondary PASM.

11. Secondary PASM will review and transfer specialist reports to Prime’s secondary request. Secondary PASM will complete PASM comments within secondary’s pas request and forward comments to Prime through e-mail or fax. The prime will transfer secondary PASM comments to the Prime’s request. This will keep Prime and Secondary data together & will provide a trail so the secondary get credit for effort on secondary.


3.8 Processing Preaward Survey Results

3.8.1  XE "statuses of preaward surveys:Awaiting Final Rating " \* MERGEFORMAT 

 XE "statuses of preaward surveys:Awaiting Approval " \* MERGEFORMAT 

 XE "preaward surveys:rejecting " \* MERGEFORMAT 

 XE "PASM:accept or reject support surveys " \* MERGEFORMAT Accepting or Rejecting Support Surveys

When the Specialist completes a support survey for an evaluation factor and submits it, the status in your Workflow Alerts tab for that survey will change to Awaiting Approval. When you click the survey, the Evaluation Factor page for the selected support survey will appear (Figure 45).
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Figure 45: Evaluation Factor page (example)

To see information about the company being evaluated, click the [image: image58.png]


 icon inside the Status box in the upper right corner of the page. A page will appear with a summary of the company's information.

To see the primary survey for the evaluation factor, click the name of company name inside the Status box in the upper right corner of the page. The Preaward Survey-Primary Request page will appear.

After reviewing the evaluation factor's support survey you can accept or reject it by clicking the appropriate button at the bottom left of the page.

If you accept the survey, its status changes to Awaiting Final Rating. See the topic Assign Final Ratings to Factors for next steps.

3.8.1.1 Rejecting a Support Survey

If you reject the support survey, a page appears where you can record the reason for rejection and required action (Figure 46).
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Figure 46: Page for recording reasons for PASM's rejection of a support survey for an evaluation factor (Example)

The name of the person who conducted the survey appears on the page for reference purposes.

Once you have provided comments, click the Submit button. The note will be added as a tab before the I. Recommendation tab of the support survey, and will appear when the person who submitted the support survey views the rejected support survey.

The rejected survey appears on your Workflow Alerts tab with the status Rejected-Awaiti​ng Correction. It appears on your Customer Requests tab with the status In Progress.

When the Specialist revises and re-submits the survey, it appears on your My Work tab with the status Awaiting Approval, and on your Customer Requests tab with the status In Progress.

If you accept the survey, its status changes to Awaiting Final Rating. See the topic Assign Final Ratings to Factors for next steps.

3.8.2  XE "statuses of preaward surveys:Awaiting PASM Compilation " \* MERGEFORMAT 

 XE "preaward surveys:rating factors " \* MERGEFORMAT 

 XE "PASM:assign final ratings to factors " \* MERGEFORMAT 

 XE "evaluation factors:assigning final ratings to support surveys " \* MERGEFORMAT 

 XE "assign final ratings " \* MERGEFORMAT Assigning Final Ratings to Support Surveys

After you have accepted a support survey, the next step is to assign a final rating to the support survey. This is the rating that will be displayed for the support survey of the evaluation factor.

Support surveys that have been accepted and are awaiting final rating appear on the Workflow Alerts tab with the status Awaiting Final Rating. They appear on the Customer Requests tab with the status In Progress.

To assign a final rating to a support survey, do the following:

1. Click the preaward survey with the status Awaiting Final Rating on either tab of the My Work page.

2. The Preaward Survey-Review Customer Request page, II. Evaluations tab appears. A link appears on the TBD text only for those evaluation factors whose support surveys appear as Completed and have the status Awaiting Final Rating. Click the TBD (To Be Determined) link in the Rating column (Figure 47).
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Figure 47: Preaward Survey-Review Customer Request page, II. Evaluation Assignments tab for assigning the final rating to the support survey for an evaluation factor

3. The Factor Rating page for the support survey appears (Figure 48). Select one of the radio buttons ("Satisfactory", "Unsatisfactory", or "Not Rated').
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Figure 48: Factor Rating page (example)
4. Click the Submit Final Rating button. The selected value will appear in the Evaluation column of the Preaward Survey-Review Customer Request page II. Evaluations tab.

To see information about the company being evaluated, click the [image: image62.png]


 icon inside the Status box in the upper right corner of the page. A page will appear with a summary of the company's information.

To see the primary survey for the evaluation factor, click the name of company name inside the Status box in the upper right corner of the page. The Preaward Survey-Primary Request page will appear.

You can change the final ratings until you return the survey to the customer. Once you return the survey to the customer, however, ratings cannot be changed. See the topic Returning the Survey to the Customer for further information.

