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1 Introduction

1.1 Purpose

This document provides Company Administrators with the information required to enter and
maintain contract and deployment data for contractor personnel, as well as to create reports
pertaining to deployments of company personnel in the Synchronized Predeployment and
Operational Tracker (SPOT) application.

1.2 Background

The Synchronized Predeployment and Operational Tracker — Enterprise Suite (SPOT-ES) is the
joint enterprise suite of systems employed for the management, tracking, and visibility of
contracted capabilities and contractors authorized to accompany U.S. forces overseas. SPOT-ES
captures data relating to logistics, operations, planning, and reporting of contractor status, and
makes it available to government agency stakeholders.

SPOT-ES consists of three applications: Synchronized Predeployment and Operational Tracker
(SPOT), Total Operational Picture Support System (TOPSS), and Joint Asset Movement
Management System (JAMMS). JAMMS systems are standalone systems placed in military
installations that are currently non-networked. SPOT and TOPSS are hosted on both Non-secure
Internet Protocol Router Network (NIPRNet) and Secure Internet Protocol Route Network
(SIPRNet) environments.

Notes:

e For information about supported browsers, click the Which browsers can I use with
SPOT? link on the SPOT “Login” page.

¢ Contract and task order number formats that display depend on the contracting agency
selected for the contract. Note that some examples in this document for Department of
Defense (DoD) agencies may use 4-character task order numbers, but the 13-character
format is preferred.

SPOT

SPOT was designated by the Office of the Secretary of Defense (OSD) as the system of record,
in accordance with Department of Defense Instructions (DoDI) 3020.41. It is a single, joint
enterprise system employed for the management, tracking, and visibility of contractors
accompanying U.S. armed forces overseas. It has a standardized front-end user interface for use
by defense contractors, government agencies, and the military. SPOT tracks information about
contracts and task orders, persons supporting those contracts and task orders, and deployments of
those persons. SPOT also produces the Letter of Authorization (LOA) for deployed contractor
personnel.

JAMMS

JAMMS is an information technology application developed to capture movement and location
information about operating forces, government civil servants, and government contractors in
specified operational theaters.
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TOPSS

TOPSS is the reporting and analysis component of SPOT-ES for use by Government employees.
As an ad hoc business intelligence reporting system, TOPSS puts information in the hands of
analysts so they can make immediate and effective decisions.

A key benefit of SPOT is its technology integration. SPOT integrates with existing system-of-
record applications to provide up-to-date information related to contracts and contractors. For
example, SPOT tracks contractor movements through its interface with JAMMS, and validates
contractor identity (for U.S. citizens) by interfacing with the Defense Manpower Data Center
(DMDC) Defense Enrollment Eligibility Reporting System (DEERS). SPOT also features a
graphical user interface (GUI) with intuitive business flows based on user roles.

The following sections provide basic information about SPOT and how it works.

1.3 User Roles

Because SPOT limits access to certain data and functions based on your role, an important part
of obtaining a SPOT account is getting the proper role for the work you have to perform. Table 1
lists all user roles available in SPOT and their key distinctions. An asterisk identifies those roles
available for assignment to contactor company personnel (*).

Note: Many of the roles identified by an asterisk (*) are limited to being assigned to those
support contractor personnel in government offices/agencies.

The focus of this user manual is for the Company Administrator role. Therefore, throughout this
document, screenshots are from the perspective of that role, even though contractor personnel
may have other roles besides Company Administrator assigned to them.

Note: Available data and functions are based on user roles and the user’s affiliated organizations.

Table 1. SPOT User Roles and Descriptions

Role Name Role Description

Generates SPOT standard reports for the company or

organization with which the user is registered.

Company Administrator * e Manages information (such as personnel and
deployment) for contractor company employees.

e Able to create and maintain deployments for persons
associated with the company and subcontractor
companies through contract or task order relationships.

e Able to request and recall (to a limited extent) LOAs for
persons associated with the company and subcontractor
companies through contract or task order relationships.

e Able to add and edit Private Security Contractor (PSC)
and Contractor-Owned Contractor- Operated (COCO)

Basic Report User *

equipment.
Company Employee (Self Contractor company employee with the privilege to enter
Tracker) * and view the individual’s own basic personal information in
SPOT.
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Role Name

Role Description

Contracting Administrator *

e Government or military employee who creates and
manages contract and task order information in SPOT.

e Able to search, add, and update contracts and task orders
within the Contracting Offices with which this user is
registered or associated.

Contracting Officer (KO)

e Government or military employee who creates and
manages contract and task order information in SPOT.

¢ Only role that can assign Authorized Government
Services (AGS) and Company billing information to
contracts, task orders, and LOAs.

e Able to search, add, and update all contracts and task
orders related to this user’s Contracting Office.

e Able to search, review, deny, revoke, recall, and approve
LOA:s.

o Able to add and update contractor counts

Contractor Accountability

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

Equipment Manager

Able to search, view, and update equipment for any
company or contract.

Global Report User

Able to create custom reports within SPOT for the
organization with which the user is registered.

Government Administrator *

e Government or military employee who manages
deployment and LOA information in SPOT.

e Able to search, add, and update any person by full Social
Security Number (SSN) or Foreign Identification
Number (FIN).

e Able to search, add, and update all contracts and task
orders with which the user is registered or associated.

e Able to create and maintain deployments for any persons
related to the organization(s) with which the user is
registered or associated.

o Able to request LOAs.

Government Administrator
with Global Report User

Same permissions as Government Administrator, as well as
the ability to create custom reports within SPOT for the
organization with which this user is registered or associated.

Government Authority (GA)

e Government or military employee who manages
deployment and LOA information in SPOT.

e Able to search, request, review, deny, recall, and
authorize LOAs.

e Able to search, update, and edit any person by full SSN
or FIN.

e Able to search, update, and edit all contracts and task
orders related to the organization(s) with which the role
is associated.
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Role Name

Role Description

o Able to create and maintain deployments.

Government Authority with

Same permissions as Government Authority, as well as

Global Report User ability to create custom reports within SPOT for the
organization with which this user is associated.

JAMMS Administrator * Responsible for uploading JAMMS files into SPOT.

JAMMS Report User * Accesses JAMMS reports in SPOT only.

Sponsor ** e DoD policy requires a Sponsor to approve and validate

the need for users to access the SPOT-ES applications.

e For Contractor Company users, the users should enter
their supervisor or someone from their Human Resources
(HR) department when registering to access SPOT.

¢ For the Government and Military user community, the
users must enter their Government or Military Supervisor
information when registering to access SPOT.

e For individuals requesting a SPOT User Name and
Password account, the user must have a Government or
Military Sponsor with an active SPOT account to submit
the User Name Password Account form and request a
SPOT proxy account. All User Name and Password
accounts must be approved by the SPOT Program
Management Office (PMO).

e Sponsors for SPOT Secure Internet Protocol Router
(SIPR) and Total Operational Picture Support System
(TOPSS) users must be either U.S. Government or U.S.
Military personnel.

**A Sponsor plays an important role in the SPOT registration process; however, Sponsor is not

an actual role in SPOT.

1.4 Icons, Symbols, and Controls in SPOT

The SPOT GUI uses several standard symbols, icons, buttons, and field types. The following
table lists the icons and symbols in SPOT, as well as a description of what each icon or symbol

means.
Table 2. Icons and Symbols in SPOT

Icon/Symbol Name and Description
O Add: Indicates that an “Add” function is
available.
% Asterisk (Red): Indicates that a field is
required.

Bookmark: Indicates that the person list or
deployment template is bookmarked.

i

Calendar: Opens a calendar for selecting a
date.
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Icon/Symbol Name and Description

Checkbox: Click to select the checkbox; a

r check mark appears. Click again to clear the
checkbox.

Collapse: Use to collapse an expanded
section.

celect Contract Action -1 Drop-Down List: A pre-set list of data entries.
Select Contract Adtion Click the down arrow on the right side of a

— Manage Contractor Companies drop-down list field to open the drop-down

— Add Task Order list.

5 Expand: Use to expand a collapsed section.

Go: A button next to a data field that adds
value(s) from the field to the data table or
brings up a page to execute selected functions.
Green Circle: Indicates you can proceed to
the next step of the deployment/LOA process
because the required person(s) and batch
information have been provided.

Green Circle with Tools: Indicates
deployment contract/task order does not match
the contract/task order assigned when the

b prime company added the person to SPOT.
Continuing will modify the previous prime
company and contract/task order relationship
when this deployment is created.

Help (?): Opens a pop-up window with

(7 additional information specific to the adjacent
field.

Number Links: At the bottom of a data table,
number links indicate there is more data than
i« <« Page[t ofg » » is displayed on the page at one time. Clicking
a number will change the view to that page of
the data.

Organization Hierarchy: Opens a pop-up

. window that displays an organization
hierarchy from which you can find and select
the desired data.

Pencil: Opens a search window or a list of

r 4 values from which you can find and select the
desired data.

What would you like to do next? Radio Buttons: Indicates a Yes/No or
Either/Or-type question where you may select
only one of the options.

[l Complete this person's profile?
" Add another person?

' Exit to profile summary?
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Icon/Symbol

Name and Description

Ready for Deployment: The deployment

D template, person list, or person is ready for
deployment.
Ready for Deployment/LOA: The
o deployment template, person list, or person is
ready for deployment and LOA.
T Ready for LOA: The deployment template,
person list, or person is ready for LOA.
Red Octagon: Indicates you cannot proceed to
- the next step of the deployment/LOA process.
P Refresh or Reload: Refreshes the data on the
- page.
X Remove: Indicates a “Remove” function is

available.

Required field for deployment

Required field for LOA request

Search: Indicates a “Search” function is
available. Opens a search window from which
you can find and select the desired data.

Self-help video: Launches a how-to video for
the workflow where the link/button is located.

SPOT-ES Logo: Takes you to the “Home”
page.

Text Field: A data entry field that allows you
to enter data as free text.

Text Field Mask: A set of underlines, dashes,
or other special characters appearing in a text
field. Indicates you must enter data in the field
in a specific format.

Loading, please wait....

Please wait: Indicates the system is busy
processing data and no inputs can be accepted
during this time.

Yellow Triangle: Indicates you need to
complete required information to proceed to
the next step of the deployment/LOA process.
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1.5 Tabs

Throughout SPOT, tabs appear in workflows that require multiple steps, such as Add Person and
Eligibility Requirements.

In addition, the “Tab” feature lets you open another occurrence of a workflow or task. The “Tab”
feature is available in areas such as Deployment/LOA, Deployment Template, Person List, and
Resource Center.

The “Tab” feature has the following characteristics:

Currently, SPOT is configured so you can open a maximum of five tabs at one time.

If you try to open more than five tabs, a message will appear and no additional tabs will
open.

The tab width is fixed and displays the first 25 characters of the tab title. Tabs are left
justified. If a tab’s title is more than 25 characters, the first 22 characters of the tab title
followed by “...” will be displayed. If you hover over the title, the system will display the
complete tab title.

Resource
SPOT 5
Repors S wtup
Heeme : Create Deployments/Request LOAS
Deployments/LOAs Create Deployments/Req... * Create Deploymentseq.. * Create DeploymentsReq.. *  Create DeploymentsTeq... ™
+ Create Depls
+ Create Depls | Create Deployments/Request LOAs. &
Request LOAs
+ Request LOAs

Ceploment] rued Current Task | Create Deployments and Request LOAS e

» Create

Search for Template
* Manage
Contract Datails &

Person List Contract infermation Defense Base Act (DBA] Insurance

+ Creats Primary Company Dioes ot Apply

* Manage *Contract Mumber - “DBA Insurance

Step 1. Deployment Information

* reguired

Company Name

1.6 Getting Help with SPOT

If you need assistance in accessing or using SPOT, there are several resources available. These
resources include:

SPOT-ES Resource Center — The Resource Center option in the menu bar links to
several libraries and information regarding the SPOT application and the SPOT
Enterprise Suite. Each library contains user manuals, quick reference guides, information
sheets, and other reference documentation. You can search for and view documents based
on keyword searches. The search will take into account document title, filename, and
document content.
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sPOT Reports fiEhluile Setup
Center
LEILE SPOT-ES Library
SPOT Library
7 News ERT
TOPSS Library
2 nﬂgglz‘fgnm el el Rel EPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as the
Stagin gwl\l pe dedicated JAMMS Library e listing of sites within Afghanistan. Please refer to the "BTRS Locations for Afghanistan™
ging ocated in the SPOT-ES Library. Do NOT request a new site when creating deployments fo
promoRo-. [Imorz] Training of Afghanistan. All such requests will be denied.
Vi Search

@add a Person  Search for Contract

4 Search for Person

Search for a person to deploy or deployment information

Each library displays the relevant documents for user reference. For example, to access
documentation related to the SPOT application, hover the mouse over the Resource
Center option in the menu bar and click the SPOT Library link. The “SPOT Library”
page will display, listing documents specific to SPOT. The left navigation menu contains
the same options as the menu bar.

Resource
SPOT Reports Setu
£ Center &

Home : SPOT Library

Resource Center SPOT Library
+ SPOT-ES Library

+ SPOT Library SPOT Library

+ TOPSS Library
+ JAMMS Library
« Training B Department of State SPOT Business Rules
e SERIC I=) sPOT Business Rules

Information Sheets

Business Rules

E/ SPOT-ES FAQs

=) whatis Contracting Agency Cleanup?

E/ Whatis SPOT 8.07

B What is the Consolidated Deployment Workflow?

E/ What is the Mew Organizational Hierarchy?
Quick Reference Guides

E/ Add a Contract

E/ Add a Task Order

B Approve an LOA

When a library page is open, you can open another library from either the menu bar or the
left navigation menu. For example, click the SPOT-ES Library link to access
documentation related to the SPOT Enterprise Suite.

sPOT Reports Resource Setup
Center
Home : SPOT Library SPOT-ES Library
SPOT Library
Resource Center

TOPSS Library
* SPOT-ES Library

~ Mo S oy [

« TOPSS Library Training

+ JAMMS Library EErEH

« Training OT Business Rules
+ Search =] sPOT Business Rules

The “SPOT-ES Library” page will display, listing documents for the SPOT Enterprise
Suite.
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SPOT Reporis

Home : SPOT Library

Resource Center

SPOT-ES Library
SPOT Library
TOPSS Library
JAMMS Library
Training

.
.
.
.
.
+ Search

Resource
Center

SPOTLbeart *
SPOT-ES Library

Help Desk Information Sheets

Setup

El Change Request Form

El Request For New-Modified Custom Report
) Request For 5POT Ticket

1‘9 Request For SPOT Ticket Addendum

El Request For Username and Password Account
Information Sheets

B RS Locations for Afghanistan
EI BTRS Remapped Sites for Afghanistan
EI BTRS Sites with Cities for Afghanistan
EI SPOT Job Title Mapping
EI SPOT-ES SIPRNet Overview
) whatis spoTEs?
Notifications
El Data Change MNotifications
Quick Reference Guides
EI Register for SPOT Access
Required Fields
El Add a Contract and a Task Order
El Add a Person
1‘9 Add Equipment
B agditional Deployment Information
B Approve/Deny an LOA-Contracting Officer

When a library page is open, you can search for documents by clicking the Search link
from the Resource Center option in the menu bar or from the left navigation menu. The
“Search Resource Center” page will display.

SPOT Reports

Home : SPOT Library

Resource Center

e SPOT-ES Library
= SPOT Library

# TOPSS Library
« JAMMS Library
« Training

* Search

Resource

Setu
Center b

SPOT-ES Library

SPOT Library
Library *

s

TOPSS Library
JAMMS Library

Training

.‘,- e Eaa e

E] Request For New-Modified Custom Report

Enter a keyword in the search field and click Search. The search takes into account
document title, filename, and document content. The search results will display.

Note: The search returns whole word matches and not partial matches.

SPOT Reports

Home : SPOT Library

Resource Center

+ SPOT-ES Library
+ SPOT Library

+ TOPSS Library
+ JAMMS Library
« Training

.

Search

Resource

Setup
Center

SPOT Library * SPOT-ES Library * | Search Resource Center ¥

Search Resource Center

seamhlcumrad I
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From the search results, select a document to view or save to your local machine.

Note: By default, the “Search Resource Center” returns results in pages containing 25

documents. You can use the drop-down list above the search results to change the
maximum number of documents per page to display 10, 25, 50, 100, 250, or 500

documents. The pagination feature at the bottom of the page allows you to scroll forward

and backward between pages.

SPOT Reports Resource Setup
Center

Home : SPOT Library

L LR R ER L SPOT Library * SPOT-ES Library * | Search Resource Center ¥

« SPOT-ES Library

. SPOT Library

+ TOPSS Library

« JAMMS Library Search contract

= Training [ |

= Search ‘ *s?{m:’n* !
45 Search Result{s) for - Search: contract Show per page: 25 ~

Add a Contract

Add a Contract and a Task Order
Add a Person

Add a Task Order

Add Equipment

Approve an LOA

BTRS Remapped Sites for Afghanistan =

Hame %

(] »

% Page 1 of2 = i

e A Contact Us link is located in the upper-right hand corner and is available on every

screen in the application. When you click the link, the “Contact Us” pop-up window
opens and displays the SPOT-ES Help Desk information. This allows you to easily

describe your issue to the help desk and quickly obtain a solution. To move the “Contact

Us” pop-up window, hold down the left mouse button and move the mouse to drag the

window.

o
-~
%

e

SPOT-ES

Synchronized Predeployment end Operatonal Tracker — Ence SPOT ES Helpdesk Phone: (703) 578-5407
SPOT ES E-mail: dodhra beau-alex.dmdc. mbx.spot-helpdesk@mail mil

SPOT Reports Rz;?"::r:e Setup SPOT ES Web chat:  hitps:/lconference apps millwebconf/5285

e SPOT-ES Help Desk is staffed 24x7 by technical support specialists:
o Phone: (703) 578-5407
o Email: dodhra.beau-alex.dmdc.mbx.spot-helpdesk@mail.mil
o Chat: https://conference.apps.mil/webconf/5285

1.7 Managing Connection Timeouts

For security purposes, SPOT is configured to terminate user sessions after 15 minutes of
inactivity. Prior to terminating a session, SPOT displays a warning message indicating your
session is going to expire.
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A SPOT Session Expinng !
This session is about to end due to inactivity.

To extend the session, click the Continue
button.

114 seconds remaining.

If you do not click Continue to extend your session, the session will terminate. When this
occurs, the system will require you to log in again. You may also need to reenter your Certificate
PIN to access the system.

2 Common Features

This section describes search features that are common to the entire SPOT system, including
search for duty station, job title, company, and organization. In addition, this section also
includes how to submit a new site request, request a new company, and view and explore an
organization hierarchy.

Note: Search features that belong to a specific module, such as search for LOA, person, or
contract/task order, are described with their specific module.
2.1 Searching for a Duty Station

The “Search for Duty Station” capability is available when you need to perform a task such as
creating a deployment, updating a duty station, creating a deployment template, completing a
person’s next of kin information, or entering a person’s duty station check-in date.

1. On any page that displays the “Search for Duty Station” capability, click the Search icon
(%). A “Duty Station” window will display.

The following example displays the “Search for Duty Station” capability on the “Step 1.
Deployment Information” tab of the “Create Deployment s/Request LOAs” page.

Deployments/LOAs Create Deployments/Request LOAs

s Create Depls

« Create Depls | Request Create Deployments/Request LOAs

LOAs

¢ RequestLOAs Step 1. Deployment Information | Step 2. Personnel Information  Step 3. Confirm  Step 4. Results

* required

Deployment Template Current Task | create Deployments and Request LOAS R
+ Add Search for Template
+ Manage

Contract Details

| e

Deployment Details

Person List Contract /| Task Order 123456-12-A-1234/1234 *Countries to be Select Countries from List to
Visited Add
+« Add Period of 06/20/2012 - 06/20/2014 ! Afghanistan
+ Manage Performance :Akrotiri :I
*Deployment Start |05r20r2012 = Albania
Date Algeria =
*Deployment End = P
ity [o6r20:2074 & ®
*Primary Deployed | Country 4 I Selected Countries
Duty Station y
City
“Operation | gelect A Value .. e
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2. Enter the search criteria. If you know the name of the site, enter the name in the Site
field. If you do not know the name of the site, enter/select Country and then City and
Site.

Notes:

e A duty station location in SPOT is the combination of country, state (if USA),
city, and site. A duty station location contains at least a country and a city, and a
specific site if base access is required. For city only deployments, choose a
location where the site is a dash “-“.This applies to contractors who do not need
base access or contractors deployed to a city where there is no nearby base,
station, fort, or airport.

e The State field is displayed only when the country selected is the United States.

e As you type, the window automatically displays values that match the search
criteria and begins filtering the result set to match the entered data. Click the
desired value from the drop-down list and the subsequent data fields will
populate.

Primary Deployed Duty Station x
“Jsubmit New Site
Country v
State
City
Site

Clear . Cancel

e Example 1 — Use if you are unsure of the site name or the site is not available.

Begin to type and then select a Country name and a list of available sites within
the county will display.

Primary Deployed Duty Station %

‘& submit New Site
CDUI‘H.I'Y X | v
City
Site
[clear| [ cance

418 Search Result(s) for - Country: Kuwait (KWT) Show per page:

Country = City Site

Kuwait (KWT) Abi Huleifa = .
Kuwait (KWT) Abrag Khitan -

Kuwait (KWT) Abrak Khetan -

Kuwait (KWT) Abrag Haytan -

Kuwait (KWT) Abrag Khaitan -

Kuwait (KWT) Abrag Khaytan -

Kuwait (KWT) Abrag Khetan - i

Page[t  ]of17 s »
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Begin to type and then select a City name and a list of available sites within the

city will display.

Primary Deployed Duty Station

Country | Kuwait (KWT)

City | Kuwait City |

Site

Kuwait City
Country “ City

Kuwait (KWT) Kuwait City
Kuwait (KWT) Kuwait City
Kuwait (KWT) Kuwait City
Kuwait (KWT) Kuwait City
Kuwait (KWT) Kuwait City
Kuwait (KWT) Kuwait City
Kuwait (KWT) Kuwait City

PageD of 1

16 Search Result(s) for - Country: Kuwait (KWT); City:

x
& submit New Site
w
*
i'—i !—‘
| Clear | | Cancel
Show per page:
Site
L ~
Al Mubarak
Al Udeid Air Base
AL WAZZAN
Camp Arifjan
Camp Doha
: W
Camp MNew Jersey

Begin to type and then select a Site name and a list of sites that match your entry

will display.

Primary Deployed Duty Station

Country | Kuwait (KWT)

City | Kuwait City

Site JCamp Arifjan|

Kuwait City ; Site: Camp Arifjan
Country = City

Kuwait (KWT) Kuwait City

F'ageof1

1 Search Resultis) for - Country: Kuwait (KWT); City:

& submit New Site

i

»

[Clear | [Cancet|
klees, Cancel)

Show per page:

Site

Camp Arifjan

Select the site from the populated list. If the site you need is not available, see

Section 2.2, Submitting a New Site.
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Notes:

e Although you can scroll down, sort, or page through the list of available
sites within a county until the desired site is located, it is better to continue
to enter City and Site search criteria until you find the correct location.

e By default, the search returns results in pages containing 25 records. You
can use the drop-down list above the search results to change the
maximum number of records per page to display 10, 50, 100, 250, or 500
records. The pagination feature at the bottom of the page allows you to
scroll forward and backward between pages.

e The search results are listed in alphabetical order by state (if USA) or by
city. To sort by a different column, click in the column heading. Click
again to toggle between ascending and descending order.

e Example 2 — Use to search directly for a site or city.

Enter either the Site name or the City name. For example, the easiest way to
search for Camp Arifjan is to begin typing Arifjan directly in the Site field.
After you type the first three characters, SPOT displays options that match your
entry. As you continue to type, SPOT refines the available options. For example,
Camp Arifjan becomes available as a selection.

If the desired site or city does not populate, verify the correct spelling of the
name. Click Clear to clear your entries or click Cancel or the Close icon (X) to
close the search window; then conduct the search again.

Primary Deployed Duty Station %

& Submit New Site

Country t »
State
City
Site | arif x

BTRS - ZARIFKHEL (COF})
BTRS - MAZAR-E-SHARIF (MES)YMARMAL (DEU)

*Supporting I Camp Arifian I

Select the site or city from the populated list. For example, select Camp Arifjan,

which is located in the city of Kuwait City, Kuwait, as the deployment site. SPOT
will populate the Primary Deployed Duty Station field with your selection, such
as Camp Arifjan, Kuwait City, Kuwait.
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Primary Deployed Duty Station

Country

State
City

Site | Camp Arifjan|

1 Search Result(s) for - Site: Camp Arifjan
Country = State City

&) Submit New Site

b

x
| Clear | | Cancel |

Show per page: (25 | v
Site

I Kuwsait (KWT) Kuwait City

Camp Arifian I

Page 1 of 1

3. When the desired duty station location is displayed, click it to select the location. The
window closes and fields for the selected duty station are populated on the original page.

Duty Station

*Primary Deployed | Country Kuwait =
City Kuwait City
Site Camp Arifjan

2.2 Submitting a New Site Request

If you cannot find the required site through a search, you can request that a new site be added.

Note: Submitting a new site for Afghanistan is no longer available.

1. Click the Add icon (@) for the “Submit New Site” option. The “Submit New Site”

window will display.

Primary Deployed Duty Station
Country | gouth Africa (ZAF)
City

Site

31 Search Result{s) for - Country. South Africa (ZAF)

Country & City
South Africa (ZAF) Alexander Bay
South Africa (ZAF) Bloemfontein

| Dsubmit New Site |

w

. Clear ' Cancel .

Show per page: 25 -
Site

=

*
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2. Ifyou previously attempted to search for a duty station, the information will be populated
with the previous selections. If the city was not selected before, enter the city name. A
table will automatically display the list of cities that match the data entered. When the
desired city is displayed, click the city to populate the City field.

Submit New Site x

* required
*Country | South Africa (ZAF) =

*City | Cape Town
*Site

Submit Cancel

3. Enter the name for the new site in the Site field and click Submit.

A pop-up window opens with a message stating the new site will be reviewed and
approved before use.

Message from webpage [é]

Coun

Your site has been submitted for review. Upon review, you will be

Submit New Site ! %, notified with further instructions.

* required

*City | Cape Town

*Site Cape Town

Cancel

4. Click OK to return to the “Primary Deployed Duty Station” search window. Until the
newly added site is approved, you will need to select the desired duty station location
with only the city selected.

If the new site is approved, you will need to update the duty station for all deployments
created when requesting the new site because all those deployments are only at the city
level.

2.3 Searching for a Job Title/Entering a Job Title

The “Search for Job Title” capability is available when you need to perform tasks such as
creating a deployment, updating deployment information, or creating a person list.

1. On a page that displays the “Search for Job Title” capability, do one of the following:

e To enter the job title for a person, click the Search icon ( +) associated with the
person.

e To enter the job title for multiple persons in the person list, click one or more
checkboxes to select the person(s) and click the Bulk Job Title link.

A “Job Title” window will display.
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The following example displays the “Search for Job Title” capability on the “Step 2.
Personnel Information” tab of the “Create Deployment s/Request LOAs” page.

Resource
SPOT Reports Setu,
s Center b

Home : Create DeploymentsiRequest LOAs

Deployments/LOAs Create Deployments/Req...

+ Create Depls

» Create Depls | Request Create Deployments/iRequest LOAs @

LOAs

¢ RequestLOAs Step 1. Deployment Information | Step 2. Personnel Information  Step 3. Confirm  Step 4 Resuis

* required
Current Task Create Deployments and Request LOAs

Deployment Template
Number of Persons 1
+ Create _ _ )
* Manage Search for Person List Search for Person ]
u\k Job Title % Remove Person(s) !SElect Not Ready Show per page: 25 ~
] Name = SSHIFIN = Job Title * In-Theater Email CompanyiGovt Org
Person List —
=1 |Bailey, Benjamin
S ErealE St XOOINX-0331 B . HP ®

+ Manage

% Page 1 of 1 =

| Saveas Person List || Save Selected as Person List | Back Continue |

2. Enter the name of the job title in the Search field. The table will automatically display
job titles that match the entered data.

Notes:
o ' onet”
e SPOT uses Department of Labor standardized job titles, as defined in O*NET -
data.
e For Private Security Contractors, you must select one of the following three job
titles:

o First-Line Supervisors of Police and Detectives
o Police Patrol Officers
o Security Guards

e By default, the search returns results in pages containing 25 records. You can use the
drop-down list above the search results to change the maximum number of records
per page to display 10, 50, 100, 250, or 500 records. The pagination feature at the
bottom of the page allows you to scroll forward and backward between pages.

e The search results are listed in alphabetical order by category. To sort by a different
column, click in the column heading. Click again to toggle between ascending and
descending order.
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Job Title 4
Searchl civil I
25 Search Result(s) for - Search: civil Show per page: 25 -
Category = Job Title Description

Frepare detailed
drawings of architectural
and structural features
of buildings or drawings
and topographical relief
. maps usedin civil
'E;Egiﬁizt'r':;egand Architectural and Civil engineeril_wg projects,
Occupations Drafters SL!Ch as hlghways.
bridges, and public
waorks. Use knowledge | _

F maildim e b sl

m »

Page 1 of 1

Cancel

3. When the desired job title is displayed, click the desired row to select it. The window
closes and the selected job title is populated on the original page.

Note: If you hover over a job title, a tooltip will display the complete text of the job title.

Job Title x
Search | iyl
25 Search Result(s) for - Search: civil Show per page: 25 -
Category + Job Title Description

Prepare detailed
drawings of architectural '
and structural features

of buildings or drawings
and topographical relief
maps used in civil

m »

Erncgilrt.g;t#;egand Architectural and Civil | engineering projects, Tooltip
Occupations Drafters such as highway

Architectural and Civil Drafters !

mF il i s ebaris .

-

Page 1 of 1

Cancel

2.4 Searching for a Company

The “Search for Company” capability is available when you need to perform tasks such as
adding a task order or managing contractor companies.

Note: You can also search for a company from the SPOT menu bar (see Section 3.1).

1. On any page that displays the “Search for Company” capability, depending on the page,
click the Search icon (+) or the Add icon (0) for the “Add Contractor Company”
option. The “Search for Company” window will display.

The following example displays the “Search for Company” capability with the Add icon
(ﬂl) on the “Add Task Order Details” page.
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Manage Contractor Companies

(&2 Add Contractor Company

Prime Name Acronym

V Hewlett Packard HP

2. Enter search criteria for at least one field. For the Company Name field, enter at least
three characters in order to search. Click Search. The search results display companies
that match the entered search criteria.

Notes:

o By default, the search returns results in pages containing 10 records. You can use
the drop-down list above the search results to change the maximum number of
records per page to display 10, 50, 100, 250, or 500 records. The pagination
feature at the bottom of the page allows you to scroll forward and backward
between pages.

o The search results are listed in alphabetical order by company name. To sort by a
different column, click in the column heading. Click again to toggle between
ascending and descending order.

Search for Company

Company Name: |nurthrop

Company Acronym: I

I Search I| Clear || Cancel i

Can't find your Company?

23 Search Result{s) for - Company Name: northrop Show per page: I 10 'I

Company Acronym =]

Neorthrop Grumman NGIT Select

Northrop Grumman Aerospace NGAS Select

Northrop Grumman Corp. Northrep Grumman Corp. Select

Northrop Grumman Corporation NGC Select

Northrop Grumman Electronic Systems Northrop Grumman Elec Sys Select

Nurthrup_Grurnman Enterprize Management NGEMEC Select ..

Corporation

Northrop Grumman Guidance and Electronics NED Select

Company, Inc.

Nerthrop Grumman Information Systems NG-IF Select j

3. Click Select next to the company you wish to select. The window closes and the selected
company is populated on the original page.

Note: The search results section displays both the Company Name and Company
Acronym fields, regardless of whether you enter search criteria in one or both fields.
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Company Name: Inonhrop

Company Acronym: I
Search Clear Cancel
Can't find your Company?

23 Search Result(s) for - Company Name: northrop

Search for Company

Show per page: | 10 'I

-

Company Acronym
Northrop Grumman NGIT Select
Northrop Grumman Aerospace NGAS Select
Northrop Grumman Corp Northrop Grumman Corp Select
Northrop Grumman Corporation NGC
Northrop Grumman Electronic Systems Northrop Grumman Elec Sys Select

2.5 Requesting a New Company

If the required company is not found through a search during a task, you have the ability to

request that a new company be added to SPOT’s list of selectable companies.

Note: The ability to request a new company is not available when company contractor personnel

try to register for SPOT. If persons trying to register cannot find their company name in SPOT,

they must contact the SPOT-ES Help Desk at dodhra.beau-alex.dmdc.mbx.spot-

helpdesk@mail.mil or (703) 578-5407.

1. Click the Can’t find your Company? link. The “Request New Company” window will

display.

Search for Company

Company Name: |northrop

Company Acronym: |

| Search ||CEear || Cancei|

I Can't find your Company? I

33 Search Result(s) for - Company Name: northrop

Company Acronym
Morthrop Grumman NGIS
Morthrop Grumman NGTS
NORTHROP GRUMMAMN NGC
Morthrop Grumman NGES

Show per page:
Select i
Select
Select
Select

2. Enter the company information and click Submit.

| Request New Company

* Company Name: |Nor1hr0p Landscaping, Inc.

* Company Acronym: |NLI

Company Description: ¢ ommercial landscaping|

(Char Count) Max=500

I 5uhmit|l | Cancel | |Close |
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A pop-up window will display a message to indicate the company name has been
submitted for approval.

3. Click OK to return to the “Search for Company” window.

- B
Message from webpage &

The company name you requested has been submitted to the SPOT
y ! % PMO for approval. If the company name request is urgent, contact the
SPOT ES Help Desk at (703)578-5407.

[ ok

. 2

4. Click Cancel to close the “Search for Company” window and return to the original page.

Company Name: |n0r‘lhmp |

Company Acronym:
| Search | ClearI Cancel I

Can't find your Company?

33 Search Result{s) for - Company Mame: northrop Show per page: m
Company Acronym A

Morthrop Grumman NGIS Select

MNorthrop Grumman NGTS Selact

NORTHROP GRUMMAMN NGC Select

Morthrop Grumman NGES Select

You will receive an email to notify you if the requested company name is approved,
approved with comments, approved with changes and comments, or denied with
comments.

5. If the company name is approved (or approved with comments/changes), perform the
search again for the newly created company. The company will display in the search
results. If necessary, click the page number button at the bottom of the window until you
locate the new company name.

Search for Company

Company Name: |n0rthrop |

Company Acronym: |p "
ISearchI Clear| Cancel

Can't find your Company?

6. Click Select next to the company you wish to select. The window closes and the selected
company is populated on the original page.
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Search for Company

Company Name: |n0rthrop |

Company Acronym: | ML |

Search | | Clear

Can't find your Company?

38 Search Result(s) for - Company Mame: northrop; Acronym: NLI

Show per page: m

Company
Morthrop Grumman Technical Services
MNorthrop Grumman Technical Services
MNorthrop Grumman Technical Services
northrop grumman technical semvices, inc.
Nerthrop Grumman, Aercspace Systems
Morthrop Landscaping, Inc.
Online Processing, Inc.
Sunlight Construction Com

Acronym
NG Technical Senvices Select
NGTS Select
NGTS Select
NGTSI Select
MNGC - A Select
Online Processing, Inc. Select
Sunlight Construction Com Select

2.6 Searching for a Government Organization

The “Search for Government Organization” capability is available when you need to perform
tasks such as creating a deployment, requesting an LOA, or creating a deployment template. The
search provides an option for you to select an organization by viewing the organizational
hierarchy first. This will allow you to browse and drill down through organizations in the

application to ensure you select the appropriate organization.

1. On any page that displays the “Search for Organization” capability, click the Search icon
(+). The “Supporting Government Organization” window will display.

The following example displays the “Search for Organization” capability on the “Step 1.

Deployment Information” tab of the “Create Deployments/Request LOAs” page.

Replmenis Ol Create Deployments/Req...

= Create Depls

Period of
Performance

*Deployment Start l:[j
Di

ate

*Deployment End l:[j

Date
Country 4
City

“Operation | Select A Value - S

*Primary Deployed
Duty Station

System Supported ' Select A Value . "

*Purpose of
Deployment

Remaining Characters: 400

*Supporting ] L
Government L)
Organization

Visited [Afghanistan

Alrotiri o]
Albania

Algeria ¥

&~ =

Selected Countries

- Create Depls / Create Deployments/iRequest LOAs
Request LOAS
* Request LOAs
Step 1. Deployment Information | Step 2. Personn Step 4. ts
Deployment Template * required Self-help video B
= Create Current Task | Greate Deployments and Request LOAs .
* Manage S
| search for Template
Contract Details =
Person List .
Deployment Details &
= Create
= Manage Contract / Task Order *Countries to be Select Countries from List to Add
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2. Enter the name of the organization in the Search field. When the desired organization is
displayed, click the appropriate row to select the organization. The window closes and
the selected organization is populated on the original page.

Notes:
e If you enter three or more characters, the matching search results will be displayed
automatically.
e If you enter two or fewer characters, click Search to display the search results.
Supporting Government Organization b7
vlﬁ
Search Idod |
Search | Cancel
8 Search Result(s) for - Search: dod Show per page: |25 v
Organization * Path
DOD %, |US_GOVT > EXEC_BR ~
DOD Grants and Agreements % US GOVT > EXEC BR > DOD
DoD Inspector General - US_GOVT > EXEC_BR > DOD >
& |OSD Staff
DoD Special Unit #1 %, |US_GOVT > EXEC_BR > DOD
GA_DOD GA_GOVT > GA_EXEC_BR
v
HI_DOD HI_GOVT > HI_EXEC_BR
Page[1  |of1

2.7 Viewing and Exploring an Organization Hierarchy

At any time during the organization search, click an Organization Hierarchy icon to view the
organization hierarchy. The “Organization Tree View” provides a high-level view or you can
drill down to view a specific organization’s hierarchy. Within a specific organization’s hierarchy,
you can select subordinate organizations.

Note: Organizations that have a blue and green colored hierarchy icon ( * ) are selectable as

supporting organizations. Organizations that have a white colored hierarchy icon ( &) are not
selectable as supporting organizations

2.7.1 Viewing an Organization Tree

To view an organization tree:

1. Click the Organization Hierarchy icon in the upper right hand corner. The
“Organization Tree View” window will display. This is a high-level view, showing the
tier 1 organizations. None of these tier 1 organizations can be selected as a supporting
organization.
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Supporting Government Organization x

Search gnq

Search Cancel

8 Search Result(s) for - Search: dod Show per page: 25 -
Organization = Path

DoD 2, |US_GOVT = EXEC_BR *
DOD Grants and Agreements 4 US_GOVT = EXEC_BR > DOD

DoD Inspector General . S GOVT=EXEC BR=DOD= ||E

B 05D Staff

DoD Special Unit #1 4, |US_GOVT » EXEC_BR = DOD
GA_DOD GA_GOVT = GA_EXEC_BR

HI_DOD HI_GOVT = HI_EXEC_BR i

Page 1 of 1

2. To view the children of an organization, click the triangle icon associated with the
organization.

Browse Organization ®

* required
' U3 virgin 1slands Government (VI_GOVT) -
L. . United Mations (UN)
A United States Government (US_GOVT)
Fl Executive Branch (EXEC_BR)
L Dept. of Commerce (Dept. of Commerce)
4y =3 Dept. of Defense (DOD)
L. . DCAA (DCAA)
| % DCMA (DCMA)
' Defense Commissary (Defense Commissary)
' “n Dept. of Defense (Grants and Agreements) (DOD Grants ani
L. Dept. of the Air Force (DAF)
] Dept. of the Army (DA)
' g 650th Military Intelligence Group (650 MIG)
- % Acguisition, Logistics and Technology (AL&T)
- % Area Suppor Group (ASG) (Area Support Group (ASG))
- =g Army and Air Force Exchange Service (AAFES)
- %3 Army Contracting Command - Qatar (Army Contrcting Cm

L. 5. arenw Suetainmant Sammand (A0 5

= R o -

[ |
=

m

Cancel

The selected organization will display its children.

Document Version 40.1, January 2019 24



SPOT-ES 8.10: Contractor Company User Manual

Browse Organization 4

* required

A United States Government (US_GOVT)

A Executive Branch (EXEC_BR)

' Dept. of Commerce (Dept. of Commerce)

4- % Dept of Defense (DOD)

L. . DCAA(DCAA)

. - DCMA (DCMA)

' Defense Commissary (Defense Commissary)
' “y Dept. of Defense (Grants and Agreements) (DOD Grants ani—,
L. Dept. of the Air Force (DAF)
A Dept. of the Army (DA) -
' “g 650th Military Intelligence Group (650 MIG)

- g Acguisition, Logistics and Technology (ALET)

- g Area Support Group (ASG) (Area Support Group (ASG))

- g Army and Air Force Exchange Service (AAFES)

5 Army Contracting Command - Qatar (Army Contrcting Cm
' 5 Army Sustainment Command (ASC)

' “n Biometrics Task Force (BTF)

L CENTCOW.oint Theater Sunpoct Contractinn Command]™
4 | LI [

m

| Cancel

3. To view more information, hover over an organization and a small pop-up window

displays details, including the long name, acronym, whether the organization is also a
contracting office in SPOT.

Browse Organization X

* required
' U3, Virgin Islands Government (VI_GOWT) -
L. . United Nations (UN)

A United States Government (US_GOVT)

A Executive Branch (EXEC_BR)

' Dept. of Commerce (Dept. of Commerce)

4. %y Dept. of Defense (DOD)

DCAA (DTAA)

DCMA (DCMA) _

Defense Commissary (Defense Caommissary) =

- "3 Dept. of Defense (Grants and Agreements) (DOD Grants ant

Dept. of the Air Force (DAF)

4.1, Dept ofthe Army (DA)

¢ g 650th Military]

- "3 Acquisition,

Name: Dept. of the Army P)

Acronym: DA L&T)

- % Area Supportl Comtracting Office: Mo | Group (ASG))
- % Army and Air |j Start Date: \FES)

- B3 Army Contra Bl

G LB srmv @iietainmant fammand ragr

4 | 1 I

iy Contrcting Cm

—

Cancel

4. To hide the children of an expanded organization, click the highlighted triangle.
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Browse Organization

* required

A United States Government (US_GOWT)

a- Executive Branch (EXEC_BR)

Dept. of Commerce (Dept of Commerce)

4. = Dept. of Defense (DODY)

L. Z: DCAA (DCAA)

L. 2. DCMA (DCMA)

Defense Commissary (Defense Commissary)

- %3 Dept. of Defense (Grants and Agreements) (DOD Grants ang
L. . Dept ofthe Air Force (DAF) '
[3] - pept ofthe army o)

' “y B50th Military Intelligence Group (650 MIG)

- " Acquisition, Logistics and Technology (AL&T)

' “u Area Support Group (ASG) (Area Support Group (ASG))

- % Army and Air Force Exchange Semvice (AAFES)

- g Army Contracting Command - Qatar (Army Contrcting Cm
- g Army Sustainment Command (ASC)

' “n Biometrics Task Force (BTF)

i —— T b

| Cancel |

m

L. B CENTOOM- Inint Thastar Sunnart Cantracting Cammand

5. To exit the view, click Cancel or the Close icon (X).

Browse Organization

* required
A United States Government (US_GOVT)
A Executive Branch (EXEC_BR)
' Dept of Commerce (Dept. of Commerce)
4. = Dept. of Defense (DOD)
L. - DCAA (DCAA)
L. . DCMA (DCMA)
' Defense Commissary (Defense Commissary)
' '-‘g, Dept. of Defense (Grants and Agreements) (DOD Grants ani
' Dept. of the Air Force (DAF)
L. - Dept. ofthe Army (DA)
L. - Dept. ofthe Nawy (DON)
' District of Columbia Mational Guard (DC_MNG)
' 5 DoD Special Unit #1 (DoD Special Unit #1)
l. " DSCA (DSCA)
l. - DSS(DSS)
L. % FCS (FCS)
L. % FEMA (FEMA)
% LRIZ (1-RI7Y

m

}

Cancel
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2.7.2 Viewing a Specific Organization Hierarchy
To view an organization hierarchy:

1. Click the Organization Hierarchy icon associated with an organization in the search

results.
Supporting Government Organization x
a
B
Search “dod KJ
Search Cancel
9 Search Result(s) for - Search: dod Show per page:| 25 WV
Organization * Path

DOD %, |US_GOVT > EXEC_BR o
DoD 3 US_GOVT = EXEC_BR =DOD =

& DA
DOD Grants and Agreements 2, | us_covT=EXEC_BR >DOD
DoD Inspector General a US_GOVT = EXEC_BR > DOD =

& |0SD Staff
DoD Special Unit #1 % |US_GOVT>EXEC_BR>DOD |w
GA nnn -f-\-ﬂ PONIT o A EVYIES NN

Page |1 | of 1

From this view, you can perform different actions. See the following steps for options.

Organizations =

- 3 Dept. of Defense (Grants and Agreements) (DOD Grants an =
Dept. ofthe Air Force (DAF)

Dept. of the Army (DA)

Dept. of the Mawvy (DOM)

District of Columbia Mational Guard (DC_MNG)
- g DoD Special Unit#1 (DoD Special Unit #1)
DSCA (DSCA)

0S5 (DSS)

- g FCS (FCS)

I % FEMA (FEMA)

- % IFBIZ {IFBIZ)

Joint Chiefs of Staff (Joint Chiefs of Staff)

I g MICC USARC (MICC USARC)

- g Mational Geospatial-ntelligence Agency (NGA)
!> Mational Guard Bureau (MGB)

Jz, Mational Reconnaissance Office (NRO)

- % Office of the Secretary of Defense Staff (OSD Staff)

- 1 =P =1
' 1ir 3

m

: Cancel |

2. To view more information, hover over an organization and a small pop-up window will
display details.
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Organization ®x

FRAFES TARFES]
AFCEE (AFCEE)
Alabama State Government (AL_GOWVT)
Alaska State Government (AK_GOVT)
AMC (AMC)

Arizona State Government (A7_GOVT)
Arkansas State Government (AR GOVTY
British Forces-Haiti (

I+

O R
C3(C3) Contracting Office: Mo

California State GovegStart Date: 1711 990

Canadian Forces-HafEnd Date: 1201/28949

CIA (CIA)

CIFA (CIFA)

Coalition Partners (Coalition Partners)

Colorado State Government (CO_GOVT)

Connecticut State Government (CT_GOVT)

DARPA (DARPA)

- % DCAA (DCAA) -
«| | R

3. To view other high-level organizations, use the scroll bar on the right.

Organizations x

Zeorgia State Government (GA_GOVT) 3
Florida State Government (FL_GOVT)

Dept. ofthe Mavy (Dept. of the Nawy)

DoD JPO MRAP (DoD JPO MRAP)

MGA (NGA)

Dept. of Health and Human Services (DHHS) (Dept. of Health and Hum
Texas State Government (TX_GOVT)

SETAC (SETAC)

DISA (DISA)

Canadian Forces-Haiti (Canadian Forces-Haiti)

CIA(CIA)

- Dept. of Defense (Dept. of Defense)

“z DoD {Grants and Cooperative Agreements) (DoD (Grants and Coo
-~ %, PD TBS (PD TBS)

- % DHRA (DHRA)

“3 MAVICP Contracting (MAVICP Contracting)

"5 WR-ALC (WR-ALC)

"y PO LMR (PO LMR)

5 PMIZMP (PII3MP)

“y POWER PROJECTION EMABLERS (POWER PROJECTION ERNABL
“y PO SWA (PD SWA)

H -
L. ML QDD OO J

4 | Nl
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4. To select an organization at a specific level, click an active, selectable Organization
Hierarchy icon; the icon must be green and blue, not white. For organizations with white
icons, drill down to a selectable subordinate organization.

Organizations ®x

!epl. of Defense (Grants and Agreements) (DOD Grants an »
' Dept. of the Air Force (DAF)

L. % Dept. of the Army (DA}

L. . Dept ofthe Navy (DON)

' District of Columbia Mational Guard (DC_MG)

' “z DoD Special Unit#1 (DoD Special Unit #1)

L. . DSCA(DSCA)

L. . DS (DSS)

L. B, FCS (FCS)

' “z FEMA (FEMA)

You will return to the original page where you launched the organization search. The

selected organization will be populated in the Supporting Government Organization
field.

*Supporting | Dept. of Defense (Grants |4 %
Government | and Agreements) (DOD
Organization | Grants and Agreements)

5. To exit the view without selecting an organization, click Cancel or the Close icon (X).

Organizations =

- gz Dept. of Defense (Grants and Agreements) (DOD Grants an ~
Dept. of the Air Force (DAF)

Dept. of the Army (DA&)

Dept. of the MNavy (DOM)

District of Columbia Mational Guard (DC_MNG)

- *g DoD Special Unit#1 (DoD Special Unit #1)

L. . DSCA(DSCA)

l. . DsS (DSS)

L. % FCS(FC9)

' “a FEMA [FEMA)

L. % 1BIZ (-BIZ)

Joint Chiefs of Staff (Joint Chiefs of Staff)

L. 3 MICC USARC (MICC USARC)

- “g Mational Geospatial-Intelligence Agency (NGA)

' Mational Guard Bureau (NGB}

- “p Mational Reconnaissance Office (NRO)

' 3 Office ofthe Secretary of Defense Staff (OSD Staff)

I N PO ST Y- =T -1
4 111 F

m

-
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3 Companies

The “Company Administration” feature is available to the Company Contractor and Government
user communities. This section provides instructions on searching for a company and requesting
a new company.

3.1 Searching for a Company

Before attempting a task that requires you to select a company, search to see if the company is in
SPOT’s list of selectable companies.

1. From the SPOT menu bar, hover the cursor over SPOT and a drop-down menu will
display. Under “Company”, click the Search link.

Resource

SPOT Reporis e Setup
Person
Contracts A SYSTEM ALERT

Search jl o - .

P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as

Coympany the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for

Request Afghanistan" document located in the SPOT-ES Library. Do NOT request a new site when creating

I Search l Note deployments to the country of Afghanistan. All such requests will be denied.
adding

The “Search Company” tab will display on the “Company Administration” page.

sPOT Reports Rg:?]';;fe Setup
Home : Company Administration
Company Request Company | Search Company
+ Request
Company Search Company
+ Search Company
Company Name: |go m ac 00 chars

Company ACronym: |Search (minimum 2 chars, maximum 100 chars)

:. .(.:_I-éar.i

Company Name + Company Acronym

2. Enter search criteria for at least one field. To clear entries and search again, click Clear.

o For the Search Company Name field, enter at least three characters.
o For the Search Company Acronym field, enter at least two characters.

As you enter the minimum required search criteria, search results display companies that
match your entries.

Notes:

e The search results displays both the Company Name and Company Acronym fields
regardless of whether you enter search criteria in one or both fields.

e By default, the search returns results in pages containing 25 records. The pagination
feature at the bottom of the page allows you to scroll forward and backward between

pages.
e The search results are listed in alphabetical order by company name. To sort by a

different column, click in the column heading. Click again to toggle between
ascending and descending order.
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SPOT Reports

Home : Company Administration

Company

* Request
Company

+ Search Company

Resource
Setu
Center &

Request Company | Search Company

Search Company

Company Name:

Company Acronym:

Company Name =
Chew Engineering
Hewad
Hewad Dost International Transportation
Hewad Dost International Transportation
Hewad Dost International Transportation (HIT)
Hewad Noorzad Construction Company
Hewad Transportation & Logistic Service
Hewad Transportation & Logistic Service
hewellet
Hewlett Packard

&

hew

Search (minimum 2 chars, maximum 100 chars)

Company Acronym

|Chew

.Hewad

.HD\

.HlT

.Hewad Dost Internati
.Hewad Moorzad Constructio
.Hewad Transportation & L
.Hewad Tranzportat (SWDRD)
:hew

:HF'

Page 1 of 1

i

CIB&[

>

W

View 1-12of 12

3.2 Requesting a New Company

If the required company is not found through a search, you have the ability to request that a new
company be added to SPOT’s list of selectable companies.

1. From the SPOT menu bar, hover the cursor over SPOT and a drop-down menu will

display. Under “Company”, click the Request link.

SPOT Reports

Person
Add

Contracts
Add

Resource
Center Seiup

A SYSTEM ALERT

Search jl

Compan
EBIET Note

adding

# NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as
the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for
Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating
deployments to the country of Afghanistan. All such requests will be denied.

