Instructions to PCOs On Accessing the Automated CPARS Database for Source Selections

[Until the Navy Sea Logistics Center updates the CPARS User Manual, these instructions are provided to assist in guiding you through the process]

1. To obtain source selection access to the CPARS automated information system, print out the CPARS Source Selection Access Request Form located at http://www.nslcptsmh.navsea.navy.mil/ssuarf.htm.  You should sign this form in Block 15.  Once the form has been signed by your supervisor in the Contracts Competency, fax the form to the Naval Sea Logistics Center, Detachment Portsmouth at 603-431-9464.  Once the form has been processed, the Naval Sea Logistics Center will contact you with your password.


2.  You should complete steps 2 and 3 prior to receiving your password.  In order to use the CPARS automated system, you will need to have Netscape v 4.0 or greater with 128-bit encryption, U. S. version.  For Patuxent River users, the IMD Help Desk can upgrade your Netscape on the phone.  Call them at 342-3104.  Ask for Netscape version 4.0 or higher with 128-bit encryption, U. S. version.  Users located outside the Patuxent River area should contact their CPAR focal point for assistance in obtaining the correct version of Netscape.

3.  Once you have the correct version of Netscape you will also need Adobe Acrobat Reader to view and print a CPAR.   If you don't already have the reader, enter your newly upgraded version of Netscape and type the following at "Location:"

http://www.nslcptsmh.navsea.navy.mil/cparmenu.htm

Then hit the Enter key on your keyboard

Once the site appears on your screen, add it to your bookmarks.  Next, click on "DoN CPARS Requirements" and then "Hardware/Software Requirements."  Scroll down to the 4th bullet and follow the directions provided for downloading the Adobe Acrobat Reader.  If you have difficulty with this, you may contact the Navy Sea Logistics Center (NSLC) CPARS Help Desk* at Comm: (603) 431-9460, ext 486 or DSN: 684-1712, ext 486.  They will assist you.

4.  Once the form you filled out in Step 1 is faxed to the Navy Sea Logistics Center, they will assign you a Logon/User Id and a system-generated password that you will later change for the CPARS Automated Information System (AIS).  Remember, the information contained in the AIS is Source Selection Sensitive.  You are prohibited from disclosing your password to any other person.  Enter the CPARS web site at 

http://www.nslcptsmh.navsea.navy.mil/cparmenu.htm
and add this site to your bookmarks.

5.  Click on "Enter the DoN Production CPAR System."

6.  Enter your Logon/User Id and your password

7.  You will be prompted to change your password and provide additional information.  All information is required.  You are prohibited from disclosing your password to any other person.   [If after changing your password, you forget it, you must call the NSLC Help Desk for reassignment of your password].

8.  Select "Return to Menu"  

9.  You may now search the Source Selection Database by Cage Code and/or FSC yourself OR authorize your source selection team members limited access by Cage Code and time period.  **Note: While the current CPARS system only allows you to search by Cage Code or FSC, the system will eventually be expanded to allow searches by contract number, contractor name, and partial contractor name.

· If you wish to authorize other users, select "Source Selection Authorization" with the "New" radio button selected.  Enter cage codes, time limit, and source selection team member names then select "Submit."  The next screen confirms your entries.  Select "Modify" to make any corrections or "Continue" to obtain Logon/User Ids and passwords for your Board Members.  Print the page with the Logon/User Ids and passwords immediately…you will not be able to go back to that page.  Provide the authorized cage codes, Ids, passwords, and the Instructions for Source Selection Team Members on Accessing the CPARS Database located at https://www.nalda.navy.mil/cpar/ to the source selection  team members to which you have authorized CPARS access.  If you forget to print the screen or a member forgets the system-generated password you provided, you may find these at your main menu by clicking on "Source Selection Authorization" with the "View Users" radio button selected.  At first logon, Board Members will be prompted to change their passwords.  If they forget this new password, they must call the NSLC Help Desk for a password reassignment.  

· To view a CPAR, fill in the cage code and/or FSC on your main menu then click the box next to "View CPARs by Cage Code and/or FSC."  A list of Contracts will appear if there are any matches in the database.  Click on the box next to the contract number to view the assessment.   To view the entire CPAR in Adobe Acrobat, click on the “View/Print CPAR Form (PDF)” button at the top of the screen.  To print the CPAR for easier reading, view the CPAR in Adobe Acrobat and then select the print button on the Adobe Acrobat toolbar (not the print button on the Netscape toolbar).  Remember, CPARs are Source Selection Sensitive, See FAR-3.104.

IMPORTANT:  "VIEW INITIAL RATING" IN A BOX AT THE TOP OF THE CPAR INDICATES REVISIONS WERE MADE TO IT.  THIS REVISED CPAR REFLECTS THE GOVERNMENT'S REVIEW AND RECONCILIATION OF THE CONTRACTOR'S COMMENTS.  THE ASSESSMENT CONSISTS OF BOTH CPAR RECORDS AND BOTH MUST BE REVIEWED TO UNDERSTAND THE ASSESSMENT.  CLICK ON THE "VIEW INITIAL RATING" BOX.  

· To review previously authorized users, click on "Source Selection Authorization" with the "Modify" radio button selected.  Click on the box next to the appropriate cage code.  A list of users you authorized will appear.  Using the drop down arrow under "Current Access," you may change the expiration date of the user's access, remove their access to the cage code, or delete all access for a user.  You must click the "Modify" box to set any change you make.

· Once you have reviewed a relevant CPAR, select "Source Selection Feedback" at your main menu.  Please answer the two questions regarding the quality and usefulness of the CPAR.  

* If you have difficulty reaching the NSLC Help Desk (603) 431-9460, ext 486 or DSN: 684-1712, ext 486) you may call your CPAR focal point at any time for assistance.  The CPAR focal points are as follows:


NAVAIR CPARS Focal Points

NAVAIRHQ/NAWCAD/ST. INIGOES (includes PEO(A), PEO(T), PEO(CU), 

AIR-1.0, DRPM (JSF))



(301) 757-6563/DSN: 757



(301) 757-6562/DSN: 757

NAWCTSD



(407) 380-4044/DSN: 960



(407) 380-8099/DSN: 960 (for passwords)

NAWCWD



(760) 939-8176/DSN: 437

LAKEHURST



(732) 323-2741/DSN: 624
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