3.8.3  XE "Upload File " \* MERGEFORMAT 

 XE "statuses of preaward surveys:Awaiting PASM Compilation " \* MERGEFORMAT 

 XE "returning the survey " \* MERGEFORMAT 

 XE "preaward surveys:compiling " \* MERGEFORMAT 

 XE "PASM:compile survey and return to customer " \* MERGEFORMAT 

 XE "delete:attachment " \* MERGEFORMAT Compiling the Survey

When the PASM has rated all of the primary survey request's support surveys, the status of the primary survey request changes to Awaiting PASM Compilation, and the individual support surveys will not appear on your Workflow Alerts tab.

Clicking a primary survey request with the status Awaiting PASM Compilation on either your Workflow Alerts or Customer Requests tabs opens the Preaward Survey-Review Customer Request page (Figure 49).
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Figure 49: Preaward Survey-Review Customer Request page, II. Evaluations tab

All evaluations and the original preaward requests are available from this page to help you review the request for accuracy and completeness. Click the link for a specific support survey on the II. Evaluations tab in the Edit/View column to see the support survey. Click I. Preaward Survey Request to see information about the status of the request and a summary of the request. Click the Primary Request Details button to see the requested information from the customer.

It is still possible to reassign a support survey. Once you return the survey to the customer, you will not be able to do this. See the topic Returning the Survey to the Customer for further information.

When the review is complete, click the PASM Compilation button. The PAS Manager's Compilation page will appear.

3.8.3.1 PAS Manager's Compilation Page

The PAS Manager's Compilation page allows you to recommend survey results, provide a narrative, and attach files before returning survey to customer.

To see information about the company being evaluated, click the [image: image64.png]


 icon inside the Status box in the upper right corner of the page. A page will appear with a summary of the company's information.

To see the primary survey for the evaluation factor, click the name of company name inside the Status box in the upper right corner of the page. The Preaward Survey-Primary Request page will appear.

I. Recommendation Tab

The Recommendation tab is used to record your award recommendation (if applicable) and to type comments relevant to the overall survey and its components (Figure 50).
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Figure 50: PAS Manager’s Compilation page, I. Recommendation tab

Once you have indicated whether a formal survey is recommended, and have provided narrative explaining the recommendation, proceed to the File Attachments tab.

II. File Attachments Tab

The File Attachments tab allows you to attach relevant support files to a completed survey (Figure 51).
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Figure 51: PAS Manager’s Compilation page, II. File Attachments tab

To attach a file, do the following:

1. Click the Browse button.

2. A window appears that allows you to navigate local directories to find the attachments of interest. When the file is found, click it then click the Open button. This selects the file for upload to the eTools database.

3. Read the file name in the text box next to the Browse button. If it is the correct file, click the Upload File button.

4. The trend bar below the Browse button indicates when the file has completed uploading. The name and other information about the file appear in the box below the trend bar. The file names of all files attached to the survey will appear in the File Name box.

5. Repeat this procedure to upload additional files.

6. Click the Save button to complete the process.

To delete a file that was uploaded, do the following:

1. Click the file's name in the File Name box so that it appears highlighted.

2. Click the Delete Attachment button.

3. The file name will not appear in the File Name box, and is no longer attached to the survey.

Once you have completed attaching files to the preaward survey, proceed to the Customer Response tab to specify the persons to be notified that the preaward survey is complete, and to review and (if needed) modify the subject line and message of the E-Mail message.

III. Customer Response Tab

Once you have completed the Recommendation tab entries and have any attached files, you are ready to return the survey to the customer (Figure 52).
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Figure 52: PAS Manager's Compilation page, III. Customer Response tab

To revise the E-Mail message, do the following:

1. The Customer Response tab displays the E-Mail address of the person who requested the preaward survey in the To box and the CC box. You can revise and add E-Mail addresses to the To and CC boxes by either typing the E-Mail address in the box; by copying it from another source and pasting it in the box; or by clicking the To or CC buttons and selecting E-Mail addresses from the list that appears on the Address Book tab.

2. The Customer Response tab displays default text for the Subject line and for the body of the E-Mail message. You can revise the subject line and message text as needed by clicking in the box and typing the information, or by copying the text from another source and pasting it in the box.

3. Review the information on the Customer Response tab to confirm that the information is complete and correct.

See the topic Returning the Preaward Survey to the Customer for assistance with sending the survey results, file attachments, and E-Mail address to the person who requested the preaward survey.

IV. Address Book Tab

The Address Book tab makes it easy to add the correct E-Mail address for each person who should be included on the notification message to the person who requested the preaward survey regarding the results of the survey (Figure 53).
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Figure 53: PAS Manager's Compilation page, Address Book tab, IV. Address Book tab

To add addresses to the To or CC boxes of the E-Mail message, do the following:

1. Click the Address Book tab or the To or CC buttons on the Customer Response tab to display the Address Book tab.

2. On the Address Book tab, click the checkbox beside the person's name who should receive the message, then click either the To: or the CC: button to indicate how each person's name should appear on the message.