The “Request Company” tab will display on the “Company Administration” page.

Resource
SPOT Reports Setu
L Center B

Home : Company Administration

Company Reguest Company | Search Company
* Request ) -
Company Request Company

* Search Company
"Company Name: | please enter 3 company name, maximum 100 chars
Company Name is required
*Company ACTonym: | please enter a company acronym, maximum 100 chars
Company
Company Description: [maximum

ronym is reguired.

[ submit|

Enter the company information. Company Name and Company Acronym are required.

Click Submit.
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Resource
SPOT Reports i Setup

Home : Company Administration

Eompany Request Company | Search Company

+ Request
Company Request Company
+ Search Company
*Company Name: Northrop and Flowers

*Company Acronym: NAF

Company Description: |Commercial landscaping

[ submit | | Clear |

A pop-up window will display a message to indicate the company name has been
submitted for approval.

Notes:

o If'the request is urgent, contact the SPOT-ES Help Desk to expedite the approval
process.

o If'the requested company already exists or you have already submitted a request
for this company, the message indicates this in the pop-up window.

Resource
SPOT Reports Setu
2 Center L

Home : Company Adminigtration

Processing...
-

» Request
Company Request Company | Search @ Message from webpage @
+ Search Company
Request Company The company name you requested has been submitted to the SPOT
__I_i PMQ for approval. If the company name request is urgent, contact the
SPOT ES Help Desk at (703)578-5407.
d
i

[ submit| [ clear|

Company

3. Click OK to return to the “Request Company” tab.

Resource
SPOT Reports PR Setup

Home : Company Administration

Company Request Company | Search Company

* Request
Company
= Search Company

Request Company

“Company Name: | Please enter a company name, maximum 100 chars
Company Name is required
*Company ACTONYm: | Please enter a company acronym, maximum 100 chars

Compan
Company Description: [maximum 3

fm IS required
chars

[ supmit]

You will receive an email to notify you if the requested company name is approved,
approved with comments, approved with changes and comments, or denied with
comments.
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After the company name is approved (or approved with comments/changes), you can
perform a task that requires you to select this company.

4 Contracts and Task Orders

The “Manage Contracts and Task Orders” feature is available to the Company Contractor and
Government user communities. SPOT allows these users to enter basic contract data and
information about related task orders. Users will also establish the relationship between a
contractor company serving as the prime contractor and those serving as subcontractors for the
contract and task order.

This section provides instructions on searching for a contract or task order, adding a new contract
or task order, and managing the details of a contract or task order.

Note: These functions are normally performed by government personnel or contractor personnel,
although SPOT currently permits Company Administrators to enter pertinent contract
information.

4.1 Searching for a Contract

Before attempting to add a new contract into the SPOT system, perform a search to ensure that
the contract does not exist in the system. This will maintain data integrity in the system. You
should also perform a search for a contract if you need to update an existing contract.

1. Use one of two ways to search for a contract:

e From the SPOT menu bar, hover the cursor over SPOT and a drop-down menu will
display. Under “Contracts”, click the Search link.

e From the “Start Here” section of the “Home” page, click the Search for Contract
link.

The “Search for Contract” page will display.

Note: The drop down menu displayed under the SPOT menu will be determined by the
role in which you are currently using. As previously mentioned, the screenshots apply to
the role of Company Administrator. If you are using other roles such as Contracting
Administrator, you will not see the Add a Person or Search for Person options on the
“Home” page and the menu bar drop-down menu.
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SPOT Reports Setul
e Center e
Person
Add
Contmet A SYSTEM ALERT
Add
[ =

Search

Company
Request
Search
Deployments/ LOAs
Create Depls
Create Depls / Reguest

LOhs adding Start Here
Request LOAs @)Add a Personl| . Search for Contract
Person List orify 1

ik ifter Search for Person

Manage Search for a person to deploy or deployment information

T, " telease

Deployment Template

Cresie ted to Filter by Person Details:

Manage

_ Last Name: | First Name:

Eqnipment View All
Aad Citizenship Category:
Search
Deployment Status: [a) [

Resource

Note
adding

Note

P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as
the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for
Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating
deployments to the country of Afghanistan. All such requests will be denied.

Enter the search criteria and click Search for Contracts. The “Search for Contract” page

will display a list of contracts that match the search criteria. The search disregards non-

alphanumeric characters and embedded spaces, and is not case-sensitive. This means you
do not need to know the exact format of the contract number in order to search for it.

Notes:

e Your role and company will determine which contracts are available to view. Your
company must be the prime on the contract/task order in order for you to see it as a

Company Administrator.

e Ifyou click Search for Contracts without entering search criteria, all accessible
contracts will display.

e The search results include all contract numbers containing the characters in the
Contract Number field, whether the alphanumeric characters appear at the

beginning, in the middle, or at the end of the contract number. For example, if you
enter abc in the Contract Number field, one of the results can be poh12abcre.

When you enter at least three alphanumeric characters in the Contract Number field,
a drop-down list automatically lists the top five matching contract numbers that begin
with the alphanumeric characters entered in the field. If you click to select a contract
in the drop-down list, the contract number populates in the Contract Number field.
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SPOT Reports Resource

Home : Search for Contract

(&) Add a Contract
~4 Search for Contract

Search for a contract to view or edit. Use search filters below to refine your search.

Contract Number|

123 x Contracting Agency: [Select Contracting Agency v
1123456-16-A-1234
|123456-16-A-1235 Prime C C
Period of Perforf 123456-17-A-1235 i I
1123456-18-A-1234
Start:’— [ 123456-18-A-1235 Contracting Officer's First

x| I

Contracting Officer's Last

1]

Search for Contracts

In the Contract Number column of the search results, click the desired contract to view
contract details. The “Manage Contracts” page will display.

3.

Resource
SPOT Reports Setu
= Center p

Home : Search for Contract

() Add a Contract
-3 Search for Contract

Search for a contract to view or edit. Use search filters below to refine your search.

Contract Number:

123456-18 |

Contracting Agency: [ Select Contracting Agency v

Period of Performance Date Range (mm/ddiyyyy):

S| W |
Start: m to End:| [E Contracting Officer's First

|

Contracting Officer’s Last

|
Clear Search for Contracts

Contract Number Agency | Start Date | End Date Contracting Officer

Dept. of Defense 09/06/2015 09/05/2019 Padden, Luann
123456-18-A-1235 Dept. of Defense 05/18/2018 05/16/2019 Kamenelis, John
123456-18-A-1236 Dept. of Defense 09/07/2018 09/05/2019 Padden, LuAnn

4. To return to the “Search for Contract” page, click Return to Search. The “Search for

Contract” page will display; however, the contract search fields will not display the
previously entered search criteria or generated search results.
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——EFOT Tepos Tehp
oLemer, p
Home : AddMUpdate Contract - Task Order Details - Manage Task Order - Manage Contract
Manage Contracts Select Task Order v [l Select Contract Action
Contract Information
Contract Mumber: 123458-13-A-1234 Awardad Competitively? Yes
Confract Category: 212312 - Crushed and Broken Limastone Mining Ccontracting OfMcer: Padden, LuAnn
and Cuarmying G09-009-0030
212313 - Crushed and Broken Granite Mining and luann.paddenni@emal. gov
Quamying Contracting Agency: Dept of Defense
Period of Performance: 232018 to #5200
Contraciing Office: ACCD
Contract Description:  [Bid schoals
Places of Performanca:  Afghanistan
“Is TBC Reqlired@ Country TBC Mumber @ Reason For TBC Exemption @ Status
By OMo Afghanistan | TECW1Z34C120001AFG v
Contract Authorized Government Services
caaF [T noncaaF
WEAPON MILITARY 155UED CLOTHING
BILLETING MILITARY | SSUED EQUIPMENT
CAC MWR FACILITIES
LOCAL ACCESS BADGE MILITARY EXCHANGE
DINING FACILITY (DFAC) COMMISSARY
GOV'T FURNISHED MEAL S (GFM) MILITARY BANKING
APOIFPOVPOSTAL SERVICES EXCESS BAGGAGE
DIPLOMATIC POST OFFICE (DPO) MILAIR
FRIMARY CARE [”] TRANSPORTATION {other than MILAIR)
OTHER ({SEE REMARKS FIELD) NONE
NUMBER of AGS ITEMS CHECKED: 0
Contracting Officer’s Representative (COR)
Show per page:
Last Name First Name MN. Work Phone Email Start Date End Date
Eagle Bam Jamas B08-555-1Z34 seaghefimail gav O8N0E018 09052019
Contractor Companies
Prime:  HF Enterprise Sendces (HP Enterprise Services)
Sub: Mo associsted Subcontractor Companies
Return fo Search
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4.2 Searching for a Task Order

From the “Manage Contracts” page, you can select and view the details of a task order associated
with a contract.

Not all contracts have task orders. The “Manage Contracts” page displays a drop-down list
allowing you to select a task order if one is associated with the contract. When there are no
associated task orders, the Select Task Order drop-down list is not displayed and the “No
associated Task Order(s)” message indicates that there are no associated task orders.

Resource
SPOT Reports Setu
= Center b

Home : Search for Contract : Manage Contract

@

Manage Contracts Select Contract Action v

Contract Information

Contract Number: 123456-17-A-2345| Mo associated Task Order(s) I Awarded Competitively? Yes

Contract Category: 212312 - Crushed and Broken Limestone Mining Contracting Officer: Padden, LuAnn
and Quarrying; 609-999-9999
212313 - Crushed and Broken Granite Mining and luann.padden@email.gov

To search for a task order, complete the following steps:
1. Search for and select a contract. The “Manage Contracts” page will display.

2. On the “Manage Contracts” page, select the desired task order from the Select Task
Order drop-down list and click Go (). The “Manage Task Order” page will display.

Resource
SPOT Reports Setu
= Center b

Home : Search for Contract : Manage Contract

Manage Contracts Colart Tack Nrdar 6o Select Contract Action

123456-18-A-T234
T T

Contract Information

Contract Number: 123456-18-A-1234 Awarded Competitively? Yes
Contract Category: 212312 - Crushed and Broken Limestone Mining Contracting Officer: Padden, LuAnn
and Quarrying; 609-999-9999
212313 - Crushed and Broken Granite Mining and luann_padden@email gov
Quarrying

3. To perform an action on a task order, select a task order action from the Select Task
Order Action drop-down list. Click Go ().

4. To return to the “Manage Contracts” page, click Return to Manage Contracts.

Document Version 40.1, January 2019 37



SPOT-ES 8.10: Contractor Company User Manual

Resource
SPOT Reports Setu,
Center P

Home : Add/Update Contract : Task Order Details : Manage Task Order

Manage Jask Qudes Select Task Order Action
Contract Information
Contract Number: 123456-18-A-1234
Period of Performance: 9/6/2013 to 9/5/2019
Contract Description: EBuild schools
Task Order Information
Task Order Number: 123456-18-A-T234 Awarded Competitively? ves
Task Order Category: 212312 - Crushed and Broken Limestone Mining Contracting Officer: Padden, LuAnn
and Ctuarrying; 609-999-9999
212313 - Crushed and Broken Granite Mining and luann.paddenng@email gov

Quarrying
Contracting Office: ACQ
Period of Performance: 9/6/201& to 9/5/2019
Task Order Description: Build schools

Places of Performance: Afghanistan

“Is TBC Required@ Country TBC Number @ Reason For TBC Exemption @ Status

®ves O No Afghanistan | TBCW1234T180001AFG v

Contracting Officer's Representative (COR)

Show per page:

Last Name First Name MN. Work Phone Email Start Date End Date
Bird John 609-555-2345 bird@mail. gov 00E2016 09/05/2019

Contractor Companies

Prime: HP Enterprize Services (HP Enterprise Services)

Sub:  Morthrop Grumman Corp. (Northrop Grumman Corp.)

I Return to Manage Contracts I
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4.3 Adding a Contract

1. Use one of two ways to add a contract:

e From the SPOT menu bar, hover the cursor over SPOT and a drop-down menu will

display. Under “Contracts”, click the Add link.

e From the “Search for Contract” page, click the Add a Contract link.

Resource
SPOT Reports Setuj
22 Center 2
Person
Add

Contracts
1 9 &=
Search

Company
Request

tontract

Search contract to view or edit. Use search filters below to refine your search.

Deployments/ LOAs

(&) Add a Contract

n |
Create Depls

Contracting Agency: [Select Contracting Agency

Create Depls [ Reguest
LDAs

wmance Date Range (mm/dd :
Request LOAs ge [ YYyyl:

Create

Deployment Template
Create
Search for Contracts
Manage
Equipment
Add

The “Add/Update Contract Details” page will display.

Prime C Company L
lame:
Manage Contracting Officer's Last l:l
Name:

Search | Accessibility Statement
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SPOT

Reports Resource Setup

Home : AddUpdate Contract
Add/Update Contract Details

Manage Contractor Companies

Prime
v H® Entarprise Sarviczs

Contract Information

* Contracting Agency:

= Contract Humber:

* Contract Categony:

PSS

BN

[Select a Contracsing Agency w

& Add Contractor Company Q

[Select a Contract Category

| [ Add Categary

Mo categonies ane yet selected

Period of Performance

ko |2 rreniadippy

“End: |2 rrenisasp

Confract Description:
'__S-L
« Places of Perl :(_-'s} fg?:‘%:resﬁwlﬁtmw
Abrotiri ~
Albsnia
Alp=ria
American Samoa
Andorra v
Angola
F.! all
H &
Selected Countries
9 (TBC)
10 P * awarded Competitrvety? vesO) No O f
11
*Contracting OMice:  [Select a Contracting Ofiice w |
Contracting OfMcer:

1 3 ! “WIll you be adding 3 NEW Task Order?

Contracting Officer's Representative (COR)

(Char Count) Max=255

Ko CORs found

n.wnj:l;n:'.laﬁ.-<ﬁ

|[::n|::al| |mncnllmr.llmmabm|g 15

Document Version 40.1, January 2019

40



SPOT-ES 8.10: Contractor Company User Manual

2. In the “Manage Contractor Companies” section, select subcontractor companies, if
applicable. The prime contractor company is automatically populated for the Company
Administrator and can only be changed by a Contracting Officer.

Notes:

e Only one prime contractor company is assigned to a contract.

e The prime contractor company defaults to the company associated with your account
that is registered in SPOT.

e Ifyou select Yes in step 13 for adding a new task order, adding subcontractor
companies is not allowed at the contract level.

e Ifyou select No in step 13, adding subcontractor companies is allowed at the contract
level; however, if one or more task orders are added later, functionalities (such as
deployments and LOAs) must be performed at the task order level. Therefore,
subcontractor companies should be entered at the contract level only if the contract
has no associated task orders.

To add a subcontractor company at the contract level, complete the following steps:

a. In the “Manage Contractor Companies” section, click the Add Contractor Company
link. The “Search for Company” window will display.

Manage Contractor Companies
' Add Contractor Company

Prime Name Acronym

V HP Enterprise Services HP Enterprize Services

b. Perform a search and select the company. For instructions on searching for a
company or requesting that a new company name be added to SPOT, see Sections
2.4, 2.5, and/or Section 3, Companies. The selected company will be added to the list
of subcontractor companies.

To add multiple subcontractor companies, repeat step 2a and 2b.

d. To remove a subcontractor company, click the Remove icon (#). The company will
be removed from the list.

Manage Contractor Companies

' Add Contractor Company

Prime | Name Acronym
v HF Enterprise Services HP Enterprise Services
Northrop Grumman Corporation NGC A
Lockheed Martin Corperation LMCO A

3. In the “Contract Information™ section, select the appropriate contracting agency from the
Contracting Agency drop-down list.

Note: The contracting agency is the agency that provides the ultimate warranting
authority to the contracting office. In most cases, it will be the service, such as Dept. of
the Army, Dept. of the Air Force, or Dept. of the Navy. Only if the Contracting Officer
works for a contracting office that reports directly under the DoD, should Dept. of
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Defense be selected as the contracting agency. For a grant or agreement, select Dept. of
Defense (Grants and Agreements) as the contracting agency.

* Contracting Agency: |Select a Contracting Agency Vl

Enter the Contract Number.

Notes: The selected Contracting Agency determines the Contract Number format and

field length. After you select the Contracting Agency, a Help button ( ') will appear
next to the Contract Number label. For information about the contract number format,
click the Help button ( ¥'). A “Help” pop-up window displays. The “Help” window will
be specific to the agency selected. Click Close when you are finished.

e For DoD agency contracts, a text field input mask will display on the Contract
Number field to indicate the proper input format. For information on the format of
DoD agency contract numbers, click the Help button ( ).

Dept. of Defense Example

DoD Contract numbers (xooooo-nn-x-xxxx) must adhere

* Contracting Agency:  [Dept. of Defense - to the following format:
Contract Numbx | Position Description
* Contract Number: - - - i
1-6 6 uppercase alpha-numeric DoDAAC code.

Letters I and O not accepted.
7-8 2 digit/numeric year

1 uppercase character; Procurement type:
9 ACDEFGHKLMPSYWXZ, other
letters not acceptable. OR. the number 9.

* Contracting Agency: | Dept. of Defense hd

4 uppercase alpha-numeric Serial Number.
" . 5 _
Contract Number: () |1‘3458-16-A-1235 10-13 Letters I and O not accepted.
Close

e For DoD (Grants and Agreements) contracts, no input mask will display on the
Contract Number field to indicate the input format. For information on the format of

DoD (Grants and Agreements) contract numbers, click the Help button ( ).
Dept. of Defense (Grants and Agreements) Example

. i Contract Number Help
Contracting Agency:  [Dept. of Defense (Grants and Agreements) W[

Starting 10/01/2016, DoD Grants and Agreements
* Contract Number [ | (xxxxxx-nn-n-xxxx) must adhere to the following format:

Position Description
& uppercase alpha-numeric DoDAAC code.

1-6 Letters I and O not accepted.
7-8 2 digit/numeric year
* Contracting Agency: |Dept. of Defense (Grants and Agreements) | a 1 number: "1". "2" or "3"
: .20, .

* Contract Number: (2) |1234GS-15-2-G[1-03 x| 10 - 12 4 uppercasedalpha—numericdSeriaI Number.
Letters I and O not accepted.
DoD Grants and Agreements Contracts between 4 and 50

alpha-numeric characters are considerad valid.

Close

e For Dept. of State (DoS) contracts, the Contract Number field will be prepopulated
with a contract number beginning with the digits 19. The Contract Number field
will require you to input a proper contract or grant/agreement number. For

information on the format of DoS contract numbers, click the Help button ( ).
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Dept. of State Example

* Contracting Agency: | Dept. of State

* Contract Humber@ |19

* Contracting Agency: | Dept. of State

* Contract Number: (7) |19AQMM]8AGDD1

Contract Number Help

0ld Format: Effective 09/20/2017 and prior
Dept of State Contract Numbers start with "5" and are 13
positions in total (Sxxxxxnnxnnnn).
Example: SAQMMA14F0001

Position Description
1 =
5 5 5 position uppercase alpha-numeric characters

for the DoS office that originates the contract.

7.8 2 digit numeric year. Fiscal year that the
instrument is awarded in.

o 1 character uppercase alpha value designating
the instrument type.

10-13 4 position uppercase alpha-numeric characters
generated by GFMS,

New Format: Effective 10/01/2017

Dept of State Contract Numbers start with "12" and are
13 positions in total (19xxxxnnxnnnn).

Example: 19QMMA18FO001

Position Description

1.6 6 uppercase alpha-numeric acquisition activity
code (AAC). First 2 digits MUST be "19",

7-8 2 digit numeric year.

9 1 uppercase alpha character. Any character
from A thru Z.

10 - 13 4 position uppercase alpha-numeric serial

number.

e For Dept. of State (Grants and Agreements) contracts, the Contract Number field
will be prepopulated with a contract number beginning with the letter S. The
Contract Number field will require you to input a proper contract or
grant/agreement number. For information on the format of DoS (Grants and

Agreements) contract numbers, click the Help button ( ).

Dept. of State (Grants and Agreements) Example

* Confracting Agency:  [Dept. of State (Grants and Agreements)

v]

* Contract Nurnber: |S

* Contracting Agency:  |Dept. of State (Grants and Agreements)

W

* Contract Number: @ |SLMAQM'IGGHEIC}D1

Contract Number Help

all DoS Grants and Agreements start with "S™ and are 14
positions in total (Sxxxnnxxnnnn).
Example: SLMAQM14GRO001
Position Description
1 "g"
5 position uppercase alpha-numeric characters

2-6 for the Do5 office that originates the
instrument.

7.8 2 digit numeric fiscal year that the instrument
is awarded in.

"GR" for grant; "CA" for cooperative
9-10 agreement; "VC" for voluntary contribution;
"AC" for assessed contribution.

11 - 14 4 position uppercase assigned alpha-numeric

character.
Close

e For contracts for agencies other than DoD, DoD (Grants and Agreements), DoS, and
DoS (Grants and Agreements), no text field input mask will display on the Contract
Number field to indicate the input format. For information on the format of these

contract numbers, click the Help button ( #).
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Other Agencies Example
Contract Number Help

* Contracting Agency: | UsAlD N

* Contract Number | The format for non-DoD contract numbers is

alphanumeric, with between 4 and 50 characters.
Close

* Contracting Agency: | USAID L

* Contract Number: (7) 123456789001 |

5. Select at least one contract category (selection of multiple categories allowed) from the
Contract Category drop-down list. To add a contract category, click Go (E3) or click the
Add Category link. The contract category is the North American Industry Classification
System (NAICS) code.

Notes:

e Contract categories are required for DoD contracting and are used for reporting
purposes. If the contract has task orders, the task order categories should be selected
at this time as well. Only categories selected for the contract will be available for
selection on related task orders. Later, if a task order with new categories needs to be
added, the contract must be updated with the new categories before the task order is
added.

e Every added Contract Category is appended to the Category Name list. If you add a
Contract Category in error, click the Remove link and the Category Name list will
be updated accordingly.

e [fthe contractor will be performing any private security requirements, the
contracting officer must also enter the NAICS code of either 561621, 561612, or
922120, regardless of whether it is the primary NAICS code for the contract, or not.

* Contract Category: | Select a Contract Category ¥ | ﬂ Add Category
Category Name |
212312 - Crushed and Broken Limestons Mining and Guarrying Remowe
212313 - Crushed and Broken Granite Mining and Quarrying Remowe

6. Enter the Start and End dates for the contract-funded period of performance (PoP). Enter
the dates using MM/DD/YYY'Y format, including forward slashes, or select the dates
using the calendar controls.

Note: Enter only the dates for the currently funded and approved contract PoP. Do not
enter dates covering possible contract extensions or option years until they are funded. If
the contract’s PoP is greater than one year in the future, a warning message will appear
when you save. Ensure dates are in compliance with SPOT business rules and reflect only
the funded PoP. Click OK to continue adding the contract.

Period of Performance

* Start:
[oar0s12015 3 (mmvddryyyy)

* |«
End: (990512019 3] (mmvddryyyy)
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7. If desired, enter a description of the contract in the Contract Description field.

Note: SPOT provides a count of the maximum characters available.

Contract Description: Build schoals

(Char Count) Max=255

8. Places of Performance should reflect all countries that contractor personnel will be
performing work, as stipulated in the contract. If it is a worldwide contract, select from
the entire list, as applicable. From Select Countries from List to Add, select each
country where contractors deployed in support of this contract will perform work,
including the primary duty station country.

Notes:

e Single country — To select a single country, click the country’s name and click the
down arrow button () to move your selection to the Selected Countries list. To
undo a selection, click the country in the Selected Countries list and click the up
arrow button (2)).

e Multiple countries — Use the Shift (consecutive choices) or CTRL (non-consecutive
choices) keys to select multiple countries and click the down arrow button (™) to
move them to the Selected Countries list. To undo multiple selections, use the Shift
(consecutive choices) or CTRL (non-consecutive choices) keys to select multiple
countries and click the up arrow button (*/) to move the countries back to the Select
Countries from List to Add list.

* Places of F‘erformance: iell::oc;}:riCOUHtrles from List to Add

Albania .Y
Algeria
American Samoa
Andarra
Angala W
Anguilla

+, i

[ [a]

Selected Countries
Afghanistan
Kuwait

For more information, click the Help button ( **') at the right of the Places of
Performance field label. A pop-up window will display and provide information on how
to populate the Places of Performance field, as well as how to avoid possible errors. To
move this window on the screen, hold down the left mouse button and move the mouse to
drag the window. Click Close when finished.
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Places of Performance

A Place of Performance country must be selected to be able to save a Contract or
Task Crder.

Click a country in either the Selected Countries list or the list of Countries to Add
to highlight it. Click and hold CTRL to highlight multiple countries at one time. Use
the up and down arrow buttons to move the highlighted items to and from the
Selected Countries list. At least one country must be in the Selected Countries list
to save.

A country which has Contractor Counts and/or Deployments associated with that
country cannot be deleted from the Selected Countries List.
Close

9. If any Theater Business Clearance (TBC) countries are selected for Places of
Performance, a table displays a row for each TBC country (currently only Afghanistan).
For each TBC country, click Yes or No to indicate whether a TBC is required and enter
the TBC Number or Reason for TBC Exemption.

*ls TBC Requireds Country TBC Number @ Reason For TBC Exemption @ Status

Oves O no Afghanistan | | | |

If you need help, click the Is TBC Required Help button ( ® ). Click Close when

finished.
Theater Business Clearance
For Theater Business Clearance (TBC) Policy and Guidance, please
copy and paste the following website address in your browser:
https://www.jccs.gov/olvr/quicklinks.aspx
Notes:

e Ifyou select Yes, you must enter the TBC Number for this contract.

“Is TBC Required(3) | Country TBC Number & Reason For TBC Exemption () | status

®@ves Ono Afghanistan [ TBCW1234C180001AFG |

If you do not know the TBC number, click the TBC Number Help button ( ':-?::) for
additional guidance. Click Close when finished.

TBC Number Help

Flease enter the Theater Business Clearance (TBC) number
associated with this TBC Country selected from the Place of
Performance Countries list box. For TBC policy guidance,
please copy and paste the following website address in your
browser: https://www.jccs.gov/olvr/quicklinks.aspx

=

e Ifyou select No, you must enter a Reason for TBC Exemption. If you select No,
and a TBC is normally required for the country(ies) selected for Places of
Performance, a warning message will appear when you click the Save Contract
Information button. Click OK to acknowledge the message and continue.

*1s TBC Required@ Country TBC Number @ Reason For TBC Exemption Status

Oves ®no Afghanistan |Reason TBC number was not obtained or is not required |
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If you have questions about TBC exemptions, click the Reason for TBC Exemption
Help button ( #). Click Close when finished.

TBC Exemption Help

Please provide the reason why there is no TBC number for this
selected TBC Country, up to 150 characters. For TBC policy
guidance, please copy and paste the following website address
in your browser: https://www.jccs.gov/olvr/guicklinks.aspx

Close

e TBC information can also be received from the Joint Contracting and Expeditionary
Services (JCXS) via Web Service. As JCXS information is provided to SPOT, an
automated process updates or adds the TBC information for contracts and task orders,
as required.

10. Click Yes or No to indicate whether the contract was awarded competitively, as reflected
in the Federal Procurement Data System — Next Generation (FPDS-NG).

* Awarded Competitively?
pet v Yes @ Mo )

11. Select the Contracting Office from the drop-down list. The Contracting Office selection
determines the list of Contracting Officers that display in the Contracting Officer drop-
down list.

* Contracting Office: |',|5||:Q v|

12. Select the assigned Contracting Officer from the Contracting Officer drop-down list.
The contact information for the Contracting Officer is populated once you select the
Contracting Officer.

Note: When you initially enter contract information, the Contracting Officer field is not
required. However, to issue an LOA against the contract, the Contracting Officer must be
specified so that SPOT can send the LOA request to the correct Contracting Officer for
approval and a digital signature. If multiple Contracting Officers are set up in SPOT for
the same office, any of them can approve LOAs under contracts that are associated with
that Contracting Office.

Contracting Officer: |Kamene|is. John L
999.999.9999
jehn.kamenelie3@hp.com

13. Click Yes or No to indicate whether to add a new task order at this time. You may add
task orders at a later time.

Note: You cannot add a task order to a contract with subcontractor companies. Either
remove any subcontractor companies from the contract (see step 2d) or select No for the
Will you be adding a NEW Task Order? field.

*Will you be adding a NEW Task Order? —
25 (@ Mo ()

14. Enter one or more Contracting Officer’s Representatives (CORs).
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a. In the “Contracting Officer’s Representative (COR)” section, click the Add a COR

link.
Contracting Officer's Representative (COR)
& Add a COR
Mo CORs found
The “Contracting Officer’s Representative” window will display.
b. Enter data in the COR fields and click Add.
Contracting Officer's Representative (COR)
* First Name |Jge |
Middle Name | |
* Last Name |D{:-e |
* Work Phone |gpg.555-1234 |
* Email |jdoe@email.gov |
strt e
: JE | Cancel |
The window closes and the COR is added to the COR list.
Contracting Officer's Representative (COR)
@ Add a COR
Show per page: m
Last Name First Name MN. Work Phone Email Start Date End Date
Doe Joe £00-555-1234 jdoe@amail gov OTAS/2016 07/03/2018

Note: Sort the COR list by clicking the active links in the column header. Click once
to sort the data in ascending order; click a second time to sort the data in descending
order. By default, the list is sorted by the Last Name column.

If necessary, repeat steps 13a and 13b to add another COR.

d. To edit the details of a COR, select the COR’s Last Name link. The “Contracting
Officer’s Representative” detail window will display.

e. Make any necessary updates and click Update. The window closes and the COR list
will update accordingly.
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Contracting Officer's Representative (COR)

* First Name |JDB

Middle Mame |

* Work Phone [60g-555-1234

|
|
* Last Name |Dc-e |
|
|

*Email [jaoe@email gov

Start Date [p7/052016 | o
*End Date [07/032015 | o]

15. Click Save Contract Information.

|Cam:el | | Save Contract Infcrmmion|

The next page displayed depends on your answer to “Will you be adding a NEW task
order?” (see step 13). If Yes was selected, the “Add/Update Task Order Details” page
displays. For more information, see Section 4.4, Adding a Task Order. If No was selected,
the “Manage Contracts” page will display.

4.4 Adding a Task Order

To add a task order for an existing contract:

1. On the “Manage Contracts” page, select Add Task Order from the Select Contract
Action drop-down list and click Go ().

Notes:

e A task order can also be added during the process of adding a contract.
e A Contract Category must be assigned to this contract to add a task order.
e A Prime Contractor Company must be selected on the contract to add a task order.

Resource
SPOT Reports Setul
= Center L

Home : Search for Contract : Manage Contract

Manage Contracts

Contract Information

Contract Number: 123458-18-A-1238 Mo associated Task Order(s) Awarded Competitively? Yes
Contract Category: 212312 - Grushed and Broken Limestone Mining Contracting Officer: Padden, LuAnn
and Quarrying; 609-999-9999
212313 - Crushed and Broken Granite Mining and luann.padden@email.gov
Quarrying

The “Add Task Order Details” page will display. The basic contract information appears
at the top of the page.
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SPOT Reparts Resource Satup

Home : AddUpdate Contract - Task Order Details

Add Task Order Details

Contract Information

Contract Mumber:] 123456-18-A-1234
Period of Parformance ] 0/E2018 to 0572018
Confract Description:]  Build schools

Add Task Order Details

2 * Taek Order Number: G |
*Task Order Category: | Salect a Contract Category V|J°cdd Category
3 i 3 Mo categories ane yat sslected
Period of Performance

 Btart: | I'_:h )

5 l; | P2 imenvatyyyy)
Taszk Order Description:

6 ! (Ghar Court) Maxw=255
« Praces af Performancs: (3 Select Countries from List to Add

Afghaniztan

Akrotir Eal
Albania

Selected Countries

7 (TBC)

8 L = Awardad Compatitively? Yes O Mo )
* Contracting Office: | Salact @ Contraciing Office v
9 i Contracting OMfcer:  [Saisct a Contractng Oficer v | ﬁl

Contracting Officer's Representative (COR)

© Adda COR -ﬁ 11

Mo CORs found

Manage Contractor Companies

(&) Add Contractor Company
| i 12

Prime Mame [ Acronym

|c.anea|| |3mT:lliDmm'mﬂmaﬂnn)J

v HE Enterprise Sanices HP Enterprise Senvicss
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2. Enter the Task Order Number. Each task order for the same contract must have a

unique task order number.

Notes: The agency selected for the associated contract determines the Task Order

Number format and field length. A Help button ( ¥') will appear next to the Task Order
Number label. For information about the task order number format, click the Help

button (). A “Help” pop-up window displays. The “Help” window will be specific to
the agency associated with the contract. Click Close when you are finished.

o For DoD agency contracts, no text field input mask will display on the Task
Order Number field to indicate the input format. For information on the format

of DoD agency task order numbers, click the Help button ( ¥'). The 13-character
task order numbers are preferred. Note that some examples in this document may

use 4-character task order numbers.

Dept. of Defense Example

* Task Order Number: |

* Task Order Number: &) 123456-18-4-T235

Task Order Number Help

DoD Task Order numbers must adhere to one of the following
formats:

Position Description
2 uppercase alpha-numeric characters.

1-2 Letters 1 and O not accepted.
3-4 2 uppercase alpha-numeric characters.
Position Description

i_6 6 uppercase alpha-numeric DoDAAC code.
Letters 1 and O not accepted.

7-8 2 digit/numeric year
1 uppercase character; Procurement type:

9 ACDEFGHKLMPSV WX Z, other
letters not acceptable. OR the numbers 1, 2, 3, or 9.

10-13 4 uppercase alpha-numeric Serial Number.
- Letters I and O not accepted.

The Task Order Number "0000" is not valid.
The 13 digit Task Order number is preferred.

e For DoD (Grants and Agreements) contracts, no text field input mask will display
on the Task Order Number field. For information on the format of DoD (Grants

and Agreements) task order numbers, click the Help button ( ' ).Dept. of
Defense (Grants and Agreements) Example

* Task Order Number: |

* Task Order Number: &  |123403-16-2-T003

Task Order Number Help

Starting 10/01/2016, DoD Grants and Agreements Task Orders
must adhere to the following format:

Position Description

6 uppercase alpha-numeric DoDAAC code.
Letters T and O not accepted.

7-8 2 digit/numeric year

1-6

1 uppercase character; Procurement type:
9 ACDEFGHKLMPSVWXZ, other

letters not acceptable. OR the numbers 1, 2, 3, or 9.
10-1z2 4 uppercase alpha-numeric Serial Number.

Letters I and O not accepted.

DoD Grants and Agreements Task Orders between 4 and 50

alpha-numeric characters are considered valid.
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o For Dept. of State (DoS) contracts, the Task Order Number field will be
prepopulated with a task order number beginning with the 1 digits 19. The Task
Order Number field will require you to input a proper task order number. For

information on the format of DoS task order numbers, click the Help button ( @ ).

Dept. of State Example

* Task Order Number: |19

Rem

* Task Order Number: &) 19AQMMISATODT2245

Task Order Number Help

0Old Format: Effective 09/20/2017 and prior

Dept of State Task Order Numbers start with "S" and are 13
positions in total (Soocaannxnnnn).

Example: SAQMMA14F0001

Position Description

1 ngn

-6 5 position uppercase alpha-numeric characters for the
DoS office that originates the contract.

7.8 2 digit numeric year. Fiscal year that the instrument is
awarded in.

o 1 character uppercase alpha value designating the
instrument type.

10-13 4 position uppercase alpha-numeric characters

generated by GFMS.

New Format: Effective 10/01/2017

Dept of State Task Order Numbers start with 19" and are 17
positions in total (19xoannxnnnnxoe).

Example: 19QMMA18F0001aaaa

Position Description

6 uppercase alpha-numeric acquisition activity code
(AAC). First 2 digits MUST be "19".

7-8 2 digit numeric year.

1 uppercase alpha character. Any character from A
thru Z.

10 - 13 4 position uppercase alpha-numeric serial number.
4 position alpha-numeric serial number for the

supplemental number.
Close

o For Dept. of State (Grants and Agreements) contracts, the Task Order Number
field will be prepopulated with a task order number beginning with the letter S.
The Task Order Number field will require you to input a proper task order
number. For information on the format of DoS (Grants and Agreements) task

order numbers, click the Help button ( ).

Dept. of State (Grants and Agreements) Example

* Task Order Number: |5

* Task Order Number: (&) SLMAQM16GRO002

Task Order Number Help

All DoS Grants and Agreements Task Orders start with "S” and
are 14 positions in total (Sxoccannxxnnnn).
Example: SLMAQM14GRO001

Position Description
1 g
-6 5 position uppercase alpha-numeric characters for the

DoS office that originates the instrument.

2 digit numeric fiscal year that the instrument is
awarded in.

"GR" for grant; "CA" for cooperative agreement; "VC"
9-10  for voluntary contribution; "AC" for assessed
contribution.

4 position uppercase assigned alpha-numeric

character.
Close

11-14
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e For contracts for agencies other than DoD, DoD (Grants and Agreements), DoS,
and DoS (Grants and Agreements), no text field input mask will display on the
Task Order Number ficld. For information on the format of these task order

numbers, click the Help button ( ).
Other Agencies Example

* Task Order Number: |

Task Order Number Help

The format for non-DoD task order numbers is alphanumeric,

with between 4 and 50 characters. The Task Order Number
'0000" is also not valid.

Close

* Task Order Number: (@ [1234567897001 |

3. Select at least one Task Order Category from the drop-down list. This list is restricted
to those categories established at the contract level. Click Go (&) or the Add Category
link.

To select additional categories, click the drop-down list, select a category, and click Go (
&) or the Add Category link.

* Task Order Category:  [Select a Contract Category M EJ 2dd Category

Category Name |
212312 - Crushed and Broken Limestone Mining and Quarrying Remove

4. Enter the Start and End dates for the task order’s period of performance (PoP). Enter the
dates (in MM/DD/YYYY format, including forward slashes), or select the dates using the
calendar controls.

Notes:

e SPOT requires that the task order start date fall within the contract’s POP, which is
identified at the top of the “Add/Update Task Order Details” page. However, the task
order end date can extend up to one year beyond the end date of the contract. If the
task order end date is beyond the contract end date, a warning message will appear
when you save. Click OK to continue adding the task order.

e If'the task order’s PoP is greater than one year in the future, a warning message will
appear when you save. Ensure dates are in compliance with SPOT business rules and
reflect only the funded PoP. Click OK to continue adding the task order.

Period of Performance

* Start:
art [09/06/2018 | (mmiddiyyyy)

* .
End: (990512019 3] (mmvddryyyy)

5. Optionally, enter a Task Order Description.

Note: SPOT provides a count of the maximum characters available.

Task Order Description: Suild schools

{Char Count) Max=255
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6. Places of Performance should reflect all countries that contractor personnel will be
performing work to satisfy the task order, as stipulated in the contract. From Select
Countries from List to Add, select each country where contractors deployed in support
of this task order will perform work, including the primary duty station country.

Notes:

e Single country — To select a single country, click the country’s name and click the
down arrow () to move your selection to the Selected Countries list. To undo a
selection, click the country in the Selected Countries list, and click the up arrow (=
).

e Multiple countries — Use the SHIFT (consecutive choices) or CTRL (non-
consecutive choices) keys to select multiple countries and click the down arrow ()
to move them to the Selected Countries list. To undo multiple selections, use the
SHIFT (consecutive choices) or CTRL (non-consecutive choices) keys to select

multiple countries and click the up arrow (2') to move the countries back to the
Select Countries from List to Add list.

e For contracts that have worldwide execution, select all the countries in the list.

Select Countries from List to Add
* Places of Perﬁ:rrnance: Akrotin

Albania ~
Algeria
American Samoa
Andorra
Angela W
Anguilla

&y &,

> =
Selected Countries
Afghanistan

For more information, click the Help button ( ') at the right of the Places of
Performance field label. A pop-up window displays and provides information on how to
populate the Places of Performance field, as well as how to avoid possible errors. To
move the window on the screen, hold down the left mouse button and move the mouse to
drag the window. Click Close when finished.

Places of Performance

A Place of Performance country must be selected to be able to save a Contract or
Task Order.

Click a country in either the Selected Countries list or the list of Countries to Add
to highlight it. Click and hold CTRL to highlight multiple countries at one time. Use
the up and down arrow buttons to move the highlighted items to and from the
Selected Countries list. At least one country must be in the Selected Countries list
to save.

A country which has Contractor Counts and/or Deployments associated with that
country cannot be deleted from the Selected Countries List.
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7. 1If any Theater Business Clearance (TBC) countries are selected for Places of
Performance, a table displays a row for each TBC country (currently only Afghanistan).
For each TBC country, click Yes or No to indicate whether a TBC is required and enter
the TBC Number or Reason for TBC Exemption.

“Is TBC Requireqd 5l Country TBC Number @ Reason For TBC Exemption @ Status

Oves ONo Afghanistan | | | |

If you need help, click the Is TBC Required Help button ( #). Click Close when

finished.
Theater Business Clearance
For Theater Business Clearance (TBC) Policy and Guidance, please
copy and paste the following website address in your browser:
https://www.jccs.gov/olvr/quicklinks.aspx
Notes:

e Ifyou select Yes, you must enter the TBC Number for this task order.

*Is TEC Required@ Country TBC Number 5 Reason For TEC Exemption @ Status

@ves One | Alghanistan|[TECWA234T180001AFG |

If you do not know the TBC number, click the TBC Number Help button ( =) for
additional guidance. Click Close when finished.

TBC Number Help

Flease enter the Theater Business Clearance (TBC) number
associated with this TBC Country selected from the Place of
Performance Countries list box. For TBC policy guidance,
please copy and paste the following website address in your
browser: https://www.jccs.gov/olvr/quicklinks.aspx

=

e Ifyou select No, you must enter a Reason for TBC Exemption. If you select No and
a TBC is normally required for the country(ies) selected for Places of Performance,
a warning message will appear when you click the Save Task Order Information
button. Click OK to acknowledge the message and continue.

*1s TBC Required(3) | country TBC Number @ Reason For TBC Exemption Ig Status

Oves ®no Afghanistan |Reason TBC number was not obtained or is not required |

If you have questions about TBC exemptions, click the Reason for TBC Exemption
Help button ( ). Click Close when finished.

TBC Exemption Help

Please provide the reason why there is no TEC number for this
selected TBC Country, up to 150 characters. For TBC policy
guidance, please copy and paste the following website address
in your browser: https://www.jccs.gov/olvr/quicklinks.aspx
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e TBC information can also be received from the Joint Contracting and Expeditionary
Services (JCXS) via Web Service. As JCXS information is provided to SPOT, an
automated process updates or adds the TBC information for contracts and task orders,
as required.

8. Click Yes or No to indicate whether the task order was awarded competitively, as
reflected in FPDS-NG.

* Awarded Competitively?
P y Yes @ Na 't

9. Select the Contracting Office from the Contracting Office drop-down list. The
Contracting Office selection determines the list of Contracting Officers that display in the
Contracting Officer drop-down list.

* Contracting Office: |ACO. v|

10. Select the assigned Contracting Officer from the Contracting Officer drop-down list.
The contact information for the Contracting Officer is populated once you select the
Contracting Officer.

Note: When you initially enter task order information, the Contracting Officer field is
not required. However, to issue an LOA against the task order, the Contracting Officer
must be specified so that SPOT can send the LOA request to the correct Contracting
Officer for approval and a digital signature. If multiple Contracting Officers are set up in
SPOT for the same office, any of them can approve LOAs under contracts and task orders
that are associated with that Contracting Office.

Contracting Officer: |(am&ne|i5. John [
999-999-0999
john.kamenglis3@hp.com

11. Enter one or more Contracting Officer’s Representatives (CORs).

a. In the “Contracting Officer’s Representative (COR)” section, click the Add a COR
link.

Contracting Officer's Reprasentative (COR)

&) Add a COR

Mo CORs found

The “Contracting Officer’s Representative” detail window will display.
b. Enter data in the COR fields and click Add.
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Contracting Officer's Representative (COR)

* First Name |JD.E

Middle Name |

*Work Phone [509.555-1234

|
|
* Last Name |Doe |
|
|

*Email [jdoe@email.gov

Start Date [po/0B;2018 | o]
*End Date [go/05/2019 | o

The window closes and the COR is added to the COR list.
Contracting Officer's Representative (COR)
&) Add a COR
Show per page: m
Last Name Firast Name MN. Work Phone Email Start Date End Date
Doe Joe G09-555-1234 jdoe@email.gov 09M06/2018 09052019

Note: Sort the COR list by clicking the active links in the column headings. Click
once to sort the data in ascending order; click a second time to sort the data in
descending order. By default, the list is sorted by the Last Name column.

If necessary, repeat steps 11a and 11b to add another COR.

d. To edit the details of a COR, click the COR’s Last Name link. The “Contracting
Officer’s Representative” detail window will display.

e. Make any necessary updates and click Update. The window closes and the COR list
will update accordingly.

Contracting Officer’s Representative (COR)

* First Name |JD,E.

Middle Name |

*Work Phone  |gpg-555-1234

|
|
* Last Name |Doe |
|
|

*Email [jdos@email gov

Slain
oot

. Update .i.Canl:.el
12. In the “Manage Contractor Companies” section, select subcontractor companies. The

prime contractor company information is populated for the task order because task orders
inherit prime contractor company information from their associated contract.

Note: Only one prime contractor company is associated with each contract and task order
and is indicated by a green check mark (%) in the Prime column. The prime contractor
company cannot be changed at the task order level. However, you can add subcontractor
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companies for a task order. Only the Contracting Officer can change the prime contractor
company at the contract level.

To add a subcontractor company, complete the following steps:

a. In the “Manage Contractor Companies” section, click the Add Contractor Company
link. The “Search for Company” window will display.

Manage Contractor Companies
/) Add Contractor Company

Prime Mame Acronym

v HP Enterprise Services HP Enterprise Services

Cancel Save Task Order Information

b. Perform a search and select the subcontractor company. For instructions on searching
for company or requesting that a new company name be added to SPOT, see Sections
2.4, 2.5 and Section 3, Companies. The selected company will be added to the list of
subcontractor companies.

c. To add multiple subcontractor companies, repeat steps 12a and 12b.

Manage Contractor Companies
' Add Contractor Company

Prime | Name Acronym

V HP Enterprise Services HP Enterprise Services

Morthrop Grumman Corp. Morthrop Grumman Corp. A

Cancel Save Task Order Information

13. Click Save Task Order Information.

The “Manage Task Order” page will display with the confirmation message “The Task
Order has been created successfully”.
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SPOT Reports Resource Setup

e

Home : Search for Contract : Manage Contract : Task Order Details - Manage Task Order

Manage Task Order Selact Task Order Action g &

I The Task Order has been created succassfully. I
Contract Information

Coniract Humber: 123453-18-2-1234
Pariod of Performance: B62013 fo BG2019
Conftract Description:  Build schools

Task Order Information

Task Order Number: 123453-18-4-T334 awarded Compstiflvely? Yes
Taek Order Category: 212312 - Crushed and Broken Limestone Mining Confracting Ofcer: Padden, Lufnn
and Cuamying; A05-900-3900
EJEE‘IH_-- Crushed and Broken Granite Mining and luann. paddenni@ermail gov
armying

Contracting OMca: ACQ
Perioed of Performance: 862018 io 8972019

Task Order Description: Build schaals
Places of Performance: Afghanistan

*Is TBC Required(¥) | Country TBC Humber @ Reason For TBC Exemption () | Status
® vaz Mo Afghanistan| TBCW1234T180001 AFG v

Contracting Officer's Representative (COR)

Show per page:
Last Mame Firat Mame MM. Work Phone Email Start Date End Date
Dhe oo Gi9-555-1234 jooefemal goy D9mE2018 O90E2019

Contractor Companies

Prime:  HF Enterprize Services (HP Enterprise Senvices)
Sub:  Morthrop Grumman Corp. (Marthrop Grumman Corp.)

Return fo Manags Confracts
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4.5 Updating Contract Details

From the “Manage Contracts” page, you can update the contract information, including PoP and
other contract details. Only the Contracting Officer appointed to manage a contract can enter and

manage Authorized Government Services (AGS) for persons deploying against the contract. In
addition, the Contract Category field must have a value in it before you can save the contract
details. (Some contracts were created in SPOT before this field became required).

1. Search for and select a contract. The “Manage Contracts” page will display.

2. On the “Manage Contracts” page, from the Select Contract Action drop-down list, select

Update Contract Details and click Go ().

Resource
SPOT Reports Setu
&8 Center b

Home : Search for Contract : Manage Contract

Contract Information

Contract Number: 123456-18-A-1234 Awarded Competitively? Yes
Contract Category: 212312 - Crushed and Broken Limestone Mining Contracting Officer: Padden, LuAnn
and Quarrying; 609-999-9999
212313 - Crushed and Broken Granite Mining and luann.padden@email.gov

Quarrying

Confracting Agency: Dept. of Defense

Bagageloghacts Selecl Task Order v [A3 Select Confract Action
— Manage Contractor Companies

dd a
Update Contract Details

The “Add/Update Contract Details” page will display.
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Resource
SPOT Reports Setup
Center A
Home : Search for Contract : Manage Contract : AddiUpdate Contract
AddiUpdate Contract Details
Manage Contractor Companies
Prime:  HP Enterprise Senices (HP Enferprise Services)
Sub: Mo associsted Subcontractor Companies
Contract Information
* Contracting Agency: | Dept of Defense bt
* Confract Mumber- (F)  [123456-13-A-1234
* Contract Category:  [Sdect a Contract Category | [ Add Categary
Catapary Name |
212312 - Crushed and Broken Limestane Mining and Cuarrying Reamaove
21Z313 - Crushed and Broken Granite Mining and Quamying Reamove
Period of Performance
st [9z018 Lf—ﬂ (mmiddiyyyy)
“End: [ao01e |2 (rremiaaiyyym)
Confract Description:  [5id schooks
(Char Count) Max=255
« Paces of Par -@® Belmtn(:uurﬁiesfrmnljsttun.dd
| Albania ~
| Alp=ria
American Samoa
Angala
Anguilla ¥
A :
= =
Selected Countries
[ Aghanisian
“Is TBC Rewimd@ Country TBC Mumber @ Reason For TBC Exemption @ Status
@®Yes OMo Afghaniztan | TECW1234C150001AFG | v
= awarded Competitively? Yo @ Mo O
* contracting Omice:  [ACO |
Contracting OMeer:  [Padden, Lufnn ~
luann.paddenni@email. gov
Contracting Officer’s Representative (COR]
i) Add a COR
Show per page:
Last Name First Name MHN. Work Phone Email Start Date End Date
Eagle Sam James B08-555-1234 seaghed mail gav 0BMEz018 0/DS2019
|Clml| | Save Contract iInformation
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3. Update the contract details as required.

Notes:

You cannot update the Contract Number or the Contracting Agency after the
contract is initially saved. If you need to change either of these fields, contact the
SPOT-ES Help Desk.

Updating the contract’s PoP does not automatically update the task order’s PoP. For
instructions on updating task order details, including the task order’s PoP, see Section
4.6, Updating Task Order Details.

All required fields, which are indicated by a red asterisk (*), must be completed
before you can save the contract information.

If the contract’s PoP is greater than one year in the future, a warning message will
appear when you save. Ensure dates are in compliance with SPOT business rules and
reflect only the funded PoP. Click OK to continue updating the contract.

If any Theater Business Clearance (TBC) countries are selected for Places of
Performance, a table displays a row for each TBC country (currently only
Afghanistan). In the Status column, a green check mark (¥) displays if required
TBC fields are complete and a red “X” (#) displays for legacy data if required TBC
fields are incomplete. Hover over the status icons and a tooltip message displays. To
update TBC information, click Yes or No to indicate whether a TBC is required and
enter the TBC Number or Reason for TBC Exemption.

“12 TBC Required(7) | Country TBC Number @ Reason For TBC Exemption (%) | status
®ves Ono Afghanistan || TBCW1234C180001AFG ‘ 4
“Is TBC Required(7) | Country TBC Number @ Reason For TBC Exemption (3) | status
Oves ®no Afghanistan |Reason TBC was not obtained or is not required | v

3. Once the updates are complete, click Save Contract Information. If you selected No for
Is TBC Required, and a TBC is normally required for the country(ies) selected for
Places of Performance, a warning message will appear. Click OK to acknowledge the
message and continue.

