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Chapter

1 INTRODUCTION

The Department of Defense (DoD) has implementedimehronized Predeployment &
Operational Tracker (SPOT) as the single sourd¢etik deployed personnel supporting DoD
military operations worldwide. SPOT is a scalablet-centric, Web-based application that
provides the capability to maintain accountabidityd report status for deployed personnel across
the military, civilian, and contractor communities.

A key benefit of SPOT is its technology integrati®®POT integrates with existing system-of-
record applications to provide up-to-date informatielated to contracts and contractors. For
example, SPOT tracks contractor movement throwgjimtiérface with the Joint Asset Movement
Management System (JAMMS) and validates contrademtity by interfacing with the Defense
Manpower Data Center (DMDC). SPOT also featuresaptgcal user interface (GUI) with
intuitive business flows based on user roles.

This chapter describes the learning objective$simvernment Organization User Training and
provides information on ways to maximize your leagand working experience with SPOT.
You will also learn about the different SPOT us#es and their key distinctions.

1.1 LEARNING OBJECTIVES

Upon completion of the SPOT Government Organizatiear Training you will be able to:
* Register and access SPOT

* Navigate SPOT GUI

* Manage persons, contracts and deployments

» Search, view, and authorize letters of authorizafldA)

» Create and view reports

Government Organization Users 1 Publication Date: Aril 2008
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1.2  HELPFUL TIPS
Tip # 1: Use the Microsoft Word Zoom Tool to enlarge -

the wor kbook images. 500%
200%%
The zoom tool allows you to change your view ofgmg _15°=
in this training workbook. You can increase or éase ;,
the size of the page display by either selecting a g‘ggﬂ
percentage of the original page viewing size or by 10%
entering a specific size preference. This may prove $Z§f¢;}fi§$
especially helpful for viewing images. Whole Page
Two Pages

Tip # 2: Gather the information required to manage contracts and persons
prior to launching SPOT.

As a security measure, SPOT will automatically tmoe whenever the
application is left idle for more than 15-20 mirgit8/hen this occurs, all
work in progress (e.g., Add a Contract, Add a T@stter, Add a Person,
Edit a Person Profile) is lost. To avoid havingeeenter information, make
sure that you have all the information requireddmplete an action prior
to initiating the action.

Tip # 3: Ared asterisk [*] beside a data field signals that the information is
required.

Tip # 4: SPOT is compatible with the following Web browsers:

* Internet Explorer (version 6.0 and higher)

* Moazlla Firefox

1.3 HOW TO USE THIS WORKBOOK

Icons are used throughout this workbook to highligiluable information and identify areas
designated for recording notes.

@r Highlights valuable information and tips.

/Q“‘b Flags spaces throughout the workbook where youezord notes.
\‘iiig\v//
Government Organization Users 2 Publication Date: Aril 2008
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1.4 SPOT USER ROLES

Training Workbook

SPOT grants access to deployment data, personusataglata, work flows, and reports on the
basis of the permissions associated with eachsiassigned role. Roles are assigned to a user
based on the personnel category selected duringgfistration process and the access rights

authorized by the person’s sponsor.

The table below lists the names of the SPOT udes and their descriptions.

1.5

Table 1: SPOT User Roles and Descriptions

Role Name

Role Description

Basic User

Person interested in registering for access to SPOT
reports only.

Company Administrator

Manages the deployment information for persons
employed by a contractor company.

Company Employee (Self Tracker)

Contractor company personnel who needs to enter
personal information.

Contracting Administrator

Government or military employee who manages
contract information in SPOT for the government
organization he/she supports; a contractor company
employee may be assigned to fulfill this role for the
government organization.

Contracting Officer

Reviews and approves letters of authorization;
manages contract privileges.

Contractor Accountability

A government or military administrator who monitors
and provides oversight for deployed contractors.

Government Organization Administrator

Government or military employee who manages
deployment information for a government organization;
a contractor company employee may be assigned to
fulfill this role for a government organization.

Government Organization Authority

Government or military employee who manages
deployment information and reviews and authorizes
letters of authorization submitted for the Contracting
Officers’ approval.

JAMMS Administrator

Person responsible for uploading JAMMS files into
SPOT.

JAMMS User

Person interested in registering for access to SPOT
JAMMS reports only.

GETTING HELP WITH SPOT

The following resources will provide the user aigial assistance:

» SPOT'’s Frequently Asked Questions (FAQs) sectiocated in the Quick Links box on the
Home page.

Government Organization Users 3 Publication Date: Aril 2008
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) SPOT Quick Links

* Contact Us
* FAQs
* Release Notes

Figure 1: FAQs in Quick Links Box

» SPOT's online help link, located above the navwatbar on the Home page and on each
subsequent page in SPOT.

Home || Training | Logout

Figure 2: Link to Online Help
* SPOT Help Desk. The SPOT Help Desk is available’'24

— E-mail: spot@technisource.com

— Phone: 717-506-1368

— Web chat: http://chat.intellimark-it.com/spot/spot.htm

Government Organization Users 4 Publication Date: Aril 2008
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Chapter

2 GETTING STARTED

Access to SPOT is restricted to authorized, regidtasers. Users must have a SPOT-generated
password account, common access card (CAC), Arnowedge Online (AKO) account, DoD
certification or other approved credential (softevaertification) to access the system. This
chapter provides general information about howtttaim an authenticated credential or a SPOT-
generated password account. It also identifiesuregs for additional guidance, presents step-
by-step instructions for the SPOT online registrarocess, and provides an overview of the
Government Organization user's SPOT Home page.

2.1 ACCESS SPOT WITH A DEPARTMENT OF DEFENSE PKI CE RTIFICATE

The CAC card is the most widely used Public Keydstructure (PKI) certificate within DoD
where there is a requirement to control and reasddcess to buildings, computer networks, and
other infrastructure. DoD policy dictates that atharizing official sponsors contractor
personnel and approves issuance of the CAC. Appievarified through the Contractor
Verification System (CVS).

A smart card reader and middleware are requiredssceies for any computer used to access
restricted computer networks using a CAC PKI ceedies. Eligible contractors must complete
Section | and have their Government sponsor com@ettion Il of DD Form 1172-2 prior to
visiting a DEERS/RAPIDS office.

@ Locked CAC? There may be a CAC PIN Reset (CPR) workstaticor inear your
facility. Contact your local Help Desk to find otou may also visit a
DEERS/RAPIDS workstation to unlock your CAC andetegour CAC PIN. To
locate a CPR workstation near you, use the sidodound at
http://www.dmdc.osd.mil/rsl/.

Other forms of software certificates are issued ligcal registration authority (LRA). Below
are the current links to several LRAS; note that itiformation may be subject to change.

Air Force Users
https://afpki.lackland.af.mil/html/Iracontacts.asp

Army Users
Contact the US Army Registration Authority at 708287414, or send an e-mail to
army.ra@us.army.mil

Government Organization Users 5 Publication Date: Aril 2008
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Navy/Marine Corps Users
https://infosec.navy.mil/PKl/Iramain.html

The Web site is restricted to .mil and .gov doma¥wu are able to search for both
military authorized (NMCI LRA) and non-military (MeNMCI LRA) locators.

External Certification Authority
http://iase.disa.mil/pki/eca/

DoD PKI Help Desk

DoD PKI Help Desk operates around-the-clock (24«W) services any DoD user/RA/LRA
experiencing problems with their PKI credentialr Bssistance, call 1-800-490-1643 or send an
e-mail todisa-esmost@okc.disa.mil

2.2 ACCESS SPOT WITH AN ARMY KNOWLEDGE ONLINE ACCOU NT

Army contractors who do not have an approved Do ¢e&ftificate can submit a request for an
AKO account to access SPOT. The request must brital through a government sponsor,
e.g., a contracting officer (KO).

To obtain an AKO account, perform the following ste ps:

Step | Action

1 Launch a Web browser and enter the US Army WelJte into the browser address
window: http://www.us.army.mil

Results: The US Army Knowledge Online login page will displa

ﬂ"‘ Blank Page - Windows Internet Explorer

——

= L= @www.us.army.mﬂD _ﬂ o

S ——
File Edit Wiew Favorites Tools Help
S songit B 12
= I_: web..

P'__I »ids - WY - - Favorites -/ HMaps = | - @ESpaces v 0% o~

Government Organization Users 6 Publication Date: Aril 2008
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Step | Action

2 Locate the “New User?” Section and click on ftegister for AKO link.

Results. The Account Registration portal will display.

% by & Army Knowledge Online

! i
i I NIWLEDS: I I NOWLEDS!
NI N N Y

Login to AKO / DKO

Username:

Password:

CAC Login to AKO / DKO

IMTGIN M CAC Login |

A Soldier from 2nd Battalion, 12th Field Artilery Regiment, 2nd Infantry Divizion,
interacts with an Iragi child during a combined medical engagement outside & dinic
in Buhrez, Jan. 25. (Fhoto by Petty Officer 1st Class Sean Mulligan)

<’ New User? N\ Help FAQs
N Fegister for AKO / Reset Password How do 1 install the DoD Certificate?
= rmy, Army Reserve, Help Desk How do I reset my password?

National Guard, DA Civilian, Retired Army, How do I register for an AKO Account?
and Army Guests How do I use my CAC to login to AKO?
Search All FAQs

Register for DKO
Eligibility: Pre-authorized DoD users

Learn more about DK

Step | Action

3 Click on theCreate Sponsored Accounbutton.

Results: The Account Registration page will display.

Government Organization Users 7 Publication Date: Aril 2008
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W | ARMY | DEFENSE Help
ﬁ’ | I (NOWLEDE nKo Kuum*lnl
—a DALIN ONLINE

Account Registration

If you fit into any of the following categories, please click below to create an
Army account:

» Active Army » Future Soldier

« Arrmy Individual Ready Reserve « DA Civilian

« Arrmy Mational Guard « DA Civilian, Retired

« Arrmy Reserve « NAF Civilian

« Arrmy Retired « 1.5, Military Acaderny Cadet

« Arrmy ROTC Cadet (MS IIT and 1IV)

Create Amy Account

Joint accounts are available for select active duty, civilian, reserve, retiree, and
contractor members of the Air Force, Coast Guard, Marine Corps, and Navy.
Joint accounts are also available for select DoD civilians and DoD contractors.
To check eligibility, view the Joint Account FAQ.

Create Joint Account

Sponsored accounts are available for:

= Armmy Contractor = Homeland Security

» Army Medical Retiree » Incoming D& Civilian (what's this?)
» Army ROTC Cadet (MS T and II) » Local Mational Employee

= Army Volunteer » Medically Discharged

» Famity Member of Unsponsored AKO » Military Transition (what's this?)
Member = National Guard, Retired

» Federal Civilian Agency » 1S Coast Guard

=« Foreign Officer (attached to U.S. Army)

< Create Sponsored Account >

@ Some important data elements you will need for At€@istration include:
* Sponsor Information (including the person’s AKO @aat name)

+ Personal Information

2.3 SPOT REGISTRATION FOR DOD PKI CERTIFICATE OR AK O ACCOUNT
HOLDERS

SPOT provides an easy to use online registratiaal|adle anytime from any Internet-connected
computer that you access from the Web site’s Isgreen. All registration requests are reviewed
and validated by a SPOT system administrator. Matibn of approved access is sent to the
e-mail address supplied by the user during thestegion process.

Government Organization Users 8 Publication Date: Aril 2008
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Users must register separately for access to #tersyand the training-version of the
system. The URLSs for these Web sites are:

* SPOT Systemhttps://spot.altess.army.mil

* SPOT Training:https://trainingweb.spot.boozallenet.com

To register for SPOT access using a password atcgunmust submit a request through an
authorized SPOT user (i.e., a user who has be@mnasdsa government organization or
contracting community user role). For step-by-stepructions on password account registration
see section 2.4

v
i

To register for access to SPOT, perform the followi  ng steps:

Step | Action

1 Launch a Web browser and enter the SPOT Web siteitt&®the browser address
window: https://spot.altess.army.mil

Results: The SPOT Privacy page will display.

A iGoogle - IE 6 (Microsoft Internet Explorer) |Z||§|E|
. Fle Edt View Favorites Tools Help -

€] 9 \ﬂ @ ;\J /\'.-jSaarch ‘E?E’Favorites @Media 6‘3 i :’_’ - ﬁ “:-“
e ——

i.iddreq https: /spot.altess.army.mil ) V| GU Links ™ ¢ QSnagIt B

Government Organization Users 9 Publication Date: Aril 2008
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Step Action

2 Review the Privacy Consent policy and click ti@onsentbutton.

Results: The SPOT system login page will display.

SYNCHROMLIZED PREDEPLOYMEMT
& OPERATIOMAL TRACKER

{ IConsent ) IDo NotConsent

You will be directed to the Non-Consent page ifiti® Not Consentbutton is chosen

and your access to the SPOT system will be blockedelease the block, you will need

to close the entire browser associated with the-Sonsent page and open a new browser
to re-launch the SPOT Privacy Consent page.

Government Organization Users 10 Publication DateApril 2008
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Step Action

3 Click theRegisterlink.

Results: The online user registration process will begin.

FOR OFFICIAL USE ONLY

SYNCHROMIZED PREDEPLOYMEMT
& OPERATIONAL TRACKER

Login to SPOT 6.1

= Login to SPOT using my AKO
= Login to SPOT using my CAC or DoD Approved Certificate

= Login to SPOT using my user name and password

Mew User

+ How do I register for an AKD Account?
+ How do I register for a CAC or DoD Approved Certificate?

FAQs

For mare information, please contact the SPOT helpdesk at SPOT@technisource.com or (717)
506-1368

6.1.0.3

The Frequently Asked Questions (FAQs) section erldgin page provides links to
additional information.

Government Organization Users 11 Publication DateApril 2008
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Select the affiliation option that best descripes, and click th€ontinue button.

Results: The role description page will display.

Please select your affiliation.

I am:

O Company Contractor Personnel
O U.5. Government Personnel

O us. Military Personnel

e

Step | Action

5 Select the role that best describes you and tie€ontinue button.

Results: The registration method selection and privacy ttement will display.

Please select the option that best describes you.

I am:

@] Government/Military employee who will act as a Government Authority to manage deployment information and authorize LOAs prior to the
Contracting Officer’s approval.

@] Government/Military employee who will act as a Government Administrator ko manage the deployment information for his/her organization
{will not review LDAs).

O Contracting Officer who will review and approve Letters of Authorization.

O Government/Military employee that will act as a Contracts Administrator and will only manage the contract data in SPOT for the government
organization he/she supports.

© A Government/Military administrator who monitors and provides oversight for deployed contractors.

) Only interested in viewing SPOT reports

(& person responsible for uploading JAMMS files into SPOT.

O oOnly interested in viewing JAMMS reports.

Back l| Continue ’Exit
N———

Government Organization Users 12 Publication DateApril 2008
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@ If you are not sure which statement best descigbasrole, contact the SPOT Help
Desk for guidance.

Step | Action

6 Select the method you are using to register witD BRCheck the box stating “I haye
read and understood the privacy policy.” Click @entinue button.

Results: The profile information page will display.

Please select how would you like to register with SPOT.

 With my AKO login

= _ilith a DoD Approved PKI Identity Certificate

Privacy Act Statement:
DODI 1400.3Z, is the authority for gathering this data. The principal purpose of
this form is to collect information on where deployed civilians are physically located
for their benefits as well as Army's. Itis In your bestinterest to furnish all
necessary information to receive appropriate credit, although it is not mandatory
to do so. Disclosure of your S5N is mandatory to obtain associated benefits related
to deployment. The SSM is used as an identifier throughout deployments. The use
of 55N is made necessary due to the large number of deployed personnel who may
have identical names. The information gathered through the use of the 55N will be
used only when necessary in persornel administration processes carried out in
ccccc dance with estabiished regulations and published notices of systems of

ds
hava read and understoad the privacy palicy

If you forget to check the box stating you havedread understand the privacy policy
before clicking theContinue button, a message will display prompting you tesdo

Government Organization Users 13 Publication DateApril 2008
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Step | Action

7 Enter your profile information, and click ti@ontinue button. All fields marked with a
red asterisk*) need to be populated in order to continue tante step.

Results: The organization affiliation page will display.

User Registration - Profile Information

Enter your profile information.

First Name: Thomas
Middle Initial
Last Name: |Jefferson
* Office Phone: 753 223 4555

Office Ext:

DSN:

* Primary Emaik: [y,mac jefferson@us.army. mil

* Alternate E-maik: [ymae Jjefferson@us.army. mil

~
‘ Continue }Exit
——®

@ The primary e-mail and alternate e-mail addresaage&ference the same e-malil
account; these addresses do not need to be unique.

In the next step of the online registration, yoa asked to provide details about your
organization affiliation, the organization itsedfid the person authorizing your access to the
SPOT system. Instructions on completing this plufiske online registration are presented
below as a four (4)-step process.
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Step | Action

8A Find your government organization on the pre-pagedldist by clicking on th&encil
Icon to launch the Search Window.

Results: The Select or Add Organization Search Box willegp

User Registration - Organization Affiliation

Enter your Organization and Sponsor Contact Information.

* Government Organization: rd \

PM [ Office: \

PdM [ Branch:

Pencil

Please enter Sponsoring Point of Contact
* POC First Name:

* POC Last Name:
* POC Office Phone:

* POC Primary Email:

[ Back | Register | ext |

Step | Action

8B Enter the first three letters of the governmentargation’s name and click tig=arch
button.

Results: The Select or Add Organization results box widipday.

Select or Add Organization

Search:

@ Scarch | Clear | Cancel |

logcap

Step Action

8C Click on the wordSelectin the row across from your organization’s nar{@ontact
the SPOT Help Desk apot@technisource.coifiyour organization is not listed.)

Results: The government organization name and any othelad@information will

be populated into the fields on the User Registnati Organization Affiliation page of
the online registration.
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Select or Add Organization

Search: logcap

Organization PM [ Office PdM [ Branch
1
ASC LOGCAP Select
ASC LOGCAP LOGCAP II Select
ASC LOGCAP LOGCAP I
ASC LOGCAP LOGCAP III 5e
Step | Action
8D Enter Sponsoring Point of Contact information, ahck theRegisterbutton. The

validate your need to access SPOT.

has been successfully submitted.

Sponsoring Point of Contact should be a superwsiiin your organization who can

Results: An on-screen notification will display stating thatur registration request

User Registration - Organization Affiliation

Enter your Organization and Sponsor Contact Information.

* Government Organization: ASC

PM [ Office: | pecap

PdM /| Branch: | qeeppr

Please enter Sponsoring Point of Contact
* POC First Name: | jo¢7
* POC Last Name: | 34n00n
* POC Office Phone:  [555 297 2929

* POC Primary Emaik:  [i,hnc0n @email, com|

Back | Register ||t |
Lo

2.4  SPOT REGISTRATION FOR A PASSWORD ACCOUNT ON BEH ALF OF

ANOTHER

Government Authority and Government Administratsers who have registered in SPOT using
a DoD PKI or AKO account may request password aatsoior unregistered users (contractors

Government Organization Users 16
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serving as Company/Government/Contract Administgatequiring access to SPOT who are
not able to obtain a government-sponsored PKIloerdorm of soft credential (e.g., AKO or
CAC). This password-protected user account is getaly to authenticate a person’s access
rights to the system.

