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Passwords

When you enter CPMS for the first time, the system will ask you to change your password.  The password is not case sensitive.  The password cannot begin with a number.  The password cannot be the same as the Logon ID or its reverse.  The password must be at least six characters with an embedded number and has a maximum lifetime of 180 days.

Data Entry

When entering dollars and quantities in the system, use the mouse or Tab key to highlight the field you want to enter, the type in the data (no dollar sign, no decimal point, and no cents).  Then use the mouse or Tab key to move to the next block; that will accept the entry just made.  (The “Enter Key” will not advance the cursor nor accept the data you typed in.)

Report Contracts Ending 30 September But Not Contracts Starting 1 October

For contracts physically complete on 30 September, property may or may not remain accountable to the contract.  Since the annual property report is a “snap shot” as of 30 September, report these contracts with either updated property figures if property remains accountable or zeroed out if no property is accountable.  However, contracts starting on 1 October (or anytime during the fiscal year) should be reported at the end of the fiscal year (as of 30 September).  For example, FY 00 contracts with property would be reported for the first time as of 30 September 2000.

Selected Data Fields

· Location.  Enter primary location(s) of the property.  Base or City and State are acceptable.
· Plant Equipment Package.  Leave blank.
New Contractors

The AF must pre-load certain contractor information into CPMS before an authorized CPMS user (contractor representative or government representative) can enter contract(s) data into the system via the Web.  New contractor users can include this information on the revised CPMS Access Request Form (available at http://www.safaq.hq.af.mil/contracting/toolkit/ select Part 45), otherwise email the following information to joyce.burke@edwards.af.mil. 

· Cage Code

· Contractor Name

· City, State, Zip

· Parent Company

· Type Business (Large, Small, or Non-profit)

· CAO/Command

$10,000,000 Increase or Decrease

CPMS has a quirk that sometimes displays an erroneous notice about accepting or rejecting changes in government property in excess of $10 million.  Just ignore the note and select the accept button to update the record as you changed it.