The “Manage Contracts” page will display with a message that the contract has been
updated successfully.
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Home : Search for Contract : Manage Contract

Manage Contracts

I The Contract has been updated succassiulty. I

Contract Information

Select Task Order v [ad

Contract Number: 123436-13-A-1234

Confract Category: 212312 - Crushed and Broken Limestone Mining
and Cuarmying:
212313 - Crushed and Broken Granite Mining and

Awarded Compstrtively?
Contracting Officer:

Select Confract Actian

s

Fadden, LuAnn
G09-00g-0eag

lhann. paddenni@emal gov

Clusrmying

Period of Performance. 9982018 to 52010

Contracting Agency: Dept of Defense
confracting Offica: ACQ

Contract Descriptlon:  [Byild schoals.

Places of Performance:  Afghanistan

*Is TBC Required(¥) | Country

TELC Number @ Reason For TEC Exemplion (@ | Status

®Yes UNo

Afghanistan || TBCW1234C180001AFG L

CAAF NON-CAAF

WEAPON
BILLETING

CAC

LOCAL ACCESS BADGE

DINING FACILITY (DFAC)

GOVT FURNISHED MEAL S (GFM)
APOVFPOIPOSTAL SERVICES
DIPLOMATIC POST OFFICE {DPO)
PRIMARY CARE

OTHER: | SEE REMARK S FIELD)

NUMBER of AGS ITEMS CHECKED: 0

Show per page: [10_ V]

Last N

Contractor Companies

Contract Authorized Government Services

Contracting Officer's Representative (COR)

- First Name MH.
Eagle Sam James

MILITARY 15 5UED CLOTHING
MILITARY |5 SUED EQUIPMENT

MWR FACILIMES

MILITARY EXCHANGE

COMMISSARY

MILITARY BANKING

EXCESS BAGGAGE

MILAIR

TRANSPORTATION [other than MILAIR)
NONE

Work Phone Email
B00-555-1234 seagied mail gav

Start Date End Date
0B0E018 08/052019

Prima:  HF Enterprise Senices (HP Enterprise Services)
Sup: Mo associsted Subcontractor Companies
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4.6 Updating Task Order Details
From the “Task Order Details” page, you can update information about the task order and the list
of associated subcontractors.

1. Search for and select a contract. The “Manage Contracts” page will display.

2. On the “Manage Contracts” page, select the desired task order from the Select Task
Order drop-down list and click Go (). The “Manage Task Order” page displays.

Resource
SPOT Reports Setu,
e Center b

Home : Search for Contract : Manage Contract

Manage Contracts Selart Task Order Ea

1 123456-18-A-T234
oo s

22 7

Select Contract Action

Contract Information

Contract Number: 123456-13-A-1234 Awarded Competitively? Yes
Contract Category: 212312 - Crushed and Broken Limestone Mining Contracting Officer: Padden, LuAnn
and Quarrying; 609-999-9999
212313 - Grushed and Broken Granite Mining and luann.padden@email.gov
Quarrying

3. On the “Manage Task Order” page, select Update Task Order from the Select Task
Order Action drop-down list and click Go ().

Resource Setup

SPOT Reports Gt

Home : Search for Contract : Manage Contract : Manage Task Order

Manage Task Order Select Task Order Action

— Update Task Order

Contract Information

Contract Number: 123456-18-A-1234
Period of Performance: 9/6/2015 to 9/5/2019

Contract Description: Build schools

Task Order Information

Task Order Number: 123456-18-A-T234 Awarded Competitively? Yes
Task Order Category: 212312 - Crushed and Broken Limestone Mining Contracting Officer: Padden, LuAnn

and Quarrying; §09-999-9999

212313 - Crushed and Broken Granite Mining and luann.padden@email.gov

The “Add Task Order Details” page displays.
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Contract Information

Add Task Order Details

Manage Contractor Companies

Prime:
Zuh:

HP Enterprize Senvicas (HP Enterprize Services)
Morthrog Grumman Corp. (Morthrop Grumman Corp.)

Coniract Number:  1Z3456-18-A-1234
Pariod of Performance:  OA2018 to 952018
Confract Deecription:  Build schools
Task Order Details
* Task Order Number:  [123456-18-A-T234 |
* Task Order Category: | Sslect a Contract Category ] B Add Category
Catagory Name |
212312 - Crushed and Brokan Limestane Mining and Cuarrying Reamove
21313 - Crushed and Brokan Granie Mining and Quanmying Ramove
Period of Performance
s st [e0ie 5] frmenvaaryyyy)
“Ent: [oi5a018 |2 ety
Task Order Deacripion:  [5.id schools
(Char Count) M=255
« Paces of Performance: () Select Countries from List to Add
Akrotiri
Albaniz ~
Algeria
Arnerican Samoa
Andara
Aingala ]
Anguilla
A 2
= =
Selected Countries
Arghanistan
“18 THC RequIrsd(5) | country TEC Number ® Reazcn For TEC Exemption (@) | status
@ vee O ne Migharisten | [ TBCW1234T180001AFG | ”
Awarded Compatitively? Yos @ Mo O
* Contracting omce:  [ACQ v
Contracting OMcer:  [Padden, Lufan v
Contracting Officer's Representative (COR)
& Add a GOR,
Show per page:
Last Name First Name MHN. Work Phone Email Start Date End Date
Bird Jahn E08-555-245 jhirdigmai gow 08062018 QUDE2019

|cancel| | save Task order nformation
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4. Update the task order details, as required.
Notes:

e You cannot change the Task Order Number or Contracting Agency for the task
order after the contract and task order are initially saved.

e Updating the task order’s PoP does not automatically update the contract’s PoP.
SPOT requires that the task order start date fall within the contract’s PoP, but the task
order end date can exceed the contract’s PoP end date by 365 days (1 year). If the task
order end date is beyond the contract end date, a warning message will appear when
you save. Click OK to continue updating the task order.

e [fthe task order’s PoP is greater than one year in the future, a warning message will
appear when you save. Ensure dates are in compliance with SPOT business rules and
reflect only the funded PoP. Click OK to continue updating the task order.

e I[fany Theater Business Clearance (TBC) countries are selected for Places of
Performance, a table displays a row for each TBC country (currently only
Afghanistan). In the Status column, a green check mark (¥) displays if required
TBC fields are complete and a red “X” (#) displays for legacy data if required TBC
fields are incomplete. Hover over the status icons and a tooltip message displays. To
update TBC information, click Yes or No to indicate whether a TBC is required and
enter the TBC Number or Reason for TBC Exemption.

*Is TBC Required@ Country TBC Number @ Reason For TBC Exemption @ Status
@ves ONo Afghanistan | TBCW1234T180001AFG | v
*Is TBC Required@ Country TBC Number @ Reason For TEC Exemption @ Status
Oves ®no Afghanistan |Reason TBC was not obtained or is not required | v

5. Once the updates are complete, click Save Task Order Information. If you selected No
for Is TBC Required, and a TBC is normally required for the country(ies) selected for
Places of Performance, a warning message will appear. Click OK to acknowledge the
message and continue.

The “Manage Task Order” page will display with a message that the task order has been
updated successfully.
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SPOT Reports Resource Setup

Home : Search for Contract : M Contract : Manage Task Order

Manage Task Order Select Task Order Action o [

l The Task Crder has been updated successfully. l
Contract Information

Contract Mumber: 123456-18-4-1234
Period of Performance: 9732018 to #5208
Contract Description: Build schools

Task Order Information

Taek Order Number: 123456-13-A-TZ34 Awsrded Competitively? Yas
Task Order Category: 212312 - Crushed and Broken Limestane Mining Contracting OfMicer: Padden, Ludnn
and Cuarying. 503-p29-0039
2u12313_ - Crushed and Broken Granite Mining and hann.paddenni@emal gov
u=mying

contracting Office: ACD
Perlod of Performance: 982018 to S50

Task Order Descriptlon: Build schools
Places of Performanca:  Afghanisian

*Is TBC Required() | Country TEC Number ® Reason For TEC Exemption Status

#ves Mo Afghanistan || TECWW1234T130001AFG v

Contracting Officer’s Representative (COR)

Show per page:
Last Mame First Name MMN. Work Phone Email Start Date End Date
Bird Jahn B06-555-2145 jhirdi@mad gov OBMERITE L=t ]

Contractor Companies

Prima:  HF Enterprise Senices (HP Enterprize Senvices)
Sub:  Morthrop Grumman Corp. {Morthrop Grsmman Corp.)

Return to Manage Contracts

4.7 Managing Contractor Companies

You can manage Contractor Companies for your contracts and task orders from the “Manage
Contractor Companies” page. For contracts with one or more task orders, you must perform
functions such as deployments and LOAs at the task order level. As a result, subcontractor
companies added at the contract level will not be used for these cases. Therefore, you should
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enter contractor companies at the contract level only when the contract has no associated task
orders.

The following limitations apply to managing contractor companies:

e Only a Contracting Officer can change the prime contractor company, but only if there
are no open or active deployments associated with a contract.

e If'there are open or active deployments for contracts/task orders, all roles (Company
Administrator, Government Authority/Administrator and Contracting
Officer/Administrator) can add additional subcontractor companies, but net remove
subcontractor companies.

e [fa contract is associated with open or active deployments, Letters of Authorization
(LOAs), deployment templates, subcontractor persons, or equipment, and the Contracting
Officer needs to change the prime contractor company, contact the SPOT-ES Help Desk
to request changes.

To manage contractor companies:

1. Search for a contract. For instructions, see Section 4.1, Searching for a Contract. The
“Manage Contracts” page will display

2. Depending on whether you are managing companies for contracts or task orders,
complete one of the following steps:

o To manage contractor companies for a contract with no task orders, select
Manage Contractor Companies from the Select Contract Action drop-down

list. Click Go ().The “Manage Contractor Companies” page will display.

Resource
SPOT Reports P Setup

Home : Search for Contract : Manage Contract

Manage Contracts alact Canfract Actinn

— Manage Contractor Companies

ask uraer

Contract Information — Update Contract Details
Contract Number: 123456-18-A-1236 Mo associated Task Order(s) Awarded Competitively? Yes
Contract Category: 212312 - Grushed and Broken Limestone Mining Contracting Officer: Padden, LuAnn

and Quarrying; 609-999-9999
212313 - Grushed and Broken Granite Mining and luann_padden@email gov
Quarrying

Contracting Agency: Dept. of Defense

o To manage contractor companies for a task order, select the task order from the
Select Task Order drop-down list. Click Go ().The “Manage Task Order”
page will display.
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Resource
Center

Setup

SPOT Reports

Home : Search for Contract : Manage Contract

Manage Contracts

Contract Information

Contract Number: 123456-18-A-1234

Contract Category: 212312 - Crushed and Broken Limestone Mining
and Quarrying;
212313 - Crushed and Broken Granite Mining and
Quarrying

Selert Tack Order

123456-18-A-T234 |

&

Select Confract Action

Awarded Competitively? Yes

Contracting Officer: Padden, LuAnn
609-999-9999
luann.padden@email.gov

On the “Manage Task Order” page, select Manage Contractor Companies from the
Select Task Order Action drop-down list. Click Go ().The “Manage Contractor

Companies” page will display.

Resource

Center Sour

SPOT Reports

Home : Search for Contract : Manage Contract : Manage Task Order

Manage Task Order

Contract Information

Contract Number: 123456-18-A-1234
Period of Performance: 9/6/2013 to 9/5/2019
Contract Description: Build schools

Selart Tack Nrder Arfinn

— Manage Confractor Companies
dic dok UTde

From the “Manage Contractor Companies” page, you can add subcontractor companies.
If the contract/task order is not associated with open or active deployments, a Remove
icon (#) appears and you can remove subcontractor companies. For add and remove

instructions, see steps 3 and 4.

Note: Only Contracting Officers can change the prime contractor company at the contract

level.

Resource

Center Selun

SPOT Reports

Manage Contractor Companies

Contract Number:  123456-18-A-1234

Tagk Order Number:  123456-18-A-T234

Prime
HP Enferprise Services

Morthrop Grumman Corp.

Home : Search for Contract : Manage Contract : Manage Task Order : Manage Contractor Companies

HP Enterprise Services

Morthrop Grumman Corp.

&J Add Confractor Company

Acronym |

®

3. To add a subcontractor company to the selected contract or task order, complete the

following steps:

a.
display.

Click the Add Contractor Company link. The “Search for Company” window will
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Resource
SPOT Reports Setu
e Center &

Home : Search for Contract : Manage Contract : Manage Task Order : Manage Contractor Companies

Manage Contractor Companies @

Contract Number:  123456-18-A-1234
Task Order Number:  123456-18-A-T234

Ig) Add Confractor Company I

Prime Name Acronym |
V HP Enferprise Services HP Enterprise Services

Morthrop Grumman Corp. Morthrop Grumman Corp. X

b. Search for and select the company. For instructions on searching for a company or
requesting that a new company name be added to SPOT, see Sections 2.4, 2.5, and
Section 3, Companies. The selected company will be added to the “Manage
Contractor Companies” page.

Resource
SPOT Reports Setu
- Center -

Home : Search for Confract : Manage Contract : Manage Task Order : Manage Contractor Companies

Manage Contractor Companies @

Contract Number:  123456-18-A-1234
Task Order Number:  123456-18-A-T234

& Add Contractor Company

Prime Name Acronym |
v HP Enterprise Services HP Enterprise Services
MNorthrop Grumman Corp. Morthrop Grumman Corp. b 4
I American Systems Gorporafion ASC I X

c. To add another subcontractor company, repeat steps 3a and 3b.

4. To remove a current subcontractor from the list, complete the following steps :

a. Click the Remove icon (#) associated with the selected subcontractor. A
confirmation message window will display.

Note: You can remove a subcontractor company only if the contract or task order has

no associated open or active deployments.
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SPOT Reports Resource Setup

Lemer

Home : Search for Contract : Manage Contract : Manage Task Order : Manage Contractor Companies

Manage Contractor Companies @

Contract Number:  123456-18-A-1234
Tagk Order Number:  123456-18-A-T234

J Add Contractor Company

Prime Name Acronym |
v HP Enterprise Services HP Enterprise Senvices
Morthrop Grumman Corp. Morthrop Grumman Corp. b 4
. American Systems Corporafion ASC E

b. Click OK to confirm the removal. The “Manage Contractor Companies” page will
display and the selected subcontractor will be removed from the list.

Resource

SPOT Re;

?ons Center Selup
S

Home : Search for Contract : Manage Contract : Manage Task Order : Manage Contractor Companies

Manage Contractor Companies ‘@)

Contract Number:  123456-18-A-1234
Tagk Order Number:  123456-18-A-T234

Message from webpage * @ Add Gontractor Company

B L |
o Are you sure you want to remove this contracting company?
v HP Enterprise Services

Morthrop Grumman Corp. b 4

American Systems Corporation I 2L I | et} X
sov ng st

5. Click Save and Exit when finished. The page from which you started (in step 1) will
display.

spoOT Reports Resource Setup

Center

Home : Search for Confract : Manage Contract : Manage Task Order : Manage Contractor Companies

Manage Contractor Companies (@}

Contract Number:  123456-15-A-1234
Task Order Number:  123456-18-A-T234

@ Add Contractor Company

Prime Name Acronym |

V HP Enterprise Services HP Enterprise Services

Northrop Grumman Corp. Northrop Grumman Corp. b 4

| savef save and Exit]| cancei|
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5 Persons

Currently, SPOT identifies a person as being either a U.S. Citizen or Foreign National.
Identification of a Third Country National (TCN) or Local National (LN) can be derived by
leveraging the Foreign National, duty station, and citizenship values.

e U.S. Citizens — A U.S. Citizen is identified as a person born in the United States,
naturalized, or a person who has been issued a Certificate of U.S. Citizenship.

e Foreign Nationals — Within SPOT, a Foreign National is anyone who is not a U.S.
Citizen. Green Card holders are also identified as Foreign Nationals. A Foreign National
is categorized as either a TCN or an LN, based on the person's citizenship and duty
station location.

o Third Country Nationals (TCNs) — TCNs are Foreign Nationals who are not
citizens of the country where their duty station is located. For example, a German
citizen deployed to a duty station in Korea is a TCN.

o Local Nationals (LNs) — LNs are Foreign Nationals who are citizens of the country
where their duty station is located. For example, a German citizen with a duty station
located in Germany is an LN.

The “Manage Persons” functionality in SPOT is restricted to Contractor Company and
Government Organization user roles. This section provides instructions on how to search for a
person, add a person, edit a person’s profile, release a person, and change a person’s company
affiliation via the SPOT GUI interface.

5.1 Searching for a Person

To search for a person:

1. From the “Start Here” section of the “Home” page, enter the search criteria in one or
more fields. Click Find Person. The “Person Search Results” page will display. The
person(s) found must match all the search criteria entered.
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Resource
SPOT Reports Setu
o Center £
Home
Change Role A SYSTEM ALERT
Company Admin V‘ P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as the

authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for Afghanistan™
document located in the SPOT-ES Library. Do NOT request a new site when creating deployments to

7 News the country of Afg All such req will be denied.
O 07/101/2014 - Get Well Release
Backlog
Staging will be dedicated to
promotio... [more]
Start Here
View All

(©)Add a Person  Search for Contract

~»  Search for Person

Search for a person to deploy or deployment information

Filter by Person Details:

Last Name: | First Name:
Citizenship Category:
DN
®ssu OAn O podp s [ [ 1]

Filter by Deployed Contract and Task Order:

Contract #: V| Task Order #: | v

| Find Person ‘

Notes:

e To search for a person added by your company, use the fields under the “Filter by
Person Details” heading. This could be a person who works for your company or
who works for a subcontractor company and was added by your Company
Administrator.

o To search for a specific person, enter the full Social Security Number
(SSN), Foreign Identification Number (FIN), or 10-digit Department of
Defense Identification Number (DoD ID) associated with the person’s
Common Access Card (CAC), either alone or in conjunction with the
person’s name. The DoD ID was formerly referred to as the Electronic
Data Interchange Personal Identifier (EDIPI).

o Ifyou do not enter any search criteria and click Find Person, a message
displays that indicates the search will return all persons. If you click OK,
the search results will list records for all employees who are currently
employed by the company that the Company Administrator is associated
with in SPOT or who are employed by a subcontractor company and were
added to SPOT by the Company Administrator’s company.
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Filter by Perzon Details:

Last Hame: |Due First Name: [0

Citizenship Category:

®ssu OFN O poddD 55MN: |:||:||:|

e To search for a person with a deployment associated with your company, use the
Contract # and/or Task Order # fields under the “Filter by Deployed Contract
and Task Order” heading. The search results will display all contractor and
subcontractor persons with an open or active deployment against the selected
contract/task order, regardless of who added the persons to the SPOT system.

o Only search by Contract # and/or Task Order # if the persons you wish
to find are associated with a deployment/LOA request.

o “(Prime)” is displayed next to the number in the Contract # and Task
Order # drop-down list if the Company Administrator’s company is the
prime on a contract/task order.

o Ifaselected Contract # does not have an associated task order, the Task
Order #, drop-down list displays “No associated Task Order” and is not
selectable.

o Ifyou do not select Contract # and/or Task Order # as search criteria,
the search results display only those persons who work for the Company
Administrator’s company or work for a subcontractor company and were
added to SPOT by the Company Administrator’s company.

Filter by Deployed Contract and Task Order:

Contract# | 123456-16-A-1235 (Prime) v Task Order # | 123456-16-A-T235 (Prime} v

Filter by Deployed Contract and Task Order:

Contract#: [123456-16-A-1234 (Frime) | Task Order # [ associated Task Order v|

e To search for a person added by your company that is also associated with a
deployment, the person must match all the search criteria that you enter. If you
add a subcontractor employee but have not requested a deployment/LOA for that
person, you will not find that person if your search criteria includes a Contract #
and/or Task Order #.

2. Click a link in the Name column to select the person. The “View Person” page will
display.

Notes:

o The Company/Organization column indicates the person’s employer. This could
be your own company or a subcontractor company if your company added the
subcontractor personnel to SPOT.

o By default, the person search returns results in pages containing 50 records. You
can use the drop-down list above the search results to change the maximum
number of records per page to display 50, 100, 250, or 500 records. The
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pagination feature at the bottom of the page allows you to scroll forward and
backward between pages.
o You can sort the search results by clicking the active links in the column

headings. Click once to sort the data in ascending order; click a second time to
sort the data in descending order. By default, the list is sorted by the Last Name

column.

Resource
SPOT Reports Setu
2 Center =

Home : Person Search Results

Person Search Results

Selected Search Criteria — | Last Mame: Doe; First Name: John

Search Results: I Show per page: 50 Vv I

Name ‘ Citizenship Category Status SSN/FIN DoD-D Company/Organization
US Citizen Mot Deployed HOOL-XH-0038 HP Enterprise Services
Doe, John Us Citizen Mot Deployed HK-XK-3000 HP Enterprise Services
Doe, John US Citizen Mot Deployed HOOL-XK-3008 HP Enterprise Services
Doe, John US Citizen Mot Deployed KIH-XK-3805 HP Enterprise Services
Doe, John US Citizen Mot Deployed HIO-¥K-3080 HP Enterprise Services

Page 1 of 1
[First Page] [Previous Page] [Next Page] [Last Page]

Return to Person Search

The “View Person” page displays information for the selected person. The information

displayed and the options available depend on whether the person has a current
deployment, the deployment status, and the LOA status (if requested).

Note: In the “Person Data” section, the “Person Status” field indicates the person’s latest

status, such as Active, R & R, Injured, or Deceased. When a new person is added to
SPOT, the “Person Status” is Active.

“View Person” Page — No Deployment Example

No Current
Deployment

N

Resource
SPOT Reports Setu|
£ Center S

Home : View Person - Doe, John (Company Contractor P

Person Data

Full Name: Doe, John Depl t Status: Not D
Email: jd@email.com Gender: Male
Company: HP Enterprise Services Citizenship: United States
SEN: oo-xx-0038 DMDOC Verified: No
Date of Birth: 06/16/1980 CAC Expiration Date: Unknown

Person Status: Active

) Last Update: 5/31/2018
No Previous

Deployments
\ Release Person ‘ ‘ Edit Persoll|

Deployment Information Mo previous deployments exist for this person v E

There is no current deployment for this person

Create New Deployment
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“View Person” Page — Current Deployment Example (KO Approved with Weapon and
SOFA Requirements in SPOT)

Current

Resource
SPOT Reports Setu
s Center B

Home : View Person - Oliver, Olive O (Company C

Person Data

If the person data is edited, the person’s current LOA will not reflect the changes. In order to update the person data on the LOA, the current LOA must be revoked and a new
LOA request must be initiated.

Full Name: Oliver, Olive O Deployment Status: Not Deployed
Email: ooliver@email.com Gender: Female
L HP El prise Service: Citizenship: United States
S5N: 000016 DMDC Verified: Mo
Date of Birth: 11/11/1981 CAC Expiration Date: Unknown

Person Status: Active

Previous Last Update: 6/4/2015

Deployment
Information \

Deployment Deployment Information Select a Previous Deployment Vﬂ Deployment Actions Vﬂ
Information

5.2

Current Deployment iaw | Print LOA Pre-Deployment

Arrived: Mot yet arrived V Create Deployment Complete grl:
Actual Arrival Date: Mot yet arrived v Request LOA KO Approved an
Estimated Deployment: 06/04/2018 - 11/19/2018 AU
Countries to be Visited: Japan Eligibility Requirements
Government Organization: ACQ T T
Deployment Itinerary Incomplete
Contract Number: 123456-17-A-1235
Task Order: 123456-17-A-T235 Deployment On
Deplaysiznl Fulpose]. Fri-schels Identify Issued Weapon Incomplete Inf
Ref
Current Duty Station View Duty Station History In-Theater Arrival SH
Primary Duty Station | Country Japan Duty Station Check | Incomplete
City Tokyo
Site Japan Ground Staff Office (GS0O) V SOFA Complete
Arrival Date: Not yet arrived Re-Deployment
Operation: Operafion Enduring Freedom Plan Re-Deployment Incomplete
System Supported:
Closeout Deployment Incomplete

O By clicking this check box | affirm that | have validated that the cumrent deployment information is accurate, especially Duty Station Location Site, City, Coum
Person Status, Duty Stafion Arrival Date, In-Theater Arrival Date, and 24/7 company POC, Government FOC, In theater POC are correci. i Submit
Date Last Verified:

y if KO
broved

i Weapon
horized

ly if SOFA
brmation
quired in
OoT

Deployment Movements View Most Recent (5) Movements

Adding a Person (U.S. Citizen)

To add a person as a U.S. citizen in SPOT:

1. Use one of the following ways to navigate to the “Add Person” page:

e From the SPOT menu bar, hover the cursor over SPOT and a drop down menu

will display. Under “Person”, select the Add link.

e From the Start Here” section of the “Home” page, click the Add a Person link.

The “Step 17 tab of the “Add Person” page will display.
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SPOT

Person

Confracts
Add
Search

Company
Request
Search

Create Depls

LOAs
Reguest LOAs

Deployments/ LOAs

Resource
Reports Setu
2 Center £

A SYSTEM ALERT

[V
P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System {(BTRS) as
the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for
Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating
Note deployments to the country of Afghanistan. All such requests will be denied.

idding

+ s Note
Create Depls / Request wdding
\J)Add a Person || . Search for Contract

2. On the

“Step 17 tab, keep the U.S. Citizen selection and click Save and Continue. The

“Step 2” tab of the “Add Person” workflow will display.

SPOT

Home: Add Person

Add Person

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

Step1 || Step 2 || Step 3 | Step 4

Resource
Reports it Setup

Is this person a:

U.S. Citizen

:_:‘ Foreign National

Cancel | Save and Continue

3. Enter the requested personal information. Click Validate and Continue. The “Step 3”
tab of the “Add Person” workflow will display.

Notes:

e Initial Verification

@)

@)

For U.S. citizens, SPOT validates contractor identity by interfacing with the
Defense Manpower Data Center (DMDC) Defense Enrollment Eligibility
Reporting System (DEERS). SPOT sends the following data elements to DEERS
(the authoritative source) for verification: Last Name, SSN, and Date of Birth.

If a match is found in DMDC DEERS, validation occurs and the person’s data is
synchronized with DEERS. On successful verification, the following data
elements are updated in SPOT if they do not match DEERS based on the person’s
SSN: First Name, Middle Name, Gender, DoD ID (EDIPI), and Common Access
Card (CAC) Expiration Date. A message indicates what fields were updated in
SPOT to match DEERs. You can continue to add the person.

Upon successful validation, validated data fields are locked and are not editable in
SPOT. If changes are needed, the contractor or government/military personnel
must contact DMDC to make the changes in DEERs.

If a match is not found in DMDC DEERS, the person’s record is unverified and a
message will display. If a partial data match with conflicting information is found
in DMDC DEERS during the validation process, a message will display. The
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following table summarizes no match and conflicting information conditions.
Ensure that all the data entries are accurate. If that does not resolve the problem,
contact the nearest RAPIDS/DEERS office.

DMDC Continue to
Verification Conditions Result Verified? | Add Person?
No match in DEERS. Message indicates person could not be No Yes
verified. Continue to add the person.
Match in DEERS but Message indicates record was verified Yes Yes
Gender in DEERS is and no updates were made. SPOT
unknown or other than maintains the Gender that was entered in
Male or Female. SPOT. Continue to add the person.
Match in DEERS but no | Message indicates data that could not be No Yes
valid Date of Birth or verified. Continue to add the person.
Last Name in DEERS.
Mismatch between Message indicates there is a discrepancy No No

SPOT and DEERS (such
as Last Name, SSN, and
Date of Birth).

and what fields to correct. Cannot
continue to add the person in SPOT until
the corrected data is entered in SPOT and
verified with DMDC DEERS.

o Only U.S. citizens are validated against DMDC DEERS. Foreign Nationals are

not validated.

e Verification After Unsuccessful Initial Verification

o SPOT continues to run a nightly job to try to verify unverified records or records
with expired CACs for up to 45 days from the date the record was added.

o After 45 days have elapsed without a successful match, the person record remains
in SPOT as unverified. This has no impact on deployments. If you update the
person’s record (see Section 5.4), the verification date changes and the 45-day
period continues from the update date.

Re-verification

o Once a person’s record had been verified (see the previous Initial Verification
item), SPOT prevents updates of the verified data. Data changes to these fields
must be made through DMDC. In previous releases, First Name and Middle
Name could be changed after verification, but this is no longer possible.

o To retrieve changes made in DMDC DEERS and update this information in
SPOT, a Re-verify button is available in SPOT for those with verified records.

o When you click the Re-verify button, the DoD ID is sent to DMDC DEERS and
synchronizes the following data elements with SPOT: First Name, Middle Name,
Last Name, SSN, Date of Birth, Gender (if Male or Female and if different from
the SPOT data record), and Common Access Card (CAC) Expiration Date. A
message indicates if fields were updated in SPOT to match DEERs.
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SPOT Reports Resource Setup

Home: Add Person

Add Person - Search and Validate

NOTE: Step 1 through 4 MUST be leted ively to P the add person process

Step1 | Step 2| Step3  Step 4

* First Name: |Juhn |

Middle Name: |Allen |

* Last Name: |Due |

Suffix: Select a Suffix v

“SSN: [aee |-[e= |-[3458 |

* Re-enter S5N: |... |-‘.. |-|34SE |

* Date of Birth: |12115119T5

* Gender:

* Personnel Category:  [Company Contractor Personnel |

LE (mm/ddfyyyy)

Cancel || Back l Validate and Continue I

4. Enter the requested personal information. Click Save and Continue. The “Step 4” tab of
the “Add Person” workflow will display.

Note: Although the Place of Birth and Home Phone fields are not required on this page
to add the person record, they are required to request an LOA. Complete these fields now
if this information is available. Otherwise, you will have to edit the person’s record (see
Section 5.4) so you can request the LOA.

Resource
SPOT Reporis i Setup

Home: Add Person

Add Person - Search and Validate

NOTE: Step 1 through 4 MUST be co ively to the add person process

Step 1 Step 2 || Step 3 | Step 4

First Name: John Address 1: |ﬁ.1[m Main Street |

Middle Name: Allen

Address Z: | |

Last Name: Doe

e City: |Colurr| bia |

SSM: soon-ix 3458 State:
Date of Birth: 12/16/1975 Zip: (31909

Gender: Male

Country: |United Stales ~

Personnel Category: Company Confractor Personnel

Home Phone: |705_555_1 234 |

Place of Birth: [coiumbia, GA, USA

Work Phone: [705.555-3456 |

CAC Expiration:

* Primary Email: |Jdne@email com |

|Cance| I Save and Continue I

5. If the person works for your company, select your company’s radio button and continue
to step 10. If the person works for a subcontractor company, continue to step 6.
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In step 4 of the Add Person workflow, the relationship between a contractor and a
company is established. Depending on your role, the system will prompt you to select the
contractor’s company to be the same as your company or a valid subcontractor company.

Resource
SPOT Reports e Setup

Home: Add Person

Add Person - Organization Affiliation

NOTE: Step 1 through 4 MUST be ipleted cor tively to plete the add person process

Step1 || Step 2 || Step 3 || Step 4

Personnel Category: Company Contractor Personnel

Does the person work for your company or a st 1?7 @yp ize Services (_ Subcontractor Company

Supervisor/Mon-Supervisor:
') SupervisorManager

'®) Non-Supervisor/Non-Manager

| cancet| | Back -I Save and Add Person -I

6. To add a person who works for a subcontractor company, select the Subcontractor
Company radio button.

Resource
SPOT Reports Setu
= Center b

Home: Add Person

Add Person - Organization Affiliation

NOTE: Step 1 through 4 MUST be co i to the add person process

Step1 || Step 2 Step3 | Step 4

Personnel Category: Company Contractor Personnel
Does the person work for your company or a subcontractor? () 4P Enterprise Servi I-@]c Comp
* What contract will the person be working on? | Select a Contract v|

* What task order will the person be working on?
*What company does the person work for?

Supervisor/Non-Supervisor:
L) Supervisor/Manager

®) Non-Supervizor/Non-Manager

| cancel || Back | Save and Add Person

7. Select the contract from the Select a Contract drop-down list.
Notes:

o To add a person who works for a subcontractor company, the Company
Administrator for the prime contractor company must affiliate the subcontractor
person with the contract/task order to which the subcontractor company is
associated. To release a subcontractor employee from a contract/task order, see
Section 5.6, Releasing a Person from a Contract/Task Order.

o If'the prime Company Administrator adds a person who works for a subcontractor
company, the prime Company Administrator can only deploy the person for the
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contract/task order specified when the person is added. This restriction does not
apply when Company Administrators add and deploy persons who work for their
own company.

Resource
SPOT Reports P Setup

Home: Add Person

Add Person - Organization Affiliation

MNOTE: Step 1 through 4 MUST be pleted ively to P the add person process

Step1 || Step2 || Step 3 || Step 4

Personnel Category: Company Contractor Personnel

Does the person work for your company or a subcontractor? () yp Enterprise Services (@ Subcontractor Company

* What contract will the person be working on?  §[123456-13-4-1235 M|

* What task order will the person be working on? Select a Task Order w

*What company does the person work for?

Supervisor/Non-Supervisor:
‘) Supervizor/Manager

® Mon-Supervisor/Non-Manager

| Cancel | Back | Save and Add Person |

8. Ifapplicable, select the associated task order from the Select a Task Order drop-down
list.

Note: A subcontractor person can be added to a contract instead of a task order if
subcontractor companies exist on the contract level and there are no task orders.

9. Select the company that the subcontractor works for from the Select a Subcontractor
drop-down list.

Resource
SPOT Reporis B Setup

Home: Add Perzon

Add Person - Organization Affiliation

NOTE: Step 1 through 4 MUST be pleted ively to p the add person process

Step1 || Step2 | Step3 | | Step 4

Personnel Category: Company Contractor Personnel

Does the person work for your company or a subcontractor? () yp Enterprise Services (® Subcontracter Company

* What contract will the person be working on? | 123456-18-A-1235 vl
* What task order will the person be working on? I 123456-18-A-T235 W
* What company does the person work for? [Morthrop Grumman Corp. W

Supervisor/Non-Supervisor:
‘) Supervizor/Manager

® Non-Supervisor/Non-Manager

|Cam:el | Back | Save and Add Person |

10. Select whether the person is a supervisor or a non-supervisor. Click Save and Add
Person. A message will display, stating that the person has been added successfully.
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Step1 | Step2 Step3 | Step 4

Personnel Category:

Does the person work for your company or a subcontractor?

Resource
SPOT Reports Setu
- Center =
Home: Add Person
Add Persen - Organization Affiliation
NOTE: Step 1 through 4 MUST be pleted co ively to p the add person process

Company Contractor Personnel

'-/:::' HP Enterprise Services @ Subcontractor Company

* What contract will the person be working on? | 123456-18-A-1235 i
* What task order will the person be working on? 123456-18-A-T235 W
* What company does the person work for? | Morthrop Grumman Corp. L4

Supervisor/Non-Supervisor:f~—
'_4 Supervisor/Manager

'@ Non-Supervizor/Non-Manager

[ ' |
[ cancel || Back | Save and Add Person I

11. Select the next action you would like to perform. Click Continue.

o Ifyou select Complete this person’s profile?, the “Edit -Personal Information”
page will display where you can update and add more information for the person,
such as Passport, and Next of Kin.

o Ifyou select Add another person?, the “Add Person” page will display where
you can add another person.

o Ifyou select Exit to profile summary?, the “View Person” page will display
where you can view a summary of the person’s details.

Resource Setup

SPOT Reports e

Home: Add Person

Add Person

What would you like to do next?

@ Complete thiz person’s profile?
":: Add another person?

":: Exit to profile summary?

[eonime ]

5.3 Adding a Person (Foreign National)
To add a person as a Foreign National in SPOT:
1. Use one of the following ways to navigate to the “Add Person” page:

e From the SPOT menu bar, hover the cursor over SPOT and a drop down menu
will display. Under “Person”, click the Add link.
e From the “Start Here” section of the “Home” page, click the Add a Person link.

The “Step 17 tab of the “Add Person” page will display.
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Resource
SPOT Reports Setu
2 Center £
Person
Eamiicts A SYSTEM ALERT
Add
s
Search

P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System {(BTRS) as
the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for

Request Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating

Search Note deployments to the country of Afghanistan. All such requests will be denied.

idding

Company

Deployments/ LOAs
Create Depls

+ s Note
EE)E:: Depls / Request wdding
Request LOAs ()Add a Person [, Search for Contract

2. On the “Step 17 tab, select Foreign National. Click Save and Continue. The “Step 2”
tab of the “Add Person” workflow will display.

Note: You must add a contractor in SPOT as a Foreign National if the person is not a
citizen of the U.S. Green Card Holders, even with those with Social Security Numbers,
are only residents of the U.S. and are not considered citizens.

Resource
SPOT Reports et Setup

Home: Add Person

Add Person

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

Step1 | Step2 || Step 3 || Step 4
Is this person a:

O u.s. citizen

Foreign National

|Cam:el I Save and Continue I

3. Enter the requested personal information. Click Validate and Continue. The “Step 3”
tab of the “Add Person” workflow will display.

Notes:

e Once data is saved by clicking Validate and Continue, the Personnel Category
field is read only. The other fields are editable if they have not been validated by the
DMDC verification process.

e Foreign Nationals are not DMDC validated. Therefore, for Foreign Nationals, the
value of the DMDC Validated field on the “View Person” page will always be No.

e When the letters in the name of an individual do not exist in the English alphabet, use
what the translated letter to English would be, or use the closest English letter.

e If'the Foreign National has only one name, enter the one name in both the First
Name and Last Name fields, on the condition the Foreign National has a unique
Foreign Identification Number (FIN) and/or birthdate.

e When adding a Foreign National, if the person has a DMDC DEERS issued FIN,
enter this FIN in the FIN field. Otherwise, follow these guidelines:

Document Version 40.1, January 2019 83



SPOT-ES 8.10: Contractor Company User Manual

o For privacy reasons, if a Foreign National has an SSN, do not enter this
number in the FIN field, because unlike SSN, a FIN is not masked when it is
displayed.

o If the Foreign National will be getting a CAC, the FIN will be issued by
DMDC. A Foreign National can obtain a DMDC FIN by visiting a DMDC
Real-Time Automated Personnel Identification System (RAPIDS) location.
The nearest RAPIDS location may be found at http://www.dmdc.osd.mil/rsl/
or contacting the Defense Manpower Data Center Support Office (DSO) at 1-
800-538-9552. At least two (2) original proof of identity documents that
include document/identity numbers, issue/expiration dates and
country/state/province/county/city of issuance are required. In addition, the
Foreign National will need to provide the sponsoring Service Branch/Agency,
home/mailing address, work address, email address, phone numbers, gender,
marital status, date of birth, organ donor status, and blood type. The Foreign
National’s photo and fingerprint will be captured during the DMDC FIN
issuance process.

o Ifa DMDC FIN is not available:

= Use the FN’s National Issued ID Card number preceded by the three-
digit ISO country code (e.g., AFG1234 for a foreign national from
Afghanistan).

= [fa National ID Card is not available, use the Passport Number
preceded by the three digit ISO country code.

» Ifnone of the above is available, create a FIN that is up to 18
characters long. (Record the FIN for future deployment management
and informational purposes.):

e Enter the first five letters of the last name. If the last name is
less than five letters, enter the entire last name. If the last name
is not known, enter the first name.

e Enter the eight-character date of birth (MMDDYYYY). If the
date of birth is unknown, use today’s date.

e If SPOT says that the FIN is already in use, contact the SPOT-
ES Help Desk to determine if the contractor has already been
added to SPOT and ensure that the contractor is not added to
SPOT multiple times. If the FIN that you are creating is already
associated with a different person, append the above with up to
five random alphanumeric characters until a unique FIN is
created.
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Add Foreign National (FN) — No FIN Entered

Resource
SPOT Reports Setu
= Center b

Home: Add Person

Add Person - Search and Validate

NOTE: Step 1 through 4 MUST be il to the add person process

Step1 | Step2 | Step 3 | Step 4

* First Name: |Jane |

Middle Name: | |

* Last Name: |Due |

Suffix: | Select a Suffix v

IFIM: | |I

* Date of Birth: |05116119T5

* Gender:

* Personnel Category:  [Company Contractor Personnel v |

[j (mm/ddfyyyy)

 —

Cancel Backl Validate and C(mtinuel

Add Foreign National (FN) — FIN Entered

Resource
SPOT Reports Rl Setup

Home: Add Person

Add Person - Search and Validate

MNOTE: Step 1 through 4 MUST be p ively to P the add person process

Step1 | Step2 Step 3 | Step 4

* First Name: ‘Jane |

Middle Name: ‘ |
* Last Name: ‘Doe |
Suffix: ’m‘
I FIN:  [DOE06161975 i|
* Date of Birth: ‘USH 6/M975 [_E (mm/ddiyyyy)
* Gender:
* Personnel Category: ‘ Company Contractor Personnel V‘

—
| Cancel | | Back || Validate and Cominuel

4. Enter personal information. Select the person’s country from the Citizenship field.

Note: If the person’s citizenship is unknown or should not be disclosed for security
reasons, select Unknown. This should be done only on very rare occasions, as it will
result in those individuals being identified as TCNs regardless of the country to which
they are deployed.

5. Click Save and Continue. The “Step 4” tab of the “Add Person” workflow will display.
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Resource
SPOT Reports Setu
= Center B

Home: Add Person

Add Person - Search and Validate

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

Step1 | Step2 Step3 | Stepd

First Name: Jane Address : 123 Main St

Middle Name: Address 2:

Last Name: Doe
City:  coumbus

Suffix:
FIN: DOE0S011875 State:  Georgia -
Date of Birth: 06/01/11575 Zip:
2 31808
Gender: Female
Country: i
Personnel Category: Company Contractor Personnel United States i
Place of Birth:  ycapy) Home Phone: 7pg 5551234
* Citizenship: l Afghanistan = I Work Phone:
CAC Expiration: * Primary Email:  j3nzd0e@email.com
‘ Cancel ||] Save and Continue |I

6. If the person works for your company, select your company’s radio button and continue
to step 11. If the person works for a subcontractor company, continue to step 7.

In the “Step 4” tab of the Add Person workflow, the relationship between a contractor
and a company is established. Depending on your role, the system will prompt you to
select the contractor’s company to be the same as your company or an applicable
subcontractor company.

Add FN Company Employee and No FIN Entered; Passport Fields Required

Resource
SPOT Reports Sl Setup

Home: Add Person

Add Person - Organization Affiliation

NOTE: Step 1 gh 4 MUST be ively to the add person process

Step1 | Step 2 || Step 3 | Step 4

Personnel Category: Company Contractor Personnel

Does the person work for your company or a ‘?p ize Services () Subcontractor Company

Supervisor/Non-Supervisor:
‘! Supervisor/Manager

'@' Non-Supervisor/Non-Manager

= What is the person’s passport number? |1234557gg |
* When does the passport expire? |DS.’22HD2D ':'Jj(mm;‘ddi\ryw)
* What country issued the passport? |Germany Vl

[ cancer| | Save and Add Person
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Add FN Company Employee and FIN Entered; No Passport Fields

Resource
SPOT Reports P Setup

Home: Add Person

Add Person - Organization Affiliation

NOTE: Step 1 through 4 MUST be leted co ively to P the add person process

Step1  Step2 | Step 3  Step 4

Personnel Category: Company Confractor Personnel
Does the person work for your company or a subcnntractnr‘?Hp Enterprise Services O Subcontractor Company

Supervisor/Non-Supervisor: -
\_} SupervisoriManager

® Non-SupervisoriNon-Manager

f Cancel |i Back li Save and Add Person |

7. To add a person who works for a subcontractor company, select the Subcontractor
Company radio button.

Notes:

o To add a person who works for a subcontractor company, the Company
Administrator for the prime contractor company must affiliate the subcontractor
person with the contract/task order to which the subcontractor company is
associated. To release a subcontractor employee from a contract/task order, see
Section 5.6, Releasing a Person from a Contract/Task Order.

o If'the prime Company Administrator adds a person who works for a subcontractor
company, the prime Company Administrator can only deploy the person for the
contract/task order specified when the person is added. This restriction does not
apply when Company Administrators add and deploy persons who work for their
own company.
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Add FN Subcontractor and No FIN Entered; Passport Fields Required

Resource
SPOT Reports Setu)
= Center o

Home: Add Person

Add Person - Organiz

NOTE: Step 1 through 4 MUST be y o lete the add person process

Step1 | Siep2 | Siep 3 | Step 4

Personnel Category: Company Contractor Personnel

Does the person work for your pany or a r? OHp ise Services

Subcontractor Company

* What contract will the person be working on? |5elec1 a Contract L

* What task order will the person be working on?

* What company does the person work for?

Supervizor/Non-Supervisor: ~
‘) SupervisorManager

o~
® Non -SupervisorfNon-Manager

* What is the person's passport number? | |

* When does the pagsport expire? | “___lj (mmiddiyyyy)

*What country issued the passport? |Selecl the Issuing Country v|

| Cancel | | Save and Add Person
Add FN Subcontractor and FIN Entered; No Passport Fields

Resource
SPOT Reports Setu,
- Center .

Home: Add Perzon

Add Person - Organization Affiliation

MNOTE: Step 1 through 4 MUST be ively to lete the add person process

Step1 | Step 2 | Step3 | Step 4

Personnel Category: Company C P 1
Does the person work for your pany or a subcontractor? () yp Services ubcontractor Company
* What contract will the person be working on? [select a Contract v

*What tagk order will the person be working on?

* What company does the person work for?

Supervisor/Non-Supervisor:
'/ SupervisorManager

'@:‘ Non-Supervisor/Non-Manager

[ cancet| | Save and Add Person

8. Select the contract from the Select a Contract drop-down list.
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Add FN Subcontractor and No FIN Entered; Passport Fields Required

Resource
SPOT Reports ot Setup

Home: Add Perzon

Add Person - Organization Affiliation

NOTE: Step 1 through 4 MUST be ively to the add person process

Step1 | Step2 | Step 3 | Step 4

Personnel Category: Company Contractor Personnel
Does the person work for your pany or a subcont ? OHPE ise Services (® Subcontractor Company
* What contract will the person be working on? I | 123456-18-A-1235 vll

* What tagk order will the pergon be working on? Select a Task Order

*What company does the person work for?

SupervisorfNon-5upervisor:
-/ SupervisorManager

® Non-supervisor/Non-Manager

* What is the person’s passport number? | |

* When does the passport expire? | g dAyY)

*What country issued the passport? [ select the Issuing Country |

[ cancet| ‘ Save and Add Person

Add FN Subcontractor and FIN Entered; No Passport Fields

Resource
SPOT Reports e Setup

Home: Add Person

Add Person - Organization Affiliation

NOTE: Step 1 through 4 MUST be ively to the add person process

Step1 | Step2 | Step 3 || Step 4

Personnel Category: Company C P
Does the person work for your pany or a sub 7 O HPE ize Services ® Subcontractor Company
* What contract will the person be working on? I| 123456-18-A-1235 v| I
* What task order will the person be working on?
= What company does the person work for?

Supervisor/Non-Supervisor:
O su pervisoriManager

® Non-SupervisorfNon-Manager

| Cancel | | Save and Add Person |

9. Ifapplicable, select the associated task order from the Select a Task Order drop-down

list.

Note: A subcontractor person can be added to a contract instead of a task order if
subcontractor companies exist on the contract level and there are no task orders.
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Add FN Subcontractor and No FIN Entered; Passport Fields Required

Resource
SPOT Reports Setu
= Center 2

Home: Add Person

Add Person - Organization Affiliation

NOTE: Step 1 through 4 MUST be p ively to plete the add person process
Step1 |Step2 |Step 3 | Step 4
Personnel Category: Company Contractor Personnel
Does the person work for your pany or a subcont ? O HPE ise Services (® Subcontractor Company
*What contract will the pergon be working on? | 123456-18-A-1235 i3 |
* What task order will the person be working on? 123456-13-A-T235 W
* What company does the person work for? |Selecla Subcontractor i

Supervisor/Non-Supervisor:
O su pervisorManager

o~
® Non -SupervisorfMon-Manager

* What is the person's passport number? | |

* When does the passport expire? | "_’:3 (mmiddiyyyy)

*What country issued the passport? [setect the Issuing Country v

| Cancel | | Save and Add Person
Add FN Subcontractor and FIN Entered; No Passport Fields

Resource
SPOT Reports Center Setup

Home: Add Person

Add Person - Organization Affiliation

MOTE: Step 1 through 4 MUST be p tively to lete the add person process

Step1 || Step2 | Step3 | Step 4

Personnel Category: Company Contractor Personnel
Does the person work for your pany or a 7 O np Services (® Subcontractor Company
* What contract will the person be working on? | 123456-18-A-1235 W
* What task order will the person be working on?
* What company does the person work for? |55|ec| a Subcontractor vy

Supervisor/Non-Supervisor:
'/ Supervisor/Manager

® Non-Su pervisor/Mon-Manager

[ cancet| | Save and Add Person |

10. Select the company that the subcontractor works for from the Select a Subcontractor
drop-down list.
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Add FN Subcontractor and No FIN Entered; Passport Fields Required

Resource
SPOT Reports el Setup

Home: Add Person

Add Person - Organization Affiliation

MOTE: Step 1 through 4 MUST be P tively to

plete the add person process

Step1 | Step 2 || Step3 || Step 4

Personnel Category: Company C P
Does the person work for your pany or a sub 7 (O HPE ise Services ® Subcontractor Company
* What contract will the person be working on? [123456-18-2-1235 v|
*What task order will the person be working on?
* What company does the person work for? v

Supervisor/fNon-5upervisor:
O su pervisor/Manager

®) Non-Supervisor/Non-Manager

* What is the person’s passport number? | |

* When does the passport expire? | «"‘i (mmiddiyyyy)

* What country issued the passport? |Se|ec| the Issuing Country Vl

| cancel | Back | Save and Add Person

Add FN Subcontractor and FIN Entered; No Passport Fields

Resource
SPOT Reports s Setup

Home: Add Person

Add Person - Organization Affiliation

NOTE: Step 1 through 4 MUST be tively to lete the add person process

Step1 || Step2 || Step3 | Step 4

Personnel Category: Company Contractor Personnel
Does the person work for your pany or a sub 7 OHPE ise Services (® Subcontractor Company
= What contract will the person be working on? [123456-18-A-1235 v
* What task order will the person be working on?
* What company does the person work for? || Morthrop Grumman Corp. w |I

Supervisor/Non-Supervisor:
) SupervisorManager

@" Non-Supervisor/Non-Manager

[ cancet| [Back][ save and Add Person

11. Select whether the person is a supervisor or a non-supervisor.

12. Note: If the FIN was not documented on the “Step 2” tab of the “Add Person” workflow,

complete the passport information to complete “Step 4”.

13. Click Save and Add Person. An on-screen notification will display, stating that the
person has been added successfully.
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Add FN Subcontractor and No FIN Entered; Passport Fields Required

Resource
SPOT Reports Girhic Setup

Home: Add Person

Add Person - Organization Affiliation

NOTE: Step 1 through 4 MUST be cor y to the add person process

Step1 | Step2 | Step 3 || Step 4

Personnel Category: Company Contractor Personnel

Does the person work for your company or a sub ? OHPE ise Services (@ Subcontractor Company

* What contract will the person be working on? | 123456-18-A-1235 i

*What task order will the person be working on? 123456-18-A-T235 W

* What company does the person work for?

[Morthrop Grumman Corp. v

SupervisorfNon-Supervisor:f]
-/ §Supervisor/Manager

® [Non-supervisor/Non-Manager

* What is the person’s passport number? | 123456739 |
* When does the passport expire? |IJS.f22|'2[|20 F;EMMMGWWYJ
* What country issued the passport? [sermany |

| Cancel | | Back i Save and Add Person ‘i

Add FN Subcontractor and FIN Entered; No Passport Fields

Resource
SPOT Reports s Setup

Home: Add Person

Add Person - Organization Affiliation
NOTE: Step 1 through 4 MUST be tively to

the add person process

Step1 || Step2 || Step3 | Step 4

Personnel Category: Company Contractor Personnel
Does the person work for your pany or a sub 7 OHPE ise Services (® Subcontractor Company
= What contract will the person be working on? [123456-18-A-1235 v

* What task order will the person be working on? 123456 18-A-T235

* What company does the person work for?

| MNorthrop Grumman Corp. “

Supervisor/Non-Supervisor:f
‘) supervisorManager

®1Non-5u pervisor/Non-Manager

| cancel || Bncki Save and Add Person i

14. Select the next action you would like to perform. Click Continue.

o If you select Complete this person’s profile?, the “Edit -Personal Information”

page will display where you can update and add more information for the person,
such as Passport, and Next of Kin.

o Ifyou select Add another person?, the “Add Person” page will display where
you can add another person.
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5.4

o Ifyou select Exit to profile summary?, the “View Person” page will display
where you can view the summary of the person details.