Unregistered users are required to submit a requegiting (via e-mail, letter, fax, etc.) to the
supporting Government Administrator or Governmeuath®rity with the following information:

First name

Last name

Office phone

Primary e-mail

Alternate e-mail

Company

Government Organization

Sponsoring POC first name

Sponsoring POC last name

Sponsoring POC office phone

Sponsoring POC primary e-mail

o

& & &

The Sponsoring POC for an unregistered user reiggestcess as a Company
Administrator is the unregistered user's comparpesuisor or Human Resources
(HR) representative who can validate the unregsiteiser’s need to access SPOT.

The Sponsoring POC for an unregistered user reiggestcess as a Government
Administrator is the unregistered user's Governnseiervisor who can validate the
unregistered user’s need to access SPOT.

The Sponsoring POC for an unregistered user reiggestcess as a Contract
Administrator is the unregistered user's Governnseipervisor who can validate the
unregistered user’s need to access SPOT.

The Sponsoring POC for a Government/military ursesged user requesting access
as a Contract/Government Administrator is the uisteged user’s
Government/military supervisor who can validate uhe=gistered user’s need to
access SPOT.
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When the request is received from the unregistesed, the Government
Authority/Administrator will need to enter the imfoation outlined in Steps 1-6 below. Once
theRegisterbutton is selected in Step 6, SPOT will automalyogénerate a user name and
password that is sent to the unregistered userizapy e-mail account and carbon copied to the
Sponsoring POC’s e-mail account.

The system-generated user name can not be chantgedssigned password, however, is
temporary and must be changed when the userdgstihto the system. SPOT allows password
account holders to change their passwords as negaleicquires a password update every 120
days. The system will display a password expiratiate reminder on the Home page view
starting 30 days prior to the expiration date.

How to Request a Password Account on Behalf of Anot  her:

Step | Action

1 Click on theAccount Information tab.

Results: The Account Information page will display.

D —
Home | Person | Contracts | Reports | Account Information |

Home

E news Start Here

@ Add a Person % Search for Contract
View All

Search for Person
Search for a person to deploy or view deployment information

|£) sPoT Quick Links
+ Contact Us Last Name: First Name:
+ FAQs
+ Release Notes P Advanced Person Search
Step | Action
2 Click on theRequest Account on User’s Behalfnk.

Results: The SPOT Password Account Request Agreement wyilads.

Home | Contracks | Repotts | Accaurt Tnfarmation |

Account Information

Request Account on User's behalf
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Step

Action

Review the terms of the agreement and click oh Agree button.

Resaults: The User Registration by Proxy page will display.

Horne

Conkracts Reports Account Information

o

Proxy Account Request Agreement

Please click on the "I Agree® button below to affirm responsibility and agreement of your request ta create an account on behalf of another user.
Both vou and the requested user will receive an e-mail notification from the SPOT Customer Suppart Team concerning the approval or denial of this
request, To request a SPOT user name and password account on the behalf of another user I, SPAWAR SPAWAR, as an account requestor agree
to the following;
e 1. I accept full responsibility For all actions and usage of the account, including any actions which may prove to be illegal or against DoD policy.
# 2. Tonotify the SPOT Help Desk immediately when the account is no longer needed or should be deactivated.
Tgnderstand that the person on whose behalf T am requesting an account for has a legitimate need to access the SPOT swstem,

DI haree,
—
[ roonotagree [ Tagree |
N

If you do not agree with the terms and conditionset forth, you will be returned to the
Account Information page.

Step

Action

4

Choose a user’s affiliation for the user, therkdlie Continue button.

Resaults: The User Registration by Proxy - Role Affiliatioage will display.

Harne

Conkracks Reports Account Information

User Registration by Proxy - User's Affiliation

User is a:

O‘ Company Contractor Personnel
O U.S. Government Personnel

O LS. Military Personnel

o I
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Step | Action
5 Choose a role affiliation for the user, then ctiogContinue button.

Resaults: The User Registration — Profile Information pagh avsplay.

Account Infarmation

Horme Conkracks Reports

User Registration by Proxy - Role Affiliation

User is:

O Company Administrator who will manage the deployment information for the personnel of my company.

per | deploy t information on behalf of

O Contractor working as a Government Administrator who will
his/her supporting government organization.
O Contractor who will only manage the contract data in SPOT on behalf of his/her supporting goyernment organization.

O only interested in viewing reports for my Company.

“evic [ ock [l continue |

Figure 3: Role Affiliation for Company Users

Account Information

Home Conkracks Reporks

User Registration by Proxy - Role Affiliation

User is:
O Government /Military employee who will act as a Government Administrator to manage the deployment information for

his/her organization (will not review LOAs).
O Government /Military employee that will act as a Contracts Administrator and will only manage the contract data in

o o

Figure 4: Role Affiliation for Government and Milit ary Users

SPOT for the government organization he /she supports.

) Dnly interested in viewing SPOT reports
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Step | Action
6 Complete the user’s profile on the User Registmati®rofile Information page, then click

the Continue button.

Results: The User Registration by Proxy - Organization Adfibn page will display.

Hame

Contracks Reports Account Information

User Registration by Proxy - Profile Information

* First Mame: |

Middle Initial: l_

* Last Name: |

Suffis: | Selact a Suffic v

* Office Phone: |

Office Ext: |

DSN: |

* Primary E-mail: |

* plternate E-mail: |

oo W vack [ Contimee |
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Step | Action

7 Identify the user’s Organization Affiliation (fordsernment or military affiliation) or
company (for contractor affiliation) and click tRegisterbutton.

Resaults: The User Registration Completion Confirmation Megssaill display.

Harne Contracts Reports Account Information

User Registration by Proxy - Organization Affiliation

Enter the User's organization affiliation and sponsoring contact information.

* Government Organization: | | //

PM / Office: | |

PdM / Branch: | |

Please enter Sponsoring Point of Contact for
User

* pOC First Name:

* pOC Last Name:

* pOC Office Phone:

* pOC Primary Email:

Cet W back [ regster )

Figure 5: Organization Affiliation for Government/M ilitary Users

Hormne Contracts | Reports | Account Information |

User Registration by Proxy - Organization Affiliation

Enter the User's organization affiliation and sponsoring contact information.

* Company: | /

Please enter Sponsoring Point of Contact for
User

* pOC First Name:

* pOC Last Name:

* pocC Office Phone:

* pPOC Primary Email:

o [ voc I ot

Figure 6: Organization Affiliation for Company Users
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The Register Another button on the User Registnalompleted page gives you the
ability to repeat the process on behalf of anotiser.

2.5 LOGIN USING A SPOT PASSWORD ACCOUNT

Login authentication with a SPOT password accoeqtiires users to enter the assigned user
name and associated password. The SPOT systemagmhermail, notifying the user of the
newly assigned SPOT password account, will cortte@rassigned user name and a temporary
password. The user will be asked to change theyeadupon initial login to the system. The
user created password must adhere to the Individaatification and Authentication Password
Policy.

How to Login for the First Time Using A SPOT Passavéccount:

Step | Action

1 Click on the URL included in the SPOT system-geteera-mail notification of the
password account creation.

Results: The SPOT Privacy page will display.

A iGoogle - IE 6 (Microsoft Internet Explorer) |Z||§|E|
. Fle Edt View Favorites Tools Help .

€] 9 \ﬂ @ ;\J /\'.-jSaarch ‘E?E’Favorites @Media 6‘3 i :_' v ﬁ “:“

Address | hitps: //spot.altess.army.mil V| Go links QSnagIt S
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Step | Action

2 Review the Privacy Consent policy and click ti@onsent button.

Results: The SPOT Login page will display.

SEYMCHROMIZED PREDEPLOYMEMNT
& OFERATIOMAL TRACKER

@ I Do Not Consent

You will be directed to the Non-Consent page ifiti® Not Consentbutton is chosen
@ and your access to the SPOT system will be blockedelease the block, you will need
to close the entire browser associated with the-Sonsent page and open a new browser

to re-launch the SPOT Privacy Consent page.
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Step | Action

3 Click on theLogin to SPOT using my user name and passwotahk.

Results: The SPOT User Name and Password Login page wplalis

FOR OFFICIAL USE OMNLY

SYNCHRONIZED PREDEPLOYMENT
& OPERATIOMAL TRACKER

. Login to SPOT 6.1

= Login to SPOT using my AKO

= Login to SPOT ysj DoD Approved Certificate
= Login to SPOT using my user name and password

New User? Register

FAQs

» How do I register for an AKO Account?
» How do I register for a CAC or DoD Approved Certificate?

For more information, please contact the SPOT helpdesk at SEOT@technizsource.com or (717)

506-1368
5.1.0.8
Step | Action
4 Enter your user name and “temporary” password, thek Login.

Results:. The Change Password page will display.

User name & Password Login

Please enter your user name and password. Having trouble Logging In?

Passwords must be between 8 and 14 characters in length.
They must contain at least one uppercase and one lower case letter,
one digit and one special character. (e.g. Pw2l@1ab)

Cancl Login ’
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Step | Action

5 Enter your “temporary” password, then enter a neassword, confirm the new password,
select a secret question and answer, thenClickinue.

Results: The Password Change Confirmation page will display.

Change Password

Flease change your kemporary password.
Please enter your password.
Password must be between 8 and 14 characters in length.
It must contain at least one uppercase and one lower case letter,
one digit and one special character. (e.g9. Pw2l@1ab)
User name: yvette.rogers, 4735

Create new password.

*Confirm New Password: l:l

£l 1 . .
Secret Question: | Please select a secret question w |

*Answer: | |

“Cancel | Cotmoe )

Step | Action

6 Click theOK button.

Results: The Government Organization Home page will display.

Hormne Petson Contracks Reports Account Infarmation

Password Change Confirmation

‘Your password has been successfully changed.

=

Security Motice | Privacy Statement | Accessibilicy Staterment

26 SPOT PASSWORD ACCOUNT MANAGEMENT

A user with a SPOT password account has the abalithange his/her password at regular
intervals. Passwords must be changed every 120kdays more frequently than every seven
(7) days. Thirty days (30) prior to a user’s passiwexpiration date, SPOT displays a password
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expiration date reminder on the Home page. If e attempts to log into SPOT and his/her
password has expired, the system displays the @Raagsword page with an error message at
the top, and displays fields for the user to createw password. If the password account has
been deactivated or locked, contact the SPOT Hekk@or assistance.

A temporary password is generated by SPOT upostragon or if the user requests
a password reset. Temporary passwords expirefafef5) days.

The following is a list of the password creationdglines:

* Passwords must be a minimum of eight (8) charaatdesrgth and no more than
fourteen (14).

* Passwords must contain a case-sensitive mixtuetefs -- (at least one (1) uppercase
and one (1) lowercase), digits (at least one (Iler), and special characters (at least
one (1) special character, e.g., punctuation marks)

* A new password cannot be the same as any of ths les ten (10) passwords.
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How to change the password on a SPOT Password Accou  nt:
Step | Action

1 Click on theAccount Information tab.

Results: The Account Information page will display.

Haome: Person Conkracts Reporks | Account Information |

Step | Action

2 Click on theChange Passwordink.

Results:. The Change Password page will display.

Home | Contracts | Reports | Account Information \

Account Information

Change Password

. e et on User's behalf

Security Notice | Privacy Statement | Accessibiity Statement

Step | Action

3 Enter your user name and current password, newpasand confirm the password, thef
click theContinue button.

Results: The Password Change Confirmation page will display.

Government Organization Users 28 Publication DateApril 2008
FOUO




SPOT FOUO Training Workbook

Home | Contracts | Reports \ Account Information |

Change Password

Please enter your password.

Password must be between 8 and 14 characters in length.

It must contain at least one uppercase and one lower case letter,
one digit and one special character. (e.g. Pw2!i@1ah)

User name: tracy.contractadmin, 4252
*Password:

Create new password.

*Enter new password:

*Confirm New Password:

Cancel || Continue '

Security Motice | Privacy Statement | Accessbility Statement

Step | Action

4 Click theOK button.

Results: The Government Organization Home page will display.

Home Person Contracts Reports Account Information

Password Change Confirmation

Your password has been successfully changed.

2.7 ABOUT THE GOVERNMENT ORGANIZATION USER HOME PAG E

The Home page consists of the following five sewitor a Government Administrator user or
six sections for a Government Authority user: Ne8BOT Quick Links, System Alerts, Start
Here, LOA Inbox (for Government Authority usersynland Deployment Preparation.
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Government Administrator Home Page View
Home Page Tahs

OFFICIAL USE OHLY Home | Help | Training | Logout

— Home - m%- '
!1
- iTNCHM‘dIZEDPHEDEHD\’MENI System Alerts

~ Person OrERAIOnAL TRASKER Welcome, Govadmin SPAWAR
- Contracts whometon | |
— Reports e

— Account Information - tews [1Y SYSTEM ALERT

o e o B ¥ This is where system alerts willbe displayed

This is where system alerts will be d...
[more]
D 12/17/2007 - Foreign Rational Bulk

Upload Process Available
Hationals for Iraq & Afghanis... Start Here
[mare]
News © Addaperson o Search for Contract
View All
l@} Search for Person
-] SPOT Quick Links Search for a person to deploy or view deployment information
+ Contact Us et e m
« FAQS First
+ Release Notes » Advanced Person Search

Quick Links

Deployment Preparation
View All
Start Here EHective  Type Hame = Description/Tnstructions
" Soarch for Contract e BT e ST o
s g Ui e v S A e
17182008 e L‘;’ﬂd"l::‘;;‘:':“’“"‘ 107.01  Foreign Hational Bulk Upload
s ||, s | FE ot ot
9[10/2007 | pdf ?ﬁ,:'wﬁg;rx::‘“ 23829 DAGH Message Rescinding CIVTRACKS
Deployment Preparation 12

Securty Motice | Privacy Statement | Accesshiity Statement

Figure 7: Government Administrator Home Page View
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Home Page Tabs Government Authority Home Page View
— Home
Home | Melp | Trairing | Loge

- Eeﬁ""m System Alerts
— Contracts
— Reports
- Account Information

_5\' SYSTEM ALERT

¥ This s where system alests will be displayed
News Sttt
- D) Add s Person T8 Search for Contract
) SPOT Quick Links (63 hsga:-rg‘::::ne::nwwwmwwhmw
- miac S— S == LOA Inbox
+ Raloase Notes ¥ Advanced Person Search — Search for LOAs
Quick Links S
@ Search for an LOA
Start Here e — e
—  Search for Contract oL Pending
Deployment Preparation
e Type Hame - DeseriptionInstrmctions
2/s/2008 e rawel 109.68 CENTOOM Restricted Travel Guidance for Irag
from 1 February to 14 April 2008
A 10/15/2007 | pf e oo
Deployment Preparation 1br2008 | s 10701 foreia Nationalbulk phod

Lagle Cash Frocedures ASG-Kawait Disieg
6/15/2007 | pat 14285 (a0l

ajw0/zo0r  pal DR 23829 DAGH Hessage Rescinding CIVIRACKS

Figure 8: Government Authority Home Page View

The SPOT system navigation bar is located in thpeufeft area of every Web page and features
five tabs: Home, Person, Contracts, Reports, ammbéat Information (for SPOT password
accounts only) By clicking on these tabs, you lgato different sections of the system.

* Home: The main page where you can view News, accesg SR@xk Links, and
Deployment Preparation Documents. The Home pame i also where you find the Start
Here section that features the Search for Contuaction and the LOA Inbox.

* Person:The Person tab links to the Add a Person page wleerean add, edit, and view
personnel data. This is also the launch point feating and managing deployment records
for persons who are being deployed.

» Contracts: The Contracts tab links to the Main Contractsepabere you can create and
manage basic contract data.

» Reports. The Reports tab links to the Reports Main pagererlyou can view and create
reports.

» Account Information: The Account Information tab links to the page venhe Government
Authority/Administrator may request SPOT passwarcoants on behalf of others. If the
Government Administrator was provided a passwooaat, this link would be used to
change the account password.
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Chapter

3 MANAGE CONTRACTS

The Manage Contracts feature is shared by the @dotrCompany, Government Organization,
and Contracting Community user groups. SPOT allinese users to enter basic contract data
and information about related task orders. Usensatgo define the relationships between
contractor companies serving as prime and subaiotsafor the contract/task order.

In this chapter you will learn how to search faraatract and task order, add a contract and task
order, and manage the details of a contract akdotaker.

3.1 HOWTO SEARCH FOR A CONTRACT

Before initiating the action to add a contract RCH, a search for the contract to determine
whether it already exists in the system is stromgiyouraged as an industry best practice.

To Search for a contract, perform the following ste  ps:

Step Action

1 From the Home page, click on the Contracts tabuadh the Manage Contracts pag

L

Results: The Manage Contracts page will display.

=

T —

Home

Sl news [1 SYSTEM ALERT

Start Here
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Step | Action

2 Input the desired search criteria, and clickSiearch for Contractsbutton.

Results: The search results window will display a list ohtacts.

Home ¢ Search Contracts

Contracts

) add a Contract

Search for Contract
Search for a contract to view or edit, Use search filkers below to refine your search,

Contract Number: Contract AQency: | sglect Contracting Agency v
Period of Performance Date Range (mmfdd ey Contracting Officer’s
Stark: to End: (ATEE (TS
Contracting Officer’s
Last Name:
e —
q Search for Contracts D
e ———

@ When you execute a contract search without entenygsearch criteria, all
contracts you are able to access, as determingduryuser role, are included in the
search results.

Once the contract search results are generatethay@the ability to sort the search results by the
information displayed in several of the columns line appears under the column heading when the
cursor is placed over it, then the column can ke ts sort the records. By clicking on the same
column heading twice you are able to reverse theosder.
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Home : Search Contracks

Contracts
@) Add a Contract

- Search for Contract

Search for a contract ko view or edit, Use search filkers below to refine your search.

Contract Number: | | Contract Agency: |Select Cantracking Agency v
Petiod of Performance Date Range {mm/dd/yyyed: Contracting Officer's I
Stark: | | to End: | | First Name:
Contracting Officer's |
Last Name:

Search for Contracts

Contract Number Agency Start Date End Date Contracting Officer

DAAED7-01-C-MO11 01/01/1900 01/01/1900

SS9E9595 CIA 01/01{1990 01/01{2090

W ISP FT-06-D-T206 Diept, of the Army 01172005 12f31z010

0950505 DARPA 01/01/2007 01/10f2002

2225455 DiZad 01/01/2007 12/31 /2008 Ko, AMC
Tesk 296 Dept, of the Army 01/01/2007 01/01/2009 Rizzo, Rizzo
200 CIA 01/20{2007 12}2042008 KO, AMC
brian CIA 01/20{2007 12}20{2009 KO, AMC
Darryl CIA 01/20{2007 12}2042008 KO, AMC
kommy CIA 01/20{2007 12}20{2008 KO, AMC

1 23456 7 8 9

Figure 9: Contract Search Results Page
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Step Action

3 Click on the desired contract number.

Results: The Manage Contracts page will display.

