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WELCOME TO THE “NEW” CPS

INTRODUCTION

 Roles:

· Contractor Representative (CR) – Receives electronic evaluations and comments on the Government's comments.  

· Alternate Contractor Representative (ACR) – Responsible for informing the CO if 1) the CR is on extended leave (so CO can extend thirty day review deadline) and 2) the CR has left the organization.

· Agency Reviewer (AR) – Responsible for deciding on the CO's or the CR's behalf when there is a rebuttal.

Inside the CPS:

URL for Industry personnel (CR and ACR):
https://cpscontractor.nih.gov
When you are registered to use the CPS, you will receive an email giving you your Login ID and Password.  Please remember your Login ID and Password.  Should you forget either your Login ID or Password, click the hyperlink “Forgot your login id or password?” located on the “Log In to CPS” page.

When you first log on to the CPS you will be presented with the message screen.

Messages displayed pertain solely to the role you are logged in as.  Please take time to read these messages as this is one of the ways we can communicate important information to you. 

It is recommended that you use Internet Explorer as your browser to log on to the CPS.  You may use Netscape Communicator/Navigator but may experience some glitches.  These glitches will not affect the evaluation process.

After logging into the CPS you will see the browser's menu and tool bar.  Additionally, you will see the CPS's blue menu bar and the red tabs.  The blue menu bar contains the same buttons for every role.


Blue menu bar buttons:

· Home – takes you back to the message screen.

· Tutorial – Currently not available.

· Help – Currently not available.

· CPS Info – Currently not available.

· Support E-mail – you can email the CPS support staff regarding problems and errors.  Please indicate the exact problem/error and give the following information: 1) Contract Number, 2) Task Order Number (if applicable) and 3) Report Period Begin/Start date.

· Log Out – click on this button when you want to exit CPS.  Upon clicking this button you will be taken to the CPS Login screen.  From here you can exit your browser.

Red tabs:

· Evaluation Status – to find the status of all "in-progress" evaluations you have in the CPS.  This is where you call up a saved evaluation for you to continue working on.

· Your Profile – information about you such as email address, name, phone, fax number and Login ID.  You can also change your password from this tab.  Please remember to keep your profile information up to date. 

In addition to the blue menu bar and red tabs you will see to the right of the blue menu bar what role you are logged in as.

When you want to exit the CPS do the following:

· Make sure you save the information you entered on the evaluation by either clicking to another tab or by clicking on the "Save/Print" tab.

· Click the blue menu button "Log Out"

· From the Login screen you can exit the browser.

We want to make your CPS experience an easy one.  We hope that you will enjoy this "new" version and welcome any suggestions (via email) you may have regarding the system or this manual.

Thank you – CPS Staff.

CONTRACTOR REPRESENTATIVE

To register with the CPS do the following:

Open the CPS – Open a browser (preferably Internet Explorer)

Type in URL:  https://cpscontractor.nih.gov
Enter your DUNS number

Enter your Tax Identification Number (TIN)

Re-enter your TIN

Enter an email address for the Contractor Representative (this is the person who will be accessing and entering comments to the Government comments).

Enter an email address for the Alternate Contractor Representative.

Click "Continue"

Follow the instructions to change your DUNS if it is incorrect.

Click "Continue"

Enter the profile information for the Contractor Representative

· Make sure you choose a Login ID and Password you can remember

Click "Continue"

Enter the profile information for the Alternate Contractor Representative.

Click "Continue"

The "Status" page will appear thanking the user for their registration.

Accessing an evaluation

· Note – you have thirty (30) days to review the evaluation assigned to you.  If you need an extension, please contact your Contracting Officer.  If you do not meet the thirty day time limit the evaluation will automatically be finalized and cannot be un-finalized.  If you misplace your PIN, please contact your Contracting Officer.
When a Contracting Officer assigns an evaluation to you, you will receive an email notifying you that an evaluation has been assigned to you.  In that email is a PIN.

Logon to the CPS using the following URL:  https://cpscontractor.nih.gov
Enter your Login ID and Password

Click the "Log In" button

Click the "Evaluation Status" tab

Enter the PIN in the text box located in the first column

Click the green icon

You will be at the first tab labeled "Contract Data".  

Click the "Ratings" tab to either enter your comments or select the box "Contractor elects not to comment".

You may navigate through the "Additional Info" tab and the "Admin Info" tab to see additional information the Government entered.

Click the "Your Comments" tab to see the comments you entered earlier without seeing the Government comments.
Click the "Save/Print" tab to view a hard coded copy of the evaluation or to get a printed copy of the evaluation.

· Note – To print a copy click on the hypertext "Display Print Version" and either click on the printer icon on your browser's tool bar or click "File" and then "Print" from your browser's menu bar.

Click the "Assign/Submit" tab

Click the button "Send Comments Back" to send the evaluation back to the Contracting Officer.

Click on the "Log Out" button on the blue menu bar.

Close your browser.
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