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Foreword

The purpose of this user manual is to provide working-level procedures for entering, updating, revising, and viewing
information in the Federal Awardee Performance and Integrity Information System (FAPIIS) Automated Information
System (AIS). This system was developed to support the electronic processing of Contractor Performance
Information.

This manual translates business process requirements into detailed step-by-step procedures for individuals utilizing
the automated FAPIIS process. This manual was prepared by the Naval Sea Logistics Center Detachment
Portsmouth (NSLCDET PTSMH). NSLCDET PTSMH continuously enhances the FAPIIS AIS and the user manual
to meet the needs of customers.

Please address any recommended modifications or improvements to:

FAPIIS Project Manager

Naval Sea Logistics Center Detachment Portsmouth

PO Box 2058

Portsmouth, NH 03804-2058

Email: webptsmh@navy.mil

Phone: Customer Support at Commercial (207)438-1690 or DSN 684-1690
Fax: Com. (207)438-6535 or DSN 684-6535

Suggestions for modifying the FAPIIS application (problems, enhancements, and/or policy) may be submitted via
the User Feedback feature on the Main Menu of each assigned level in FAPIIS.


mailto:webptsmh@navy.mil
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System Overview

FAPIIS is a web-enabled application that is accessed via the Internet website https://www.cpars.csd.disa.mil.
The application consists of an Internet web server and a FAPIIS application server. By definition, FAPIIS
information is Sensitive But Unclassified (SBU). To protect the security of FAPIIS information, all actual data
entered into and retrieved from the application is encrypted using the security features incorporated into the web
browser. Access to this system requires a browser that supports 128-bit encryption (sometimes referred to as
strong encryption or U.S. only encryption), such as Microsoft’s Internet Explorer 4.01 or higher. Additional
details on browser requirements and security are available at https://www.cpars.csd.disa.mil.
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The following paragraphs explain the steps in the business process:

Step 1 — Access Granted. A FAPIIS Focal Point grants access to a FAPIIS Data Entry user. This access allows
the Data Entry user to enter FAPIIS Records.

Step 2 —Enter FAPIIS Record. Allows authorized individuals to enter specific records in FAPIIS. These include
Termination for Default, Termination for Cause, Termination for Material Failure to Comply (grants), Defective Cost
or Pricing, Non-Responsibility Determination, and Recipient Not Qualified Determination (grants).

Step 3 — Save and Mark for Release. When authorized individuals complete the data entry process, he/she clicks
Save and Mark for Release and the completed FAPIIS record is immediately available in the Federal Past
Performance Information Retrieval System (PPIRS).

Step 4 — Available in PPIRS. When Save and Mark for Release is selected in Step 3, an email is sent to the
contractor who is the subject of the completed FAPIIS Record. The email is sent to the primary past performance
or the primary business point of contact that is identified at the Central Contractor Registration (CCR) database.
Note that the contractor will require access to PPIRS to review and comment on any completed FAPIIS records.
There is no contractor access available in FAPIIS.

Step 5 — Modify a Completed Record. A FAPIIS Data Entry user has the ability to modify a completed record.
This allows the user to change the Termination Type, Convert to Termination for Convenience, select Termination
Withdrawn/Rescinded, or upload a new attachment, when applicable. Note that when a record is converted to
Termination for Convenience, or Termination Withdrawn/Rescinded, the record is then archived and no longer
visible in PPIRS.




Accessing FAPIIS

The FAPIIS application is accessible from https://www.cpars.csd.disa.mil. The CPARS website offers links to
CPARS, ACASS, CCASS, and FAPIIS and also provides various items of interest including reference material,
training information, frequently asked questions, best practices, as well as other information. To enter the FAPIIS
Production System, click on the FAPIIS Logon button located on the left hand side of the page.

A Practice System is also available to help users practice, learn, and understand their roles. To use the Practice
System, click on the Practice System button located on the left side of the FAPIIS web page. Follow the
instructions provided to gain access to the Practice System. Practice System access is only granted upon
request and for a limited duration.

NOTE: Allfirst time users will receive a system generated email providing a User ID and instructions to use the
Forgot Password feature to obtain a temporary password when access has been granted by the Focal Point.

Read the DoD Notice and Consent Banner and then click Accept to proceed with the login process.

CPARS/ACASS/CCASS/FAPIIS

DoD Notice and Consent Banner
You are accessing a 1.5, Governnent (155G Information System (I3 that is provided for USG-
Futhorized use only.

By using this I3 (which includes any device attached to this [5), you consent to the following
conditions:

- The USG routinely intercepts and monitors cormmunications on this I3 for purposes inchuding, but not
irnited to, penetration testing, COMSEC monitoring, networls operations and defense, persontel
izconduct (P, law enforcement (LE), and counterintelligence (CI) mwestigations.

- At any time, the USG may inspect and seize data stored on this I35,

- Comrmunications using, or data stored on, this IS are not private, are subject to routine monitoring,
interception, and search, and may be disclosed or uzed for any USG authorized purpose.

- Thiz IS includes security measures (e, authentication and access controls) to protect USG interests-
-not for your personal benefit or privacy.

- MNotwithstanding the above, using this I35 does not constitute conzent to PRI, LE or CI investigative
searching or monitoring of the content of privileged communications, or work product, related to
personal representation or services by attorneys, psychotherapists, or clergy, and their assistantz. Such
communications and work product are private and confidential. See User Agresment for details.

Accept Decline

CPARSIACASSCCASSFAPIS, HAVSEALOGCENDET PORTSMOUTH, NH. Version : 3.3.0, Build Date : 043052009 15:00:00
Phome : (207) 438-1690 Email Techmiral Support
View Policy Guide: CPARS ACASS CCASS FAPIS




NOTE: Contractors are not granted access to the FAPIIS module. To review and comment on completed records
for their company, Contractors will require access to PPIRS at https://www.ppirs.gov.

Choose the logon category link that describes your employment status. For Government users, choose either DoD
Logon or Federal Logon. For Department of Defense (DoD) users, the system will first validate that the user has a
valid DoD Public Key Infrastructure (PKI) certificate.

CPARS/ACASS/CCASS/FAPIIS

DoD Logon Contractor Logon (PEI} Contractor Logon (No PRI} Federal Logon
Dol employees rust have a Dol PET certificate to access the CPARS/ACASE/CCASS wehb site.
Click here to detertmine if you hatwe a walid Dol PET Certificate

I Information:

Dol employees (military and civilian), including Dol contractors that are worldng on site
military/gowermenent facilities) or contractors worlang offsite using Gowvernment Furnished Equipment
GFE) are eligihle to obtain certificates from Dol PEL If the contractor doesn't work onsite or with
GFE they are encouraged to obtain and use a certificate from an External Certificate Authority (ECA).

[Fxteinal Certificate Authority:

ernal Certificate Authorities (ECAS) provide digital certificates to the DoD's private industry partners,
contractors using their own equipment or working in non-government facilities, allied partners, and
other agencies.

Approved EC A Vendors:
Operational Research Consultants, Inc, (ORC) hitp/fwrerwr. eca orc. comm

erisign, Inc. httpfwane verisign. comfverisign-business-solutions/public-sector-solutionsfieca-eca-
certificates/indes. html

IdenTrust htt}g:ﬂm.idmtmst. com/certificates/ecaindes html

wing site prowides additional FAQz on the subject of ECA:
. disa. mil/pldfecalindes: htrml

Hormne |

CPARSIACASSICCASSFAPILS, NAVSEAT OGCENDET PORTSMOUTH, MH. Wersion : 3.3.0, Build Date : 045302009 15:00:00
Phome : (207) 438-1690 Ermail Technical Support
Wigw Policy Guide: CPARS ACASS CCASS FAPIS

The use of PKI certificates is a DoD requirement, but is not currently in force for industry users. DoD Government
employees will use their Common Access Cards (CAC) when accessing FAPIIS.

