™ b E
e 1 ol L B
e

ubcontracting Plan
anagement System

nn

=

User Manual for Contract Specialists
June 5, 2003

Prepared by
NORTHROP GRUMMAN

Mission Systems



SPMS V1.4 User Manual for Contract Specialists

Table of Contents

1 Introduction ... 3
R T L = ] Y 1S PSP S 3
1.2 USEI ROIES ...ttt e e e e e e ettt e e e e e e e e e s nneeeeeeeaeeeeannee 3
G T To o] o 1Y PSPPSRI 4
1.4 Document OrganiZation ...........c.eoocueiiiiiiiiii et 4

2 Accessing SPMS Welcome Screen ...........ccccoeveuunneee.. 4

3 Logging Onto SPMS..........oociiiiirrrcrnrerrrrmsss e nnanns 5
3.1 Requesting @ USEI ID ... ... 5
K I | T O I Yo 1 SRRSO 6
KRG TN [ o B I ] o T @ o o [ o USRI 6

4 System Navigation ........cccccoimiciiiirciirrc e 6

5 Homebutton........... 8
ST T |V L [ o1 TSRO 8
L2 o 1= | o PSSPt 8
TR Y o T T | PR UR ST SERT 8
5.4  Change PasSWOId.........cooiiiiiiiiii ettt e e e e e e e e e e e e ae e e e e e e s eennrrneeaaaeeas 8

6 Reviewing Subcontracting Plans.........cccccccovmimnnineenn. 8
6.1 My Plans SCre€N OVEIVIEW .........uiiiiiiiiiie ittt ettt e e e s e 9
6.2 REVIEWING @ PIAN ..coiiiiiii et 10
6.3  Reassigning @ Plan ... e 10

7  Contracts.......ccccooiiimieeiirrrc e 11
% B VA 1=V To [ O 0] o1 1 = Tox £ 3P PRR 11
42 Vo [ [ Lo JF= T @70 ] o1 1 - : SRR 12
7.3 Uploading @ CONFaCE ..........oiiiiiiiii et 12

8 RepoOrtS....e s 13
8.1 DCMA 640 FOrMS REPOI.....coiiieeiiiie et e e e e e eeeee s 13

T I Yo 1o L AR 14



SPMS V1.4 User Manual for Contract Specialists

1

1.1

Introduction

What is SPMS?

The Subcontract Plan Management System (SPMS) automates the submission and
approval of Small Business Subcontract Plans for the Defense Energy Support Center
(DESC).

Offerors can use SPMS to create and submit plans to DESC for approval.

Approving officials (Contract Specialists, Contracting Officers and Small
Business Specialists) can use SPMS to view, sign and approve plans through the
stages of the approval process.

Contract Officers can use SPMS to load contracts into the system and
incorporate approved plans into actual contracts.

Small Business Specialists can use SPMS to monitor the plan submission
process, perform contract reviews and load contractors’ Subcontract Reports
(Standard Forms 294 and 295) into the system.

SPMS provides automated email reminders and online reports to all different
user roles to help facilitate the electronic processes.

1.2 User Roles

SPMS uses a role-based electronic approval system. Each user role has a different set
of responsibilities. Therefore, each user role is authorized to use a specific set of
functions within the system. Some functions behave differently depending on the user
that is performing them, and not all functions are available for each user role. The roles
are as follows:

Offeror — The Offeror, sometimes referred to as the Prime Contractor, is a non-
government employee who is responsible for submitting subcontracting plans.
They can submit plans for more than one company or corporate profit center
within a company.

Contract Specialist — The Contract Specialist, abbreviated as CS, is a DESC
employee who is responsible for the initial review of the plan. They decide
whether or not to forward it on to a Contracting Officer for further review, or return
it to the Offeror for rework. Contract Specialists are assigned to one of the
Commodity Business Units (CBU) and can review any subcontracting plan that is
submitted within their CBU.
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e Contracting Officer — The Contracting Officer, abbreviated as CO, is a DESC
employee who has the primary decision-making authority for approving
subcontracting plans. They review the plan at several stages: Initially when the
plan is forwarded to them by the Contract Specialist they decide whether or not
to “accept” the plan and forward it to the next level of review. Second, if the plan
requires a 2"%level signature authority they are responsible to approve it. Finally,
after the Small Business Specialist has reviewed the plan, they decide whether
or not to grant it final approval and incorporate it into a contract. The Contracting
Officer is also responsible for maintaining the contracts stored within SPMS.
Contracting Officers are assigned to one of the Commodity Business Units (CBU)
and are responsible for all plans that are submitted within their CBU.

