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CPS New User Packet

Welcome New User,

The Corporate Planning System (CPS) is a web-enabled comprehensive strategic planning system. As a CPS user,
you have the ability to monitor budgeting data and contract details essential to the funding process used by the
United States Department of Energy's (DOE) Office of Energy Efficiency and Renewable Energy (EERE) and the
Office of Electricity Delivery and Energy Reliability (OE). CPS provides a central location for technical and financial
information. To log onto CPS while on the DOE network use https://cps.ee.doe.gov/cpsweb. To log onto CPS while

off the DOE network use https://cpsweb.ee.doe.gov/cpsweb.

The CPS Support Team encourages new users to enroll in a live training environment to fully understand
CPS's capabilities. To sign up for the next training session, please go to http://eere-

intranet.ee.doe.gov/eere/eistraining/.

We have compiled this guide describing how to use common CPS functions within the system. The CPS
Support Team also recommends new users sign up for EIS training; this tool can provide enhanced reporting

capabilities for CPS data. Users can register for EIS training at http://eere-intranet.ee.doe.gov/eere/eistraining/.

For further in-depth instructions on using CPS, please refer to the "CPS Desktop Reference" located on the

CPS Home page.

The CPS Support Team is actively enhancing the CPS user guides and other helpful resources to provide
comprehensive user tools. We will be rolling out further training guides, help videos, and live training sessions

so stay tuned.

Sincerely,
CPS Support

cps.support@ee.doe.gov

(202) 586-3663
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Password Rules

e Make sure the password contains at least eight characters.
¢ Combine letters, numbers, and at least one special character within the first seven positions.

¢ Must contain a nonnumeric in the first and last position.

Examples
o Icpsgall
o CPSl!recks
e  my1#cps$

* cps&Solar2

To ensure website security, three unsuccessful attempts to log into CPS will result in your account being
locked. If this happens, contact the CPS Support Team at (202) 586-3663 or online at

CPS.Support@ee.doe.gov, so that we may assist you in getting the user account unlocked.

CPS System Requirements:

* Internet Explorer 6.0 or higher
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Creating a Project

A Project is a grouping of work (Agreements) used to facilitate an organizational structure within CPS. In CPS,
work can be grouped into Projects according to the Program work breakdown structure, technical content,
Solicitation topics, and by AFP recipient. Projects exist in each Program folder and appear as gray icons.

To create a new Project, complete the steps below.

1. Determine which subprogram or key activity folder the new Project will be located under. Select that
folder.

2. Once the correct folder has been selected, go to Portfolio Management in the toolbar and select > Create
Project from the dropdown menu.

3. Enter quality information about the new Project into Portfolio Management  Funding Information
the corresponding fields. Summary Page
4. When entering information, red asterisks denote a required field. View Folder Information —
The required fields are View Solicitation/Project/Agreement | \ 4.
a. The formal title includes the entire heading of the Project. Create Project e
b. The short title is a CPS identifier for the navigation Create Solicitation
window that can be used as a way to identify the annual Manage Milestones > —
operating plan. List Organizations o
c. Thq desc'rip.tion field houses quality information . Create Organization
for identifying what type of work (Agreements) will .
be organized under the Project. Lisk Contack
Create Contact ’:

d. Project type refers to the direction of the work to
be completed under that Project.

e. Project status will default to Active.

The technology manager refers to the HQ point of contact who oversees the progress of
that Project.

g. The budget analyst will default to the BA staff member assigned to oversee the funding
and budget for that subprogram or key activity folder.

h. The start date will default to the day the Project is created.

i. The completion date will default to the last day of the current fiscal year, but the
Project duration can expand over multiple fiscal years.

Last Update Date:

5. Once all of the required fields are entered, select > Update
Current Year. Last Update By:

6. At this time the system will automatically prompt you to e e e
create a Milestone.

Message from webpage

7. If a Milestone has been set for the new Project, click > OK on the prompt
window. If a Milestone has not been set, exit out of the window and wait g Please create a Miestone For this project
until a milestone has been formulated.

8. Refer to the Milestone Reference to learn how to create, edit, and
update milestones.

9. Enter the information indicated by each starred
field for the Milestone.

10. Once all the fields are entered, select > | Update Milestone || Retum ToList |
Update Milestone.

Last Update By: |

More information can be found on page 23 of the CPS Desktop Reference. The link is located on the home
page of the CPS website.




Creating an Agreement
Agreements are individual pieces of work being performed in the field or at headquarters. Agreements can
only be created and grouped under Projects. In CPS, Agreements are identified as yellow icons.

To create a new Agreement, complete the steps below.
B (Z] Tech Development

1. Determine which Project the Agreement will fall under in CPS. Select B G =
the correct Project from the navigational window. E} (23 Ateat Conv Txch
E

2. Select > Agreements from the Project page navigation tabs. B K058

[Z] Agreement ID: 18440
[Z] Agreement D: 18550
[E] Agreement ID: 20074
[7Z] Aersement ID: 21050

Once on the Agreements List page, select > Add New Agreement.

Enter quality information for the new Agreement into the
corresponding fields.