Contract Number Agency Start Date End Date Contracting Officer

DaAEDT-01-C-M011 a1/0171900 a1/01/1900

05959595 CIA a1/0171990 014012090

WI1SPFT-06-D-T206 Dept. of the Army aLf17y2005 123102010

0950505 DARPA a1/01y2007 01/10/2009

2225458 DCAR a1f01yz007 12}31 /2008 KiD, AMC
Test 996 Depk. of the Army 01/01j2007 01/01/2009 Rizzo, Rizzo
299 CIA a1fz0jzo07 1z{z0fz2005 ki, AMC
brian CIA a1fz0jz007 12{20f2009 K, aMC
Duarryl CIA a1/z2042007 12/20/2008 ki, AMC
Loy CIA a1/2042007 12{20/2008 ki, &M

1 23458 7 8 49

Home: Search Contracts: Manage Contracts

Manage Contracts Select Task Order

Select Contract Action

Contract Information

Contract Number: 2225453 Contracting Officer: KO, AMC
Period of Perf : 1/1/2007 to 12/31/2008 149258
eriod of Performance: 1112007 to 12/31/ 999EAZ3A-9ESE- 40 3A-BEF4-
summary of Services: FIEEEAETOAFI@ est. mil
Contracting Dfficer*s MNo COR associated,
Representative (COR):

Contracting Agency: DCAS
Contracting Office: SPAWAR

Contract Government Furnished Services

Prime Contractor{s)

BAH
BAE
—
¢  ReturntoSearch )
e ——
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TheReturn to Searchbutton allows users to navigate back to the Se@osftracts page;
however, the contract search will not display trevusly entered search criteria or
generated search results. To return to the prelyigemerated search results, you will
need to use the Web browser’s back navigation butto

3.2 HOW TO SEARCH FOR A TASK ORDER

You can select and view the details of a task oadeociated with a contract from the Manage
Contracts page. Not all contracts have task ordérms.visual cue is the presence (or absence) of
the Select Task Order drop-down list on the Mar@getracts page (see Figure 10).

Horne: | Person | Conkracks | Reparts |

Home: Search Contracts: Manage Contracks

Manage Contracts

Select Contract Action v | ked

Select Task Order |+ | )

Contract Information

Contrack Number: 2225458 Contracting Officer: KO, AMC
Period of Perf : 1/1/2007 ta 12/31/2008 143258
eriod of Performance: 1/1/2007 to 12431/ 999BA23A-OESE-4C3A-BEFS-
Summary of Services: FZ6EBAETOAFI@test mil

Contracting Officer's Mo COR associated,
Representative (COR):

Contracting Agency: DCAA
Contracting Office: SPAWAR

Horne: Person Contracts Reports

Home: Search Contracts: Manage Contracts

Manage Contracts Select Contract Action

Contract Information

Contract Number: DAA-DI-D-DDI Mo associabed Task COrder(s) I Contracting Officer: KO, AMC
; . 149258
Period of Performa_m:e. 1/1J2007 ko 1/1)f2015 O00EAZ S A-0ESE-4C 34 BEF4-
Summary of Services: FEAEEAEFOAFS@test, mil

Contracting Dfficer’s Mo COR associated.
Representative (COR):

Contracting Agency: Dept, of the Army
Contracting Office: AMC

Figure 10: Manage Contracts Page - With and WithoufTask Order

The drop-down list does not appear on the Managdr@ds page for contracts that do not have
an associated task order. Instead, you will seessage indicating that no task orders exist for
the contract. When the Select Task Order drop-dastis visible, you can search for and
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display task orders associated with the contract.

To search for a task order, perform the followings  teps:

Step | Action
1 Conduct a search for the contract associated Wihlésired task order and click on its
name in the search results.
Results: The Manage Contracts page will display.
Contract Number Agency Start Date End Date Contracting Officer
new Javascript Mamespace oalition Partrers 01/01/1753 01/01/2009
test duplicate personnel CIA 01/01/1300 01/01/1900 Contractor, CompanyZ23
4040-017-334359 01/01/1900 01/01/1900
= 523 010171900 o1/o01/1900
- 01/0171900 01/01/1900
DaLA09-02-0-0007 01/01/1900 01/01/1900
DAAABBOT-03-A-D625 01011900 oifo1/1900
DAARDODZ-0Z-A-G001 01/01/1900 01/01/1900
DALEDL-01-D-G002 010171900 01/01/1900
DAABDT-00-A-4755 01/01/1900 01/01/1900
1 2 3 4 5 6 7 8 9 10 ..
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Step | Action

2 Click on the drop-down arrow of the Select TaskéDrakction box to display the task
order list, select the desired task order, thesk¢he green arrow button to the right of
the selection box.

Results: The Manage Task Order page will display.

Horne Person Contracks Reports

net Search Contracts: Manage Contracts

Manage Contracts Select Contract Action

Select Task Order (| ke

'Select Task Crder
=2l 5

Contract Information

Contract Number: 2223455 Contracting Officer: KO, AMC

i ; 149255
Period of Performa_nce. 1/1/2007 ko 12/31)2005 O00BAZ 3 A-0ESE-4C 34 BEF4-
Summary of Services: TEREGAE FOAFS@Lest, mil

Contracting Dfficer’s Mo COR associated.
Representative (COR):

Contracting Agency: DCA4A
Contracting Office: SPAWAR

Contract Government Furnished Services

Reminder: If the selected contract does not hav&saaociated task order, the Select
Task Order drop-down box will not be visible.
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Step | Action

3 To return to the contract page, click on Beturn to Manage Contractsbutton
located in the lower right corner of the Task OrDetails page.

Results: The Manage Contracts page will display.

Home : Search Contracts @ Manage Contracts @ Manage Task Order

Manage Task Order Select Task Order Action

Contract Information

Contract Number: 2223453
Period of Performance 1/1/2007 ko 12/31/2003
Summary of Services:

Task Order Information

Task Order Number: 22234551 Contracting Officer: KO, AMC
: 149255
Period of Performa_mce 4/11/2007 to 5/11/2007 SOEAZIA-SESE-4C3A-BEF4-
Summary of Services: 72EEEAETOAFS@test mil

Contracting Officer's
Representative (COR):

Contracting Office: SPAWAR

Contractor Information

Prime Contractor:  BAH

SubContractor{s)
BEAH

q Return ko Manage Contracts |’

To return to the previously generated search resude the Web browser’s back
navigation button.

Authorized users can update task order detailsvaarthge the subcontractors from the
Manage Task Order page. Section 3.6 provideskstegiep instructions on performing
these tasks.

& &

Government Organization Users 40 Publication DateApril 2008
FOUO



SPOT FOUO Training Workbook

3.3 HOWTO ADD A CONTRACT

You can enter basic information about a contradtary associated task orders in SPOT. When
a contract is first added, you will be given theiapto add a task order. You do not have to add
a task order when a contract is first added to SBOU can add a task order at a later time.

To add a contract, perform the following steps:

Step | Action

1 From the Search Contracts page, clickAbd a Contract link.

Results: The Add/Update Contract Details page will display.

Horme | Person | Corkracts | Reports |

Home : Search Contracts

Contracts

&) Add a Contrac

@, Search for Contract
Search for a contrack to view or edit, Use search Filkers below ta refine your search,

Contract Number: | | Contract Agency: |Select Contracking Agency v

Period of Performance Date Range {mm/dd/yyysy: Contracting Officer's |

First Name:
Start: to End:
] ] Contracting officer's |
Last Name:
Search for Contracts |

s

y

The Add/Update Contract Details template containgraber of data fields. Adding a contract is
a five-step process.

Step | Action
2A Enter basic contract information.
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Home | Petrson | Contracts | Repaorts |

Home @ Search Contracts : Manage Contracts : Add/Update Contract Details

Add/Update Contract Details

Contract Information

* Contract Number: |Contract 104 |

Period of Performance

*Start:  [oyjo1/z008 | ey

*End:  [gyjo1/z010 | trnmgddtyyyy)

Summary of Services:

{Char Count) Max=255

* Contracting Agency: Dept. of the Army v

Since there is a relationship between the Contrgediffice and Contracting Officer, you must
first select the Contracting Office to determinaeih(if any) contracting officers are affiliated
with that office. Only those contracting officeegistered as SPOT users will appear in the list.

Step | Action

2B Select the Contracting Office from the drop-dovan, lthen choose the Contracting Offiger
from those listed (if there are any).

Results: Contact information for the contracting officeriv@ppear on the Add/Update
Contract Details page.

Home | Person | Contracks | Reports |

Home @ Search Contracts @ Manage Contracks @ AddfUpdate Contract Details

Add/Update Contract Details

Contract Information

* Contract Number: |Contract 104 |

Period of Performance

*start:  [nyjn1/zo08 | (i

“End: [g1n1j2010 | oengedd ey

Summary of Services:

{Char Count) Max=255

* Contracting Agency: ! Lk Flbe b AL!
* Contracting Office: | AMC w |
Contracting Officer: | Ko, AMC - |
149258
999BAZ3A-9ESE-4C3A-BEF4-72666AETOAF @ est  mil
*Will you be adding a NEW Task Order? ves O o @
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Step | Action

2C Select the¥esradio button if you want to add a task order & time; select th&lo radio
button if you do not want to add a task order.

Home @ Search Contracts @ Manage Contracks @ AddfUpdate Contract Details

Add/Update Contract Details

Contract Information

* Contract Number:

* start:
* End:

Summary of Services:

* Contracting Agency:
* Contracting Office:

Contracting Officer:

Contract 104
Period of Performance

01/01/2008 (mrnfddfyyyy)

01012010 (rmmfddfsyyy)

{Char Count) Max=255

*Will you be adding a NEW Task Order?

Dept, of the Army A
AMC w
KO, AMC v
149258
BB =SSR Sri=FIErt AP il
ves (O Mo ()

Step | Action

2D Select the contractor company from the pre-pated| drop-down list, then click theld

button.

Results: Contractor company name will appear in the aréabthe selection box.

Prime Contractor(s)

* Prime Contractor:  |gaH

The following prime contractors will be added: F

[Cancel [l Save Contract Iformation |

Security Notice | Privacy Stat nt | Accessibility Stat nt

process by selecting the contractor company fraerdtbp-down list and clicking the

@ SPOT allows additional prime contractors to be dddecontract. Repeat the

add button. If the contractor company does not appe the pre-populated list, you
will need to seek technical assistance througtsth@T Help Desk to have the
company added to the list.
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Step | Action

2E Click theSave Contract Information button to save the Contract.

Results: The page displayed will be dependent on the anpresided in step 2C. Ifa
task order will be added, the Add/Update Task Oftails page will be displayed. If
the task order will not be added, the Manage Cotgnaage will be displayed.

The following prime contractors will be added: BAE

—
| Save Contract Information |

3.4 HOWTO ADD A TASK ORDER

There are two ways to add a task order to a can{fBeduring the add contract work flow
process or (2) from the Manage Contracts pagerf@xéting contract.

Step 2C of the add contract process flow provilesoption to add a task order. If “Yes” is
selected, SPOT will automatically display the AdesK Order Details page when the Save
Contract Information button (Step 2D) is select@d. add a task order to an existing contract,
select the Add Task Order option from the Managetfaats page.

The step-by-step instructions below illustratedldd a task order work flow process when
adding a task order to an existing contract. Addirtask order in conjunction with adding a
contract begins with Step 2.

To add a task order, perform the following steps:

Step | Action

1 From the Manage Contracts page, seleciihd Task Order option from theSelect
Contract Action drop-down list and click the arrow.

Results: The Add Task Order Details page will display.
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Home | Person | Cantracks Reports

ne; Search Contracks: Manage Contracts

HEETS (B Select Task Order | ks

Contract Information .
-- Lpdate Contract Details

Contract Number: 2225455 Contracting Dfficer: KO, AMC
Period of Perf : 1/1/2007 to 12/31j2008 149258
Sro T eriormance i o 12/31f O00BAZ3A-OESE-4C 38-BEF4-
Summary of Services: F2EEEHETOAFI@test . mi

Contracting Officer's Mo COR associated.
Representative {COR):

Contracting Agency: DCAS
Contracting Office: SPAWAR

Contract Government Furnished Services

Step | Action

2 Input the Task Order details.

Reminder: When adding a task order, you will need to firsésethe Contracting
Office, then the Contacting Officer. The names apipg in the Contracting Officer
drop-down list will be restricted to those indivads who are registered SPOT users.

Government Organization Users 45 Publication DateApril 2008
FOUO




SPOT FOUO Training Workbook

FOR OFFICIAL USE ONLY Home | Help | Training | Logout

SYMCHROMIZED PREDEPLOYMENT
& OPERATIONAL TRACKER Welcame, Admin BAE

Hame | Person | Contracks | Repaorts

Home : Search Contracts : Manage Contracts : + Add Task Order Details

Add Task Order Details

Contract Information

Contract Number: 2223453
Period of Performance:  1/1/2007 to 12§31/2005
Summary of Services:

Add Task Order Details

* Task Order Number: | ‘

Period of Performance

* .
Start: | |tmmiddiyyey)
* End: |

‘ (mmfddiyyyy)

Summary of Services:

{Char Count) Max=255

* Contracting Office: | Select a Contract Office v |

Contracting Officer: | select a Contracting Officer v |

Contracting Officer's Representative {(COR)

First Name: |

Last Name:

|
Work Phone: |
|

Email:

Prime and Sub Contractor({s)

* Prime Contrackor: | Selert 5 Prime Contrarkor s

Sub Contractor: | Select a Sub Contractor ~ ‘ m|

The following sub contractors will be added:

| Save Task Order Information |

Security Motice | Privacy Statement | Accessibility Statement

@ SPOT requires that the Task Order start and eresdall within the contract’s period of
performance.

Once you have identified the sole prime contraftothe task order (step 3 below), you have the
option of identifying one or more subcontractorsaesed the task order.

Step | Action

3 Select the prime contractor(s) from the drop-doishand the subcontractor(s),
associated with the task order. Click fad button.

Results: Names of the subcontractors added to the task witl@ppear in the box
below the selection drop-down field.
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Prime and Sub Contractor(s)

* Prime Contractor: | Select & Prime Contractar % |

Sub Contracto, 'me Cantractor

|BA

=

The following sub contractors will be added:

| Save Task Order Information |
Advanced Information Syst
Prime and Sub Contractor(s) Advanced Internatiopal El
Ady, rograrnring Conc
* prime Contractor: < COM Goverrment Services
AEGIS, Inc. w
Sub Contractor: :Mntr_actor - E

The following sub contractors will be added:

| Save Task Order Information |

To add multiple subcontractors to the task ordeeat the two-step process (i.e.,
select the subcontractor from the drop-down list @itk theAdd button).

Step | Action

4 Click Save Task Order Information button.

Results: The Manage Task Order page will display featurirgmfirmation message that
states The task order has been created successfully.

Prime and Sub Contractor{s)
* Prime Contractor:  |gaH «

Sub Contractor: | AEGIs, Inc, v m|

The following sub contractors will be added: @

| Save Task Drder Information

3.5 HOW TO MANAGE CONTRACT DETAILS AND PRIME CONTRA CTORS

From the Contract Details page you are able to tepith@ contract information, update the list of
prime contractors awarded the contract, and mattegeontract’s Government Furnished
Services (GFS). GFS for persons deploying againsh&act can only be specified by the
contracting officer appointed to manage the contfEtee contracting officer must be a
registered, “active” SPOT user.
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To update contract details, perform the following s teps:

Step | Action

1 SelectUpdate Contract Detailsfrom the drop-down list of the Select Contractifiot
field, then click the green arrow.

Results: The Add/Update Contract Details page will display.

Home | Person | Contracts | Reports | AccountInformation |

ne; Search Contracks: Manage Contracts

Manage Contracts Selact Task Order [ ked

Select Contract Action
‘Select Contract Action
-- Manage Prime Contractors

Contract Information - 8 Task Order

Contract Number: 2225455 Contracting Officer: KO, AMC
Period of Perrorma_nce: 1)1/2007 to 12/31j2008 éggéiga ML
summary of Services: F26EEAETOAFT @test.mi
Contracting Officer's Mo COR associated.
Representative {COR):
Contracting Agency: DCAG
Contracting Office: SPAWAR
Step | Action
2 Update the contract details as required, then thelSave Contract Information
button.

Results: The Manage Contracts page will display featurirggrtiessage “The Contrac
has been updated successfully.”
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Home |Persnn |lerads | Reports | Account Information |

Home ¢ Search Contracks : Manage Contracks : Add/Update Contrack Details

Add/Update Contract Details

Contract Information

* Contract Number: |2228458 |

Period of Performance

*starts (112007 | mmiadyyyy)

TEnd: [12131/2008 | mmiddiy)

Summary of Services:

0 {Char Count) Max=255

* Contracting Agency:

* Contracting Office: | SPAWAR w |
Contracting Officer: | KO, AMC w |
149255

999BAZ3A-IESE-4CIA-BEF-7 2666 AETOAFI@test, mil

Contracting Officer's Representative (COR)

First Name: |

Last Name:

|
Work Phone: |
|

Email:

| Save Contract Information |
= —

To update the prime contractors associated with the contract, perform the following
steps:

Step | Action

1 SelectManage Prime Contractorsfrom the Select Contract Action drop-down list,
then click the green arrow.

Results: The Manage Prime Contractors page will display.
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Harne | Person | Contracts

Reports

ne; Search Contracks: Manage Contracts

Manage Contracts

Contract Information

Contract Number: 2225455
Period of Performance: 1/1/2007 to 12/31)2005

Select Task Order | b

summary of Services:

Select Contract Action

& T e R
anage Prime Contractors D
[ o =EE

-- Update Contract Details

KO, AMC
149255

Contracting Officer:

999BAZ30-9E5E-4C3A-BEFS-
T2E6EAETOAFI@test mil

Contracting Officer's Mo COR associated.

Representative {COR):

DCAA
SPAWAR

Contracting Agency:
Contracting Office:

Step | Action

table displayed.

Select the contractor company from the drop-distnthen click theAdd button.

Results: The contractor company will be added to the prim&t@ctors list in the

Horne | Person | Contracts

e : Search Contracks : Manage Contracks : Manage Prime Contractors

Manage Prime Contractor(s)

Contract Number:

Prime:

| BAH
| BAE

2225458

(ASEE) American Science a
(C5C)

~|3D1 Technologies, LLC
301, Inc,

==
AAI Corp.

Repeat the above two-step selection process asthéedelect contractor companies

affiliated with the contract.

AAI Services Corp,
AnceT T

JNNTRNRAN, |

o
Select a Prime Contrackor (v ml ’

__|Select a Prime Contractor Al

Return ko Manage Contrackts

If the contractor company does not appear on tegppulated list, you will need to
submit a request through the SPOT Help Desk talaedompany to the list.

Step | Action

desired subcontractors.

Click theReturn to Manage Contractsbutton once you have successfully added th

Results: The Manage Contracts page will display.

112
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Horne | Person | Contracks | Reporks |

Haome : Search Contracts @ Manage Contracts @ Manage Prime Contractors

Manage Prime Contractor(s)

Contract Number: 2228453
Prime: | select a Prime Contractor ~ |m|

Prime Contractor
77 Construction & Trading
BaH
BAE

Return ko Manage Contracts /

3.6 HOW TO MANAGE TASK ORDER DETAILS AND SUBCONTRAC TORS

From the Task Order Details page you are able tatgptask order information and the
associated subcontractors by selecting the appitegask order action from the Select Task
Order Action drop-down list.

To update a task order, perform the following steps

Step | Action

1 Select the task order from the Manage Contraage then click the green arrow.

Results: The Manage Task Order Details page will display.

Hame | Person | Conkracts | Reparts |

Home: Search Contracts: Manage Contracts

FETEED (EETEES Select Contract Action v
Contract Information
Contract Number: 2225458 Contracting Officer: KO, AMC
; . 149255
Period of Performa_nce. 1/1/2007 to 12312008 SGUEA23A-JESE-4CaABEF-
Summary of Services: TZBEEAETOAFI@est mil

Contracting Officer's Mo COR associated,
Representative (COR):

Contracting Agency: DCAA
Contracting Office: SPAWAR
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Step | Action

2 SelectUpdate Task Order from the drop-down list of the Selection Task Qréetion
field, then click the green arrow.

Results: The Add Task Order page will display.