e Small Business Specialist — The Small Business Specialist, abbreviated as DU,
is a DESC employee from the DESC-DU Small Business Office. They review
subcontracting plans that have been forwarded to them by the Contracting
Officer and return their recommendations. The Small Business Specialist is
responsible for monitoring the plan submission process to ensure compliance.
They are also responsible for performing contract reviews and for loading
subcontract reports (forms SF294 and SF295) received from contractors into
SPMS.

e Administrator — The Administrator is responsible for assigning users, loading
electronic signatures into the system, assigning companies and corporate profit
centers, assigning SBA representatives, monitoring and setting email routing,
and maintaining the data within the system.

1.3  Scope

This user manual provides responsibilities and functions for Contract Specialists only.
Responsibilities and functions for Offerors, Contracting Officers, Small Business
Specialists and Administrators are discussed in other user manuals.

1.4 Document Organization

The different sections of this user manual correspond to each of the user roles. To find
information on a specific function, please go to the section that relates to the specific
user role you are performing in SPMS.

2 Accessing SPMS Welcome Screen

Anyone with access to the Internet can access the SPMS welcome screen by
navigating to https://spms.desc.dla.mil. You may access SPMS using Internet Explorer
5.5 or higher or Netscape Navigator 4.7 or higher. Once you access SPMS, you will
see the screen shown in Figure 1.
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<3 Subcontracting Plan Management System - Microsoft Internet Explorer |Z||E|fg|

File Edit Mjew Favorites Tools Help 'l.;'

eBack - &I |ﬂ @ _h /..-‘J Search ‘{:(Favorites @Media €3 <) - ..:__'_ - _J B &‘% @ :’i

Address | &] hitps:/jspms.desc. dia.mil w Gc- Links *

Subcontracting Plan Management System

Welcome Welcome T Mon-DESC Login § DESC Login % Subcontracting Cpportunities

SPMS
Subcontracting Plan
Management System

& Click here to log in if vou are a DESC emplovee
e Click here to log in if you are not a DESC employee

See solicitation to obtain a login, Choose Help for further details.

2] Dane 2 @ mtemet

Figure 1: The SPMS welcome screen

3 Logging On to SPMS

If you have a SPMS User ID, you can log into SPMS using one of two methods. After
establishing your account, the SPMS Administrator will advise you which login method
is appropriate for you.

3.1 Requesting a User ID

You must obtain a SPMS User ID before you can log into SPMS. To obtain a User ID,
you must submit a DESC System Access Request using the SPMS system
(https://spms.desc.dla.mil). For assistance, contact the DESC Help Desk at 1-800-446-
4950.
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In addition to a User ID and Password, you may also need to submit your signature to
DESC so that it can be used to electronically sign forms. The SPMS Administrator will
instruct you on the necessary procedures.

3.2 DESC Login

This login method is appropriate for users who have a DESC network User ID and
Password. To log in this way, click on the tab labeled “DESC Login” then click the blue
button labeled “Log In.” The system may display a gray log in box that prompts you to
enter your domain/DESC network user name and password. Enter your DESC network
user ID and password; then click the ‘OK’ button on the gray box. SPMS will verify your
information and then direct you to the ‘Welcome to SPMS’ screen.

3.3 Non-DESC Login

This login method is appropriate for users who do not have a DESC network User ID
and Password. To log in this way, you must use the SPMS User ID and Password that
were assigned to you by the SPMS Administrator. Click on the tab labeled “Non-DESC
Login” and input your User ID and Password. SPMS will verify your information and
direct you to the ‘Welcome to SPMS’ screen.