Basic Information  Funding Authorizations  Cost & Obligations ~ Milestones  Documerts D|reot!ReIat

Agreements List
Agreement ID Title  CID  Planned Start Date Planned Completion Date AFP Recipient Prime Awardee

[ Add New Agreement ” View Agreements for all dates ]

o

When creating a new Agreement the red asterisks denote a required field. The required fields are
a. The formal title includes the entire heading of the Agreement.

b. The short title is a CPS identifier for the navigation window that can be used as a way to identify
the annual operating plan.

c. The description field houses quality information for identifying the work that has
been contracted.

d. The technology manager refers to the HQ point of contact who oversees the progress of
that Agreement.

e. The AFP Recipient refers to the entity to which the funding will be authorized.

The Prime Awardee may be different from AFP Recipient, and refers to the entity that will
be performing the work.




g. The award type categorizes what kind of work the Agreement requires.

Award Description
Name Description
A mutually binding legal relationship that obligates the seller to furnish specified supplies and/or senvices
Contract and the buyer to pay for them. This award type includes task orders, delivery orders, no-cost extensions,

cost extensions, contract modifications and any other transaction performed under an existing contract.

Contract - M&Q A managing and operating contract in which the intellectual leadership and the necessary personnel and
Lab Direct expertise required to manage and operate the Laboratory are provided.

Contract- M&D  |An award to any supplier, distributor, vendor, or firm that furnishes supplies or services to or for a managing
Lab Subcontract |and operating contract.

Atype of federal assistance; essentially, a variation of a discretionary grant, which is awarded by the

fooperaﬂve Department when it anticipates having substantial involvement with the grantee during the performance of a
greement .
funded project.
C ! A Cooperative Research and Development Agreement, a legal contract that allows one or more federal
ooperative ; - ’ - -
A laboratories andfor one or more nonfederal entities to enter into an agreement to jointly conduct specified
greement - — ) h -
CRADA research- and development-related technology transfer activities that are consistent with the mission of the
laboratory.
Grant - An award of financial assistance in the form of money, or propery in lieu of money, to an eligible grantee,
Discretionary usually made on the basis of a competitive review process.

A grant directed by Congress to make to grantees, for which the amount is established by a formula based
Grant- Formula | on certain criteria that are written into the legislation and program regulations; directly awarded and
administered in the Department's program offices.
An award made for either Small Business and Innovative Research or Small Business Technology
Transfer.

Funding for employee performance awards, professional liability insurance reimbursement, and other

Grant - SBIRISTTR

HIR Acions human resources related transactions.

The purchase of supplies, equipment, materials, etc outside of a farmal contractual agreement. Usually it is
Purchase ) ) : . :

a transaction that follows simplified acquisition or micro-purchase procedures.
[ Close l

h. If the Agreement is for a lab, either the AOP Number or FWP Number is required.
i. The status defaults to Active when a new Agreement is created.

j. The CID Number represents the entity that will be performing the work. The CID auto-
populates for lab Agreements.

k. The planned start date will default to the date the Agreement is created.

l.  The planned completion date will default to the end of current fiscal year, but the
Agreement duration can expand over multiple fiscal years.

Last Update Date:|

7. Once all the fields are entered, select > Update Current
Year.

[ Update Current Year ]

More information can be found on page 33 of the CPS Desktop Reference. The link is located on the home page
of the CPS website.




Creating a Solicitation

Solicitations are vehicles to send money to the field to initiate the competitive process from which awards
are made. Resulting awards will become Agreements in CPS. Solicitations can be found in the CPS folder
navigation menu, near the Projects Tab. In CPS, Solicitations appear as green icons.

To create a new Solicitation, complete the steps below.

1.

Determine which subprogram or key activity folder the new Solicitation will be located under. Select
> Create Solicitation from the Portfolio Management menu.

Enter quality information for the new Solicitation into the corresponding fields.

When completing a new Solicitation, red asterisks denote a required field. The required fields are

a.

b.

The formal title includes the entire heading of the Solicitation.

The short title is a CPS identifier for the navigation window that can be used as a way to identify
the annual operating plan.

The description field houses quality information for identifying the type of work the Solicitation
is to award with a contract.

The AFP Recipient refers to the entity to which the funding will be authorized.

Solicitation Status will default to pre-award until contracts have been granted.

The technology manager refers to the HQ point of contact who oversees the progress of
that Solicitation.

The budget analyst will default to the BA staff member assigned to oversee the funding
and budget for that subprogram or key activity folder.

The start date will default to the date Solicitation is created.

The completion date will default to the end of the current fiscal year, but the
Solicitation duration can expand over multiple fiscal years.

4. Once all the fields are entered, select > Update Database.

Basic Ifomaton  Funding Authorizations  Documents  Awards

Solicitation Basic Information

*Denotes Required Field

Procurement

Requirement Document: Please Select an ltem b

[ 4l PRDs

*Formal Title:

*Short Title (Annual):

*Description:
*AFP Recipient: ' plagsa Select an llem 4
Solicitation Award
Mumber:
Type: | Solicitation b
*Saolicitation Status:
'Tec"“"""“(::""j:ﬁ; Please Select an ltem v
*Budget Analyst: | i, Dennis w
*Start Date: 5172019 D
*Completion Date: gi30901g |:/
Last Update Date:
Last Update By:
[ Show Mulliple Year Update Options »> |

More information can be found on page 18 of the CPS Desktop Reference. The link is located on the home page
of the CPS website.