Horne | Person | Contracks | Reports |

e ¢ Search Contracks @ Manage Contracts | Manage Task Order

Manage Task Order

Select Task Order Action
Select Task O A tion
ubcontractors

Contract Information - Update Task Order

Contract Number: 2223458
Period of Performance 1/1/2007 ko 12/31/2008
Summary of Services:

Task Order Information

Task Order Number: 22234551 Contracting Officer: KO, AMC
Period of Perf 4/11/2007 ko 5/11/2007 149258

eriod of Performance 4/11/2007 ko S/11/ S95BAZ5A-9ESE-4C3A-BEF4-
Summary of Services: F2E66AETIAFI@test, mil

Contracting Officer's
Representative {COR):

Contracting Dffice: SPAWAR

\/v/

Step | Action

3 Update the task order details as required, theRk thieSave Task Order Information
button.

Results: The Manage Task Order page will display,featurhmgrmessage “The Task
Order has been updated successfully.”
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Home | Person | Conkracts | Reparts | Account Information

Home ; Search Contracks : Manage Contracts : Manage Task Order : Task Order Details

Add Task Order Details

Contract Information

Contract Number:  Contract 500
Period of Performance:  01/01/2008 to 010172009
Summary of Services:

Task Order Information

* Task Order Number: | |

Period of Performance

*Start: | | trmgeld i)

*End: | [ gty

Summary of Services:

(Char Count) Max=255

* Contracting Office: | Select & Cantract Office v|

Contracting Officer: | Select a Contracting Officer |

Contracting Officer's Representative (COR)

First Name: |

Last Name:

|
Work Phone: |
Email: |

Prime and Sub Contractor({s)

* Prime Contractor: | Seleck a Prime Contractor |

Sub Contractor: | Select a Sub Contractor w | m|

The following sub contractors will be added:

SPOT allows authorized users the ability to assecraultiple subcontractors to a task order. To
remove a subcontractor, however, the authorizedwiieneed to seek technical assistance
through the SPOT Help Desk.

| Save Task Order Information D

To add a subcontractor to a task order, perform the following steps:

Step | Action

1 SelectManage Task Order Subcontractorsfrom the drop-down list of the Select Task
Order Action field then click the green arrow.

Results: The Manage Task Order Subcontractors page willaysp
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Horne | Person | Contracks | Reports

e ¢ Search Contracks @ Manage Contracts | Manage Task Order

Manage Task Order

Contract Information

Contract Number: 2223458
Period of Performance 1/1/2007 ko 12/31/2008
Summary of Services:

Task Order Information

Task Order Number: 22234551 Contracting Officer: KO, AMC
Period of Perf 4/11/2007 ko 5/11/2007 149258

eriod of Performance 4/11/2007 ko S/11/ S95BAZ5A-9ESE-4C3A-BEF4-
Summary of Services: F2E66AETIAFI@test, mil

Contracting Officer's
Representative {COR):

Contracting Dffice: SPAWAR

Step | Action

2 Select the contractor company from the drop-disinthen click theAdd button.

Results: The contractor company will be added to the sulyectdrs list in the table
displayed.

Horne: | Person | Conkracts | Reports |

Home : Search Contracks ; Manage Contracks : Manage Task Order : Manage Task Order Sub Contractors

Manage Task Order Sub Contractors

Contract Number: 2228453
Task Order: 22234551

Subcontractor{s)

BAH

Return to Manage Task Orders |

Repeat steps 1 and 2 as needed to select and mpeuwies affiliated with the task order.

@ If the contractor company does not appear on tegppulated list, you may add the
company through the Advanced Person Search ondheehbage or you will need to
submit a request through the SPOT Help Desk

Step | Action

3 Click theReturn to Manage Task Ordersbutton once you have successfully added
the desired subcontractors.
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Results: The contractor company will be added to the sulyectdrs list in the table
display.

Horne: | Person | Conkracts | Reports |

Home : Search Contracts : Manage Contracks @ Manage Task Order : Manage Task Order Sub Contractors

Manage Task Order Sub Contractors

Contract Number: 2228455
Task Order: 22284581

Subcontractor: Select a Sub Contractor w |m
Subcontractor(s)
301, Inc,
EAH
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Chapter

4 MANAGE PERSONS

The Manage Persons functionality in SPOT is resilitco Contractor Company and Government
Organization user roles. In this chapter you iggéirn how to search for a person, add a person,
and edit a person’s profile.

41 HOW TO PERFORM A BASIC SEARCH FOR A PERSON

You have the ability to search for persons in SP@Mhen you do not specify any filter criteria,
the Person Search results will include all persbasgociated with your company as either a
prime or subcontractor employee.

To search for a person using the basic search, perf ~ orm the following steps:

Step | Action

1 From the Start Here section on the Home page, eatach criteria for the person you
are searching.

Click on theFind Personbutton.

Results: The Person Search results will display.

Start Here

&) Add a Person <o Search for Contract

% Search for Person

Search for a person to deploy or view deployment information

e —
LastName:l FII‘SI:NHIIIE:I 4 Find Person D

P Advanced Person Search
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Step | Action

2 Click on the name of the person to access theithal's record in SPOT.

Results: The person’s View Person Summary page will display.

Home

& news Start Here

@ Add a Person

View All
Search for Person
= Search for a person to deploy or view deployment information
) sPOT Quick Links P Per Per
» Contact Us Last Name: First Name:
¥ FAQs
P Release Notes P Advanced Person Search

Search Results:

Name Status SSN ‘Organization
Burrows, Jackie Currently Deployed 2000-300-TETH SAIC
Coffinhammer, Charles Currently Deployed HHH-HH-1224 SAIC
Doe, John Mot Deployed HHH-¥H-3333 SAIC
Finn, Huckleberry Not Deployed HHH-¥K-9999 SAIC
Henry, Blair Not Deployed x00-xx-3548 SAIC
Jones, Sam Currently Deployed 2000-30-5678 SAIC
Medairy, Brad Mot Deployed HHH-¥H-4444 SAIC
Miller, Theresa Not Deployed HHH-30-0000 SAIC
Nixon, James Not Deployed WIH-¥-2222 SAIC
Sealy, Cynthia Not Deployed xxx-xx-1936 SAIC
12
| clos |

42 HOW TO PERFORM AN ADVANCED SEARCH FOR A PERSON

The Advanced Search function allows for more speaifid definitive search criteria. You can
enter search criteria in addition to the first ¢éast name used in the basic person search such as
the person’s citizenship, SSN or FIN, deploymeatist, and employer.

To search for a person using the advanced search, p  erform the following steps:

Step | Action

1 From the Start Here section on the Home pagek ch theAdvanced Person Search
link.

Results: The Advanced Person Search view expands.

Start Here
@ Add a Person %30 Search for Contract

@ Search for Person

Search for a person to deploy or view deployment information
trstname [ mestname[

@va nced Perso@
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Step | Action
2 Input the Advanced Person Search data, clickiheé Personbutton.

Results: The Advanced Person Search results will display.

Home | Person | Contracts | Reports |

Home

5 news

Start Here

0 Add a Person

View All
Search for Person
iﬂSPOT Quick Links Search for a person to deploy or view deployment information

> ContactUs lasthame: | Fistbeme: |
b FAQs
P Release Notes w Advanced Person Search

Giizenship

Devloyment sttus:
® ssn O Fm
s [ ][] 1

Company: ‘ | ./

e,
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43 HOW TO ADD A PERSON

There are two ways to access the Add Person funicti8POT. You can click th&dd Person
link found in the Start Here section on the Homgepar the Person tab located in the upper left
corner of the SPOT navigation bar.

_

Home
=) news Start Here

(&) Add a Person )iFa Search for Contract

View All

Search for Person
d SPOT Quick Links Search for a person to deploy or view deployment information

b contactus T e
» FAQs
P Release Notes ¥ Advanced Person Search

Figure 11: Person Tab of Navigation Bar and Add Peson Link on SPOT Home Page

Once you have launched the Add Person page, faHewgteps listed below.

To add a person, perform the following steps:

Step | Action

1 Specify the person’s citizenship and click 8ae and Continuebutton.

Results: Step 2 of the add person work flow will display.

Home |Persm |Cnnlrad:; | Reports | ‘Account Information |

Home: Add Person

Add Person

NOTE: Step 1 through 4 MUST be completed consecutively to complete the add person process

Step 1 Step 2 Step 3 Step 4

Is this person a:

® u.s. Citizen

O Foreign National

e —
Save and Continue

Security Notice | Privacy Statement | Accessibility Statement

When adding a person who is a Foreign National,witlineed the person’s Foreign Identification
Number (FIN) or passport to complete Step 2. éfplerson’s citizenship is unknown or should not
be disclosed for security reasons, the value “Unkiias available.
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Step | Action

2 Enter the requested personal information for thregre and click th&alidate and
Continue button.

Results: Step 3 of the add person work flow will display.

Home | Person | Contracts | Reports | AccountInformation |

Home: Add Person
Add Person - Search and Validate
MNOTE: Step 1 through 4 MUST be completed consecutively to complete the add person process

Step 1 Step 2 Step 3 Step 4

* First Name: Sally
Middle Initial
* Last Name: Spot
Sffo: | soecta s ]
T S8M: (123 a5 -|4321
* Date of Birth:  |51/01/1960 (mm/ddfyyyy)

*Gender: | Female

* Personnel Category: |U.S. Government Personnel [LI

—
m Validate and Continue
—_—_————

Security Notice | Privacy Statement | Accessibility Statement

)

4

y

7\

Step | Action
3 Input the additional personal information requested click theéSave and Continue
button.

Results: Step 4 of the add person work flow will display.
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Home | Person | Contracts | Reports | Account Information |

Home: Add Person
Add Person - Search and Yalidate

NOTE: Step 1 through 4 MUST be completed consecutively to complete the add person process

Step 1 Step 2 Step 3 Step 4
First Name: Aston Address 1: ‘ |
Middle Initial: address 2: ‘ |
Last Mame: Martin
Suffix: City: ‘ |
SSN: 666778888
State: ‘Select a State v|

Date of Birth: 09/03/1950

Gender: Male 2ip: I:I

Personnel Category: Company Contrackor Personnel Country: |Select a Country 3
Place of Birth:

Home Phone: ‘ |

CAC Expiration:

Work Phone: ‘ |

* Primary Email: ‘ |

‘
T
e

Security Motice | Privacy Statement | Accessibility Staterment

%xgj?

Step | Action

4 Click the pencil icon to select the person’s comypanype in the first three
letters of the company name, sel8etarch.To select the company click
Selectnext to the company’s name. Select Supervisoram-8lupervisor
status, then click th®ave and Add Persorbutton.

Results: An on-screen notification will display, stating thiae person has been adde
successfully. You will be asked to identify thexhaction you would like to perform.

Home | Person | Contracts | Reparts | Account Infarmation |

Haome: Add Person
Add Person - Drganization Affiliation

NOTE: Step 1 through 4 MUST be completed consecutively to complete the add person process

Step 1 Step 2 Step 3 Step 4

Personnel Category: Company Contractor Personnel

* What company does the person work for? | | P4

Superyisor/Non-Supervisor:
O Supervisor/Manager

@ MNon-Supervisor/Non-Manager

[“Concel [l ock | save and add person |
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Select or Add Company

Search: |I:| as

Clear || Cancel

BAE

Account Infor

_an't find your Campany's

Organization

Select

Home: &dd Person

Add Person - Drganization Affiliation

MNOTE: Step 1 through 4 MUST be completed consecutively to complete the add person process

Step 1 Step 2 Step 3 Step 4

Personnel Category: Company Contrackar Personnel

* What company does the person work for? |BAE | //

Supervisor,Non-Supervisor:

O Supervisor/Manager

@ Non-Supervisor /Non-Manager

m # Save and Add Person

Person was successfully added.

What would you like to do next?

® Complete this person’s profile?

O add

another person?

O Exit to profile summary?

Government Organization Users
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4.4 HOW TO EDIT A PERSON PROFILE

In the edit person work flow you may add/edit peedanformation for a SPOT person. SPOT will
present groupings of related personal informataoss four tabs. You can select one of the
following actions on each tab:

« Cancel Redirects you to the View Person Summary page.

- Skip to Next Step Allows you to bypass entering information inldie that are marked with
a red asterisk. You simply view the informatiordakip to the next tab.

- Save Saves the data and refreshes the current page.

- Save and Continue Saves the data and takes you to the next stbp &dit person work flow.

To edit a person’s profile, perform the following s teps:

Step Action

1 Locate the record for the person and clickEad& Personbutton displayed on the
person’s View Person Summary page. (Hint: perfarsearch for the person from the
Home page using tiend Personbutton.)

Results: Tab 1 (Personal Info.) of the edit person work flall display.
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Home |Persnn |lerads | Reports. \ Account Information |

Home : View Person - Jones, Sam (Company Contractor Personnel)

Person Data

Full Name:

Email:
Company:
SSH:

Date of Birth:

Sub-Contractor Details

Primary Company:
Contract Number:
Contract Dates:

Deployment Information

Current Deployment

Person Status:

Arrived:

Actual Arrival Date:
Estimated Deployment:
Countries to be Visited:

Government

Organization:

PM/Branch:

PdM/Office:

Contract Number:

Task Order:

Deployment Purpose:
Current Duty Station

Location:

Arrival Date:

Operation:

System Supported:

Jones, Sam

jones@us, saic.com
SAIC

HXX-XX-5678
04/01f1980

BAH
ABC-1234567
08/23/2007 - 09/23/2008

Active

Has arrived

09/25/2007

08/23/2007 - 08/23/2008
Afghanistan

AMC

LOGSA

MNone selected
ABC-1234557

003

To support the systems.,

Al Iskandariyah, 12
09/25/2007
Operation Iraqi Freedom

Deployment Movements

View Duty Station History

Deployment Status:

Gender:

Citizenship:

DMDC Verified:

CAC Expiration Date:

Task Order Number:
Task Order Dates:

Deployed

Male

United States
Mo

Unknown

003
08/23/2007 - 09/23/2008

[ carcperson |

| Deployment Actions v |

Pre-Deployment
v Create Deployment

Request LOA
v Eligibility Reguirements
v Deployment finerary

Deployment

v In-Theater Arrival

v Duty Station Check In

Re-Deployment

v Plan Re-Deployment

Clozeout Deployment

No Movements are available for thiz perzon 14 days prior to 14 days after the deployment dates.

Complete

LOA Not Requested

Complete

Complete

Complete

Complete

Complete

Incomplete

Security Motice | Privacy Statement | Accessibility Statement

Step | Action

2 Update or change the personal information presentédb 1, if needed,

then click theSave and Continuebutton.

If no update or edit is performed, click tB&ip to Next Stepbutton.

Results: Tab 2 (Passport) of the edit person work flow wifiplay.

Government Organization Users
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Home | Person | Contracts | Reports | Account Information |

Home : View Person : Edit Personal
Edit - Personal Information

1. Personal Info 2. Passport 3. Next of Kin 4. Clearance

Please enter the person information.

First Name: Sam Address 1: 133 apple st |
Middle Initiak Address 2: | |
Last Name: Jones
Suffix: Country: |United States v

SSN: 00x-xx-5078

State: |Arizona v|
Date of Birth: 04/01/1980 o
Gender: Male fty: |masa |
Personnel Category: Company Contractor Personnel Zip: | |
Place of Birth: |hexas |
* Citizenship: | United States v | Home Phone: |480—234—456? |

Work Phone: | |

* Primary Email: |jones@-‘us.saic.com |

(AKO preferred)

= T s
Skip to Next Step m Save and Continue
e

Security Motice | Privacy Statement | Accessibility Statement

@ If the person’s citizenship is unknown or should p@ disclosed for security reasons,
the value “Unknown” is an option on the Citizenstipp-down list.

Step | Action

3 Update the passport information presented in Tabn2eded, then
click theSave and Continuebutton.

Results: Tab 3 (Next of Kin) of the edit person work flowlldisplay.

Home | Person | Contracts | Reports | Account Information |

Home @ View Person : Edit Passport

Edit - Passport Information

1. Personal Info 2. Passport 3. Next of Kin 4. Clearance

Please enter the passport information.

* What is the passport number? |46?43?868?643 |

* When does the passport expire? |Dl,|’Dl,|’2009 |(mm.fdd.fYYYY)

* What country issued the passport? | United States A |

e
m Skip to Next Step m Save and Continue

Security Motice | Privacy Statement | Accessibility Statement
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Step | Action

4 Update the next of kin information presented in Balif needed, then click th&ave

and Continue button.

Results: Tab 4 (Clearance) of the edit person work flow difiplay.

Home | Person | Contracts | Reports. | Account Information |

Haome : Yiew Person ¢ Edit Mext of Kin

Edit - Next of Kin Information

1. Personal Info 2. Passport 3. Next of Kin
Please enter the next of kin information.
* First Name:
Middle Initial:
* Last Name:

* Phone Number:

Alternate Phone Number:

4. Clearance

|Jose

|F0rtun0

|7o3-555-1212

* Relationship:
* Language Spoken: |English v|
Mearest Duty Station: | |;7
ance| ave an ontinue
[Back | skiptoNextStep |[[save | s d Cont
Security Motice | Privacy Statement | Accessibility Statement

Step | Action
5 Update the security clearance information preseimekhb 4, if needed, then click t

Save and Exitbutton.

Results: The person’s View Person Summary page will display.

ne

Home | Person | Contracts | Reports | Account Information |

Home & View Person : Edit Clearance
Edit - Clearance Information
1. Personal Info

2. Passport 3. Next of Kin

Please enter the security clearance information.

4. Clearance

Note: If the person has a security clearance, then the Expiration and

Issuing Agency are reguired.

* Security Clearance: |Top Secret/5CI v |

Clearance Expiration: |UB,|’UZJZUUS

Security Clearance Issuing Agency:

| Gomddfyyyy)

DISCO w

e —
m Skip to View Person Save (  Save and Exit ’
e

Security Motice | Privacy Statement | Accessibility Statement

Government Organization Users
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Chapter

5 MANAGE PRE-DEPLOYMENT

In this chapter you will learn how to create a dgpient; request, review, and authorize a LOA,
and document deployment eligibility requiremenBzfore a person deploys, information about
the deployment and evidence of completion for edtgeeployment criteria must be entered into
SPOT. The deployment creation work flow is a fstep process. In the first four tabs, you
provide contract and logistical information. Fbe ffifth and final step you confirm the accuracy
of essential information. Other tasks includedhmpre-deployment checklist are submit a
LOA request, provide evidence of eligibility reqennents, and enter the deployment itinerary.

5.1 HOW TO CREATE A DEPLOYMENT

To create a deployment for a person, performthe fo  llowing steps:

Step | Action

1 From the View Person Summary page, click@nheate New Deploymenbutton.

Results: The Create New Deployment — Request LOA page vgpldy.

Home : View Person - Jones, Bridget (Company Contractor Personnel)

Person Data

Full Name: Jones, Bridget Deployment Status: Not Deployed

Email: jones_bridget@saic.com Gender: Female
Company: SAIC Citizenship: United States
SSN: oxx-xx-1357 DMDC Verified: Mo
Date of Birth: 01/22/1573 CAC Expiration Date: Unknown
Edit Person |

Deployment Information

There is no current deployment for this person
) e
Create New Deployment |

Security Notice | Privacy Statement | Accessibility Statement
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Step Action

2 Review the information checkilist.
SelectYesto generate a LOA through SPOT.
-OR -
No if the LOA will be prepared using an alternate inoet

SelectingNo will allow you to bypass the request LOA work fl@amd enter directly
into the pre-deployment work flow. (To view theopedures for requesting a LOA
during the request LOA work flow, see section 5.2.)