4 System Navigation
Once you have successfully logged in to SPMS, it will display the ‘Welcome to SPMS’

screen. Figure 2 displays the ‘Welcome to SPMS’ screen that you will see after logging
in.
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<3 Subcontracting Plan Management System - Microsoft Internet Explorer

File Edit  Wiew Faworibes Tools  Help

eBack > |£| |EL| _;\J /..-\’ Search ‘gl\}:-’Favurites @Media @3 = a__-__' Aot _J ‘3 (J/%,
Address @1 http: ! flocalhost/spms/app/default asp 4

[Home [ 1 y Plans | Contra s | Log Off

Subcontracting Plan Management System Current User: Tweety Bird

Home My Info

Welcome to SPMS version 1.4
vou are currently logged in with the following:

Mame: Tweety Bird
Username: third
User Role: Contract Specialist
Privilege: Mo administrative privilege

To beqgin using the application, please select an option from the toolbar abowve. For further
assistance, please click help.

&] Done % Local intranet

Figure 2: The 'Welcome to SPMS' screen appears after you have successfully logged in.

Across the top is the SPMS navigation toolbar that will be displayed throughout your
SPMS session so you can easily navigate through the system’s functionality. Each
button on the toolbar selects a different functional grouping within the system. Letting
the cursor hover briefly over a button will display a short description of each function.
Along the bottom of the navigation toolbar are a series of green tabs, which represent
the different functions that can be performed within the selected functional grouping.
The function that is currently selected is displayed with a white tab, and the other
functions are displayed with light green tabs. Below this banner is a large working area
to perform the selected function.

Many screens in SPMS display a help symbol (@) next to a topic. Clicking this icon will
open a screen with help information on that topic.

Figure 5 is an example of the welcome screen for the Contract Specialist user role.
This screen can be returned to at any time by selecting the Home button on the toolbar.
The far right section of the toolbar displays the user's name. The working area displays
the user’s full name, SPMS username, user role, and administrative privileges.
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5 Home button

The ‘Home’ functional group () returns you to the ‘Welcome to SPMS’ screen and
displays other system information. The functions include:

e My Info
e Help
e About

e Change Password (available for Non-DESC logins only)

To access one of these functions, move your cursor over the tab on the toolbar and
click your left mouse button. The following sections discuss the functions.

5.1 My Info

Clicking on the ‘My Info’ function displays the ‘Welcome to SPMS’ screen, which is the
first screen you will see after logging in. This screen provides you with all of the
necessary information to know what privileges you have in SPMS. This screen displays
the user’s full name, SPMS username, user role, and administrative privileges.

5.2 Help

The ‘Help’ function displays system requirements and information on obtaining help.

5.3 About

The ‘About’ function displays system version and release date information.

54 Change Password

This function is available for users who log in using the ‘Non-DESC’ login button. When
you first log into SPMS, you should use this function to change the password given to
you by the SPMS administrator. Your password must consist of alphanumeric
characters (a-z, A-Z, 0-9) and it is case-sensitive.

6 Reviewing Subcontracting Plans

The ‘My Plans’ (BlBsEER) functional group provides all the functions necessary to review
the subcontracting plans within your CBU. There is only one screen within this group
from which you can perform the necessary review and approval actions.
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2 Subcontracting Plan Management System - Microsoft Internet Explorer

File

O Back -

Edit  Yiew

Favorites

Tools
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Address @ http:fflocalhost{spmsfapp/default. asp

Subcontracting Plan Management System

Help

ARECY

[ Home My Plans [co

Current User: Tweety Bird
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My Plans My Plans
Subcontracting Plans for Energy Enterprise CBU

Offeror Name Plan Type Solicitation Effective Period Contract Specialist Status Action
Jet Fuels Carp Cormrmercial Plan 1/1/2000 - 12/31/2000 Road Runner CS Review ﬁ

Jet Fuels Carp Marrative Plan 999-zz22 Road Runner C5S Review @

ABC Oil Campany  Commercial Plan 6/1/2000 - 5/31/2001 Tweety Bird CS Review @ @g
ABC Oil Company MNarrative Plan 123-aBC Tweety Bird CS Review @ ?g
Jet Fuels Carp Individual Plan MySolicitation3 Tweety Bird CS Review @ QP‘ @
ABC il Company Cornmercial Plan 24242000 - 2/1/2001 Tweety Bird CO Review ﬁ

ABC Oil Company  Individual Plan GEE-yyy Tweety Bird CO Review @

ABC Oil Company  Marrative Plan 34342000 - 352720010 Tweety Bird CO Review @

Jet Fuels Caorp Carmmercial Plan 6/6/2000 - 6/5/2001 Tweety Bird DU Review @ E‘}

Jet Fuels Caorp Individual Plan DoD Tweety Bird DU Review .@ @'