Search Options

The first step for any search is to choose a fiscal year. Currently, our search engine will only run the search
feature within the selected fiscal year. After the fiscal year is determined, entering the document"s title,
identification number, and various other key elements, can help a user find any document successfully.
Further developments are on their way for enhancing this feature.

Search Solicitations
Search Projects
| Search Agreements
Search Project Budget
i Search Agreement Budget
§ Search Technical Milestones

! Search Organizations
l Search CCR Organizations
i Search Contacts




Awarding a Solicitation

Solicitations are vehicles to send money to the field to initiate the competitive process from which awards
are made. Resulting awards will become Agreements in CPS. Solicitations can be found in the CPS folder
navigation menu and will appear as green icons in the CPS folder structure.

To award funding from a Solicitation, complete the steps below.

1. Determine the Solicitation to be awarded to the
field and select > Edit Page.

2. Determine the Agreement(s) to receive
funding through the Solicitation.

3. Once on the Solicitation page, select
>Awards from the top navigation.

4. Choose your Expense Type (Operating or Capital
Equipment) and select > Add Agreement.

N

Ln_-mm-.w

*Denotes Required Field
*AFP Redplent: ||\stional Energy Technology Laboratory (NETL) (DUNS: 007658474

*Expense Type: | Operating ;J

Add Agreement

Update Database

5. Select the Agreement(s) to add in the pop-up window.

6. Enter the amount awarded to the Agreement.

Select the Agreement and lick OK:

Diho

Only agreements that have a status of active or pre-award may receive resulting awards.

View Agreement

-I__Cancel ]

Agreement 7217 - State Grants v

*Denotes Required Field
*AFP Recipient: . .0 0fce 00

Agreement 4652 - Industrial Assessment  Project 410 - Industrial
Center Technical Field Manag... Assessment Center (IAC)

Add Agreement

Add a
Description

10




7. When all funding has been awarded to the Agreements, the Remaining Solicitation Amount Awaiting
Award should total zero.

8. Once the award amounts have been added to the Agreement, select > Update Database.

9. When viewing the Agreement,this new solicitation funding will appear as a Solicitation Award.

Authorized Program Guidance

m’ﬂgmon FY  Amount Funding Source Type ;Fe::lplent Month ;;::Inghdion TE;:nse
2010 $200,000.00 Ezggg;‘gégﬁ“m1““4397‘5‘“‘5‘ R GO AugOperating

AFT: 399 2010 $100,000.00 ED1907010-05450-10043934AC R GO Dec phesmentFund  opersting

Total $300,000.00

More information can be found on page 16 of the CPS Desktop Reference. The link is located on the home page
of the CPS website.
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Creating a Milestone

Milestones are used to track the progress of key Program activities in CPS. The quality of information for each
milestone is highly important. Milestones are associated with both Projects and Agreements in CPS. For the
Office of EERE, a current year milestone is required in order for any Project or Agreement to be funded.

To create a new Milestone, complete the steps below.

1. Determine the Project or Agreement that the milestone will be created for in CPS. Select the desired
Project or Agreement from the navigational window.

2. Once on the correct Project or Agreement page, select > Milestones from the navigational tabs at the top
of the page. Click > Add New Milestone.

Basic Information  Funding Authorizations ~ Miestones  Documerts  Direct/Related  Agreements

Milestone ID  Title
45579 Milestone for New Project

Plan Complete Actual Complete Importance Status
81312010 4-Tech Manager OnTrack Edit Delete

[ Add New Milestone J[ View All Years J

3. Enter quality information about the new Milestone into the corresponding fields.

When creating a new milestone the red asterisks denote a required field. The required fields are

a.
b.

The Title for a Milestone will include the entire description of the Milestone.

The HQ Lead refers to the federal point of contact for the
Project or Agreement to which the Milestone is attached.

The Importance field indicates what level will be in charge
of managing the progress of the Milestone.

5-Field Project Mgr v
1-Ast Sec

2-Dept Ast Sec

3-Pgm Mar

4-Tech Manager
5-Field Project Mar

Milestone Type
Final Deliverable* Related to completion of all Project deliverables within
a Project.
Decisions to continue Projects based upon peer review
Go/No Go Decision or Program assessments made by the HQ Program
manager.

Linked to funding in a “level of effort” environment.

These milestones are linked to funds associated to the
Intermediate level where work is performed and identify stepping
Deliverable* stones to the final deliverable (i.e. Submit quarterly

report identifying key offshore environment and siting

barriers...).

*Major activities of the Solicitation and award

of grants.

+Significant accomplishments that overcome

Process Milestone

barriers or obstacles, including major cost

drivers, NEPA inspections, subcontract

awards, etc.

*Milestones associated with Project related

peer review activities.

*Both Intermediate and Final Deliverable milestones should have funding associated with their activities.

a.

The Status and Status Text will default to “On Track.”

b. The Planned Completion Date must be prior to the completion date of the Project or Agreement.

5. Once all the fields are entered, select > Update Milestone.

More information can be found on page 21 of the CPS Desktop Reference. The link is located on the home page
of the CPS website.
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Updating a Milestone

Milestones periodically need to be updated in CPS to leave status notes regarding the Milestone progress,
when the Milestone is complete, or when the points of contact have changed.

To update a Milestone, complete the steps below.

1. Determine the Project or Agreement where the Milestone is located in CPS. Select the correct Project or
Agreement from the navigational window.

