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What is CPRM?

Contract Payment Reporting Module
CPRM was designed to:

e Meet the reporting requirements of stakeholders:
o Office of Management and Budget (OMB)
o  Customers such as OMB’s Office of Strategic;
e Provide data for required Prices Paid Analysis;
e Track Obligations;
e Track Revenue.

What this means to Industry Partners:

e Streamlined reporting capabilities;
e Reduced manual data calls and other task order activity reporting;

e Payment status is tracked.



CPRM Overview Training

GSA Assist Web Portal links you to the CPRM

e Contractor Payment Reporting Module (CPRM)
o Awarded Task Order Reporting
o Quarterly Invoice Reporting
o Contractor Access Fee (CAF) reporting & remittance

e Contractor User Registration
o Link to web page &
o Link to Registration Training slides

e Contractor Workflow Diagram - reporting steps involved



https://web.itss.gsa.gov/itss/v41_helpdocs.nsf/74dea6448dc6b47a882572fa0063227b/c6bfb95c5ebd288d85257cbe0079a61a?OpenDocument
https://web.itss.gsa.gov/itss/v41_helpdocs.nsf/74dea6448dc6b47a882572fa0063227b/85af416e8f05f36f85257cbe007a1282?OpenDocument
https://web.itss.gsa.gov/itss/v41_helpdocs.nsf/helpguideme/ProcessCPRM

FOR CPRM Support...

e General IT Support - Contact GSA ASSIST Help Desk

User Account Registration Process Assistance
Username / Password Reset and Recovery
Contact Grouping

Contract Registration 877-472-4877
User Account Updates
Order Process Issues
Workflow Support
Problem Reports
Security POC Contact

e OASIS CPRM Questions - Email oasisCPRM@gsa.gov <:
e CPRM Training Slides and OASIS-specific Information

o Formal CPRM Administrator training to be announced
o Recommend a primary & back-up be assigned

(Outside the continental US
858-412-8075)

O O O 0O o0 O o0 O O



https://web.itss.gsa.gov/itss/v41_helpdocs.nsf/LUTellMeAbout/TechSupport?OpenDocument
https://web.itss.gsa.gov/itss/v41_helpdocs.nsf/LUIndex/GWACVendorVideos?OpenDocument
http://gsa.gov/oasis

CPRM Basics

° for an Account

e Admin users (those who report invoices in CPRM) take/watch

e Add “Industry Partner Contacts”
e Report Task Orders

e Report Invoices quarterly, by the end of month following the
quarter & remit CAF

e Report mods

e Closeout Task Orders once finalized


https://web.itss.gsa.gov/itss/v41_helpdocs.nsf/74dea6448dc6b47a882572fa0063227b/c6bfb95c5ebd288d85257cbe0079a61a?OpenDocument
https://web.itss.gsa.gov/itss/v41_helpdocs.nsf/LUIndex/GWACVendorVideos?OpenDocument

How to Access the CPRM System

All users access the CPRM system at the ASSIST Portal
o URL:

o To register for a new ASSIST user account, users may self-register
m Select menu option: Registration — Register Contractor

m Select ‘RBA: CPRM’ on registration profile

This role allows:
o View /Add / Edit Company Contact Data in CPRM
o View /Add / Edit Orders and Order Mods
o View /Add / Edit Invoice Data and Zero Invoice Data
o View /Add / Edit Contract Access Fee (CAF) Payment Data

To add CPRM access to an existing ASSIST user account, edit your
account profile and request additional access to CPRM - Your
company POC must approve the role

(€Y ASSIST



https://portal.fas.gsa.gov/web/guest

How to Enter Contacts

The CPRM Industry Partner Contact form enables you to identify your company contact people for each

of your company contracts supported in the CPRM. The GSA will reach out to these contacts when
questions arise about data in the system.

How to access this page: CPRM Communications [ Search Industry Partner Contacts [1 Add button

Enter the contact person name.

Contract Payment
GSA Beponing Module

# Welcome CAF Payments v Orders

CPRM Industry Partner Contac

IT-Solutions CPRM ance » Log Out

v Invoice Data ¥+ CPRM Communications v

a4~ Select the contract for which this person is a contact.

Select the role for the contact person.