Resource
SPOT Reports P Setup

Home: Add Person

Add Person

What would you like to do next?

'§" Complete this person's profile?
'\:.‘-' Add another person?

(Ofexit to profile summary?

i Continue : I

Editing a Person’s Profile

In the “Edit Person” workflow, you can add or edit personal information about a person who
already exists in SPOT. SPOT will present groupings of related personal information across four
tabs. You can select one of the following actions on each tab:

Re-verify — Retrieves person data from DMDC DEERS and updates this information in
SPOT. This button is available only for a verified person’s record.

Cancel — Discards all changes and takes you to the “View Person” page.

Skip to Next Step — Allows you to bypass entering information in fields that are marked
as required. You can view the information and skip 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 step in the “Edit Person”
workflow.

To edit a person’s profile:

1.

From the “Start Here” section of the “Home” page, enter search criteria in one or more
fields. Click Find Person. The “Person Search Results” page will display.
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Resource

Framework Test [more]

04/18/2018 - NET Framework
Add Test

NET Framework Add Test
Edited [more]

03/23/2016 - Chrome Test
Chrome Test [more]

o

=]

o

03/17/2016 - Firefox Test Il
Test [more]

03/15/2016 - TestSystem
TestSystem [more]

)

SPOT Reports Setu
28 Center =
Home
Change Role A SYSTEM ALERT
[Company Admin v|
F NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as
v the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for
7 News Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating
O 04/25/2018 - Framework Test deployments to the country of A All such req will be denied.

View All

Start Here

(JAdd a Person . Search for Contract

% Search for Person

Search for a person to deploy or deployment information

Filter by Person Details:

Last Name: ‘ First Name:

Citizenship Category:
Deployment Status:

®ssn OrN Opobdp ssw: [777 |77 |ooe |

Filter by Current Contract and Task Order:
Contract #: ‘

Task Order & ‘

[ rearen ]

2. Click a link in the Name column to select the person. The “View Person” page will

display.

SPOT Reports

Home : Person Search Results

Selected Search Criteria —

Search Results:

Person Search Results

S5N: 0000038

Mame | Citizenship Category Status SSNIFIN DoDHD Company/Organization
US Citizen Mot Deployed KAK-XK-0038 HP Enlerprise Serices

Resource
Center )

Show per page:

Page 10f 1
[First Page] [Previous Page] [Next Page] [Last Page]

Retumn to Person Search

3. Click Edit Person. The “1. Personal Info” tab of the “Edit-Personal Information” page

will display.

Note: SPOT will allow you to edit data if the person has a current LOA, regardless of the

LOA status. However, the modified data will not appear on the LOA. A message will
display on the “View Person” page indicating that modified data will not appear on the
LOA.
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Resource
SPOT Reports Setu
e Center =

Home : View Person - Doe, John (Company Contractor Personnel)

Full Name: Doe, John Deployment Status: Not Deployed

Email: jd@email.com Gender: Male

Company: HP Enterprise Services Citizenship: United States

S5N: ooca-0038 DMDC Verified: Mo
Date of Birth: 06/16/1330 CAC Expiration Date: Unknown
Person Status: Active
Last Update: 5/31/2018
| Release Person I Edit Personl
Deployment Infermation No previous deployments exist for this person v E

There is no current deployment for this person

‘[Ereahe New Deployment |

4. On the “1. Personal Info” tab, update or change personal information, if needed.
Notes:

e Once data is saved, the Personnel Category field is read only. The other fields
are editable if they have not been validated by the DMDC verification process.
Foreign nationals are not validated, so all other fields are editable for foreign
nationals.

e DMDC DEERS is the authoritative source of identity for U.S. citizen contractor
personnel. SPOT sends the following data elements to DEERS (the authoritative
source) for initial verification: Last Name, SSN, and Date of Birth. On successful
verification, the following data elements are updated in SPOT if they do not
match DEERS based on the person’s SSN: First Name, Middle Name, Gender,
DoD ID (EDIPI), and Common Access Card (CAC) Expiration Date. A message
indicates what fields were updated in SPOT to match DEERSs.

e Upon successful validation, validated data fields are locked and are not editable in
SPOT. If changes are needed, the contractor or government/military personnel
must contact DMDC to make the changes in DEERs.

e A Re-verify button is available for those with verified records. If changes are
made in DMDC DEERS, when you click the Re-verify button, the DoD ID is sent
to DMDC DEERS and synchronizes the following data elements with SPOT:
First Name, Middle Name, Last Name, SSN, Date of Birth, Gender (if Male or
Female and if different from the SPOT data record), and Common Access Card
(CAC) Expiration Date. A message indicates if fields were updated in SPOT to
match DEERs.

e If'the person’s nationality is unknown, or should not be disclosed for security
reasons, the value Unknown is an option on the Citizenship drop-down list.

e Ifa FIN was entered when the foreign national was added, the FIN field is
required instead of the SSN and Re-enter SSN fields. However, if a FIN was not
entered (passport information was entered instead), then the FIN field is optional.
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Unverified Person Record — Data fields can still be edited

Resource
SPOT Reports Setup

Home : View Person : Edit Personal Information

Edit - Personal Information

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

Effective Date is required

Please enter the person information.

* First Name: |JD|m | Address 1: |123 Massau 5t |
Middle Name: | | Address 2: | |
“Last Hame: [poe | Country: [United States ~
Suffix: State: |New Jersey Vl
*SSM: [0 Hoox Hooss | City: [princeton |
* Re-enter SSN: 1000 oo Hoosz | Zip: (08540 |
* Date of Birth: [56A5/1580 | “Person Status: [Active v
* Gender: “Effective Date: [06/05/2018 [
Personnel Category: Company Confractor Personnel Home Phone: |509_555_1 234 |

Place of Birth: |Trenton, NJ |

Work Phone: | |

* Citizenship: [United States N

* Primary Email: |Jd@emait.cum |

Some fields on this page may be non-editable. If data in these fields is incorrect, please contact the Defense Manpower Data Center to update this data prier to
calling the SPOT Help Desk.

Cancell Skip to Next Step I Save |Sa1re and Continue I

Verified Person Record — Some data fields are locked

Resource
SPOT JAMMS Reports Setu
e Center E

Home : View Person : Edit Personal Information

Edit - Personal Information

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

Please enter the person information.

* First Name: Ahmed Address i [adress_1 |

Middle Name:

Address 2; |addre55 2 |
Last Name: A ABDULRASULL =

. Country: [nited Stat v
Suffi: [Select a Suffix v [unied states

SSN: 00-x-5813 State: |Michigan v|
Date of Birth: 07/04/1350 City: |city_1 |
Gender: Male Zip: |12345 |
Personnel Category: Company Contractor Personnel <Person Status: |Aclive v
Place of Birth: |Unn|sclr.|sed | \Effective Date: .
+ 08072018 ik |

* Citizenship: | Unted States v

Home Phone: [123.456-7890 |

Work Phone: [957-654-3210 |

* Primary Email: [person19545185@emailcom |

Some fields on this page may be non-editable. If data in these fields is incorrect, please contact the Defense Manpower Data Center to update this data prior
to calling the SPOT Help Desk.

i| Re-verify i| Cancel ||i Skip to Hext Step ‘i Savel Save and Continue I
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5. [Ifthe person’s status is not correct or has changed, select the Person Status from the
drop-down list.

Notes:

o When the page displays, the person’s latest status appears in the Person Status
field. When you add a person to SPOT, the Person Status is Active.

o If'you change the status, this will be the status used for the person’s next
deployment. This change does not alter the Person Status on previous
deployments.

o See the SPOT Business Rules if you have questions about the terms in the Person
Status drop-down list.

Select a Status
*Person Status:

AWOL

*Effective Date: |Injured -Injured as a result of Hostile Acfion
Injured -Injured as a result of Non-Hostile Action
Home Phone: |Medical Quaraniine

Missing

Prisoner of War (POW)

R&R

Work Phone:

Note: If the person is deceased, the Person Status field is read only and cannot be
changed.

*Person Status: Deceased - Killed as a result of Hostile Action

*Effective Date: 6/10/2013

6. If the Effective Date is blank or you update the Person Status, enter the date of the
status change in the Effective Date field. The date must be the current date or a prior
date.Type the date (in MM/DD/YYYY format, including forward slashes) or use the
calendar control to select the date.

Notes:

o When you add a person to SPOT, the Effective Date is blank. If there is no status
change, enter the current date.

o Ifyou create a deployment and this date field is blank, the date the deployment
was created will be populated as the Effective Date.

*Person Status: |Acti\te hl

*Effective Date: |03,r05}2|]13 |_;'j

7. Click Save and Continue. If you do not update or edit data, click Skip to Next Step. The
“2. Passport” tab will display.

8. Update passport information, if needed. Click Save and Continue. If you do not update
or edit data, click Skip to Next Step. The “3. Next of Kin” tab will display.

Note: If a FIN was entered for a foreign national, passport information is not required.
However, if passport information was entered instead of a FIN when the foreign national
was added, then passport information is prepopulated on this screen and these fields are
required.
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Resource
SPOT Reports Setu
Center P

Home : View Person : Edit Passport

Edit - Passport Information

1. Personal Info || 2. Passport | 3. Nextof Kin || 4. Clearance

Please enter the passport information.

*What is the passport number? 08765432
*When does the passport expire? '12,.31,2020 j (mmida %
YYYY)

*What country issued the passport? United States

-

Cancel Back I Skip to Next Step I Save I Save and Continue I

9. Update next-of-kin information, if needed. Click Save and Continue. If you do not
update or edit data, click Skip to Next Step. The “4. Clearance” tab will display.

Resource
SPOT R s Setu|
o Center -

Home : View Person : Edit Next of Kin

Edit - Next of Kin Information

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

Please enter the next of Kin information.
* First Name: il
Middle Name:

* Last Name: Doe

*Phone Number:  7pg.555.1234

Alternate Phone Humber:

* Relationship: .Sunusa -
* Language Spoken: English -
Nearest Duty Station: Country  United States =Y
State  Georgia
City  Fort Benning Divizion
Site  Fort Benning
| Cancel || Back HI Skip to Hext Step I Save |I Save and Continue |I

10. Security clearance information is no longer required in SPOT, so the fields on this tab are

gray and disabled. Click Skip to View Person or Save and Exit. The “View Person”
page will display.

Resource
SPOT Reports Setu
= Center b

Home : View Person : Edit Clearance

Edit - Clearance Information

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

Please enter the security clearance information.

Security Clearance:

<

Clearance Expiration: I j

Security C..arance Issuing Agency: W

| cancet || Back | skip to View Person | save | save and Exit I

Document Version 40.1, January 2019

98



SPOT-ES 8.10: Contractor Company User Manual

5.5 Releasing a Person from a Company

Contractor company personnel in SPOT work for exactly one employer company. A person can
be added to SPOT in one of two ways (see Sections 5.2 and 5.3):

e The employer adds a person, or
e The prime company adds a person who works for a subcontractor company and assigns
the person to a contract/task order

Either the employer or prime Company Administrator can then view and manage person
information. If a subcontractor employee is added by the prime company, the “View Person”
page displays information for the employer and the prime company and assigned contract/task
order.

When a person no longer works for the employer company, either the employer or prime
Company Administrator must release the person so a Company Administrator from a new
employer can assign the person to a new company.

This section provides instructions on how to release a person from a company. A person can only
be released from a company if that person does not have a current open or active deployment. If
there is an open or active deployment, that deployment must be cancelled or closed before the
person can be released (see Sections 9.9 and 10.2). To release a subcontractor employee from a
contract/task order, see Section 5.6, Releasing a Person from a Contract/Task Order.

To release a person from a company:

1. From the “Home” page, search for the person. From the search results, click on the
contractor’s name. The “View Person” page displays. Click Release Person. The
“Release Confirmation” page will display.

Note: The Release Person button is only available if no open or active deployment
exists.

View Person Page (Not a Subcontractor)

Resource
SPOT Reports Setuy
s Center g
Home : View Person - Conners, Charles Chad (Company Contractor Personnel)
Person Data
Employer Full Name: Conners, Charles Chad Deployment Status: Not Deployed
Company
Email: cconners@email.com Gender: Male
Company: HP Citizenship: United States
55N: ooex-0002 DMODC Verified: Mo
Date of Birth: 11/12/1832 CAC Expiration Date: Unknown
Perzon Status: Active Last Update: 7/29/20186
I Release Person I Edit Person
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View Person Page (Subcontractor Employee Added by Prime)

Resource
SPOT Reports Setu|
P Center P
Home : View Person - Dunn, Donald Dexter (C Contractor F
Person Data
Em Qloyer Full Name: Dunn, Donald Dexter Deployment Status: Mot Deployed
Company
Email: ddunng@emsil com Gender: Male
Company: Morthrop Grumman Corp Citizenship: United Siates
S§5N: ooe-xx-0004 DMDC Verified: Mo
Date of Birth: 07/07/1955 CAC Expiration Date: Unknown
Prime Person Status: Active Last Update: 10/21/2016
Company|
and Assigned
Contract/| Sub-Contractor Details
Task Order
Primary Company: HP
Contract Number: 123456-16-A-1235 Task Order Number: 123456-16-A-T225
Contract Dates: 07/05/2016 - D7/03/2018 Task Order Dates: 07/05/2016 - 07/03/2018
I‘ Release Personl | Edit Person

2. Leave the Company radio button selected.
3. Enter the person’s release date.
4. Click Confirm.

Release from Company (Not a Subcontractor)

Release Confirmation

Release this person from his/her: @ Company

10/20/2016 g

If you know the person's release date, please enter it here:

coce [

Release from Company (Subcontractor Employee Added by Prime)

Release Confirmation

Release this person from his/her: @ Company O ContractTask Order

If k th 's rel date, pl ter it here: j
you Kknow € person s release date, please enter o ere. 10212016 Titk

The “View Person” page appears and displays “Released” instead of the employer
company (or any prime company information if applicable). After leaving the “View
Person” page, Company Administrator(s) will no longer be able to search for and view
information about the released employee.
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View Person Page After Release (Not a Subcontractor)

Resource
SPOT Reports Setuyl
2 Center B
Home : View Person - Conners, Charles Chad (Company Confractor

Full Name: Conners, Charles Chad Deployment Status: Not Deployed
Email: cconners@email.com Gender: Male
Ccmpany: Citizenship: United States
SSN: ooc-ac-0003 DMDC Verified: No
Date of Birth: 11/12/19382 CAC Expiration Date: Unknown
Person Status: Active Last Update: 10/13/2016
Edit Person
Deployment Information Select a Previous Deployment VE

There is no current deployment for this person

View Person Page After Release (Subcontractor Employee Added by Prime)

Resource
SPOT Reports P Setup

Home : View Person - Dunn, Donald Dexter [Company Contractor Personnel)

Full Name: Dunn, Donald Dexter Deployment 5tatus: Not Deployed
Email: ddunn@email.com Gender: Male
Cumpany: Citizenship: United States
SSN: soocs-0004 DMDC Verified: No
Date of Birth: 07/07/1985 CAC Expiration Date: Unknown
Person Status: Active Last Update: 10/21/2016
Edit Person
Deployment Information No previous deployments exist for this person E

There is no currant deployment for this persan

5.6 Releasing a Person from a Contract/Task Order

When the prime company’s Company Administrator adds subcontractor company personnel in
SPOT, these persons are assigned to a contract/task order. When a person no longer works on the
assigned contract/task order, either the employer or the prime Company Administrator can
release the person from the assigned contract/task order and the prime company.

e Release Only — Release the person from the assigned contract/task order and the prime
company. The person is still assigned to the employer. The employer can then deploy the
person on another contract/task order that is not associated with the prime company.

o Release and Reassign — Release the person from the assigned contract/task order and
reassign the person to another contract/task order that is associated with the prime
company or the employer subcontractor company. Release and reassign maintains the
person’s realtionship as a subcontractor company employee.
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This section provides instructions on how to release a person from a contract/task order. A
person can only be released from a company if that person does not have a current open or active
deployment. If there is an open or active deployment, that deployment must be cancelled or
closed before the person can be released. To release a subcontractor employee from a company,
see Section 5.5, Releasing a Person from a Company.

5.6.1 Release Only
To release a person from a contract/task order:

1. From the “Home” page, search for the person. From the search results, click on the
contractor’s name. The “View Person” page displays. Click Release Person. The
“Release Confirmation” page will display.

Note: The Release Person button is only available if no open or active deployment
exists.

View Person Page (Subcontractor Employee Added by Prime)

Resource
SPOT Reports Setu
- Center A

Home : View Person - Friendly, Frank {Company Contractor Pergonnel)

Person Data
Employer Full Name: Friendly, Frank Deployment Status: Mot Deployed
Corpany
Email: firiendly@email.com Gender: Male
Company: SPS Citizenship: United States
SSN: soocaoe-0012 DMDC Verified: No
Date of Birth: 03/12/1981 CAC Expiration Date: Unknown
H Person Status: Active Last Update: 10/21/2016
Prime v
Company

and Assigned

Contract Sub-Contractor Details
Task Order )
Primary Company: HFP

Contract Number: [P1234-16-A-1234 Task Order Number: LP1234-16-A-T234

Contract Dates: 08/12/2016 - 08102017 Task Order Dates: (08/12/2016 - 08/ D/2017

I-: Release Person I : Edit Person ,

2. Click to select the Contract/Task Order radio button.
3. Enter the person’s release date.

4. For the question Would you like to be assigned to a new Contract/Task Order?, leave
the No radio button selected to release from a contract/task order without reassigning to
another contract/task order.

5. Click Confirm.
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Release Confirmation

Release this person from his/her:
P ) Company ® Contract/Task Order

117182016 g

() Yes ® No

If you know the person's release date, please enter it here:

Would you like to be assigned to a new ContractTask Order?

==

The “View Person” page displays. Only the employer company information now displays

on the “View Person” page. No prime company information displays. After leaving the
“View Person” page, the prime Company Administrator will no longer be able to search
for and view information about the released employee.

Notes: Once released from the contract/task order, the prime Company Administrator
will not see the previous deployments listed in the Select a Previous Deployment drop-
down list because the prime/subcontractor relationship no longer exists with the person
whose record is being viewed.

View Person Page After Release of Subcontractor Employee Added by Prime

Em
Cor

Person Data

loyer

p Oye Full Name: Friendly, Frank Deployment Status: Not Deployed
npany

Email: ffriendly@email.com Gender: Male
Company: SPS Citizenship: United States
S5N: sooexx-0012 DMDC Verified: No
Date of Birth: 0&/12/1851 CAC Expiration Date: Unknown
Person Status: Active Last Update: 10/21/2018

Resource
SPOT Reports Setuy
s Center L

Home : View Person - Friendly, Frank (Company Contractor Personnel)

Release Person | | Edit Person |

Deployment Information No previous deployments exist for this person w E

There is no current deployment for this person

Create New Deployment |

5.6.2 Release and Reassign

To release a person from a contract/task order and reassign to another contract/task order:

1.

From the “Home” page, search for the person. From the search results, click on the
contractor’s name. The “View Person” page displays. Click Release Person. The
“Release Confirmation” page will display.

Note: The Release Person button is only available if no open or active deployment
exists.
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View Person Page (Subcontractor Employee Added by Prime)

Resource
SPOT Reports Setu
- Center e

Home : View Person - Friendly, Frank {Company Contractor Pergonnel)

Person Data
Em p|0ye|' Full Name: Friendly, Frank Deployment Status: Mot Deployed
Cormpany \
Email: firiendly@email.com Gender: Male
Company: SPS Citizenship: United States
SSN: soocaoe-0012 DMDC Verified: No
Date of Birth: 03/12/1981 CAC Expiration Date: Unknown
Prime Person Status: Active Last Update: 10/21/2016
Company
and Assigned
Contract Sub-Contractor Details
Task Order )
Primary Company: HFP
Contract Number: [P1234-16-4-1224 Task Order Number: LP1234-16-A-T224
Contract Dates: 03/12/2016 - 08102017 Task Order Dates: 08/12/2016 - 08M10/2017

H Release Person I | Edit Pemoni

2. Click to select the Contract/Task Order radio button.
3. Enter the person’s release date.

4. For the question Would you like to be assigned to a new Contract/Task Order?, click
the Yes radio button to release from a contract/task order and reassign to another
contract/task order that is associated with the prime company or the employer
subcontractor company. The Contract and Task Order fields will display.

Release Confirmation

Rel: thi fi his/her: S =
elease this person from Misiher ) Company '® Contract/Task Order

If you know the person's release date, please enter it here: W-Aj
Would you like to be assigned to a new ContractTask Order? o) » -
® yes () No
*Contract: [Plesse select a Contract |
“Task Order: [ v

Cancel || Confirm

5. Select the Contract and Task Order (if applicable).

Note: The Contract and Task Order drop-down lists display only contracts and task
orders that are valid for the logged in Company Administrator. Prime Company
Administrators are limited to contracts/task orders where their company is prime and the
person’s employer is the subcontractor. Subcontractor Company Administrators are able
to select from contracts/task orders where the person’s employer is the subcontractor, no
matter which company is the prime.

6. Click Confirm.
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Release Confirmation

Rels thi fi his/her: ~ =
Elenae i RErson Im Iisies; {_) Company ® Contract/Task Order

11182016 }3

If you know the person's release date, please enter it here:

Would you like to be assigned to a new Contract/Task Order?

® ves O No
“Contract: [LP46B0-16-A-4680 V]
“Task Order: [LP4&80-16-A-T620 v

[cancr[ Sonten]

The “View Person” page displays. The person’s realtionship as a subcontractor company
employee is maintained and the new contract/task order numbers appear in the “Sub-
Contractor Details” section.

View Person Page After Release and Reassign of Subcontractor Employee Added by
Prime

Resource
SPOT Reports i Setup

Home : View Person - Friendly, Frank (Company Contractor Perzonnel)

Person Data

Em ployEr Full Name: Friendly, Frank Deployment Status: Mot Deployed
Company
Email: firiendly@smail.com Gender: Male
Company: SPS Citizensghip: United States
SSN: ooe-xoc-0012 DMDC Verified: No
. Date of Birth: 03/12/1981 CAC Expiration Date: Unknown
Prime Person Status: Active Last Update: 117132016
Comparly
and
Reassigngd
Contract/ -Contractor Details
Task Ord(’r Primary Company: HP
Contract Number: LP4680-16-A-4580 Task Order Number: LP4680-16-A-T680
Contract Dates: 08/16/2016 - 08/14/2017 Task Order Dates: 08/16/2016 - 03/142017
Release Person | | Edit Persnn|
Deployment Information No previous deployments exist for this person v E

There is no current deployment for this person

Create New Deployment

5.7 Affiliating a Person

Contractor company personnel in SPOT work for exactly one employer company. A person can
be added to SPOT in one of two ways (see Sections 5.2 and 5.3):

e The employer adds a person, or
e The prime company adds a person who works for a subcontractor company and assigns
the person to a contract/task order

When a person no longer works for the employer company, either the employer or prime
Company Administrator must release the person so a Company Administrator from a new
employer can affiliate the person with a new company. If a person is not released from a
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previous employer, the Company Administrator of a new company can still affiliate them with
the new company, as long as the person does not have an open or active deployment. If the
person has an open or active deployment, the new Company Administrator must contact the
SPOT-ES Help Desk.

This section provides instructions on how to affiliate a person who does not have an open or
active deployment, regardless of whether the person has been released from the previous
company.

Note: Once a person is affiliated with a new company, the old company will no longer be able to
find the person when doing a person search (see Section 5.1).

1. To affiliate a person, the first step is to add the person. Use one of the following ways to
navigate to the “Add Person” page:

e From the SPOT menu bar, hover the cursor over SPOT and a drop-down menu
will display. Under “Person”, click the Add link.
e From the “Start Here” section of the “Home” page, click the Add a Person link.

The “Step 17 tab of the “Add Person “page will display.

Resource
SPOT Reports Setu
= Center £

Person

Contracts A SYSTEM ALERT

Add
Sl P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as
Company the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for
Request Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating
Search Note deployments to the country of Afghanistan. All such requests will be denied.
1dding

Deployments/ LOAs

Create Depls

. P Note
Ecr)efs\e Depls / Request ydding
Request LOAs ()Add a Person Search for Contract

2. On the “Step 17 tab, select the person’s citizenship. Click Save and Continue. The “Step
2” tab of the “Add Person” workflow will display.

SPOT Reports Resource Setup
Center

Home: Add Person

Add Person

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

Step1 || Step 2 || Step 3 || Step 4

Is this person a:

U.5. Citizen

o] Foreign Hational

| Cancel ‘I Save and Continue I

3. Enter the required personal information. Click Validate and Continue. The “Step 3” tab
of the “Add Person” workflow will display.
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Resource

SPOT Reports Setul
-2pol c P
Home: Add Person

Add Person - Search and Validate

NOTE: S5tep 1 through 4 MUST be completed consecutively to complete the add person process

Step1 | Step2 | Step3 | Step4

* First Name: IJUI‘IH

Middle Initial: I

* Last Hame: IDUe
Suffix: | Select a Suffix =
* 55N: |123 - |45 i |GTSB
*Re-enter SSH:  [i23 s _le7as

*Date of BINth:  [qg/1/1975

* Gender: If-lale vl

* Personnel Category: I Company Contractor Personnel x|

j (mmiddiyyyy)

Cancel Back I Validate and Continue II

4. A message displays to indicate the person’s status. Select the person’s current employer

and role (Supervisor/Non-Supervisor). Click Save and Add Person. A message will
display stating the person has been added.

e If the person has been released from the previous employer, the message states
that the person has been released by the former company.

Resource
SPOT Reports Set
e Center =

Home: Add Person

Add Person - Organization Affiliation

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

Step1 || Step2 Step3 | Step 4

The Person you are trying to add already exists in the SPOT application but has been released from his or her company. Please answer the questions
below to assign this person to your company.

Personnel Category: Company Contractor Personnel
Does the person waork for your company or a subcontractor? % American Systems (ASC) ' subcontractor Company

Supervisor/Non-Supervisor:
C Supervisor/Manager

& Non-Supervisor/Non-Manager

| Cancel ” Back |I Save and Add Person I

If the person has not been released from the previous employer, the message states that
the person already exists in SPOT and is affiliated with a different company. The
message is the same whether or not the person has an active or open deployment.
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Resource
SPOT Reports Setu
o Center B

Home: Add Person

Add Person - Organization Affiliation

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

Step1 || Step2  Step3 | Stepd

The person you are trying to add already exists in the SPOT application and is affiliated to a different company. Please answer the questions below to
complete the process.

Personnel Category: Company Contractor Personnel

Does the person work for your company or a subcontracter? @ gp © Subcontractor Company

SupervisoriNon-Supervisor:
) Supervisor/Manager

@ Hon-Supervisor/Hon-Manager

| Cancel H Back |I Save and Add Person |I

Note: To affiliate the person to a subcontractor company, select the Subcontractor

Company radio button. Identify the contract and task order, if applicable, to which the

person will be assigned and the person’s current employer.

Resource
SPOT Reports Setuy
L Center 2

Home: Add Person

Add Person - Organization Affiliation

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

Step1 Step 2 | Step3 | Stepd

Personnel Category: Company Contractor Perzonnel

Does the person work for your company or a subcontractor? ¢ American Systems [ASC) uh,cont[acator Company

* What contract will the person be working on? I 123456-12-A-1234 LI

* What task order will the person be working on? |1234 vl
* What company does the person work for? I Spring and Summer vl

Supervisor/ilon-Supervisor:

O Supervisor/Manager

& Non-Supervisor/Non-Manager

| Cancel || Back ” Save and Add Person

5. Select the next action you would like to perform. Click Continue.

Notes:

e Ifyou select Complete this person’s profile?, the “Edit -Personal Information”
page will display where you can update and add more information for the person

such as Passport, and Next of Kin.

e Ifyou select Add another person?, the “Add Person” page will display where

you can add another person.
e Ifyou select Exit to profile summary?, the “View Person” page will display
where you can view a summary of the person’s details.
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Resource
SPOT Reports Setuy
pe Center P

Home: Add Person

Add Person

What Would you IIKe (0 00 Next?

o Complete this person's profile?
' Jadd another person?

 Jexit to profile summary?

Note: If a person has an active or pending deployment, a message appears and the only
action available is to add another person. The person you attempted to add was not added
to your company because that person has an open or active deployment with another
company. The open or active deployment must be cancelled or closed and any associated
LOAs must be revoked or cancelled before the person can be reassigned.

sPOT Reports Resource Setup
Center

Home: Add Person

Add Person

What would you like to do next?

Complete this person's profile?

cld another person?

Exit to profile summary?

6 Predeployments

This section provides instructions on how to create deployments, request LOAs, document
deployment eligibility requirements, and identify a deployment itinerary. Before a person
deploys, you must enter in SPOT information about the deployment and evidence of completion
of all predeployment criteria. The deployment creation workflow is a multi-step process in which
you provide contract and logistical information. Tasks on the predeployment checklist include
request an LOA, provide evidence of eligibility requirements, and identify the deployment
itinerary. As a final step, you confirm the accuracy of essential information.

6.1 SPOT System-Generated LOA

You can request a SPOT system-generated LOA as an integral step in the create deployment
process. It is also an optional action that you can complete separately at any time during the
predeployment phase of the deployment workflow.
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The built-in SPOT workflow enables authorized users to select and process one or more LOA
requests at a time. The actions that you can perform on LOAs depend on your role and the
current state of the LOAs. Generation of an LOA through SPOT follows this workflow:

1. An authorized SPOT user submits an LOA request. Typically, a Company Administrator
will perform this task, but other roles such as a Government Administrator or a
Government Authority can also submit an LOA request.

2. A Government Authority user reviews and authorizes the LOA request.

3. A Contracting Officer user reviews and approves the LOA.

4. A Contracting Officer user digitally signs the approved LOA through SPOT.

After the LOA is approved and signed by the Contracting Officer, you can view, save, and print
the LOA as a read-only portable document format (PDF).

Note: Throughout the LOA workflow, SPOT sends automated emails to associated users to
inform them of LOA statuses and/or ask them to take actions.
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o
©
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= .
© Hastheoptonto _ _
< Generate LOA Request updatellresubmit |
Z (LOA Status = Request = — - - ————————— — — — :
8 Pending)
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= \j
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g Signed Document)
c
S
\
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Figure 1: LOA Workflow
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The two-page, read-only PDF version of the LOA is embedded in the deployment record of the
deployable person in SPOT. The PDF remains active and accessible in SPOT (unless revoked)
until the deployment is closed or cancelled.

Notes:

e Onpage 1 of the LOA, the ASSIGNED KO section displays information about the
person who is listed on the contract as the Contracting Officer.

e On page 2 of the LOA, the Contracting Officer section displays the information about
the actual Contracting Officer who signed the LOA.

e The assigned Contracting Officer and the actual Contracting Officer can be the same
person or different, as long as they belong to the same organization.

e The actual LOAs have watermarks based on the identified Supporting Government
Organization for the deployment (such as Department of Defense, Department of State,
or U.S. Agency for International Development).

e At the bottom of both pages of the LOA, a QR code appears on the right and an LOA
barcode appears on the left. These codes contain information about the LOA and can be
scanned and read by an imaging device.

e For deployments that require SOFA information in SPOT, the SOFA questions and
responses will be printed at the top of the “LOA REMARKS” section on the second page
of the LOA. If remarks are also added by the Government Authority (during
authorization) and the Contracting Officer (during approval) so that the total of all SOFA
questions/responses and remarks exceed the maximum field length (currently 2,000
characters), the remarks printed in the “LOA REMARKS” section of the LOA will be
truncated.

e The number of qualified dependents prints on the LOA, not the dependent information
that was entered in SPOT. To see SOFA information and dependent details:

o Display the SPOT “View Person” page for the contractor employee. In the
“Deployment” section, click the SOFA link (see Section 9.3) or click the
Eligibility Requirements link and continue to the “7. SOFA” tab (see Section
6.6.7).

o Run the Status of Forces Agreement (SOFA) Report (see Section 13.6).

LOA REMARKS

1. The contractor employee is essential to the mission of the United States armed forces and has a high degree
of skill or knowledge for the accomplishment of mission requirements by fulfilling one of the following:(Must
select only one from the following) *1.2 Possessing a security clearance recognized by the United States to
perform his or her duties; or; 2. Employee affirmed to Contracting Officer's satisfaction that he/she does not
have a residency permit/visa for Japan. *yes; 3. Qualified dependents as defined in SOFA Art. |.c.,
accompanying employee. “no; Number of qualifying dependents *0; 4. SOFA Expiration Date *05/14/2019; 5.
Japan Specific Authorized Government Service (AGS):Laundry and dry cleaning; Open mess(club)
membership, as determined by each respective club; Casualty assistance (mortuary services) on a
reimbursable basis; Routine medical care on a reimbursable basis for U.S. citizens and emergency medical
care on a reimbursable basis for non-U.S. citizens; Dental care, limited to relief of emergencies on a
reimbursable basis; Department of Defense Dependent Schools on a space-available and tuition paying basis;
Issuance of U.S. Forces, Japan Operator’'s Permit; Issuance of vehicle license plates *yes;
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LETTER OF AUTHORIZATION DATE OF REQUEST
NOT VALID WITHOUT PHOTO ID Hi5ETE
[ REGUIRING ACTIVITY GOVT AUTHORITY POC  [GONVT AUTHORITY POC PHOME |GOVT AUTHORITY POC EMAIL
Dol Special Unl &1 Peter H Piper 609-123-56878 peter. h pipengemail mil
[ NAME [La=t, First, Middle] EE1 I ] (] FIRIID DATE OF BIRTH
Doe. John D sood-x-0053 11111881
EMAIL ICITIZENSHIP PASSPORT &/ EXPIRATION
john_d_doegmail.mil United States BETER4321 / 111112025
THEATER EMAIL DEPLOYMENT PERIOD START |DEPLOYMENT PERIOD END
john_ddoe@mail.rmil 2152018 2r1a2018
COMPANY (full namePrime or Subcontractor
77 Construction Company | Prime
COMPANY PO COMPANY POC TELEPHONE ICOMPANY POC EMAIL
Roe, Jane 202-505-1235 jane: roafjermail com
CONTRACT NUMBER! TASK ORDER ICONTRACT STARTIEMD DATE  [CONTRACT ISSUING AGENCY
PADMI2-15-0-000 1/Hone 2172018 - 1212018 Dept. of Defense
ASSIGNED KO ASSIGNED KO TELEFHONE [ASSIGNED KO EMAIL
Eris H Kringle A ] Wi ringhedtimai rril
IN-THEATER COMTACT CONTACT S PHONE ICOMTACT'S EMAIL
Public. John 202-555-34 58 ol e fmiad il
COUNTRIES TO BE VISITED CONTRACTOR STATUS
Afghanistan Eoasr Cuoncass
AUTHORIZED GOVERMMENT SERVICES*
FURPOSE Oweapow— [ miLmaRyY 1S5UED CLOTHNG
[ Sy e kA miLmARY IS5UED EQUIPVENT
Eampsi LOA Moy SPCT Business Rules
[ cac [l MR FACILITIES
fALocaL access BancE kA MILTARY EXCHANGE
fA Dirame FaciLy (oFA A conmmsmary
%wmmm MEALS: (GFM) % MILITARY SANKING
APOIFPOPOSTAL SERVICES EXCESS BAGGAGE
COMPANY B} S Hmm.uwmc POST OFFICE (DPD) . b MILAR
PRIMARY CARE™ TRANSPORTATION [gther fran MILAIR)
123 State Street i e . _ - /
Trarton, New Jersey - 06501 kdomhss ez revamks piELD) ok
United States NUMBER OF AGS ITEMS CHECKED:15

"Authorized Government Services does not necessanly mean that the Government provides these senvices fo contractors on a non-
reimbursable basis. For certain categories of authorized senvices, the contractor may be required to reimburse the government 1AW
applicable Federal, DOD or COCOM regulations/policies andfor the contract terms and conditions. The indicated Authorized Govermment
Senvices on this LOA are only applicable for the designated countries to be wisited during the deployment; however, if the services vary
betwesn countries, the contracting officer shall specify which services may be authorized in each country. If the country to be visited
has a Status of Forces Agreement (S0FA) in place that governs the categories of services to be authorized, then the terms of

the SOFA take precedence over the terms of this LOA.

=Combatant Commander (CCDR) authonzation is required 1AW FAR Clause 52 225-25 in order for a contractor to be authorized o

CAITY 3 WeaPon.

""Rasuscitative/Emergency Care is the default level of care. Unless specifically negotiated in the contract, ALL medical care is

reimbursable to the U_5. Govermnment.

The govemment organization specified above, in its mission support capacity under the contract, authorzes the individual employee
identified herein, fo proceed to the location(s) listed for the designated deployment period set forth abowe. Upon completion of the

miission, the employee will return to the point of origin.

ERRJUR

Figure 2: Page 1 of Sample LOA
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MName: Do, John O SSNTODID: xoo-x-0053

LOA REMARKS
Fuel and Laundry authonzed.

Contracting Officer

et wek s pot boa

test2-web.spot.local s o ron p el

Signature D08 12 15 07-24 56 D500

Print Mame Signed by the SPOT System on behalf of Peter H Piper

Email peter.h.piperg@mail .mil

Date 21152018

Phone 609-123-5678

"SRR

Figure 3: Page 2 of Sample LOA
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6.2 Creating Deployments and Requesting LOAs

The following table indicates whether a field is required, optional, or not applicable (N/A) for
each situation. Fields marked as N/A do not appear on the screen for that situation.

Field Deployment Deployment /[LOA LOA Only
Contract Number Required Required N/A
Task Order Number Required Optional — Select if N/A
contract has task order(s)
Defense Base Act (DBA)
Insurance
Does Not Apply Optional Optional N/A
DBA Insurance Required! Required! N/A
Company Name
DBA Insurance Policy Required! Required! N/A
Number
DBA Insurance Phone Required! Required! N/A
Number
Additionally Supported Optional Optional N/A
Contracts
Deployment Start Date Required Required N/A
Deployment End Date Required Required N/A
Countries to be Visited Required Required N/A
Primary Deployed Duty Required Required N/A
Station
Operation Required Required N/A
System Supported Optional Optional N/A
Purpose of Deployment Required Required N/A
Supporting Government Required Required Required
Organization
Government Authority N/A Required Required
24/7 Company Point of
Contact
First Name Optional? Required Required®
Middle Name Optional Optional Optional
Last Name Optional? Required Required®
Home Phone Optional Optional Optional
Office Phone Optional? Required Required®
Mobile Phone Optional Optional Optional
Email Optional? Required Required?
Government Point of Contact
First Name Optional Optional Optional
Middle Name Optional Optional Optional
Last Name Optional Optional Optional
Home Phone Optional Optional Optional
Office Phone Optional Optional Optional
Mobile Phone Optional Optional Optional
Email Optional Optional Optional
In-Theater Point of Contact
First Name Optional? Required Required®
Middle Name Optional Optional Optional
Last Name Optional? Required Required®
Home Phone Optional Optional Optional
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Field Deployment Deployment /LOA LOA Only
Office Phone Optional? Required Required®
Mobile Phone Optional Optional Optional
Email Optional? Required Required®

! Required unless Does Not Apply is selected for DBA Insurance

2 Must enter Point of Contact information if will need to request an LOA for this deployment in the future
3 Required field on this screen, but system will use Point of Contact information previously entered when the deployment was

created

6.2.1 Creating Deployments and Requesting LOAs

This section explains how to create deployments and request LOAs for contractors.

6.2.1.1 Start Deployment/LOA Workflow

1. Use one of the following four ways to start the workflow for creating a deployment and

requesting an LOA:

e Search for a person and select the person from the search results. For instructions, see
Section 5.1. Searching for a Person. From the “View Person” page, click Create New

Deployment.

Resource
SPOT Reports e Setup

Home : View Person - Davis, Tanya {Company Contractor Personnel)

Full Name: Davis, Tanya

Email: tdavis@email.com
Company: HP
SSN: sooexx-0314
Date of Birth: 11/11/1981

There is no current deployment for this persen

Deployment 5tatus: Not Deployed

Gender: Female
Citizenship: United States
DMDC Verified: No

CAC Expiration Date: Unknown

Last Update: 3/28/2016

Release Person| | Edit Person !

Deployment Information No previous deployments exist for this person w E

Create New Deployment

e From the left navigation menu on a “Deployment Template™ page, click the Create
Depls/Request LOAs link. For more information, see Section 8, Deployment

Templates.
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SPOT Reports

Resource
Center

Home : Search Deployment Template

Deployments/LOAS
+ Create Depls

Create Depls | Request
LOAs

= Request LOAs

Deployment Template

s Create
+ Manage

Search Deployment Temp...

Search Deployment Template

Deployment Template

Created
= Deployment I = To k=]
Date = To B
Updated I End Date

we——@ @ e @ [ =

Setup

I Created By I
Name

e From the left navigation menu on a “Person List” page, click the Create
Depls/Request LOAs link. For more information, see Section 7, Person Lists.

SPOT Reports

Home : Search for Person List

Deployments/ILOAs

+ Create Depls

« | Create Depls | Request
LOAs

= Request LOAs

Deployment Template

s Create
+ Manage

Person List

s Create
+ Manage

Resource

Search for Person List

Search for Person List

Person List Name I Created By I

Person List Status [gaject A value .. - Bookmarked | geject A value .. v

Setup

Date Created Date Updated
From I—d From I—'ﬂ
To I—d To I—'J

| search || Clear || Cancal

e From the SPOT menu bar, hover the cursor over SPOT and a drop-down menu will
display. Under “Deployments/LOAs”, click the Create Depls/Request LOAs link.

SPOT Reporis

Person
Add
Contracts
Add
Search
Company
Request
Search
Deployments/ LOAS

Create Depls f Request
LOAs

Reguest LOAs
Person List

Create
Manage
Deployment Template
Create
Manage
Equipment
Add
Search

Resource

Center

A SYSTEM ALERT

V]

Note
dding

Note
wding Start Here

ortify
fter

lelease

ted to

View All

Setup

P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as
the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for
Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating
deployments to the country of Afghanistan. All such requests will be denied.

()Add a Person | Search for Contract

% search for Person

Search for a person to deploy or deployment information

Filter by Person Details:

Last Name: ‘ First Name:

Citizenship Category:
Deplovment Status: [y o]

After you start the deployment and LOA workflow, the “Create Deployments/Request LOAs”
page will display, with the first tab, “Step 1. Deployment Information” displayed.
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Notes:

e To collapse an expanded section, click the Collapse button (‘%) or click anywhere in the
section header bar.

Deployments/LOAs Create Deployments/Req...
= Create Depls -
+ Create Depls [ Create Deployments/Request L OAs
Request LOAs
* Request LOAs
Step 1. Deployment Information | Step 2 Personnel information © Step 3. Confirm = Step 4. Resulis
e * required Self-help video
* Create Current Task | Create Deployments and Request LOAs -
* Manage

Search for Template
Contract Details .
Person List I I E

- Create Contract Information Defense Base Act (DBA) Insurance

e To expand a collapsed section, click on the Expand button () or click anywhere in the
section header bar.

Deployments/LOAs

Create Deployments/Req...
= Create Depls -
» Create Depls Create Deployments/Request L OAs
Request LOAs
* Request LOAs
Step 1. Deployment Information | Step 2. Personnel Information | Step 3. Confirm = Step 4. Resulis
Deployment Template * required Self-help video @
+ Create Current Task | Create Deployments and Request LOAs v
* Manage

Search for Template
I Contract Details I
Person List -
[=]

Deployment Details

* Create
= Manage Coniract | Task “Countries to be Select Countries from List to
2. From the Current Task drop-down list, select the task you wish to perform.
Notes:

o For “Create Deployments and Request LOAs” tasks, make sure the selected Current
Task is Create Deployments and Request LOAs.

o Status of Forces Agreement (SOFA) country deployments must have LOAs.

o Ifyou want to select a different task, see Sections 6.2.2 through 6.2.3 for details.

Deployments/LOAs Create Deployments/Req...
+ Create Depls ) -
+ Create Depls [ Create Deployments/Request LOAs @
Request LOAs
* Request LOAs
Step 1. Deployment Information | Step 2. Personnel Information = Step 3. Confirm | Step 4. Results
Deployment Template * required Self-help video @
* Create SULUREL S[Create Deployments and Request LOASIES
+ Manage Create Deployments
Ssarchioglempiate Create Deployments and Request LOAS
Contract Details Request LOAs (for existing deployments) &
Person List
Notes:

e The Current Task information displays on every page in the workflow. However,
you can change the Current Task only on the “Step 1. Deployment Information” tab.

Document Version 40.1, January 2019 118



SPOT-ES 8.10: Contractor Company User Manual

e Ifyou launched the process by searching for and selecting a person and then clicking
Create New Deployment on the “View Person” page, the selected Current Task is
Create Deployments. If you want to create a deployment and LOA, make sure you
select Create Deployments and Request LOAs.

Deployments/LOAs Create Deployments/Req...
+ Create Depls
+ Create Depls / Create DeploymentsiRequest LOAs

Request LOAs
* Request LOAs

Step 1. Deployment Information | Step 2. Personnel Information = Step 3. Confirm | Step 4. Results
Deployment Template * required Self-help video ()
» Create Current Task JCreate Deployments .
» Manage
Search for Template

e Ifyou launched the process by clicking Create Depls/Request LOA from the left
navigation menu on a “Deployment Template” page, the selected Current Task is
Create Deployments and Request LOAs.

Deployments/LOAs Create Deployments/Req...
+ Create Depls
- Create Depls / Create Deployments/Request LOAs

Request LOAs
» Request LOAs

Step 1. Deployment Information | Step 2 Personnel Information = Siep 3. Cenfirn | Step 4. Resulis

Deployment Template " required Self-help video @

+ Create Current Task [Create Deployments and RequestLOAs | |+

+ Manage
Search for Template
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6.2.1.2 Step 1— Deployment Information

Complete the steps in this section to enter personnel on the “Step 1. Deployment Information™
tab. For help, click the Self-help video link or button ().

Resource

SPOT
Center

Reports Setup

Home : Create Deployments/Request LOAs

Deplovimentalions | create DeploymentsiReq... |

= Create Depls

+ Create Depls
Requesi LOAs

= Request LOAs

Create Deployments/Request LOAs

:-étep} b.eploymenl.fﬁforméﬂon St

5 2. Personnel Inforr Step 3. Confirm | Step 4. Results
Deployment Template * required
= Create Current Task | Create Deployments and Reguest LOAs -
- Manage
Search for Template 1
Contract Details (=]
Person List
. Create Contract Information Defense Base Act (DBA) Insurance 3
= Manage .
2 ! Primary Company [ Does Mot Apply
“Contract Number alue - *DBA Insurance | |
Company Name
Contract KO No KO Available
) *DBA Insurance | |
Task Order Number |No associated Task Order | w Policy Number
Task Order KO No KO Available IDRA Insurance | |
4 POC Phone Number
Additionally Supported Contracts
I‘:Jo Additional Supported Contracts have been selected
Deployment Details (2]
Contract / Task *Countries to be Select Countries from List to
Order visited Add 6
Afghanistan
Period of Akgrmiri ~
5 Performance Albania o
*Deployment Start :[j Algeria
Date .
- ® &®
“Deptoyment Ena [
Date Selected Countries
7 *Primary Deployed | Country -4
Duty Station | o0 8
*Operation |gelsct A Value v
1 System Supported | geject A Value .. - 9
*Purpose of

Deployment

Remaining Characters: 400

“Supporting | 4%
Government

Organization

*Government

2 Mo Authorizing Users for selec |«
Authority

ciels

Points of Contact

24/7 Company Point of Contact Government Point of Contact In-Theater Point of Contact

-
w
»

Frsthome [ ] Frsthame[ ] Fisthame [ ]
WadeName [ | MddeNome[ | MddeName[ |
LostName [ ] LestNeme[ ] Clastame[ |
Homopone | MomePhons[ | Homerhome[ |
oo ] omeephone | come[ |
Phone 3 Phone
Mobie |
Mobie ]  Phone ] —
Phone . Phone
S —
] — ] E—
1 4 Save as Template ‘ | Continue 1 5
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1. To use a previously created deployment template, click Search for Template.

The “Search for Template” feature allows you to populate deployment information from
an existing deployment template. For more information, see Section 8, Deployment
Templates.

Note: This section assumes you do not have an existing deployment template, so that you
must complete all steps to enter data for the deployment.

2. Click in the Contract Number field and enter the contract number. If the contract has
task orders, select a task order from the Task Order Number drop down menu.

Notes:

e After you enter at least three characters in the Contract Number field, SPOT
displays contract numbers that match your entry and are available to select. As
you continue to type, SPOT narrows down the options displayed. Scroll through
the results as necessary to find the correct contract number. Click to select the
contract number.

¢ You may create deployments for only active or pending contracts and tasks
orders. Contracts and task orders that have passed their period of performance
(PoP) are not available for selection. However, expired contracts with active task
orders will still be available. This pertains to the selection of the deployment
contract and task order, not additionally supported contracts or task orders.

e Ifyou select a template associated with an expired contract/task order, an error
message appears when you click Continue.

e When you select a contract and a task order, if applicable, SPOT populates the
applicable names in the Primary Company, Contract KO, and Task Order KO
fields.

Contract Details

Contract Information

Primary Company Hewleit Packard

*Contract Number | 123456-16-A-1734 -

Contract KO Kamenelis, John

Task Order Number | {23456-16-A-T234 -

Task Order KO Kamenelis, John

3. Enter the Defense Base Act (DBA) Insurance information in the appropriate fields, if
applicable. Deployments for contractors overseas require DBA insurance information.

Notes:

o DBA insurance information displays on the “LOA Details” page and prints on the
LOA. This allows contingency contracting authorities to contact a specific
contractor’s insurance policy holder to clarify insurance coverage information or
submit a claim while the contractor is in-theater. Each deployment entered for a
contractor requires re-entry of DBA insurance information.

o If the contractor does not have DBA insurance, select the Does Not Apply
checkbox.
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Defense Base Act (DBA) Insurance

[ooes Not Apply

*DBA Insurance |A|:me Insurance Company |
Company Name

"DBA Insurance [AC-0987654321 |
Policy Number

“DBA Insurance [300-555-0876

x
POC Phone Number |

Defense Base Act (DBA) Insurance

Wl Does Not Apply
DEA Insurance
Company Name

DEA Insurance
Policy Number

DBA Insurance POC
Phone Number

4. To reference additional contracts or task orders contracts or task orders that the contractor

is supporting in-theater, click the Add icon (
section.

r{)) in the “Additional Supported Contracts”

Additionally Supported Contracts
& add

Mo Additional Supported Contracts have been selected

The “Additionally Supported Contracts” window will display.

Additionally Supported Contracts

Contract / Task Order 123456-16-A-1234 /

*Contract Number |

Task Order Number | No associated Task

Period of Performance 02/24/2016 - 01/10/2017

123456-16-A-T234

Order

w

Add | | Cancel

a. Enter the information in the “Additionally Supported Contracts” window. Click Add.

Notes:

o The Start Date and End Date fields are not required. However, if you enter a
date in one field, both fields are required and have a red asterisk (*).
o The Start Date and End Date field entries must fall within the additionally

supported contract/task order period of performance. If it does not or if one of the
dates is not entered, error messages appear.

Additionally Supported Contracts

Contract / Task Order 123456-16-A-1234 / 123456-16-A-T234
Period of Performance 02/24/2016 - 01/10/2017
*Contract Number panNQ3-16-D-D004
Contract KO Padden, LuAnn
Task Order Number | pADNO3-16-D-TOO1
Task Order KO Padden, LuAnn

Period of Performance 03/01/2016 - 02/01/2018
*Start Date [p3/24/2016 | 3]
*End Date [02/01/2018 || ]

o

Add | | Cancel

Additionally Supported Contracts
The specified date range does not fall within the Additionally Supported ContractTask
Crder Period of Performance.
Contract / Task Order 123456-16-A-1234 / 123456-16-A-T234
Period of Performance 02/24/2016 - 01/10/2017

*Contract Number | pADNO3-16-D-0001

Contract KO Padden, LuAnn

Task Order Number | pADNO3-16-D-T001

.