3. The Customer Response tab appears and displays the E-Mail addresses that have been added to the To or CC box.

4. Repeat this procedure to add other E-Mail addresses to the message.

5. To send the message, use the Customer Response tab.

See the topic Returning the Preaward Survey to the Customer for assistance with sending the survey results, file attachments, and E-Mail address to the person who requested the preaward survey.

3.8.3.2 Returning the Preaward Survey to the Customer

Once you have completed and reviewed the information on the Recommendation tab, File Attachments tab, and Customer Response tab, you are ready to return the preaward survey to the customer.

To return the preaward survey to the person who requested it, do the following:

1. Click the Return Survey to Customer button.

2. A dialog box will appear.
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3. Click the OK button on the dialog box to confirm that you want to return the preaward survey to the person who requested it. Click the Cancel button to return to the PAS Manager's Compilation page without returning the preaward Survey.

4. Once you click the OK button on the dialog box, the E-Mail message is sent to the customer and the survey information appears on the customer's home page. The Preaward Survey-View Survey Results page appears with the I. Overall Recommendation tab active.

5. Your My Work page, Workflow Alerts tab no longer displays the preaward survey. To see completed survey requests, go to the Customer Requests tab and click the Include Completed Surveys checkbox. The preaward survey appears on the Customer Requests tab with the status Completed (Figure 54).
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Figure 54: My Work page, Customer Requests tab

The PASM can view completed survey requests on this tab for 90 days after the completion date. Completed survey request information is also available by using the Contractor Search feature.

4 Specialist's Role

Specialists use PASS to find existing preaward surveys for contractors, to reassign support surveys to others, to report the results of support surveys on evaluation factors, and to respond to support surveys that the PASM rejects.

To find CAGE information or existing surveys, click the Search for Contractors/Existing Surveys button. See the topic Contractor Search page for further information.

To reassign a preaward survey request, go to the Customer Requests tab and click the request. The Preaward Survey-Review Customer Request page appears. See the topic Viewing Survey Requests for further information.

To report the results of a support survey, see the topics Evaluation Factor Page and Submitting the Support Survey.

To find contractors, particularly those with existing surveys, click the Search for a Contractor/Existing Preaward Surveys button. See the topic Contractor Search page for further information.

4.1  XE "workload, viewing:Specialist's My Work page " \* MERGEFORMAT 

 XE "statuses of preaward surveys:In Progress " \* MERGEFORMAT 

 XE "statuses of preaward surveys:Awaiting PASM Compilation " \* MERGEFORMAT 

 XE "Specialist:Specialist's My Work page " \* MERGEFORMAT 

 XE "preaward surveys:evaluation factors and support surveys " \* MERGEFORMAT Specialist's My Work Page

If you are a Specialist, upon successful login to the DCMA eTools portal and selection of the PASS icon, the Specialist's My Work page appears (Figure 55).
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Figure 55: Preaward Specialist My Work page – Workflow Alerts tab

This page provides a summary of your work with facilities to navigate to survey actions of interest. If you have work pending, the default view is the Workflow Alerts tab, which provides a list of surveys assigned to you. Each customer request for preaward surveys may have one or more support surveys.

The Customer Requests tab lists the preaward survey requests associated with your assigned work, with an option to include completed surveys worked on within the past 18 months. If you do not have any support surveys in progress or have not worked on a survey within the past 18 months, the Customer Requests tab will display by default when the My Work page displays. It will not display any entries.

The Search for a Contractor/Existing Preaward Surveys button allows you to search for a contractor or for existing preaward surveys.

4.1.1 Menu Bar

The menu bar appears next to the DCMA logo. The links on it provide the following functionality:

· PASS Home: Displays the My Work page. If you are on the My Work page, clicking this link will refresh the page (Figure 55).

· Reports: Displays the preaward survey reports facilities (Figure 58).

· Go Back: The Go Back link does not appear on the home page. Displays the previously viewed page. Note that using the browser's Back button may take you to a different page (Figure 57).

· Print Version: Print a copy of the page. Appears on pages other than the Preaward Specialist's My Work page (Figure 59).

· DLIS-CCR Contractor Search: This link appears on pages other than the home page. Clicking the DLIS-CCR Contractor Search link displays the Central Contractor Registration web site at http://www.bpn.gov/ccrinq/scripts/search.asp, which you can use to look up a contractor's CAGE code and other information (Figure 57).

Above the menu bar the page provides additional links. See the topic Navigation Elements for assistance with using them.