2. Once on the Project or Agreemment page, select > Milestone from the page“s top navigation tabs.

Basic Information ~ Funding Authorizations ~ Cost & Obligations  Milestones  Documents  Direct/Related  Agreements

3. Once the CPS page has refreshed, locate the Milestone to update and then click > Edit.

Milestones

Milestone ID Title Plan Complete Actual Complete Importance Status
45579 Milestone for New Project 8/31/12010 4-Tech Manager On Track @ Delete

[ Add New Milestone ||  View All Years |

4. Make any necessary edits.
5. When reviewing the milestone information take note of the Milestone status.

a. Status- Prior to the plan completion date, the Milestone manager will receive an e-mail
indicating the upcoming deadline. Another e-mail will be generated to indicate the new status
of the Milestone as the status changes.

i. On Track: If the planned completion date has not passed.

ii. In Process: For an upcoming Milestone.
*Status Text: [o;, Track

iii. Behind: If the planned completion date
is less than 9o days overdue.

iv. Critical: If the planned completion date is 90 days overdue or more.
v. Complete: If the actual completion date has been entered.

6. Once all the fields are entered, select > Update Milestone to save changes.

A search option is available for locating Milestones in CPS. Using the Milestone identification number
(Milestone ID) or the point of contact for the Milestone, CPS users can go to “Search Technical Milestones” to
view and edit the Milestone.

Search Technical Milestone (Count:1)
Milestone ID Title Plan Complete Status Actions

39846 Complete 300 IAC Assessments in FY2010 9/30/2010 OnTrack  Hclions

Edit

View

Edit Project
View Project

More information can be found on page 21 & 37 of the CPS Desktop Reference. The link is located on the home
page of the CPS website.
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Creating a Funding Action

Funding actions provide instructions on how to use funding for a particular piece of work. Funding actions are
written at the Project level in CPS but are planned to the Agreement level. For EERE, funding actions are
compiled for electronic concurrence and processing on the 25th of every month. For OE, funding actions are
due on the 10th of every month. Each office has their own timeline for when funds receive final approval and
are distributed to the field.

To create a Funding Action, complete the steps below.

1.

Determine the Project, Agreement, or Solicitation to be funded. Select the icon in the navigation
window.

Porfolo Managemert Funding informaton Reparts Search  Admn

Budget Ledger

Go to the Funding Information menu and o T
select > Create Funding Action.

BRI e syt e e Funding Action
Enter quality information into the T .

corresponding fields. When creating a new Gt st
. . . Lt Agreement Fund Transfers hding:
funding action, the red asterisks denote a Onse Tk

Create Out-Yoar Spend Plan

required field. VA acant:

* Initiatos

a. At the top of the funding action page A
choose the Funding Action Type from iaG
the drop down menu. WAS Required?

‘Expense Type: Operating

Reviewed By:

i. A Program Guidance
authorizes general use funds to
a PMC or National Lab.

ii. A 2-Stage Program Guidance
(non-HQ) is used when funds R
are being used from outside
the authority of the manager
responsible for the activity. Funds are being used from different B&R code(s).

*Fleld POC: Please select
Created By: Pezullo, Alkson

iii. Redirection funding actions move funds between two Agreements under a
different Project, but the AFP recipient and the B&R Code must be the same.

iv. HQ Funding Action for funding being authorized towards headquarters Agreements. See
,Creating a HQ Funding Action" for more details on this funding action type.

b. Determine whether the funding action is to use Regular funds (current fiscal year) or
Carryover funds (previous fiscal years).

c. The funding month will default to the earliest month to distribute funding. A later month can be
chosen if preferred and the funding action will be processed at that time.

d. From the drop down menu choose the Field POC who is the site office or PMC contact to verify
that the funding information has been sent.

e. From this section, choose > Add Funding.
A drop down box will appear to select the B&R Code(s) that will fund the Agreement(s).
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4. Under the Planned Agreement Values heading there are two ways to add funding values.

a. If the funding action was Funding
written at the Agreement pearcs — ——

. BM0204010-05450-1005299-Al g3l Feedstocks $20,000.00 Edit Remove
leVel, Plan Values Wlll BM0O102030-05450-1004172-Feedstock Infr £20,000.00 Edit Ramove
automatically post. adFumdng

b. If the funding action was written Pianned Agreement Vaiues
at the Project level then the funds n e o U s %“:‘“ .
. . 1005299-Algal 1 - Amount

will need to be detailed to the R R Foadstocks  Feedstock e

Agreement level. Under Plal’ll’led %ii;%\grgasgig;\sr‘saolfskegs;e'::sr&l‘ No 5000 5000  §0.00 Remove Edit $20,000.00 $20,000.00

Agreement Values > 9.5.1.5 - Sustainasle Algal Siofuels I
Consortium; CID:EE0003373 No $0.00 $0.00 $0.00 Accept Cancel Qﬂﬂoq $0.00
(Agreemant ID-21620)
Total Planned Amount $20,000.00

> Enter the amount from each ="
B&R Code to each Agreement Remalnig Amount o |
> Click Accept.

c. The Remaining Amount will total zero when all funding is planned.

