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Approving Officials Reference Guide

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

Prepared by
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/Mission Systems





SYSTEM DESCRIPTION

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

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




SYSTEM NAVIGATION

Upon successful login, the Contract Specialists (CS), Contracting Officers (CO), Small Business Specialists (DU), and SBA representatives (SBA) may navigate between their desired functionality by clicking on the selections displayed in the black boxes at the top right corner of the screen.  The following tables describe the functionality displayed under Home, My Plans, Reports and Logoff options.

APPROVING OFFICIALS FUNCTIONALITY 

	HOME PAGE – The tabs displayed on the Home page are:

	
	My Info


	Displays the current user’s name, the SPMS system username, user role (i.e. CS, CO, and DU) and their SPMS access privileges.

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

	
	About
	Displays information concerning the SPMS application.

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


	MY PLANS – This functionality enables approving officials depending upon their user role to review, forward for further review, reassign, return for revision, concur, non-concur, incorporate or close out subcontracting plans submitted by an offeror.  Functionality by user role is described below.

	
	Contract Specialist
	· Displays a list of subcontracting plans submitted to the Contract Specialist’s assigned CBU.  For each plan submitted by an offeror, the system shows the Plan Type, Solicitation (if assigned), Effective Period, Assigned Contract Specialist, Status, and available Actions.  

· If the plan is in CS Review status, the Contract Specialist will be able to View Comments[image: image4.png]


, View Plan [image: image5.png]


, View Plan in Adobe Acrobat PDF Format[image: image6.png]


, Reassign to them self [image: image7.png]


, Submit Plan to a CO [image: image8.png]


, or Return to Offeror for Revision [image: image9.png]


. 

· If the plan is not in CS Review status, the Contract Specialist will be able to View Comments, or View Plan.

Please see Appendix A for a description of each Status and Appendix B for a description of all Action symbols.

	
	Contracting Officer
	· Displays a list of subcontracting plans submitted to the Contracting Officer.  The system shows the Plan Type, Solicitation (if assigned), Effective Period, Assigned Contract Specialist, Status, and available Actions.  

· Contracting Officers will be able to View Comments [image: image10.png]


, Adjust Subcontract Dollars [image: image11.png]


, View Plan [image: image12.png]


, View Plan in Adobe Acrobat PDF Format [image: image13.png]


, Submit Plan to a DU Specialist or Deputy/Director [image: image14.png]


, or Return to Contract Specialist for Revision[image: image15.png]


.  IMPORTANT:  Please note that if the plan’s SDB goals are less than 5%, the plan will be submitted to a 2nd level CO (Deputy/Director) before being sent to the DU Specialist.  

· If the plan is in Contract Assignment status or it is an External Plan, the Contracting Officer will be able to Incorporate [image: image16.png]


 or Close Out the plan [image: image17.png]


.

· If selecting to incorporate the plan, the CO will be required to select a Contract Number.  After a plan has been incorporated, the CO may re-incorporate into additional contracts as necessary. 

· If selecting to Close Out the plan, the CO will be required to select a Close Out Reason.

· If the plan is in any other status, the Contracting Officer will be able to View Comments, View Plan or Adjust Subcontract Dollars [image: image18.png]


.

Please see Appendix A for a description of each Status and Appendix B for a description of all Action symbols.

	
	2nd Level Contracting Officer (Deputy/Director)
	· Displays a list of subcontracting plans submitted to the Deputy/Director by Contracting Officer.  The system shows the Plan Type, Solicitation (if assigned), Effective Period, Assigned Contract Specialist, Status, and available Actions.  

· If the plan is in 2nd Level CO Review status, the Deputy/Director will be able to View Comments [image: image19.png]


, View Plan in Adobe Acrobat PDF Format[image: image20.png]


, Submit Plan to a DU Specialist [image: image21.png]


, or Return to Contract Specialist for Revision[image: image22.png]


.  

· If the plan is in any other status, the Deputy/Director will be able to View Comments, View Plan or Adjust Subcontract Dollars [image: image23.png]


.