Click theContinue button.

Results: Tab 1 (Deployment Details) of the create deploynvesrkk flow will display
(this page will only display if you selecté&tb during the previous step; if you selected
Yesyou will be redirected to the request LOA workwlprior to reaching Tab 1 of the
create deployment work flow.)

D

Home @ View Person : Create Mew Deployment

Create New Deployment - Request LDA

Before you begin, you must have the following information ready:
1. Deployment skart and end dates
2. Countries to be visited
3. Deployrment duty station
4, Purpose of deployment
5, Company, authorizing government organization, and next of kin contact information
&, Horne skation
7. Job title during deplayvrment
8. In-theater email

Would you like to request a Letter of Authorization {LOA) for this deployment?

Vs O Mo, LOA already exists: ®

=D

Security Motice | Privacy Statement | Accessibility Statement

Choosing théNo option when asked whether or not you would likeetguest a LOA is
the appropriate choice when the LOA will be prodloatside of the SPOT system.

Choosing théresoption when asked whether or not you would likeetguest a LOA
will send you to the request LOA work flow. Onée trequest LOA work flow is
completed, you will automatically continue to threjoleployment work flow. Some of
the information requested throughout the pre-depkayt work flow will be pre-
populated based on the information that was entemeldsaved during the request LOA
work flow.

o
o
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Step | Action

3 Enter the deployment details, and click @antinue button.

Results: Tab 2 (Contract) of the pre-deployment work flowldisplay.

Home |Persnn |leracls|R£pnrls|xm.nt]nﬁrmalim|
Home : Person ; Step 1 - Deployment Details

Create New Deployment

1. Deployment Details 2. Contract 3. Government Organization 4. In Theater 5. Confirm

What are the start and end dates for this deployment {(mm,/dd/yyyy)?
* Start Date | |

* End Date | |

Which countries are being visited?

*selected Countries
Mo countries are yvet selecked.

| Select Country From List ko Add ... hd |ndd Country
What is the primary deployed duty station?
* primary Deployed Duty Station | | 7
* Operation | Select an Operation From the list ... v |
System Supported | Select a System to suppart ... v |
* What is the purpose of this deployment?
* What is the person’s job title?
Select a Job Title. .. v

D>

Security Motice | Privacy Statement | Accessibility Skatement

To locate and add a country to the Selected Castield you must first select
the desired country from the country drop-downadistl then click thé&dd
Country link. The selected country name is added to tHected Countries
field.
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Step | Action

4 Enter the contract information and click tbentinue button.

Results: Tab 3 (Government Organization) of the pre-deplaymeork flow will
display.

I-kme|Persnn|CmIrads|R£pnrls|xm.ntInfnrmalinn|
Home : Person ; Step 2 - Deployment Contract

Create New Deployment

1. Deployment Details 2. Contract 3. Government Organization 4. In Theater 5. Confirm

Primary Company EaH

* Contract Number | Select & Contract

* Task Order | Mo contract selected to populate Task Order lisk, w

Enter the person’s GS Equivalency for this deploy

G5 Equivalency |Select G5 Equivalency from list ... V|

What is the 24/7 company point of contact info?

First Name

Middle Initial

Last Name

| |
| |
| |
Home Phone | |
| |
| |
| |

Office Phone
Mobile Phone
Email
Back ( Continue |,
Security Motice | Privacy Statement | Accessibilicy Statement
Step | Action
5 Enter the Government organization informatiorg elick theContinue button.

Results: Tab 4 (In Theater) of the pre-deployment work fiail display.
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Home | Person | Contracts | Reports | Account Information |

Home @ Person @ Step 3 - Government Crganization

Create New Deployment

1. Deployment Details 2. Contract 3. Government Drganization 4. In Theater 5. Confirm

What is the person's Supporting Government Organization?
* Primary Supporting Organization | | //

PM/Dffice | |

Pd™M/Branch | |

What is the person’s government point of contact {(POC)?

First Name

Middle Initial

Last Mame

| |
| |
| |
Home Phone | |
| |
| |
| |

Office Phone
Mobile Phone
Email
What is the person's home station?
| |/
] G
Security Motice | Privacy Statement | Accessibility Statement
Step | Action
6 Enter the in-theater information and click thentinue button.

Results: Tab 5 (Confirm) of the pre-deployment work flow Wdisplay.

Home | Person | Contracts | Reports | Account Information |

Hare ¢ Person @ Step 4 —In Theater

Create New Deployment

1. Deployment Details 2. Contract 3. Government Organization 4. In Theater 5. Confirm

* wWhat is the person’s e-mail to be used in-theater?

What is this person’s in-theater point of contact {POC) information?

First Name

Middle Initial

Last Name

| |
| |
| |
Home Phone | |
| |
| |
| |

Office Phone
Mobile Phone
Email
Back |
Security Motice | Privacy Statement | Accessibiliy Statement
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Step | Action

7 Review the details of Deployment Information focaacy, and click th&ubmit
Deploymentbutton.

Results: The deployable person’s View Person Summary patjelisplay.

Home | Person | Contracts | Reports | Account Information |

Home @ View Person : Step 5 - Confirm Deployment

Create New Deployment

1. Deployment Details 2. Contract 3. Government Organization 4. In Theater 5. Confirm

Please confirm the summary information below as valid, then submit the deployment request.
Step 1 - Details

Estimated Dates  06/25/2007 - 06252008
Countries to be Yisited  Afghanistan, Irag
Duty Station Baghdad, IZ
Purpose  Manage Equipment Fixes

Step 2 - Contract

Contract Number  JENNZZZ
Task Order Number 0022

Step 3 - Government Organization

Primary Organization TACOM
PM /Branch PMAMS
PdM / Dffice

Step 4 - In-Theater

In-Theater Email  skip.tangerino@us, army .mil

D e
m| Cancel Deployment Request | Submit Deployment
L

Security Motice | Privacy Statement | Accessibiliy Statement
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Home : View Person - Jones, Bridget (Company Contractor Personnel)

Person Data

Full Name:

Email:
Company:
SSN:

Date of Birth:

Sub-Contractor Details

Primary Company:
Contract Number:
Contract Dates:

Deployment Information

Current Deployment

Person Status:
Arrived:

Actual Arrival Date:
Estimated Deployment:
Countries to be Visited:
Government
Organization:
PM/Branch:

PdM /Office:

Contract Number:
Task Order:
Deployment Purpose:

Current Duty Station

Location:
Arrival Date:
Operation:

System Supported:

Account Information
Jones, Bridget Deployment Status: Not Deployed
jones_bridget@saic. com Gender: Female
SAIC Citizenship: United States
NA-XK-1357 DMDC Verified: Mo
01/22/1973 CAC Expiration Date: Unknown
BAH
CONTRACT#0001 Task Order Number: C0001-Task001
08/01/2007 - 07/31/2012 Task Order Dates: 03/01/2007 - 07/31/2005
e person |
|Depl0yment Actions v|
Pre-Deployment

Active

Mot yet arrived

Mot yet arrived
10/16/2007 - 12/31/2007
Afghanistan

AMC

SDDC
Mone selected
CONTRACT=0001
C0001-Task001
fighting terrorists
View Duty Station History

Andkhvoy, AF
Mot yet arrived

Army Battle Command and Enablers System of
Systems Test (IOTE)

Bradley

Deployment Movements

V Create Deployment Complete

Request LOA LOA Not Requested

Eligibility Regquirements Incomplete

Deployment tinerary Incomplete
Deployment

In-Theater Arrival Incomplete

Duty Station Check In Incomplete
Re-Deployment

Plan Re-Deployment Incomplete

Cleseout Deployment Incomplete

Mo Mowvements are available for thiz person 14 days prior to 14 days after the deployment dates.

Security Notice | Privacy Statement | Accessibility Statement
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5.2 SPOT SYSTEM-GENERATED LOA

A LOA serves as an official Government documenharizing a person to be deployed under a
specified contract or Government mission. SPOTahailt-in business process (work flow)
capable of generating LOAs. The process enableslesa communication and processing of
LOA requests across approval channels, and autdrpadeluction of the document. Each LOA
generated by SPOT features a unique identifieccfiube) and an authorized signature. The
barcode can be used to verify the LOA’s authemntigfon the deployed person’s arrival at the
duty station or AOR and track the person’s movelsgnt

5.3 SPOT SYSTEM-GENERATED LOA

A SPOT system-generated LOA can be requested wheplayment is created as an integral
step in the create deployment process. It is alsgptional action that can be completed
separately at any time during the pre-deploymeaselof the deployment work flow.

Generation of a LOA through SPOT follows the predésw shown below:

* Submit a request by an authorized SPOT user @antractor Company Administrator or
Government Organization Administrator/Authority).

* Review and authorize the LOA request (LOA authdiacan only be completed by a
Government Authority user).

» Review and approve the LOA request (LOA approval@aly be completed by a
Contracting Officer user).

» Digitally sign the approved LOA; digital signaturae generated by SPOT on behalf of a
Contracting Officer.

» Generate the read-only portable document file (PDF)
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The two-page, read-only PDF version of the LOAnsbedded into the Deployment record of
the deployable person in SPOT. The LOA remains@eind accessible (unless revoked) for the

term of the deployment.
54 HOW TO REQUEST A LOA

A SPOT system-generated LOA can be requested wheplayment is created as a step in the

create deployment process (see section 5.1)als@san optional step that can be completed
separately during the pre-deployment phase of épéogiment work flow.

To request a LOA during the pre-deployment phase, p

erform the following steps:

Step | Action

1
checklist.

From the View Person page, click tRequest LOA link found in the pre-deployment

Results: Tab 1 (Government Authority) of the request LOA wéiow will display.

Home @ View Person - Tangering, Skip (Campany Contractor Persannel)

Person Data

Full Name:

Email:
Company:
SSN:

Date of Birth:

Deployment Information

Current Deployment

Person Status:

Arrived:

Actual Arrival Date:
Estimated Deployment:
Countries to be Yisited:

Gorvernment
Drganization:

PM/Branch:

PdM/Office:

Contract Number;

Task Order:

Deployment Purpose:
Current Duty Station

Location:

Arrival Date:

Operation:

System Supported:

Deployment Movements

Tangerino, Skip Deployment Status:

Deployrment Actions

s tangetino@us, army mil Gender:

BAH Citizenship:

WX -BE66 DMDC Yerified:

09/035/1952 CAC Enpiration Date:
Pre-Deployment

Ackive w Create Deployment

Mot yet arrived

Mot yet arrived
06/25/2007 - 06/25{2008
Afghanistan, Irag

Request LO&

TACOM Deployment Kinerary
PM AMS — 5

Mone selecked eploymer

JEMNZEZ In-Theater Arrival
o0zz

Manage Equipment Fixes Duty Station Check In

¥iew Duty Station History
Re-Deployment

Baghdad, 12

Mot yet arrived
Operation Iragi Freedom
CPTRAKS

Plan Re-Deployment

Clozeout Deployment

Mo Movemerts are available for this person 14 days prior to 14 days after the deployment dates

Eligjibility Recuirements

Not Deployed

Male

Urnited States
Mo

Unkriown

[ person
V8

Complete
LOA Hot Requested
Incomplete

Incomplete

Incomplete

Incomplete

Incomplete

Incomplete

Security MNotice | Privacy Statement | Accessibility Statement
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Step | Action

2 Enter the Government Authority information anidlckthe Continue button.

Results: Tab 2 (Contract) of the request LOA work flow wdikplay.

Home | Person \ Contracts | Reports | Account Information |

Home : Ferson : Request LOA

LOA - G hority
1. Government Authority 2. Contract 3. Personal Info 4., Passport 5. Next of Kin 6. Clearance
Users were successfully populated from the selected government organization(s).

‘What is the person's Supporting Government Organization?
* Primary Supporting Organization |AMC | f

PM/office  [sppc |

PdM/Branch | |

‘What is the government authorizing user for this deployment?
* Authorizing User

Cancel LOA Request ‘@

Security Motice | Privacy Statement | Accessibility Statement

Step | Action

3 Add or update the contract information (as negded click theContinue button.

Results: Step 3 (Personal Info.) of the request LOA workvflwill display.

Home | Person | Contracts | Reports | Account Information |

Harne : Person @ Requesk LOA&

Request LOA - Government Authority
1. Government Authority 2. Contract 3. Personal Info 4. Passporkt 5. Mext of Kin b. Clearance

Primary Company BAH

* Contract Number | jJppyzzz v

* Contract KO STONE, JENNIFER.

* Task Ovder  [qozz -

* Task Order KO EUSAELR, KO

D —
m Cancel LOA Request Cancel Deployment Request ' Continue

Security Motice | Privacy Statement | Accessibility Statement
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If there is an existing subcontractor relationsksgociated to the contract,
you will be asked to select one of the two follogiimethods for

deploying the person:

- Deploy person for a specific contract and task orde

» Deploy person for his/her existing subcontractéatrenship.

Step | Action

4 Add or update the personal information, as neethe, click theSave and Continue
button.

Results: Step 4 (Passport) of the request LOA work flow difplay.

Home | Person | Contracts | Reports | AccountInformation |
Haome : Person @ Request LO&

Request LOA - Yerify Profile

1. Government Authority 2. Conktract 3. Personal Info 4. Passport 5. Next of Kin 6. Clearance
First Mame: Skip * Address 1: | |
Middle Initial:
wodle Tnitia Address 2: | |
Last Name: Tangetino
Suffix: * Country: | Select a Country b

SSM: oox--BB66

Date of Birth: 09/08/1582 .
(mmfddfyyyyd Gty: | |

Gender: Male Zip: | |

State: | Select a State S |

Personnel Category: Company Contractor Personnel
* Place of Birth: |

* Home Phone: | |

* Citizenship: |\ nied stares v

Work Phone: | |

* Primary Email: |s‘tanger\n0@us‘army.mil |
(AKO preferred)

[oac [ Sove | Sove and continue |

Security Motice | Privacy Statement | Accessibility Statement

@ You must enter the “State” code when the UnitedeStss selected as the “Country.”
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Step | Action

5 Add or update the passport information, as neeithea, click theSave and Continue
button.

Results: Step 5 (Next of Kin) of the request LOA work flowlhdisplay.

Home | Person | Contracts | Reports | Account Information |

Harne : Person @ Requesk LOA&

Request LOA - Yerify Passport

1. Government Authority 2. Contract 3. Personal Info 4. Passpork 5. Mext of Kin b. Clearance

Passport
* wWhat is the passport number?

* When does the passport expire?

l(mmiddivvw)
*What country issued the passport?
Select an |ssuing Country he
[pack | sove | save and Continue |
Security Motice | Privacy Statement | Accessibility Statement
Step | Action
6 Add or update the next of kin information, as nekdleen click theSave and Continue

button.

Results: Step 6 (Clearance) of the request LOA work flowl display.

Home | Person | Contracts | Reparts. | Account Information |

Home : Person : Request LOA

Regquest LOA - Verify Next of Kin

1. Government Authority 2. Personal Info 4. Passport 5. Next of Kin 6. Clearance
Next of Kin
* First Name:
Middle Initial:

* Phone Number:

| |
| |
* Last Name: | |
| |
Alternate Phone Number: | |

* Relationship: | select a Relationship

* Language Spoken: | Select a Language » |
HNearest Duty Station: | | ./
Foace [ Save | — sove snd Continve —
Security Motice | Privacy Statement | Accessibility Statement
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Step | Action

7 Add or update the security clearance informatiemeeded, then click ttf#ave and
Continue button.

Results: The system redirects you to the create new deploymerk flow beginning
with Tab 1 - Deployment Details.

Haome ¢ Person : Request LOA

Request LOA - Yerify Clearance

1. Government Authority 2. Personal Info 4. Passport 5. Next of Kin 6. Clearance

Enter the following Security Clearance information.
* Security Clearance: | select a Clearance Type v

Clearance Expiration: ey

Security Clearance Issuing Agency: Select an Issuing Agency

D e
I e (e

Security Motice | Privacy Statement | Accessibility Statement

Once you've entered and saved the LOA requestiration, SPOT cycles through the create
deployment work flow. Any data supplied in the L@#juest is automatically pre-populated in the
Create Deployment tabs. However, you may find8R®T has flagged a few additional data fields
that you will need to populate with information.

Look for the red asterisk as you pass through | ;.. pepioyment
the four tabs in the create deployment work o | Crete Desioyment
flow. This is the final opportunity you will
have to update information previously
entered. At Tab 5, confirm the basic details | o Eiobiity Requirements Complete
for the deployment and then select the

Complete

V Request LOA KO Approved

. ) : ) w Deployment tinerary Complete
Continue with the LOA submission
requestradio button. To complete the LOA | "™
request process, click on tBabmit | IrTheser Al complete
Deployment RequeSbutton v Duty Station Check In Complete

Re-Deployment

To track the progress of a LOA that has beer Plan Re-Deployment

Incomplete
requested for a deployable person, navigate o R | -
, . Clogeout Depleyment
the person’s View Person Summary page and e reompEEE
view the status of the requested LOA
displayed in the Deployment Information section.
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5.5

HOW TO SEARCH FOR LOAS BY STATUS OR SEARCH CRIT ERIA

LOAs may be searched for by entering specific gater by utilizing the LOA InboxStatus
drop-down list. The status option provides the &ament Authority/Administrator the
opportunity to filter the list of LOAs either currdy in the LOA process, denied, or after they
have been approved or revoked. Only approved LO&g Ine viewed in their final PDF form.
Refer to Table 2 for status descriptions.

te

e

LOA Inbox
Bulk LOA Processing
- Search for an LOA
T
Requesting Authorit
LOA Requesk Denied
Date e Contract # | ovarment Autharized Status
R KO Approved
03/25,/2008 ;3::'""”"“ iggiﬁﬂ Fending Signed Document Ezrﬁ;:rzr:;lnt
R Pendi
e B e R
03/25/2008 | Fortuno, Jose iggf‘TEST' AMC gg:x:& Eﬂ:ﬁ;:’zr::j“t
Table 2: LOA Status Definitions
Status Definition
Denied LOAs that were denied by the Government Authorityhe Contracting
Officer. Denied requests will appear in the Inlbox90 days, based on the dg
the request was set.
Government | LOAs that have been authorized by the Governmettt@kity and are waiting
Authorized | for the Contracting Officer to review and submitiaa.
KO LOAs that have been approved by the Contractingc@ftf Requests with a
Approved status of “KO Approved” appear in the inbox for ddys, based on the date tf
status of the request was set to “KO Approved.” ifiddally, requests with a
status of “KO Approved” only remain in the inbox wWehthey are considered
active, that is, the In Theater Arrival Date hasrbentered, but the Actual
Departure Date from AOR has not been entered.
Pending LOAs that have been signed by the Contracting ©ffand are waiting for
Signed Adobe Acrobat to generate the final approved LOA.
Document
Pending LOA that is in the Government Authority Inbox, has not been processed.
Request
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Revoked LOAs that were approved and later revoked. Revokgdests will appear in
the Inbox for 90 days, based on the date the réguaesssubmitted.