If you have any questions, please don't hesitate to contact FAPIIS Customer Support at 207.438.1690 or
webptsmh@navy.mil.



mailto:webptsmh@navy.mil

All first time users will have to use the Forgot Password button to obtain a temporary password.

PARS/ACA ASS/FAPI

Lagin Clear Faorgot Passwaord

This Systemn is for UNCLASSTFTED USE ONLY!

hlessages: Welcome to CPARS v3.3.0!

If you have any questions, call (207) 438-1690 for technical support of CPARSIACASS/CCASS/FAPIS or for any
yuesiions on CPARS and FAPIS. For all other ACASS and CCASS questions please call (503) §08-4590,

Haorme |

CPARSIACASSICCASSFAFIIS, NAVSEALOGCENDET PORTSMOUTH, MH. Version : 3.3.0, Buld Date : 043002009 13:00:00

Fhone : (207) 438-1690 Emsail Techrical Support
WView Policy Guide: CPARS ACASS CCASS FAPIIS

Click on the Forgot Password button and the following screen displays.

CPARS/ACASS/CCASS/FAPIIS
Forgot Password
Your password will be reset and an ernail will be sent to o with the new password. You will be recuired to change wour password the next tivee you

log in.

= Indicates Required Information

= Uzer ID:|
= Ermail Address]|

Submit I Cancel

CPARSIACASSOCASSFAPIS, NAVSEALOGCENDET PORTSHMOUTH, MH. Wersion : 3.3.0, Build Diate : 04730/2009 15:00:00

Fhone : (207) 435-1690 Email Techrical Support
View Policy Guide: CPARS ACASS CCASS FAPIIS

Enter your User ID and Email Address and click Submit. The system will verify that the information matches what
was entered when your account was created, and will send an email to that address with a temporary password.

After you enter your User ID and the temporary password at the Main Login screen, click Login.

NOTE: Subsequent logons for DoD users will not require the use of a password.



Enter the temporary password in the Current Password box. Enter a new password in the New Password box.
The password will display as asterisks. The password is case sensitive and must contain 14-20 characters, at
least two uppercase letters, two lowercase letters, two numbers, and two special characters. The last five
passwords are kept and may not be reused, and passwords are valid for a period of 60 days. Re-enter the new
password in the Confirm New Password box.

Complete the user information. Care must be taken to keep the user’s email address current/correct for the
implementation of the electronic notification system. After all required information is entered, click the Save User
Password and Information button and a confirmation pop-up screen displays. Click the OK button.

New User Information
(fields identified with * are required)

= Current Password: I

= Mew Password: I
= Confirm MNew Password: I

Passwords must meet the following specifications:
st be changed every 60 days
are case sensitive
vour last five old passwords are kept and
cannot be reused.
st be 14-20 characters
st contain at least two uppercase letters
st contain at least two lowercase letters
must contain at least two mumnbers
must contain at least two special characters
Only the following special characters are

allowred:
elES %A (- =[],
= Ulzer Na.me:l
= Emaleddress:l
= Title:l
= Orga.njzation:l
= Citizenship: |(Selact Courtry) ;I

= Street Address:

= Cityy, State, Fip: I

= Commercial Fhone # I
FAX # I

D3N Phone # I

. Sawe User Password and Information

CPARSIACASSICCASSFAFILS, MAVSEALOGCENDET PORTSMOUTH, MH. Wersion : 3.3.0, Build Date : 04/30/2002 15.00:00
Phone : (207} 438-1600 Ermail Techrical Support
Wiew Policy Guide: CPARS ACASS CCASS FAPIIS




You will then be brought to the Rules of Behavior page. Read through the rules and scroll down using the down
arrow on the right hand side of the screen. Upon reaching the bottom of the rules, the Accept/Decline buttons will
activate.

CPARS/ACASS/CCASS/FAPIIS
Rules of Behavior

comrminication or data as being subject to & privilege or confidentiality, and such
actions do not negate any applicable privilege or confidentiality.

- These conditions preserve the confidentislity of the comwunication or data, and the
legal protections regarding the use and disclosure of privileged information, and thus
such communications and data are private and confidentisl. Further, the U.3. Government
shall take all reasonable measures to protect the content of captured/seized privileged
comrmunications and data to ensure they are appropriately protected.

* In cases when the user has consented to content searching or monitoring of
comrunications or data for personnel misconduct, law enforcement, or counterintelligence
investigative searching, (i.e., for all comrunications and data other than privileged
comrminications or data that are related to personal representation or services by
attorneys, psychotherapists, or clergy, and their assistants), the U.3. Government may,
solely at its discretion and in accordance with DoD policy, elect to apply a privilege or
other restriction on the T.3. Government's otherwise-authorized use or disclosure of such
information.

¥ 111 of the sbowve conditions apply regardless of whether the access or use of an
information system includes the display of a Notice and Consent Banner ("banner™). When a
banner is used, the kbanner functions to rewind the user of the conditions that are set
forth in this TUser Agreement, regardless of whether the banner describes these conditions
in full detail or provides a suwmwary of such conditions, and regardless of whether the
banner expressly references this User Lgreement.

You must scroll through the entire Rules of Behavior to Accept or Decline.
Accept | Decline |

CPARSIBCASSICCASSFAPIIS, HAVSEALOGCENDET PORTERMOUTH, NH. Version : 3.3.0, Build Date : 04/30/2009 15:00.00
Fhone : (207) 438-1620 Ernail Technical Support
WView Policy Guide: CPARS ACASE (CASS FAFIIS

NOTE: You will be required to review and accept the Rules of Behavior annually.

Click Accept and the Module Selection Menu will display. Click the FAPIIS button to continue.

Module Selection Menu

CPARSIACASSICCASSFAPIS, NAVSEATI OGCENDET PORTSMOUTH, NH. Version : 3.3.0, Build Date : 043002002 15:00:00
Phone : (207 432-1690 Email Techrical Support
Wiew Policy Guide: CPARS ACAHSS CCASS FAPIS

A list of all options available for a specified access level will appear on the user’'s Main Menu.



Focal Point

The Focal Point is responsible for providing access to FAPIIS and is a key player in the success of the FAPIIS
automated process. Focal Point access is granted only upon the completion of a signed Focal Point User Access
Request Form available at https://www.cpars.csd.disa.mil/accessforms/userforms.htm. Focal Points
coordinate FAPIIS access (create accounts/User IDs/passwords) for a specifically assigned area of responsibility.
The Focal Point must be logged into the correct module (CPARS, ACASS, CCASS, or FAPIIS) in order to provide
access to that module. The Focal Point assists the FAPIIS Data Entry user in implementing the automated FAPIIS
process by providing training and helping with administrative matters to ensure that records are completed in a
timely manner.

FAPIIS - Focal Point

To-Do List

focess Authorization

Status Report

Change User Profile
ser Feedback

Switch MModules

Logoff

CPARSIBCASSICTASSFAPIS, NAVSEALOGCENDET PORTSMOUTH, MH. Version : 3.3.0, Build Date : 10/30/2009 9:09:00
Phome : {207) 438-1690 Email Technical Support
Wigw Policy Guide: CPARS ACASS CCASS FAPIS

To-Do List: This option is a quick and efficient way for the Focal Point to monitor and check the status of pertinent
records in FAPIIS that have been started but not yet completed and marked for release to PPIRS. Click the To-Do
List button from the Focal Point Main Menu. The To-Do List displays.