\ Enter the phone number and email address for the contact. A group email address,

for your company, should be used for at least one person.

Submit Cancel

This 5 3 US. General Senvices Adminisiy Federal govemnment computer Sysiem that i "For Official Use Only

Click Submit to save your changes.
Click Cancel to dismiss the form
without saving any changes.




New Task Orders

e Start off right when you bid on new work

©)

Be sure to bid a CAF at the proper customer rate as a separate
CLIN

CAF is paid on ODCs such as travel, etc., so include those in the
bid

If you see request for OASIS that doesn’t include CAF, reach out to
Ordering CO (OCO) or GSA OASIS team

Most CAF errors come from awards outside the OASIS structure



New Task Orders %

e Hooray! Youwon an award!!
° within 30 days of Award

o Select the contract number under which task was awarded

o Enter the order number from the award document

o Provide short description of services being provided, and select the
functional area which most closely matches the majority of the
services being provided


https://was.itss.gsa.gov/gwac-pam-web/common/editOrder.do?method=editOrder&mode=new

How to Enter Order Data

The Order Data page enables you to report your task orders. The form functionality is customized based
on the type of contract upon which the task order is awarded.

How to access this page: menu option Orders [1 Enter New Order Package

Contract Payment
Reporting Module
GSA fattal

Contract Famity
Cantractor Company

Order Number
I3 this order a sub-order to another order? Yes O no
Parent Order Number : | -Select-- ¥
Order Descripton
Functional Ares : | .Select.
Precominant Order NAICS Code
Predominant Contract Type : | ~Selec
Performance based Contract Yos @ No

IT-Solutions
A weicome CAF Payments » Orders v Invoice Data v  CPRM Management
Order Data
This information pertains to an awarded task order s reported by the Prime Industry Partner Awardee.
Contract Number : | - Select

CPRM

Start by selecting the
contract number
associated to the task
order award.

Click the ‘Guide Me' link to access
the Help Document for the form.

o

Select the contract vehikie upon which the task
orcer was awarded

Some fields may change based
on your contract selection.

1ssued using GSA assisted services Yes @ No

nitial Period of Performance

Enter the Period of Performance start and end
dates associated to the initial funded award.

Estimated Utimate Completion Date B

=

tance » Log Out

-

Tool tips will appear to the right-hand
side to help you enter the correct
information into the form field.

Always use your contract number in correspondence with the helpdesk




Invoice Reporting

e All Task Orders must be reported on quarterly in CPRM,

by the last day in the month after the quarter closes
(Jan 31st, April 30th, July 31st, Oct 31st)

o For each task order you choose at the beginning of the PoP how to
report:

m  When you submit the invoice to customer, or
m  \When customer remits payment to you

o Regardless of method, at least a zero-invoice must be posted by
the last day of the month following the quarter

o IDEALLY — Invoiced CAF = Estimated CAF = paid CAF



Invoice Reconciliation

e GSA reviews invoice reporting and CAF remittance on
starting on the 1st day of the 2nd month after the
quarter (Feb 1st, May 1st, Aug 1st, Nov 1st)

o Compare Task Order to what is reported by OCOs in FPDS-NG

o Ensure Invoice or Zero Invoice reported for each Task Order

o Compare CAF invoiced to CAF remitted

o Review Prices Paid data for T&M and Hour Task Orders

e Work with Contractors to resolve reporting and
remittance issues

o Engage OCOs or OASIS COs as necessary



How to Enter Invoice Data

The Invoice Data form enables you to manually report the invoices submitted to your customer on this task order.
How to access this page: on Order Data page, click the ‘add’ link above the Invoice Data table; select ‘Invoice Data’
Alternate access: menu option Invoice Data [1 Enter New Invoice Data; select ‘Invoice Data’

Contract Payment
GSA Reporting Module ——
M Vou are signedin as IT-Solutions ‘ CPRM ‘ Guide Me + Site Help » Contact Us » Need Assistance » Log Out
A welcome CAF Payments v Orders ¥ Invoice Data v CPRM Communications v