4.1.2 Viewing and Acting on Surveys Awaiting Your Action

To view a support survey or its parent preaward survey request displayed on either your Workflow Alerts or Customer Requests tab, click the survey of interest.

· Support surveys on your Workflow Alerts tab that have the status Assigned to Me are active requests assigned to you. Clicking these lines takes you to the Evaluation Factor page where you can record the results of your survey actions. These surveys will remain on your Workflow Alerts tab until you mark them as completed and returned to the PASM for review. (See Preparing a Support Survey section for details).

· Preaward surveys listed on your Customer Requests tab are the parents of the support surveys listed on your Workflow Alerts tab or surveys that you have worked on in the past. The status options are:

· In Progress: Surveys related to your Workflow Alerts will always have In Progress status while in your work queue.

· Awaiting PASM Compilation: After all assignments have been returned to the PASM, including yours, the survey will display Awaiting PASM Compilation status.

· Completed: Once the PASM finalizes a preaward survey and sends it to the requestor, the survey will display Completed status.

Surveys with Completed status will appear on your Customer Requests tab only if you have the Include Complete Surveys button checked.

4.2  XE "workflow alerts " \* MERGEFORMAT 

 XE "Specialist:Workflow Alerts Tab " \* MERGEFORMAT 

 XE "Serial Number, preaward survey requests " \* MERGEFORMAT 

 XE "preaward surveys:evaluation factors and support surveys " \* MERGEFORMAT Workflow Alerts Tab

The Workflow Alerts tab presents a list of support surveys assigned to the Preaward Survey Specialist (Figure 55). Data are presented to identify the survey(s). The surveys are listed in Serial Number (primary sort) and Evaluation Factors / Survey Requests (secondary sort) sequence, but the list can be sorted by any of the data items by clicking the column heading. Clicking a second time will reverse the sort order.

You can navigate to any of the listed surveys by clicking the line of interest. For each survey, you will find the following information:

· Status: The status values follow in the order they are assigned. See the topic Statuses of Support Surveys for further information about the statuses.

· Serial Number: a 13-character value auto-assigned by the application to uniquely identify preaward survey requests. The values within the serial number have specific meaning. See the section Serial Number Format for an explanation of the serial number format.

· CAGE: The CAGE code, if present, of the Prospective Contractor in the preaward survey request.

· Company Name: the name of the Prospective Contractor in the preaward survey request.

· Evaluation Factors/Survey Requests: identifies the specific major or minor factor (such as Financial, Technical, Safety) from the preaward request that the support survey supports.

You can view your workload from either your Workflow Alerts tab or your Customer Requests tab. The difference between the two tabs is that from the Workflow Alerts tab, you are taken directly to the Evaluation Factor page for a specific support survey, while from the Customer Requests tab you must navigate through the primary request. For new surveys, you may find it beneficial to begin with the primary request to gain an understanding of the general survey requirements, items involved, and any special guidance. Once you are started working on a support survey, the more direct approach may work better for you.

To view and work on a survey that appears on the Workflow Alerts tab, click the survey of interest. The Preaward Survey-Review Customer Request page will appear. See the topic Viewing Survey Requests for further information.

4.2.1 Statuses of Support Surveys

· Assigned to Me: The referenced support survey has been assigned to you for work. The survey will remain in this status as long as you are working on it. When you complete the survey and submit it to the PASM for review and approval, the Workflow Alerts tab will no longer display it. The parent request, however, will remain on the Customer Requests tab for reference.

· Rejected, Awaiting Correction: If the PASM rejects a survey you submitted, the survey will reappear on your Workflow Alerts tab in this status. The specific issue to be addressed will be documented within the survey on a Notification tab. The survey will remain in this status as long as you are working on it. When you complete the survey and return it to the PASM for review and approval, the survey will drop off the Workflow Alerts tab.

4.3  XE "statuses of preaward surveys:In Progress " \* MERGEFORMAT 

 XE "statuses of preaward surveys:Awaiting PASM Compilation " \* MERGEFORMAT 

 XE "Specialist:preparing a survey request " \* MERGEFORMAT 

 XE "Specialist:Customer Requests Tab " \* MERGEFORMAT 

 XE "Serial Number, preaward survey requests " \* MERGEFORMAT 

 XE "Secondary Evaluations " \* MERGEFORMAT 

 XE "review customer request " \* MERGEFORMAT 

 XE "past surveys, viewing " \* MERGEFORMAT 

 XE "eTools " \* MERGEFORMAT Customer Requests Tab

The Customer Requests tab provides a summary of preaward survey requests and their current status, with an option to include completed surveys worked on within the past 18 month. It appears by default when you view the My Work page only if there are no surveys pending on the Workflow Alerts tab (Figure 56). If you are a new user, do not have any survey requests in progress, or you have not worked on a survey within the past 18 months, there will not be any entries.
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Figure 56: My Work page, Customer Requests tab

Surveys are listed in the requestor’s Respond By date sequence (earliest due date on top), but the list can be sorted by any of the data items by clicking the column heading. You will need to complete and return the support surveys to the PASM with sufficient time for that person to complete the review and return the survey to the requestor by the Respond By date.