FAFTS - To-Do List

(See below for the list of powr users' oulstanding actions.)

DOCUMENT NUMBER. RECORD TYPE/AWARDEE NANE DUNS A]?)EI[]:;N ADDED DATE USER

5236265152 Non-Fesponsibility Determination 098993599 12/05/2008  10/16/2009 APRAHAN LINCOLN
TEST COMPANY WITH MNIMNE 8'5

7553312345 Recipient Not-Cualified Detertmination 9999900990000 07/05/2009  10/16/2009 GEORGE WASHINGTON
TEST COMPANY LLC with thirteen 9's

DLANSL254 56 Termination for Default 999993599 10/11/2007 1171172009  APRAHAN LINCOLN
TEST COMPANY WITH MNIME 9'S

DLAIILLL Tettnination for Default 098993599 10/08/2007  10/15/2009  APRAHAN LINCOLN
Test company with nine 9's

DLAZI 568984 Defective Pricing 998993999 04/25/2003  10/16/2009  ABEAHANW LINCOLN

Test company with nine 9's

I_IRetum to the Iain Mmu"

CPARSIACASSICCASSFAPIS, NAVSEALOGCENDET PORTSMOUTH, NH. Version : 33.0, Build Diate : 1171952009 06:00:00
Fhone : (207) 438-1600 Email Technical Support
View Policy Guide: CPARS ACASS CCASS FAPIS

The To-Do List identifies, for each record, the Document Number, Record Type/Awardee Name, DUNS, Action
Date, Added Date, and the User who is responsible for completing the record.

Clicking on a user’s name allows the Focal Point to view the user’s profile information including User ID, name, title,
organization, address, email, and phone number(s).
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The Return to the Main Menu button returns the user to the Focal Point Main Menu.

Access Authorization: This option is used by Focal Points to provide access to FAPIIS, to view or modify existing
user access, to transfer access (records) from one user to another, and to assign Alternate Focal Points. To
provide access to FAPIIS, the Focal Point must complete an Access Authorization Matrix (described below).

FAPIIS

Access Anthorization Menu
. Create Mew User Access

. e Todify Existing User Access
. Transfer Uszer Access to Another User
. Azsign Alternate Focal Point(s)

. Feturn to the Ian Wienu

CPARSIACLSSICCASSFAPIS, MAVSEALOGCENDET PORTSIMOUTH, HH. Version : 350, Buld Diate : 10/30/2009 9:08:00
Phone : (207) 438-1690 Erail Techrical Support
Wiew Policy Gwde: CPARS ACASS CCASS FAPIS

Create New User Access: To create a new user account or to give an existing CPARS, ACASS, or CCASS user
access to FAPIIS, click on the Access Authorization button located on the Focal Point Main Menu. Click the
Create New User Access button from the Access Authorization Menu. The Create New User Access screen
displays.

FAPIIS - Create New User Access

1. Enter New User Namne: || {enter alpha chavacters only; fivst and last nawme only)

frequired for new wsers only)

Emaﬂ:l
or Select Existing Ulser: ~ Search | |
2. Add User: Add User |

User Name User Email User ID User Type

Create Uszer Access Matrix

Clear AN Drata
eturn to the Access Authorrzation Menul
eturty to the Main WMeru

CPARSILCASSICCASS/FAPIIS, NAVSEATOGCENDET FORTSWOUTH, NH. Version : 3.3.0, Build Date : 1003002009 9:09:00
Fhone - (207 432-1690 Email Technical Support
View Policy Guide: CPARS LOASS CCOASS FAPIIS

In step 1, the Focal Point can enter a New User Name (First Name and Last Name only) and Email (required for
new users) or Select Existing User. To select an existing user, click the Search button and the Search for
Existing Users window will display. Enter the full or partial last name and click on the Search button. A list of
existing user names that meet the search criteria will display. Click on the desired hame and the name will appear
in the Select Existing User box. The Delete button removes the selected user name from the Select Existing
User box.

11



NOTE: When using the Search button to search for existing users, only existing FAPIIS users, or users with
Alternate Focal Point, Assessing Official Representative, Assessing Official, and Reviewing Official access to
CPARS, ACASS or CCASS will be visible.

In step 2, click the Add User button after entering the information required in step 1. The Focal Point can repeat
steps 1 and 2 as necessary to provide access to multiple FAPIIS Data Entry users. To delete one or more users
from the matrix, click the box in the Delete column of the appropriate user(s), and then click the Delete button
located in the left corner of the matrix. The Clear All Data button clears all data entered in the matrix. After all new
and existing users have been added, click the Create User Access Matrix button and a User Access Authorization
Matrix displays containing each entry as shown below.

FAPTIIS - User Access Authorization Matrix

Please review the following User Watriz

User Name User Email User ID User Type
ABRAHAM LINCOLN abraharn lincoln@us. president. mil Newr
GEQORGE WASHINGTON geroge washingtonfias, president. tl Mewr
JOHM ADANS john adams@us president. mil Newr

uthorize Access to these Users
odify Access Matrir to Correct histakes
eturn to the hdain Wem

CPARSIACASSICCASSFAPILS, NAVSEALOGCENDET PORTSMOUTH, NH. Version : 3.3.0, Build Diate : 10/30/2009 9:02:00
Phone : (207) 438-1690 Email Technical Support
WVigw Policy Guide: CPARS ACASS CCASS FAFIIS

The display presented above provides an opportunity for the Focal Point to review information for accuracy. If
information has been entered incorrectly, click the Modify Access Matrix to Correct Mistakes button and the
previous screen will display allowing the Focal Point to make the required changes. If all information is correct,
click the Authorize Access to these Users button. The completed User Access Authorization Matrix displays
providing User Name, User Email, User ID, Status ("Authorized” indicates the access was created), and User Type.
A system generated email is sent to users during this step to inform them of their User ID, temporary password
procedures, responsibilities, and resources available. Click on Return to the Access Authorization Menu or
Return to the Main Menu, as applicable.

12



FAPIIS - User Access Authorization Matrix

\Aocess has beesn authorized for the following users.

A system-generated email has been sent informing users of their User ID, responsibilities and resources, and providing
Imstructions on how to acquire a temporary password, if applicable

User Name User Email User ID | Status* User Type
ABFAHAN LINCOLM abrabarm. lnc olt@ue. president. tol ALIMNG  |Authorized |Mew
GEORGE WASHINGTON |geroge washingtong@us president. mil | GWASH | Authorized |MNews
JOHN ADANS jotmadarms@@us. president. mil JADAMW |Authorized |New

* Mote: if the Status indicates Fafled, pleage contact the customer support desk for assistance.

eturn to the Access Authorization Wen
eturn to the MWain henn
CPARSIACASSICCASIFAPIS, MAVSEALOGCENDET PORTSMOUTH, NH. Version : 3.3.0, Buld Diate - 1003002009 2:09:00

Phone : (207) 438-1690 Ernail Technical Support
Wiew Policy Guide: CPARS ACASS CCASS FAFIIS

View/Modify Existing User Access: This option produces a list of user names that have been authorized access
to FAPIIS by the Focal Point. It also allows the Focal Point to reset passwords, to remove users’ access, to update
users’ profile information, and to delete users from the FAPIIS application. To access the View/Modify Existing
User Access option, click the Access Authorization button from the Focal Point Main Menu. Click the

View/Modify Existing User Access button from the Access Authorization Menu and the View/Modify Existing User
Access Screen displays.