5. Under Description of Work , click > Hypertext for pop-up window or click > Edit to add the Agreement
description.

Description Of Work
Auto-generated text will change based on selected options and applied funding

Funding in the amount of $40,000 is authorized for BM0102030-05450-1004172-Feedstock Infr, BM0204010-05450-1005299-Algal Feedstocks. These funds are made
available for Project #20884 - 9.1 Algae Feedstock. [Include a description of what work is to be accomplished within each of the selected agreements]

The headquarters technical point of contact is Drew Campbell who can be reached on (202) 586-4181. The field point of contact is Fred Gerdeman who can be
reached on (303) 275-4928

_’Edll
6. Once the pop-up window has appeared there are
three ways in which to proceed in adding an e s do.gov L&
Agreement description to the funding action. Description Of Work
Continue Sentence: [_] Check to remove period from the previous auto-generated sentence
a. Write your own description of the work Description: Retreve From v
for each Agreement. Lo Bt o
Planned Agreements
b. If the Agreement has been previously
funded, the Agreement description can be La0Td Aresaan: |

recalled by Selecting fI'Ol’Il the Retrieve T Selectwhich agreement-level Major FY Activities to retrieve:

From drop down menu to retrieve the description of the Wil reteve the formal descripton fo this agreement since the
. . . . 1l ivil :

last executed funding action associated with that

19.6.1.2 Microalgae Analyses (PNNL); FWP:AC05-76RL01830
Agreement. e e Sl

(Agreement ID:10779)

. *9.5.1.5 - Sustainable Algal Biofuels Consortium;
c. From the Retrieve From drop down menu select > CID:EE0003373 (Agreement ID:21620)

Planned Agreements to use the Agreement's
description of work for the funding action.

i. If using the Retrieve From option from the drop
down menu, choose > Planned Agreement(s).

ii. Check the boxes of the Agreement(s)
being funded for the Funding Action. [ ok |[ cancel |

7. When the Agreements have been checked, select > OK for pop-up windows.
8. If the funding action is for a PMC, select > Update Database to save the funding action in CPS.
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9. For Lab Funding Actions, select > Create WAS from the bottom of the page.

a. WAS is auto-populated based on the funding action information, but can be updated
if necessary.

Auto-generated text will change based on selected options and applied funding

Funding in the amount of $40,000 is authorized for BM0102030-05450-1004172-Feedstock Infr BM0204010-05450-1005299-Algal Feedstocks. These funds are
made available for Project #20884 - 8 1 Algae Feedstock. Agreement 10779; 9.6.1.2 Microalgae Analyses (PNNL)

| »

FY2009 activities culminated in the National Resource Availability Assessment for Microalgae Biofuel Production Report (PNNL-18928). Land availability was
determined for the open-pond algal cultivation model, and FY2010 analyses will further evaluate water availability.

m

Agreement: 21620; 9.5.1.5 - Sustainable Algal Biofuels Consortium
The SABC aims to lower the cost of the production of biofuels from algae by integrating supply chain R&D with systems-level analysis and modeling. Research to

improve technology in areas such as algal production and logistics, conversion and fuel production, and infrastructure, will be performed at laboratories and test
sights around the country. To increase the effectiveness of this research in lowering biofuel production costs, systems integration and modeling activities will also -

Create WAS | This funding action requires a WAS before it may be saved.

»s
“Denotes Requred Fed
* Responsible Secretarial Officer: Cahean:
* HQ Bodget Contact: Sumon Leshamn -

Oax R pes -

* M8 Cosiracior: Baiiele Memoral Instiie (Paciic Norifwes: Nalonal Laboraiory) - Rchiand. WA (DUNS: 004432575) =

*M&0 Contractor POC: Please ssiect =
WAS No: BULTION- 2088411

Funds Authorized For: 2011
Amount: 34700000

* Performance Period Starts: 1142057
* Performance Period Ends: 900011
* Work Start Date: 440027

* Expected Completion Date: g-q-v::

*Description Of Work Authorized: £..ioy o the amount o 540,000 i authorzed for ENDHU2UN-95450- 104 72 Feedstock ik BM2BAING-DSE50 1005295 Mgal Fesdstocis These fnds e mace avalabe b Proect 220884~ *
1 Aigae Feedeincke Thess funds 25210 be disiribetad amonget Agraement £ 10775.9 6 12 Mcroaigee Arclysas {PNML) i accordance with ADP 96 17 Ageement £ 216209515 -
Sustanabe Algal Biokels Consotum Agreement 1773 36 1.2 Microaiges Anaiyses PN

FY2008 actites clminatad i the Natondl Resourcs Awalablity Assessment i Micioaiga: Buokeel Production Repert (PNIL-13308) Land avallaiity was dctermined B the open-sond dgal =
cutvabon model and FY20'0 arayves wil iother evaiuate water puaiateity

Agremest: 21628 9.5.1.5 - Sestanalie Algal Biolsis Consatiem

b. Once the information in the WAS has been verified, select > Update Database from the WAS
form.

10. When all the information is added and accurate, click > Send the Funding Action to the Budget Analyst.

Funding Action Info =~ WAS  Documents

Record has been saved successfully to the databasdf Click here to send to BA

More information can be found on page 53 of the CPS Desktop Reference. The link is located on the home page
of the CPS website.
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Creating an HQ Funding Action

Headquarters funding actions are used to fund support service, Interagency, and Intra-Agency contracts, as
well as smaller items such as conferences, supplies, and subscription purchases. HQ Funding Actions are
continually processed and thus are not a part of the regular AFP cycle.

To create an HQ Funding Action, complete the steps below.