To Search for a LOA by status, perform the followin g steps:

Step Action

1 From the Government Organization Home page, clickhe drop-down arrow to ope
the statuswindow and choose the status of LOAS to be viewed.

Results: The LOA Search Results will display.

LOA Inbox

Bulk LOA Processing

G| SearchforanlOA

Contrack #:

Last Name:

Status: |

Requesting Authority: |

LOA Requesk

Date Name Contract & Goverment Authorized Status
03/25/2008 FortunoFour, JOSETEST- KD A.pprmrled Government

Jose 1234 Pending Signed Document Authorized

Reguest Pending

FortunoThree, JOSETEST- Government

Dy g NG Jose 1234 Revaked Authorized
JOSETEST- SPAWAR, Government

03/25/2008 Fortuno, Jose 1234 AMC SPAWAR Authorized

You can restrict the search results set by entespegific search criteria for one or
more of the data fields found in the LOA inbox.

%

Step | Action

2 Click on the name of the person to access theithal's LOA.

Results: The person’s LOA Details page will be displayed.
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details page to return to the Government Orgamndtiome page.

If a LOA with a status of “KO approved” is selectede PDF version of the LOA may
be viewed by selecting thdew LOA button.

? For all statuses except LOA Approved, use Baek button on the bottom of the LOA

@} Search for an LOA
Lask Mame: Contrack #: KO Assigned:

Requesting Authority: Status: | KO Approved i m

Search Results:

LOA Request Requesting

Date Name Contract # Autharity KD Assigned Status
. JOSETEST- SPAWAR, Contracting s}
n3fz7sz008 FortunoSixty, Jose 1734 AMC Officer Approved
JOSETEST- SPAWAR, Contracting KO
03/za/z008 FortunoTwo, Jose 1234 AMC SFficor T ——
JOSETEST- SPAWAR, Contracting (4
03/27/2008 FortunoTwenty, Jose 1234 AMC Officer Approved
JOSETEST- SPAWAR, Contracting KO
n3fz7/z008 Fortuno, lose 1734 AMC Officer I—
FortunoSeventy, JOSETEST- SPAWAR, Contracting s}
03/28/2008 Jose 1234 AR Officer Approved
1 2 3 4 &5
LDA[I)I;:unest Name Contrackt # R:E.:‘;_Ei';:;g KO Assigned Status
TERD3Z6-NO- SPAVWAR, Government
03/27/2008 Rowley, B TO U.5. Navy Contracting Officer | Authorized
BIRD, UsZ2az2-03-C- SPAWAR, Governmenkt
03/29/2008 | o r bRy 0056 U.5. Navy Contracting Officer | Authorized
SPAWAR, Governmenk
03/31,/2008 Archer, Alex rogersl U.5. Navy Contracting Officer | Authorized
SPAWAR, Governmenk
03/31,/2008 Archer, Alex rogersl U.5. Navy Contracting Officer | Authorized
03/31,/2008 Washington, SP-TEST-123 LS. Navy SPAVWAR, Government

Greg Contracting Officer | Authorized

Step | Action

3 Click theView LOA button to open the read-only version of the LOA.

Results: The read-only PDF document will display.
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Home : LO&

LOA Details

ame: Hamilton, Doug

M. ANKOL1
Date Submitted: /32008

KO Approved

Deployment Information Profile Information
Deployment Dates: Stark: 5/1/2008 End: 4/30/2009 Primary Email: doug.hamilton@bah, com
Countries to be visited: SON/FIN:  Xx-%%-0001

Country Name
Date of Birth: 1/1/1980

fraq Place of Birth: California
Gender: Male
Purpose: provide kechnical suppart Name of Company: BAH
Supporting Organization: ASC Home Address: 100 Main Street, , Anytown, NE,
PM/Office: LOGCAP Passport #; 090909 - 12312012
PdM/Branch: Escpiration:
Contract Information: Stark: 5/1/2008 End: 4/30/2013 Clearance Level w/ Nane
Contract Number: MySampleContract-001-MoTaskorder gency:
Clearance Expiration
Task Order: Date
Contract Issuing Agency: Dept. of the Army (mm/dd/yyyy):

Theater Duty Station: Abu Ghurayb
Job Title: Combat Developer
Super¥isor/Mon- Hon-Supervisor (Exm i EE e (et
upervisor:
Company Name: BAH
POC: Soprano, Torry
Deployment Contact Information Phone: 301-112-3343
Email:  soprano.tony@bah.com
In Theater En.

hamilton.doug@anyemail. com

MNext of Kin {NOK) Government Contact Information
Name (last, First, MI):  Hamilton, Guod

Government  A5C

Relationship: Brother Agency Supporting

Phone: 933-333-2232 Mission:
Alternate Phone: POC First Name: Joseph
POC Last Name: Thomas
In-Theater Contact Phone: 202-123-4455

Name (Last, First, MI): Msads, Byron
Phone: 718-222-1020
Em

thomas. joseph@office. gov

meade.byron@us.army.mil

Government Furnished Services

LOA Remarks

Government Admin Comments

KO comments listed here will appesar on
the final LOA document

LOA History

Date Status Reason User
4/3/2008 Pending provide technical support John Kennedy
4/4/2005 Government Autharized John Kennedy
442008 LA Pending Signed Document Gearge Custer
4/4/2008 KO Approved George Custer

Comments and Authorization

Governmant Admin Reason

Step | Action

4 Close Adobe® Reader™ to return to the LOA Detadlger Select the Home tab in
the navigation bar.

Results: The Government Organization Home Page will digpla
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LETTER OF AUTHORIZATION

DATE OF REQUEST
41312008

REQUIRING ACTIVITY

ey Support Commans

[GOVT AGENCY POC
Thomas, Joseph

[GOVT AGENCY POC PHONE
202-123-4485

[GOVT AGENCY POC EMAIL

homas osepn@stice gov

NAWE (Last, First, iddie Inia SSNFN [DATE OF BIRTH
Hanmilton, Doug 0030x-0001 11111980
TONE ADDRESS CITIZENSHIP [PASSPORT # | EXPIRATION
100 Main Street United States 090908 / 1213172012
Anytown Nebraska [DEPLOYMENT PERIOD START _|DEPLOYMENT PERIOD END
5112008 47302009

EMAIL
doug.hamilton@bah._com

THEATER EMAIL
hamilten.doug@anyemail.com

CLEARANCE LEVEL w/ AGENCY
None

[CLEARANCE DATE (MmD5vv)

708 TITLE
Combat Developer

NON-SUPERVISOR
Non-Supervisor/Non-Manager

COMPANY {full name)
Booz Allen Hamitton

[COMPANY POC
Soprano, Tony

GMPANY POC TELEPHONE
301-112-3343

[COMPANY POC EMAIL

sopeano tony@bah com

CONTRACT NUMBER/ TASK ORDER

MySampleConiract.001-NoTaskOrderNone

[CONTRACT PERIOD START
5/1/2008

[CONTRACT PERIOD END
41202013

[CONTRACT ISSUING AGENCY

Dept of the Army

NEXT OF KIN (NOK) NAME
Hamilton, Guod

[NOK TELEPHONE
933332232

NOK RELATIONSHIP NOK ALTERNATE TELEFHONE
other

IN-THEATER CONTACT
Meade, Byron

[CONTACT'S PHONE
718-222-1020

[CONTACT'S EMAIL

meade byron@us sy mil

COUNTRIES TO BE VISIT! VERNMENT FURNISHED SERVICES
| APOFPA O authorized Weapon
Irag leting Ocacip card
[Commissany D pependents Authorized
PURPOSE ACS Do Essential
Excess Bagga EdFuel Authorized
provide technical support Govt Fumished Meals LMl Banking
FUND CITEw/ BILLING ADDRESS il Clothing Mil Exchange
Fund Cite Agency Name il lssued Equip Elvitair
Address line 1, MWR EdPrimary care
Citylocation, Alabama - 11111 care O
United States

The government organization specified above, in its mission support capacity under the contract,
authorizes the individual employee identified herein, to proceed to the location(s) listed for the
designated deployment period set forth above. Non-supervisory positions shall be rated GS-12 or
equivalent. Supervisory / Managerial positions shall be rated as GS-13 or equivalent. Upon
completion of the mission, the employee will return to the point of origin. Travel being performed is
necessary and in the public's service. Travel is in accordance with FAR 31.205-36 and the
maximum per diem allowable under the appropriate travel regulations (Joint Travel Regulation (for
AK, Hl and outlying areas of the United States and US possessions), Federal Travel Regulation
for CONUS and US Territories, and Dept of State's Standardized Regulations for OCONUS
Foreign Areas designated by DOS).

Emergency medical support will be determined by the appropriate supported commander.
Contractor authorization aboard military aircraft will be determined by the supported commander.
Necessary identification badges will be determined and provided by the supported command.

This Contractor is considered as “Key Personnel, Government Civilian” in connection with “Non-
Combatant Evacuation Orders” at the civil service grade indicated above.

“ANKOLT"

LOA REMARKS
KO comments listed here will appear on the final LOA document

Contracting Officer
SPOTSigner

Print Name Signed by the SPOT System on behalf of George A Custer

SPOTSigner
en=SPOTSig

ianer
Signature 2008.04.04 14:15:52-0400"

Email george.custer@us.army.mil
Date 4/4/2008
Phone 202 556 5454

AN

KOLT
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SPOT SIGNER is displayed in the signature blockage two along with the statement that the
document was “signed by SPOT on behalf of’ the mh@@ntracting Officer. The date the LOA was
approved and contact information for the Contrgofifficer is also displayed.

The two-page, read-only PDF version of the LOAIs®@mbedded in the deployment record of
the deployable person in SPOT. It remains activkaatessible (unless revoked) for the term of
the deployment.

5.6 HOW TO MANAGE LOA REQUESTS

The built-in process flow featured in SPOT enablathorized users to select and process one or
more LOA requests at a time. The actions that eapdformed are dependent on the authorized
user’s role and the current state of the LOAs. Atharized user affiliated with the Government
Organization may change deployment informationautiorize or deny LOAs for deployable
persons.

The LOA inbox featured on the Government Organiraiiome Page contains all LOA requests
awaiting action (if there are LOAs pending) frone tBovernment Authority.

@ Only Government Authority users have the abilitatghorize LOAs.

To authorize a single LOA, perform the followingst  eps:

Step | Action

1 Select the LOA from the LOA Inbox by clicking time person’s name.
Results: The LOA Details for the deployable person wikplay.

LOA Inbox

Bulk LOA Processing

Q&) Search for an LOA

Last Name: Contract #: KO Assigned:
Requesting Authority: Status: >
LOA Request Requesting 3
Date Hame Contract # Authority KO Assigned Status

Washington, BRAD-TEST- Contractor, -
03/31/2008 123 AMC Company23 Pending

Authorization of the LOA involves a review of theaiment for completeness and accuracy.
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Step Action

2 Make any necessary updates to the details of thiylaent, then check the box to
acknowledge that the information is accurate aruk the Authorize button.

Results: The SPOT Home Page featuring the updated LOAxinGt display.
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Home Person Contracts Reports. Account Information
Home : LOA
LOA Details
Mame: Vashington, Gerald LOA Number: WWMCQBEY
Date Submitted: 3/31/2008 Status: Pending
Deployment Information Profile Information
* Deployment Dates: 5‘3“:‘3,’1,{21)08 | End:lﬂfZ;’EﬂﬁS Primary Email: gw@ge2232.com
. - SSN/FIN:
Countries to be Visited:
Country Name Date of Birth: 12121346
Afghanistan Remove Place of Birth: Irag
Gender: Femal
Select Country from List to Add ... encer: e
Hame of Company: BAH
ChE ey Home Address: 8251 Greensboro Dr, , McLean, VA, 22102
Purpose: (s pport Passport #/ 111111111 - 1/1/2011
Expiration:
Clearance Level wj Mone
- o Agency:
‘Supporting Organization: AMC Clearance Expiration
PH fOffice: Date
PdM/Branch: (mmjddiyyyy):
Contract Information: Start: 1/1/2008 End: 1/1/200%
Contract Number: BRAD-TEST-123
Task Order: TASK-ORDER-1 Company Contact Information
Contract Issuing Agency: Dept. of the Army
Theater Duty Station: Ali Al Saleem Company Name: BAH
Job Title: | chief POC: Washington, George
_ Phone: 703-555-1212
SupervisorHon- ,
Supervisor: Email gw@ge2232.com
O Supervisor
@ Non-Supervisor G Contact i
- Government AMC
SILIE Agency Supporting
Mission:
In Theater Email: gw@ge2232.com POC First Name: ‘George
POC Last Name:
Next of Kin (NOK) Westingion
Mame (last, First, MI): Washington, George Phone: |7|33-555-1212
Relationship: Fiance Email: ‘gw @ge2232.com
Phone: 703-555-1212
Alternate Phone: 703-555-1212
In-Theater Contact
Mame (Last, First, MI): ‘Washington, George
Phone: 703-555-1212
Emailk: gw@ge2232.com
G I =
WR
LOA Remarks
Government Admin Comments
LOA History
Date Status Reason User
3f31/2008 Pending Support Erad Cohen
C and izatie

Training Workbook

=[] 1 have reviewed this LOA and acknowledge that the information is acturaL

‘Government Admin Reason

—
 Bac |
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The Bulk LOA Process gives the Government Authdtity ability to take action on two or more
LOA requests at the same time. The Bulk LOA Praogskeature can be used by the
Government Authority to approve or deny two or mb@As, but it can not be used to change
deployment information. The Bulk LOA Processindlia located in the upper right section of
the LOA Inbox.

To authorize bulk LOAs, perform the following steps

Step | Action

1 Click the Bulk LOA Processing link.

Results: The Bulk LOA Processing Search page will display.

LOA Inbox

Bulk LOA Processing

q&) Search for an LOA

Last Name: Contract #: KO Assigned:
Requesting Authority: Status: e m
LOA [I}:tc:euest Name Contrack # R:L?:;_Eﬁ::r;g KO Assigned Status
Training, Custer, -
04,/01/2008 Tracy TEH_Contractl ASC George Pending
MySampleContract-002- Custer, -
04,/03/2008 Hall, Walter HasTaskOrders ASC o Pending
Hamilton, MySampleContract-001- Custer, -
04/03/2008 Doug MoTaskOrder ASC George Pending
Archer, .
04,/04/2008 alecia TER-1109 ASC USASOC, KO  Pending
04,/04,/2008 :::;‘“5““' TER-1109 ASC USASOC, KO | Pending
1 2
Step | Action
2 Enter the search criteria by selecting the contadttask order (if applicable) from the
drop-down or enter the LOA request date. Selexatiion to be taken and click the
Find button.

Results: The Bulk LOA Processing Search Results pagedigplay with the LOAs
that meet the specified criteria.
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Home : LOA
Bulk LOA Processing

Search for LOA requests to process
*Contract Number: | pran-TEST-123 v

Task Order Number: — O Show All Requests for My Organization(s)

[0 ’
LOA Request Date: () Show My Requests

Date Range {mm,ddfyyyy):
Start: to End: *Action
® Authorize

Q Deny

Find |

you can toggle between pages by clicking on theeHyked page numbers (or the back
and forward links) appearing at the bottom leftnasrof the name list. SPOT tracks the
selections across the pages and reports the nwhh&As selected. On the last page of
search results, the Continue button will changé¢oappropriate action button.

@ If persons eligible for deployment exceed the nunylo@ can view on a single page,

Step | Action

Select the individuals to be included in the bu®A_batch by clicking on the box next
to their names. Selecting ALL will highlight ali¢ names on the page. Review the
names of persons for whom the LOA requests have égperoved, then click the
Authorize button.

Results: The Bulk LOA Confirmation page will display.

Contract #: TER-1109; KO Assigned: USASOC, KO Show: |28 %
an Name LOA Request Date Task Order # Country Deployment Date SSN/FIN
O Anderson, Alex 0402008 TER-1109-1234 Trag 1j1/2008 - 1f1}2009 HH-HH-E328
O archer, decia 04042003 TER-1109-1234 AFghanistan, Irag 1/1/2008 - 1f1/2009 HHH-KH-5504
concel |
Step Action
4 Click OK.
Results: The Bulk LOA Confirmation page will display.
Home ¢ Bulk LOA Processing
Bulk LOA Processing
Confirmation
‘aou successfully authorized 2 LOA requests.
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To deny bulk LOAs, perform the following steps:

Step | Action

1 Click the Bulk LOA Processing link.

Results: The Bulk LOA Processing Search page will display.

LOA Inbox

Bulk LOA Processing

‘@3 Search for an LOA

Last Name: | Contrack #: KO Assigned:
Requesting Authority: Status: M m
LDn[I;aethuest Name Contrack # R:S:;_;i';::r;g KO Assigned Status
04/01,2008 I:gic’;f“g' TEH_Contract1 ASC Custer, George Pending
04/03/2008  Hall, Walter :':ff:;ﬂﬁﬁ';‘:':a‘t'mz' ASC Custer, George Pending
Hamilton, MySampleContract-001- .
04,/03/2008 Doug NoTaskOrder ASC Custer, George Pending
04/04/2008  Ali, Alva | tommy AsC ContrAdmin-SPAWAR, | pending
04,/04 72008 Caine, Bill Test 997 ASC Osenenko, Osenenko Pending
Step | Action
2 Enter the search criteria by selecting the contadttask order (if applicable) from th
drop-down or enter the LOA request date. Selexatition to be taken and click the
Find button.

Results: The Bulk LOA Processing — Search Results pagedveiplay with the LOAs
that meet the specified criteria.

112

Home : LOA
Bulk LOA Processing

Search for LOA requests to process

*Contract Number: | pran-TEST-123 v
Task Order Number: — O Show All Requests for My Organization(s)
LOA Reguest Date: how My Requests
Date Range {mm,ddfyyyy):
Start: to End: *Action
® Authorize
Orpeny
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@ If persons eligible for deployment exceed the nunylo@ can view on a single page,
you can toggle between pages by clicking on theetiyjked page numbers (or the back
and forward links) appearing at the bottom leftnasrof the name list. SPOT tracks the
selections across the pages and reports the nwhh&As selected. On the last page of
search results, the Continue button will changé¢oappropriate action button.

Step | Action

3 Select the individuals to be included in the bu®A_batch by clicking on the box
next to their names. SelectiddiL will highlight all the names on the page. Enter the
reason for denial, then click tieny button.

Results: A confirmation question is displayed.

Bulk LOA Processing

Search Requests to Deny

Contract #: TER1105; KO Assigned: USASOC, KO Shows:
Can Name LOA Request Date Task Order # Country Deployment Date SSM/FIN

O archer, flex 04/04/2008 TER1105-1234 Traq 141)2008 - 1/1/2009 XX-X2-0583

O Johnsan, Johrny 04/04/2008 TER1105-1234 Traq 141/2008 - 1/1/2009 KXH-X2-B504
[Concel |

Comments * Reason
=
Step | Action

4 Click OK to confirm that records will be denied Gancelto return to the Bulk LOA

Processing page.

Results: The Bulk LOA Confirmation page will be displayed.

Home | Person ‘ Conkracks | Reports | Account Information |

Hame : LOA
Bulk LOA Processing

Search Requests to Deny

Contract #: TER1105; KO Assigned: LSAS
! . Microsoft Internet Explorer

[]an Name 2. S5N,/FIN
\__.H ¥ou are about to deny the LOAs vou have selected, Press OK to continue. Press Cancel to remain on page.
Archer, Alex H-K-0683
Johnsan, Johnny S -K-E504
[Corcel |
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Step | Action

5 Click OK.
Results: The Bulk LOA processing page will be displayed.

Home ¢ Bulk LOA Processing
Bulk LOA Processing

Confirmation

‘aou successfully authorized 2 LOA requests.