Invoice Data

This information pertains to the invoice data reported by the Industry Partner awardees for an awarded task order. Generally, this will apply to the Industry Partner invoices as it is expected that the standard classification of charges will be used as defined here by the line item charge "types". If you
choose (or are required) to deviate from this standard for an individual task order, you quI be requlred to preserve this mapping of your invoiced charges for the purposes of administrative reporting. At task order close-out, it is expected that the total invoice data amount equal the total obligated/funded
amount of the overall task order. To further ensure data i the following gui as to your ive contract, must also be followed:

a. For Fixed Price task orders that do not include CAF, include a separate CAF line item.

b. For Fixed Price task orders that include CAF, do not include a separate CAF line item.

c. For Time & Materials (T&M) or Labor-Hour (LH) task orders, report fully loaded labor category hourly rates and number of hours invoiced.

d. For Cost-type orders, the direct costs are expected with “indirect” amounts recorded separately. Labor can be reported either as a lump sum under the Cost CLIN or broken out by individual labor category CLIN(s).
e. "Not elsewhere classified” should only be used on an exception basis, and must be accompanied with a description.

In addition to these general guidelines, please refer to your respective contract or ordering guide for more information.

Order Number : 162019 VICTORIA

Select to designate that you are

Reporting Invoice Data or Zero

Invoice information for a reporting ® |nyoice Data Zero Invoice Data 1 H
e o Ciniglilig) 10vellED DELE), This feature enables you to upload invoice line item
i mat s s - e e e e d@tA directly onto the form for a single invoice. The
e R B T data must be formatted in a specific manner. This
ot il e hom: [ Ghoca Pl osieconsn | uplad | g feature is also found under
commente: “Invoice Data—Upload Multiple Invoices”

Enter the date associated to the LineID @ Type / Description / Location @ pcess Line Price / Quantity / Unit @ Total @ Use the line item table to
invoice. Note that the date must Type |- Select v — P, N 5% | <&— report your invoice line items,
be greater than or equal to the e : i at least 1 row per CLIN.
POP start date and less than or I
equal to the current date. Please } g sBd A i A Click the ‘Add Line Item’ button to
?ote the instructional text on the st || o | 5| add new line items.
orm




Invoice Data - Upload Tools

e Thetool for
uploading Multiple
invoices can be very
efficient

e [t works when the
individual Invoice
Task order upload
does not

e Template for OASIS

Invoice Number :

Invoice Remit or Paid Date : = Customer Agency, or (2) when paid by the Customer Agency.

to your customer during
received payment on duri

Use this upload capability to upload an Excel or
CSYV file that contains invoice line items for the
single invoice you are reporting on this form.
The data will be imported directly into the form.
Click the Guide Me link for more details about
the data template.

Choose File |No file chosen u ad

Import Invoice Line Items :

Example, if you are reporting for 4th Quarter (Oct - Dec), if you choose method (1), then within
od (2), t

NOTICE: There are two ways Contractors can choose to pay CAF (must choose one method a

H

Comments :
LA [
You are signed in as Kristi T Irvin | CPRM ‘ Guide Me » Site Help + Contact Us « Need Assistance + Log Out
A Welcome CAF Payments = Orders » Invoice Data « CPRM Management v CPRM Analyst Tools =

Invoice Data Package Upload Upload Multiple Invoices (Upload Package)

This page allows you to upload a file containing data for multiple orders/multiple invoices.

« Invoice Data is uploaded per Invoice Number.
« An invoice and all its corresponding line items are uploaded as a unit.
 If a single line item fails to successfully upload, the entire invoice will be rejected.

Please take note of the following which may apply to your task orders. For more information regarding reporting requirements, please reach
out to your GSA Program Office:

For Fixed Price task orders that do not include CAF, include a separate CAF line item.

For Fixed Price task orders that include CAF, do not include a separate CAF line item.

For Time & Materials (T&M) or Labor Hour (LH) task orders, report fully loaded labor category hourly rates and number of hours invoiced.

For Cost-type task orders, the direct costs are expected with “indirect” amounts recorded separately. Labor can be reported either as a lump sum under the Cost CLIN or broken out by individual labor category
CLIN(s).

Negative amounts can be entered on all CLIN Types except LH and T&M. Please verify that the amounts are correct before proceeding with the upload.

Reminder: Labor rates should not be a negative value. Use a negative quantity of hours to capture discounts or credits.

Upload Invoice Data Package: | Choose File | No file chosen



http://gsa.gov/oasis

How do | report the Invoice Detail?