1. Determine the headquarters Agreement

Pofolo Managemert Fundig nfomaion Reparts Search Advin

to be funded. Select the corresponding oy
icon in the navigation window. FW_%
2. Go to the Funding Information menu and | =i —
select > Create Funding Action. e e e
Uit Agresmert und Tarsfss . 3
3. Enter quality information into the ::;t:;f;:“iﬁ! :?Ilp.. r [—
corresponding fields. When creating a new O Py o e rics dgeones
headquarters funding action, the red e Redpent
asterisks denote a required field. e
a. At the top of the Funding Action e oo
page, change the Funding Action T
Type to HQ Funding Action. e __ o =S

b. Select the HQ Funding Action

Type from the drop down menu. Most often a Requisition or Memo will be used to categorize
the headquarters funding action. HQ funding actions will be routed through a separate
procurement system called STRIPES. They do not require e-signature within CPS.

i. A Direct Charge authorizes funds for direct charge transactions for headquarters
Agreements.

ii. A Credit Card funding action authorizes funds for transactions made on a credit card for
a headquarters Agreement.

iii. A Requisition authorizes funds for supplies, equipment, or services for a
headquarters Agreement.

iv. A Memo authorizes funds for a memo for a headquarters Agreement.

v. A 2-Stage HQ Requisition is used when authorizing funds on a headquarters
Agreement from a B&R Code or a group of B&R Codes that is outside the authority of
the manager who is responsible for the activity.

vi. An HQ De-Authorization is used when de-authorizing funds from an existing
headquarters authorization funding action.

c. Determine whether the headquarters funding action is to use Regular funds (current fiscal
year) or Carryover funds (previous fiscal years).

d. Selecting the headquarters Agreement at the beginning of the process will automatically
populate the Project, AFP recipient, Agreement, and Initiator fields.

e. The funding month will default to the current month. A later month can be chosen if preferred,
and the headquarters funding action will be deferred for processing at that time.

4. Under the Funding heading

select > Add Funding. Funding
Source Amount Edit Remove
5. Use the drop down box to the Sl Furdng e .
. ~| Show B&R Codes within the selected program onl
B&R Code(s) that will fund OunCre s - —
the headquarters Agreement' © Al B&R Codes including S0 balance

() B&R Codes with authorized funds available for a de-authorizafion

Add Funding
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6. Under the Planned Agreement Values heading;:

a. The Plan Values will automatically post to the corresponding Agreement.

BM0102060-05450-1004173-Int Biorefinery Tech
Add Funding

$10,000.00

Training - Biomass PD (Agreement '$10,000.00 $10,000.00

ID:18678)

b. The Remaining Amount will total zero when all funding is planned.

7. Under the Description of Work heading, add a description by clicking the hypertext for a pop-up
window, or click > Edit.

Auto-generated text will change based on selected options and applied funding

Funding in the amount of $10,000 is authorized for BM0102060-05450-1004173-Int Biorefinery Tech. These funds are made available for Project #20278 - Training - Biomass PD. [Include
a description of what work is to be accomplished within each of the selected agreements)
The headquarters fechnical point of contact is Philip Ammirato who can be reached on (202) 586-3309

Ed]
8. Once the pop-up window has appeared there are three ways in which to proceed to add a headquarters
Agreement description to the funding action.

a. Write your own description of the headquarters s
Agreement (work to be funded) in the space ‘
below Description.

b. If the headquarters Agreement has been
previously funded, the Agreement description
can be retrieved from the last executed
funding action associated with that
headquarters Agreement.

Select which agreement-level Major FY Activities to retrieve:

* Will refrieve the formal description for this agreement since the
major FY activities are blank.

c. From the Retrieve From drop down menu select > Planned [0+ Training - Biomass PD (sgreementD:18678)
Agreements to use the Agreement's description of work for
the funding action.

9. Check the box of the headquarters Agreement to be funded.

l OK ” Cancel
*
Note: For Requisitions, the description of work should include the contract name and task number to be funded. If a new task is

required, state so in the description of work and separately send the Statement of Work (SOW) and Government Cost Estimate (IGCE)
to the Program"“s procurement specialist. For sensitivity reasons, the Cost Estimate should never be uploaded to CPS.
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10. When the headquarters Agreement has been checked, select > OK on the pop-up window to return
to the funding action page.

11. On the funding action page, select > Update Database to save the funding action in CPS.

12. When all the information is added and accurate, click to send the Funding Action to the Budget Analyst.
This will send an e-mail to the Program's Procurement Specialist notifying them to begin processing the
HQ funding action. Note: If the funding action was ——

Created fOI' an Out-mOIlth, it ShOllld 1’10t be Sent to Record has been saved successfu\ly[omedalan
BA for processing until the selected month arrives. Funding Action

More information can be found on page 60 of the CPS Desktop Reference. The link is located on the home
page of the CPS website. See the footnote for further information on adding a description of work to a HQ
Funding Action.

19




E-Signatures

Workflow Approval Process:

E-Signature is a method to electronically route funding documents to the Program staff to review, edit, and
provide their concurrence. A workflow is generated by the budget analyst every month in CPS to include
Technology Development Managers, Team Leads, and Program Managers. Within the electronic signature
process, TDMs and Team Leads have the opportunity to review their funding actions and make necessary edits

prior to providing concurrence.