FAPIIS - View/Modify Existing User Access

User: I-"’\LL 'I
Wiew Lsers |

Users Authorized by You:

eturn to the Access Authorization e

eturn to the Main MMenu

CPARS/ACASSICCASSFAPIS, NAVSEATOGCENDET PORTSMOUTH, HH. Version : 3.3.0, Build Date : 1171272009 06:00:00
Phone : (207) 438-1690 Ermnail Technical Support
View Policy Guide: CPARS ACASS CCOALSS FAPIIS

To view a list of all users the Focal Point has given access to, simply click on the View Users button. To view or
modify a single existing user’s access, click the User drop-down box and all user names that have been authorized

access to FAPIIS by the Focal Point will display. Select the desired user name and click the View Users button.
The following View/Modify Existing User Access screen displays.

13



FAPTIS - View/Modify Existing User Access
User: IGEORGE WASHINGTON v|
Wiew Users |

Users Anthorized by You:
User Narne User ID Actions
GEORGE WASHINGTON GWASH | [Reset Password] | [REemove Access) Change Profile] | [Delete User]

gturn to the Access Authorization Wenul
gturn to the Iain Meno

CPARSIACASSICCASSFAFILS, MAVSEALOGCENDET PORTSIMOUTH, NH. Version : 3.3.0, Build Date : 1171202009 06:00:00
Fhone : (207) 438-1690 Ernail Techmical Support
View Policy Guide: CPARS ACASS CCASS FAPIS

The Focal Point can then choose to Reset Password, Remove Access, Change Profile, or Delete User, as required.

User Name] — Clicking on the user’s name allows the Focal Point to view the user’s profile information including
User ID, name, title, organization, address, email, and phone number(s).

[Reset Password] — This option allows the Focal Point to reset a user’s password. Click [Reset Password] and the
Confirm Password Change pop-up box will display and includes a new temporary, system-generated password.
The Focal Point must click the Submit button to establish the new password in FAPIIS. Itis the Focal Point’'s
responsibility to convey the new temporary password to the user. Click the OK button and a pop-up message
“Password has been reset” displays.

[Remove Access] — Clicking on this option allows the Focal Point to remove the existing user’s access to FAPIIS.
Click [Remove Access] and the Remove User Access view displays. If the user has access to the FAPIIS module
only, the Remove User Access screen will display a notice that states "This User only has access to the FAPIIS
module and will be deleted when access is removed. Note that all records created by this user will be retained and
labeled "Unassigned" in reports.” To remove access and delete the user click the Remove Access and Delete the
User button, a confirmation pop-up will display stating "The user has been deleted.” Click the OK button.

NOTE: If the user also has access to CPARS, ACASS, or CCASS and FAPIIS, the Remove User Access from
FAPIIS button will remove the user's access to FAPIIS and a confirmation pop-up screen will display stating
"Access to this module has been removed." Click the OK button. The user will still have access to CPARS,
ACASS, or CCASS, as applicable.

[Change Profile] - Clicking on this option allows the Focal Point to update the user’s profile information including
name, title, organization, address, email, and phone number(s).

[Delete User] — Clicking on this option allows the Focal Point to completely delete a user from the FAPIIS database.
Click [Delete User] and the Delete User Access view displays. If the user only has access to FAPIIS, with existing
records, the screen will display a notice stating "All records created by this user will be retained and labeled
"Unassigned" in reports." Click Delete User to delete the user from FAPIIS. A confirmation pop-up screen
displays, click the OK button.

NOTE: If the user also has access to CPARS, ACASS, or CCASS, the system will only provide the Focal Point
with the option to remove FAPIIS access, and the user will not be deleted.

The Return to the Access Authorization Menu button allows the Focal Point to continue with other access
authorization options. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

Transfer User Access to Another User: This option allows the Focal Point to transfer FAPIIS access from one
user to another, if needed. This function is particularly useful when individuals are reassigned and no longer

14



involved with entering records. To transfer user access to another user, click the Access Authorization button
from the Focal Point Main Menu. Click the Transfer User Access to Another User button and the Transfer User
Access to Another User screen displays.

FAPIIS - Transfer User Access to Another User

Transfer User Access:

1. 3elect From User: I(Selec’t From User) j
2. Select FAPIIS Record(s): (MNaone Assigned) j
3. To User, Select Existing User:|(Select To User) j

4. Delete Uzer After Transfer? O Yes & HNa

Transfer Access
eturn to the Access Authorization Nen)
eturn to the Main Iemu

CPARSIACESSICCASSFAPIS, HAYSEALOGCENDET PORTSMOUTH, HH. Version : 3.3.0, Build Diate : 1101 %£2009 06:00:00
Fhone : (207) 435-1690 Email Techmical Support
View Policy Guide: CPARS ACASS CCASS FAPIS

In Step 1, select the name of the user from the Select From User drop-down box, of the user that the record(s) are
being transferred from.

In Step 2, select the specific FAPIIS record to be transferred or select "All Records" from the Select FAPIIS
Record(s) drop-down box, to transfer the record(s) from the Step 1 user.

In Step 3, select the name of the user from the To User drop-down box that the record(s) are being transferred to.
Note that only users that the Focal Point has already given access to FAPIIS, are included in the list. To transfer
access to a new user, the Focal Point must first provide FAPIIS access to the user by using the Create New User
Access button at the Access Authorization Menu.

In Step 4, the Focal Point can choose to Delete User After Transfer. This action will delete the user from the
FAPIIS database when the Focal Point clicks on the Transfer Access button, as long as the user does not have
access to CPARS, ACASS, or CCASS.

Click the Transfer Access button to complete the transfer process.

The Return to the Access Authorization Menu allows the Focal Point to continue with other access authorization
options. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

Assign Alternate Focal Point(s): This option allows the Focal Point to assign up to three individuals as an
Alternate Focal Point. An Alternate Focal Point has the very same privileges as the Primary Focal Point (except
they cannot authorize an Alternate Focal Point from their account). The Primary and Alternate Focal Points are
allowed to work in FAPIIS at the same time to create/manage user accounts and to run reports, etc. To assign an
Alternate Focal Point, click the Access Authorization button from the Focal Point Main Menu. Click the Assign
Alternate Focal Point(s) button and the Assign Alternate Focal Point(s) screen displays.
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FAPIIS - Assign Alternate Focal Point(s)

. Enter MNewr Uzer: Matne: I
Erriail: I {required, new users only)
or Select Existing User: |(SelectUsen) =l \-’iewl
Current Alternate Focal Point(s):
Name User ID | Password | Delete = Phone Number Email Address
APBRAHAN LINCOLM  [ALIMC Reset Delete] = abraham lincoln@@us. president. roil

ssign Alternate Focal Point
eturn to the Access Authorization IWlem|

eturn to the Iviain WMenu

CPARSIBCASSCCASSIFAPIS, NAVSEALOGCENDET PORTSMOUTH, NH. Version : 3.3.0, Build Date : 1171972009 D6:00:00
Phone : (207) 438-1690 Ervail Techrizal Support
View Policy Guide: CPARS ACASS CCASS FAPIS

The Focal Point must identify the designated Alternate Focal Point(s) with the following two options. If it is a new
user, the Focal Point would enter the name (First Name and Last Name only) in the Enter New User Name box
and an email address in the Email box. For existing users, select an existing user from the Select Existing User
drop-down box. The drop-down box includes a list of existing users within the service or agency who have been
given access to one of the modules by the Focal Point. The adjacent View button allows the Focal Point to view
the existing user’s profile information, including User ID, name, title, organization, address, email, and phone
number(s). Once a new name and email is entered, or an existing user selected, click the Assign Alternate Focal
Point button.

NOTE: When the Alternate Focal Point is a New User, FAPIIS will assign/identify the new user’s User ID. A
system generated email will be sent to the user when he/she is assigned access as an Alternate Focal Point to
inform them of their User ID, temporary password procedures, responsibilities, and resources available.