- . - , |
m You are signed in as Kristi T Irvin | CPRM ‘ Guide Me - Site Help « Contact Us « Need Assistance « Log Out =

A Welcome CAF Payments = Orders ¥ Invoice Data = CPRM Management » CPRM Analyst Tools

Invoice Data

This information pertains to the invoice data reported by the Industry Partner awardees for an awarded task order. Generally, this will apply to the Industry Partner invoices as it is expected that the standard classification of
charges will be used as defined here by the line item charge "types". If you choose (or are required) to deviate from this standard for an individual task order, you will be required to preserve this mapping of your invoiced
charges for the purposes of administrative reporting. At task order close-out, it is expected that the total invoice data amount equal the total obligated/funded amount of the overall task order. To further ensure data

consistency, the following guidelines, as appli to your respective contract, must also be followed:

For Fixed Price task orders that do not include CAF, include a separate CAF line item.

For Fixed Price task orders that include CAF, do not include a separate CAF line item.

For Time & Materials (T&M) or Labor-Hour (LH) task orders, report fully loaded labor category hourly rates and number of hours invoiced.

For Cost-type orders, the direct costs are expected with “indirect” amounts recorded separately. Labor can be reported either as a lump sum under the Cost CLIN or broken out by individual labor category CLIN(s).
"Not elsewhere classified" should only be used on an exception basis, and must be accompanied with a description.

Q0D s

In addition to these general guidelines, please refer to your respective contract or ordering guide for more information.
order Number : NN For T&M or Hour'y
Invoice Number : _

Invoice Remit or Paid Date : 12/20/2019

rate contracts,
9:;:21 IS;‘Ifound S all':;:: Description Location Price Quantity Unit Total P r i Ces Pa id a re

1 Accountants and Auditors SME Contractor Site | $95.48 148 Hour | $14,131.04

9 Business Operations Specialists, All Other SME Contractor Site| $196.25 49 Hour | $9,616.25 re O rted a t t h e

3 Financial Specialists, All Other SME Contractor Site| $196.28 189.5 Hour $37,195.06 p

4 Business Operations Specialists, All Other Joumeyman Contractor Site | $143.22 68 Hour $9,738.96

5 Statisticians Junior Contractor Site| $122.54 20 Hour | $2.450.80 La bo r C a tego ry

6 Business Operations Specialists, All Other Junior Contractor Site| $111.38 899.9 Hour |$100,230.86

7 Financial Specialists, All Other Senior Contractor Site| $175.06 153 Hour | $26,784.18

: = e | i sl § | o e level for each CLIN
9 Contract Access Fee (CAF) CAF NA $503.29 1 Each $503.29

Computed Total : $201,819.42




Invoice - Reporting Prices Paid

One line item for each different labor rate

For Time & Materials (T&M) or Labor-Hour (LH) task orders, report fully
loaded labor category hourly rates and number of hours invoiced.

Travel
Accountants and Auditors
Actuaries
Invoice Remit or Paid Date Aqministrative Services Managers
Adult Basic and Secondary Education and Literacy Teachers and Instructors
Advertising and Promotions Managers
Aerospace Engineering and Operations Technicians
Aerospace Engineers
Agricultural Engineers
Agricultural Sciences Teachers, Postsecondary
Agricultural and Food Science Technicians
Comments Animal Scientists
Anthropologists and Archeologists
Anthropology and Archeology Teachers, Postsecondary
- Appraisers and Assessors of Real Estate
Arbitrators, Mediators, and Conciliators
Architectural and Engineering Managers

Invoice Numbe|

Import Invoice Line Items

LineID @

Type | Architectural and Engineering Managers v Labor
Description : Senior
Location : Contractor Site ¥

©0 pay CAF (must choose one method and stick with it). The two methods are: (1) when
en paid by the Customer Agency.

), if you choose method (1), then within 30 days after the report quarter, you should report all
t- Dec and pay CAF on these invoices. If you choose method (2), then within 30 days after the
ceived payment on during Oct - Dec and pay CAF on those invoices.