5.7 REVOKED LOAS

When a deployment is closed out by the contractom@any Administrator or Government
Authority/Administrator, the SPOT system-generdi€ for the deployed person is
automatically null and void. A LOA may also be rk&ed for one of the following reasons and
may only be revoked by the Contracting Officer:

* The deployable person’s employer changes.
* The deployable person’s name changes.

SPOT system-generated LOAs may be revoked, deatarednd void, after they have been
approved by a Contracting Officer (KO). When a L@Aevoked, e-mail notifications are
automatically sent to the following individuals:

* The user who initiated the LOA request
* The deployable person for whom the LOA was subuhitte
* The company to which the deployable person belongs

» The contracting issuing authority (the Governmeggaization that issued the contract
associated with the revoked LOA)

Once a LOA is flagged as “revoked” it is no longatid and can no longer be viewed/retrieved
from SPOT. The LOA will be stored in the systemshive records along with other historical
documents for deployable persons.

A history of revoked LOAs is tracked for a peridds@ days prior to the LOAs
being archived.
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5.8 DEPLOYMENT ELIGIBILITY REQUIREMENTS

Deployment eligibility information must be documedtas a prerequisite to the person’s
departure for the AOR. To enter eligibility infoation in SPOT, you must navigate to the
eligibility requirements work flow. You can accdbs work flow by selecting the Eligibility
Requirements link located in the pre-deploymentiseof the View Person Summary page.

The eligibility requirements work flow consiststbi following six steps: training, health, Visa,
equipment, clearance, and forms.

Once the eligibility information has been enterad aubmitted, the person’s View Person
Summary page will be updated and the pre-deploysexstton of the page will indicate that the
Eligibility Requirements have a status of “Compléte
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To update eligibility requirements, perform the fol

lowing steps:

Step | Action

1

From the View Person Summary page, click on thgiliility Requirements link to
enter eligibility information.

Results: Tab 1 (Training) of the eligibility requirements kdflow will display.

Home |Persnn |lerads | Reparts \ Account Information \

Home : View Person - Jones, Bridget (Company Contractor Personnel)

Person Data

Full Name:

Email:
Company:
S5N:

Date of Birth:

Sub-Contractor Details

Primary Company:
Contract Number:
Contract Dates:

Deployment Information

Current Deployment

Person Status:
Arrived:

Actual Arrival Date:
Estimated Deployment:
Countries to be Visited:
Government
Organization:
PM/Branch:

PdM jOffice:

Contract Number:

Task Order:
Deployment Purpose:

Current Duty Station

Location:
Arrival Date:
Operation:

System Supported:

Jones, Bridget

jones_bridget@saic.com
SAIC

WHH-xx-1357
01/22/1973

BAH
CONTRACT#0001
08/01/2007 - 07/31/2012

Active

Mot yet arrived

Mot yet arrived
10/16/2007 - 12/31/2007
Afghanistan

AMC

SDDC
None selected
CONTRACT=0001
C0001-Task001
fighting terrorists
View Duty Station History

Andkhvoy, AF
Mot yet arrived

Army Battle Command and Enablers System of
Systems Test (IOTE)

Bradley

Deployment Movements

Deployment Status: Not Deployed

Female
United States
Mo

Unknown

Gender:

Citizenship:

DMDC Verified:

CAC Expiration Date:

Task Order Number: C0001-Task001

Task Order Dates:

08/01/2007 - 07/31/2009

Edit Person

|Depl0yme

nt Actions

Pre-Deployment
V Create Deployment

Request LOA

Deployment finerary

Deployment

In-Theater Arrival

Duty Station Check In

Re-Deployment

Plan Re-Deployment

Clesecut Deployment

Mo Movements are available for thiz person 14 days prior to 14 days afier the deployment dates.

Complete

LOA Not Requested

Incomplete

Incomplete

Incomplete

Incomplete

Incomplete

Incomplete

Security Notice | Privacy Statement | Accessibility Statement
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Step | Action

2 Click theAdd Training button to enter information about the traininguiegments.

Results: The Training Details page will display.

Home | Person | Contracts | Reports | Account Information |

Home : View Person : Edit Eligibility Requirements
Edit Eligibility Requirements

1. Training 2. Health 3. Visa 4. Equi 5. Ck 6. Forms

1. Is this person exempt from the training reguirement? ® to O Yes " " Add Training D

If No, enter the Company Training Center Information:

Mo Company Training Center Information found.

2. Has this person r ived Personnel R v Training?

@ to O ves

Concel | save | Save and Continue |

Security Motice | Privacy Statement | Accessibility Statement

Step | Action

3 Select the appropriate training type from tharling Type drop-down list, enter the
training date, and click on the pencil icon to sbdor and select the training location.

Click theAdd button.

Results: The training information is added.

Home | Ferson | Contracts | Reports | Account Information |

Home : View Person : Edit Eligibility Requirements
Edit Eligibility Requirements

1. Training 2. Health 3. Visa 4. Equi t 5. Ch 6. Forms

Enter the Company Training Center Information:

* Training Type: | Select 3 Training Type | %

* Date: |

| (mmideifvyyy)
* Location: | | ; 7

(Gor o]

Security Motice | Privacy Statement | Accessibility Statement

When you click the pencil icon the site search papindow will display. To search for the training
location, click on thé&elect Countrybutton to display the list of countries; seleet dlesired country
and it will appear in the Country Code field.
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Enter or select the desired country code along with any additional search criteria, then dick 'Search’. You should
include US State if you are searching for the US. Please note: Guam, Puerto Rico, and American Samoa are
considered states of the US.

FCountry Code: | [=rmmrperee |
(US only) State Code: I:l Select a State |

cwv: | |

Figure 12: Site Search Pop-Up Window

@ If “United States” is the selected country, you wéed to enter the two-lettState
Codefor the next and final step of the search.

To refine the city search, type the first lettetlo# city name in the city name field, then click o
theSearchbutton. A list of cities beginning with the latientered will display. Select the
desired city by clicking on the word “Select” irethight column across from its name.

After the appropriate country, state (if applicab@nd city have been selected the system will
populate the location information in the Locatiagld on the Training Details page. To exit the
Training Details page and return to the Training Yau must click th&€losebutton.

I-kme|Pﬁsnn|CmIrads|R£pnrls|Acm.ntInﬁrmalim|

Home : View Person : Edit Eligibility Requirements

Edit Eligibility Requirements
1. Training 2. Health 3. Visa 4. Equipment 5. Clearance 6. Forms
Enter the Company Training Center Information:
* Training Type: | cpc -
*Dater (1010112007 | (o i fyyyy)
* Location: |Andkhvoy, AF | .'/
[Add | Close |
Security Motice | Privacy Stat nt | Accessibility Stat nt
Figure 13: Complete Training Record
Step | Action
4 Repeat steps 1 — 3 (as needed) to document thenfgetsining, then answer the
guestion about Personnel Recovery Training.
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Home | Ferson | Contracts | Reports | Account Information |

Home : View Person : Edit Eligibility Requirements
Edit Eligibility Requirements

1. Training 2. Health 3. Visa 4. Equi t 5. Cl 6. Forms

1. Is this person exempt from the training reguirement?

@ tio O ves

If No, enter the Company Training Center Information:
Type Date Location Edit Delete

CRC 10/01/2007 Andkhvay 7 &

2. Has this person jved IR v Training?
< @ Ho O Yes

m Save and Continue

Security Motice | Privacy Statement | Accessibility Statement

@ When you select th¥es radio button in response to question two “Has f@sson
received Personnel Recovery Training?” the systelindvplay a date field. You
must enter the date on which the training was cetagl

/'%(@

N

Step | Action

5 Click the Save and Continue button once you laassvered questions one and two.

Results: Tab 2 (Health) of the eligibility requirements wdt@w will display.

Home | Person | Contracts | Reports | Account Information |
Home : View Person : Edit Eligibility Requirements
Edit Eligibility Requirements

1. Training 2. Health 3. Visa 4. Equi t 5. Ck 6. Forms

1. Is this person exempt from the training requirement?

@ 1o O ves

If Mo, enter the Company Training Center Information:

Type Date Location Edit Delete
CRC 10/01/2007 Andkhvay 7 %£
2. Has this person jved F IR v Training? @ to O ves
e —
[Concel | Save | Save and Contnae |
Security Motice | Privacy Statement | Accessibility Statement
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Step | Action

6 Enter the requested health information and ¢helSave and Continuebutton.

Results: Tab 3 (Visa) of the eligibility requirements wotk will display.

Home |PElsnn |lerads | Reports | Account Information |

Home : View Person : Edit Eligibility Requirements
Edit Eligibility Requirements

1. Training 2. Health 3. Visa 4. Equi t 5. Cle 6. Forms

Enter Medical Information:

* 1. What is the person's blood type? A+ w
2. Is the person's DNA on file? @ves Ono
3. Is the person's Panograph on file? @ves Ono

—
[ Conce [ ack | Save | ~Sove s Conminae— |
N~ ——  —

Security Motice | Privacy Statement | Accessibility Statement

Many contractor company personnel will not have DdtAvanograph
information on file. However, this informationnsost likely available for
persons with a military background.

Step | Action

TA Click on the pencil icon to access the Visaiinfation data fields.

Results: The data fields will open for editing.

Home | Person | Contracts \ Reports | Account Information |

Home : Yiew Person : Edit Eligibility Requirements

Edit Eligibility Requirements

1. Training 2. Health 3. Visa 4, Equipment 5. Clearance 6. Forms

Select edit to update a country's visa information:

CountryDesc ¥isa Number Expiration Date Sponsor Name dit

AFghanistan Mok Entered Mot Entered Mot Entered
Irag Mot Entered Mot Entered Mot Entered

N
e o (e )

Security Motice | Privacy Statement | Accessibilicy Statement
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Step | Action

7B After entering the Visa information, click on thipdate button. You will see a
confirmation message confirming the successful tgd&lick on theClosebutton to
return to the Tab 3 (Visa).

Results: Tab 3 (Visa) will display.

Edit Eligibility Rwimlﬁenls
1. Training 2. Health 3. Visa 4. Equipment 5. Clearance 6. Forms

Enter the selected Country's Visa Information:
Country:  Afghanistan
Visa Number:  [13343333313731321 |

Expiration Date: [ 17/25/2010 | ¢mmjddyyyy)
Sponsor Name: |SAIC |

Step | Action

7C After entering the required Visa informatioricklthe Continue button.

Results: Tab 4 (Equipment) of the eligibility requirementsnk flow will display.

Hme|Persm\Cm|rads\Repms|xmnt1nfnrmum|

Homg : Yisw Person @ Edit Eligibility Requirements
Edit Eligibility Requirements

1. Training 2. Health 3. ¥isa 4, Equipment 5. Clearance 6. Forms

Select edit to update a country’s visa information:

CountryDesc ¥isa Number Expiration Date Sponsor Name Edit
Afghanistan Mot Entered Mot Entered Mot Entered Y4
Traq Mot Entered Mat Entered Mok Entered rd

| Back ({ Continue [p
—_——

Security Mokice | Privacy Statement | Accessibility Statement
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Step | Action
8 Answer the questions appearing on the Equipmabt T

Click theSave and Continuebutton.

Results: Tab 5 (Clearance) of the eligibility work flow widlisplay.

Home | Person | Contracts | Reports | Account Information |

Home : View Person : Edit Eligibility Requirements

Edit Eligibility Requirements
1. Training 2. Health 3. Visa 4. Equi 5. Cl 6. Forms
Enter Equipment Information:
1. Has the person received government issued OCTE?
@ ves O no
2. Has the person been issued Two Sets of ID Tags?
@ ves O Mo
3. Is the person authorized to carry a weapon?
@ ves O Mo
[Concer | bacc | sove | sove and Contmue b
Security Notice | Privacy Statement | Accessibility Statement
Step | Action
9 Answer the two security questions on the Cleagdrab.

When you selecYesas the answer, a Received Date field will app&anter the date
that the person received the clearance.

After you have answered both questions, click8aee and Continuebutton.

Results: Tab 6 (Forms) of the eligibility requirements wdidw will display.

Home | Person | Contracts | Reports. | Account Information |

Home : View Person : Edit Eligibility Requirements

Edit Eligibility Requirements
1. Training 2. Health 3. Visa 4. Equi t 5. Ck 6. Forms
Enter Security Information:
1. Has the person r ived Country Cl ?
O ves ® no
2. Has the person received a Theater Clearance?
O ves ® no
e —
[Concel | ack | save | _sove and Contmue. |
e ————
Security Motice | Privacy Statement | Accessibility Statement
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Step | Action
10 Enter information about the person’s completethé and click th&ave and Exit
button.

Results: The person’s updated View Person Summary pagalisplay and the
Eligibility Requirements will have a status of “Cplate.”

mme|Persm|Cm|rac|s|Repms|xmnt1nfnrmaﬁm|

Home : View Person : Edit Eligibility Requirements
Edit Eligibility Requirements
1. Training 2. Health 3. Visa 4. Equipment 5. Clearance 6. Forms

Which Forms has the person completed?

1. IS0 Prep Form

O Yes @ No
2. DD Form 93

O ves @ 1o
3. TA-50 (if Supporting Unit)

O Yes ® no
4. Added to Unit TPFDD (if Supporting Unit)

QO Yes ® no
5. DD Form 2764 (if Supporting Unit)

O Yes @ No

‘@| save | Saveand Exit ),

Security Notice | Privacy Statement | Accessibility Statement

ey

o

ks

5.9 HOW TO ADD DEPLOYMENT ITINERARY

To add a deployment itinerary, perform the followin g steps:

Step | Action

1 From the View Person Summary page, select the Peyat Itinerary link to create a
Deployment Itinerary.

Results: The Deployment Itinerary page will display.
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Home |Persnn |lerads | Reports | Account Information |

Home : View Person - Jones, Bridget (Company Contractor Personnel)

Person Data

Full Name:

Email:
Company:
SSN:

Date of Birth:

Sub-Contractor Details

Primary Company:
Contract Number:
Contract Dates:

Current Deployment

Person Status:
Arrived:

Actual Arrival Date:
Estimated Deployment:
Countries to be Visited:
Government
Organization:
PHM/Branch:
PdM/Office:

Contract Number:
Task Order:
Deployment Purpose:

Current Duty Station

Location:
Arrival Date:
Operation:

System Supported:

Jones, Bridget

jones_bridget@saic.com
SAIC

Xxx-xx-1357
01/22/1973

BAH
CONTRACT=0001
08/01/2007 - 07312012

Active

Mot yet arrived

Mot yet arrived
10/16/2007 - 12/31/2007
Afghanistan

AMC

SDDC
None selected
CONTRACT=0001
CO0001-Taskd01
fighting terrorists
View Duty Station History

Andkhvoy, AF
Mot yet arrived

Army Battle Command and Enablers System of
Systems Test (IOTE)

Bradley

Deployment Movements

Deployment Status: Not Deployed

Gender: Female
Citizenship: United States
DMDC Verified: Mo
CAC Expiration Date: Unknown

Task Order Number: C0001-Taski01
Task Order Dates: 03/01/2007 - 07/31/2005

Edit Person

|Deployment Actions

5]

Pre-Deployment

V Create Deployment
Request LOA
v Eligibility Reguirements

Deployment

In-Theater Arrival
Duty Station Check In

Re-Deployment

Plan Re-Deployment

Clesecut Deployment

Ne Movements are available for this person 14 days prior to 14 days after the deployment dates.

Complete

LOA Not Requested

Complete

Incomplete

Incomplete

Incomplete

Incomplete

Incomplete

Security Motice | Privacy Statement | Accessibility Statement

Action

2 Enter the requested data and click$age and Continuebutton.

Results: The updated View Person Summary page will display.
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Home | Person | Contracts | Reports | Account Information |

Home : Wiew Person : Edit Deployment Inerary

Deployment Itinerary

* Mode of Transporation: | commercial air
Carrier: Please select a Carrier...

Flight Number:

* Arrival Date (mm/dd/yyyy):

Time of Arrival 12:00 Midnight |+

* port of Arrival

N

e —
m Save and Continue

Security Motice | Privacy Statement | Accessibility Statement

@f The Arrival Date is an estimated or target date.
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Chapter

6 MANAGE DEPLOYMENT

In this chapter you will learn how to update dephant information, points of contact, duty
station, cancel a deployment, and view deploymestoty. After you have successfully created
a person’s deployment, you have the ability to tgdae person’s deployment information.
Deployment updates should be made any time thennation relating to the deployment
undergoes a change including estimated start dstiejated end date, countries being visited,
purpose of the deployment, person’s status, pesgobh'title, and the person’s in-theater e-mail
during the deployment. If you request a SPOT sygjenerated LOA or once the person
deploys (i.e., has arrived in-theater) you areamgér able to update deployment information
(the update deployment information option is rentbfrem the Deployment Action drop-down
list.)

6.1 HOW TO UPDATE DEPLOYMENT INFORMATION

To update deployment information, perform the follo wing steps:

Step Action

1 From the View Person Summary page, selectjdate Deploymentinformation
option from the Select Deployment Action drop-daigt, then click the green arrow.

Results: The Update Deployment page will display.
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Home |Persnn |lerads | Reports | Account Information |

ne : View Person - Jones, Bridget (Company Contractor Personnel)
Person Data

Full Name: Jones, Bridget

Email: jones_bridget@saic.com
Company: SAIC
S5N: ooc-xx-1357
Date of Birth: 01/22/1973

Sub-Contractor Details

Primary Company: BAH
Contract Number: CONTRACT#0001
Contract Dates: 03/01/2007 - 07312012

Deployment Status: Not Deployed

Gender: Female
Citizenship: United States
DMDC Verified: Mo
CAC Expiration Date: Unknown

Task Order Number: C0001-Task001
Task Order Dates: 08/01/2007 - 07/31/2009

Edit Person

P ——
Deployment Information nents exist for this person mgdate Deployment \nformatioﬁ@
s o oymen e
Step | Action
2 Edit the data on the Update Deployment page asedeeithen click theUpdate

Deploymentbutton.

Results: The updated View Person Summary page will display.
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Home |Persnn | Contracts | Reports | Account Information |

Home : View Person : Update Deployment

Update Deployment

‘What are the estimated start and end dates for this deployment (mm/dd/yyyy)?
* Estimated Start Date  [1p/16/2007 |

* Estimated End Date |12Jr3 1/2007 |

‘Which countries are being visited?
* Selected Countries

Country Name
Afghanistan Remove

| Select Country from List to Add ... hd | Add Country
* What is the purpose of this deployment?

fighting terrorists
* What is the person's status?
* What is the person's job title?

| Analyst v

* What is the in-theater email for this deployment?

|j0nes_bridget@saic .com

—
=1

Security Motice | Privacy Statement | Accessibility Statement

6.2 HOW TO UPDATE POINTS OF CONTACT

To update Points of Contact (POCs), performthe fol  lowing steps:

Step | Action

1 From the View Person Summary page, selectfhegate POCsoption from the Select
Deployment Action drop-down list, then click theegn arrow.