When an Alternate Focal Point is assigned, their name, User ID, phone number, and email address will be listed on
the Assign Alternate Focal Point(s) screen shown above. Also included, are the abilities to reset their passwords
and to delete the Alternate Focal Point access. To reset the Alternate Focal Point's password, click [Reset]. To
delete an Alternate Focal Point’s access, as an Alternate Focal Point, click [Delete].

The Return to the Access Authorization Menu button allows the Focal Point to continue with other access
authorization options. The Return to the Main Menu button returns the user to the Focal Point Main Menu.

Status Report: This option allows the Focal Point to monitor the status of records that have been started or
completed for each user the Focal Point has given access to. The Status Report will display information as a list of
records that allows the Focal Point read-only access to each record. (See Status Report Section for more
specific information)

NOTE: The remaining Focal Point Main Menu options are also applicable at various FAPIIS access levels. As
such, each option is described in more detail in separate sections of this user manual. Please refer to the Table of
Contents to locate and obtain additional information on the following menu options.

Change User Profile: This option must be used whenever a user’s name, address, email address, or phone
number(s) changes. This option also allows users to change their FAPIIS password, if applicable. (See User
Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested FAPIIS improvements, policy comments,
and problems to system administrators and the Operational Requirements Committee. (See User Feedback
Section for more specific information)
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Switch Modules: This option allows users to switch between the different modules CPARS, ACASS, CCASS, and
FAPIIS without having to log off. (See Switch Modules Section for more specific information)

NOTE: The Alternate Focal Point Main Menu will contain additional menu options if the Alternate Focal Point has
also been granted Data Entry access to FAPIIS. Those additional options will be described in the Data Entry
section of this manual. Please refer to the Table of Contents to locate the Data Entry section.
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FAPIIS Data Entry

The Data Entry user is responsible for creating, updating, and completing FAPIIS Records. The following record
types are available for processing: Termination for Default, Termination for Cause, Termination for Material Failure
to Comply (grants), Defective Pricing, Non-Responsibility Determination, and Recipient Not-Qualified Determination
(grants).

FAPIIS - Data Entry
LTy CH (Select to Enter & Becord)

CPARSIACASSICCASSIFAPIIS, NAVSEALOGCENDET PORTSMOUTH, MH. Version : 3.3.0, Build Date : 1171972009 06:00:00
Fhone : (207) 438-1690 Email Technical Support
View Policy Ghuide: CPARS ACASS CCASS FAPIS

Enter a Record: This option allows a user to enter the record information. To enter a record, the user must be
logged into FAPIIS at the Data Entry or Alternate Focal Point (w/Data Entry) level and the Main Menu must be
displayed. When a record is to be entered, select the applicable record type from the Record Type drop-down box
and click the Enter a Record button.

FAPIIS - Data Entry

Record Type: (Selectto Enter a Record)

Termination for Material Failure to Camply
Defective Pricing
MNaon-Responsibility Determination

Recipient Not-Qualified Determination

Change User Profile
ser Feedback
Sweitch Modules
[Logoff

CPARS/IACASSICCASSFAPIS, MAVSEALOGCENDET FORTSKMOUTH, NH. Version : 3.3.0, Build Date : 1171952009 06:00:00
Phone @ (207) 433-1690 Ernail Techraeal Support
View Policy Chude: CPARS ACASS CCASS FAPIS
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The Preliminary Information screen will display. The below screenshot is applicable when entering a Termination
for Default, but note that each record type requires entry of different information at the Preliminary Information
screen. Click on the small blue “?” adjacent to Enter the following: to obtain online help regarding the information
to be entered at the Preliminary Information screen.

FAPIS

Preliminary Information

Fnter the following:
Fecord Type: Termination for Default

= DUNS:I

= Coptract Award [D Mumber: |
Contract Referenced Award ID Mumber: I

{flelds identifled with = ave reguived)

CPARSIACASEICCASSFAPIS, HAVSEALOGCENDET PORTSMOUTH, WH. Version : 3.3.0, Build Date : 0473072009 15:00:00
Phore : (207) 432-1690 Erail Technical Support
View Policy Guide: CPARS ACASS CCASS FAPIS

For a Termination for Default, enter the DUNS number (DUNS+4, if applicable), Contract Award ID Number and
Contract Referenced Award ID Number, if applicable, and click the Continue button. FAPIIS will then search the
Federal Procurement Data System (FPDS) for the specific Contract Award ID Number and Contract Referenced
Award ID Number. If a match is found, the NAICS, Product/Service Code and Awardee Information on the Data
Entry screen will be prepopulated. If no match is found with FPDS, FAPIIS will search the Central Contractor
Registration (CCR) database for the specific DUNS and will prepopulate the Awardee Information if the DUNS is
registered at CCR.
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FAPIIS

Document Information
(#ields identified with = ave reguired)
Fecord Type: Termination for Default

= Action Date: l— Hm (e.g, date of termination, mm/dd/yyyy format)

= Cantract Award ID Number: |DLAOSL56897
Contract Referenced Award [D Mumber: I Jtd}
= Naics: | LookUp | | = Product/Service Code: _L00KUp | [

= Termination Type: |(59|BCT) ©

= Uplnad PDF attachment: I Browse... | =

Attachments wust be properly marked; e.g. "For Official Use Only/Source Selection Sensitive - See FAR 2.101 and 3.104."

Awardee Information [2]

= DUNS MNumber: |999999999 C4CF Code: ICPAF\S

= pwardee Name ITEST COMPANY WITH NIMNE 9'S

Doing Business As: |

= Address (1% |

Address (D) |

= City. I

State/Province: | (Select) =l Postazip Code:
= Country: I(Selel:t) d

Reporting Agency Information
Agency Mame: DEFENSE LOGISTICS AGENCY

= Office Code: | (Select) -
= Contracting Officer MName: IGEORGE WASHINGTOMN
= Phone: IX Faxl I

= Fmail Address: |geruge.wa5hingtun@us.prea\dent.mil

Saveas a Draft

Sawe and Ivarls for Release
iew/Print the Record
eturn to the Main Memu

CPARSIACASSICCASSFAPIIE, NAVEEALOGCENDET PORTSMOUTH, NH. Version : 3.3.0, Build Date : 1171952009 040000
Phone : (207) 438-1690 Ernail Techniral Support
View Policy Guide: CPARS ACASS CCASS FAPIS

Document Information: Enter the Document Information in the spaces provided, if not prepopulated. The data
entry screen identifies required fields with a red asterisk (*). However, the Data Entry user is allowed to save a
partially entered record without addressing all the required fields. In order to save a partially entered Termination

for Default, enter the Action Date, Contract Award ID Number, DUNS and then click the Save as a Draft button.
Note that when the Data Entry user is ready to continue working on the record, simply log into FAPIIS, click on the
To-Do List from the Main Menu, and click on the document number for the record. To upload a PDF Attachment,

click the Browse button. Locate and select the applicable PDF file and click Open. The file path will appear in the
Upload PDF Attachment box, click the Save as a Draft button (see NOTE below). To view the attached PDF, click

the View button.

NOTE: PDF files may be uploaded/replaced after a record has been Saved and Marked for Release (this means

the record is complete and available in PPIRS for source selection purposes) using the Modify a Completed Record

option. This is explained in more detail below.

Awardee Information: Enter the Awardee Information manually if it was not available from FPDS or CCR. Note
that State/Province and Postal/Zip Code become required fields when United States or Canada is selected in the

Country drop-down arrow box.