To participate in the Workflow Approval Process, complete the steps below.

1. CPS Support will auto-generate

Program Guidance letter (11-5004) awaiting approval

an e_mall adVI.Slng the user that CPS Support [CPS.Support@hq.doe.gov]
a Program Guidance Letter is et Weds010358 P

Pezzullo, Leslie

awaiting their response in CPS.

guidance letter number that is
associated with the funding

Thank You,

Dear CPS User,

Thls e—mall Wll]. Contaln the This email is to inform you that there is an authorization letter to LBNL awaiting your approval. Please

log into the Corporate Planning System (CPS) to view the letter and provide your concurrence.

If you need further assistance, please contact CPS Support.

dOCllIneIlt. Whel’l thiS letteI' The CPS Customer Support Team

arrives, log onto CPS.

(202) 586-3663

2. There are two ways of viewing the workflow containing the guidance letter.

a. On the home page of CPS, select
the blue hyperlink > here to view
the assigned workflows.

b. Go to the Funding Information menu

and select > List Assigned Letter
Actions to view the assigned
workflows.

Portfolic Management Funding Information Reports Seich‘

There are Program Guidance letters awaiting approval. Please click here or go to ‘Funding Information’ >
'List Assigned Letter Actions' menu to view tasks awaiting your acfions.

Reference Documents

CPS Reference Documents

Document Last Updated

CPS Desktop Reference

CPS Policies and Procedures
CPS Data Elements
Deployment List

FAQs

04/08/2010
05/02/2005
05/0712009
03/29/2010
07/29/2008

3. Locate the letter within the Assigned Letter Actions page. Select the Actions hypertext associated with
that workflow, then select > Open Letter for Approval.

Assigned Letter Actions EERE (FY 2010)
Letter L
Letter Type Description
- Initiator
$1,840,515.00 Authorization Aooroval
$3,400,000.00 Authorization '™Bator
Approval
- Initiator
52 906,389.00 Authorization Aooroval
. Team Lead
($774,632.00) Deauthorization Aooroval

All Actors Primary  Proxy 5
Required User User P
Devlin, Concurrence -
Yes Peter Initiator
Devlin, Concurrence -
Yes Peter Initiator
Devlin, Concurrence -
Yes Peter Initiator
Yes Devlin, Concurrence -
Peter Team Lead

Task Acti
Status
Ready for '
Action Actions...
Ready for '
Adiion Actions...
[]
Open Letter for Approval
See Workflow
Preview Letter
Set Proxy for this Task
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" Witps.Jicpsweb ee.doe. govicpssiage d/WarkilowAssigne d1 askiain aspa?onok-Onk dif Taskiaid- 3035 - Windows in... [ |[E )&

e

4. A pop-up window will appear with the funding documents =~ Eess T

P AT W T O T T { £ 0 TR I eSO O COREaeT s

ja Gaedner wha Can ba reached on (303) 275-3020

in a letter format. The CPS user will be able to edit any
sections of the letter that are highlighted as hypertext, such
as the description of work.

PROGRAM GUIDANCE
Erogram Activity & Key Activity BAR Code Fund Value Progriam Code BA)

EB4215000 054501005103 $2.200,000

Primary User: Deviin, Peter

Praxy User

| Approwe | | Unapprow Add Comment { Close | -

5. To make edits, click on the hypertext to open an editing
window.

a. Some essential pieces of information, such as the B&R
code, AFP recipient, and funding amount, are not
editable within the letter. If changes are required to
any of these fields the letter should be Unapproved;
the letter will need to be recreated with the corrected
information.

v-generation fuel cell power systems for these applications. Specifically this AOP
tationary fuel cell systems for the generation of electrical power and the recovery of

| he
dal
tac

g b

INREL will assist the DOE in increasing the number of
|commezcially available fuel cell systems deployed,
|expanding the operating experience data base, and
|generating volume for the fuel cell supply chain.
|Successful deployment will increase private equity
|confidence in the technology and increase market pull
|for existing and new-generation fuel cell power systems
:fo: these applications. Specifically this AOP addresses

OK Cancel

£2

6. When reviewing and editing the funding document, the CPS user has the ability to communicate

with their colleagues and budget analysts using the comment
feature.

be distributed to Agreement £21805 - National Energy Laboratory D and Deploymel

Heat and Power Fuel Cells Project in accordance with AOP #NREL FY10 MT. NREL will a:

number of
IR/~ https: /icpsweb.ee. doe.govicpsstaged/WorkflowCommentAdd.as...
increase m| m

DOE in

a. When the letter is ,opened for approval® select > Add e T g
Comment from the bottom of that window. s i e -
b. From there another pop-up window will appear to o e
enter a comment. To direct the comment to the budget o
analyst check the box > For BA.
‘Workflow Cor —
c. Enter your comment and click > Save. HoCommrts
& Interne: a - Rioow i
7. If you are a Program Manager and need to E-
Sign, select > Approve. The password will be the [0
same as your CPS login password. " S R |
—— _’E“_ uruf_u Comment: ____ ’v""

Enter Password

Email: Joha Fe

More information can be found on page 84 of the CPS Desktop Reference. The link is located on the home

page of the CPS website.
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Monitoring a Workflow:

CPS users can also monitor the progression of each assigned workflow, either before or after their concurrence.
This view allows users to easily see who has approved a letter, and whose desk it is currently on.