For each survey, you will find the following information:

· Status: the status values follow in the order they are assigned. See the topic Statuses of Support Surveys for descriptions of the statuses.

· Serial Number: a 13-character value auto-assigned by the application to uniquely identify preaward survey requests. The values within the serial number have specific meaning. See the section Serial Number Format for an explanation of the serial number format.

· CAGE: The CAGE code, if present, of the Prospective Contractor in the preaward survey request.

· Company Name: the name of the Prospective Contractor in the preaward survey request.

· Survey Type: this box is dual use. If the referenced survey is a primary survey, the type survey requested: Formal, Informal, or Capability Study/General Survey appears. If the survey to be worked is a secondary location survey, the term Secondary is displayed.

· Solicitation Number: the solicitation identifier, if present, recorded in the preaward survey request, or, if the survey is for a secondary location, the words “Secondary Survey” appear in this box.

· Request Date: the date the preaward survey request was submitted into the system.

· Respond By: the date the requestor asked that the completed survey be returned to them. The default response date is one month from the request date, but requestors can change that date based upon mission needs.

· Completion Date: the date that the PASM returned the completed survey request to the customer.

To see surveys that you worked on in the past, click the Include Completed Surveys check box below the list of surveys.

You can view a survey by clicking it. The Preaward Survey-Review Customer Request page will appear. See the topic Viewing Survey Requests for further information about this page.

4.3.1 Statuses of Support Surveys

The My Work tab displays support surveys with the following statuses:

· In Progress: The PASM has viewed the request and has at least assigned the associated support survey or surveys visible on your Workflow Alerts tab. As long as there one or more support and secondary surveys associated with this survey request, this status will remain. Once all support surveys have been assigned a final rating, the overall survey status changes to Awaiting PASM Compilation.

· Awaiting PASM Compilation: All support surveys associated with the preaward survey request, including secondary surveys if applicable, have been completed, approved, and rated and the survey is ready to be compiled (all support and secondary survey results integrated with the survey request).

· Completed: The PASM has completed the manager compilation, assigned a final recommendation (if appropriate) and notified the requestor that the survey is ready for viewing in eTools. Once complete, the customer will see the Preaward Summary page as opposed to the original request and has the opportunity to change the release date.

4.4 Searching for Contractor Information

4.4.1  XE "Specialist:Contractor Search Page " \* MERGEFORMAT 

 XE "SICM " \* MERGEFORMAT 

 XE "Search:contractors/existing surveys " \* MERGEFORMAT 

 XE "preaward surveys:searching for " \* MERGEFORMAT 

 XE "eTools " \* MERGEFORMAT 

 XE "CAGE:searching for preaward surveys " \* MERGEFORMAT 

 XE "CAGE:finding " \* MERGEFORMAT Contractor Search Page

PASS's search feature helps you find contractor information or specific surveys on file in the eTools database. Clicking the Search for Contractors/Existing Surveys button on the Specialists' My Work Page displays the Contractor Search page (Figure 57).
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Figure 57: Contractor Search page

If you already know the CAGE or DUNS of the contractor of interest, type one of those values in the CAGE code or DUNS box as appropriate and click the Search button. This search will look for the referenced CAGE code or DUNS in the Total CAGE View within eTools, which includes all CAGE codes registered in the DLIS-CCR, augmented with additional CAGE codes on file in the MOCAS SDW and SICM. If the CAGE code is found, the most current name and address information about the contractor, current contract and line activity in MOCAS, and a list of completed preaward surveys appears. See the topic Contractor-Company Review Page for further information.

If desired, you can further constrain your search by clicking the Companies with Surveys Only check box. With that box checked, the search will return companies having surveys that were completed within the past 18 months and that have passed their release date.

If you do not know the CAGE code of the company of interest, the company is not registered in the DLIS-CCR, or you are interested in a more general search by DoDAAC, Country or ZIP Code, you can perform a tailored search by typing values of interest in the boxes associated with the value or values of interest. Some specific options follow:

· Company Name: Type a full or partial name in the name box. To search using a partial company name, you must type at least one asterisk (*) as a wild card value in the string where any value is acceptable. Using a partial name will return all CAGE codes having names containing the partial string. Therefore, very general searches may return very long, unmanageable lists.