Please see Appendix A for a description of each Status and Appendix B for a description of all Action symbols. 

	
	Small Business Office (DU)
	· Displays a list of subcontracting plans submitted to the Small Business Specialist.  The system shows the Plan Type, Solicitation (if assigned), Effective Period, Assigned Contract Specialist, Status, and available Actions.  

· The Small Business Specialist will be able to View Comments [image: image24.png]


, Forward Plan to SBA [image: image25.png]


, View Plan in Adobe Acrobat PDF Format [image: image26.png]


, Concur [image: image29.png]




.
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, or Non-Concur 


, Concur with Contingency 
· Upon concurrence selection, the plan will be returned to the CO.

Please see Appendix A for a description of each Status and Appendix B for a description of all Action symbols.

	
	SBA Representative
	· Displays a list of subcontracting plans submitted to the specific SBA office.  The system shows the Plan Type, Solicitation (if assigned), Effective Period, Assigned Contract Specialist, Status, and available Actions.  

· SBA Representatives will be able to View Comments [image: image30.png]


, View Plan in Adobe Acrobat PDF Format [image: image31.png]


, or Forward Recommendations to DU Specialist [image: image32.png]


. 

Please see Appendix A for a description of each Status and Appendix B for a description of all Action symbols.


IMPORTANT:   Contract Specialist and Contracting Officer user roles must be assigned to a CBU to be able to access MY PLANS information.  SBA representatives must be assigned to an SBA office.

	Contracts – Available to Contract Specialists, Contracting Officers and Small Business Specialists.

	
	Contracts
	Click Contracts to display a list of contracts in the system.  

· To edit the contract details, click the edit 

symbol located on the right.

· To upload a contract into the system, click the Upload Contract [image: image34.png]


 icon.

· The user may view the Contract [image: image35.png]


, DCMA 640 form [image: image36.png]


 or DCMA 640a form [image: image37.png]




	
	Add 
	Click Add to add a new contract to the system. 

	
	DCMA 640s
	Click DCMA 640s to upload DCMA 640 and 640a forms into the system. 

	
	Reviews (for Small Business Specialists only)
	Click Reviews to perform all contract review functions, including scheduling reviews, assigning contract risk levels, performing reviews and upload contract review forms into the system. 


	Subk Reports – Available to Small Business Specialists.

	
	Reports
	Click Reports to display a list of all subcontract reports (SF294 or SF295 forms) in the system.  

· To edit the report details, click the edit 

symbol located on the right.

· To upload an electronic copy of the SF294 or SF295 form into the system, click the Upload [image: image39.png]


 icon.

· To view an uploaded form, click the View [image: image40.png]


 icon.

	
	Add SF294
	Click Add SF294 to add a new SF294 form to the system. 

	
	Add SF295
	Click Add SF295 to add a new SF295 form to the system. 


	Reports – Not all reports are available to each user role.  

	
	Incorporated
	Displays the Incorporated Subcontracting Plans Report; available to Contracting Officers, DU.  It displays a list of all subcontracting plans currently incorporated in a current DESC contract.  The complete plan details will be accessible from the report.

	
	DCMA
	Displays the DCMA Report; available to the DU user role.  It displays all incorporated plans whose contracts are 60 days from expiring.

	
	Unknown
	Displays the Unknown Status Report; available to the DU and Contracting Officer user roles.  It displays all subcontracting plans reviewed by DU but that have not been closed out after 30 days of that review.

	
	All Plans
	Displays the All Plans Report; available to the DU user role.  It allows the user to search for and display any subcontracting plan in system.

	
	DCMA 640s
	Displays the DCMA 640 Forms Report; available to all user roles.  Allows the user to search for and view any DCMA 640 or 640a forms that have been loaded into the system. 

	
	640 Submittals
	Displays the DCMA 640 Submittals Report; available to the DU user role.  It allows the user to search for and monitor DCMA compliance with 640 and 640a form submittals.  