To monitor a Workflow, complete the steps below.

1. From the Funding Information menu, select > List Assigned Letter Actions.

2. When the assigned letter actions are listed, go to the Task Filter drop down menu and select > All to

view all of the assigned workflows.

Task Filter: All w [ E-Signature Preferences J

Proxy User TyZ o R
s Awaiting Prior Approval

Ready for Action | Assigned Letter Actions {FY 2010)

Letter On-Hold ED Letter . All Actors
number ™ Waiting for Additional Approval  mber =~ Amount | LSUerTYee - Description oo g
Unapproved . DP- .

SL-11407 Apr (G0) Solar-1000 $5,325,000.00 Authorization PM Approval Yes
National Renewable 5 .

BA-11519 Jul EnergyLaboratory  10-16019  $2,025,000.00 Authorizaion o IndiaFunding . o

Initially for May AFP

(NREL)

SL-11592 Jul g’g’)"" Field Ofice 14 109913 ($278,500.00) Deauthorization Sign Leter Yes

Golden Field Office

SL-11592 May (GO)

10-109914 $0.00 Redirection Sign Letter Yes

(1 iy Process Status ~ Task Status  Action

User User
Lushetsky, Concurrence -
John Certify Approved
Lushetsky, Concurrence -
John Budget Reviewer 2 APPrOved
Lushetsky, Ready for
ohn Signature Process K
Lushetsky, Chalk, Concurrence - ':‘:glmg
John Steven (T) Team Lead Approval

Actions...

Actions...

Actions...

Actions...

3. In this view CPS users can view the Process Status (the stage the letter is at in the concurrence

process) for their funding documents.

4. For a more detailed view, select the Actions hypertext from the table and click > See Workflow to view
the entire workflow structure. This will provide details about assigned users for each task, as well as

start and completion dates for each step.

Letter Type:
Letter Number:
Month/FY:

AFP Recipient:
FED Number:
Letter Amount:
Budget Analyst:
Process Status:

Authorization

HI-11544

Jul 2010

Golden Field Office (GO)
10-8130

$1,840,515.00

Lin, Dennis
Concurrence - Initiator

Process Started On: 6/3/2010
Process Completed On:
[ Preview Letter ] [ AddView Comment ] GoTo v
Workflow Process Tasks
Description Status Started On  Completed On Assigned To Action

Dewin, Peter
Initiator Approval Ready for Action 6/3/2010 Read, Carole Actions...

Ruiz, Antonio

Dewlin, Peter
Team Lead Approval Awaiting Prior Approval Read, Carole Actions...

Ruiz, Antonio
Create Letter Awaiting Prior Approval Lin, Dennis Actions...
Sign Letter Awaiting Prior Approval Farmer, Richard  Aclions...
Cerify Letter Awaiting Prior Approval Sutton, Leshawn  Actions...
Mark Letter as Executed  Awaiting Prior Approval Lin, Dennis Actions...

More information can be found on page 89 of the CPS Desktop Reference. The link is located on the home

page of the CPS website.
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E-Signature Proxies:

The proxy feature for CPS users on e-signature workflows can be utilized to appoint a colleague to approve

funding documents in their place. Proxies can be appointed for individual workflows or for an extended
amount of time.

Task Filter: | Ready for Action < E-Signature Preferences ! > A

Proxy User Type: P = Permanent Proxy, T = Task Proxy

Assigned Letter Actions (FY 2010)

B8
m Month AFP Recipient m:ﬁ:ﬁ m Letter Type Description m Primary User m Process Status ng"\,LE,::' for Approval
ee Wol ow
Ar National M 3 C -
WW-11558  Jul La%‘;:;wa( a::;_a; 10-2156  $195,036.00 Authorization test Yes M:;::gw mf';;i';:’f;“ ( T — B
, ——
A
To assign a Proxy when a CPS user is out of the office, Workflow Preferences for Deviin, Peter
r User Proxy
complete the steps below.
Proxy User: - Select a Proxy - v
1. Select E-Signature Preferences. Start Date:
2. A pop-up window will appear. Choose a proxy £nd Date:
from the drop dOWn menu. Apply Changes To: O Future Assigned Letter Actions only
3. Enter the start and end dates for the proxy. ©Botn current and uture Assigned Leter Actions
. . r CC List
Click > Save on the bottom of the window to v
vailable Contact Selected Contact
update the workflow. Aardahl, Chris A [Aaron, Harley
. . . Abarcar, Rene
Note: Users can also use this view to establish any e en
individuals that should be CC*d on their Abbas, Charles
. . . . Abbott, Kim
notification e-mails from CPS when a guidance Abbott. Kim v

letter is awaiting their concurrence.

[ Cancel J

B

To assign a Proxy for individual workflows, complete the steps below.

1. From the Assigned Letter Actions page, select the

Actions hypertext and click > Set Proxy for this Task. bl
2. A pop-up window will appear with all eligible proxies. Proxy Usar: |- Seloct 3 Prowy - =
Select a Proxy User from the drop down menu. [ Save Proxy | [ Cancel |

3. Select > Save Proxy to update the workflow.

More information about assigning a proxy per assigned task can be found on page 16 of the CPS Desktop
Reference. More information about assigning a proxy with E-Signature Preferences can be found on page 97 of
the CPS Desktop Reference. The link is located on the home page of the CPS website.
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