· CAGE code: Type the 5-character CAGE code of the company of interest is known. To look up a company's CAGE code, click the [image: image74.png]


 icon or click the DLIS-CCR Contractor Search link on the menu bar to see the DLIS-CCR web site at http://www.bpn.gov/ccrinq/scripts/search.asp. While at the DLIS-CCR site, follow the instructions on the page to perform your search. If you find a CAGE code you wish to use to continue your search within PASS, you can copy and paste from the site or type it into the boxes on the Contractor Search page. To return to PASS, either close the DLIS-CCR window or click the PASS window that will remain open under it.

· DUNS: Type the 9-digit DUNS code or 13-digit DUNS + 4 code (numeric values only without spaces) for the company of interest is known. DUNS codes can be found using the CAGE code search links described above.

· DoDAAC: Limits the search to companies under the preaward cognizance of a specific DCMA CMO. To type a DoDAAC, click on the DoDAAC box which will activate a drop-down list of selectable DCMA DoDAACs. Clicking the DoDAAC of interest will input that value into the search request filter.

· Country: Constrains the search to contractors having addresses in the selected country. To select a country, click the Country drop-down list box. Select the country you wish to use from the list that appears.

· ZIP Code: Type the 5-digit value in the text box.

· Companies with Surveys Only: Check this box to constrain your search to companies that both meet the parameters and have a preaward survey on file in the eTools database.

To search for a contractor, click the Search button. The display of your search results depends on how many contractors match your search criteria:

· The Contractor Search Results page appears if the search results return more than one contractor. See the topic Contractor Search Results page for further information.

· If only one contractor is found that matches your search results, the Contractor-Company Review page appears. See the topic Contractor-Company Review page for further information.
To change your search values, click the Reset button.

To change your search criteria, click the Reset button.

4.4.2  XE "Specialist:Contractor Search Results " \* MERGEFORMAT 

 XE "Search:contractors/existing surveys " \* MERGEFORMAT 

 XE "preaward surveys:searching for " \* MERGEFORMAT 

 XE "contractors:searching for preaward surveys of " \* MERGEFORMAT Contractor Search Results

The Contractor Search Results page displays all companies found in the eTools database that meet the criteria used in your search (Figure 58).
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Figure 58: Contractor Search Results page

This page displays an upper and a lower section. The upper section displays the search criteria that were used. The lower section displays the search results. If your search returns no companies, or to search again, modify the search parameters in the upper section of the page and click the Search button. The Contractor Search Results page displays the results of your search.

Using multiple search criteria and selecting the Companies with Surveys Only check box may limit your results.

If you find a contractor of interest in the search results section, clicking the CAGE code will take you to the Contractor-Company Review page where you will find additional information about the company including its current name and address, number of current contracts and lines being managed by DCMA, the responsible CMO, and preaward surveys that may be on file. Existing preaward surveys can be viewed by clicking the survey of interest.

4.4.3  XE "view:survey results " \* MERGEFORMAT 

 XE "view:preaward survey request " \* MERGEFORMAT 

 XE "view:original request " \* MERGEFORMAT 

 XE "Specialist:Contractor-Company Review Page " \* MERGEFORMAT 

 XE "preaward surveys:viewing " \* MERGEFORMAT 

 XE "evaluation factors:evaluation results " \* MERGEFORMAT 

 XE "contractors:viewing contractor summary information " \* MERGEFORMAT 

 XE "attachments " \* MERGEFORMAT Contractor-Company Review Page

The Contractor-Company Review page appears when you click a CAGE on the Contractor Search Results Page. This page presents general contractor information (Figure 59).
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Figure 59: Contractor-Company Review page

· The Contractor Information section presents the contractor’s current name and address as recorded in the DLIS-CCR. Click the Contractor Performance button to see the active contracts and contract line items (CLINs) managed by DCMA in MOCAS.

Note: A contractor may have contracts that are not being managed by DCMA.

· The Cognizant CMO section displays the name and address of the DCMA CMO that has preaward survey cognizance for the referenced contractor, and the E-Mail address of the Preaward Survey Manager.

· The Preaward Surveys on File section lists preaward surveys, if any, that were completed on the contractor within the past 18 months. To select a survey for review, click the survey line of interest. Summary information about the selected survey will appear below the survey list.

· Click the View Preaward Survey Request button to see details about the preaward survey. See the topic Viewing Preaward Survey Requests for further information.

· To return to the Contractor Search page and continue your search, click the Go Back button on the menu bar.

4.5 Viewing Preaward Survey Requests

The Preaward Survey-View Survey Results page provides you an overview of the preaward survey request, evaluation results, and a summary of attachments. It appears when you click the View Preaward Survey Request button on the Contractor-Company Review page.