Task Order KO Padden, LuAnn
Period of Performance 03/01/2016 - 02/01/2018

*Start Date [01/0472016 |4
*End Date prr
Both the Start and End Date must be entered

Add | | Cancel

After you click Add, the window closes and additional contract information populates
in the “Additionally Supported Contracts” section.
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Additionally Supported Contracts

& add
Contract Number Task Order Number Start Date End Date
PADNO3-16-D-0001 PADNO3-16-D-T001 03/24/2016 02/01/2018 A

b. To remove an entry from the list in the “Additionally Supported Contract and Task
Order” section, click the Remove icon (#). The list will be updated.

5. In the “Deployment Details” section, enter the Deployment Start Date and the
Deployment End Date. Enter the dates (in MM/DD/YYYY format, including forward
slashes), or select the dates using the calendar controls.

Notes:

(@)

For convenience, SPOT displays the period of performance details for the
contract, and if applicable, the task order.

Deployment start dates must fall within the referenced contract or task order’s
period of performance. Deployment end dates may extend up to 30 days beyond
the contract or task order’s end date to allow for close out.

The deployment start date cannot be earlier than the current date. If a deployment
start date is in the past, an error message will appear and you cannot proceed until
you enter a valid date. You cannot enter an estimated deployment date in the past.
If a person is staying in theater on back-to-back deployments and remains in
theater when a contract is extended or an option period is exercised, you must
create a new deployment with an estimated start date that must be the day after
the previous deployment is closed out.

For deployments that do not require SOFA information in SPOT, if the
deployment period is greater than one year, a warning message will appear when
you click Continue. Ensure dates are in compliance with SPOT business rules
and reflect only the funded portion of the contract/task order PoP. Click OK to
continue creating the deployment.

For deployments that require SOFA information in SPOT, if the deployment
period is greater than one year, an error message will appear when you click
Continue. You cannot proceed until the deployment period is one year or less.

Deployment Details

Contract / Task Order 123456-16-A-1234 [ 123456-16-A-
T234
Period of 08/13/2016 - 09/11/2017
Performance

*Deployment Start _:JI,.,I 25016 _j
Date

*Deployment End [09/11/2017 |73
Date

6. For Countries to be Visited, select one or more countries from the list and click the
Down Arrow button () to move the selection(s) to the Selected Countries list.

Note: If you need to remove a country from the Selected Countries list, select one or
more countries and click the Up Arrow button (2/).
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*Countries to be Select Countries from List to

Visited Add
Kosovo
,
Kyrgyzstan v
Lao People's Democratic Repu

Selected Countries
Afghanistan

Note: If you select a country to be visited that requires SOFA information in SPOT, a
warning message about additional SOFA requirements will appear when you click
Continue. Click OK to continue creating the deployment.

7. To select the Primary Deployed Duty Station, click the Search icon (). A “Duty
Station” window will display. For more instructions, see Section 2.1, Searching for a
Duty Station.

*Primary Deployed | Country b
Duty Station City

When you select the duty station, the “Duty Station” window closes and the selected
primary deployed duty station will display on the original page.

*Primary Deplu-}:'ed Country Afghanistan b
Duty Station City Bagram

Site BTRS - BAGRAM
AIRFIELD (BAF)

Note: If you select a duty station in a country that requires SOFA information in SPOT, a
warning message about additional SOFA requirements will appear when you click
Continue. Click OK to continue creating the deployment.

8. Select the Operation from the drop-down list.

Note: Only unexpired operations are available for selection.

el [Select A Value ] X
UL U S FTIET SUPTPUTT
System Supported | ocTAVE SOUNDSTAGE A

*Purpose of CP1
Deployment | Operation ARMADA SWEEP

Operation Bright Star
Operation Enduring Freedom
Operation Fast Eagle
*Supporting | Operation Freedom’s Sentinel

Government | Operation HUNTER
Organization

Operation Inherent Resolve hd

9. Select the System Supported from the drop-down list, if applicable.
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System Supported |EEEREYENTEM v
Select AValue ..
*Purpose of A
Deployment 113 Add on Armor
Abrams
ACE/L
Advanced Field Artillery Tactic:
AFFD3
*Supporting
Government | AH-64 Apache
Organization | Ajr and Missile Defense Works'
*Government | Air Defense Systems Integratol
Authority | airhome Reconnaissance Low-

10. Enter the Purpose of Deployment.

Note: As you type, SPOT provides a count of the remaining characters available. The
maximum available is 400 characters.

*Purpose of |Build schools
Deployment

Remaining Characters: 387

11. To select the Supporting Government Organization, click either the Search icon ()
or the Browse icon ( *). A “Supporting Government Organization” window will display.
For more instructions, see Section 2.6, Searching for a Government Organization for
more details.

Note: This is the organization that has the contract requirement and where the
Government Authority who will authorize an LOA is assigned.

*Supporting |
Government
Organization

|4 %

When you select the organization, the “Supporting Government Organization” window
closes and the selected organization will display on the original page.

*Supporting | Acquisition (ACC) | &
Government a
Organization B

12. Select the Government Authority from the drop-down list.

Note: The list of Government Authority persons available for selection depends on the
selected Supporting Government Organization. If the Current Task does not include
requesting an LOA, the option to select a Government Authority is not available.
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“Government x | v
Authority "goject 2 Value
™
Contact 01, Student
02, Student

ompany Point q 03, student

E Name I: 04, student

05, student

| Name KAMENELIS, JOHN
Phone Laska, Gregg
FOffice ’— Malhotra, Pooja

13. In the “Points of Contact” section, enter the enter the 24/7 Company and In-Theater
points of contact if requesting LOAs for contractors.

W

Note: If requesting LOAs for contractors, the 24/7 company and in-theater points of
contact are required, but you can leave the government point of contact fields blank. The
assigned Government Authority will populate on the “LOA Details” page and print on
the LOA. If you are creating deployments only, you have the option to enter
Government Point of Contact information.

Points of Contact 2

TL |

24/7 Company Point of Contact

Government Point of Contact

In-Theater Point of Contact

*Office [703-555-9876 Office Phone [ ] *Office [315.555-1234
Phone Phone

*Emai -
Email [|mann@email.com

I Save as Template |

“Email [5jelliott@inth.com

| Continue |

L]

14. Optional: Click Save as Template to save the entered data as a template for later use.
The “Save Deployment Template” window will display.

Enter a Name and Description. You can overwrite an existing template. If desired, select
the Bookmark checkbox. Click Save.

Notes:

e Deployment start dates must fall within the referenced contract or task order’s
period of performance. Deployment end dates may extend up to 30 days beyond
the contract or task order’s end date to allow for close out.

e The deployment start date cannot be earlier than the current date. If a deployment
start date is in the past, an error message will appear when you try to save the
template and you cannot proceed until you enter a valid date. You cannot enter an
estimated deployment date in the past. If a person is staying in theater on back-to-
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back deployments and remains in theater when a contract is extended or an option
period is exercised, you must create a new deployment with an estimated start
date that must be the day after the previous deployment is closed out.

e If the deployment period is greater than one year, a warning message will appear
when you save. Ensure dates are in compliance with SPOT business rules and
reflect only the funded portion of the contract/task order PoP. Click OK to
continue saving the template.

Save Deployment Template x

* required

*Name [Sample Template |

Description [Sample template for contract 123456-16-
A-123 and task order 123456--15-A—T234|

[17¥ Bookmark

Save | | Cancel

When you click Save, the deployment and LOA information will be saved as a template.
If the Bookmark checkbox is checked, the template will also display a check mark in the
Bookmark column. For more information on bookmarks, see Section 8.5, Managing
Bookmarks for Deployment Templates.

15. Click Continue. The “Step 2. Personnel Information” tab will display.

6.2.1.3 Step 2 — Personnel Information

Complete the steps in this section to enter deployment information on the “Step 2. Personnel
Information” tab. If necessary, search for a person or a previously created person list to add to
the batch. Company Administrators can see only persons who work for their company or are
subcontractors for contracts to which their company is the prime. SPOT allows you to deploy a
maximum of 500 persons for a batch. For help, click the Self-help video link or button (€). For
additional help for deployments that require SOFA information in SPOT, click the SOFA Self-
help video link or button ©).

Notes:

e Ifyou started the deployment and LOA workflow by searching for and selecting a person
and then clicking Create New Deployment on the person’s “View Person” page, that
person is included in the batch when the “Step 2” tab appears. Otherwise, no persons are
in the batch when the tab appears and the batch status is a Red Octagon ().

e From the “Step 2. Personnel Information” tab through the end of the workflow, the
Current Task information displays as read-only. If you need to change the Current
Task, click the Back button until you return to the “Step 17 tab.

e Company Administrators can create a person list from the SPOT menu bar (see Section
7) or by clicking either the Save as Person List button or the Save Selected as Person
List button on the “Step 2” tab (see Section 6.2.1.3, step 21).
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e For deployments that require SOFA information in SPOT, a SOFA column will display

to indicate the status of SOFA requirements.

Resource
SPOT Reports Setu,
B Center E

Home : Create Deployments/Request LOAs

Deployments/LOAs Create Deployments/Req...
= Create Depls )
= Create Depls / Create Deployments/Request LOAs
Request LOAs

= Request LOAs
Step 1. Deployment Information | Step 2. Personnel Information | Step 2. Confirm

Deployment Template * required I Seitnelp video {0 I

« Create I Current Task Create Deployments and Request LOAs I
= Manage Number of Persons
@| Search for Person List | | Search for Person | 1 2,
Person List =
~4Bulk Job Title ¥ Remove Person(s) !Se\ent Not Ready Show per page: |25 l]
~Create [ Mame < SSNIFIN * Job Title * In-Theater Email CompanyiGovt Org
= Manage
Page 1 of 0 s> m

| Save as Person List ‘ | Save Selected as Person List|

SOFA Country SPOT Requirements Example

= Request LOAs

Siep 1. Deployment Information | Step 2. Personnel Information | Step 3. Confirm ~ Siep 4. Resulis

Deployment Template * required Selft-nelp vi deo@

- Create SOFA Self-nelp video )

= Manage I Current Task Create Deployments and Request LOAsS I

Number of Persons

Person List }| Search for Person Li5t| | Search for Person ‘ 1 2,

= Create

+ Manage ~Bulk Job Title iRemove Person(s) [ 5erec Not Ready Show per page: |25 ﬂ

1 MName # SSN/FIN SOFA = Job Title * In-Theater Email Company/Govt O

1. To search for a person to add to the batch, click Search for Person. The “Search for
Person” window will display.

Search for Person x

Last Hame First Name | |

Person Status [gajact A Value - Citizenship Category | gejact A Value »

Personnel Category CGompany Contractor Personnel @ sen OO HanD I:H:H:l

| searcn || ciear || cancel

| Addselected | AddSelected &Exit |

2. Enter search criteria and click Search. The search results, if any, will display.
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Search for Person

Last Name [,

Person Status | geject A value ... v

Personnel Category Company Contractor Personnel

3 Search Result(s) for - Last Name: Davi; Personnel Category: Company Contractor Personnel

Name * Citizenship Category Personne! Category

i

[[] | Davies, David US Citizen Company Contractor Personn 2004-XX-0002

[T] | Davison, Dennis US Citizen Company Contractor Personn 3004-XX-0015

[[] | Davis, Tanya US Citizen Company Contractor Personn 2004-3X-0314

Page 1 of1

Add Selected Add Selected & Exit

Citizenship Category | seject A value ... >

SSNIFIN

First Hame | ‘

® 85N COFIN O DoD-D D_D_E 2

Clear || cancel |
Show per page: |25 |¥|
Statt

DoD-ID Company/Crganization

HP D
HP D
HP D

peae

the persons and exit the search page.

Click one or more checkboxes to select the person(s) to include in the batch.

Click Add Selected. When done with adding persons, click Add Selected & Exit to add

The selected person(s) are populated in the batch. The batch status updates based on the
person(s) added (see step 11 for details). In the following example, the batch status

changes to a Yellow Triangle ().

Step 1. Deployment Information

* reguired
&
Search for Person List | | Search for Person ! 6

“Bulk Job Title & Remove Person(s) !Select Not Ready
] SENFIN

Name + *.Job Title

Step 2. Personnel Information | Step 2. Confirm

Current Task Create Deployments and Request LOAs
7 Number of Persons 1

Self-help v cleo@

o
'ﬁ

Show per page: |25 |v|

* In-Theater Email Company/Govt Org

[ |pavis, Tanya WIH-K-0314 |

|4

|_,|—P

=

person.

To remove a single person from the batch, select the Remove icon (#) for the selected

To remove multiple persons from the batch, click one or more checkboxes to select the

person(s) to remove and click Remove Person(s).

for Person List” window will display.

To add more persons, click Search for Person and repeat the steps.

To search for a person list to add to the batch, click Search for Person List. The “Search

Note: If you previously created a person list (see Section 7 or step 21), you can this list

instead of searching for an individual person.
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Search for Person List x

10

Person List Name “:'e;ggn List x Created By |
Date Created Date Updated
o[ To [
Person List Status | Select A Value ... . Bookmarked | Select A Value ... v 9
4 Search Result(s) for - Person List Name Person List Show per page:
Name # of Persons Created By Date Created Date Updated Statu |
|sample Person List 4 3 |Pacden, LuAnn Company  |D2/25/2016 |0ar252018 [
Sample Person List 3 3 Padden, LuAnn Company |03725/2016 | 037252016
Sample Person List 2 3 Padden, LuAnn Company 03/25/2016 |0325/2018
Sample Person List 1 3 Padden, [ |0325/2016 |03/25/2016

——ny
Loading...

Page of 1

9. Enter the search criteria and click Search. The search results will display.

10. Click a person list name to select the person list to include in the batch.

The selected person list is populated in the batch. The batch status updates based on the

person(s) added (see step 11 for details). In the following example, the batch status
changes to a Red Octagon ().

[ Create Deployments/iReq...

)
Create Deployments/Request L OAs @
Step 1. Deployment Information | Step 2. Personnel Information | Step 2 Step 4. Results
* required Self-help video @

Current Task Create Deployments and Request LOAs

@ ‘Show per page: (25 [V
G

Number of Persons 4

Search for Person List | | Search for Person |

4 Bu_lk ._i_o!:n Title M Rgn_'l_ove_ Pers__or_ltsl I'!_Selec? _N ot R_t_aaf:lg

[ | Name = SSMNIFIN * Job Title * In-Theater Email ompany/iGovi Org

[ |Anderson, Steven | 2R -0293 :|Electrical Enginsers | = |sanderson@inth.cam | @ HP b 4

[ |pavis, Tanya [ X0A--0314 | | 5 | | \ HP X

[l Pepper, Penny | 3 -XK-0023 :|Electronics Ent_:in&erir| = |ppepper@in1h.com |° SPS b 4

D Thomas, Henry James | 30300250 Energy Engineers hthomas @inth.com @ |SPS X
Page 1 of 1

| Save as Person Listl | Save Selected as Person List| Back

11. Verify the status for each person in the batch, as well as the overall batch status.
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Notes:

o To see the reason(s) why a person has a certain status, hover over the status icon
and the tooltip displays the reason(s). See Table 3 for tooltip examples and status
icon descriptions.

o The overall batch status is determined by the least complete individual status in
the batch. For example, the batch status is a Red Octagon (#) if at least one
person in the batch has the Red Octagon () status. A Green Circle () or
Green Circle with Tools (@) batch status indicates you can proceed with the
batch.

o For deployments that require SOFA information in SPOT, if SOFA requirements
are complete for a person, a green check mark (%) appears in the SOFA column.
If SOFA requirements are not complete for a person, a red “X” (#) appears in the
SOFA column and the person’s status is a Yellow Triangle () (see Table 3) to
indicate missing information. Hover over the red “X” (#) and the tooltip displays
the message “Incomplete SOFA”. To enter or update SOFA requirements, see
step 19.

»Bulk Job Title 2 Remove Person(s) !SelectNot Ready

Mame =

M

[ |camison, Gabe G |xxx-xx-0050

[l Higgins, Hamry H  X3%-XX-0051

Show per page: |25 ||

SSHNIFIN SOFA * Job Title * In-Theater Email Company/Govt O
i i . HP Enterprise 4
Electrical Enginee gg on@inth.c | .
v | rical Engineering |-, ||ggarrison@inth.com | @ Services b 4
e . R HP Enterprise 4
Electrical Enginee gging th.c _ .
3 | ricgl Engingening (L | hhigging@inth.com | 3 cervices A

Incomplete SOFA

Table 3: Deployment Status Icons

Status Icon

Description/Tooltip Example

Red Octagon ()

Cannot proceed due to one or more reasons such as the following:

e Deployment Only or Deployment/LOA — Open or active
deployment exists or this new deployment overlaps with a
previously closed deployment.

To request a new deployment, all previous deployments must be
closed out, and the actual end date of all previously closed
deployments must be prior to the estimated start date of this
new deployment. You cannot enter an estimated deployment
date in the past. If a person is staying in theater on back-to-back
deployments and remains in theater when a contract is extended
or an option period is exercised, you must create a new
deployment with an estimated start date that must be the day
after the previous deployment is closed out. This change was
implemented to prevent overlapping deployments. Example:
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Status Icon

Description/Tooltip Example

@ HP “

Open or Active Deployment exists; Or create |
overlapping deployment dates

J

e Deployment Only or Deployment/LOA — Person is currently in
a non-deployable person status such as Deceased. Example:

@ HP “

status. Please contact the Help Desk.

[Person is currently in a non deployable person]

e LOA Only — No open or active deployment exists or
deployment’s contract/task order does not have a Contracting
Officer selected.

Yellow Triangle ()

Cannot proceed because required information is missing. This can
include a missing Job Title or In-Theater Email or missing
information on the person record that is required for an LOA such
as place of birth and home phone number. Examples:

. HP Enterprise Services 4

In Theater email empty (or fails format validation) and
Job Title empty.

. HP Enterprise Services 24

[In Theater email empty (or fails format validation). ]I

. HP Enterprise Services /4

Job Title empty.

. HP A

Person information is insufficient or person is
incompatible with the selected Contract/Task Order or
KO is Inactive/Not Available or no current deployment
exists.

Yellow Triangle ()
for SOFA Information
Required in SPOT

Cannot proceed because required information is missing. This can
include missing or incomplete required SOFA information or a
missing Job Title or In-Theater Email. Examples:

HP Enterprize
— Services

;:-"é

[ Required SOFA information is missing or incomplete. ]
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Status Icon

Description/Tooltip Example

HP Enterprize e
— Services

Required SOFA information is missing or incomplete;
in Theater email empty (or fails format validation) and
Job Title empty.

HP Enterprise v
— Services A

Required SOFA information is missing or incomplete; )
in Theater email empty (or fails format validation).

HP Enterprize
— Benvices

A

Required SOFA information is missing or incomplete;
Job Title empty.

Green Circle (9)

Person information is complete/valid and person is ready to deploy.
Example:

@ HP b

[Person is fully ready. ]I X

Green Circle with

Deployment contract/task order does not match the contract/task

Tools (9) order assigned when the prime company added the person to SPOT.
Continuing will modify the previous prime company and
contract/task order relationship when this deployment is created.
Example:

# sps b 4
Person is associated as a subcontractor with a h
Contract/Task Order other than the one listed for this
deployment. Continuing will modify previous Prime
and Contract/Task Order relationship upon creation of
this deployment. Y.
Person ( ) Person is currently not in Active person status. This would occur if

a person has a status other than Active or Deceased/non-deployable.
Continuing will change the person status to Active when the
deployment is created. Example:

_'E. HP Enterprise Services &

Person is currently not in active person status. Clickin
continue will change this person's person status t
Active.
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12. To get information about the status icons, click the Help button ( ‘:-?3) in the blue bar. A

“Create Deployments/Request LOAs: Help” pop-up window displays. When you are
finished, click the Close button (%) in the top right corner of the pop-up window.

Create Deployments/Request LOAs: Help x

The Deployments/LOAs workflow allows users to create Deployments and/or Request LOAs for one or more Persons. The Current Task selections are:

= Step 1. Deployment Information - provide Deployment details

= Step 2: Personnel Information - select Persons to deploy

= Step 3: Confirm - cenfirm and submit Deployments and/or LOA Reguests
» Step 4: Results

The information required for the workilow is based on the selected Current Task in Step 1. The Curmrent Task selections are:

= Create Deployments

= Create Deployments / Request LOAs

= Request LOAs

= Create Deployments (Government and/or Military)

The Current Task will already be selected based on the entry point into the workflow. The workflow can be entered from the View Person Summary page, Person List (Company
Administrators only) or Deployment Template, in addition to the SPOT Menu.

Note:

Legen|

Step 2: Personnel Information

In this Step, users will add Person(s) to the workflow to apply the selected Task. Some information may be pre-entered if the workflow was entered from the View Person Summary
page or from a Person List Users may search for and add Persons to this batch or add a Person List to the batch. Users may also save the Persons as a Person List

In this Step, the Persons' Job Title and In-Theater Email must be provided for Deployment or DeploymentiLOA Reguest tasks. For LOA Request task, the Person(s) must already
have a Deployment, therefore the Job Title and In-Theater Email would already be populated from their Deployment record and it will not be editable.

Readiness indicators within this Step informs users on whether a particular user is ready for the Current Task (selected in Step 1).

. @ indicates the Person has all the information to proceed.

. 0 indicates the Person has all the information to proceed, but is subject to one of the following conditions:
= Person is associated as a subcontractor with a Contract/Task Order other than the one listed for this deployment. Continuing will medify the previous Prime and
Contract/Task Order upon creation of this deployment.
« ® indicates SOFA is incomplete. Person is associated with SCFA deployment but SOFA reguirements are incomplete.
« ¥ indicates person is associated with SOFA deployment and SOFA requirements are complete.
= indicates that a Person's information is incomplete, but the user can complete the Person's information from within the workflow. Examples of the issuesiresolution include:
Issue: The task is Create Deployments / Request LOAs or Request LOAs and a Person does not have passport information.
Resolution: Select the Person and add this information in Step 2.
= |ssue: The task is Create Deployments and a Person does not have a Job Title.
Resolution: Enter Job Title on Step 2
= Issue: The task is Create Deployment or Create Deployments / Request LOAs and a Person does not have In-Theater Email.
Resolution: Enter In-Theater Email on Step 2.
Issue: Issue: The task is Create Deployment or Create Deployments / Reguest LOAs and a Person's In-Theater Email is not a valid email address format.
Resolution: Update In-Theater Email on Step 2.
Issue: The task is Request LOAs and a Person does not have 24/7 Company, Government, and/or In-Theater POC.
Resolution: Enter this information on Step 1.
= Issue: The task is Create Deployments / Request LOAs and the required SOFA information on SOFA page is not completed.
Resolution: Click on link # and complete SOFA reguirements on SOFA page.
- @ indicates that there are issues with the Person's ability to be deployed or receive an LOA that must be corrected outside of the workflow. Examples of the issues include:
= The task is Create Deployments and a Persen is not employed by the prime or subcontracting company on the ContractTask Crder selected in Step 1.
The task is Create Deployments / Reguest LOAs and the Person already has a Deployment and LOA
The task is Create Deployments and the Person has a previously closed deployment that overlaps with the new deployment.
The task is Request LOA and the ContractTazk Order selected in Step 1 does not have an Assigned Contracting Officer.
= The task is Request LOA and the Government Authority selected in Step 1 cannot authorize the LOA as it does not support the Supporting Government Organization in
Person's Deployment record.

When searching for Persons or a Person List (Company Administrators only), the users will be able to search by the following Status options:

* Ready for Depl (D) which indicates the Person's profile or the Person List is complete for the creation of Deployments o .
= Ready for Depl/LOA (DL) which indicates the Person's profile or the Person List is complete enough for the creati_gn of Deployments and LOA Requests L
* Ready for LOA (L) which indicates the Person's profile or the Person List is complete enough for LOA Requests L

@ O "\ '@ are also used as indicators for the entire batch of Persons to indicate the readiness of the batch. If one Persen in the batch has 0 “ andfor '@ the baich status will
reflect the same readiness status. All Persens on a batch must be @ ar 0 in order to proceed to Step 3.

!Select not Ready auto-selects all Persons on screen that are not ready (including can be made ready (/%) and cannot be made ready (‘@) for the Current Task. Helpful Hint:
Change the Show Per Page setting to increase the number of Persons on the current page.

To remove mulfiple Persons, select the checkbox by Persons or select !Select not Ready and select xRemnve Person

Company Administrators can select Mselect not Ready. then select Save Selected as Person List followed by selecting K Remove Person fo make the batch ready. Also, they
can save Persons on Step 2 as Person List by utilizing Save as Person List.

To enter the same Job Title, select the checkbox by Persons and select 4 Bulk Job Title.

As updates made on Step 2, select @to refrezh the Status.
Step 3: Confirm

This Step allows users to review the information they have provided in Steps 1 and 2. If any of the information is found fo be incorrect, the user may go back to the previous Steps and
correct any mistakes. If all the information is correct, the user should review the certification statement and submit the task for processing.

Step 4: Results

This Step indicates the success and/or falivre of Deployments and/or LOA Requests. If there were any izsuss and system was not able fo create Deployments and/or Request LOAs for
any Persong in the batch due to a change in their status, this Step will list those Persons and allow returning to Step 2 of the workflow. There user can take corrective actions, if
required.
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13. Enter or update the Job Title for each person in the batch.

o To enter or update the Job Title for a person, click the Search icon ( +)
associated with that person.

o To enter or update the Job Title multiple persons in the batch, click one or more
checkboxes to select the person(s) and click the Bulk Job Title link.

For more information, see Section 2.3, Searching for a Job Title.

Note: For Private Security Contractors, you must select one of the following three job
titles:

o First-Line Supervisors of Police and Detectives
o Police Patrol Officers
o Security Guards

14. Enter or update the In-Theater Email for each person.

Search for Person List | | Search for Person @ =, @
\Bulk Job Title 4 Remove Person(s) ™ Select Not Ready Show per page: (25 | v |
[ Mame = SSN/FIN * Job Title * In-Theater Email Company/iGovt Org
[1 |anderson, Steven HER-XX0293 Electrical Engineers , ||sandersong@inth.com | Q HP ®
[] Davis, Tanya e s edicil] Electrical Engineers |4 |tdavis@inth.com|] = I IHP b4

16 [] |Pepper, Penny HOOHK-0023 Electronics Engineerin| 2, || ppepper@inth.com | & |ses b 4
[1 |Thomas, Henry James | XxX-3X-0250 Energy Engineers hthomas@inth.com @ SP3 b 4
Page 1 of 1
Save as Person List | | Save Selected as Person List Back | | Continue

15. After adding job titles and in-theater email addresses for all persons in the batch, click the
Refresh button () to refresh the data on the page.

Note: If a person still has a Yellow Triangle () status, that person is missing
information that is required for an LOA.

16. To update or enter missing required person information, click the person’s name in the
Name column. The “Verify/Edit Person” page will display.

Note: Security clearance information is no longer required in SPOT, so these fields are
gray and disabled.
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Resource
SPOT Reports Setu
e Center =

Home : View Person : Create Deployments/Request LOAs

Deployments/LOAs Create Deployments/Req... * | Verify/Edit Person %

+ Create Depls

+ Create Depls / Verify/Edit Person

Request LOAs
* Request LOAs * required
“* required for LOA Requests
Some fields on this page may be non-editable. If data in these fields is incorrect, please contact the Defense Manpower Data
Deployment Template Center to update this data prior to calling the SPOT Help Desk.
- Create Person data edited on this screen will not be reflected on the person's current LOA. To update person data on the LOA, the
= Manage current LOA must be revoked and a new LOA must be initiated.
Personal Information Clearance Information
Person List .
First Name Tanya Security Clearance )
* Create —
« Manage SRR Expiration Date
Last Name Davis
Issuing Agency &
Suffix | Select A Value ... v
*SSN 2000-XX-0314 Passport Information
*Date of Birth 11/11/1981 “Passport Number ‘1234567390
*Gender Female “*Expiration Date |11/11/2020
17 “*Place of Birth | | *“Issuing Country | United States =
*Citizenship |United States ~

Next of Kin Information

“'Address1 [123 Nassau St | )
Address2 | | First Name [Todd
Middle Name |

““Country | nited States B

State | New Jersey v

**Phone Number [609-555-1234
Alt. Phone Number |

“City [Princeton |

|
|
** Last Name [Davis |
|
|

ZIP [08540 | “~Relationship 'gpouse v
*Person Status i
Active ik ““Language Spoken  English N
Effective Date |11/20/2018 | Nearest Duty Station | Country -
*Home Phone | | City

Work Phone | |

*Primary Email |tdavis@email.com

Company/Govt Org HP Enterprise Services

Personnel Category Company Confracter Personnel

*Supervisor o =

18 |SaveandExit‘ ‘Cancel|

17. Enter updates. A ++ symbol indicates information required for an LOA.

18. Click Save and Exit. The information for this person will be updated and you return to
the “Step 2. Personnel Information” tab.
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Search for Person List | | Search for Person 2 =
sBulk Job Title 5 Remove Person(s) M seiect Not Ready Show per page: |25 ﬂ
[] Name = SSN/FIN * Job Title * In-Theater Email Company/Govt Org
[ |Anderson, Steven HHA-KXAD293 Electrical Engineers . ||sanderson@inth.com | \_) HP b 4
[ ] Davis, Tanya HEAHHDF4 Electrical Engineers  |_i ltdavis@inth.com [ HP x
O Pepper, Penny HEA-HXAD023 Elsctronics Engineerin| -, ||ppepper@inth.com | a SPS X
D Themas, Henry James | XXX-XX-0250 Energy Engineers hthomas@inth.com @ |SP5 b 4

Page 1 of 1
Save as Person List | | Save Selected as Person List Back | | Continue

19. To enter or update SOFA requirements for a SOFA deployment, click the green check
mark (V) or the red “X” (#) in the SOFA column.

sBulk Job Title 4 Remove Person(s) I!Select Not Ready Show per page: |25 ﬂ
[] Name = SSHFIN SOFA * Job Title * In-Theater Email Company/Gaovt O
FranksSub, . v b e R Morthrop v
HEH-HK0049 V Electrical Engineering firankssub@inth.com 0 b 4

FrancigHP HPCA

[ |@arison, Gabe G [XX-X%-0050

|:| Higgins, Harmy H | 20<-%2¢-0051 a{ 19 | lectrical Engingering

]

Grumman Conp.

HP Enterprise
Services

b 4

Electrical Engineering goamsoni@inth.com | k_)

.l

HP Enterprise ’
—|Services x

hhiggins@inth.com |

]

The “SOFA Page” will display. Answer all questions on the “SOFA Page”.

Notes:

If necessary, select the SOFA Country from the drop-down list.
Question 1 — Select one response for fulfilling the mission requirements.
Question 2 — Indicates if deployed person does not have a residency permit or
visa. Radio buttons are gray and disabled. Defaults to Yes if Question 1 is 1.1
through 1.5. Defaults to No if Question 1 is 1.6 No SOFA Status.
Question 3 — Indicate if qualified dependents will accompany the deployed
person. If you select Yes, you must select the number of qualifying dependents
and enter required information for those dependents in the table that appears on
the screen. If you select No, the Number of qualifying dependents field is gray
and disabled. When adding dependents:
o The table displays a row for each of the number of qualified dependents.
o In the “Status” column, a red “X” (#) appears until the row is complete
and the data is saved. A green check mark () appears after the row is
complete and saved.
o Click the trash can (ﬁl) to remove a dependent’s row from the table and
update the number of qualified dependents.
o You must enter dependent information for each qualified dependent
quantity indicated.
Question 4 — Enter or select the SOFA expiration date. If Question 1 is 1.6 No
SOFA Status, then this date field is gray and disabled and you cannot enter a
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date. If you enter a date outside the contract/task order PoP, a warning message
will appear when you click the Save and Exit button. Click OK to continue or
Cancel to remain on the “SOFA Page”. Ensure dates are in compliance with
SOFA requirements, normally not to exceed one year.

e Questions 5 — Indicate if the SOFA-specific AGS apply. Defaults to No and is
gray and disabled if Question 1 is 1.6 No SOFA Status.

e If all required fields are not complete when you click Save and Exit, an error
message appears and you remain on the “SOFA Page”.

Click Save and Exit to save your entries and exit.

SOFA Page

SOFA Country:  [JAPAN M Name: Higgins, Harry SSN: 300:-306-0051
1. The confractor employee is essential to the mission of the United States armed forces and has a high degree of skill or ige for the i of mission regq by fulfiling one of
the following: (Must select only one from the following)
[1.2 Possessing a security clearance recognized by the United States to perform his or her duties; or v]

2. Employee affirmed to Contracting Officer's safisfaction that he/she does not have a residency permitivisa for Japan.
% Yes

3. Qualified dependents as defined in SOFA Art |.c., accompanying employee.

No

®ves ONo
MNumber of qualifying 2 W
= 35 = “Dependent Family “Sponsoring Family - =
Dependents Name Date of Birth Relationship Viesntis Passport Number Passport Country | Status

Hallie Higgins 11/12/1982 "T-J! Spouse ~ Higgins, Harry ‘U8456987123 | |Uniled States V‘ x m)

[Hank Higgins |[[12r0172016 Q [Child v| ||Higgins, Harry [US123456789  ||[United States || % w

4 SOFA Expiration Date |05/04/2019 | | VYY)
{Ordinarily SOFA Status will not exceed the period of performance of the base or option year of the contract, normally NTE one year )
5. Japan Specific Authorized Government Service (AGS) Laundry and dry cleaning; Open bership, as i by each ive club; Casualty assistance (mortuary senvices) on a
reimbursable basis; Routine medical care on a reimbursable basis for U.S. citizens and emergency medical care on a reimbursable basis for non- U.S. cifizens; Dental care, imited to refief of

iesona basis; D of Defense Dy Schools on a sp; ilable and tuifion paying basis; Issuance of U_S. Forces, Japan Operator's Permit; Issuance of vehicle
license plates.

®ves CUNo

Save and F_uit.]. Cancel

Click Yes in the pop-up window to close the tab and return to the “Step 2. Personnel
Information” tab.

When SOFA requirements are complete, the SOFA column refreshes automatically and
the red “X” (#) changes to a green check mark (¥). If all required information for the
deployment and LOA are entered, the person status also refreshes automatically to a

Green Circle (9), Green Circle with Tools (9), or Person ( 5 ).

4 Bulk Job Title 2 Remove Personis) [ sciect Not Ready Show per page: 25 | v|

[] Name = SSMIFIN SOFA * Job Title * In-Theater Email Company/Govt O
FranksSub, ; . . ) lorthrop

L | mronene Hpoa |O0-0049 ¥ |Eleﬂncal Englne&nng| % |ﬁrankssub@|nth.u:om ) cumman Corp. b 4

[1 | Garrison, Gabe G 000xx-0050 | %7 |Ele-:lrical Engineering| Y |ggarrison@_inﬂ1.c0m @ EHE:;T’”SE b ¢

[ |Higgins, Hamy H [o0tcc00s1 | o |Ele<:lrical Engine&ring| -} |hhiggins@in1h.com ® EHE:;:W”SE X

20. Click the Refresh button ( ) to display recent updates.
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When all required information for a person’s deployment and LOA is entered, the
person’s status changes to a Green Circle (€ ), Green Circle with Tools (%), or Person

i

().

Search for Person List | | Search for Person

“Bulk Job Title 4 Remove Person(s) !Select Not Ready

o

Show per page: [25 |v|

Save as Person List | | Save Selected as Person List

21

[] MName = SSN/FIN * Job Title * In-Theater Email Company/Gavt Org

[] | Anderson, Steven HHK-0293 Electrical Engineers [ L ||sanderson@inth.com | @ |HP b4

[ |Davis, Tanya HO-XK-0314 Electrical Engineers . ||tdavis@inth.com HP b4

| Pepper, Penny HHH-¥-D023 Electronics Engineerir| ), || ppepper@inth.com | 0 SPS b 4

D Thomas, Henry James | XXX-3x-D250 Energy Engineers hthomas@inth.com @ (3PS X 5

Page 1 of 1

Back | | Continue

21. Make necessary updates until the batc

h’s status changes to a Green Circle (©) or Green

Circle with Tools (). This might include any of the following options:

o Update information for any pe

rson with a Yellow Triangle () status and click

the Refresh button ( =) (see steps 13 through 20).

Click Save as Person List to save all persons in the batch to a person list for

Click the checkbox next to a name to select a person who does not have a Green

Circle (9), Green Circle with Tools (), or Person ( 5 ) status (or click the

click Save Selected as Person List to save the

O

reuse later.
O

Select Not Ready link). Then

selected persons to a person list for reuse later.
O

and 6).

Note: To continue with the workflow,

Remove any person with a Red Octagon () status from the batch (see steps 5

the batch’s status must be a Green Circle (© ) or

Green Circle with Tools (%), and that requires that every person in the batch have the

Green Circle (©), Green Circle with

Tools (%), or Person ( e ) status.
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Search for Person List | | Search for Person

“Bulk Job Title 2 Remove Person(s) I!Select Not Ready

=
=

@®
Show per page: |25 |v|

* In-Theater Email Company/Gowvt Org

, ||sanderson@inth.com |\_) HP

[] Name = SSNIFIN * Job Title
[ |anderson, Steven HHA-KXA0293 Electrical Engineers
[ |Davis, Tanya HKEH-XK-0314 Electrical Engineers

|QHP

y ||tdavis@inth.com

Page 1

Save as Person List | | Save Selected as Person List

of 1

Ny

?; Back | | Continue

22. If necessary, click Back to go back to the “Step 1. Deployment Information” tab to

review and edit or change the Current Task.

23. When the batch’s status is a Green Circle () or Green Circle with Tools (Q) and all the
necessary actions are done, click Continue. The “Step 3. Confirm” tab will display.

6.2.1.4 Step 3— Confirm

When the “Step 3. Confirm” tab appears, review all information to ensure it is correct. For help,

click the Self-help video link or button ().
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Resource
spOT Reports setu
S Center 2

Home : Create Deployments/Request LOAs

Deployments/LOAs Create Deployments/Req.

» Create Depls

= Create Depls /
Request LOAs

* Request LOAs

person's deployment data.

Certification Statement

eate Deployments/Request LOAs

Step 1. Deployment Information  Step 2. Personnel Information | Step 3. Confirm |

Current Task Create Deployments and Request LOAs

Deployment Template

= Create

» Manage Contract Details

Contract Information
Person List
Contract Number 123456-16-A-1235
* Create
Contract KO Kamenglis, John
« Manage

Task Order Number 123456-16-A-T235
Task Order KO Kamenelis, John

Defense Base Act (DBA) Insurance

Does

DBA Insurance Acme Insurance Co

Company Name

DBA Insurance AC-0987654321

Policy Number

DBA Insurance POC 300-555-1234

Phone Number

Mote: Any additionally supported confracts that conflict with an individual person’s contract will be removed from the

Deployment Details (=]
Deployment Start 10/07/2018 Countries to be Afghanistan
Date Visited
Deployment End 03/10/2017
Date
Duty Station BTRS - BAGRAM AIRFIELD
(BAF), Bagram , Afghanistan
Operation Operation Enduring Freedom
System Supported
Purpose Build schools
Supporting Acquisition (ACQ)
Govemnment
Organization
Points of Contact (2]
24i7 Company Point of Contact Government Point of Contact In-Theater Point of Contact
First Name Bea First Name First Name Arthur
Middle Name A Middle Name Middie Name
Last Name Ware Last Name Last Name Major
Home Phone Home Phone Home Phone
Office Phone 609-555-1235 Office Phone Office Phone 609-555-4567
Mobile Mobile Mobile
Phone Phone Phone
Email baware@email.com Email Email amajor@inth.com
Persons 2]
Number of Persons 2
Show per page: 25 '~7
Hame = SSNIFIN Job Titie In-Theater Email
Anderson, Steven |p00X-x%-0293 Electrical Engineers sanderson@inth.com
|Davis, Tanya [oxxc0s1a [Electrical Engineers e
Page 1 of 1

By submitting this deployment, you are certifying the following:

"I certify that all personnel included in this deployment have or will meet all DODI 3020.41 and
Combatant Command (COCOM) qualifications and requirements including training, medical,

and dental screenings and assessments prior to this deploymen —L f

Apply

1. Ifnecessary, click Back to go back to a previous tab to review and edit or change the

Current Task

2. After verifying all information, click Submit. The “Step 4. Results” tab will display.
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6.2.1.5 Step 4 — Results
The “Step 4. Results” tab will display a message to indicate the deployments and LOA requests
were successful created.

SPOT sends an email to notify the assigned Government Authority that there are pending LOA
request(s).

Resource
SPOT Reports Setu
E Center e
Home : Create Deployments/Request LOAs
Deployments/LOAs Create Deployments/Req. ..
= Create Depls
» Create Depls / Create Deployments/Request LOAs
Request LOAs :
= Request LOAs
Siep 1. Deployment Information  Step 2. Personnel Information  Step 2. Confirm | Step 4. Results

Deployment Template -help vi L
« Create 2 of 2 Deployments and LOA Requests were successiully crealeg [—
*Manape } [Back to Stepi Personnel Information i(flose < 2

: | :

Person List

= Create
= Manage

1. Ifnecessary, click Back to Step 2. Personnel Information to go back to the “Step 2.
Personnel Information” tab and add more persons for deployments and LOAs. For help,

click the Self-help video link or button (@).
Notes:

o If a submission is unsuccessful for any reason, you see a list of the persons who
were not successfully submitted. You have the option to go back to the “Step 2”
tab to reprocess these persons or save them to a person list.

o Ifyouclick Back to Step 2. Personnel Information, the “Step 2. Personnel
Information” tab will display. For example, in the first batch you might process
employees for the prime company, and then go back to “Step 2” to process
employees for a subcontractor company. Click Search for Person List or Search
for Person to add more persons for deployments and LOAs and then process
these persons.

o For successful submissions, SPOT sends an automated email to the Government
Authority selected on the “Step 17 tab.

2. Click Clese to end the workflow and return to the “Home” page.

6.2.2 Creating Deployments Only

Some deployed personnel do not require SPOT-generated LOAs. This is because the contractor
does not require Authorized Government Services or is based on the DFARS and COCOM
requirements. SPOT lets you create a deployment without an LOA. The steps are similar to those
in Section 6.2.1, Creating Deployments and Requesting LOAs. However, in this case, only
deployments are created. Later, if LOAs are needed for these persons, you can request LOAs for
them.

Notes:
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e The Current Task will display Create Deployments.

e SOFA country deployments must have LOAs. If the country to be visited or deployment
duty station is a country that requires SOFA information in SPOT and the Current Task
is Create Deployments, when you click Continue at the bottom of the page, an error

message will appear and you cannot proceed until you select Create Deployments and
Request LOAs for Contractors as the Current Task.

Home : Create Deployments/Request LOAs

LERlomen=LoAs Create DeploymentsiReq...

= Create Depls

= Create Depls | Create Deployments/Request LOAs
Request LOAs
= Request LOAs
Step 1. Deployment Information | Siep 2. Personnel Information = Step 3. Confirm ~ Siep 4. Resulis
Deployment Template * required Sefr-neip video ()
- Create Current Task JCreate Deployments -
- Manage

Search for Template

6.2.3 Requesting LOAs Only

To request only LOAs, the deployments for the persons must already exist. The steps are similar
to those in Section 6.2.1, Creating Deployments and Requesting LOAs.

Note: The Current Task field will display Request LOAs (for existing deployments).

Home : Create Deployments/Request LOAs

Deployments/LOAs Create Deploymenis/Reg

+ Create Depls

= Create
- Manage

» Create Depls / Create Deployments/Request LOAs
Request LOAs
* Request LOAs
Step 1. Deployment Information | Step 2. Personnel Information = Step 2 Confirm  Step 4. Results
Deployment Template * required

Current Task IRequesl LOAs (for existing deployments) I v

Self-nelp vidzo @

Search for Template |
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6.3 Searching for LOAs

You may search for LOAs in the Company Administrator’s “LOA Inbox” using several different
criteria, which are displayed in the following “LOA Inbox” example. The LOA status search
criteria are described in the following table. If no criteria are entered in the “LOA Search”
section, then all LOA records (not the LOA PDFs) that the Company Administrator has access to
see will be returned.

Note: Only LOAs with a “KO Approved” status are available to view in their final PDF form.
Table 4: LOA Status and Definitions

Status Definition

Cancelled LOAs that have been cancelled.

Denied LOAs that were denied by the Government Authority or the
Contracting Officer.

Expired LOAs that have a deployment end date that precedes the current
date.

Government LOAs that have been authorized by the Government Authority

Authorized and are waiting for the Contracting Officer to review and submit
action.

KO Approved LOAs that have been approved by the Contracting Officer.

Requests with a “KO Approved” status remain in the “LOA
Inbox” while they are considered active, that is, until the actual
departure date from the Area of Responsibility (AOR) is entered.

Pending Signed LOAs that have been signed by the Contracting Officer and are
Document waiting for Adobe Acrobat to generate the final approved LOA.
Recalled LOAs that have been recalled after submission in one of the

following instances:

e A requested LOA has been recalled by a Company
Administrator or authorized government user prior to
Government Authority authorization.

e An authorized LOA has been recalled by a Government
Authority or a Contracting Officer prior to approval by a
Contracting Officer.

Request Pending LOAs that are in the Government Authority “LOA Inbox” but
have not been processed.
Revoked LOAs that were approved and later revoked.
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To search for LOASs:

1.

From the “LOA Inbox™ section of the “Home” page, enter search criteria in one or more

of the data fields. You can also search by LOA status using the Status drop-down list.

LOA Inbox
Bulk LOA Recall
}' % LOA Search
Last Name: First Name:
Contract#: | E[ Task Order#: | E[
Estimated Deployment Start Date (mm/ddiyyyy):
From: To:
Status: | LOA Number:
Government |Cancelled KO Assigned:
Authority Assigned: |penied
= 2
Government Authorized
KO Approved
Recalled
Pending Signed Document
Request Pending
Deployment Preparafziar s

2. Click Search. The “LOA Search Results” page will display.
KO Approved Status Search Results Example:

Resource Setup

SPOT Reports
e Center

Home : LOA Search

Selected Search Criteria —  Status: KO Approved

Search Results:

LOA Search Results

Show per page:

Name mt KO Contract # Task Order # | D ‘ ‘ orting |} 5a Number| Status SSNIFIN
Assigned Aszigned Start i Organization
ﬁ T ELIS | o s | KAMEDS.15.0.0001 | 0001 0S/16/2015 | DBUTI2016 | ACQ 3IRBUDE fpopme 4| ooeoc0283
Bob, Billyd | ot o | KAMEDS-15-D-0001 | 0001 US/162015 | DBU7R016 | ACQ NEEMIR ﬁ’pm g | RO0CD255
Eowards. |dohn e | ohn | 123456-16-A1234 | 5B on0n016 | owrt0n017 | Aca HSAOFK ﬁ’pme o w0004 | [ViewLOA {T
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Request Pending Status Search Results Example:

SPOT Reports

Home : LOA Search

Selected Search Criteria —

Search Results:

Resource
Center

Setup

Status: Request Pending

LOA Search Results

Show per page:

Government KO Estimated Estimated it
Name Authority et Contract # Task Order & Deployment Deployment o s ati 9 || OA Number| Status SSNIFIN
Assigned NI Start End THATRE RO

Anderson. | 1 kamenelis | 3907 123456-16-4-1234 | 1 2oH816A | o pann1s 011002017 ACQ B24PJ2 Pending | woeoe0293
Steven Kamenelis T234
Darton 820 | | \nny padden | LUAP PADNO3-16-D-0003| PABNO3-16- | o s nnie 03/05/2018 ACQ 3IYBEA Pending | 100-x0¢-0001
Bailey Padden D-TOO3
Davis 2 John 123458-16-A- o =

} T John Kamenelis | ot L 123456-16-A11234 | 15ay 0312812016 0110/2017 ACQ M14CIT Pending | 1ooco0e-0314
Donavan, i LuAnn PADND3-16- e
s John Kamenelis | o 0% PADNO3-16-D-0001 "= 0312512016 0302212017 ACQ Z500FT Pending | 100283
Jones, . Pooja . ¥ MALHD4-18- i £ % 5
e Pooja Malhotra | 2% | MALHO4-16-D-0001 | [0 03/28/2016 0302712017 ACQ TNPTSY | Pending| jou-o¢-0001

Page 1 of 1

[First Page] [Previous Page] [Mext Page] [Last Page]

|Retum to LOA Search |

If you searched for an LOA with a “KO Approved” status, click View LOA to view the
LOA. Open the read-only PDF document. Optionally, print or save the LOA. When
finished, close Adobe® Reader™ to return to the “LOA Search Results” page.

Note: The View LOA button is available for only LOAs with a “KO Approved” status.

To view LOA details for a person, click the person’s name in the Name column. The
“LOA Details” page will display.

Note: The status of the LOA determines the buttons that are displayed on the “LOA
Details” page. For more information, see Section 6.4, Recalling an LOA.
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KO Approved LOA Example:

LOA Det

Name: Edwards, Erin Emma LOA Number: SBATYT
Date Submitted: 4/5/2016 Status: KO Approved
Deployment Information Profile Information
Deployment Dates:  Start: 4/5/2016 End: /52018 Primary Email: eedwards@email.com
Countries to be Visited: SSN/DODIDIFIN: corxx-0004
Country Name

Aigiwoiisn Date of Birth: 11/11/1989.
Kuwait Place of Birth: Trenton, NJ

Gender: Female

Purpose: Power distribution

Name of Company: HP (Prime)

Home Address:

123 Nassau St,, Princeton, NJ, 08540
Supporting Organization: ACQ

Passport # Expiration: 0987654321 - 11/11/2020

Contract Information:  Start: 4/2/2016 End: 4112013

Clearance Level w
Contract Number: PADN04-16-D-0001 ‘Agency:
Task Order: PADND4-16-D-TOD1 Clearance Expiration
Date (mmiddiyyyy):
Contract Issuing Agency: Dept of the Army
Theater Duty Station: BTRS - BAGRAM AIRFIELD (BAF)
Job Title: Electrical Engineers Company Contact Information

Supervisor/Non-Supervisor: Non-Supervisor
Company Name: HP
POC: Ware, Bea
Deployment Contact Infermation Phone: 609-555-1235
Email: bawsre@email.com
In Theater Em

Next of Kin (NOK)

eedwards@inth.com

Government Contact Information
Name (Last, First, Miadle) : Ewsrds, Earle

Relationship: Spouse Government Authority: ACQ
Phone: £03.555-1234 POC First Name: LuAnn
Alternate Phone: POC Last Name: Padden
el Phone: 999-999-9999

Email: luann padden2@hp com
Name (Last, First, Middle): Major. Arthur

Phone: 011-885-br-542

Em.

amajor@inth.gov DBA Insurance

Company Name: Acme Insurance Co
Policy Number: AC-0957654321

Phone Numb

T BO0-555-8576
Authorized Government Services

* Select one option,

Vi caar NON-CAAF

* Select at least one option,

MIweAPON MILITARY ISSUED CLOTHING
MIBILLETING MILITARY ISSUED EQUIPMENT
Mcac MWR FACILITIES
¥/ LOGAL ACCESS BADGE MILITARY EXCHANGE
MIDINING FAGILITY (DFAC) COMMISSARY
¥ GOV'T FURNISHED MEALS (GFM) MILITARY BANKING
V! APOFPOIPOSTAL SERVICES EXCESS BAGGAGE
DIPLOMATIC POST OFFICE (DPO) I MILAIR
PRIMARY CARE | TRANSPORTATION (other than MILAIR)
OTHER (SEE REMARKS FIELD) NONE

NUMBER of AGS ITEMS CHECKED: 9
Company Billing Address:

Address 1: 456 Wall 5t

Address 2:
City:  Princeton

State:  New Jersey
Zip: 08540
Country:  United States

LOA Remarks.