Reporting Agency Information: Select the applicable Office Code from the Office Code drop-down box. The

remaining data elements are prepopulated with information saved in the user's profile.
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Online help is available during the data entry process. Fields identified with a blue question mark (?) indicates
online help availability. Simply click on the blue question mark to obtain an explanation of the information to be
entered in the adjacent field.

To save a record without marking for release to PPIRS click the Save as a Draft button.
Click on the View/Print the Record button to view or print a record.

When the record is ready to be completed and made available in PPIRS for source selection purposes, click the
Save and Mark for Release button. All required fields must be completed at this time. A message will display
stating that "The FAPIIS record has been saved and marked to be sent to PPIRS." Click the OK button.

The Return to the Main Menu button returns the user to the Data Entry Main Menu. Clicking on this button does
not save any information that has been entered.

Delete an Incomplete Record: This option allows the Data Entry user to delete a record that has been started,
but not completed and marked for release, or available in PPIRS for source selection. To delete a record, click the
Delete an Incomplete Record button. A list of records that have been started and are available for deletion will
display. Click the document number of the record to be deleted. The Delete Record Confirmation screen will
display. Select the Confirm Delete button to delete the record from the FAPIIS database. Select the Cancel
Delete and Return to the Main Menu button to cancel the deletion of the record.

Modify a Completed Record: This option allows the Data Entry user to modify a record that has been completed
and marked for release, and is available in PPIRS for source selection. To modify a completed record, click the
Modify a Completed Record button. A list of completed records available for modification will display. Click the
document number of the record to be modified. The Modify a Completed Record screen will display. The available
fields that can be modified will depend upon the record type being modified. To save the modifications to the
record click the Save Data button.

NOTE: 1. PDF attachments can be uploaded/replaced in the record after it has been completed and marked for
release to PPIRS through Modify a Completed Record. 2. Terminations for Default and Terminations for Cause
can be changed to a Termination for Convenience, Termination Withdrawn/Rescinded, or Termination Type
changed to complete or partial by using the Modify a Completed Record option. All changes made using the
Modify a Completed Record option are reflected in PPIRS immediately upon clicking the Save Data button.
When a record is changed to a Termination for Convenience or is Withdrawn/Rescinded, it is immediately archived
and no longer visible in PPIRS.

Click on View/Print the Record to view or print the record displayed on the screen. The Return to the Main Menu
button returns the user to the Data Entry Main Menu. Clicking on this button does not save any information that
has been modified.

To Do List: This option is a quick and easy method for the Data Entry user to see all the records that he/she has
started, but not completed. Click the To-Do list button from the Data Entry Main Menu and a list of records that
have been started and saved by the Data Entry user will display. Click on the appropriate document number and
the record is opened in data entry format ready for the Data Entry user to complete.

NOTE: The screen shot below depicts the To-Do List of a user that is both a Data Entry user and an Alternate
Focal Point. Only the records that the Alternate Focal Point entered as a Data Entry user will be able to be opened
in data entry format to complete. Records entered by other Data Entry users may not be accessed by the Alternate
Focal Point from the To-Do List.
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FAPTS - To-Do List

{Salect o Docwment Munber below to complete the record and send it to PRIRES for Sowrce Selaction. )
ACTION

DOCUMENT NUMBER. RECORD TYPE/AWARDEE NAME DUNS DATF ADDED DATE USER

5256265252 Mon-Responsibility Deterrnination 090000003 12/05/2008  10/16/2000  ABRAHAN LINCOLE
TEST COMPANY WITH NINE 9'5

DLANSL25456 Tertnination for Default 990090009 1041142007 1141142009 ABRAHAR LINCOLR
TEST CORPANY WITH NINE 9'5

DLAILLLL Terrnitation for Default 090000000 10/08/2007  10/15/2000  ABRAHAN LINCOLMN
Test compary with nine 9's

DLASPSAEDE4 Defective Pricing 9900000009 04/25/2003  10/16/2009  ARPRAHAN LINCOLN

Test company with nine 9's

{&aa balow for the list of pour users' outstepding actions.)

DOCTMENT NUMBER. RECORD TYPE/AWARDEE NAME DUNS A[f_)?[l%N ADDED DATE USER

7553312345 Recipient Mot-Qualified Determmination 2999992000008 07/08/2009  10/16/2009 GEORGE WASHINGTOMN
TEST COMPAMNY LLC with thirtteen 9's

I:IRetum to the Wain Mmu"

CPARSIBCASSICCASSIFAPIS, NAVSEALOGCENDET PORTSMOUTH, NH. Version : 3.3.0, Build Drate : 1171972009 06:00:00
Phone : (207) 438-1690 Ernail Technical Suppart
View Policy Guide: CPARS ACAHSS CCASS FAPIS

Status Report: This option allows the Data Entry user to monitor the status of records that he/she has started or
completed. The Status Report will display information as a list of records that allows the Data Entry user read-only
access to each record. (See Status Report Section for more specific information)

Change User Profile: This option must be used whenever a user’s name, address, email address, or phone
number(s) changes. This option also allows users to change their FAPIIS password, if applicable. (See User
Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested FAPIIS improvements, policy comments,
and problems to system administrators and the Operational Requirements Committee. (See User Feedback
Section for more specific information)

Switch Modules: This option allows users to switch between the different modules CPARS, ACASS, CCASS, and
FAPIIS without having to log off. (See Switch Modules Section for more specific information)

NOTE: The Alternate Focal Point Main Menu will also include Enter a Record, Delete an Incomplete Record,
and Modify a Completed Record options in addition to the Focal Point menu options (please refer to the Table of
Contents to locate the Focal Point section) if the alternate has also been granted Data Entry access to FAPIIS.
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Command POC/ORC Member

This access level offers the Command Point of Contact (POC)/Operational Requirements Committee (ORC)
Member complete visibility of the FAPIIS process across an entire service, agency, or major command using Status
Reports. The Command POC/ORC Member access is granted only upon completion of a signed
Service/Command/ORC Member Access Request Form obtained from contacting FAPIIS Customer Support.

FAPIIS - Command POC/ORC Member

Status Report

Change Uzer Profile
ser Feedback

Switch Modules

[ ogoff

CPARSIACASSICCASSFAPIE, NAVSEALOGCENDET PORTSMOUTH, NH. Version : 3.3.0, Build Date : 04(30/2009 15:00:00
Fhone : (207) 438-1690 Email Technical Support
Wigw Policy Guide: CPARS ACASS CCASS FAPIIS

Status Report: This option allows the Command POC/ORC Member to monitor the status of records that have
been started or completed within the respective service, agency, or major command. The Status Report will display
information as a list of records that allows the Command POC/ORC Member read-only access to each record. In
addition, the Command POC/ORC Member will also have access to view the Activity Log for each record. (See
Status Report Section for more specific information)

Change User Profile: This option must be used whenever a user’s name, address, email address, or phone
number(s) changes. This option also allows users to change their FAPIIS password, if applicable. (See User
Profile Section for more specific information)

User Feedback: This option allows users to communicate suggested FAPIIS improvements, policy comments,
and problems to system administrators and the Operational Requirements Committee. (See User Feedback
Section for more specific information)

Switch Modules: This option allows users to switch between the different modules CPARS, ACASS, CCASS, and
FAPIIS without having to log off. (See Switch Modules Section for more specific information)
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Status Report

The Status Report feature allows users to monitor the status of records within their purview. The Status Report will
display information as a list of records that provides the user with read-only access to each record. To run a status
report, click the Status Report button from the Main Menu. The Status Report Parameters menu will display. The
Focal Point Status Report screens are displayed in the following examples. Slight variations of this report occur at
the different access levels and are described as applicable.