The I. Overall Recommendation tab displays the award recommendation, the PASM comments, and information about the company and current contracts (Figure 60). The release date is present so as to prevent any unauthorized user from viewing survey results during times when they are procurement sensitive. The release date for all surveys you can view will always be in the past.
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Figure 60: Preaward Survey-View Survey Results page, I. Overall Recommendation tab

The II. Evaluation Results tab displays the factors that were evaluated, evaluation results, and the findings of the survey (Figure 61).
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Figure 61: Preaward Survey-View Survey Results, II. Evaluation Results tab

The III. File Attachments tab displays a list of files attached to the preaward survey. If no files are attached, this page will be blank (Figure 62).
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Figure 62: Preaward Survey-View Survey Results, III. File Attachments tab

To print the survey results, click the Print Version link in the menu bar.

To see the original Preaward Survey Request, click the View Original Request button.

4.6 Reviewing Survey Requests

The Preaward Survey-Review Customer Request page provides you with overview information regarding the preaward survey request. This page appears when you click a preaward survey request on the Customer Requests tab.

The Preaward Survey-Review Customer Request page has three tabs: the Preaward Survey Request tab, the Evaluations tab, and the Secondary Evaluations & Past Surveys tab.

To review the preaward survey request details, click the Primary Request Details button on any of the tabs on the Preaward Survey-Review Customer Request page. The Preaward Survey-Primary Request page will appear and display the complete preaward survey request.

4.6.1 I. Summary Information Tab

The I. Summary Information tab displays the status of the preaward survey review, contractor information, and the requestor comments. (Figure 63).
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Figure 63: Preaward Survey-Review Customer Request page, I. Summary Information tab

The Requestor Comments box provides the requestor’s supporting details regarding the survey request and any special considerations.

4.6.2 II. Evaluation Assignments Tab

The II. Evaluation Assignments tab shows the requested support surveys for evaluation factors, the specialist responsible for the evaluations, the status of the evaluations, and the rating (Figure 64).
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Figure 64: Preaward Survey-Review Customer Request page, II. Evaluation Assignments tab
Each evaluation factor is associated with a support survey. Evaluation factors appear in the Edit/View column. Evaluation factors that are pending a support survey are linked to the evaluation factor page where you provide your review. Because these support surveys are not complete, they are not rated. Once you submit a completed support survey and the PASM accepts and rates it, the preaward survey request and its support surveys do not appear on your My Work page.

The Assigned To column displays your name as a link. Click the link to see your Specialist profile.

Use this page to reassign a support survey.

To reassign a support survey, do the following:

1. Type the DCMA E-Mail address of the person to receive the support survey in the Reassignment E-Mail Address box. Be sure that the recipient has access to PASS before reassigning the work.

· To assign the work back to yourself, type your own E-Mail address in the Reassignment E-Mail Address box.

· To reassign the survey to the PASM, type "PASM" in the Reassignment E-Mail Address box.

2. Click the Reassign Work button.

3. Unless you re-assigned the support survey to the same specialist, the Assigned To column will no longer display the survey that you reassigned.

4.6.3 III. Secondary Locations & Past Surveys Tab

The Secondary Locations & Past Surveys tab identifies survey locations, the factors to be surveyed at each location, and the rating if it has been completed. Preaward surveys completed during the prior 18 months are also displayed (Figure 65).
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Figure 65: Preaward Survey-Review Customer Request page, III. Secondary Locations & Past Surveys tab
The default location in the Secondary Locations section is the location of the support survey you have been assigned. You can see summary information about other locations in the survey (if any) by clicking the CAGE or company name of interest. The information will appear in the space below the box where the location information appears.

Any preaward surveys of this contractor that were completed during the past 18 months appear in the Past Surveys box. To see details from one of these past surveys, click it. Note the following limitations:

· Requests with an In Progress or Awaiting PASM Compilation status have not been closed out by the PASM. For surveys in these statuses, you will have access to the original preaward request for reference purposes plus you will be able to open any support survey assigned to you. You will not have access to other sections of the survey that remain in work.

· Requests with a Completed status have been returned to the person who requested it. If the Release Date for the preaward survey has passed, clicking the preaward survey will give you access to the completed survey, including all support surveys on file. If the release data is in the future, access will be the same as for surveys with an In Progress or Awaiting PASM Compilation status.

4.7 Preaward Survey-Primary Request Page

To view the primary survey for additional details, click the Primary Request Details button on the Preaward Survey-Review Customer Request page. The original preaward request will appear (Figure 66).
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Figure 66: Preaward Survey-Primary Request page

You will be able to view information but cannot edit and save information on this page or on any of the tabs on this page. To see the information presented on the tabs, see the topic Preparing Survey Requests for a Customer.