Jet Fuels Corp Marrative Plan 5/5/2000 - 5/4/2001  Tweety Bird DU Review @ E‘I‘

Jet Fuels Corp Marrative Flan FITAZ000 - FARSZ2001 Tweety Bird DU Review ﬁ

Jet Fuels Carp Marrative Plan 6/6/2000 - 6/5/2001 Tweety Bird DU Final Review ﬁ

Jet Fuels Carp Caormrercial Plan FITA2000 - FAeA2001 Tweety Bird Contract Assignrment @

Jet Fuels Carp Individual Plan EEE Tweety Bird Cantract Assignment @

Jet Fuels Carp Commercial Plan 44442000 - 4/3/2001  Tweety Bird Incorporated @

Jet Fuels Carp Individual Plan FFF Tweety Bird Incorporated ﬁ
:éj http: fflocalhostispras) app/PlanDraftCs, asp ‘_ﬁ Local intranet

Figure 3: The 'My Plans' function displays all plans that have been submitted within the Contract Specialist's CBU.

6.1 My Plans Screen Overview

The ‘My Plans’ function displays a list of all subcontracting plans that have been
submitted to your CBU. The list includes plans that require your attention, as well as
plans that are in another stage of review and do not require your attention. This allows
you to monitor the plans through the approval process and to make the appropriate
actions when necessary. The left portion of the screen lists information on the plans.
The right portion of the screen provides a series of icons to perform actions on the plan
listed in that row. The columns include:

e Offeror Name — This is the name of the company or corporate profit center for
which the plan was created. It is possible to create plans for several different
companies or corporate profit centers within a company.

e Plan Type — This lists the type of plan.
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e Solicitation — This lists the solicitation number for which the plan is being
submitted.
o Effective Period — This lists the dates for which the plan is active.

e Contract Specialist — The name of the Contract Specialist assigned to review the
plan.

e Status — This lists the status of the plan in the review process.

You can perform various actions on a plan using the action icons. Some actions may
not be available for each plan, depending on the status of the plan. To perform an
action, click the desired icon to the right of the plan. The actions include:

o 5 view Comments — Displays all comments included on the plan as it was
routed between different approving officials.

. View Plan in Adobe Acrobat — Opens the plan for viewing using Adobe
Acrobat PDF format.

e =l View Plan - Opens the plan for viewing in plain text format when the Adobe
Acrobat PDF format is not available.

. & Reassign — If a plan is currently assigned to another Contract Specialist,
reassign it to yourself.

o & Submit Plan — Submits a plan to the next stage of review.

o g Return for Revision — Returns a plan to the previous stage of review.

The following sections discuss the actions.

6.2 Reviewing a Plan

SPMS displays all plans that are in ‘CS Review’ status and are assigned directly to you
at the top of the list. If a plan is in this status, you must take action on the plan by
submitting it to the next stage of review, or by returning it for revisions. Use the View
and View Comments actions to review the plan and make your decision. When you are
ready, use the Submit or Return actions to route the plan accordingly.

6.3 Reassigning a Plan
If a plan is currently assigned to another Contract Specialist and you wish to perform the

review yourself, you can reassign the plan to yourself. To reassign the plan, click the
‘Reassign’ action icon. After being reassigned, the plan will be moved to the top of the

10
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list and the ‘Submit for Review’ and ‘Return for Revision’ action icons will be displayed,
allowing you to perform the review.

7 Contracts

The ‘Contracts’ functional group (EEMEEER) provides all the necessary functions to add
and upload contracts to SPMS. The functions include:

e Contracts

e Add

To access one of these functions, move your cursor over the tab on the toolbar and
click your left mouse button. The following sections discuss the functions.

S9[(=1[Ed
;r

<3 Subcontracting Plan Management System, - Microsoft Internet Explorer

File Edit ‘iew Favorites  Tools  Help

eBack M > d d . ’Search 5 /Favontes @Medla @? o~ '\-\___,- M J % J% @
Address @ http:{ localhost/spmsfapp/defaul. asp . Go | Links ¥

H|_||||r:= | CRSERGEE Cortracts

»

Subcontracting Plan Management System Current User: Tweety Bird

Contracts Contracts

Contracts

Contract Number Effective Period Comments Reminders Active? Action
Contract#1 1/1/1997 - 12/31/2004 Test contract, v
Contract#2 1/1/1998 - 12/31/2000 Test contract. Z’E

Contract#3 1/1/1999 - 12/31/2001 Test contract, v
Contract#d 1/1/2000 - 12/31/2004 Test contract, v

@ http:/flocalhostfspms/appfContractsDraft, asp ‘-3 Local inkranet

Figure 4: The 'Contracts' screen lists all contracts in the system.