Government Authority/Contracting Officer Remarks for LOA

AP1.3.17.1. U.S.-owned contractors
providing goods or services in direct
support of DoD activities for contract-
related mail only, their U.S. citizen

LOA History

Date | Status | Reason/Comments | User
452016 Pending Luann Padden
452016 Govemment Authorized Luann Padden
452018 LOA Penging Signed Decument Luann Pedden
452016 KO Approved Luann Padden

Authorization

Reason/Comments

pi— 7
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5. Ifyou searched for an LOA with a “KO Approved” status, click View LOA to view the
LOA. Open the read-only PDF document. Optionally, print or save the LOA. When
finished, close Adobe® Reader™ to return to the “LOA Details” page.

Note: The View LOA button is available for only LOAs with a “KO Approved” status.
6. To go to the “View Person” page, click View Person Summary.

7. Click Back to return to the “LOA Search Results” page, or select Home in the navigation
breadcrumbs (under the menu bar) to return to the “Home” page.

Note: To view and print an LOA, you can also search for and select a person (see Section 5.1).
On the “View Person” page, click the View/Print LOA button.

Deployment Information Select a Previous Deployment v & Deployment Acticns

Current Deployment Pre-Deployment

7 | Create Deployment Complete

Person Sfatus: Active

Last Person Status U|:31;l; 8M0.20€15 # | Request LOA KO Approved

6.4 Recalling an LOA
An authorized user can recall LOAs. The workflow is as follows:

e After an LOA is requested and its status is “Request Pending”, a Company Administrator
or authorized Government user can recall the LOA before it is authorized by a
Government Authority. The LOA status changes to “Recalled”. A Company
Administrator can then update the recalled LOA and resubmit it. Once a Government
Authority authorizes an LOA, the Company Administrator can no longer recall the LOA.

e After a Government Authority authorizes an LOA and its status is “Government
Authorized”, a Government Authority or a Contracting Officer can recall the LOA prior
to approval by a Contracting Officer. The LOA status changes to “Recalled”. A Company
Administrator cannot update a recalled LOA. Once the Contracting Officer approves an
LOA, the LOA can no longer be recalled.

6.4.1 Recalling a Single LOA
To recall a single LOA:
1. Search for an LOA (see Section 6.3) with a status of “Request Pending”.
2. In the search results, click the person’s name. The “LOA Details” page will display.

LOA History
Date Status Reason/Comments User
11/12/2013 Pending Student 011

Reason. /Comment its
3 Documentation|

Authorization

} [Recall Loa | Back|
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3. Enter a reason for recalling the LOA in the Reason/Comments field. A comment is
required when recalling an LOA.

4. Click Recall LOA.

6.4.2 Bulk Recalling LOAs
To recall multiple LOAs:
1. From the “LOA Inbox” section of the “Home” page, click the Bulk LOA Recall link.

Bulk LOA Recall {

LOA Inbox

“ LOA Search

The “Bulk LOA Recall” page will display.

Home : LOA
Bulk LOA Recall
2 4 Search for LOA requests to process

“Contract Number: PADMN12-10-D-0001 X

Task Order Number: -
Estimated Deployment Start Date (mmiddiyyyy):
From: ..j To: :3
| Return to LOA Search | | Search ‘ {T

2. Enter search criteria in one or more of the data fields. Contract Number is required.

3. Click Search. The “Search Requests to Recall” page will display with the LOAs that
meet the specified criteria.

Home : LOA
Bulk LOA Recall
Search Requests to Recall
Selected Search Criteria — | Contract?: PADN12-10-D-0001
Search Results: Show per page: 50 ~
: : | |2
Dnu! Name ‘ AH'S ' cq | Contract# OI::: £ | Country ‘ E"'”a‘fdnale cs"pp‘f'"“.‘g ‘ “u'ﬁ:er SSWFIN  Remarks/Comments
Bailey, Kamenelis, PADN12-10- 3 12/15/2014 - 5
D Benjamin Bart | John D-0001 Afghanistan 121102015 ACOQ UAP4DY oo-xx-0331 VIEW )
Conners, Kamenelis, PADN12-10- . 1211202014 - 1
4 ‘7 e ot e 00001 ooo1 Afghanistan 1211002015 ACQ JTDEEK 000-x0-0332 WVIEW
Dunn, Denald Kamenelis, PADN12-10- Afghanistan, 121152014 - n
O | pexter John D-0001 0 eywat 121102015 AR HOHACY |ty vEW 3
Ericson, Evan |~ Kamenelis, PADN12-10- 2 12M8/2014 -
E Totay D-0001 0001 Afghanistan 121102015 ACO 4XRVF5 200c-x0c-0334 VIEW
=1 Furtar Frank £ | (Menels, PADN1Z-10- | ooy Afnhanietan daHBE014 = arn ATNUNK | wrvwe N335 IR i
Page 1 of 1
[First Page] [Previcus Page] [Next Page] [Last Page]
Bulk Remarks a Reason/Comments g estion about vivas i I 5
N
Return to Bulk LOA Search | | Recall LOA |<j 6
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7.

Click the checkbox next to each name to select the individuals whose LOAs will be
recalled, or click the All checkbox to select all names on the page.

Enter the reason for the recall in the Reasons/Comments field.

Click Recall LOA. A confirmation message will display.

Home : Bulk LOA Processing

Bulk LOA Processing

You have successfully recalled 2 LOA requests.

Confirmation
7 ; OK..

Click OK to return to the “Home” page.

6.4.3 Resubmitting a Recalled LOA
To resubmit a recalled LOA:

1.
2.
3.

Search for an LOA (see Section 6.3) with a status of “Recalled”.
In the search results, click the person’s name. The “LOA Details” page will display.

On the “LOA Details” page, edit the available fields as necessary. For more information,

see Section 6.2.1, Creating Deployments and Requesting LOAs.
Notes:

o Deployment start dates must fall within the referenced contract or task order’s

period of performance. Deployment end dates may extend up to 30 days beyond
the contract or task order’s end date to allow for close out.

The deployment start date cannot be earlier than the current date. If a deployment
start date is in the past, an error message will appear and you cannot proceed until
you enter a valid date. You cannot enter an estimated deployment date in the past.
If a person is staying in theater on back-to-back deployments and remains in
theater when a contract is extended or an option period is exercised, you must
create a new deployment with an estimated start date that must be the day after
the previous deployment is closed out.

If a new deployment overlaps with a previously closed deployment, an error
message appears and you cannot proceed until you enter a valid date. The
estimated start date of a new deployment must be after the actual end date of all
previously closed deployments. This change was implemented to prevent
overlapping deployments.
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Home: LOA

LOA Details
Name: Conners, Charles Chad LOA Number: J7D66K
Date Submitted: 12/19/2014 Status: Recalled
Deployment Information Profile Information
*DeploymentDates: ¢\ 1212014 [ gng: 121102015 L] *Primary Email: cconners@email.com
*Countries to be Visited: SSN/DODID/FIN: xxx-xx-0332
Country Name

Date of Birth: 12/15/1981
Afghanistan Remove
Place of Birth: Trenton, NJ, USA

e e 0 PR QU LS PAY e 0 O 0 Rden ek, e 0 0 4

LOA Remarks

Government Authority/Contracting Officer Remarks for LOA

LOA History
Date ‘ Status Reason/Comments | User
12/19/2014 Request Pending LuAnn Padden
12/19/2014 Recalled Question about vivas LuAnn Padden

Authorization

Reason/Comments

@» submit || Back |

4.

6.5

Click Submit. The “LOA Search Results” will display.” The resubmitted LOA is
removed from the list of LOAs with a “Recalled” status.

LOAs with Revoked Status

SPOT system-generated LOAs may be revoked, and declared null and void, after they have been

approved by a Contracting Officer. Only a Contracting Officer can revoke an LOA. An LOA
may be revoked for different reasons. The following are examples of reasons for revoking an

LOA:

The deployable contractor’s employer changes
The deployable contractor’s name changes

The deployable contractor’s deployment has been terminated involuntarily (removed for

cause)

When an LOA is revoked, email notifications are automatically sent to the following individuals:

The user who initiated the LOA request

The assigned Government Authority (regardless of the person who actually authorized

the LOA)
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Once an LOA is flagged as “Revoked”, the PDF version is no longer valid and can no longer be
viewed or retrieved from SPOT by the Company Administrator. It will be stored in the archive
records of the system, along with other historical documents for deployable persons.

6.6 Updating Eligibility Requirements

The Company Administrator (or other authorized user) must document deployment eligibility
information as a prerequisite to the person’s departure for the AOR. To enter eligibility
information in SPOT, use the “Eligibility Requirements” workflow. The “Eligibility
Requirements” workflow consists of the following six steps: Training, Health, Visa, Personal
Equipment, Clearance, and Forms. If a contractor’s country to be visited or deployment duty
station country requires SOFA information in SPOT, a seventh tab is include in the eligibility
requirements so you can update the SOFA requirements entered when the deployment was
requested.

Once the eligibility information has been entered and submitted, the “View Person” page will be
updated and the “Pre-Deployment” section of the page will indicate that the Eligibility
Requirements have a status of “Complete”.

To update eligibility requirements:
1. Search for and select a person (see Section 5.1). The “View Person” page will display.

Note: The information displayed and the options available on the “View Person” page
depend on the deployment status and the LOA status (if requested). In the “Deployment”
section of the table:

e An Identify Issued Weapon link appears only if the Contracting Officer has
authorized a weapon and approved the contractor’s LOA in SPOT.

e A SOFA link appears only if the contractor’s country to be visited or deployment
duty station country requires SOFA information in SPOT. The SOFA task has a
green check mark (¥) and the status “Complete” if SOFA requirements were
completed when the deployment and LOA were requested. If SOFA requirements
are not complete, the SOFA task has a red “X” (#) and the status “Incomplete”.
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“View Person” Page — KO Approved Example with Weapon

Resource

SPOT
Center

Reports

Home : View Person - Davis, Tanya (C C

Setup

LOA request must be initiated.

Full Name: Davis, Tanya

Current Deployment

Arrived:

Actual Arrival Date:
Estimated Deployment:
Countries to be Visited:
Government Organization: ACQ
Contract Number:
Task Order:

Deployment Purpose:

Current Duty Station

If the person data is edited, the person’s current LOA will not reflect the changes. In order to update the person data on the LOA, the current LOA must be revoked and a new

Email: tdavis@email.com Gender: Female
Company: HP Enterprise Services Citizenship: United States
SSN: oocxc-0314 DMDC Verified: No
Date of Birth: 11/11/1931 CAC Expiration Date: Unknown
Person Status: Active

Deployment Information Select a Previous Deployment “ Deployment Actions

Deployment Status: Not Deployed

Last Update: 7/12/2012

3 > |

\iew / Frint LOA Pre-Deployment
Not yet arrived V Create Deployment Complete
Mot yet anved o7 | ReauestLOA KO Approved
0TM&/2015 - 05/14/2018
Afghanistan, Kuwait } Eligibility Requirements Incomplete
Deployment Itinerary Incomplete
123456-18-A-1233
123456-18-A-T235 Deployment
Support services I Identify Issued Weapon I Incomplete
View Duty Station History In-Theater Arrival Incomplete
| Duty Station Check In Incomplete

Primary Duty Station | Country Afghanistan

“View Person” Page — Request Pending Example with SOFA Requirements in SPOT

Deployment Information

Current Deployment

Arrived: Mot yet arrived

Actual Arrival Date: Mot yet arrived

No previous deployments exist for this person v & Deployment Actions

Pre-Deployment

V Create Deployment Complete

V Request LOA Request Pending

Estimated Deployment: 07/18/2018 - 05/14/2019

Countries to be Visited: Japan 2 ! Eligibility Requirementis Incomplete
Government Organization: ACQ
Contract Number: 123458-18-A-1236 Deployment Htinerary Incomplete
Task Order: 123456-18-A-T236 Deployment
Deployment Purpose:  Support services In-Theater Arrival Incomplete
Current Duty Station View Duty Station History Duty Station Check In Incomplete
Primary Duty Station [ Country Japan ‘ I | SOFA I Complete
City Tokyo

2. From the “Pre-Deployment” section of the “View Person” page, click the Eligibility
Requirements link. The “1. Training” tab will display.

Note: If the contractor’s country to be visited or deployment duty station country requires
SOFA information in SPOT, the Skip to Next Tab button is active on tabs 1 through 6.
For non-SOFA country deployments, this button is gray and disabled on tabs 1 through 5.
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6.6.1 Training Information
On the “1. Training” tab:
1. Click the appropriate radio button to answer question 1.

e If you do not need to add training, select Yes for question 1 and go to step 8.
e If you need to add training, keep the default answer No for question 1 and click Add
Training to enter information about the required training received.

Note: If you answer Yes to question 1, you cannot click Add Training.

Home : View Person : Edit Eligibility Requirements

Edit Eligibility Requirements

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

. - : - -
1. Iz this person exempt from the training requirement? @ No O Yes Add Training {

If No, enter the Company Training Center Information:

Mo Company Training Center Information found.

2. Has this person received Personnel Recovery Training?

‘ Skip to Next Tab || Cancel || Save and Continue ‘

The “Training Details” page will display. Complete steps 2 through 7 to enter all the
required training information for question 1 before going to step 8 to answer question 2.

Home : View Person : Edit Eligibility Requirements

Edit Eligibility Requirements
1.Training 2. Heaith 3.Visa | 4. Personal Equipment || 5. Clearance | 6. Forms
Enter the Company Training Center Information: 2
g Ry A 3
~Date: | LE (mmiddiyyyy) 4
* Location: Country <

| City |

|E! ‘ Close |

2. Select the type of training from the Training Type drop-down list. The following are
examples of types of training:

o CRC - Conus Replacement Center
o FDC — Federal Deployment Center

o NDC — National Deployment Center
o SRP — Soldier Readiness Processing

3. Enter the training date. Enter the date (in MM/DD/YYYY format, including forward
slashes) or select the date using the calendar control.

4. Click the Search icon ( +) to search for and select the training location. The training
location search is similar to the duty station search. For more information, see Section
2.1, Searching for a Duty Station.
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The selected training location will display.

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

Enter the Company Training Center Information:

* Training Type: CRG ~
- .
Date: ‘01"22’12015 m {mmfddiyyyy)
Location | Country United States _
State Texas
City El Paso
Site Fort Bliss

S 2 [ cione]

5. Click Add to add the training.
Note: If you click Close, your training information entries are not saved.

The “1. Training” tab displays the success message and the training that you just entered.

Home : View Person : Edit Eligibility Requirements

Edit Eligibility Requirements

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

Eligibility Training has been saved successfully.

1. lg this persen exempt from the training requirement? & ~
P o dred ® No O ves Add Training {

If No, enter the Company Training Center Information:

Type Date Location | Edit | Delete
CRC 0112612015 Fort Biiss, TX 4 b ¢ 6

2. Has this person received Personnel Recovery Training? @

| Skip to Next Tab || Cancel || Save and Continue |

6. Ifnecessary, click the magnifying glass icon (*+) to edit or the Delete icon (¥#) to delete
the training.

7. To add more training, click Add Training and repeat the steps to document the person’s
training.

Home : View Person : Edit Eligibility Requirements

Edit Eligibility Requirements

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

1. I8 this person exempt from the training requirement? ® No O Yes Add Training

If No, enter the Company Training Center Information:

Type Date Location | Edit ‘ Delete
CRC 012672016 Fort Bliss, TX 8 4 b 4

2. Has this person received Personnel Recovery Training? —~
(U No @ ves

* Date: 02/01/2016 @(mmfﬁdl\[\f}')‘) Q
| Skip to Next Tab H Canoei|| Save and Continue | 14 1 0

8. Click the appropriate radio button to answer question 2.
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9. Ifyou select Yes for question 2, enter the date the training was completed.
10. Click Save and Continue. The “2. Health” tab will display.

6.6.2 Health Information
On the “2. Health” tab:
1. Select the person’s blood type from the drop-down list.

Note: Blood type is required. However, if you do not have this information, select Not
Provided. Then return to this screen later and enter the correct blood type.

Home : View Person : Edit Eligibility Requirements

Edit Eligibility Requirements

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

Enter Medical Information:
*“1. What is the person's blood type? | Select 2 Blood Type v 1
2. Isthe person's DNA onfile?  (Oves @®no

3. Is the person's Panograph on file? -':'- Yes .-é-. Mo i
Skip to Next Tab Save || Save and Continue 5

2. Click the appropriate radio button to answer questions 2 and 3.

Note: A panograph is a type of dental x-ray that provides a complete view of the mouth.
3. Click Save and Continue. The “3. Visa” tab will display.

6.6.3 Visa Information
On the “3. Visa” tab:
1. Click the Edit icon (#) to edit the visa information.

Note: SPOT creates a set of visa information rows for each of the countries listed as
countries to be visited in the deployment.

Home : View Person : Edit Eligibility Requirements

Edit Eligibility Requirements

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

Select edit to update a country's visa information:
CountryDesc Visa Number Expiration Date | Visa Remarks | Eait
Afghanistan Mot Entered Mot Entered Mot Entered ./ 1

| Skip to Next Tab | | Cancel | Back || Continue |

The “Visa Details” page will display.
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Home : View Person : Edit Eligibility Requirements

Edit Eligibility Requirements

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

Enter the selected Country's Visa Information:

Country:  Afghanistan
Visa Number: | ‘ 2

Expiration Date: |

[.j (mmiddiyyyy)

5 ] |
P
—

2. Enter the visa number, expiration date, and any optional visa remarks.

Visa Remarks:

3. Click Update to save your entries.
Note: If you click Close without first clicking Update, your entries are not saved.

A confirmation message appears indicating your entries were saved successfully.

Home : View Person : Edit Eligibility Requirements

Edit Eligibility Requirements
1. Training | 2. Health | 3. Visa 4. Personal Equipment | 5. Clearance | 6. Forms

Eligibility Visa has been saved successfully.
Enter the selected Country's Visa Information:

Country:  Afghanistan

Visa Number:  [1Fg1234567800 |

Expiration Date: |DB;‘20."2D15 [j (mmiddAyyyy)

Visa Remarks: |Herr|ark details

|
e ] ) 4

4. Click Close. The “3. Visa” tab will display with the visa information that you just
entered.

Home : View Person : Edit Eligibility Requirements

Edit Eligibility Requirements

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

Select edit to update a country's visa information:

CountryDesc Visa Number Expiration Date | Visa Remarks | Edit
Afghanistan AFG1234567880 06/20/2018 Remark dstails y 5

| Skip to Next Tab ‘ ‘ Cancel | Back |Cnn1|r|ue |5

5. To add or update visa information for any other countries, click the Edit icon and repeat
the steps to document visa information.

6. Click Continue. The “4. Personal Equipment” tab will display.

6.6.4 Personal Equipment/Weapons
On the “4. Personal Equipment” tab:

1. Click the appropriate radio button to answer questions 1 and 2. If question 3 is disabled,
go to step 3.
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Note: Question 3 becomes unlocked if the Contracting Officer has authorized a weapon
and approved the contractor’s LOA in SPOT.

Home : View Person : Edit Eligibility Reguirements

Edit Eligibility Requirements

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

Enter Personal Equipment Information:

1. Has the person received government issued OCIE? O Yes ® no {

2. Has the person been issued Two Sets of ID Tags? ) Yes ® no

This person has been contractually authorized to carry a weapon(s):

{Prior to weapon issuance, final authorization is reguired from the Combatant Commander (CCDR) IAW FAR yse 52 225-26).
3. Has this person been issued a weapon? ) vyes ® no

Skip to Next Tab | | Cancel Save | Save and Continue H 3

2. If the contractor is not issued a weapon, click No. If the contractor is issued a weapon, go
to step 3.

Note: When the “WEAPON” checkbox is selected in the “AUTHORIZED
GOVERNMENT SERVICES” section of a Contracting Officer approved LOA, this only
indicates the employee is contractually able to carry a weapon. Other training and
certification requirements imposed by the contract or COCOM also need to be satisfied
prior to the contractor being issued a weapon. It is possible that a contractor is authorized
to carry weapons, but the contractor is never actually issued a weapon.

3. Click Save and Continue to display the “5. Clearance” tab (see Section 6.6.5).

4. 1If the contractor is issued a weapon, select Yes for question 3. Question 4 will display.

Home : View Person : Edit Eligibility Requirements

Edit Eligibility Requirements

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

Enter Personal Equipment Information:

1. Has the person received government issued OCIE? ':' Yes 'E' Mo

2. Has the person been issued Two Sets of ID Tags? ) yes ® no

This person has been contractually authorized to carry a weapon(s):

{Prior to weapon issuance, final authorization is required from the Combatant Commander (CCDR) 1AW FAI 52.225-26).
3. Has this person been issued a weapon? ® ves O no 4

Select a Weapon Type v| Add Weapon 4 5

4, What type of weapon(s) is the person carrying?

Skip to Next Tab Save and Continue

5. For question 4, select the Weapon Type from the drop-down list. Click Go (E3) or the
Add Weapon link. Question 5 will display.
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This person has been contractually authorized to carry a weapon(s):
(Prior to weapon issuance, final authorization is required from the Combatant Commander (CCDR) IAW FAR Clause 52 225-26)

3. Has this person been issued a weapon? 'Zi:- Yes 'Z::' No

Pistol 9mm (M) V[ e
4, What type of weapon(s) is the person carrying? | (M3} | Sapon

i 6 Skip to Next Tab || Cancel || Back || Save ! Save and Continue !

5. What is the serial number of the weapon(s)?
s Pistol 9mm (M%) | | Source: |Select a Source leemnve {

6. Enter the Serial Number in the text field. A serial number is required. This field cannot

be empty/blank or contain invalid characters, all spaces, or the value Unknown (in

uppercase, lowercase, or mixed case). Valid characters are letters (a-z or A-Z), numbers

(0-9), and a dash (-).

7. Select the source of the weapon from the Source drop-down list.

8. Repeat the steps to add all weapons associated with this person, up to a maximum of ten.

This person has been contractually authorized to carry a weapon(s):
(Prior to weapon issuance, final authorization is required from the Combatant Commander (CCDR) IAW FAR Clause 52 225-26)

3. Has this person been issued a weapon? "E\' Yes ".:' No

kd Addw
4. What type of weapon(s) is the person carrying? |P‘Sm| Sy [MBJ V|. i Yieapon

5. What is the serial number of the weapon(s)?

Pigtol 3mm (M8) |5|389843 ‘ Source: [Company Furnished Equipment | Remove

Skip to Next Tab Cancel“ Back" Save SaveandConﬁnue.J

9. Click Save and Continue. The “5. Clearance” tab will display.

Note: You can add or update issued weapon information during the deployment phase by

clicking the Identify Issued Weapon link in the “Deployment” section of the“View

Person” page (see Section 9.2). This link is available after an LOA with Weapon selected

as an Authorized Government Service is approved by a Contracting Officer.

6.6.5 Clearance Information
On the “5. Clearance” tab:

1. Click the appropriate radio button to answer questions 1 and 2.

Home : View Person : Edit Eligibility Requirements

Edit Eligibility Requirements

1. Training | 2. Health | 3. Visa | 4.Personal Equipment | 5. Clearance || 6. Forms
Enter Security Information:

1. Has the person received Country Clearance? : Yes ' NDQ

2. Has the person received a Theater Clearance? O Yes ® No

Skip to Next Tab || Cancel H Back !| Save “ Save and Continue

If you answer Yes, date fields will display.
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Enter Security Information:

1. Has the person received Country Clearance? ® ves O No

* Received Date: Lj (mmiddiyyyy) Q
(mmiddiyyyy
2. Has the person received a Theater Clearance? ® ves O No
* Received Date: 4j (mmiddiyyyy)
(mmiddiyyyy

i Skip to Next Tabh Cancel || Bﬁck” Save H Save and Continue "4?

Click Save and Continue. The “6. Forms” tab will display.

2. Enter the dates the clearances were received.

6.6.6 Forms
On the “6. Forms” tab:

1. Click the appropriate radio button to answer questions 1 through 5.

Home : View Person : Edit Eligibility Requirements

Edit Eligibility Requirements

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

Which Forms has the person completed?

1. 150 Prep Form () yes (® No{

2. DDForm 33 () yes @ Mo

3. TA-50 (if Supporting Unit)] () yes (@ No

4. Added to Unit TRFDD (if Supporting Unit) () yes @ po
5. DD Form 2764 (if Supporting Unit) () ves ® No

-{7

2. Click Save and Exit when complete. For non-SOFA country deployments, the “View
Person” page will display. For deployments that require SOFA information in SPOT, see
Section 6.6.7.

On the “View Person” page, the “Pre-Deployment” section is updated. The Eligibility
Requirements task will have a green check mark and the status “Complete”.

Note: If weapon information was entered, the Identify Issued Weapon task in the
“Deployment” section will also have a green check mark and the status “Complete”.
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Deployment Information Select a Previous Deployment v E Deployment Actions

Current Deployment

Actual Arrival Date: Mot yet arrived
Estimated Deployment: 07/18/2015 - 05/14/2019
Countries to be Visited: Afghanistan, Kuwait

Government Organization: ACQ

Confract Number: 123456-18-A-1235

Deployment Purpose: Support services

Current Duty Station

9~ |

iigw [ Print LOA Pre-Deployment

V Create Deployment Complete

Arrived: Mot yet arrived

V Request LOA KO Approved

IV Eligibility Requirements Complete I

Deployment ltinerary Incomplete

Task Order: 123456-18-A-T235 Deployment

V Identify Issued Weapon Complete

In-Theater Arrival Incomplete

View Duty Station History

6.6.7 SOFA

If a contractor’s country to be visited or deployment duty station country requires SOFA
information in SPOT, a “7. SOFA” tab is included in the eligibility requirements. From this tab
you can update the SOFA requirements entered when the deployment and LOA was requested.

To update a contractor’s SOFA requirements:

1. From the “6. Forms” tab, click Save and Continue, or from any eligibility requirements
tab, click Skip to Next Tab as many times as necessary to skip to the seventh tab without
saving. The “7. SOFA” tab will display.” It is prepopulated with the SOFA requirements
that were previously entered for this deployment.

2. Update the selections on the “7. SOFA” tab.

Notes:

If necessary, select the SOFA Country from the drop-down list.
Question 1 — Select one response for fulfilling the mission requirements.
Question 2 — Indicates if deployed person does not have a residency permit or
visa. Radio buttons are gray and disabled. Defaults to Yes if Question 1 is 1.1
through 1.5. Defaults to No if Question 1 is 1.6 No SOFA Status.
Question 3 — Indicate if qualified dependents will accompany the deployed
person. If you select Yes, you must select the number of qualifying dependents
and enter required information for those dependents in the table that appears on
the screen. If you select No, the Number of qualifying dependents field is gray
and disabled. When adding dependents:
o The table displays a row for each of the number of qualified dependents.
o In the “Status” column, a red “X” (#) appears until the row is complete
and the data is saved. A green check mark () appears after the row is
complete and saved.

o Click the trash can (ﬁl) to remove a dependent’s row from the table and
update the number of qualified dependents.
o You must enter dependent information for each qualified dependent
quantity indicated.
Question 4 — Enter or select the SOFA expiration date. If Question 1 is 1.6 No
SOFA Status, then this date field is gray and disabled and you cannot enter a
date. If you enter a date outside the contract/task order PoP, a warning message
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will appear when you click the Save and Exit button. Click OK to continue or
Cancel to remain on the “SOFA Page”. Ensure dates are in compliance with
SOFA requirements, normally not to exceed one year.

e Questions 5 — Indicate if the SOFA-specific AGS apply. Defaults to No and is
gray and disabled if Question 1 is 1.6 No SOFA Status.

e [fall required fields are not complete when you click Save and Exit, an error
message appears and you remain on the “SOFA Page”.

Edit Eligibility Requirements

1. Training || 2. Health | 3.Visa | 4.Personal Equipment || 5. Clearance | 6.Forms | 7. SOFA

SOFA Country: |JAPAN b Name: Higgins, Harry SSN: xoox-xx-0051
1. The tract is tial to the mission of the United States armed forces and has a high degree of skill or for the i it of mission
requirements by fulfilling one of the select only one from the following)
1.2 Possessing a security clearance recognized by the United Siates to perform his or her duties; or w
2. Employ toC ing Officer's sati ion that he/she does not have a residency permitiviga for Japan.
* Yes No

3. Qualified dependents as defined in SOFA Art. L.c., accompanying employee.
®ves O No

MNumber of qualifying dependents 2 ~

* Dependent 2 :: 5
“Dependents Name *Date of Birth Family ‘Spon:lonnl? ramily :ass:urt “Passport Country | Status
Relationship ember umber
[Hallie Higgins |[1111211982 @ Spouse w| ||Higgins, Harry [Us456987123 | [United States  w||+ W
[Hank Higgins ||[12/01/2018 Lj.! [Child | ||Higgins, Hamy [US123456789  ||[United States  v||v w

4. SOFA Expiration Date|05/04/2019 I[?j vyyy)

(Ordinarily SOFA Status will not exceed the period of performance of the base or option year of the contract, normally NTE one year.)

5. Japan Specific Authorized Government Service [AG3):Laundry and dry ing; Open as i by each ive club; Casualty

(mortuary services) on a reimbursable basis; Routine medical care on a reimbursable basis for U.S. citizens and emergency medical care on a reimbursable bagis for non- U.S.
citizens; Dental care, limited to relief of emergencies on a reimbursable basis; Department of Defense Dependent Schools on a space-available and tuition paying basis; Issuance
of U.5. Forces, Japan Operator's Permit; Issuance of vehicle license plates.

®ves UNo

Save and Exit || Cancel

3. Click Save and Exit to save your changes and return to the “View Person” page.

6.7 Adding a Deployment Itinerary
To add a deployment itinerary:

1. Search for and select a person (see Section 5.1). The “View Person” page will display.
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Resource
SPOT Reports Setu,
£ Center &

Home : View Person - Davis, Tanya (C Cont

f the person data is edited, the person's current LOA will not reflect the changes. In order to update the person data on the LOA, the current LOA must be revoked and a new
LO& request must be initiated.

Full Name: Davis, Tanya Deployment Status: Not Deployed
Email: tdavis@email.com Gender: Female
Company: HP Citizenship: United States
B5N: 000314 DMDC Verified: No
Date of Birth: 11/11/1951 CAC Expiration Date: Unknown

Last Update: 3/28/2016

Deployment Information No previous deployments exist for this person v E Deployment Actions VE

Current Deployment [ Wiew / Print LOA | Pre-Deployment
P P v Create Deployment Complete
E Py Status Update 3/25/2016
astFerson;Sialuz I’D;e: o | Request LOA KO Approved
Arrived: Mot yet arrived g g g |
v Eligibility Reguirements Complete
Actual Arrival Date: Not yet arrived
Estimated Deployment: 04/08/2016 - D1/10/2017 2 Deployment Itinerary Incomplete
Countries to be Visited: Afghanistan
Deployment
Government Organization: ACCQ
Contract Number: 123456-18-A-1234 V Icentify Issued Weapon Complete

2. From the “Pre-Deployment” section of the “View Person” page, click the Deployment
Itinerary link. The “Deployment Itinerary” page will display.

Resource
SPOT Reports e Setup

Home : View Person : Edit Deployment Itinerary

Deployment [tinerary

* Mode of Transportation: 3
Carrier: Pleass select a Carrier.. v

Flight Number: | |
* Arrival Date (mmiddiyyyy): | [ Vﬂ_,
Time of Arrival: 12:00 Midnight
* Port of Arrival: Country ‘ =Y 4

city

Save and Continue

3. Enter the requested information in the itinerary fields.

Notes:

o If you select an option other than Commercial Air, the Carrier and Flight
Number fields are disabled.

o If'the contractor was in theater on a previous deployment, select Remain in
Theater from the Mode of Transportation drop-down list.

4. Click the Search icon ( +) to search for and select the Port of Arrival. For more
information, see Section 2.1, Searching for a Duty Station.

Document Version 40.1, January 2019 163



SPOT-ES 8.10: Contractor Company User Manual

Deployment Itinerary

* Mode of Transportation: Military Air s

Carrier: | Piease select a Camisr.. %
Flight Number:
= Arrival Date (mm/ddlyyyy): |D4,.'1 0r2016 Lﬁ
Time of Arrival: 12:00 Midnight
* Port of Arrival: Country  Afghanistan A
City  Bagram

Site  BTRS - BAGRAM AIRFIELD (BAF)

@ Save and Continue {?‘

On the “View Person” page, the “Pre-Deployment” section is updated. The Deployment
Itinerary task will have a green check mark and the status “Complete”.

5. Click Save and Continue. The “View Person” page will display.

Deployment Information No previous deployments exist for this person v E Deployment Actions VE
Current Deployment View | Print LOA Pre-Deploy
Person Status: Active V Create Deployment Complete
Last P Status Update 3/25/2016
ast Person Status PI')“;‘:: o | Reauest LOA KO Approved
Arrived: Mot yet armived R -
v Eligibility Requirements Complete
Actual Arrival Date: Mot yet arrived
Estimated Deployment: 04/03/2016 - 01/10/2017 IV Deployment Itinerary Complete I
Countries to be Visited: Afghanistan
Deployment

[l Oroanization: ACO

7 Person Lists

A person list consists of persons that are intended to be deployed to the same contract, and if
applicable, task order.

SPOT streamlines the task of creating deployments and LOAs (see Section 6.2, Creating
Deployments and Requesting LOAs) by providing one consolidated deployment/LOA workflow,
regardless of whether the deployment/LOA task is for one or several persons deploying to the
same location at the same time. You can use one or more person lists while performing the
deployment/LOA task.

7.1 Searching for a Person List
To search for a person list:

1. From the SPOT menu bar, hover the cursor over SPOT and a drop-down menu will
appear. Under “Person List”, click the Manage link. The “Search for Person List” page
will display.
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Resource
SPOT Reporis Setu,
= : Center P
Person
Add

Contracts A SYSTEM ALERT
Add
Search jl

P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as

Company the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for
Request Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating
Search Note deployments to the country of Afghanistan. All such requests will be denied.

Deployments!/ LOAs wdding

Create Depls

Note

Eée':;e Depls  Request \dding Start Here
Reguest LOAs ()Add a Person | Search for Contract
Person List ortify &

ok fter Search for Person
Search for a person to deploy or deployment information
Deployment Template telease

Create led to Filter by Person Details:

Manage

Equisient Last Name: ‘ First Name:
S View All
Add Citizenship Category:
Search
Deployment Status: | Aj| ¥

2. Enter the search criteria and click Search. The search results will display the person lists
that match your search criteria.

Resource
SPOT Rlpoﬂ“ s e ) snup.

Homs : Ssarch for Person List

Deployments/LOAs
« Create Depls

& Create Depls / Request Search for Person List

Search for Person List

LOAs
- u erson List Name reated

Request LOAs [ o ' By [

Date Created Date Updated
er— — e — o —
rqrr T — LY
= Ma
nhe Person List Status | Spiect A Value - Bookmarked  Sgigct A Value »

e EC
el 0 Search Result(s) for - Persan List Name: doe Show per page:
= Create (Boowman. X Remove Bookmark 28
« Mansge m HAmE 007 Parsons (Creatsa By Dats Craatea Dats Upastsd . Stat

Page[*_Joto » v
Notes:

e The Person List Status field lets you search by the person list status, which is
essentially an aggregated value derived from all the statuses of the individual persons
in the person list.

Person List Status [P IUE N n

Select AValue ...

All

Ready for Depl (DY)
Ready for Depl/LOA (DL)
Ready for LOA (L)
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e The Person List Status drop-down list contains the following values:
o Ready for Depl (D) — All persons in the list have values in the fields required
for creating a new deployment.
o Ready for Depl/LOA (DL) — All contractors in the list have values in the
fields required for creating a new deployment with an associated LOA

request.

o Ready for LOA (L) — All contractors in the list have values in the fields
required for creating a LOA Request for an existing deployment.
o All - All person lists, including those that do not have one of the previous

three statuses.

e Foraperson list to have a “Ready for LOA (L)” status, all persons on the person list
must be “Ready for LOA” and the contract or contract/task order combination
selection must have an Assigned Contracting Officer.

e Ifaperson list is not ready for deployments or LOAs, it might be due to one of the

following reasons:

o Not all persons in the list have the required fields populated.
o The persons are assigned to different task orders/contracts.

3. Click on a person list name to view its details. The “Manage Person List” page will

display.

Resource
Center

SPOT Reports

Home : Search for Person List

Deployments/LOAs

* Create Depls

« Create Depls /
Request LOAs

» RequestLOAs

Deployment Template

* Create
- Manage

[] |Bach, Lulu
Person List —
[] klein, den
« Create

« Manage

Setup

Search for Person List *

Manage Person List

] Name &

Manage Person List *

Name June 25th Training
Description
Number of Persons 2
Status Not Ready for Deployments or LOAs

Show per page: 25 E

SSN/FIN Job Title In-Theater Email Stat Company/Govt Org

XKX-XX-1032 L |HP

XXK-XX-5678 bL HP

w1 Page 1 of 1 = B

I Use Person List for Depl/LOA | | Copy | Cancel I

4. On the “Manage Person List” page, perform any necessary actions. You have the option
to click one of the following buttons:

e Use Person List for Depl/LOA — The “Deployment/LOA” page will display and
you can create deployments and request LOAs.

e Copy — The person list will be copied.

e Cancel — Cancel the action and the person list will not be updated and you will be
returned to the “Search for Person List” page.

5. To view or edit a person’s data, click on the name in the Name column. The “Verify/Edit
Person” page will display. On the “Verify/Edit Person” page, perform any necessary
actions. You have the option to click one of the following buttons:
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e Save and Exit — The changes will be saved and you will be returned to the
“Manage Person List” page.
e Save — The changes will be saved and you will remain on the “Verify/Edit

Person”

page.

e Cancel — Cancel the action and the person’s data will not be updated and you will
be returned to the “Manage Person List” page.

SPOT Reports

Home : Search for Person List

Deployments/LOAs

* Create Depls

» Create Depls/
Request LOAs

* Request LOAs

Deployment Template
+ Create
+ Manage

Person List

+ Create
« Manage

Resource

Setu,
Center &

Search for Person List * Manage Person List * | Verify/Edit Person *

Verify/Edit Person

* required

required for LOA Requests

Some fields on this page may be non-editable. If data in these fields is incorrect, please contact the Defense Manpower Data

Center to update this data prior to calling the SPOT Help Desk.

Person data edited on this screen will not be reflected on the persen's current LOA. To update person data on the LOA, the current

LOA must be revoked and a new LOA must be initiated.

Personal Information

*First Name Jjohn
Middle Name
“Last Name jgmes
Suffix | Select A Value . ¥
TSSN XXX - XX - 1234
“Re-enter SSN XXX - XX - 1234
“Date of Birth o5/22/1960 |
*Gender pale v,
Place of Birth
“Citizenship  ynited States N

Address1 13500 EDS Drive

Address2

Country United States X
State | virginia e
City Hemdon
ZIP 20171

Home Phone  410.930-2309
Work Phone  703.980-2399
“Primary Email zcme@gmail.com
Company/Govt Org HP
Personnel Category Company Contractor Personnel

“Supervisor pg v

Clearance Information

Security Clearance
Expiration Date

Issuing Agency

Passport Information
Passport Number
Expiration Date

Issuing Country

Next of Kin Information
First Name

Middle Name

Last Name

Phone Number

Alt. Phone Number
Relationship
Language Spoken

Nearest Duty Station

Select A Value ... >,
Select AValue ... v
Select AValue ... N7
Select AValue ... N
Select A Value .. v
Country 4
City

I ‘ Save and Exit‘ |Cance| ‘

7.2 Creating a Person List

To create a person list:

1. From the SPOT menu bar, hover the cursor over SPOT and a drop-down menu will
display. Under “Person List”, click the Create link. The “Create Person List” page will

display.
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Resource
SPOT Reporis Setu
e Center -
Person
Add

Contracts A SYSTEM ALERT
Add
Search jl

P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as

Company the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for
Reguest Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating
Search Note deployments to the country of Afghanistan. All such reguests will be denied.

Deployments/ LOAs \dding
Create Depls

Note

EgaAa;e Depls f Request \dding Start Here
Request LOAs ()Add a Person -\ Search for Contract
Person List artify
fter ~  Search for Person

Manage Search for a person to deploy or deployment information
Deployment Template release

Create led to Filter by Person Details

Manage

Fijaipiticint Last Name: ‘ First Name:
i View All
paog Citizenship Category:

Search
Deployment Status: | A (]

2. Enter the List Name and an optional List Description. A List Name must be unique for
the user’s company.

If desired, select the Bookmark checkbox to bookmark the person list.

4. Click Save & Continue to add persons to the person list (see the following steps) or click
Save & Exit to create a person list and return to the “Home” page.

SPOT Reports. Resource Setup
Center

Home : Create Person List

el o8 Create Person List

+ Create Depls

» Create Depls / Create Person List

Request LOAs
+ Request LOAs “List Name Documentation 001

List Description To verify operation od create a person list functionality -

Deployment Template

* Create A

+ Manage B
I‘ Save & CnntinuJ ISave & Exit I Cancel |
I Person List I

+ Create

+ Bookmark

« Manage

5. Ifyou clicked Save & Continue to add persons to the list, the “Manage Person List”
page will display. Click Add Person(s). The “Search for Person” page will display.
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SPOT Reports Resource Setup
Center

Home : Create Persen List

D Manage Person List

* Create Depls

« Create Depls/
Request LOAs i 5
i P

+ Request LOAs escription To verify operation od create a person list functionality

‘Name Documentaton001 |

Deployment Template

Number of Persons 0
« Create

» Manage
Add Person(s)

Person List Bulk Job Title Remove Person(s) Show per page: 25 [
| Name &. SSN/FIN Job Title In-Theater Email  Stat Company/Govt Org

Status Not Ready for Deployments or LOAs

+ Create

* Manage

¢ Page 1 of 0 »> »i

| save | | save & Exit| [ Use Person List for D'e;')IILOA‘ Copy | | Delete Cancel |

6. On the “Search for Person” page, enter the search criteria. Click Search. The search
results, if any, will display.

Search for Person ®

Person Status | ggjact A Value ... . Citizenship Cateqory ' geajact A Value >
® 55N O FIN C DoD-ID [H:H:|

Personnel Category Company Contractor Personnel

Add Selected | Add Selected & Exit

Notes:

e When searching for a person to add to a new or existing person list, the Person
Status field on the “Search for Person” page lets you search for persons by status.

Person Status | Py NEIT +
Personnel Category [haiciadl s
All

Ready for Depl (D}
Ready for Depl/LOA (DL)
dd Selected Add § Readyfor LOA(L)

e The person status applies to a specific person. This status is based on the person’s
information that has been entered and stored in SPOT. A person’s information is
divided into the following three categories:

1. Personal Information — Includes personal identifiable information data, such
as the person’s name, SSN for US citizens, FIN for foreign nationals (if
available), 10-digit DoD ID associated with the person’s CAC, and date of
birth. To be ready for deployments, passport information is required for both
US citizens and foreign nationals who do not have a FIN.

2. Security Information — Includes clearance information, address, passport,
place of birth, phone numbers, and next of kin.

3. Deployment Information — Includes contract, task order, and LOA.
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e The following table lists the person status values and the corresponding definitions:

Status Definition
Ready for Person does not have a current deployment, and
Depl (D) All person data required for creating a deployment (+) is
populated
Ready for Person does not have a current deployment, and
Depl/LOA All person data required for creating a deployment (+) and
(DL) requesting an LOA (++) is populated
Ready for Person has a current deployment in which contract and task order
LOA (L) (when applicable) have an assigned Contracting Officer, and
e Person does not have a current LOA, and
e All person data required for requesting an LOA (++) is populated
All e Person is not ready for either a deployment or LOA, or
e Person has one of the previous three statuses

7. Select the desired names by clicking the checkbox to the left of each person’s name.
Click Add Selected & Exit. The selected persons will populate in the “Manage Person

LBET)
List” page.
Search for Person x
Last Name First Name | |

Person 5tatus | Ready for Depl (D) + Citizenship Category | ggject A value .. >

Personnel Category Company Contractor Personnel ® 35N COFIN O DoD-ID l:l—l:l—l:l
Search Clear Cancel
T6 Search Result(s) for - Person Status: Ready for Depl (D); Personnel Category: Company Contractor Personnel Show per page: |25 M

] Name = Citizenship Category Personnel Category SSN/FIN DoD-ID Company/Organization Statt
Davies, David D US Citizen Company Contractor Personn JX30(-XXX-0002 HP Enterprise Services ‘ﬁh
Davison, Dennis US Citizen Company Contractor Personn JO0(-X04-0015 HP Enterprise Services m
Davis, Tanya US Cttizen Company Contractor Personn JO0(-XX-0314 HP Enterprise Services n
Doe, John Us Ctizen Company Contractor Personn J0C(-XX-3000 HP Enterprise Services ‘ﬁv

|_|( Doe, John US Citizen Company Contractor Personn JOCK-XX-3008 HP Enterprise Services > o

Page 1 ofd »> wi

Add Selected I Add Selected & Exit I

8. Ifyou need to remove persons from the person list, click one or more checkboxes to
select the person(s) and click the Remove Person(s) link.
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SPOT Reports Resource

Setup
Center

Home : Search for Person List

Deployments/LOAs Search for Person List ®  Manage Person List *
e Create Depls

« Create Depls | Request Manage Person List
LOAs

« Request LOAs

“Name [pocumentation 001 |

Description [Tq yerify operation of create a person list
functionality
Deployment Template
+ Create
« Manage

Number of Persons 4

Status Mot Ready for Deployments or LOAS

Person List AddRerson(s),
« Create ““Bulk Job T\t_le Show per page: |25 |v

« Manage

. Name + SSN/FIN Job Title In-Theater Email Stat Company/Govt Org
D Davies, David D 000002 &, l?: HP Enterprise Services N
[] | Davis, Tanya JOOG-ICK-0314

U
U

HP Enterprise Services

D Davison, Dennis H0OLKK-0015 l:l B l:l .@‘ HP Enterprise Services

’—| | = v
0003000 A (D | HP Enterprise Services
>

Page 1 of 1

| save || savesExt || Use Person List for DepliLOA || copy || petete |[ cancel |

The selected persons are removed from the person list. To add more persons, select Add
Person(s) and repeat steps 6 and 7.

seaT Reports B e

Setup
Center

Home : Search for Person List

e s Search for Person List * | Manage Person List ¥

s Create Depls

» Create Depls | Request
LOAs

+ Request LOAs

Manage Person List

*Name [pgcumentation 001

Description [Tq verify operation of create a person list
functionality
Deployment Template
» Create
+ Manage Number of Persons 3
Status Not Ready for Deployments or LOAs
= Create L Bulk Job Title 4 Remove Personi(s) Show per pﬂge:l25 v
+ Manage

1 Name + SSNFIN Job Title In-Theater Email Stahi Company/Govt Org

D Davies, David D 200(-XX-0002 I:I_.§ l:l -[’. HP Enterprise Services

[] | pavison, Dennis HOEKK-0015

D) | HP Enterprise Services

D
D

) | HP Enterprise Services

Page 1 of 1

| save || saveaExit || Use Person List for DepliLOA

| [com.] [[msten.] [Lcancail]

9. Enter a Job Title for each person on the person list. Although Job Title is not required for
a person list, it is required for requesting an LOA.

e To enter a Job Title for a person, click the Search icon () associated with the

person.
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e To enter a Job Title for multiple persons in the person list, click one or more
checkboxes to select the person(s) and click the Bulk Job Title link.

For more information, see Section 2.3, Searching for a Job Title.

spaT Reports Resource Setup

Center

Home : Search for Person List

Deployments/LOAs Search for Person List * | Manage Person List

Manage Person List
*Name [pgcumentation 001

* Create Depls

+ Create Depls / Request
LOAs

+ Request LOAsS

Description [Tq varify operation of create a person list
functionality
Deployment Template
» Create
+ Manage Humber of Persons 3
Status Not Ready for Deployments or LOAS

e Add Person(s)
+ Create ~“Bulk Job Title & Remove Person(s) Show per page;_l__25 e
= Manage 1 Name + SSNFIN Job Title In-Theater Email Stah Company/Govt Org

Davies, David D JOOCX4-0002 l:l R, I:I (D) | HP Enterprise Services

Davis, Tanya JOOK-KX-0314 I:I 3, l:l 1@. HP Enterprise Services

D Davison, Dennis HOOK-KX-0015 l:ml:l -[). HP Enterprise Services

Page 1 of 1
| save || savesEnt || Use Person List for DepliLOA || copy || Delete || cancel

The selected job titles will populate on the person list.

Home : Search for Person List

Deployments/LOAs Search for Person List *  Manage Person List *

« Create Depls

« Create Depls | Request
LOAs

= Request LOAs

Manage Person List

“Name \Documentatmn 001 ‘

Description [To verify aperation of create a person list
functionality
Deployment Template
+ Create
« Manage Number of Persons 3
Status Mot Ready for Deployments or LOAs

Person List | AddPersonts) |
s Create “+Bulk Job Title -] Remave Person(s) Show per page:|25 v
« Manage [l Mame = SSN/FIN Job Title In-Theater Email Stat Company/Govt Org

Davies, David D 30060002 Electrical Enginears 8, ‘@‘ HP Enterprise Services

Davis, Tanya 20000314 Electrical Engineers o r@; HP Enterprise Services

[] | Davison, Dennis 0CE-X-0015 Business Operations | 8 j‘ HP Enterprise Services

Page 1 of 1
| save || savesExit || Use Person List for DeplLOA || copy || Detete || cancel |

10. Enter the In-Theater Email for each person on the person list. Although In-Theater
Email is not required for a person list, it is required for requesting an LOA.
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Home : Search for Person List

Deployments/LOAs Search for Person List * | Manage Person List *

+ Create Depls

» Create Depls | Request Manage Person List

LOAs
# Request LOAs

*Name |Documemat|on 001 ‘

Description [Tg yerify operation of create a person list
functionality
Deployment Template
» Create
+ Manage Humber of Persons 3
Status Not Ready for Deployments or LOAS
P Add Person(s) |
s Create Bulk Job Title ¥ Remove Person(s) Show per 5'.if:|gell25 heed
+ Manage ! Name = SSNIFIN Job Title In-Theater Email Stat Company/Govt Org

[ | Davies, David D OK-XX-0002 Electrical Engineers 1fl | |gdavies@inth.com (D) | HP Enterprise Services
[] | Davis, Tanya JOOI0C0314 Electrical Engineers o | |tdavis@inth.com \u HP Enterprise Services
[ | pavison, Dennis JO-HH-0015 Business Operations & 1 ddavison@inth.com ‘ﬂ. HP Enterprise Services

Page 1 of 1

| save || savesEat || Use Person List for DepliILOA || copy || Delete || cancel

11. Click one of the following buttons:

e Save — Saves the person list and you remain on the current page.

e Save & Exit — Saves the person list and the “Home” page will display, or if
multiple tabs are open, the adjacent tab will display.

e Use Person List for Depl/LOA — Displays the “Create Deployments/Request

LOAs” page. For more information, see Section 6.2, Creating Deployments and
Requesting LOAs.

e Copy — Copies the person list.
e Delete — Deletes the person list.

e Cancel — Does not save the person list and the “Home” page will display, or if
multiple tabs are open, the adjacent tab will display.
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Home : Search for Person List

Deployments/LOAs Search for Person List * | Manage Person List *

+ Create Depls

» Create Depls | Request Manage Person List

LOAs
+ Request LOAs “"Name [Documentation 001 |
Description [Tg yerify operation of create a person list
functionality
Deployment Template
» Create
+ Manage

Number of Persons 3

Status Not Ready for Deployments or LOAS

Person List I—IM" Berson(s)

« Create “»Bulk Job Title [ Remove Person(s) Show per page:lEE B2
+ Manage ! Name = SSNIFIN Job Title In-Theater Email Stat Company/Govt Org

[] | Davis, Tanya JOOI0C0314 Electrical Engineers |, ||tdavis@inth.com [@- | HP Enterprise Services

[ | pavison, Dennis JOOEHH-0015 Hyciss Oueties S

[ | Davies, David D HHK-XK-0002 Electrical Engineers | || ddavies@inth.com (D) | HP Enterprise Services
) L}

ddavison@inth.com [ :

) | HP Enterprise Services

Page 1 of 1

Save Save & Exit Use Person List for DepliLOA Copy Delete Cancel

7.3 Managing a Person List

To manage a person list:

1. From the SPOT menu bar, hover the cursor over SPOT and a drop-down menu will

display. Under “Person List”, click the Manage link. The “Search for Person List” page
will display.

sPOT Reports gesomise Setu
2 Center =
Person
Add
Contracts A SYSTEM ALERT
Add
Search jl B - =
P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as
Company the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for
Request Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating
Search Note deployments to the country of Afghanistan. All such requests will be denied.
Deployments/ LOAS wdding
Create Depls
Note
Egz‘a;e Depls f Request \dding Start Here
Request LOAs @Add a Person ., Search for Contract
Person List artify
et fter % search for Person
Search for a person to deploy or deployment information
Deployment Template release
Create led to Filter by Person Details:
Manage
Equi t Last Name: ‘ First Name:
B View All
Add Citizenship Category:
Search
Deployment Status: | aj V]

2. Enter the search criteria and click Search. The search results will display the person lists
that match your search criteria.