Price / Quantity / Unit @ Total @

$/0.00 8

Price : § |

Quantity
Unit: | Hour v

Computed Total : $0.00
Computed Estimated CAF Amount for Invoice : $0.00

[ Submit H Add Line Item ” Cancel l

Select the “Type” of labor
category from the
pull-down

Type in a Description
(e.g., “Senior”) to
discriminate among other
labor categories of the
same type

Select a location from the
pull down (contractor or
gov’t site)



Invoice - Reporting Prices Paid

One line item for each different labor rate

Invoice Number :

. . . . NOTICE: There are two ways Contractors can choose to pay CAF (must choose one method and stick with it). The two methods are: (1) when
Invoice Remit or Paid Date : = remitting me invoice to the Cus(omerAgency or (2) when paid by the Customer Agency.
Examme if you are reporting for 4th Quarter (ch Dec), if you choose method (1), then within 30 days after the report quarter, you should report all
t were remitted to your customer during Oct - Dec and pay CAF on these invoices. If you choose method (2), then within 30 days after the
repon quarter, you should report all invoices that you received paymem on during Oct - Dec and pay CAF on those invoices. L~
Import Invoice Line Items : | Choose File No file chosen Upload
Comments :
5 S . Purchase Line 5 : -
Line ID e / Description / Location Price / Quantity / Unit Total
(i ] Typ p! o Fee Category @ Qi ty (i ] o
Type : Architectural and Engineering Managers v Labor Price : § |199v980000 R E— %
Description : Senior Quantity : 120 $§ =
Location | Contractor Site v Unit ‘ Hour v

Computed Total : $23997.60
Computed Estimated CAF Amount for Invoice : $0.00

| [“submit ][ Add Line ttem ][ Cance ] |

Click “Add line item” to add additional items - one line like this for every different
labor category that had charges on the invoice you’re creating.

Create line items for other (non-labor) costs, including CAF

Click Submit to save. Invoices can be edited and re-submitted.

Next, in the column
marked

“Price / Quantity / Unit”
list the hourly labor rate,
and the number of hours
for the period covered by
the invoice. Ensure
“hours” is selected as the
unit.

CPRM will calculate the
Total invoiced amount in
the last column.



How to Enter CAF Payment Data

The CAF Payment Data form enables you to report your CAF Payments for each of your Task Orders

reported in the system.

How to access this page: menu option CAF Payments [] Enter CAF Payment Data

Contract Payment
Reporting Module
GSA fattsh

A weicome

CAF Payment Data

CAF Payments v Orders

This

ion pertains to the

Contractor Company : |- Select -

Contract Family : | --Select--

v e

v Invoice Data v

ion data needed to properly identify each Contract A«
contributions from multiple task orders). Therefore, each CAF payment remitted by an Industry
For further information regarding the electronic payment information packet please click here.

IT-Solutions

CPRM

CPRM Communications v

ate:  08/122019

Voucher Number

Total CAF Payment Amour

CAF Payment Allogfftions

o: 08122018 | \

Select your company. If you are supporting
multiple divisions in your company, you will
select one entry from multiple options.

Assistance - Log Out

Mual task orders the payment comprises of (i.e. actual payments usually represent
ly for task orders that have been reported in this system.

Select the contract family for which you will be making the

Enter the date that corresponds to when you
will submit the actual payment.

\ NOTICE: The Estimated Outstanding CAF Payment amount is based upon the inveice dath your company has reported in the system. I you are missing invoice dats, the Estimated Outstanding

CAF payment. Once you select an option, the CAF
Payment Allocations table will populate with all your task
orders for which there is invoice data.

/

T
alloc

Allocated : $0.00/ Res ing : $0.00
ot | ot [ e | ommw | g T S fom |
) CAE poymantAtocationfor Oder e (Ada otal CAF Payment Amount must be fully allocated to one or more task orders in the allocation table. The

d amounts are entered in the Amount Allocated column.

The Voucher Number is a way for you and the

GSA to communicate about a payment.

Example of a Voucher Number might be ‘15t QTR
2014’ or some type of payment tracking ID.

~ =
m (KaISem(es Administration Federal govemment computer system that is “F or Official Use Only”

The Total CAF Payment Amount should
be the exact amount that you will remit
to the GSA for this payment.

Additional task orders may be added to the
Allocations table using this Add feature. Start to
type a Task Order number and the system will find
matches. Select the correct match and click Add.




