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Offeror/Prime Contractor Reference Guide

Welcome to the web-enabled Defense Energy Support Center (DESC) Subcontracting Plan Management System (SPMS).  This reference guide is provided as a supplemental tool to assist you in using SPMS. 
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SYSTEM DESCRIPTION

In response to DESC published solicitations (i.e. Requests for Proposal or Invitations to Bid), Offerors classified as large businesses must submit small business subcontracting plans to the contracting office if the offers are greater than $500,000.  Offerors may submit one of the three following types of small business subcontracting plans: 1) DESC Small Business Subcontracting Plan (form 19.3); 2) their company small business subcontracting plan narrative; or 3) a plan that has already been approved by another government agency.

The Subcontracting Plan Management System (SPMS) automates the plan submissions and DESC/DCMA approval processes and provides reporting functionality to assist in maintaining data integrity and displaying historical information.



SYSTEM NAVIGATION 

Upon successful login, the Offeror/Prime Contractor may navigate between their desired functionality by clicking on the selections displayed in the black boxes at the top right corner of the screen.  The following tables describe the functionality displayed under Home, My Plans, Reports and Log Off options.
OFFEROR/PRIME CONTRACTOR FUNCTIONALITY 

	Home – The tab selections displayed on the Home page are:

	
	My Info
	Displays the current user’s name, the SPMS system username, user role (i.e. Contractor/Prime Offeror) and their SPMS access privileges.

	
	Help
	Displays the help desk number, minimum requirements to access SPMS and information about how to print submitted subcontracting plans using Adobe Acrobat.

	
	About
	Displays information concerning the SPMS application.

	
	Change Password
	This tab will appear only if the user logs on as a Non-DESC user.  Allows the user to change their own password.


	Reports  

	
	Prime Contractor
	Displays the Historical Prime Contractor Report.  Allows the offeror to search for any subcontracting plans they have in the system.

	
	DCMA 640s
	Displays the DCMA 640 Forms Report.  Allows the user to search for any DCMA 640 or 640a forms that have been loaded into the system. 


	My Plans - The Offeror/Prime contractor may choose one of the following formats to submit their subcontracting plan: Form-based, Narrative and External.  

	
	My Plans
	Displays all subcontracting plans that have been previously entered into the system.  The screen provides the offeror name, plan type, solicitation, effective period, contract specialist, and status information.  The offeror may edit, delete, submit, view comments, and view the form in Adobe Acrobat by clicking on the related icon located under the action heading.   

Edit – When selecting the edit function 

, the offeror/prime contractor is directed back to the form for editing.  

Copy a Plan – When selecting the Copy a Plan function [image: image4.png]


, the entire plan contents will be copied into a new plan and the offeror may edit any field.    

Delete – When selecting the delete function 

, the offeror/prime contractor will permanently delete the selected subcontracting plan. 

View Comments – When selecting the view comments function 

, the offeror/prime contractor is shown comments from the contract specialists.  

Submit – When selecting the submit function 

, the subcontracting plan is submitted to the contract specialist for review and a notification email is automatically generated.  

View/Print the Form in Adobe Acrobat – When selecting the view function 

, the subcontracting plan is displayed in Adobe Acrobat.  To print, select the print option in Adobe Acrobat. 

View Plan – When selecting the view function [image: image9.png]


 (for External Plans only), the plan will be displayed in a printable format.  To print, select the print option from your browser’s menu or toolbar.  

	
	Add
	Adds a new form-based plan (DESC form 19.3).  Follow the instructions and enter data.  If you are unsure about an entry field, click on the 

 icon.  

	
	Narrative
	If the offeror/prime contractor has a company format for their small business subcontracting plan, they may click on Narrative and copy & paste it into the SPMS system.   

	
	External
	If the offeror has a subcontracting plan that has already been approved by another government agency, they may input the information in this screen.    


	  Log Off

	
	Click the Logoff icon located on the main toolbar to exit SPMS.  


LOGON TO SPMS


Click on � HYPERLINK "https://spms.desc.dla.mil" ��https://spms.desc.dla.mil�.


If a message box appears informing the user they are about to view pages over a secure connection, click OK to continue.


A security alert message box will appear asking the user to accept a “certificate.”  This is a DESC generated certificate, so click Yes to continue.  The SPMS Welcome screen should appear.  This screen allows the user to select the following functionality:  Non-DESC Login, DESC Login, Help, and About.  The Help and About screens provide the user with information about how best to view the system and the current SPMS application.  


Click the Non-DESC login tab


Type in your assigned SPMS User Name and Password.  If you do not have a SPMS User Name and Password, contact the DESC help desk at 1-800-446-4950.  


Click Log In to continue.





If the logon attempt is successful, the next screen should be the Welcome to SPMS screen.  








SYSTEM REQUIREMENTS FOR ACCESSING SPMS:


Internet Access


Recommended browser: Internet Explorer 5.5 browser or higher (this can be downloaded at � HYPERLINK "http://www.microsoft.com" ��www.microsoft.com�)


Alternate browser: Netscape Navigator 4.7 or 6.2


Adobe Acrobat Reader 4.0 or higher (this can be downloaded at � HYPERLINK "http://www.adobe.com" ��www.adobe.com�)


An SPMS user name, password and electronic signature on file with DESC.  
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