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Contractor Performance Assessment Reporting System (CPARS) Focal Point Access Request Process

Slide 2:
-Requesting Focal Point Access
- Approving Focal Point Access Request
- Denying Focal Point Access Request
- Transferring Focal Point Access    
- Deleting Focal Point Access
- Viewing List of Current Focal Points
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New Focal Point Access Request & Approval Process
· Focal Point Access Requests Submitted Online
· Submitted on CPARS Website on Access Info Page
· Focal Point Access Requests Approved or Denied by Agency Point of Contact (APOC) or Department Point of Contact (DPOC)
· APOC/DPOC Performs Focal Point Transfers and Deletes Focal Points who no longer require CPARS access
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Requesting Focal Point Access
· Screenshot: CPARS – Access Info
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Requesting Focal Point Access
· Click “Request Focal Point Access”
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Requesting Focal Point Access
· Use Email Address to Request Verification Code
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Requesting Focal Point Access
· Verification Code provided in automatic email notification
· Verification Code Valid until 11:59 PM ET on date it was issued
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Requesting Focal Point Access
· Enter Email Address and Verification Code
· Click “Confirm Code”
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Requesting Focal Point Access
Screenshot: User Access Request
· Select Agency and Approving Official
· Approving Officials are the Agencies Agency Point of Contacts (APOCs) and Department Point of Contacts (DPOCs)
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Requesting Focal Point Access
· Complete Access Request and Click “Agree” and Submit Request
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Requesting Focal Point Access
· Requestor Receives automatic email notification to confirm that their Focal Point Access request has been submitted
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Requesting Focal Point Access
APOC/DPOC Receives automatic email notification that they have received a Focal Point access request
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Approving Focal Point Access - APOC
· Select Focal Point Access Authorization
· Select Pending Focal Point Requests
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Approving Focal Point Access – APOC
· Click on “User Name” to view detailed POC information
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Approving Focal Point Access – APOC
· Click “Select Checkbox” next to user
· Click “Approve Selected Users”
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Approving Focal Point Access – APOC
· Focal Point Receives Automatic Email Notification With Their User ID
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Denying Focal Point Access - APOC
· Click “Select Checkbox” next to User
· Click “Deny Selected Users”

Slide 18:
Denying Focal Point Access - APOC
· Requestor Receives Automatic Email Notification Stating That Their Access Request Has Been Denied
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Transferring Focal Point Access
- From Focal Point Access Authorization Menu, Click Transfer Focal Point Access
- Or, after you’ve authorized a new Focal Point, Click Continue to transfer Focal Point Access
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Transferring Focal Point Access
- Select Focal Point to Transfer From
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Transferring Focal Point Access
- Select Contact(s) to transfer and click Add or Add All
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Transferring Focal Point Access
- Select Focal Point to Transfer to
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Transferring Focal Point Access
- Leave contracts mapped to existing organization or map contracts to a new organization
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Transferring Focal Point Access
- Indicate if “Transfer From” Focal Point should be deleted following the transfer.  Note: The “Transfer From” Focal Point CANNOT be deleted if they retain contract(s) and/or user(s).
- Click Transfer Access
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Transferring Focal Point Access
- Helpful Hint: Download the transfer information in a spreadsheet for future reference

Slide 26:
Transferring Focal Point Access
- Important Note: Transferring Focal Point access transfers contracts/users in the CPARS module only.  If the Focal Point being transferred from has records or users in the Federal Awardee Performance and Integrity Information System (FAPIIS) module, contact the CPARS Customer Support Desk for assistance in transferring those FAPIIS contracts and users.  
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Focal Point List
- Focal Point Access Authorization
- View Existing Focal Points
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Focal Point List
- Screenshot: Focal Point List Spreadsheet
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Customer Support & Website
· Monday – Friday: 6:30 am – 6:00 pm ET
· Commercial: 207-438-1690
· Email: webptsmh@navy.mil
CPARS Website: https://www.cpars.gov
· System Logon
· Guidance for CPARS Document
· User Manual
· Training Information
· Quality Checklist
· FAQs
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Thank You!