3. Click on a person list name to view its details. The “Manage Person List” page will
display.
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Home : Search for Person List

Deployments/LOAs Search for Person List

+ Create Depls

« Create Depls / Search for Person List

Request LOAs
+ Request LOAs Person List Name Docy Created By
Date Created Date Updated

Deployment Template From | From |

+ Create Te cil| To =

+ Manage Person List Status  Select A Value ... ¥ Bookmarked |Select A Value ... v

Search | Cancel

FEETRE 1 Search Result(s) for - Person List Name: Docu

.« Create Bookmark *{ Remove Bookmark Show per page: | 25 [=]

+ Manage D { Name # of Persons Created By Date Created Date Updated <=  Sta

0| | bocumentationoot | |2 gﬂ‘;’;‘;‘!‘f skt 111202014 11/202014 I

w = Page 1 of 1 e

4. On the “Manage Person List” page, update the Name and Description if necessary.

SPOT Reports Resource Setup
Center

Home : Search for Person List

Deployments/LOAs

Search for Person List *  Manage Person List *

» Create Depls

» Create Depls/
Request LOAs

+ Request LOAs

Manage Person List
“Name |Documentation 001
Description To verify operation od create a person list functionality

Deployment Template

+ Create

* Manage Number of Persons 2

Status Ready for Deployments
Ready for Deployments/LOAs

Person List Add Person(s)

+ Create

« Manage “Bulk Job Title i Remove Person(s) Show per page: 25 F
] Name & SSN/FIN Job Title In-Theater Email Stat Company/Govt Org
[C] |klein, den XHO(-XX-5678 Electro-Mechanical T % | dklein@inth.com wli.‘ HP
7] |wilson Jr., Odell W XXX-XX-6789 Business Operations % | owilson@inth.com \Ii.w HP
g wa Page 1 of 1 pp

‘ Save & Exiti ‘ Use Person List for DepI.I'LOA‘ Cnpy‘ ‘ Delete ‘ | Cancel ‘

5. To add more persons into the person list, click Add Person(s). The “Search for Person”
window will display. Perform a search and select and add one or more persons from the
search results. For more information, see Section 7.2, Creating a Person List. The list will
be updated with the selected person(s).
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Home : Search for Person List

Deployments/LOAs

+ Create Depls

+ Create Depls/
Request LOAs

+ Request LOAs

Deployment Template

+ Create
« Manage

Person List

«» Create
+ Manage

Resource

Setup
Center

Search for Person List *  Manage Person List *

Manag: rson List

“Name |Documentation 001

Description To verify operation od create a person list functionality +

Number of Persons 2

Status Ready for Deployments
Ready for Deployments/LOAs

SBulk Job Title MRemove Person(s) Show per page: 25 ’T

D Name & SSN/FIN Job Title In-Theater Email Stat Company/Govt Org
[ |klein, den XXHK-XX-5678 Electro-Mechanical T % | dklein@inth.com \Ii.‘ HP
[] |wilson Jr., Odell W XHA-XX-6789 Business Operations % | owilson@inth.com BL HP

ra wa Page 1 of 1 pw

Save & Exit‘ ‘ Use Person List for DepI.I'LOA‘ Copy ‘ Delete‘ | Cancel ‘

>

To update the information for a person, click the person’s name.

SPOT Reports.

Home : Search for Person List

Deployments/LOAs

« Create Depls

« Create Depls/
Request LOAs

- Request LOAs

Deployment Template

«» Create
» Manage

Person List

« Create
+ Manage

Resource

Setup
Center

Search for Person List *  Manage Person List *

Manage Person List

“Name |Documentation 001

Description To verify operation od create a person list functionality ~

Number of Persons 2

Status Ready for Deployments
Ready for Deployments/LOAs

Add Person(s)

SBulk Job Title iRemove Person(s)

Show per page: 25 F
] Name & SSN/FIN

Job Title Company/Govt Org

In-Theater Email  Stat

[C1 |Klein, den XHA-XX-5678 Electro-Mechanical T 5 | dklein@inth.com wﬁ.‘ HP

[} wilson Jr | Odell W XXK-XX-B789 Business Operations + | owilson@inthcom  BU  HP

pa <1 Page 1 of 1 e

‘ Save & Exit‘ ‘ Use Person List for DepI.I'LOA‘ Copy ‘ Delete‘ | Cancel ‘

7. If necessary, update the person’s Job Title or In-Theater Email. Although Job Title and
In-Theater Email are not required to create a person list, they are required for requesting

an LOA.
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Deployments/LOAs Search for Person List * Manage Person List *

+ Create Depls

+ Create Depls / Manage Person List

Request LOAs
+ Request LOAs *Name Documentation 001

Description To verify operation od create a person list functionality »

Deployment Template
+ Create
« Manage Number of Persons 2

Status Ready for Deployments
Ready for Deployments/LOAs

Person List Add Person(s)
« Create
+ Manage SBulk Job Title 4 Remove Person(s) Show per page: 25 ’T
] Name & SSN/FIN Job Title In-Theater Email Stat Company/Govt Org
[ |klein, den XHX-XX-5678 Electro-Mechanical T % | dklein@inth.com N. HP
"] 'wilson Jr, Odell W XXX-XX-6789 IBusiness Operations Ilnww\suﬂ@mth,cum Iwu_. HP

& Page 1 of 1 pe p

Save | Save & Exit| | Use Perscn List for DepliLOA | Copy | | Delete | | Cancel

An icon indicates each person’s status for deployment and LOA.
8. Click one of the following buttons:

e Save — The person list will be saved.

e Save & Exit — The list will be saved and the “Home page” will display, or if
multiple tabs are open, the adjacent tab will display.

e Use Person List for Depl/LOA — The “Create Deployments/Request LOAS”
page will display and to let you create deployments and request LOAs. For more
information, see Section 6.2, Creating Deployments and Requesting LOAs.

e Copy — The person list will be copied.

e Delete — The person list will be deleted.

e Cancel — The person list will not be saved and the “Home” page will display, or if
multiple tabs are open, the adjacent tab will display.

7.4 Copying and Reusing a Person List

To copy and reuse a person list:

1. From the SPOT menu bar, hover the cursor over SPOT and a drop-down menu will
display. Under “Person List”, click the Manage link. The “Search for Person List” page
will display.
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Add

Contracts A SYSTEM ALERT
Add
Search jl

P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as

Compary the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for
Request Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating
Search Note deployments to the country of Afghanistan. All such requests will be denied.

Deployments!/ LOAs wdding
Create Depls

Note

E(r)e':;e Depls  Request \dding Start Here
Reguest LOAs ()Add a Person | Search for Contract
Person List artify &

ke fter Search for Person

Mznage Search for a person to deploy or deployment information
Deployment Template telease

Create led to Filter by Person Details:

S — Last Name: ‘ First Name:
o View All
Add Citizenship Category:

Search
Deployment Status: | Aj| ¥

2. Enter the search criteria and click Search. The search results will display the person lists
that match your search criteria.

3. Click on a person list name to view its details. The “Manage Person List” page will
display.

sPOT Reports EARLECS Setup
Home : Search for Person List
DeploymentsLOAs Search for Person List
» Create Depls
+ Create Depls | Request Search for Person List
LOAs
+ Request LOAs Person ListName [459 =] Created By [
Daie Created Daie Updated
From | 1= From [ 1=
Deployment Template L | L J
111 O | ol |
+ Create oL = °L =
= Manage Person List Stalus | gapaet & Valus .. - Bookmarked | gl & valus -
Search | | Clear Cancel
Person List 2 Search Result{s) for - Person List Mama: 123
- — {Bookmark M Remove Bookmark Show per page:| 25 %
s anagk " Hame #of Persons Created By [Date Created Date Updated . 5tat
O o Est 10 1234 1 Caetl, Wilson H 0TRI2014 07014
m TEST123 1 Mid, Kafi 1 120272013 121022013

4. Click Copy. The “Copy Person List” window will display.
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flome : Search for Person List

Deployments/LOAs
+ Create Depls

« Create Dopis  Request

LOAs
» Reguest LOAs “Name lFﬂf.TO 1'234

Search for Person List ™  Search for PersonList ® | Manage Person List L

Description !"[u deploy personnel Task Order 1234

Deployment Template

o Criate |
+ Manage Mumber of Persons 1
Status Mot Ready for Deployments or LOAs
Person List Add Person(s)
o Craate “Bulk Job Title M Remove Personis) Show p-er[uge:;_z
« Manage |_; Hame = SSNFIN Job Title In-Theater Email Stat  CompanyiGovl Org
[ |Doe, John J004-204-3000 |Architectural and Chf 4 ||jé@email.com | HP

Page[t  |of1

save || Save & Exit Use Person List for DeplLOA Deete || Cancel

5. Enter the requested information and click Save. The pop-up window will display a
success message.

Copy Person List x

* required
Person List Name ForTO 1234

Copy Person List As For TO 1000

Description [7p5 s a copy of For TO 1234 =

=

| save || cancel |

6. Click OK. The “Manage Person List” page will display.

-
Message from webpage ﬂ

Copy Personj

Person List copied successfully!
* required £ !—\_ P y

=

“cof

7. If necessary, click the Search for Person List tab to verify the list was copied.
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Resource

Home : Search for Person List

Deployments/LOAs

+ Create Depls

+ Create Depls | Request
LOAs

+ HRequest LOAs

Search fof Person List * | Manage Person List *

Manage Person List

*Hame [ForT0 1234

Description [Tq dapioy personnel Task Ordar 4234

Deployment Template
& Create
+ Manage Humber of Persons 1
Status ot Ready for Deployments or LOAS
Parson List Add Person(s)
» Create “Bulk Job Title MRemove Person(s) Show per page: | 25 V|
« Manage O Hame ~ SSMFIN Job Titke In-Theater Email St CompanyiGovi Org
[] Dos, John J00K-30K-3000 INthlt!dur_aIanuCr\_ 4 Ilju@emallcnn'! | HP
Page['  Joi1
Save | Save & Exit Use Person List for DepliLOA Copy Delate Cancel

8. Ifnecessary, search for the person list that was copied. The person list displays in the

search results.

SPOT Reports

Resource

Home ; Search for Person List

Deployments/LOAS
= Create Depls

« Create Depls | Request
LOAS

» Request LOAS

Deployment Template
= Create
= Manage

Person List

« Create
+ Manage

Search for Person List * | Manage Person List *

Search for Person List

Parson List Nama |_1DDE|

Date Created

From L d

o )8

Person List SIS | saject & value .

1 Search Result(s) for - Person List Name: 1000
Bookmark X Remove Bookmark
‘m 3 Name #of Persons

0 For TO 1000 1

Created By Date Created Date Updated - Stat
Odell, Wilson H 077232014 07232014
pPager ot

Craated By |' |
Date Updated
From [l
—
Ta [ J

Bookmarked | galect AValue

w

| search || ciear || cancel |

—
Show per page:| 25 v

7.5 Managing Bookmarks for Person Lists

To manage bookmarks

for person lists:

1. Search for person lists. The search results will display the person lists that match the

entered search ¢

riteria.
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SPOT Reports ERsonIEA Setup
Center
Homé = Search for Person List
Deploymeniall OAs Search for Person List * | Manage Person List *
» Create Depls
o Create Depls | Request Search for Person List
LOAS
« RequestLOAs Person ListName [123 Created By | |
Date Created Date Updated

From = From [ 1=

Deployment Template | S —_—
T 4 T
+ Create o[ = b I
= Manage Person List Status | gaject 4 Value Bookmarked gajact & Value -
Parson List 2 Search Result{s) for - Person List Name: 123
it {Bookmark X Remove Baokmark Showque:
; Hame # reated pdated
» Manage | of Persons Created By Date C Date U L st
O For TO 1234 1 Odall, Wilsen H 07232014 07232014
| TEST123 1 Md, Kafi 1 1210212013 1200272013
Page/|1 of1

2. Click one or more checkboxes next to each person list. Click the Bookmark link. The
selected person lists will be bookmarked.

SPaL Hepocte

Resource

e )

Homme = Search for Person List

DeploymentsLOAS

» Create Depls

# Create Depls | Request
LOAs

« Request LOAs

Deployment Template
= Creafe
= Manage

Person List

= Create
» Manage

Search for Person List ™| Manage Person List *

Search for Person List

Person List Name [123

Date Created
To | J_

Person List 5taius  seject A Value .

Caarch Besabiis) for - Person List Name: 123

W Remove Bookmark
[]. i Hame

For TO 1234 1

TEST123 1

2 of Persons

] Created By |
Date Updated
From =
- .
Te]. =
- Bookmarked gejed Avalue -
Search | Clear || Cancel
Show per page:| 25
Created By Date Created Date Updated . Stat
Ogall, Witson H T304 ovr232014
Md, Kafi 1 120272013 120212013

Pag.el:loﬂ

A Yellow Star (') displays next to each bookmarked person list.
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SPOT Reports Resaurce Setup
Center —
Home @ Search for Person List
Lttt i Search for Person List * | Mana L
e Person List
o Create Depls
+ Create Depls | Request Search for Person List
LO#s
= Request LOAs Person List Hame [133 Created By | |
Date Created Date Updated
From |5 From |
Deployment Template | I |
To [ = To |
« Create L 1= L
+ Manage Person List SIS | geect A Value - Bookmarked | select A Value >
Search Clear  Cancel
Parson List Z Search Resulifs) for - Person List Hame: 123 .
« Creale [ Bookmark X Remaove Bookmark Show per page:| 25 ™|
o Manage [k Hamne £ of Persons Created By Date Created Date Updated . Stat
O TEST123 1 W, Kah 1 12m22013 Q7232014
O For TO 1234 1 Odell, Wilson H OT/232014 07232014
Page|1 |al1

3. To remove bookmarks from person lists, check one or more checkboxes next to each
bookmarked person list and click the Remove Bookmark link. The bookmarks will be
removed from the selected person lists.

Resource
SPOT Reporns Setup

Home ; Search for Person List

DeploymentsILOAS
» Create Depls

» Create Depls | Request Search for Person List

Search for Person List * | Manage Person List *

LOAs
» Request LOAS Person List Name [123 ] Created By |
Date Created Date Updated

From [ 1 From [

Deployment Template e—
To | 1 To |

* Create L Fe L !
* Manage Person List S1alus | gajec A Value - Bookmarked | getect A Value -

Search Clear Cancel

Person List 2 Search Re i 123
P {Bookmark | M Remove Bookmark Show per page:| 25 )
. # of Persons Created By Date Created hate Updated .

o Manage S
|: r ForTO 1234 1 Do, Wilson H 0F2az04 OTRZIZ014
; [TESTI23 1 Md, Kafi 1 1210212013 072372014
Page[' ot

The Yellow Star () is removed for each of the selected person lists and the person lists
are no longer bookmarked.
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Home : Search for Person List

DEpeTaIL DA Search for Person List ® | Manage Person List *

« Create Depls

» Create Depls | Request Search for Person List

LOAs
= Request LDAS Person List Mame [124 Created By
Diaie Created Date Updated
From | = From |
Deployment Template
Ti i T
s Create Hl . i
» Manage Person List Status | 2aiac A Value v Bookmarked | gaject 4 Vaiue -
Search Char Cancel

Parson List 2 Search Resulls) for - Person List Nama: 123

« Create Bookmark % Remove Bookmark Shew per page: a8 V.

Hame £ of Persons Created By Date Created Date Updated - Stat
+ Manage
For TO 1224 1 Daell, Wilson H 07r22014 07232014
| DTEST‘I?E 1 Mg, Kafi 1 12022013 12022013
Fauu;.' .ul 1

8 Deployment Templates

A deployment template contains the data that is common among all contractors being deployed
against the same contract/task order.

Deployment templates collect deployment-specific data to streamline the process of creating
deployments and LOAs (see Section 6.2, Creating Deployments and Requesting LOAs) for
multiple personnel being deployed to the same area. However, if personnel have different
deployment sites or contract/task order combinations, you will need to create a different
deployment template for each deployment site.

Note: If a template’s country to be visited or deployment duty station country requires SOFA
information in SPOT, additional SOFA requirements must be completed if the template is
selected to request a deployment and LOA (see Section 6.2.1).

8.1 Searching for a Deployment Template

To search for a deployment template:

1. From the SPOT menu bar, hover the cursor over SPOT and a drop-down menu will
display. Under “Deployment Template”, click the Manage link. The “Search
Deployment Template™ page will display.
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Resource

SPOT Reporis Setu
e : Center -
Person
Add
Contracts A SYSTEM ALERT
Add
Search jl . ~ ~
P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as
Compary the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for
Request Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating
Search Note deployments to the country of Afghanistan. All such requests will be denied.
Deployments! LOAS wdding
Create Depls
Note
Ega':;e Depls  Request \dding Start Here
Reguest LOAs ()Add a Person | Search for Contract
Person List artify &
ke fter Search for Person
Mznage Search for a person to deploy or deployment information
Deployment Template telease
Create led to Filter by Person Details:
A ooy Last Name: ‘ First Name:
o View All
Add Citizenship Category:
Search
Deployment Status: | Aj| ¥

Enter the search criteria and click Search. The results will display a list of deployment
templates.

SpoOT Reporis Resourc Setup
Home : Search Deployment Tempilate
Lot i ] Search Deployment Temp...
+ Create Depls
s Create Depls | Request Search Deployment Template
LOAS
+ Request LOAS Deployment Template [gaa] x| Created By |
HName
- ._ Deployment | To o]
Date | To ] start Date | [
Deployment Template Creaied e
Depl | | T ]
s Creaie Date ._:: To | LDn:y;:f: L - 4 - "
Updated P —
+ Manage - -
Contract Number = ask Order Number | g assocaled Task Order -
Operation | seject 4 Val -
Country | selgct A Valug = Select A Value
Person List Bookmarked | gajact A Value >
St DE"'“\'”‘?““E'”;IP';“E Select A Value .. > -
. atus
-Seaum Clear
« Manage
Notes:

o The Deployment Template Status field lets you search for a template by status.

Deployment Template
Status

elect AValue ..

Select AValue ...

Al
Ready for Depl (D)

Ready for Depl/LOA (DL)
Ready for LOA (L)

=ibility Statement

o The following template status values are based on the deployment template
information that has been entered and stored in SPOT:
o Ready for Depl (D) — All fields necessary for creating deployments are
populated.
o Ready for Depl/LOA (DL) — All fields necessary for creating

deployments and LOA requests are populated.
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o Ready for LOA (L) — All fields necessary for creating LOA requests for
existing deployments are populated.
o All - All deployment templates, including those that do not have one of
the three statuses above.
o If a deployment template is not ready for deployments or LOAsS, it might be
because the fields necessary for creating deployments and/or LOA requests have
not been populated.

3. Click on a deployment template to view its details. The “Manage Deployment Template”
page will display.

SPOT Reports Resource Setup
Center

Home : Search for Person List

L) SIS Search Deployment Temp...

+ Create Depls

« Create Depls/ Search Deployment Template

Request LOAs
» RequestLOAs Deployment Template training Created By
Name
Deployment = To
Date To = Start Date
Deployment Template Created
- I Deployment ¥ To
Date = To = End Date
+ Manage Updated
Task Order Number | o associated Task Order ¥,
Contract Number 5. > v .
- Operation | seject A Value ... N/
Person List Country |Select A Value ... N7
. Bookmarked | Seject A Value ... "7
+ Create Deployment Template |gejlect A Value ... e E | |
+ Manage Status | Search, | Clear |

23 Search Result(s) for - Deployment Template Name: training

Bookmark ¢ Remove Bookmark Show per page: 25 F
l Name Created By Contract # Task Order # Date Created Date Updated < Stz
O ?f;ﬁ’nzm‘ 011, Student KAME10-14-D-0004 0001 1012712014 1012712014 oL
[[] Oct2istTraining 011, Student KAME10-14-D-0004 0001 10/21/2014 1072112014 L
B Oct 7th training Eﬂmemhi John | AME10-14-D-0001 0001 10/07/2014 10/07/2014 bL

ompany

[[]  Sept23rd Traning 011, Student KAMEDS-14-D-0004 0001 09/23/2014 0912312014 L
| (Augustish 011, Student KAMEDS-14-D-0004 0001 08/19/2014 09/18/2014 oL -

ps w1 Page 1 of 1 e

4. On the “Manage Deployment Template” page, perform any necessary actions. Click one
of the following buttons:

e Save — The deployment template will be saved and you remain on the current page.

e Save & Exit — The template will be saved and the “Home page” will display, or if
multiple tabs are open, the adjacent tab will display.

e Use Template for Depl/LOA — The “Create Deployment/Request LOAs”™ page will
display and you can create deployments and request LOAs.

e Copy — The deployment template will be copied.

e Delete — The deployment template will be deleted.

e Cancel — The deployment template will not be saved and the “Home” page will
display, or if multiple tabs are open, the adjacent tab will display.
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SPOT Reports

Home : Search for Person List

Deployments/LOAs

+ Create Depls

+ Create Depls /
Request LOAs

+ RequestLOAs

Deployment Template
+ Create
* Manage

Person List

+ Create
+ Manage

Security Notice | Privacy Statement |

Resource

Setup
Center

Search Deployment Temp... * ‘ Manage Deployment Temp... *

Manage Deployment Template

required
required For Deployments

“* required For LOA Requests

Deployment Template Details In-Theater Contact Information
“Name November 18th Training “ First Name Sgm
Description - Middle Name ~

“* Last Name Flliott
Home Phone
" Office Phone (11-555-br-549

Contract Information :
Mobile Phone

" Contract Number | KAME11-14-D-0009 .
Contract KO Padden, LuAnn
Contract POP 11/01/2014 - 10/31/2015

Email selliott@inth com

Government Contact Infermation

Task Order Number | pgp1 = Primary Supporting |Acquisition (ACQ) 4
Organization

&

Task Order KO Kamenelis, John

Government Authority | Kamenelis. John v
Task Order POP 11/01/2014 - 10/29/2016 -

First Name
Additionally Supported Contracts

@Ad_d Middle Name

No Add\'t'mna'\“Sl]ppnrted Contracts have been selected Last Name

Deployment Details Home Phone

" Deployment Start 11/24/2014 |- Office Phone

ale Mobile Phone

“ Deployment End Date 11/23/2015 | Email

Countries to be Select Countries from List to Add

Visited |Baker Island - 247 Company POC Information
Bangladesh =
Barbados * First Name | gy
Bassas Da India ik
B Middle Name
¥ [ =
“* Last Name |ann
Sel d Countries
Afghanistan Home Phone
Kuwait “* Office Phone 703.555-8462
Mobile Phone
* Primary Duty Station | Country Afghanistan 4 Email imann@eman,cnm
City Bagram
Site BTRS - BAGRAM AIRFIELD
(BAF)
" Operation | Operation Enduring Freedom v
System Supported | Sejact A Value . N
" Purpose of Electrical power generation -
Deployment

Remaining Characters: 373

Defense Base Act (DBA) Insurance Information

[ Does Not Apply

" DBA Insurance Acme Insurance Co
Company Name

DBA Insurance Policy AC-0987654
Number

DBA Insurance POC 900-555-9876
Phone Number

I Save ‘ Save & Exit| | Use Template for Depl/LOA ‘ Copy ‘ Delete ‘ | Cancel |
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8.2 Creating a Deployment Template
To create a deployment template:

1. From the SPOT menu bar, hover the cursor over SPOT and a drop-down menu will
display. Under “Deployment Template”, and click Create.

sPOT Reports RE:?";? Setup
Person
Add
Contracts A SYSTEM ALERT
Add
Search jl

P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as

Company the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for
Request Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating
Search Note deployments to the country of Afghanistan. All such requests will be denied.

Deployments! LOAS wdding

Create Depls

Note
Ega':;e Depls  Request \dding Start Here

Reguest LOAs '@Add a Person |, Search for Contract
Person List ortify °

ke fter Search for Person

Manage Search for a person to deploy or deployment information
Deployment Template telease

red to Filter by Person Details:

Manage

- Last Name: ‘ First Name:

Equgmuent View All
Add Citizenship Category:
Search
Deployment Status: | Aj| ¥

2. Enter the Template Name and optional Template Description.
If desired, select the Bookmark checkbox to bookmark the template.

4. Click Save & Continue to go to the “Manage Deployment Template” page (see the
following steps), or click Save & Exit to create the template and display the “Home”
page, or if multiple tabs are open, the adjacent tab will display.

Resource
SPOT Reports P Setup

Home : Create Deployment Template

DeploymentsiLOAs Create Deployment Temp...

= Create Depls

= Create Depls / Create Deployment Template

Request LOAs
* Request LOAs

*Template Name [Documentation 002 |

Template Description (Used to validate the create deploymant template
functionality
Deployment Template
= Create
= Manage

M1 1% Bookmark
| Save & Continue | § Save & Exit

5. Ifyou clicked Save & Continue, the “Manage Deployment Template” page will display.
Populate the deployment fields on the deployment template. Click Save & Exit. The
template is saved and the “Home” page will display, or if multiple tabs are open, the
adjacent tab will display.
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Notes:

e To manage additional supported contracts or task orders, select the Add icon ('3})
next to the Additionally Supported Contracts field.

¢ You may create deployments for only active or pending contracts and tasks
orders. Contracts and task orders that have passed their period of performance
(PoP) are not available for selection when you create a template. However,
expired contracts with active task orders are still available. This pertains to the
selection of the deployment contract and task order, not additionally supported
contracts or task orders.

e Deployment start dates must fall within the referenced contract or task order’s
period of performance. Deployment end dates may extend up to 30 days beyond
the contract or task order’s end date to allow for close out.

e The deployment start date cannot be earlier than the current date. If a deployment
start date is in the past, an error message will appear and you cannot proceed until
you enter a valid date. You cannot enter an estimated deployment date in the past.
If a person is staying in theater on back-to-back deployments and remains in
theater when a contract is extended or an option period is exercised, you must
create a new deployment with an estimated start date that must be the day after
the previous deployment is closed out.

e I[fthe deployment period is greater than one year, a warning message will appear
when you save. Ensure dates are in compliance with SPOT business rules and
reflect only the funded portion of the contract/task order PoP. Click OK to
continue creating the deployment template.

e Only operations that are not expired are available for selection.

e The following buttons are also available to select:

o Save — The deployment template will be saved and you remain on the
current page.

o Save & Exit — The template will be saved and the “Home page” will
display, or if multiple tabs are open, the adjacent tab will display.

o Use Template for Depl/LOA — The “Create Deployment/Request LOAs”
page will display and you can create deployments and request LOAs.

o Copy — The deployment template will be copied.

o Delete — The deployment template will be deleted.
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SPOT Reports. Resource Setup
Center

Home : Create Deployment Template

Deployments/LOAs Manage Deployment Temp...

+ Create Depls

+ Create Depls/ * required
Request LOAs

+ Request LOAs required For Deployments

required For LOA Requests

Deployment Template Deployment Template Details In-Theater Contact Information
+ Create *Name [Documentation 002 " First Name
* Manage Description Used to validate the create - Middle Name
deployment template functionality .
Last Name
Person List - Home Phone
+ Create * Office Phone
Contract Information
+ Manage Mobile Phone
Contract Number | v Email
Task Order Number -
Holassocled Task Oules Government Contact Information
Additionally Supported Contracts = 3
No Additional Supported Contracts have been selected anarérsgu;;?::;:ﬁ ‘ | f
u
Deployment Details Government Authority  Ng Authorizing Users for selected G v
Deployment Start = First Name
Bate Middle Name
* Deployment End Date = Lasi Nama
Countries to be Select Countries from List to Add H Ph
Visited |Afghanistan - ome Fhone
Akrotiri (=1 Office Phone
Albania
Algeria il Mobile Phone
~ = Email
Sel | Countries 24/7 Company POC Information
First Name
Middle Name
Primary Duty Station | Country 4 Last Name
Ci
i Home Phone
Operation  gelect A Value ... v Office Phone
System Supported  Sglect A Value . 7 Mobile Phone
Purpose of - Email

Deployment

Remaining Characters: 400
Defense Base Act (DBA) Insurance Information

[ Does Not Apply

DBA Insurance
Company Name

DBA Insurance Policy
Number

DBA Insurance POC
Phone Number

Save | | Save & Exit |Use Template for Depl/LOA | | Copy | Delete

Statement |
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8.3 Modifying a Deployment Template

To modify a deployment template:

1. Search for a template. For instructions, see Section 8.1, Searching for a Deployment
Template.

2. From the search results, click in the Name column to select a template to modify. The
“Manage Deployment Template” page will display.

SPOT Reports Resource Setu
& Center 2
Home : Search Deployment Template
Deployments/LOAs Search Deployment Temp...
+ Create Depls
+ Create Depls / Search Deployment Template
Request LOAs
* Request LOAs Deployment Template [doc | Created By | |
Name
_, bewomem [ [m  To |
Deployment Template Creatod i i L
+ Crat : . Oomen [ To [
* Manage Updated
Task Order Number | Ng associated Task Order -
Contract Number [Seiact A Value =
Desson List Operation | gejact A value .. v
Country | gelect A Value ... ~
- Create Bookmarked | selact A Value v
. Manage Deployment Template | sgject A Value .. v _ o
Status | Search | | Clear
3 Search Result(s) for - Deployment Template Name: doc
Bookmark ¢ Remove Bookmark Show per page: |25 il
] Name Created By Contract # Task Order # Date Created Dale Updated ; Sis
O 23?;'””“‘“‘“” 123456-18-6-1234 | 123456-13-A.T456 | 04022018 041022018 ©
pany
. Padden, LuAnn
| Documentstion Company D4/02r2018 D4/02/2018
] | ¥ |Documentation 002 Eﬁd?e"',"“""” 04/02/2018 04/02/2018
ompany
Page 1 of 1

Note: SPOT allows you to search for, view, and use all deployment templates that are
created by a member of your company. You can only modify or delete deployment
templates that you have created.

3. Edit the necessary data. Click Save & Exit. The “Search Deployment Template” page
will display.

Note: For notes on entering deployment data, see Section 8.2, Creating a Deployment
Template. The following buttons are also available to select:

Save — The deployment template will be saved and you remain on the current
page.

Save & Exit — The template will be saved and the “Home page” will display, or if
multiple tabs are open, the adjacent tab will display.

Use Template for Depl/LOA — The “Create Deployment/Request LOAs” page
will display and you can use the template to create deployments and request
LOAs.

Copy — The deployment template will be copied.

Delete — The deployment template will be deleted.
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e Cancel — Cancel the action and the template will not be updated.

spPOT Reports Resource setup

Home : Search Deployment Template

Deployments/LOAS ‘ Search Deployment Temp... * | Manage Deployment Temp... "| |

Manage Deployment Template

* required

+ Create Depls

= Create Depls /
Request LOAs

* Request LOAs

required For Deployments

“* required For LOA Requests

Deployment Template

+ Create Deployment Template Details In-Theater Contact Information

* Manage

*Name |Documentation 001 x “* First Name [Arthur
Description [Test template Middle Name |
Person List "
Last Name |Ma]0r
- Create
+ Manage

** Office Phone [§09-555-2468
Mobile Phone |

Contract Information

|

|

|

Home Phone | |

|

| |
* Contract Number [123456-18-A-1234 - |

** Email [amajor@inth.com

Contract KO Kamenelis, John
Contract POP 03/28/2018 - 03/27/2019

Government Contact Information

_ : Primary Supporting [Acquisition (ACQ) a
Task Order Number | 123456-13-A-T456 | 0 izati | |
Task Order KO Kamenelis, John Government Authority Kamenelis, John =
Task Order POP 03/28/2018 - 03/26/2020 N ]
First Name | |
Additionally Supported Contracts )
Onaq Middle Name | |
Mo Additional Supported Contracts have been selscted | Last Name | |
Deployment Details Home Phone | |
o st = Office Phone | |
* Deployment Sta _O4JDZI2018 1] .
Date Mobile Phone | |
* Deployment End [p4/01/2019 Email | |

Date

* Countries to be Select Countries from List to Add 24T Company POC Information

Visited |Akrofiri ++
First Name
Albania ~ [Bea
Algeria v Middle Name [A
American Samoa
** Last Name |Wa[e
~ =

Selected Countries
Afghanistan

** Office Phone [09-555-1235

Mobile Phone |

|
|
|
Home Phone | |
|
|
|

" Email [baware@email.com

" Primary Duty Station | Country Afghanistan =%
City Bagram

Site BTRS - BAGRAM
AIRFIELD (BAF)

* Operation
System Supported

* Purpose of
Deployment

Operation Enduring Freedom

Select AValue ..

Build schoals

Remaining Characters: 337

Defense Base Act (DBA) Insurance Information

“ DBA Insurance
Company Name

“ DBA Insurance
Policy Number

“ DBA Insurance POC
Phone Number

[l ooes Mot Apply

[Acme Insurance Co

[ac-DpavEsa32

[800-555-9876

I [ save & Exit | | Use Template for Depl/LOA | [Delete| [cancel |
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8.4 Copying and Reusing an Existing Deployment Template

To copy and reuse a deployment template:

I.

Search for a template. For instructions, see Section 8.1, Searching for a Deployment

Template.

From the search results, click in the Name column to select a template to copy. The

“Manage Deployment Template” page will display.

SPOT

Reports

Resource

Center selup

Home : Search Deployment Template

Deployments/LOAs

+ Create Depls

+ Create Depls /
Request LOAs

+ Request LOAs

Deployment Template
+ Create
+ Manage

Person List
+ Create
» Manage

Search Deployment Temp...

Search Deployment Template

Deployment Template |d0c | Created By ‘ |
Name
Deployment - To *
Created )
) . Oeoloymem [ m o [ |
Updated
Task Order Number | Ng associated Task Order -
Contract Number [Sejact A Value =
Operation  geject A value .. -
Country | gelect A Value ... ~
Bookmarked  gelact A Value -
Deployment Template | Select A Value .. >
Status | Search| |Clear\
3 Search Result{s) for - Deployment Template Name: doc
[ Bookmark X Remove Bookmark Show per page: |25 i]
] Name Created By Contract # Task Order # Date Created Dale Updated ; Sis
O zfr“j;;n;““‘“” 123456-18-A-1234  |123456-16-A.T456 | DA/D2/2018 0410202018 o
[ i Padden, Ludnn | [ [ [
| Documentstion Company D04/02/2018 D4/02/2018
[ | ¥ | Dosumentation ppz | °2dden. LuAnn 041022018 041022018
Company

Page 1 of 1

Edit the necessary data. Select Copy. The “Copy Deployment Template” will display.

Note: For notes on entering deployment data, see Section 8.2, Creating a Deployment

Template.
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Resource
Center

SPOT Reports

Home : Search Deployment Template

Deployments/LOAS

= Create Depls

= Create Depls /
Request LOAs

* Request LOAs * required

Contract Information
* Contract Number

Contract KO
Contract POP
Task Order Number

Task Order KO
Task Order POP

Dpdd

Deployment Details

Deployment Start
Date

* Deployment End
Date

* Countries to be
Visited

* Primary Duty Station

* Operation
System Supported

* Purpose of
Deployment

“ DBA Insurance
Company Name

DBA Insurance
Policy Number

“ DBA Insurance POC
Phone Number

Setup

Search Deployment Temp... * ,.M.anage l.}eiﬁlnymeri{ Temp

Manage Deployment Template

required For Deployments

[Documentation 001

L

In-Theater Contact Information

** First Name |Arthur

Test template

Deploy A ** required For LOA Requests
- Create Deployment Template Details
» Manage
“Name
Description
Person List
« Create
» Manage

Middle Name |

** Last Name |Maj0|-

123456-13-A-1234

Kamenelis, John
03/28/2018 - 0372712019

Additionally Supported Contracts

Nn Additional Suppurrlrsd Cpntrﬁcls have I?EEn 5e!ecled

* Office Phone [608-555-2465
Mobile Phone |

|
|
|
Home Phone | |
|
|
|

** Email [amajor@inth.com

Government Contact Information

Primary Supporting | Acquisition (ACQ) =3
123456-18-A-T456 e [s] izati .J_a
Kamenelis, John Government Authority [i<amenalis, John -
03/26/2018 - 03/26/2020
First Name | |
Middie Name | |
Last Name | |
Home Phone | |
Office Phone | |
04/02/2018 |} i
Mobile Phone | |
04012018 i Email | |
Select Countries from List to Add 24/ Company BOCINTomation
Akrotiri ** First Name
Albania & [Bea |
Algeria v Middle Name [A |
American Samoa
“* Last Name |Wa[g |
&8 8 Home Phone | |
Selected Countries ** Office Phone [609-555-1235 |
it L Mobile Phone | |
** Email [paware@email.com |
Country Afghanistan 8
City Bagram
Site BTRS - BAGRAM
AIRFIELD (BAF)
Operation Enduring Freedom v
Select AValue ... >

Build schoals

Remaining Characters: 337

Defense Base Act (DBA) Insurance Information

[l ooss Not Apply

[Acme Insurance Co

[Ac-DpaTEs432

[800-555-9876

Save| Save & Exit| | Use Template for Depl/LOA |

I Delete | | Cancel ‘

e :

Enter the information in the Copy Deployment Template As and Description fields.

Click Save. A pop-up window will display a success message.
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Copy Deployment Template x

* required
Deployment Template Name Documentation 001

*Copy Deployment Template [Documentation 003
As

Deseription |Copy of template

5. Click OK. The “Manage Deployment Template™ page will display.
f Message from webpage ﬂ‘

J'—_\ Deployment Template copied successfully!

b -]

6. To view the copied template, click the Search Deployment Template tab. Enter the

template name and click Search. The new deployment template will display in the search
results.

Resource
SPOT Reports e Setup

Home : Search Deployment Template

Deployments/LOAs Search Deployment Temp... * Manage Deployment Temp... * J| Search Deployment Temp... ¥

« Create Depls

« Create Depls / Search Deployment Template

Request LOAs

* Reguest LOAs

Deployment Template |d0c| xl Created By | |
Name B )
. L, Demomew 3 T [ ]m
Deployment Template Creg;:g l:[j L I:[j Start Date
- Create | . Dewoymem [z o [T
Gts [ Te [ @  Enadae
* Manage Updated
Task Order Number | Ng associated Task Order ~
Contract Number |sgjact A value o
Person List Operation | Seiect A value .. -
Country |gelect A Value .. -~
+ Create Bookmarked | sgiect A Value ... A
. Manage Deployment Template |gelact A value v
Status

I| Seﬂrchl Clear | | Cancel

7. Click the link in the Name column. The template will display.
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Resource
SPOT Reports P Setup

Home : Search Deployment Template

Deployments/LOAs

+ Create Depls

+ Create Depls / Search Deployment Template

Request LOAs
- Request LOAs Deployment Template [doc | Created By | |

Name -
Deployment Template Created 1 1 Start Date
+ Create . ) Deployment [ | To
b [ e [ pm o =
= Manage

Search Deployment Temp...

Updated
Task Order Number | ng associated Task Order ~
Contract Number [gejact A Value -
Person List Operation |select A Value ... v
Country | select A value v
« Create Bookmarked | gelact A Value .. v
Deployment Template | Selact A Value .. -

+ Manage
Status Search | | Clear

4 Search Result(s) for - Deployment Template Name: doc

"Bookmark  Remove Bookmark Show per page: |25 M
] Name Created By Contract # Task Order & Date Created Date Updated ;. St
] Documentation D03 ngr‘d;;nyLW” |123456-18-A-1234 |123456-18-A-T456 |D4/0212018 040202015 o
O Documentation 001 EZ?::WL“A"“ 123456-18-A-1234 | 123456-18-A-T456 | 04/0212018 04/022018 o

8.5 Managing Bookmarks for Deployment Templates

To manage bookmarks for deployment templates:

Search for deployment templates. For instructions, see Section 8.1, Searching for a
Deployment Template.

In the search results, a Yellow Star (7 ) next to a template indicates the template is
bookmarked.

Resource
SPOT Reports Setu
. Center &

Home : Search Deployment Template

Deployments/LOAs Search Deployment Temp...
+ Create Depls i

+ Create Depls / Search Deployment Template

Request LOAs
* RequestLOAs Deployment Template training Created By
Name
. " Deployment =) To =
Daip = To B Start Date
Deployment Template Created
+ Create - Deployment = To =
il e = To E] End Date
anage Updated
Task Order Number
Contract Number [5z/oc - = No associated Task Order >
" Operation
Person List Country [gelect Avalue . = SelectAValue ... v
Bookmarked
+ Create Deployment Template | Select A Value = SelectAValue ... et

- Manage Status @

25 Search Result{s) for - Deployment Template Name: training

TBookmark  Remove Bookmark Show per page: | 25 Iz‘
D f Name Created By Contract # Task Order # Date Created Date Updated . St:
DDom 7th training Ei’fﬂz‘;if A0 gggya B-14D- 001 10/07/2014 1010712014 [T
[ Sept23rd Training 011, Student ?&g‘f”g’w[” 0001 09/23/2014 0912312014 Bl E

| = | August1gth | |kamE0E-14D- | ' : el
B | 011, Student o 0001 081192014 |0ortar2014 L
[[]| Sept@thTraining |011, Student EcmEos-m—D- 0001 09/09/2014 001812014 [
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2. To bookmark templates, click one or more checkboxes next to each template and click
the Bookmark link. The selected templates will be bookmarked.

SPOT Reports Resource Setu
Center 2

Home : Search Deployment Template

Deployments/LOAs Search Deployment Temp...

+ Create Depls

+ Create Depls / Search Deployment Template

Request LOAs

* Request LOAs Deployment Template trajning Created By
Name
= _ Deployment = To =
Date To = Start Date
Deployment Template Created
= Create = = Deployment = To i
Date =l To =l End Date
* Manage Updated
Task Order Number i
Contract Number | 2a it 4 e = No associated Task Order ¥
= Operation
Person List Country | gelectAVvalue ... v SN ad

+ Create Bookmarked | gelect A Value >

Deployment Template | Select A Value ... il

——— Status [ searcn|

* Remave Bookmark Show per page:|25 [~ |
T Name Created By Contract # Task Order # Date Created Date Updated 5 St:
¢ |oct 7th raining Kamenelis, John  |KAME10-14-D-

e A 0001 1010712014 1000712014 oL -
Sept23rd Training 011, Student g‘é‘g‘f“g"“" D~ qood 0912312014 091232014
#faﬂﬁ; 9% 011, Student :DKSSTUS'”'D' 0001 |oararz01 0911812014 o
Sept9th Training 011, Student KAMEGS14D- 001 09/09/2014 0911812014 oL
e .AHHHQY RAth .l(a!ml:nﬂsld,h, | | _ |EE
Page 1 of 1

A Yellow Star () will display next to each bookmarked template.

Resource
SPOT Reports Setu
Center >

Home : Search Deployment Template

DeploymentsiLOAs Search Deployment Temp...

+ Create Depls

+ Create Depls | Search Deployment Template

Request LOAS
* RequestLOAs Deployment Template {rzining Created By
Name
i ] Deployment = To =
Date =) To =] slgn‘jlr)ate .
Deployment Template Created
+ Creat = s Deployment & To &
reats Date ) To End Date
+ Manage Updated
Contact et — Task Order Number | g associated Task Order v
Operation
Deveatiner Country [geledtA Value = P! Select A Value ... v
Bookmarked
* Create Deployment Template | Seject AValue .. - SelpAVEG..
+ Manage Status
25 Search Result(s) for - Deployment Template Name: training
IBookmark ¥ Remove Bookmark Show per page: | 25 Iz‘
|:| i Hame Created By Contract # Task Order # Date Created Date Updated 5 5tz |
[0 |d|octTiaining  |Somene S oM |EETCI4E ogos 1010712014 10072014 o -
Il DSemzsrdTraimng 011, Student | FOMEDST4D - gpgq 0912312014 09/23/12014 o =
& .?fjﬁf:g" 2 011, Student :’U(S‘SLEUE’WD’ 0001 08M18/2014 09H8/2014 oL
[ DSem 9th Training | 011, Student _;('33”1E09'14’D' 0001 09/09/2014 09M8/2014 oL
T Taunuctsin | lwcamEng aan. | | x

Page 1 of 1
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3. To remove bookmarks, click one or more checkboxes next to the bookmarked templates
and click the Remove Bookmark link. The bookmarks will be removed from the
selected templates.

Resource
SPOT Reports Setu
L Center .
Home : Search Deployment Template
Deployments/LOAs Search Deployment Temp...
+ Create Depls
+ Create Depls / Search Deployment Template
Request LOAs
* RequestLOAs Deployment Template training Created By
Name
Deployment iR To =
Date F To = Start Date
Deployment Template Created
+ Create Deploymeni - To =]
Date | To & End Date
+ Manage Updated
Task Order Number i
Contract Number FETH = Mo associated Task Order i
5 Operation
Person List Country |Select AValue ... v peEcRiENes x
Bookmarked
*HCTaaln Deployment Template |Select Avalue ... > SeledAValie. Ia
+ Manage Status e
25 Search Result(s) for - Deployment Template Name: training
[Bookmark Show per page: 25 [~ |
D i Name Created By Contract # Task Order # Date Created Date Updated - St:
Kamenelis, John  |KAME10-14-D- oLl -
[ | |Oct 7th training Company {0004 0001 10/07/2014 10i0712014 oL
@ |+ Sept23rd Training 011, Student e R N b0 1 09/23/2014 09/23(2014
' 0004
August 19th |kAMEDE-14-D- | [P
] Training 0711, Student 0004 0001 08/19/2014 09/18/2014 oL
[ |Sept Sth Training | 011, Student .OKB\&EUQ_“‘LD_ 0001 09/09/2014 09/18/2014 @.
[ — | Annnct Rtk .K'AMIZHQ_‘UI_H_ | | —- i
Page 1 of1 = =™

The Yellow Star () is removed for each of the selected templates and the templates are
no longer bookmarked.

Resource
SPOT Reports Setu
o Center &

Home : Search Deployment Template

Deployments/LOAs Search Deployment Temp...
+ Create Depls

+ Create Depls / Search Deployment Template

Request LOAs
* RequestLOAs Deployment Template training Created By
Name
. " Deployment = To =
i = To Start Date
Deployment Template Created
+ Create = & Deployment = To &
i Date = To = End Date
anage Updated
Task Order Number
Contract Number = No associated Task Order >
= Operation
Person List Country [gelect Avalue . = SelectAValue .. v
Bookmarked
+ Create Deployment Template |geject A value .. = SelectAValue ... et

+ Manage Status Search | | Clear

25 Search Result{s) for - Deployment Template Name: training
TBookmark M Remove Bookmark Show per page: 25
|:| Name Created By Contract # Task Order # Date Created Date Updated - St:

|Kamenelis, John |KAME10-14-D-

[ | oct7tntraining | oTent i 0001 10/07/2014 1000712014
[ Sept23rd Training 011, Student E(é\yfng-wn- 0001 09/23/2014 (0912312014

| Jrugust 1ot ' |kamEDE-14D- | | ' |
Ty Freaining 011, Student nind 0001 08/19/2014 |0918r2014 oL
0 Sept 9th Training 011, Student 53\311509-14-0- 0004 09/09/2014 1091812014 oL
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9 Deployments

This section provides instructions on how to manage a deployment by performing tasks such as
entering issued weapon information, updating deployment information, entering a person’s in-
theater arrival date (ITAD), entering a duty station check-in date, updating points of contact,
updating duty station information, and if an LOA does not exist, cancelling a deployment.
Cancelling a person’s deployment removes the deployment data and cancels the LOA request.

After you have successfully created a person’s deployment, you have the ability to update the
person’s deployment information. Deployment updates should be made any time the information
relating to the deployment undergoes a change, such as the estimated start date, estimated end
date, countries being visited, deployment purpose, person’s status, person’s job title, and the
person’s in-theater email during the deployment.

Note: If the person data is edited, the person’s current LOA will not reflect the changes. In order
to update the person data on the LOA, the current LOA must be revoked and a new LOA must be
initiated.
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“View Person” Page — Current Deployment Example (KO Approved with Weapon and
SOFA Requirements in SPOT)

Affirm Current
Deployment
Information is
Accurate for
Afghanistan
Deployments
Only

Resource

sPOT Reports
oo Center

Setup

Home : View Person - Davis, Tanya (Company Contractor Personnel)

LOA reguest must be initiated

If the person data is edited, the persen's current LOA will not reflect the changes. In order to update the person data on the

LOA, the current LOA must be revoked and a new

Full Name: Davis, Tanya

Email: tdavis@email.com

Company: HP Enterprise Services
SSN: soocaoc-0314

Date of Birth: 11/11/1981

Deployment Status:

Gender: Female

Citizenship: United States
DMDC Verified: Nc

CAC Expiration Date: Unknown

Current Deployment

Person Status: Active

Last Person Status Update 1/17/2018
Date:

Arrived: Not yet amived
Actual Arrival Date: Not yet amived
Estimated Deployment: 03/21/2018 - 03/20/2018
Countries to be Visited: Afghanistan, Japsn
Government Organization: ACQ
Contract Number: 123458-17-A-1238
Task Order: 123456-17-A-T236
Deployment Purpose: Power generation

Current Duty Station

View | Print LOA |

View Duty Station History

Primary Duty Station | Country Japan
City Tokyo

Site Tokyo Narita

Arrival Date: Mot yet amved
Operation: Operation Enduring Freedom

System Supported:

\

Deployment Information No previous deployments exist for this person v =) Deployment Actions v

Pre-Deployment

Mot Deployed

Last Update: 1/17/20138

Edit Person

o | Create Deployment Complete Only if KO
V Request LOA KO Approved Approved
and Weapon
o | Eligibility Requirements Complete Authorized
o | Deployment ltinerary
Deploymen Only if SOFA
Identify Issued Weapon Incomplete Information
= . .
In-Theater Amival Incomple Required in
SPOT

Duty Station Check In

Incomplete

V SOFA Complete
Re-Deployment
Plan Re-Deployment Incomplete
Closeout Deployment Incomplete

Date Last Verified:

I8y clicking this check bax, | affirm that | have validated that the current deployment information i accurate, especially Duty Station Location Site, City, and Country,
Person Status, Duty Station Arrival Date, In-Theater Arrival Date, 24/7 Company POC, Government POC and In-Theater POC are correct

Submit

Deployment Movements

View Most Recent (5) Movements

If you request a SPOT system-generated LOA or the person deploys (i.e., an ITAD has been
entered in SPOT), you are no longer able to update deployment information; the update
deployment information option is removed from the Deployment Action drop-down list.

Note: After you enter deployment information, the Deployment Actions drop-down list lets you
go directly to a page to update deployment data instead of going through multiple pages in a
workflow. The options available in the Deployment Action drop-down list depend on whether
an LOA has been requested or an ITAD is populated.
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Example: LOA Requested/ITAD Entered Example: LOA Revoked/No ITAD Entered

Deployment Actions
Update POCs Update POCs
Manage Additionally Supported Contracts Update Deployment Information
Update Person Status Manage Additionally Supported Contracts
Change Deployment Duty Station Cancel Deployment
Update Visa Update Person Status
Change Deployment Duty Station
Update Visa

If a person’s point of contact changes at any time, you have the ability to update the person’s
company, government, and in-theater points of contact. You can also update a person’s
deployment duty station information if it changes before or after the person deploys.

Entering a person’s ITAD will set the person’s deployment status to “Currently Deployed” in
SPOT. This date is entered after the person has arrived in-theater and cannot be a future date.
Until an ITAD has been entered in SPOT, the person will be listed as “Not Deployed”. You
should diligently enter the ITAD as soon as you find out the person is “boots-on-the-ground” and
has arrived in-theater. In some cases, the ITAD can be automatically populated (see Section
9.4.2). Once the person arrives at his or her duty station, you should also enter the person’s duty
station check-in date.