7.1  Viewing Contracts

To view a list of all contracts in the system use the ‘Contracts’ function. SPMS will
display the following columns:

11
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e Contract Number
e Effective Period — This lists the dates for which the contract is active.
e Comments

e Reminders Active — This displays a check mark (+") if email reminders have been
turned on for this contract.

To the right of each contract are the following action icons:

LY

" Edit — Edit the properties of this contract.
E} Upload — Upload an electronic copy of this contract into SPMS.

ﬁ View — View the contract. This is only displayed after an electronic copy of
the contract has been uploaded.

7.2 Adding a Contract

To add a new contract, use the ‘Add’ function. SPMS will display the ‘Add Contract’
screen where you can input the contract number, effective dates and comments. If you
are entering a modification to a contract, simply include the extra characters for the
modification number at the end of the contract number.

The ‘DCMA Reminders’ checkbox allows you to turn the email reminders feature on or
off. When email reminders are turned on, SPMS will automatically send reminder
emails to the contract reviewers when a contract is ready to expire. The email reminds
them that they will need to perform a contract review, and the emails will continue to be
sent at regular intervals until the review has been completed, or the email reminders
feature is turned off.

To save the data, click the ‘Save’ button. SPMS will direct you to the contracts list. You
can verify the contract was added by locating it in the list. If you wish to change the

data you input, click the ‘Edit’ icon (ﬁ/ to the right of the contract.

7.3 Uploading a Contract

SPMS allows you to upload electronic copies of contracts into the system so that they
can be viewed at later date. Before uploading a contract, you will need to convert it to
an electronic file. If you have a paper copy of the contract, scan it in using a scanner
and save the file to your computer. SPMS accepts all file formats. To upload the file,

use the ‘Upload’ action icon (‘}). SPMS will direct you to an upload screen where you
must browse to the file location on your computer and click ‘Ok’. After the file has been

12
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uploaded, you will be returned to the contracts list. You can verify the contract was
successfully uploaded by clicking the ‘View’ action icon (& ) to the right of the contract.

8 Reports

The ‘Reports’ functional group (SiEEls
authorized for. The functions include:

allows you to view all the reports that you are

o DCMA 640s

To access one of these functions, move your cursor over the tab on the toolbar and
click your left mouse button. The following sections discuss the functions.

8.1 DCMA 640 Forms Report

To view the DCMA 640 Forms Report, use the ‘DCMA 640s’ function. This report
allows you to search for and view DCMA 640 forms that have been uploaded into the
system. You may search on Contract Number or Offeror Name.

To generate a report, enter criteria to search against. To search on a text field, you can
input a partial name. For example, a contract number of ‘C’ will bring up all contracts
beginning with C. Once you enter the information, click on ‘OK’ to generate the report
or ‘Clear’ to clear the information without generating the report. When you click ‘OK’,
SPMS will generate a report that matches the criteria.

After the report is generated, you can view the DCMA 640 form by clicking the View
icon to the right of the contract. If there are no DCMA 640 forms that have been
uploaded for a contract, then no icons will appear next to that contract.

13
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Current User: Offeror

Edit  Wiew

Subcontracting Plan Management System

Prime DCMA E40s
DCMA 640 Forms Report @

Contract Effective Period Offeror Name Action
Contract#1 1/1/1997 - 12/31/2004 Jet Fuels Corp ﬁ
Contract#2 1/1/1995 - 12/31/2000

Contract#3 1/1/1999 - 12/31/2001

Contract#d 1/1/2000 - 12/31/2004 Jet Fuels Corp ﬁ

&] Dane %J Lacalintranet

Figure 5: The 'DCMA 640 Forms Report' after searching for contracts.

9 Log Off

If you desire to end your SPMS session, you may do so by clicking the ‘Log Off’ button

( ). If you click ‘Log Off’, SPMS will display a reminder for you to close your
browser to ensure completion of the log off process. Click the ‘OK’ button to continue

the log off process.
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