How to Remit CAF with Pay.gov

The Pay button enables you to remit your CAF payment to the GSA
using the U.S. Treasury’s Pay.gov system.

o Pay button appears after you submit the CAF Payment Data form

o Pay button appears on pending CAF Payment Data forms

CAF Payment Data
New CAF Payment Created
This information pertains to the reconciliation data needed to properly identify each Contract Access Fee (CAF) payment made by an Indy
Partner Awardee and t0 "allocate” those payment amounts against the individual task orders the payment comprises of (i.e. actual paymel
represent contributions from multiple task orders). Therefore, each CAF payment remitted by an Industry Partner Awardee must be report
ind ths ly be bined by itract family fc k ords that h be d in thi te
Turther information regarding the electrontc payment information packet please click nerer - oo e been repertedinthis svstenl | Thank you for reporting your Contract Access Fee (CAF) payment to the General Services Administration. Because there is often a delay between your remit date and the actual date the funds are posted to our
e By financial ledger, the payment you just reported will generally show an initial "pending” status among your list of payments. When the payment is properiy identified, the status will change to "reconciled.”

i e e We monitor these "pending" payments very closely. If after several business days, the reported payment remains "pending” we

R*'U;:;g:"‘:"“‘;g ?;;';3“23 If you have any guestions or concerns regarding a specific payment, please feel free to contact us proactively. N———
Total CAF Payment Amount : §123124.00 By clicking the Pay button below, you will leave the Contract Payment Reporting Module and enter the U.S. Treasury Pay.gov wf

Pay | Sy ey s e s Cota ppmari s e " B "
— i Click to initiate Payment using Pay.gov
CAF PaymentAllocatKﬂ
One item found.
~ g Last Invoi Invoiced CAF P; t CAF P: t CAF P,
orsrtumser A ovtpatuaes | tics - [t | oaf o | cappmman [ cageon { Pay ] e

o Pay.gov payments are done by electronic bank transfer

. . Fill out payment information on the
o CPRM Help Document for more information.

Pay.gov forms



https://web.itss.gsa.gov/itss/v41_helpdocs.nsf/helpguideme/ProcessPayCAF?OpenDocument

How to Enter MODS

The Order Mod Data form enables you to report the changes to the task order as reflected on the modification
award document.

How to access this page: on Order Data page, click the ‘add’ link above the Order Modifications table

Contract Payment
GSA Reporting Module
IT-Solutions CPRM
# weicome CAF Payments v Orders ¥ Invoice Data » CPRM Management » CPRM Analyst Tools v
Edit Order Mod Data

T e o B e e T B The Period of Performance reflt_egts t.he overall order’s performance
Order Number : 470FCA1F0021 start and end dates. If the modification extended or shortened the

Contractual Mod Number overall period of performance, edit the end date to accurately reflect
Contract Number : GS00Q140ADU302
WO -0 =i the end date for the order.

Period of Performance : 02/01/2018 3 10047302019 () Entel’ a Short descrlptlon

SedTamelx Seteet~ reflected on the modification award document. The amount should

S e 8 / o e REITD e 19 mee Enter the increase/decrease to the awarded, funded amount as
not include un-exercised options.

Order Mod Description @

Mod Award Date : () |

T The Total Estimated Value is automatically updated to match the Total Obligated/Funded
i / Amount when a mod increases the Total Obligated/Funded Amount beyond the previously
entered Total Estimated Value. This value may be edited on the Order Data form, if needed.

Submit Cancel

Total Estimated Value : §23359326

This1s aUS. General Services Administration Federal government computer system that s "For Official Use Only”
Privacy Statement




Task Order Closeout

e At the quarter following the “ultimate completion date”,
contractors should close out their task order in CPRM

o The OCO should issue a closeout mod to remove any
un-expensed obligated funds OR the contractor can
submit a Release of Claims in CPRM

o The company should ensure all invoices are properly
reported, and sum to the remaining obligated balance.

o GSA will complete final reconciliation of task order and
then mark it “closed” in CPRM

o CPRM notifies when a task order reaches the “ultimate
completion date”



Questions?

Thank you for attending the OASIS Training today.
Please type your question into the chat area.
Questions will been captured and we will also email
out to everyone.