Results: The Update Point of Contact page will display.
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Home |PElsnn |lerads | Reports | Account Information |

Home : View Person - Jones, Bridget (Company Contractor Personnel)

Person Data

Full Name:

Email:
Company:
55M:

Date of Birth:

Sub-Contractor Details

Primary Company:
Contract Number:
Contract Dates:

Current Deployment

Person Status:
Arrived:

Actual Arrival Date:
Estimated Deployment:
Countries to be Visited:
Government
Organization:
PM/Branch:

PdM JOffice:

Contract Number:
Task Order:
Deployment Purpose:

Current Duty Station

Location:
Arrival Date:
Operation:

System Supported:

Jones, Bridget Deployment Status:
jones_bridget@saic.com Gender:
SAIC Citizenship:
XXH-XH-1357 DMDC verified:
01/22/1973 CAC Expiration Date:
BAH

CONTRACT #0001 Task Order Number:

08/01/2007 - 07/312012 Task Order Dates:

Pre-Deployment
MIA V Create Deployment
Mot yet arrived
Mot yet arrived Request LOA
10/16/2007 - 12312007 —— .
Afghanistan v igibility Requirements
AMC Deployment ftinerary

Depl it
MNone selected ploymen
CONTRACT=0001 In-Theater Arrival
C0001-Task001
fighting terrorists Duty Station Check In

View Duty Station History

Re-Deployment
Andkhvoy, AF Flan Re-Deployment
Mot yet arrived

Army Battle Command and Enablers System of
Systems Test (IOTE)

Bradley

Clezeout Deployment

Deployment Movements

Mo Movements are available for this person 14 days prior to 14 days after the deployment dates.

Not Deployed

Female
United States
Mo

Unknown

C0001-Task001
08/01/2007 - 07/31/2009

Edit Person

Complete

LOA Not Requested

Complete

Incomplete

Incomplete

Incomplete

Incomplete

Incomplete

Security Motice | Privacy Statement | Accessibility Statement

Step | Action

Add or update any of the POC information, as negtheuh click theSavebutton for
each respective POC that was added or updated.

Results: A message confirming the successful update(s)digplay.
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Home | Person | Contracts | Reports | Account Information |

Home : View Person : Update Point of Contact

What is the 24/7 company point of contact info?
*First Name

|Danie|

Middle Initial |

*Last Name |Cleaver

*0ffice Phone | 111-222-3375

Mobile Phone |

|
|
|
Home Phone | |
|
|
*Email |

|deaver_danie| @Esaic. com

&=
—”

What is the in-theater point of contact info?
*First Name

Middle Initial

*Last Name

Home Phone

*0ffice Phone

Mobile Phone

*Email

[ save | Close |

What is the government point of contact info?
*First Name

Middle Initial

*Last Name

Home Phone

*0ffice Phone

Mobile Phone

*Email

[ save | Close |

Security Notice | Privacy Statement | Accessibility Statement

The Savebutton only saves additions/updates to the settiainis associated with it,
any one of the thre€losebuttons will close the entire Update Point of Gat

page.

Step | Action

3 Click theClosebutton.

Results: The View Person Summary page will display.
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Home | Person | Contracts ‘ Reports | Account Information |

Home : View Person : Update Point of Contact

Company POC Successfully updated.
What is the 24 /7 company poeint of contact info?

*First Name |Daniel
Middle Initial |
“Last Name |C\eaver

*Office Phone (1113529575

Mobile Phone |

|
|
|
Home Phone | |
|
|
*Email |

|deaver_danie| @saic.com

<
Save || Close '

What is the in-theater point of contact info?
*First Name

Middle Initial

*Last Name

Home Phone

*0ffice Phone

Mobile Phone

*Email

Feve] e |

‘What is the government point of contact info?
*First Name

Middle Initial

*Last Name

Home Phone

*0ffice Phone

Mobile Phone

*Email

[eve] e |

Security Motice | Privacy Statement | Accessibility Statement
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6.3 HOW TO UPDATE DUTY STATION

To update the duty station, perform the following s teps:

Step | Action

1 From the View Person Summary page, selecCim@nge Deployment Duty Station

option in the Select Deployment Action drop-dowst, lthen click the green arrow.

Results: The Update Deployment Duty Station page will digpla

Home |Persnn |Cm|rac|s | Reports | Account Information |

Home : View Person - Jones, Bridget (Company Contractor Personnel)

Person Data

Full lame: Jones, Bridget

Email: jones_bridget@saic.com
Company: SAIC
S5h: x-ax-1357
Date of Birth: 01/22/1973

Sub-Contractor Details

Primary Company: BAH
Contract Number: CONTRACT#0001
Contract Dates: 08/01/2007 - 07/31/2012

Deployment Status: Not Deployed

Gender: Female
Citizenship: United States
DMDC Verified: Mo
CAC Expiration Date: Unknown

Task Order Number: C0001-Task001
Task Order Dates: 08/01/2007 - 07/31/2009

Edit Person

for this person nge Deployment Duty Stati
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Step | Action

2 Specify the arrival date and, as needed, updatétityestation location and operation
the person will be supporting.

Click theSave and Exitbutton.

Results: The updated View Person Summary page will display.

Uy

Home |Persnn |Cm|rac|s|R£pnrls|Acm.ntInfnrmalim|
Home : View Person : Update Deployment Duty Station

Deployment Duty Station

* Duty Station Location: |Andkh\c'0\f, AF | ../

* Date Arrived (mm/dd/yyyY): [1n/30/2007 |

* Operation: | Army Battle Command and Enablers System of Systems Test (IOTE) w |

System Supported  [gradey ¥l

—
Cancel '™ Save and Exit ..

Security Motice | Privacy Statement | Accessibility Statement

6.4 HOW TO CANCEL A DEPLOYMENT

To cancel a deployment, perform the following steps

Step | Action

1 From the View Person Summary page, selecCidnecel Deploymentoption from the
Select Deployment Action drop-down list, then clibke green arrow.

Results: The Cancel Deployment page will display.
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Home | Person | Contracts \ Reports. | Account Information |

Home : View Person - Jones, Bridget (Company Contractor Personnel)

Person Data

FullName: Jones, Bridget Deployment Status: Not Deployed
Email: jones_bridget@saic.com Gender: Female
Company: SAIC Citizenship: United States

SSN: 0e-xx-1357 DMDC Verified: Mo
Date of Birth: 01/22/1973 CAC Expiration Date: Unknown

Sub-Contractor Details

Primary Company: EAH
Contract Number: CONTRACT#0001 Task Order Number: C0001-Task001
Contract Dates: 08/01/2007 - 07/31/2012 Task Order Dates: 08/01/2007 - 07/31/2009

Deployment Information No previous deployments exist for this person qéancel DeploymenQ @

Step | Action

2 Enter the reason the deployment is being cartcalie click theContinue button.

Results: TheCancel Deploymentbutton will appear.

Home | Person | Contracts | Reports | AccountInformation |

Home : View Person : Cancel Deployment

Cancel Deployment

Person Status: Incomplete Supporting Government AMC
Arrived: Mot yet arrived Organization:
Actual Arrival Date: PM [ Branch: 50DC

Estimated Deployment: 10/16/2007 - 12/31/2007 PdM [ Office:
Countries to be Visited: Afghanistan Contract Number: CONTRACT#0001

Task Order: C0001-Task001
Deployment Purpose: fighting terrorists
* Please enter the reason to cancel the above deployment:
cancelled due to weather

Continue ) Return to View Person

Security Motice | Privacy Statement | Accessibility Statement

Step | Action

3 Click theCancel Deploymentbutton.

Results: The updated View Person Summary page will display.
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I-kme|Persnn|CmIrads|R£pnrls|km.ntInhrmalim|

Home : View Person : Cancel Deployment

Cancel Deployment

Person Status: Incomplete Supporting Government AMC
Organization:
PM [ Branch: SDDC

Arrived: Mot yet arrived
Actual Arrival Date:
Estimated Deployment: 10/16/2007 - 12/31/2007 PdM / Office:
Countries to be Visited: Afghanistan Contract Number: CONTRACT#0001
Task Order: C0001-Task001
Deployment Purpose: fighting terrorists

* Please confirm the ion below:

cancelled due to weather

[Bock | ConcelDeployment | Retumto viewperson —|

Security Notice | Privacy Statement | Accessibility Statement

Records of cancelled deployments cannot be viewWéden a deployment
is cancelled it is removed entirely from the system

6.5 HOWTO VIEW DEPLOYMENT HISTORY

To view deployment history, perform the following s teps:

Step | Action

1 From the View Person Summary pagkck on theSelect A Previous Deployment
drop-down list, then select the PoP for the degiteggioymentecord. Click the green
arrow.
Results: The Deployment History page for the selected depkmt will display.
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tracts | Reports | Account Information |

Home : View Person - Jones, Bridget (Company Contractor Personnel)

Person Data

Full Name:

Email:
Company:
S5N:

Date of Birth:

Sub-Contractor Details

Primary Company:
Contract Number:
Contract Dates:

Deployment Information

Jones, Bridget

jones_bridget@saic.com
SAIC

WHK-xx-1357
01/22/1973

BAH
CONTRACT#0001
08/01/2007 - 07/31/2012

There is no current deployment for this person

Deployment Status:

Gender:

Citizenship:

DMDC Verified:

CAC Expiration Date:

Task Order Number:
Task Order Dates:

Not Deployed

Female
United States
Mo

Unknown

C0001-Task001
08/01/2007 - 07/31/2002

Edit Person

(10/23/2007 - 10/23/2007 )7 E)

v

Create New Deployment

©

Security Motice | Privacy Statement | Accessibility Statement
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Chapter

7 MANAGE RE-DEPLOYMENT
In this chapter you will learn how to plan a re-ldgment and closeout a deployment.

7.1 HOW TO PLAN A RE-DEPLOYMENT

Re-deployment occurs when a person’s deploymers, emdl the individual returns home
and/or to the demobilization station. There are work flows associated with managing a
person’s re-deployment: planning a re-deploymedta@aosing-out the deployment.
Completing both work flows helps contractor comeamprepare and plan for the utilization of
their personnel.

The re-deployment section of the View Person Sumgipage provides links to the plan re-
deployment and close out deployment work flowsanRing a person’s re-deployment involves
completing the Re-deployment Itinerary. The Amptated Departure Date from AOR is the
target date for the person to depart the AOR. Attaal Departure Date is entered only after
the person has departed.

To close out a person’s deployment, enter the A@eparture Date from AOR in the “Actual
Departure Date” data field. Once the actual departate is entered and saved, the deployment
record becomes part of the permanent historicalrdeset for the person. All of the data fields
are locked; you can no longer add/update informatidowever, you are able to view the
deployment details by selecting the period of pennce from the previous deployments list.

To plan re-deployment, perform the following steps:

Step Action

1 From the View Person Summary page, select the Réadeployment link.

Results: The Re-deployment Itinerary page will display.
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Home |Persnn | Contracts | Reparts | Account Information |

Home : View Person - Jones, Bridget (Company Contractor Personnel)

Person Data

Full Name:

Email:
Company:
SSh:

Date of Birth:

Sub-Contractor Details

Primary Company:
Contract Number:
Contract Dates:

Deployment Information

Current Deployment

Person Status:

Arrived:

Actual Arrival Date:

Estimated Deployment:

Countries to be Visited:

Government

Organization:

PM/Branch:

PdM/Office:

Contract Number:

Task Order:

Deployment Purpose:
Current Duty Station

Location:

Arrival Date:

Operation:

System Supported:

Jones, Bridget

jones_bridget@saic. com
SAIC

WHxN-xx-1357
01/22/1973

BAH
CONTRACT#0001
08/01/2007 - 07/31/2012

MIA

Has arrived

10232007

10/23/2007 - 10/23/2007
United States

AMC

50DC

Mone selected
CONTRACT=0001
C0001-Task001
tracking terrorist files

Deployment Status:

Gender:

Citizenship:

DMDC Verified:

CAC Expiration Date:

Task Order Number:
Task Order Dates:

Deployed

Female
United States
Mo

Unknown

C0001-Task001
08/01/2007 - 07/31/2009

et person

Select a Previous Deployment V| ‘Deployment Actions

~8

Pre-Deployment
v Create Deployment

Request LOA
Eligibility Reguirements
Deployment tinerary

Deployment

v In-Theater Arrival

V Duty Station Check In

View Duty Station History

Washington, DC

10232007

Spedial Project Office Operation
Blue Force Tracker

Deployment Movements

Re-Deployment

Clozeout Deployment

No Movements are available for thiz person 14 days prior to 14 days after the deployment dates.

Complete

LOA Not Requested

Incomplete

Incomplete

Complete

Complete

Incomplete

Incomplete

Security Notice | Privacy Statement | Accessibility Statement

Step | Action

2 Enter information about the anticipated depart@ie énd method of transportation,

then click theSave & Continuebutton.

Results: The updated View Person Summary page will display.
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I-kme|Persnn|CmIrac|s|Rq::nrls‘xm.ntInﬁwmalim|

Home : View Person : Re-Deployment

Re-Deployment Itinerary

* Method of T poration: | Select Transportation

* Anticipated Departure Date from AOR: | |

Actual Departure Date from AOR: | |

Has the government issued OCIE been returned? O

Has medical screened been administered? O

—
—
N~————

Security Notice | Privacy Statement | Accessibility Statement

7.2 HOW TO CLOSEOUT DEPLOYMENT

A deployment is closed out after the person hashefAOR. Entering the actual departure
date will lock the deployment record. No furthdite can be made to a deployment once the
actual departure date has been entered.

To closeout deployment, perform the following steps

Step | Action

1 From the View Person Summary page, select theeGld Deployment link.

Results: The Re-deployment Itinerary page will display.

Countries to be Visited: United States v
Government AMC Deployment tinerary | let
Organization: eployment tinerary ncomplete
PM/Branch: S0DC
Deployment

PdM/Office: Mone selected
Contract Number: CONTRACTZ0001 v In-Theater Arrival Complete
Task Order: CO001-Taski01

Deployment Purpose: fighting terrorists ¢ Duty Station Check In Complete
i View Duty Station History
Current Duty Station Re-Deployment
Location: Vashington, DC v Plan Re-Deployment Complete

Arrival Date: 10/23/2007

Operation: General Officer Area of Interest Incomplete

System Supported: Bomb Suit
Deployment Movements

No Movements are available for this person 14 days prior to 14 days after the deployment dates.

Security Notice | Privacy Statement | Accessbiity Statement
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Step

Action

Enter the Actual Departure Date from AOR and seleetapplicable checkbox(es)
regarding Government-issued occupational clothmjiadividual equipment (OCIE)
and administration of medical screening.

Click theSave & Continuebutton.

Results: A warning message will display on the Re-deploynignérary page.

Hmne|Persnn|Cm|rac|s|Repnns|xmnt1nfnrm|im|

Home : View Person : Re-Deployment

Re-Deployment Ttinerary

* Method of Transporation: | select Transportation v

* Anticipated Departure Date from AOR: | |

Actual Departure Date from AOR: | |

Has the government issued OCIE been returned? F

Has medical screened been administered? O

—
m| Save & Continue [,
———

Security Motice | Privacy Statement | Accessibility Statement

After a deployment is closed out, the associatedTS&ystem-generated LOA is no
longer valid.

Step | Action
3 Click theCloseout Deploymentutton.
Results: The updated View Person Summary page will display.
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Home | Person | Contracts ‘ Reports | Account Information

Home : View Person : Re-Deployment

Re-Deployment Itinerary

The Actual Departure Date has been entered. Continuing will dose-out this deployment. To make changes, dick Back. Otherwise, dick Closeout to commit the below
information and close the deployment.

* Method of T

poration: | Commercial Air v

* Anticipated Departure Date from AOR:  [10/30/2007 |

Actual Departure Date from AOR: | 10/23/2007 |

Has the government issued OCIE been returned?

Has dical d been admini: 1?
e
(2] —Gomeomoepymen—
Security Motice | Privacy Statement | Accessibility Statement
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Chapter

8 REPORTS

SPOT reports provide insight and information ingelhce about personnel deployment activity.
Government Organization SPOT users can accessefiet categories from the Reports tab:
Personnel, Pre-deployment Eligibility, Deployme&dtntract, and JAMMS. SPOT provides
standard (predefined) reports and allows usersstomize (define) reports to meet specific
reporting needs. Reports generated by SPOT araldadable, formatted Microsoft Excel
spreadsheets that can be downloaded.

8.1 ACCESSING SPOT REPORTS

To access SPOT Reports, perform the following steps

Step | Action

1 From the Home page, click on tReports tab located in the navigation bar.

Results: The Reports Home page will display.

Step | Action

2 Click the Report Category name for the type pbréyou want to generate.

Results: The menu options for the report category will displ
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Home: Reparts Main Page

Reports Main Page

Personnel A listing of personnel in the system along with their identification information and organization affiliation,

Pre-Deployment Eligibility & listing of personnel in the system along with their pre-deployment: eligibility. These reports can include
training, health information, equipment issuance, loa status and form completion For a given personnel's
deployment,

Deployment A listing of personnel in the system along with their deployment. information, These reports can include
deployment information, pre-deployment ikinerary, re-deployment itinerary, and JAMMS movements.,

Contract A listing of personnel in the system along with their contract information for a deployment., These reports
can include contract and task order information, as well as KO and COR information.

JAMMS A listing of scans and locations from the Joint Asset Management Movement System {JAMMS)

Mate: Users now have the option of praducing Contract, Predeployment and Deplayment Ad Hoc Detail
Reports in both Comma Separated Values (CSY) and Microsoft Excel Formats, Reports generated in CS5Y
Format are rendered Faster, but lack Formatting. These are appropriate For importing into other software
tools such as statistical packages or databases, Excel reports offer Formatting, but will take longer to
generate.

Step Action

3 Choose the additional data elements (if any) tobleided in the report, then click thg
Continue button.

Results: SPOT will generate and display the report.

If the available report options in a report catggdo not allow you to generate the
kind of report needed, you can request a customiaatt through the SPOT Help
Desk.
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APPENDIX A ACRONYMS AND ABBREVIATIONS

The following is a list of acronyms used withingliiocument.

Acronym Description
24x7 24 hours a day, seven days a week
AKO Army Knowledge Online
AOR Area of Responsibility
APO Army Post Office

APOD Aerial Port of Debarkation
CAC Common Access Card
CENTCOM | United States Central Command
COMSEC | Communications Security
CONUS | Continental United States
COR Contracting Office Representative
CPR CAC Pin Reset
CVS Contractor Verification System
DBIDS Defense Biometric Identification System
DFAC Dining Facilities Administration Center
DMDC Defense Manpower Data Center
DOB Date of Birth
DoD Department of Defense
DSN Defense Switched Network
ECA External Certification Authority
IECA Interim External Certification Authority
FAQ Frequently Asked Questions
FAR Federal Acquisition Regulation
FIN Foreign Identification Number
FOUO For Official Use Only
FPO Fleet Post Office
GFS Government Furnished Services
GUI Graphical User Interface
GUID Globally Unique ldentifier
ID Identification
IS Information System
IT In Theater
JAMMS | Joint Asset Movement Management System
KO Contracting Officer
LOA Letter of Authorization
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Acronym Description
LRA Local Registration Authority
MACOM | Major Command
MIL Military
MILAIR | Military Air
MWR Morale Welfare Recreation
NOK Next of Kin
OCIE Occupational Clothing & Individual Equipment
OCUNUS | Outside the Continental United States
PDF Portable Document Format
PKI Public Key Infrastructure
POC Point of Contact
PoP Period of Performance
RA Registration Authority
SA System Administrator
SPOT Synchronized Predeployment & Operational Teack
SSN Social Security Number
TCN Third Country National
URL Uniform Resource Locator
USG United States Government
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