4.8 Processing Preaward Survey Requests

4.8.1  XE "Specialist:Evaluation Factor Page " \* MERGEFORMAT 

 XE "preaward surveys:evaluation factors and support surveys " \* MERGEFORMAT 

 XE "evaluation factors:evaluation factor templates " \* MERGEFORMAT 

 XE "delete:row " \* MERGEFORMAT 

 XE "award recommendations " \* MERGEFORMAT Evaluation Factor Page

Clicking one of the survey requests on the Workflow Alerts tab opens the Evaluation Factor page where you provide the information for the selected support survey (Figure 67).
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Figure 67: Evaluation Factor-Environmental/Energy Considerations page (example)

Each Evaluation Factor page is tailored to the evaluation factor's support survey requirements.

To see information about the company being evaluated, click the [image: image85.png]


 icon inside the Status box in the upper right corner of the page. A page will appear with a summary of the company's information.

To see the primary survey for the evaluation factor, click the name of company name inside the Status box in the upper right corner of the page. The Preaward Survey-Primary Request page will appear.

The Recommendation and Narrative boxes are both required.

For the Financial factor V. Gov't Financial Aid tab, in the Government Agen​cies Involved table, the Applicable Contract Number column allows you to type more than 17 characters, but only the first 17 characters are saved.

The On-Site Survey options are Not Performed or Performed. If you select Performed, a box will appear where you can choose the date that you performed the survey.

4.8.2 Submitting the Support Survey

To submit the evaluation factor to the PASM for review, rating, and compilation, do the following:

1. Complete entering data on this page

2. Review the information to confirm that it is correct and complete.

3. Click the Submit button. The support survey of the evaluation factor is completed and submitted to the PASM who requested the evaluation. The evaluation factor's support survey will no longer appear on your Workflow Alerts tab. It will appear on the My Work page with the status In Progress.

To see details of the review status of all evaluation factors for a primary survey request, do the following:

1. On the My Work page, click the Customer Requests tab.

2. Click the primary request on the Customer Requests tab.

3. The Preaward Survey-Review Customer Request page, I. Summary Information tab will appear. Click the II. Evaluations tab to see the status of all evaluation factors' support survey requests.

4.8.3  XE "responding to rejected evaluation factor surveys " \* MERGEFORMAT Responding to Rejected Support Surveys

The PASM may reject the support survey that you submit for an evaluation factor. If this occurs, the support survey appears on the My Work page, Workflow Alerts tab with the status Rejected-Awaiting Correction. The Evaluation Factor page appears with a new tab, Notification, which displays the comments from the PASM explaining why the evaluation factor's support survey was rejected (Figure 68).
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Figure 68: Evaluation Factor page for a rejected survey (example)

To see information about the company being evaluated, click the [image: image87.png]


 icon inside the Status box in the upper right corner of the page. A page will appear with a summary of the company's information.

To see the primary survey for the evaluation factor, click the name of company name inside the Status box in the upper right corner of the page. The Preaward Survey-Primary Request page will appear.

The preaward survey request appears on the Customer Requests tab with the status In Progress. When you click the survey, the Preaward Survey-Review Customer Request page appears. The page appears as it does for any preaward survey request that is in progress.

Review the explanation from the PASM, then click the Recommendation tab and other tabs. You will be able to modify the information that appears on the tabs.

To save your work, click the Save button. The Evaluation Factor page will remain displayed so that you can continue working.

To exit the page, click the Cancel button. Any changes you made since last clicking the Save button will be discarded.

When you have completed review and revision of the evaluation factor survey information, you can save and submit the information to the PASM for review.

To submit the evaluation factor to the PASM for review, rating, and compilation, do the following:

1. Complete entering data on this page

2. Review the information to confirm that it is correct and complete.

3. Click the Submit button. The support survey of the evaluation factor is completed and submitted to the PASM who requested the evaluation. The evaluation factor's support survey will no longer appear on your Workflow Alerts tab. It will appear on the My Work page with the status In Progress.

5 Glossary

C

CAGE: Contractor and Government Entity

CMO: Contract Management Office

D

DCMAD: Defense Contract Management Agency Directive

DLIS-CCR: Defense Logistics Information Service - Central Contractor Registration

DoDAAC: Department of Defense Activity Address Code

DUNS: Data Universal Numbering System

F

FAR: Federal Acquisition Regulation

M

MOCAS: Mechanization of Contract Administration Services

P

PAS: Preaward Survey

PASM: Preaward Survey Manager

S

SDW: Shared Data Warehouse

SICM: System for Integrated Contract Management

T

TBD: To Be Determined

U

URL: Uniform Resource Locator. Also known as a web site address.

Z

ZIP: Zone Improvement Program
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