FAPIIS

Status Report Parameters
[Enter one or more of the following:

Record Type: [ALL j
Status: | ALl -
DUNE:

Awardee Name: [Bagins Withd

Contract/Grant Award ID Number: I
Contract Referenced Award [D Mumber: |
Solicitation/Funding Opportunity Mumber:
User Assigned] ALL j

Sort by:l Record Type 5]

CPARSIACASSICCASSFAPIIS, NAVEEALOGCENDET PORTEMOUTH, MH. Version : 3.3.0, Build Date : 0430/2009 15:00:00
Fhone : (207) 438-1690 Erail Techwical Support
View Policy Guide: CPARS ACASS CCASS FAPIS

If the user leaves the default values as All (under Record Type, Status, and User Assigned) and then clicks on the
Run Report button, the report identifies the status of all users' records as shown below.

NOTE: Data Entry's Status Report does not include User Assigned search/sort option. The Command POC/ORC
Member can search by Focal Point only under the User Assigned option.

The status report column names that are included are Viewed, Document Number, Record Type/ Awardee Name,
DUNS, Action Date, Status, User Assigned (Focal Point and Alternate Focal Point only), and Activity Log.
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FAPIIS Status Report - 11/16/2009
Recond Type: All; Status: All; User Assigned: ALL: SORTED BY: Record Type: Spreadsheet
(Click om a coluvm name to re-sort the report. )

Action
Viewed Docuinent Number Record Type/Awardee Name DUNS Date Status User Assigned Activity Log

DLA4526245 Defective Pricing 999900000 114042007 Completed ABRAHAN LINCOLN [Log]
TEST COMPANY WITH NINE 9'3

DLAZDASEE0E4 Defective Pricing 090900000 04/25/2003 Initiated  ABRAHAN LIMCOLMN [Log]
Test company with nine 0's

52362652452 Non-Responsibility D etermination 999900000 12/05/2008 Initiated  ABRAHAN LINCOLMN [Log]
TEST COMPANY WITH NINME 9'8

454545454545 Naon-Responsibility D etermination 090900000 117102009 Completed ABRAHAN LINCOLMN [Log]
TEST COMPANY

565455656 Recipient Mot-Qualified Determination 000039900 03/02/2005 Completed ARRAHAL LINCOLM [Log]
TEST COMPANY WITH NINME 9'8

7553312345 Recipient Not-Qualified Determination 0000000000000 07/08/2009 Initiated  GEORGE WARHIMGTON — [Log]
TEST COMPANY LLC with thirteen 8's

DLA45AGS5524 Termination for Cause 000039900 11/05/2009 Completed ARRAHAL LINCOLM [Log]
TEST COMPAMY WITH MIMNE 9'S

DLADSL25456 Termination for Default 090900000 10/11/2007 Initiated  ABRAHAN LINCOLM [Log]
TEST COMPANY WITH MNINE '3

DLA4SGHA5G7RY  Termination for Default 000039900 0371572008 Completed ARRAHAL LINCOLN [Log]
TEST COMPAMY WITH MIMNE 9'S

DLAlLLIL Termination for Default 099909950 10/08/2007 Initiated  ABRAHAN LINCOLMN [Log]
Test company with nine 0's

DLA45444444FFFF Termination for Iaterial Failure to Comply 999999000 1171272003 Completed ARRAHAL LINMCOLN [Log]

TEST COMPAMY WITH MIME 9'3
Count: 11

x -indicates the record has been selected for wiewing

un Another Status Feport]
eturn ta the hain kenu

CPARSIACASSICCASIFAPIS, NAVSEALOGCENDET PORTSMOUTH, NH. Version : 3.3.0, Build Diate : 04/20,2009 15:00:00
Phone : (207) 438-1690 Enail Technical Support
View Policy Craide: CPARS ACASS CCASS FAPIS

Clicking on the blue column names of the report allows the user additional sort options. Note that when sorting by
the Record Type/Awardee Name column, two sort options are available: Record Type or Awardee Name.

The Status Report can be qualified by selecting and/or entering the Record Type, Status, DUNS, Awardee Name,
Contract/Grant Award ID Number, Contract Referenced Award ID Number, Solicitation/Funding Opportunity
Number, and/or User Assigned. The Status Report can also be sorted by Record Type, Action Date, DUNS, or
Awardee Name from the Sort by drop-down arrow box. For example, the user might be interested in how many
Termination for Default records are initiated. To limit the report by these options, the user would select Termination
for Default from the Record Type drop-down box, Initiated from the Status drop-down box, and then click the Run
Report button.
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FAPIIS

Status Report Parameters

Enter one or more of the following:

Record Type: [Termination for Default j

Status: [ nitigted .[

DUNS:

Awardee Name: [Begins With 'l

Contract/Grant Award 1D Mumber: I
Contract Referenced Award [D Mumber: |
SolicitationFunding Opportunity Mutmnber:
User Assigned]ALL j

Sort bYI Fecard Type 'l

CPARSIACASSICCASSIFAPIE, NAVSEALOGCENDET PORTSMOUTH, NH. Version : 3.3.0, Build Diate : 04¢30/2009 15:00:00
Fhone : (207) 433-1650 Ermail Technical Support
View Policy Guide: CEARS BCASS COASS FAPIS

The Status Report below contains the selections of Record Type: Termination for Default, Status: Initiated, Sort by:
Record Type from the Status Report Parameters screen displayed above.

FATPTIS Status Report - 11/16/2009

Record Type: Termination for Default; Status: Initiated; User Assigned: ALL; SORTED BY: Record Type; Spreadshest
{Click on @ colurm name 1o re-sort the report. )

Action
Viewed Documnent Number  Record Type/Awardee Naine DUNS Date Status User Assigned Activity Liog
DLAOSL25456 Termination for Default 000000000 10/11/2007 Initiated ABRAHAR LINCOLN Log
TEST COWMPANY WITH MNIME 9'5
DLALLLTL Ternination for Default 009099900 10/08/2007 Initiated ABRAHAN LINCOLMN Laog

Test company with nine 3's
Count: 2
x -indicates the record has been selected for viewing
un Another Status Feport]
eturn to the Iain Iem
CPARSIACASSICCASSFAPIS, NAVSEATLOGCENDET PORTSMOUTH, MH. Version : 3.3.0, Build Date : 0473072009 15:00:00

Fhone : (207) 438-1620 Email Technical Support
View Policy Guide: CPARS ACASS CCASS FAFIS

Document Number - Click on the specific Document Number and the record will display in HTML format. Click the
Print button to print the record. Click the Close button to return to the list of records. A green (x) appears in the
Viewed column adjacent to the document number for the record(s) that were viewed.

User Assigned - Clicking on the user’'s name allows the Focal Point to view the user’s profile information including
User ID, name, title, organization, address, email, and phone number(s).

[Spreadsheet] - Click on the [Spreadsheet] link in the upper right hand corner of the page to create a Microsoft
Excel version of the report.
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Activity Log - Click on the [Log] link and a new window opens and presents the Activity Log. The Activity Log
provides an audit trail of the history of actions taken on the record. A list of actions recorded in the Activity Log is
provided below:

Record initiated

Record updated

Attachment updated

Attachment deleted

Record initiated/available in PPIRS
Record completed/available in PPIRS
Restatused by Customer Support Desk
Termination Type updated to Partial
Termination Type updated to Complete
Record Converted to Termination for Convenience
Record Withdrawn/Rescinded

Click the Print button to print the log. Click the Close button to return to the list of records.

The Return to the Main Menu button returns the user to the Main Menu.
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Change User Profile

The Change User Profile option is very important as it is the primary method that users, at all access levels, keep
their profile information up-to-date. For example, if a user’'s email address changes, the user would use the
Change User Profile option to update the email address in FAPIIS. This option is also used to change a user’s
password, if applicable. To update user information, click the Change User Profile button from the Main Menu and
the User Profile Menu displays.