	
	Reviews
	Displays the Contract Reviews Report; available to the DU user role.  It allows the user to search for and view contract reviews that have already been completed.

	
	Subk Reports
	Displays the Subcontracting Reports Report; available to the DU user role.  Allows the user to search for and view any subcontracting report in the system (SF 294 or SF 295). 

	
	Pending Reviews
	Displays the Pending Contract Reviews Report; available to the DU user role.  It displays all incomplete (pending) contract reviews that are scheduled during the next 30 days.  


APPROVAL NOTIFICATION E-MAIL FUNCTIONALITY
The following events will automatically generate e-mails notifying the CS, CO, DU, or SBA users that they have a subcontracting plan to review:

· When the Offeror submits a plan for review, an automatic e-mail will be sent to a CS specified by the Offeror.  The automatic e-mail informs the CS of the specific Offeror who has submitted a plan and provides a link to the SPMS system.

· When the CS determines the plan adequate, inadequate, or assigns the plan to another CS, an automatic e-mail will be sent to the CO specified by the CS, Offeror for revision, or another CS respectively.

· When the CO determines the plan adequate or inadequate, or forwards a plan with less than 5% SDB goals to a 2nd level supervisor, an automatic e-mail will be sent to the DU specialist, CS, or 2nd level supervisor respectively. When the CO incorporates the plan into a contract, an automatic e-mail will be sent to the SBA office governing the state of the Offeror and copied to the DCMA office selected for the Offeror, the CO and the DU specialist.  When the CO closes out a plan, an automatic e-mail will be sent to the DCMA office selected for the Offeror and copied to the DU Specialist.

· When the DU specialist submits a plan for SBA review, an e-mail will be sent to the SBA Office email on file in the system.

· When the SBA representative submits their recommendations, an automatic e-mail will be sent to the specified DU specialist.

SCHEDULED E-MAIL FUNCTIONALITY
The following e-mails will be sent whenever important dates occur in the system:

· Contract Review Reminder.  This e-mail is sent to all contract reviewers, and to all DESC-DU personnel on file in the system.  An initial email is sent whenever a contract expires reminding the contract reviewer to perform the review. Then follow-up emails should be sent once every week until 1) 640 or 640a form is received by system administrator and uploaded into system or 2) the date is more than 60 days after the contract expiration date, whichever comes first.   Once the date has passed 60 days beyond contract expiration and the required forms have still not been received, the system should send emails every day.  The system will continue to send emails on expired contracts until it detects a 640 or 640a form that has been associated with that contract.  If necessary, the administrator can disable the email reminder for any particular contract.

· Plan Expiration.   This e-mail is sent to all CO’s who are assigned to the CBU that approved the plan, and to all DESC-DU personnel in the system.  The email is sent out 30 days before a commercial plan’s expiration date and reminds the recipients that the offeror must file a new plan.  

HELP SYMBOL

Select the 

 symbol for additional information about screen selections and functionality. 

USER ROLE DEFINITIONS

· Offeror - The Offeror is a non-government employee who can create, view, edit, and submit for approval individual and commercial subcontracting plans. They can also create new corporate profit centers to associate with different subcontracting plans. 

· Contract Specialist (CS) - The Contract Specialist is a DESC employee who can review, submit for approval and return for rework commercial and individual subcontracting plans within their CBU. 

· Contracting Officer (CO) - The Contracting Officer is a DESC employee who can review, approve, return for rework and close out subcontracting plans submitted to DESC for approval. 

· Small Business Specialist (DU) - DESC-DU personnel can review, concur, return for rework, and request status of subcontracting plans submitted to DESC for approval.  They are also responsible for inputting and upload the contract review forms into the system and inputting the SF 294 and SF 295 that are received from the contractors.

· SBA - SBA personnel are employees of the Small Business Administration and can view and forward recommendations on the subcontracting plans forwarded to their SBA Office.  

