Instructions to Access the Portal and Submit Submission

To access the Contractor Submission Portal, each contractor will have to register with PIEE by
requesting the user role within the Contractor Submission Portal (CSP). If you currently use PIEE,
log into the “My Account” and request the additional role for CSP (Additional instructions
attached at the end). If you have additional issues, please contact the help desk for PIEE.

Once you have access to PIEE and the user role registered, please follow these instructions in
submitting the Incurred Cost Proposal.

1.

Log into the PIEE. Once the access is granted the CSP button will display in the profile.
Click on the CSP button, which will reroute you to the Contractor Submission Portal (see
below). Once you are in the portal, the contractor will enter the CAGE Code number and
click the search button.
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*If you do not have a CAGE Code please ensure you are registered with SAM. Secondly, to
find the cognizant DCAA FAO, click on the FAQO Locator at the top within the banner to find
your FAO and the contact information for the office to work with.

2.

At this point, in the background the CSP communicates with SAM to retrieve the contractor
data that is registered with the CAGE Code submitted. Once the data is retrieved from
SAM, confirm the information by clicking the confirm button. Note: if retrieved
information contains errors, the profile needs to be updated in SAM.



- Search Datense Conwacs ),

U DCAA

Contractor Submission Portal HOME CHECKLISTS & TOOLS LOCATOR

Welcome to the Contractor Submission Portal &

i‘h
Comfnn\' Information
Flease confirm vour information below.

Contfactor Naime Phone Streat City State Zip Code Emniail
wIf thee informasion displayed is incorrect, update your SAN informerion fire, Y— Confiesn |
Information Notice [}

C5F uae the Syates for Anard Mmapement (SALD to sbtam mformation related 1o the Primary CAGE Code provided by the mer. W undentand that men may be
responuble for maltiple company CAGE Coden 12 uwers ave prompted 1o provade the spesific CAGE Cods they are sntenng mécrmation for

If the informanen duplaved s meomect. follow the instractions abos s to make comeshons.

owam oy

[ - FRIEACT MR TY 0T B

ALCERRAR LT L R 3 FRALD. WAREE (o hm e L T A G AL

SETALT U% ABGUT RGO BB O 0

If CSP is unable to retrieved information from SAM, the following screen will display to
allow the contractor to enter the company name and the DUNs number. You are able to
enter the information and continue with the submission process.
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3. Once the information is confirmed, a company dashboard will appear where it will list your
cage code number in the top right corner, company dashboard and a line with company
information. You will have 4 options to select from 1) DCAA FAO; 2) Proposal Actions;
3) Company Info; and 4) New Cage Code. Please click on the Proposal Action, and it
redirects to the proposal submission screen. The DCAA FAO takes you to the default
cognizant FAO assigned to the contractor. The company information provides the details
either found in SAM or information entered by company. The New Cage Code tile allows
for the contractor to enter a new cage code and begin from beginning. If CSP was not able
to validate against SAM and you entered the company name and DUN number, you will
not see the cage code number in the upper right corner.
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4. On the new proposal submission screen, you can select one of these proposal types from
the drop down: 1) New Proposal, 2) Update Proposal or 3) Withdraw Proposal. Secondly,
you will also need to provide the total proposal cost, the fiscal year end date and if it is a
partial year submission. Please note when an updated proposal is selected this will not
override the original submissions, however it provides a separate submission showing that
the following is an updated submission. Lastly, for Withdraw option, the DCAA FAO is
notified of the withdrawal, the system retains the submission noted for withdraw, and the
DCAA FAO notes the submission as withdrawn.
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5. There are 11 General questions that will be asked prior to your submission of the incurred
cost proposal. The questions are as follows:
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Are you the Prime on at least one Government flexibly-pricad contract?

Are all propesed prime contract costs for Non-DeD contracts?

Is this proposal submission a subcontract only submission? Select *

Does this submission contain suk act costs data? Select s
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= The below questions assist CSP in determining what infarmatian users need to pravide as part of your propasal
: 1 submission, as well as, how to better understand your costs.

Does this submission contaln ONLY Time & Material/Labor Hour contract data? Select 2
Does this submisslon contaln Time & Materlal/Labor Hour contract data? Select =
Does this submission centain Bid & Propesal (B&P) cost data? Select %
Doas this centain Independent R h & (IR&D) cost Select =
data?
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|:I The below questions assist CSP in information users need to provide as part of your proposal

submission, as well as, how to better under

Are you submitting as a Home or Corporate office?

Are you using a blending of I: lan caps app h to account for
ion costs in d with FAR 31.205-67

Da yau have an IRS Form 941 walver?

6. Upload the documents for the incurred cost proposal submission. Multiple files can be
selected, and uploaded at one time. A list of files will show once they are uploaded prior
to clicking the submit file. The following is a listing of the type of files that CSP allows to
be uploaded: .doc, .docx, .ppt, .pptx, .xlIs, .xIsm, .cvs, .jpg, .jpeg, .pdf, and .txt. At this
time the system will not allow zip files uploads.
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7. Once the proposal is submitted, a receipt is generated and sent to the email address on file.
Please keep the receipt to reference the submission 1D, which is needed when you would
want to withdraw a submission. Also, please note that the receipt only states that the
submission is submitted, an adequacy review still needs to be performed by cognizant
FAO.
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VOCE 3 I submission do not imphy -\dcquaf: proposal iubﬂu&mn& Adeguacy d.ﬂemlrlttoﬁi will be made by vour

cognizant DCAA office within 60 davs of a fullv F. 52.216-7, "Allowable Coit and Pavment™ compliant subniission

Additional Information:

= DCAA Cogmizant FAO

» Uploaded File(s) [8]

[— [Er——

ACEESSAR LY SELT 10 508 FRAND. WASTE E AU

CEMTALY Us ABUUT LU IEAL IO FUSIYS L P AL



	Instructions to Access the Portal and Submit Submission