FAPIIS

User Profile Menu

. Change User Information
. Change Login Password
. F.eturn to the Iain Ienu

CPARSIACASSICCASSFAPIE, NAVSEALOGCENDET PORTSMOUTH, NH. Wersion : 3.3.0, Build Date : 043002009 15:00:00
Phome : (207 438-1690 Email Technical Support
Wiewr Policy Guide: CPARS ACASS CCOASS FAPIIS

Click the Change User Information button and the User Information screen displays.

FAPIIS

User Information
[ fields identified with = are required)
= [Jzer Marne: |
= Ernail Address: I

= Title: I

= [Jrganization: I
= Citizenship: I(Select Cauntry [
= Dtreet Address: I
= City, State, Zip: I
= Commnercial Phone # |
Fasxl# |
D3N Phone # |

. Bave User Information
. F.eturn to the User Profile IMenu
. Feturn to the Main MMem

CPARSIMCASEICCASSFAPIS, NMAVSEALOGCENDET PORTSIMOUTH, NH. Version : 3.3.0, Buld Date : 043052009 15:00:00
Phone : (207) 438-1690 Erml Technical Support
View Policy Guide: CPARS ACAHSS CCASS FAPIIS

The user is able to update any of the profile information fields noted above. Fields identified with a red asterisk (*)
are required. After all necessary changes are made, click the Save User Information button and a confirmation
pop-up screen displays. Click the OK button.
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The Return to the User Profile Menu button allows the user to continue with other User Profile options. The
Return to the Main Menu button returns the user to the Main Menu. Clicking on these buttons does not save any
information that has been modified.

To change a FAPIIS login password, click the Change User Profile button from the Main Menu and the User

Profile Menu will display. Click the Change Login Password button and the Change Login Password screen
displays.

FAPIIS

Change Login Password

Current Password: ||

Mewr Password: I

Confirm New |
Password:
Passworids ronst meet the following specifications:
st be changed every 60 days
are case sensitive
your last five old passwords are kept and cannot be
renzed.
st be 14-20 characters
st contain at least two uppercase letters
st contain at least two lowercase letters
st contain at least two numbers
st contain at least two special characters
Cnly the following special characters are allowed:
e lER %A (Y- =[1]::.-

. Have Password

CPARSIACASSICCASSFAPIS, NAVSEALOGCENDET PORTSMOUTH, NH. Wersion : 3.3.0, Build Date : 043052009 1350000
Fhome : (207) 4328-1690 Erail Techrical Support
View Policy Guide: CPARS ACAHSS CCOASS FAPIS

Enter the current password in the Current Password box. Enter a new password in the New Password box. The
password will display as asterisks. Re-type the new password in the Confirm New Password box. The password
is case sensitive and must contain 14—-20 characters, at least two uppercase letters, two lowercase letters, two
numbers and two special characters. The last five passwords are kept and may not be reused, and passwords are
valid for a period of 60 days.

NOTE: If a user logs into FAPIIS with an expired password, the Change Login Password screen is presented and
the user will be required to establish a new password. Click the Save Password button and a confirmation pop-up
will display. Click the OK button.

The Return to the Main Menu button returns the user to the Main Menu. Clicking on this button does not save any
information that has been entered.
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User Feedback

The User Feedback feature is available at all access levels and allows FAPIIS users to identify and submit system
problems, make suggestions for system improvements, or recommend changes in policy. To submit comments,
click the User Feedback button from the Main Menu and a User Feedback screen will display.

FAPITS
User Feedback
Type of Request: |Se|ect j OthE:r:I
Fequested Priority; | Solact j
Short Description: I
Drescription: =l

(1000 character limit)

| Jsuomit Feednack

CPARSIACASSCCASSFAFIS, NAVSEATOGCENDET PORTSMOUTH, MH. Version : 3.3.0, Build Date : 043072009 15:00:00
Phone : (207) 435-1690 Email Techrical Support
Wigw Policy Guide: CPARS ACAHSS CCASS FAPIIS

Select the type of request from the Type of Request drop-down box. If "Other" is selected from Type of Request,
then you will be required to enter information in the Other field. Select the priority of the request from the
Requested Priority drop-down box. Enter a brief description in the Short Description box and a complete
description in the Description box. Click the Submit Feedback button. Click OK when the confirmation message
displays. The help desk monitors and responds to all FAPIIS feedback submitted. Requests for enhancements
and policy changes are routed through the Operational Requirements Committee (ORC) for review, discussion, and
disposition. The ORC currently meets three times a year. Users submitting feedback requests for enhancements,
may be asked to provide additional information used to support the feedback suggestion and will receive a
response and an explanation of the ORC's decision on whether or not an enhancement or change will be accepted.
The Return to the Main Menu button returns the user to the Main Menu.

NOTE: The system limitation for User Feedback is 1000 characters.
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Switch Modules

The Switch Modules feature is available at all access levels and allows users to switch between the different
modules of CPARS, ACASS, CCASS, and FAPIIS without logging out of the system. To switch to another module,
click the Switch Modules button from the Main Menu. The Module Selection Menu displays.

Module Selection Menu
Select a Wodule:

- Contractor Performance Assessment Reporting System
- Architect-Engineer Contract Administration Support System
- Construction Contractor Appraisal Support System

- Federal Awardee Performance and Integrity Information System

CPARSIACASSICCASSFAPIS, NAVSEALOGCENDET PORTSMOUTH, MH. Version : 3.3.0, Build Date : 043002002 15:00:00
Phore : (207) 432-1690 Ernail Technical Support
View Policy Guide: CPARS ACASS CCASS FAPIS

Click the applicable button indicating CPARS, ACASS, CCASS, or FAPIIS to access that module.

NOTE: Although all module buttons, CPARS, ACASS, CCASS, and FAPIIS are visible on the Module Selection
Menu, access to those modules may be restricted based on the user's access level.
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FAPIIS EMAIL NOTIFICATIONS

THE FAPIIS application will send the following email naotifications:

Command POC/ORC Member assigned

Focal Point assigned

Alternate Focal Point assigned

FAPIIS Data Entry assigned

FAPIIS Data Entry assigned/records transferred

Overdue notification (record incomplete)

Contractor natification that FAPIIS record is available in PPIRS
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USING FAPIIS EFFECTIVELY

When Entering Records:

The small blue question mark (?) indicates online help is available for the adjacent field. Click on the
blue question mark and the online help window opens.

A red asterisk (*) designates a required field. All required fields must be completed to save and mark
a record for release to PPIRS for source selection. However, records can be started and saved
without all required fields being completed.

A small calendar link is located adjacent to a date field allows the user to populate the date field with
the use of a mouse. Click on the calendar and select the correct date. This will assure the date is
entered in the correct format.

FAPIIS has a time-out feature of 20 minutes. The time-out clock is located at the bottom of data entry
screens and appears whenever the system is idle (user not typing). If the user has a data entry
screen open and no work is performed for 20 minutes, the system will perform an automatic save.
The time-out clock is re-set whenever the user performs a save.

General System Information:

Use the To-Do List to open and work on all records requiring your action.

Use the Forgot Password feature to receive a system-generated, temporary password. You will still
have to remember your User ID. Your Focal Point and the Help Desk also have the ability to reset
passwords.

The FAPIIS Status Reports are available to help monitor the status of records.

Run a FAPIIS Status Report to identify who has responsibility for a record (User Assigned, Focal Point
and Alternate Focal Point only) or to find out the history of the record (Activity Log).
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