· Contract Reviewer – Contract Reviewers can be of any user role in the system and are responsible for physically performing the contract review and submitting the required forms to DESC-DU personnel upon contract expiration.  They are the recipients of the contract review reminder email. 

APPENDIX A – PLAN STATUS DEFINITIONS

· Draft Mode - The Offeror has created a subcontracting plan but has not submitted the plan to Contract Specialist. 

· CS Review - The Offeror has submitted the plan to the Contract Specialist for review for the first time or after reworking the plan. 
- The Contracting Officer has reviewed the plan and has found some issues for the Contract Specialist to review. 

· CO Review - The Contract Specialist has submitted an adequate plan to the Contracting Officer for review. 

· CO 2nd Level Review - Applies only to subcontracting plans with a Small Disadvantaged Business (SDB) goal of less than 5%. The Contracting Officer has determined the plan is adequate and submitted it to another Contracting Officer, who is a supervisor two levels above themselves, for review. 

· DU Review - The Contracting Officer has determined the plan is adequate and submitted it to the DU Specialist for review. 

· SBA Review – The DU Specialist has forwarded the plan to SBA for review. Interaction between SBA and DU is not required. 

· Contract Assignment – The DU Specialist has submitted a recommendation to the Contracting Officer for contract assignment or closeout. This is a result of DU’s recommendation to concur, concur with contingency, or non-concur. 

· Offeror Rework - The Contract Specialist or Contracting Officer determined that items on the plan require clarification or rework and the Contract Specialist has submitted it back to the Offeror. 

· Incorporated - The subcontracting plan has been incorporated into a valid contract. 

· Denied - The subcontracting plan has completed the review process but was denied by the Contracting Officer. 

· Contract No Longer Requires Plan - The subcontracting plan has completed the review process but is not applicable to the contract. 

· Unsuccessful - The Offeror was not selected for the proposed contract. 

· Other - The subcontracting plan completed the review process but was not incorporated into the contract for some reason other than being denied, not applicable or unsuccessful. 

APPENDIX B – ACTION SYMBOL DEFINITIONS

Maintain a Plan:

· [image: image42.png]


 Edit Plan

· [image: image43.png]


 Copy Plan

· [image: image44.png]


 Delete

View Plans and Comments:

· [image: image45.png]


 View Comments
· [image: image46.png]


 View Plan

· [image: image47.png]


 View Plan in Adobe Acrobat PDF Format  
Route Plans

· [image: image48.png]


 Forward Recommendations

· [image: image49.png]


 Submit Plan

· [image: image50.png]


 Reassign

· [image: image51.png]


 Return For Revision

DESC-DU Concurrence

· [image: image52.png]


 Concur

· [image: image53.png]


 Non-Concur

· [image: image54.png]


 Concur With Contingency

Contract Assignment Actions

· [image: image55.png]


 Incorporate Plan

· [image: image56.png]


 Close Out

LOGON TO SPMS


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


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


A security alert message box will appear asking the user to accept a “certificate.”  This is a DESC generated certificate, so click Yes to continue.  The SPMS Welcome screen should appear.  


DESC employees (Contract Specialists, Contracting Officers, and Small Business Office specialists) should click on the DESC Login tab or bullet that says “Click here to log in if you are a DESC employee” then click the Login button.  A pop-up message box will appear prompting the user to enter their User Name and Password.


Type your DESC Network ID for the User Name.  This is the ID used to log on to the DESC network. **For users outside DESC headquarters, use your region or office Domain\DESC Network ID.  For example, DFSCHQ\fzw0000.  


Type your DESC Network Password for the password.


Click OK to continue.


Non-DESC employees (DCMA or SBA representatives) should click on the Non-DESC Login tab or bullet that says “Click here to log in if you are a non-DESC employee.”


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





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





SYSTEM REQUIREMENTS FOR ACCESSING SPMS:


Internet Access


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


Alternate browser: Netscape Navigator 4.7 or 6.2


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


A SPMS User Name and Password.


An electronic signature on file with DESC (this is required if the user is a signatory to the subcontracting plan) 
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