The following table summarizes the deployment states, which are defined by two dates: ITAD
and actual departure date from AOR.

Table 5: SPOT Deployment States

Actual Departure Person’s
LY QESTUREN ITAD Date frompAOR Deployment Status
Open Not Populated Not Populated Not Deployed
Active Populated Not Populated Deployed
Closed Populated Populated Not Deployed
Cancelled Irrelevant Irrelevant Not Deployed

9.1 Affirming Deployment Information

For deployments where the deployment duty station country is Afghanistan, every 30 days, click
the checkbox at the bottom of the “Deployment Information™ section on the “View Person” page
to affirm that the current deployment information is accurate, especially Primary Duty Station
Site, City, and Country, Person Status, Duty Station Arrival Date, In Theater Arrival Date, 24/7
Company Point of Contact (POC), Government POC, and In-Theater POC. Update information
as required prior to clicking the checkbox.

O By clicking this check bax, | affirm that | have validated that the current deployment information is accurate, especially Duty Station Location Site, City, and Country,
Person Status, Duty Station Arrival Date, In-Theater Arrival Date, 24/7 Company POC, Government POC and In-Theater POC are correct. Submit
Date Last Verified:

For prior verifications, the latest date verified is saved and displayed. The checkbox is reset to
blank for the next verification.

O By clicking this check box, | affirm that | have validated that the current deployment information is accurate, especially Duty Station Location Site, City, and Country,
Person Status, Duty Station Arrival Date, In-Theater Arrival Date, 24/7 Company POC, Government POC and In-Theater POC are correct Submit
Date Last Verified: 3/28/2018
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9.2 Identifying an Issued Weapon

If a contractor is authorized to carry weapons, you can identify issued weapons during the
predeployment phase by updating the eligibility requirements. However, in some cases, you may
not have the information during the predeployment phase because the contractor may not
actually be issued weapons until the person is in-theater. For these cases, add or update issued
weapons during the deployment phase by clicking the Identify Issued Weapon link in the
“Deployment” section of the“View Person” page. This link is available after an LOA with
Weapon selected as an Authorized Government Service is approved by a Contracting Officer.

To identify weapons issued to a contractor:
1. Search for and select a person. The “View Person” page will display.

2. From the “Deployment” section of the “View Person” page, click the Identify Issued
Weapon link. The “The “4. Personal Equipment” tab will display.”

Deployment Information No previous deployments exist for this person v - Deployment Actions V.

Current Deployment View / Print LOA Pre-Deployment
Person Status: Active v Create Deployment Complete
Ti20
Last Person Status u%daatt; 10/7i2016 Reguest LOA KO Approved

Arrived: Mot yet arrived o )

V Eligibility Reguirements Complete
Actual Arrival Date: Not yet arrived

Estimated Deployment: 11/21/2016 - D3/10/2017 v Deployment Itinerary Complete

Countries to be Visited: Afghanistan

Deployment
Government Organization: ACQ
Contract Number: LP123416.4.1234 2 Identify lssued Weapon Incomplete

Task Order: LP1234-16-A-T234 In-Theater Arrival Incomplete

Deployment Purpose: Build zchoolz

Current Duty Station View Duty Station History Duty Station Check In Incomplete

3. If the contractor is not issued a weapon, click No. If the contractor is issued a weapon, go
to step 5.

Note: A selected “WEAPON” checkbox in the “AUTHORIZED GOVERNMENT
SERVICES” section of a Contracting Officer approved LOA indicates only that the
employee is contractually able to carry a weapon. Other training and certification
requirements imposed by the contract or COCOM also need to be satisfied prior to the
contractor being issued a weapon. It is possible for a contractor to be authorized to carry
weapons, but the contractor is never actually issued a weapon.

4. Click Save and Continue to display the “5. Clearance” tab (see Section 6.6.5).

5. If the contractor is issued a weapon, select Yes for question 3. Question 4 will display.

Document Version 40.1, January 2019 201



SPOT-ES 8.10: Contractor Company User Manual

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

Enter Personal Equipment Information:
1. Has the person received government issued OCIE? ® ves O no

2. Has the person been issued Two Sets of ID Tags? ® ves O No

This person has been contractually authorized to carry a weapon(s):
{Prior to weapon issuance, final authorization is reguired from the Combatant Commander (CCDR) IAW FAR Clause 52.225-28).

3. Has this person been issued a weapon? ® yes O No 5

Select a Weapon Type ... v| Add Weapon 4 6

Cancel !Eack | save || save and Continue

4. What type of weapon(s) is the person carrying?

6. For question 4, select the Weapon Type from the drop-down list. Click Go (&) or the
Add Weapon link. Question 5 will display.

This person has been contractually authorized to carry a weapon(s):
(Prior to weapon issuance, final autherization is required from the Combatant Commander (CCDR) IAW FAR Clause 52.225-26).

3. Has this person been issued a weapon? -.w Yes -.:.- No

Pistol 9mm (M3 W Add Wi
4, What type of weapon(s) is the person carrying? | ), | Vveapon

5. What is the =zerial number of the weapon(s)?
Pistol 9mm (M3} | | Source: [Select a Source | Remove 8

7 i Cancelri |’Bﬁ{‘.hrgi Save ” Save and Con‘tinuer|

7. Enter the Serial Number in the text field. A serial number is required. This field cannot
be empty/blank or contain invalid characters, all spaces, or the value Unknown (in
uppercase, lowercase, or mixed case). Valid characters are letters (a-z or A-Z), numbers
(0-9), and a dash (-).

8. Select the source of the weapon from the Source drop-down list.

9. Repeat the steps to add all weapons associated with this person, up to a maximum of ten.

This person has been contractually authorized to carry a weapon(s):
{Prior to weapon issuance, final authorization is required from the Combatant Commander (CCDR) IAW FAR Clause 52.225-26).

3. Has this person been issued a weapon? ® ves O No

[Pistal 9mm (M3) v]E) add weapon

4. What type of weapon(s) is the person carrying?

5. What is the serial number of the weapon(s)?

* Pistol 9mm (M3} |5N;339543 Source: | Company Fumished Equipment | Remove

[0 ]

I Cancel‘ Eacki Save | Save and Continue | ‘\

10. Click Save and Continue. The “5. Clearance” tab will display (see Section 6.6.5). Click
Cancel to return to the “View Person” page.

On the “View Person” page, the “Deployment” section is updated. The Eligibility
Requirements task will have a green check mark and the status “Complete”.
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Deployment Information No previous deployments exist for this person v E Deployment Actions VE

Current Deployment Pre-Deployment
Person Status: Active V Create Deployment Complete
Last P Status U)| te 10/7/2016
astFerson Status %:1:: V Request LOA KO Approved
Arrived: Mot yet arrived o
V Eligibility Requiremenis Complete
Actual Arrival Date: Not yet amived
Estimated Deployment: 11/21/2016 - 08/10/2017 v Deployment Itinerary Complete

Countries to be Visited: Afghanistan

Deployment
Government Organization: ACQ
ntify W n
Contract Number: LP1234-16-A-1234 o | Identify Issued Weapo Complete

9.3 Updating SOFA Requirements

If a contractor’s country to be visited or deployment duty station country requires SOFA
information in SPOT, a SOFA link appears in the “Deployment” section of the“View Person”
page. Use this SOFA link if you have to update the SOFA requirements entered when the
deployment was requested.

To update a contractor’s SOFA requirements:

1. Search for and select a person. The “View Person” page will display.

2. From the “Deployment” section of the “View Person” page, click the SOFA link. The
“The “7. SOFA” tab will display. It is prepopulated with the SOFA requirements that
were previously entered for this deployment.

| Deployment Information No previous deployments exist for this person v & Deployment Actions W 6o

Current Deployment Pre-Deployment
Person Status: Active V Create Deployment Complete
Last Person Status U%d;t; 1172072017 Request LOA Request Pending
Arrived: Mot yet arrived
rive - yetamve Eligibility Requirements Incomplete
Actual Arrival Date: Mot yet arrived
Estimated Deployment: 11/21/2017 - 111192018 Deployment ltinerary Incomplete
Countries to be Visited: Japan
Deployment
Government Organization: ACQ
Contract Number: 123456-17-A-1235 In-Theater Arrival Incomplete
Task Order: 123456-17-A-T235 Duty Station Check In Incomplete
Deployment Purpose: Build schools
Current Duty Station View Duty Station History oy SOFA Complete
Primary Duty Station | Country Japan Re-Deployment
City Tokyo
) Plan Re-Deployment Incomplete
Site Japan Ground Staff Office (GSO)

3. Update the selections on the “7. SOFA” tab.
Notes:

e If necessary, select the SOFA Country from the drop-down list.

¢ Question 1 — Select one response for fulfilling the mission requirements.

¢ Question 2 — Indicates if deployed person does not have a residency permit or
visa. Radio buttons are gray and disabled. Defaults to Yes if Question 1 is 1.1
through 1.5. Defaults to No if Question 1 is 1.6 No SOFA Status.

e Question 3 — Indicate if qualified dependents will accompany the deployed
person. If you select Yes, you must select the number of qualifying dependents
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and enter required information for those dependents in the table that appears on
the screen. If you select No, the Number of qualifying dependents field is gray
and disabled. When adding dependents:
o The table displays a row for each of the number of qualified dependents.
o In the “Status” column, a red “X” (#) appears until the row is complete
and the data is saved. A green check mark (%) appears after the row is
complete and saved.

o Click the trash can (ﬁl) to remove a dependent’s row from the table and
update the number of qualified dependents.
o You must enter dependent information for each qualified dependent
quantity indicated.
¢ Question 4 — Enter or select the SOFA expiration date. If Question 1 is 1.6 No
SOFA Status, then this date field is gray and disabled and you cannot enter a
date. If you enter a date outside the contract/task order PoP, a warning message
will appear when you click the Save and Exit button. Click OK to continue or
Cancel to remain on the “SOFA Page”. Ensure dates are in compliance with
SOFA requirements, normally not to exceed one year.
e Questions 5 — Indicate if the SOFA-specific AGS apply. Defaults to No and is
gray and disabled if Question 1 is 1.6 No SOFA Status.
e [fall required fields are not complete when you click Save and Exit, an error
message appears and you remain on the “SOFA Page”.

Edit Eligibility Requirements

1. Training || 2. Health | 3.Visa | 4.Personal Equipment | 5. Clearance | 6.Forms | 7. SOFA

SOFA Country: |JAPAN W Name: Higgins, Harry SSN: oo-xx-0051

1. The ployee iz ial to the mizsion of the United States armed forces and has a high degree of skill or for the i of mission
requirements by fuffilling one of the foll (Must select only one from the following)
1.2 Possessing a security clearance recognized by the United States to perform his or her duties; or ¥

2. Employee affirmed to Contracting Officer's satisfaction that he/she does not have a residency permitivisa for Japan.
® Yes No

3. Qualified dependents as defined in SOFA Art. L.c., accompanying employee.

®ves No

Number of qualifying dependents 2 W

* Dependent = 2 £
*Dependents Name | *Date of Birth Family s"“’":l""“: Family :a”sl':"" “Passport Country | Status
Relationship ember amber
[Hallie Higgins ||[2r9s2 [ 2| [Spouse v] |[viggins, Harry [US56987123  ||[UnitsdStates _ v||v |
[Hank Higgins |[12/0172016 l_jl Child w| ||Higgins, Harry [Us123456789 | [United States  v||+ (]
4. SOFA Expiration Date|05/04/2019 e (mmiddiyyyy)

(Ordinarily SOFA Status will not exceed the period of performance of the base or option year of the contract, normally NTE one year.)

5. Japan Specific Authorized Government Service (AGS):Laundry and dry ing; Open { ) P, as by each respective club; Casualty

(mortuary services) on a reimbursable basis; Routine medical care on a reimbursable basis for U. 5. citizens and emergency medical care on a reimbursable basis for non- U.5.
citizens; Dental care, limited to relief of emergencies on a reimbursable basis; Department of Defense Dependent Schools on a space-available and tuition paying basis; Issuance
of U.5. Forces, Japan Operator’s Permit; Issuance of vehicle license plates.

®ves O No

| Save and Exit || Cancel

4. Click Save and Exit to save your changes and return to the “View Person” page.

9.4 Entering a Person’s In-Theater Arrival Date (ITAD)
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There are three ways that a person’s ITAD can be entered into the system. You can manually
enter the date, or there are two situations when SPOT automatically populates this field. For the
system-populated date, company personnel (or other authorized users) are required to validate,
and if necessary, manually change the date.

Note: An email is sent to the contract assigned SPOT Contracting Officer, Government
Authority, and Company Administrator if the ITAD is not entered in SPOT within 15 days after
the estimated deployment start date.

Entering the ITAD (through the manual or automatic process), changes the person’s status to
“Deployed” and the deployment status changes from “Open” to “Active”.

9.4.1 Manually Entering the ITAD
To enter the ITAD manually:
1. Search for and select a person. The “View Person” page will display.

2. From the “Deployment” section of the “View Person” page, click the In-Theater
Arrival link.

Deployment Information No previous deployments exist for this person E Deployment Actions VE

Current Deployment Pre-Depleyment
Person Status: Active V Create Deployment Complete
Last P Status Update 10/7/2018
ast Ferson Stalus %;:; ‘ v Request LOA KO Approved
Arrived: Mot yet amived -
V Eligibility Requirements Complete
Actual Arrival Date: Mot yet arrived
Estimated Deployment: 11/21/2016 - 08/10/2017 v 4 Deployment Itinerary Complete
Countries to be Visited: Afghanistan
Deployment
Government Organization: ACQ
ntify W n
Contract Number: LP1234-16-A-1234 o | dentity Issued Weapo Complete
Task Order: LP1234-18-A-T234 2 In-Theater Armival Incomplete
Deployment Purpose: Build schools
Current Duty Station View Duty Station History Duty Station Check In Incomplete

The “In-Theater Arrival” page will display.

Home : Person : In-Theater Arrival

In-Theater Arrival

*When did the person arrive in-theater (mm/dd/yyyy)?
[11r20:2018 L___ﬁ{i‘
[ Canoel“ Save and Continue |{T‘

3. Enter the date the person arrived in-theater. Enter the date (in MM/DD/YYYY format,
including forward slashes) or select the date using the calendar control.

Notes:

o You cannot enter future dates (dates later than the current date); you must enter
the date that truly reflects the person’s in-theater arrival.

o The ITAD may or may not be the same as the duty station check-in date, but it
cannot be after the duty station check-in date.
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o The ITAD cannot be more than 30 days (including the 30" day) before the
estimated deployment start date. For example, if the estimated deployment start
date is November 30, the ITAD can be from November 1 to November 30.

o The ITAD cannot be outside the period of performance of the current
contract/task order.

o The ITAD cannot overlap with a previously closed deployment. The ITAD must
be after the actual end date of all previously closed deployments. The ITAD
cannot be “back-dated” to reflect the original ITAD date of a contractor who has
remained in theater and is issued back-to-back LOAs when a contract is extended
or an option periond is exercised. This change was implemented to prevent
overlapping deployments.

4. Click Save and Continue.

The updated “View Person” page will display. The In-Theater Arrival task will have a
green check mark and the status “Complete”, and the person’s deployment status changes
to “Deployed”.

Note: In the “Current Deployment” section, the Arrived field will display “Has arrived”
and the Actual Arrival Date field will display the date entered for the ITAD.

If the person data i edited, the persen's current LOA will not reflect the changes In order to update the perzon data on the LOA, the current LOA must be revoked and a new
LOA request must be initiated
Full Name: Davis, Tanya Deployment Stal:us:
Email: tdavis@email.com Gender: Female
Company: HP Citizenship: United States
S5N: o0c-ox-0314 DMDC Verified: No
Date of Birth: 10/07/1981 CAC Expiration Date: Unknown
Last Update: 10:7/2016
| Edit Person
Deployment Information No previous deployments exist for this person v E Deployment Actions VE
Current Deployment [ wiew/ PrintLoa | | Pre-Deploy
Perdon St Rotia V Create Deployment Complete
Last P Status Update 10/7/2018
AL =2 %‘;; V Request LOA KO Approved
Armrived: Has arrived R
V Eligibility Requirements Complete
Actual Arrival Date: 11/20/2018
Estimated Deployment: 11/21/2016 - 08/10/2017 v Deployment ltinerary Complete
Countries to be Visited: Afghanistan
Deployment
Government Organization: ACQ
ntify W -
Contract Number: LP1234-16-A-1234 V laantly isliad \Weapa Compilate
Task Order: LP1234-16-4-T234 o | In-Theater Arival Complete
Deployment Purpose: Build schools
Current Duty Station View Duty Station History Duty Station Check In Incomplete

9.4.2 Automatically Populating the ITAD
There are two ways that SPOT will automatically populate the ITAD:

1. Ifthe ITAD is not recorded in SPOT and you enter the duty station check-in date, SPOT
will automatically populate the ITAD with the arrival date at the duty station. While the
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ITAD can be automatically populated, the duty station check-in date cannot. Therefore,
you need to enter the duty station check-in date.

2. Ifthe ITAD is not recorded in SPOT and the person scans a Common Access Card
(CAC) or LOA at a JAMMS location in-theater (i.e., OCONUS), once the scans have
been uploaded via the JAMMS upload process, SPOT compares the date of the scan to
the deployment start date. If the scan date is on or after the estimated deployment start
date but not after the estimated deployment end date, SPOT automatically populates the
ITAD with the date of the scan, as long as the deployment has not been cancelled or
closed. In this case, the “View Person” page will display the text “Populated by
Movement Scan Date” next to the In-Theater Arrival task and the Actual Arrival Date
field. A JAMMS scan before the SPOT estimated deployment start date or after the
estimated deployment end date does not populate the ITAD.

Notes:

o Fora CAC scan to populate the ITAD, the person record in SPOT must be
DMDC verified in order for the scan to associate with the person record via the
DoDID.

o Automated population of the ITAD changes the person’s status to “Deployed”. It
also sets the Arrived field to “Has arrived” and sets the Actual Arrival Date
field to the date entered for the in-theater arrival.

o In the past, the JAMMS upload process may have caused an overlapping
deployment of up to 14 days if the automatically populated ITAD was before the
actual end date of all previously closed deployments. This exception will appear
on reports that contain deployment and JAMMS scan information. You can
correct an overlapping deployment when you validate the ITAD (see Section
9.4.3).

Current Deployment View | Print LOA Pre-Deployment
Person Status: Active V Create Deployment Complete
Last P Status Update 10/7/2016
s s : o | Reauest LOA KO Approved
Arrived: Has arrived, -
V Eligibility Requirements Complete
Actual Arrival Date: 11/20/201| Populated by Movement Scan Date
Estimated Deployment: 11/21/2016 - 08/10/2017 V Deployment Itinerary Complete
Countries to be Visited: Afghanistan
Deployment
Government Organization: ACQ
entify ed We n
Contract Number: | P1234-16-4.1234 o | dentiy Issued Weapo Complete
Task Order: LP1234-16-A-T234 = et
askrder e V In-Theater Arrival Populated by Movement Scan Date
Deployment Purpose: Build schools
Current Duty Station View Duty Station History Duty Station Check In Incomplete

9.4.3 Validating or Changing the Automatically Populated ITAD

When SPOT automatically populates the ITAD, the Company Administrator (or other authorized
users) must validate, and if necessary, change the date to make sure it reflects the actual date that
the person arrived in-theater.

To validate or change the ITAD:

1. Search for and select a person. The “View Person” page will display.
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2. From the “Deployment” section of the “View Person” page, click the In-Theater
Arrival link.

The “In-Theater Arrival” page will display.

The In-Th

Save and

Home : Person : In-Theater Arrival

In-Theater Arrival

NUE INoroer to saw

ti

“When did the p arrive in ( ddiyyyy)?
[117202018 [ 41‘

opulated by SPOT using the person’s first movement scan. Please verify the date, adjust as needed, and click

Cancel || Save and Continue £

3. Verify the ITAD or change it to reflect the correct date.

Notes:

(@)

(@)

You cannot enter future dates (dates later than the current date); you must enter
the date that truly reflects the person’s in-theater arrival.

The ITAD may or may not be the same as the duty station check-in date, but it
cannot be after the duty station check-in date.

The ITAD cannot be more than 30 days (including the 30™ day) before the
estimated deployment start date. For example, if the estimated deployment start
date is November 30, the ITAD can be from November 1 to November 30.

The ITAD cannot be outside the period of performance of the current
contract/task order.

The ITAD cannot overlap with a previously closed deployment. The ITAD must
be after the actual end date of all previously closed deployments. You cannot
“back-date” the ITAD to reflect the original ITAD date of a contractor who has
remained in theater and is issued back-to-back LOAs when a contract is extended
or an option period is exercised. This change was implemented to prevent
overlapping deployments.

4. Click Save and Continue.

The “View Person” page will display. In the “Deployment” section, the In-Theater
Arrival task will have a green check mark and the status “Complete”.
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If the person data is edited, the person's current LOA will not reflect the changes. In order to update the person data on the
LOA request must be initiated.

0OA, the current LOA must be revoked and a new

Full Name: Davis, Tanya Deployment Status:
Email: tdavis@email.com Gender: Female
Company: HP Citizenship: United States
SEN: ooc-oe-0314 DMDC Verified: Mo
Date of Birth: 10/07/1981 CAC Expiration Date: Unknown

Last Update: 10/7/2016

Deployment Information No previous deployments exist for this person V Deployment Actions V

Current Deployment View | Print LOA Pre-Deploy
V Create Deployment Complete

Person Status: Active

Last P Status Update 10/7/2016
ast Person s IB';:: o | Request LOA KO Approved
Amrived: Has arrived T
v Eligibility Requiremenis Complete
Actual Arrival Date: 11/20/2016
Estimated Deployment: 11/21/2016 - 08/10/2017 v Deployment ltinerary Complete
Countries to be Visited: Afghanistan
Deployment
Government Organization: ACC
2 s
Contract Number: LP1234-16-4-1234 o |19y Issucd Weapon complete
Task Order: LP1224-18-A-T234 V In-Theater Armval Complete
Deployment Purpose: Build schools ! !
Current Duty Station View Duty Station History Duty Station Check In Incomplete
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9.5 Entering a Person’s Duty Station Check-in Date
To enter the duty station check-in date:
1. Search for and select a person. The “View Person” page will display.

2. From the “Deployment” section of the “View Person” page, click the Duty Station
Check In link.

Deployment Information No previous deployments exist for this person v &l Deployment Actions

Current Deployment Pre-Deployment
Person Status: Active V Create Deployment Complete
Last Person 5tatus U%d::;e: 104712016 Request LOA KO Approved
Arrived: Has arrived .
V Eligibility Requirements Complete
Actual Arrival Date: 11/20/2016
Estimated Deployment: 11/21/2016 - 08/10/2017 v Deployment Itinerary Complete
Countries to be Visited: Afghanistan
Deployment
Government Organization: AGCQ
iy W n
Contract Number: LP1234-16-A-1234 o | |dently lssued Waapo Complete
Task Order: LP1224-16-A-T234 5 In-Theater Arival Complete
Deployment Purpoge: Build schools 2
Current Duty Station View Duty Stat Duty Station Check n Incomplete
Primary Duty Station | Country Afghanistan Re-Deployment
City Bagram )
Plan Re-Deployment Incomplete
Site BTRS - BAGRAM AIRFIELD (BAF)

Closeout Deployment Incomplete

Arrival Date: Mot yet arrived

The “Update Deployment Duty Station” page will display.

Home : View Person : Update Deployment Duty Station

Deployment Duty Station

* Duty Station Location: Country  Afghanistan
City Bagram
Site BTRS - BAGRAM AIRFIELD (BAF)

* Date Arrived (mm/ddiyyyy): |-,1,-:U;2m€ ..43 {3_‘
* Operation: |Opelatinn Enduring Freedom v| 4 4

System Supported  [Enterprise Archilecture v

‘ Cancel | Save and Exit 5

3. Enter the duty station check-in date in the Date Arrived field. Enter the date (in
MM/DD/YYYY format, including forward slashes) or select the date using the calendar
control.

Notes:

o You cannot enter future dates (dates later than the current date); you must enter
the date that truly reflects the person’s duty station check-in.

e The duty station check-in date can be the same as or later than the ITAD. You
cannot enter a date that is earlier than the ITAD.

e If the duty station/ITAD overlaps with a previously closed deployment, an error
message appears and you cannot proceed until you enter a valid date. The duty
station check-in date and ITAD must be after the actual end date of all previously
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closed deployments. You cannot “back-date” the duty station check-in date to
reflect the original duty station check-in date of a contractor who has remained in
theater and is issued back-to-back LOAs when a contract is extended or an option
period is exercised. This change was implemented to prevent overlapping
deployments.

e If you change the duty station country to a country that requires SOFA
information in SPOT and no LOA was requested for the deployment, when you
click Save and Exit, an error message will display that indicates an LOA is
required. The message instructs you to cancel or close the current deployment and
create a new deployment and LOA. Click Cancel to exit the page without saving.

e If you change the duty station country to a country that requires SOFA
information in SPOT and an LOA was requested for the deployment, when you
click Save and Exit, a pop-up window will display to inform you about additional
SOFA requirements.

o Ifyou click OK in the pop-up window, the “SOFA Page” will display.

= Complete the SOFA requirements on the “SOFA Page” (see the
Notes in Section 9.3), ensuring the expiration date is in compliance
with SOFA requirements and the deployment period is not greater
than one year. Click Save and Exit to return to the “Deployment
Duty Station” page. Click Save and Exit to save your duty station
location changes and return to the “View Person” page.

= [fyou enter an expiration date on the “SOFA Page” for a current
deployment period that is greater than one year, a pop-up warning
message will display when you click Save and Exit. Because
SOFA deployments are limited to one year, you should cancel or
close the current deployment and request a new deployment of one
year or less. Click Cancel to close the pop-up window and click
Cancel on the “SOFA Page”.

* [fyou do not complete the SOFA requirements on the “SOFA
Page “and click Cancel, you return to the “Deployment Duty
Station” page and a pop-up window indicates that the SOFA
country is removed from the Duty Station Location field. Click
OK to close the pop-up window. The Duty Station Location is
not changed to a SOFA country until SOFA requirements are
complete. Click Cancel to exit the “Deployment Duty Station”
page without saving and return to the “View Person” page.

o Ifyou click Cancel in the pop-up window, the pop-up window closes, you
remain on the “Deployment Duty Station” page, and the Duty Station
Location is not changed to a SOFA country. Click Cancel to exit the
“Deployment Duty Station” page without saving and return to the “View
Person” page.

4. Ifnecessary, update the other fields.
Notes:

e Operations that are expired are not available for selection from the Operation
drop-down list.
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e [If'the previously selected Operation is expired, a message will display and you
need to select an Operation from the drop-down list. In the following example,
the previously selected Operation value “CBRNE” is expired.

* Duty Station Location: Country France

City  Easbia

Site  Baala

* Date Arrived [mmiddiyysy: _‘l'a
* Operatiom: Is.;nm:--.-unur 'I
System Supporied Abrame il

Cancel Save arsd Exl

5. Click Save and Exit.

The “View Person” page will display. In the “Deployment” section, the Duty Station
Check In task will have a green check mark and the status “Complete”.

Notes:

o In the “Current Duty Station” section, the Actual Arrival Date field will display
the duty station check-in date.

o Ifthe ITAD is not recorded in SPOT for the current deployment before the duty
station check-in date is populated, SPOT will automatically populate the ITAD
with the arrival date at the duty station. As a result, the In-Theater Arrival task
is also marked as “Complete” and the person’s deployment status is changed to
“Deployed”. In addition, the Arrived field will display “Has arrived” and the
Actual Arrival Date field will display the date entered for the ITAD.

Deployment Information No previous deployments exist for this person v & Deployment Actions

Current Deployment Pre-Deployment
Person Status: Active ¢ Create Deployment Complete
Last P, Status U te 10/7/2016
ast Person Status P;;t:: o7 | Request LOA KO Approved
Arrived: Has arrived o
¢ Eligibility Requirements Complete
Actual Arrival Date: 11/20/2018
Estimated Deployment: 11/21/2016 - 08/10/2017 V Deployment ltinerary Complete
Countries to be Visited: Afghanistan
Deployment

Government Organization: ACQ
ntify W n
Contract Number: LP1234-16-4-1234 o | dentiy Issued Weapo Complete

Task Order: LP1234-16-A-T234

V In-Theater Arrival Complete
Deployment Purpose: Build schools
Current Duty Station View Duty Station History I [V 4 Duty Station Check In Complete |
Primary Duty Station | Country Afghanistan Re-Deployment
City Bagram
Plan Re-Deployment Incomplete
Site BTRS - BAGRAM AIRFIELD (BAF)
Clossout Deployment Incomplete

I Arrival Date: 11/20/2016 I
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9.6 Updating Points of Contact

Points of Contact (POC) information can be updated at any time, whether the person is actively
deployed or not. The updated information will be visible on the person’s “LOA Details” page in
SPOT. However, the LOA will not reflect those updates if the PDF file has already been
produced. For the LOA in its PDF form to reflect those updates, it needs to be revoked and
reissued.

1. Search for and select a person. The “View Person” page will display.

2. From the “Deployment Information” section of the “View Person” page, select Update
POCs from the Deployment Actions drop-down list. Click Go ( ).

If the person data iz edited. the person's current LOA will not reflect the changes. In order to updste the person data on the LOA_ the current LOA must be revokad and a new
LOA request must be initiated

Full Name: Davig, Tanya Deployment Status: Deployed
Email: tdavis@email.com Gender: Female
Company: HP Citizenship: United States
55N: ooeoe-0314 DMDC Verified: Mo
Date of Birth: 10/07/1981 CAC Expiration Date: Unknown

Last Update: 10v7/2016

Edit Person

D
Deployment Information No pravious deployments exist for this pe | s
Manage Additionally Supperted Contracts
Update Person Status
Ch Depl t Duty Stati
Current Deployment View | Print LOA Pre-Deploy Up;lg?ee\ﬁ::: oyment Duty Ao

P ST A v Create Deployment Complete

The “Update Point of Contact” page will display.

Document Version 40.1, January 2019 213



SPOT-ES 8.10: Contractor Company User Manual

Home : View Person : Update Point of Contact

Update Point of Contact

Who is the 24/7 company point of contact?

3 *First Name

Middle Name
*Last Name
Home Phone
*Office Phone
Mobile Phone

*Email

Who is the government point of contact?

3 First Name

Middle Name
Last Name
Home Phone
Office Phone
Mobile Phone

Email

Who is the in-theater point of contact?

3 *First Name

Middle Name

*Last Name

Home Phone

*Office Phone

Mobile Phone

*Email

Company POC Successfully updated.

|E|ea

[

|s09-555-1235

|Ware |

|
bawars@amail.com J¥‘
mENE

[&rthur

|Major

[s0g-555-4567

|amajor@inth.com

4 Lo [sove[omel < 5

3. Add or update any of the POC information, as needed.

Note: The 24/7 company and in-theater points of contact are required. The government
contact is optional. If not entered, this contact will be populated on the LOA with
information for the assigned Government Authority.

updates will display.

4. Click Save for each POC that you add or update. A message confirming the successful
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5. Click any one of the three Close buttons. The “View Person” page will display.

Note: The Save button only saves updates to the section that contains the button.
However, any one of the three Close buttons will close the entire “Update Point of

Contact” page.

9.7 Updating Deployment Information

To update the deployment dates, countries to visited, purpose of deployment, job title, or in-

theater email address:

1. Search for and select a person. The “View Person” page will display.

2. From the “Deployment Information” section of the “View Person” page, select Update
Deployment Information from the Deployment Actions drop-down list. Click Go ().

Note: The Update Deployment Information option is not available if the ITAD is

populated or an LOA has been requested. To update deployment information when an

LOA has been requested, an authorized user may recall or revoke an LOA. For more
information about recalling LOAs, see Section 6.4, Recalling an LOA. To have an LOA

revoked, contact the Contracting Officer.

Person Data

Full Name: Aadmi, Aam A

Email: test@imail.com
Company: HP
SSN: x0-x-9666

Date of Birth: 10/01/1989

Current Deployment

Person Status: Active

Last Person Status Update 10/28/2014
Date:

Arrived: Mot yet arrived

Deployment Status:

Gender:
Citizenship:
DMDC Verified:

CAC Expiration Date:

Not Deployed

Male

United States
No

Unknown

Last Update: 10/28/2014

Edit Person

Deployment Information No previous deployments exist for this person

®

Pre-Deploym| @
J Create Deployment

Request LOA

Eligibility Requirements

Deployment Actions
Deployment Actions
Update POCs
Update Deployment Information

Manage Additionally Supported Contracts
Cancel Deployment

Update Person Status

Change Deployment Duty Stafion

Update Visa

Incomplete

The “Update Deployment” page will display.
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Home : View Person : Update Deployment - Aadmi, Aam A (Company Contractor Personnel)

Update Deployment - Aadmi, Aam A (Company Contractor Personnel)

Contract | Task Order SADOID15DD432 /SAD3
Period of Performance 10/01/2014 - 10/31/2023
3 What are the estimated start and end dates for this deployment (mm/dd iyyyy)?
“Estimated Start Date ;0172014 (&
*Estimated End Date 4392021 (&
4 *Countries to be Visited Select Countries from List to Add
Akrotiri
Albania

Algeria
American Samoa =

s

v =

Selected Countries
Afghanistan

3 *What is the purpose of this deployment? p;=si0n Repcrtingl -

Remaining Characters: 383

“What is the person’s job tile? Raporters and Carrespondents 4

*What is the person's e-mail to be used in-theater? test@tmail.com fj
6 Save Cancel

3. Edit the Estimated Start Date and the Estimated End Date, if necessary. Enter the
dates (in MM/DD/YYYY format, including forward slashes) or select the dates using the
calendar controls.

Notes:

e Deployment start dates must fall within the referenced contract or task order’s
period of performance. Deployment end dates may extend up to 30 days beyond
the contract or task order’s end date to allow for close out.

e The deployment start date cannot be earlier than the current date. If a deployment
start date is in the past, an error message will appear and you cannot proceed until
you enter a valid date. You cannot enter an estimated deployment date in the past.
If a person is staying in theater on back-to-back deployments and remains in
theater when a contract is extended or an option period is exercised, you must
create a new deployment with an estimated start date that must be the day after
the previous deployment is closed out.

e If a new deployment overlaps with a previously closed deployment, an error
message appears and you cannot proceed until you enter a valid date. The
estimated start date of a new deployment must be after the actual end date of all
previously closed deployments. This change was implemented to prevent
overlapping deployments.

e For deployments that do not require SOFA information in SPOT, if the
deployment period is greater than one year, a warning message will appear when
you click Save. Ensure dates are in compliance with SPOT business rules and
reflect only the funded portion of the contract/task order PoP. Click OK to
continue updating the deployment.

e For deployments that require SOFA information in SPOT, if the deployment
period is greater than one year, an error message will appear when you click Save.
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To update deployment dates, you might have to cancel the current deployment
and request a new deployment of one year or less.

4. Edit Countries to be Visited, if necessary. To add Countries to be Visited, select one or
more countries from the list and click the Down Arrow button to move the selection(s) to
the box of Selected Countries.

Notes:

e Ifyouneed to remove countries from the Selected Countries list, select one or
more countries and click the Up Arrow button.

e After you select the correct countries, you can update visa information as needed
for the selected countries. For more information, see Sections 9.12, Updating Visa
Information.

e Ifyou attempt to add a country to the Selected Countries list that requires SOFA
information in SPOT and no LOA was requested for the deployment, when you
click the Down Arrow button, a pop-up window will display that instructs you to
cancel or close the current deployment and create a new deployment and LOA.

e Ifyou attempt to add a country to the Selected Countries list that requires SOFA
information in SPOT and the LOA for the deployment was recalled, denied,
revoked, or in a pending signed state, when you click the Down Arrow button, a
pop-up window will display to inform you about additional SOFA requirements.

o Ifyou click OK in the pop-up window, the “SOFA Page” will display.
=  Complete the SOFA requirements on the “SOFA Page” (see the
Notes in Section 9.3), ensuring the expiration date is in compliance
with SOFA requirements. Click Save and Exit to return to the
“Update Deployment” page. The SOFA country is added to the
Selected Countries list.
= [fyou do not complete the SOFA requirements on the “SOFA
Page “and click Cancel, you return to the “Update Deployment”
page and a pop-up window indicates that the SOFA country is
removed from the Selected Countries list. Click OK to close the
pop-up window. A SOFA country is not added to the Selected
Countries list until SOFA requirements are complete.
o Ifyou click Cancel in the pop-up window, the pop-up window closes, you
remain on the “Update Deployment” page, and the SOFA country is not
added to the Selected Countries list.

5. Edit the purpose of this deployment, job title, and in-theater email address, if necessary.
6. Click Save. A pop-up window will display to confirm the successful updates.

Message from webpage &J

! . Deployment has been successfully updated.

7
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7. Click OK. The “Update Deployment” page displays a success message. Then the “View
Person” page will display.

Home : View Person : Update Deployment - Aadmi, Aam A (Company Contractor Personnel)

Deployment has been successfully updated
date Deplo

9.8 Referencing Additionally Supported Contracts or Task Orders

SPOT allows Company Administrators to reference additional contracts or task orders that a
person is supporting in-theater. Note that additional contracts or task orders are listed for
reference purposes only, as the LOA will only reflect the primary contract/ task order identified
when the LOA request was approved.

1. Search for and select a person. The “View Person” page will display.

2. From the “Deployment Information” section of the “View Person” page, select Manage
Additionally Supported Contracts from the Deployment Actions drop-down list. Click

Go (&)

fthe person data is edited, the person's current LOA will not reflect the changes. In order to update the person data on the LOA, the current LOA must be revoked and & new
LO& request must be initiated

Full Name: Davis, Tanya Deployment Status: Deployed
Email: tdavis@email.com Gender: Female
Company: HP Citizenship: United States
S§5N: soocxx-0314 DMDC Verified: Mo
Date of Birth: 10/07/15951 CAC Expiration Date: Unknown

Last Update: 10/7/2016

Edit Person
Deployment information Mo previous deployments exist for this pe tions
2 Manage Additionally Suppoerted Contracts
Update Person Status

Current Deployment [View/Priniioa | | Pre-Deploy Change Deployment Duty Station

Person Status: Active

w Create Deployment [Update Visa

The “Manage Additionally Supported Contracts” page will display.

3. Add, update, or remove additionally supported contracts or task orders that the contractor
is supporting. For instructions, see Sections 9.8.1 through 9.8.3.

4. When done with all the updates, click Save & Exit to return to the “View Person” page.
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9.8.1 Adding Additionally Supported Contracts or Task Orders

To add an additionally supported contract or task order:

1. Select the Add icon (©) next to “Additionally Supported Contracts”.

Home : View Person : Manage Additionally Supported Contracts

Manage Additionally Supported Contracts
Full Name:  Davis, Tanya
Company: HP
Estimated Deployment: 11/21/2016 - 102017
Contract Number:  LP1234-168-A-1234
Task Order: LP1234-16-A-T234
Additionally Supported Contracts &) {

No records selected

| save Save & Exit | | Cancel

The “Add Additionally Supported Contracts” window will display.

Add Additionally Supported Contracts

Contract / Task Order: LP1234-16-4-1234/LP1234-16-A-T234
Period of Performance: 38M2/2016 - 31 0/2017
* Contract Number |Se|ec[ a Contract v|£
* Task Order Mo contract selected to populate Task Order list.
e —- I
End: ---lj

5 L [naa] [conel
—

2. Select a contract from the Contract Number drop-down list. SPOT will display
information in the Contract KO, Contract POP, and Task Order ficlds for the selected
contract.

3. If'the selected contract has task orders, select a task order from the Task Order drop-
down list. After you select a task order, SPOT will display information in the Task
Order KO and Task Order PoP fields for the selected task order.

4. Enter or update the dates that the contractor will be supporting the additional Contract or
Task Order, if necessary.
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Add Additionally Supported Contracts

Contract / Task Order:  LP1234-18-A-1234/LP1234-16-A-T234

Peried of Performance: 5/M2/2016 - 51072017
* Contract Number |123456-15-A-1235 W | Q

Contract KO Kamenslis, John

Contract POP  7/5/2016 - 7/3/2013
~Task Order [12345618-AT235 V| Q

Task Order KO Kamenelis, John

Task Order POP  7/5/2016 - 7/3/2018
Period of Performance: 7/3/2016 - 7/3/2018

start: [1121/2016 {

End: [ggr0/2017 |
T} Add | | Cancel

5. Click Add.

The “Manage Additionally Supported Contracts” page will display. The “Additionally
Supported Contracts” table displays the newly added contract/task order that the person
supports.

Home : View Person : Manage Additionally Supported Contracts

Manage Additionally Supported Contracts
Full Name:  Davis, Tanya
Company: HP
Estimated Deployment: 11/21/2016 - 8/10/2017
Contract Number: LP1234-16-A-1234
Task Order:  LP1234-16-A-T234

Additionally Supported Contracts \@
ContractTask Order Number Start End | 6
I 123456-16-A-1235/123456-16-A-T235 112172016 DeM0rM7 X I

6. When done with all the updates, click Save & Exit to return to the “View Person” page.

9.8.2 Updating Additionally Supported Contracts or Task Orders
To update an additionally supported contract or task order:
1. Click the desired link in the Contract/Task Order column.

Home : View Person : Manage Additionally Supported Contracts

Manage Additionally Supported Contracts
Full Name: Davis, Tanya
Company: HP
Estimated Deployment: 11/21/2016 - /10,2017
Contract Number:  LP1234-16-4-1234
Task Order: LP1234-16-A-T234

Additionally Supported Contracts @

Contract/Task Order Number Start End |
1 123456-16-A-1235/122456-16-A-T235 11/21/2016 D&/M0/2017 X
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The “Edit Additionally Supported Contracts” window will display.

Edit Additionally Supported Contract

Contract / Task Order: LP1234-16-A-1234/LP1234-16-A-T234
Period of Performance: 5/12/2016 - &/10/2017
* Contract Number 123456-15-4-1235
Contract KO Kamenglis, John
Contract POP  7/5/2016 - 7/3/2018
* Task Order 123456-16-A-T235
Task Order KO Kamenelis, Jehn

Task Order POP  7/5/2016 - 7/3/2018
Start: [11521/2016 Q
End: [o7/15/2017 | 4]

?L Update | | Cancel

2. Enter or update the dates that the contractor will be supporting the additional
contract/task order, if necessary.

Note: Other fields cannot be changed.
3. Click Update.

The “Manage Additionally Supported Contracts” page will display with the updated dates
in the “Additionally Supported Contracts” table.

Home : View Person : Manage Additionally Supported Contracts

Manage Additionally Supported Contracts

Full Name:  Davis, Tanya
Company: HP
Estimated Deployment: 11/21/2016 - 81072017
Contract Number: LF1234-16-A-1234
Task Order: LP1224-16-A-T234
Additionally Supported Contracts &
ContractTask Order Number Start End |
I123456-15-A-1 235/M123456-16-A-T235 11212016 D7iSf2017 X I

‘E| ISaues.F_xitl ICanceil

6

4. When done with all the updates, click Save & Exit to return to the “View Person” page.

9.8.3 Removing Additionally Supported Contracts or Task Orders
To remove an additionally supported contract or task order:

1. Click the Remove icon (#) associated with the contract/task order to be removed.
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Home : View Person : Manage Additionally Supported Contracts

Manage Additionally Supported Contracts

Full Name:  Davis, Tanya
Company: HP
Estimated Deployment: 11/21/2016 - 8/10/2017
Contract Number: LP1234-16-A-1234
Task Order:  LP1234-16-A-T234
Additionally Supported Contracts &)
ContractTask Order Number Start End |
123458-16-A-1235/123458-16-A-T235 112112016 07152017 b 4 1

Save | ‘ Save & Exil. ICﬂncei |

The “Additionally Supported Contracts” table will update accordingly.

Home : View Person : Manage Additionally Supported Contracts

Manage Additionally Supported Contracts
Full Name:  Davis, Tanya
Company: HP
Estimated Deployment:  11/21/2016 - 81 0/2017
Contract Number:  LP1234-16-4-1234
Task Order:  LP1234-16-A-T234

Additionally Supported Contracts &) 2
I Mo records selected I

[ save| [savea exit| [cancel]

2. When done with all the updates, click Save & Exit to return to the “View Person” page.

9.9 Cancelling a Deployment

Both the deployment status and the status of an associated LOA determine if the Cancel
Deployment option is available in the Deployment Actions drop-down list on the “View
Person” page.

e Ifthere is an associated LOA, you can cancel a deployment if the LOA status is one of
the following, as long as the ITAD has not been populated:

LOA Status When Cancel Deployment | LOA Status After Deployment is
is Available Cancelled

LOA Not Requested (no associated LOA) | N/A

Request Pending Cancelled

Denied Denied

Recalled Cancelled

Revoked Revoked

The Cancel Deployment option is not available if the LOA status is “Government
Authorized”, “Pending Signed Document”, or “KO Approved”.

By cancelling a deployment, the LOA status is automatically changed (see table above).
In the LOA Inbox, you can search for an LOA by status and view LOA details. However,
you can only view the LOA PDF file for an LOA with a “KO Approved” status.

Document Version 40.1, January 2019 222



SPOT-ES 8.10: Contractor Company User Manual

* You can cancel an open deployment, but not an active deployment. After an ITAD is

entered, the deployment is active and the Cancel Deployment option is not available.

To cancel a deployment:

1. Search for and select a person. The “View Person” page will display.

2. From the “Deployment Information” section of the “View Person” page, select Cancel

Deployment from the Deployment Actions drop-down list. Click Go ().

Person Data

Full HName: Aadmi, Aam A Deployment Status: Mot Deployed
Email: aaadmi@email com Gender: Male
Company: HP Citizenship: United States
55M: 200000-8765 DMDC Verified: Mo
Date of Birth: 12/2%/1989 CAC Expiration Date: Unknown

Last Update: 12/29/2014

Edit Person

Deployment Information Mo previous deployments exist for this person ~ K&

Current Deployment Pre-Deployment

V CreaeDﬁ)lu ent
Person Status: Active
Requ

Last Person Status Update 12/Z9/2014
Date: Eligibility Requireme

Deployment Actions
Deployment Actions
Update POCs
Update Deployment Information

Manage Additionally Supported Contracts
Cancel Deployment

Update Person Status

Change Deployment Duty Station

Update Visa —

Arrived: Mot yet arrived

The “Cancel Deployment” page will display.

Home : View Person : Cancel Deployment
Cancel Deployment

Person Status: Incomplete Supporting Government ACQ
. . Organization:
Arrived: Not yet arrived
Contract Number: 123456-12-A-1234
Actual Arrival Date:
Task Order: 1234
Estimated Deployment: 12222014 - 12/21/2015
Deployment Purpose: Build schools
Countries to be Visited: Afghanistan, Andorra

* Please enter the reason to cancel the above deployment:
3 Misgsion Cancelled o

L

Continue | ‘ Return to View Person

Enter the reason the deployment is being cancelled.
4. Click Continue.

The confirmation page with the Cancel Deployment button will appear.
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Home : View Person : Cancel Deployment

Cancel Deployment

Person Status: Incomplete Supporting Government ACQO

Organization:
Arrived: Not yet arrived

Contract Humber: 123458-12-4-1234
Actual Arrival Date:

Task Order: 1234
Estimated Deployment: 12/22/2014 - 12/21/2015

Deployment Purpose: Build =chools
Countries to be Visited: Afghanistan, Andorra

= Please confirm the explanation below:
Mission Cancelled -

Po

‘ Back H Cancel Deployment H Return to View Person |

Note: Records of cancelled deployments are not accessible to users. If the cancelled
deployment has an LOA associated with it, a warning message of “The cancellation of
this Deployment will result in automatic cancellation of the associated LOA.” will
display at the top of the page because the LOA will also be cancelled and users can no
longer view or print it.

5. Click Cancel Deployment.

The “View Person” page will display. The “Deployment Information” section indicates
the person has no current deployment. The Create New Deployment button is available.

Person Data

Full Hame: Aadmi, Aam A Deployment Status: Mot Deployed
Email: aaadmi@email.com Gender: Male
Company: HP Citizenship: United States
55N 2000-xx-B765 DMDC Verified: No
Date of Birth: 12/25/1339 CAC Expiration Date: Unknown
Last Update: 12/29/2014
| Release Person | | Edit Person |

Deployment Information Mo previous deployments exist for this person E
I There is no current deployment for this person I
I‘ Create Hew Deployment I

9.10 Updating a Person’s Status for a Deployed Person

When you request a deployment, the person’s status is Active. You can change a person’s status
without closing out the deployment or the LOA. For example, if a person goes on R&R, change
the status to R&R. Then when the person returns, repeat these steps to change the status back to
Active.

To update a person’s status:
1. Search for and select a person. The “View Person” page will display.

2. From the “Deployment Information” section of the “View Person” page, select Update
Person Status from the Deployment Actions drop-down list. Click Go ().
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Person Data

If the person data is edited, the person's cumrent LOA will not reflect the changes. In order to update the person data on the LOA, the current LOA must be revoked and a new
LOA request must be initiated

Full Name: Davig, Tanya Deployment Status: Deployed
Email: tdavis@email.com Gender: Femals
C : HPE i EIVices Citizenship: United Siates
S5N: oocxe-0314 DMDC Verified: Mo
Date of Birth: 11/11/1981 CAC Expiration Date: Unknown
1

Person Status: Active

Last Update: 1/17/2018

Deployment Information No previous deployments exist for this person v [k

Deployment Actions

Update POCs
m’@ Manage Additionally Supported Contracts
- - o Update Person Status
Gument Heployment P e Change Deployment Duty Station
Arrived: Has arrived v 4 Create Deployment |Update Visa

The “Update Person Status” page will display.

Home : View Person : Update Person Status

Update Person Status

*Person Status: |ActiUE Vl @

*Effective Date: | lj

| Update Person smm;” Cancel |

3. Select the Person Status from the drop-down list.

Note: See the SPOT Business Rules if you have questions about the terms in the Person
Status drop-down list.

Select a Status

AWOL

Injured -Injured as a result of Hostile Action
Injured -Injured as a result of Non-Hostile Action
Medical Quarantine

Missing

Prisoner of War (POW)

R &R

4. Enter the Effective Date of the person status change. The date must be the current date or
a prior date. Type the date (in MM/DD/YYYY format, including forward slashes) or use
the calendar control to select the date.

Home : View Person : Update Person Status

Update Person Status

*Person Status: |R&R v|

“Effective Date:  [95j02/2018 \Eﬁi‘
} |Up|!a‘|e Person Status || Cancel |

5. Click Update Person Status.
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The “View Person” page will display. In the “Person Data” section, the Person Status
field will display the selected status.

If the person data is edited, the person's cumrent LOA will not reflect the changes. In order to update the person data on the LOA, the current LOA must be revoked and a new
LOA request must be inifiated

Full Name: Davis, Tanya Deployment Status: Deployed
Email: tdavis@email.com Gender: Female
Ci : HPE L ENViCES Citizenship: United Siates
SEN: wooc-xx-0314 DMDC Verified: No
Date of Birth: 11/11/1981 CAC Expiration Date: Unknown

Person 5tatus: R&R

Last Update: 6/7/20128

Deployment Information No previous deployments exist for this person v ﬂ Deployment Actions Vﬂ

Current Deployment Pre-Deployment

« Create Deployment Complete

Arrived: Has arrived

9.11 Changing a Deployment Duty Station
To change a deployment duty station:
1. Search for and select a person. The “View Person” page will display.

2. From the “Deployment Information” section of the “View Person” page, select Change
Deployment Duty Station from the Deployment Actions drop-down list. Click Go (
).

Person Data

Full Name: Doe, Jane Deployment Status: Mot Deployed
Email: janedoe@email.com Gender: Female
Company: HP Citizenship: Afghanistan
FIN: DOEOS161975 DMDC Verified: No

Date of Birth: 0616/1975 CAC Expiration Date: Unknown

Last Update: 12/29/2014

Edit Person

Deployment Actions
Deployment Actions
Update POCs
Manage Additionally Supported Contracts
Cancel Deployment

Update Person Status

Change Deployment Duty Station

Update Visa

Deployment Information No previous deployments exist for this person

Current Deployment Pre-Deployment

Vf Creaif Deployjnent
Person Status: Active 2
Vf Requigst LOA

Last Person Status Update 12/25/2014
Date: Eligibility Requirements Incomplete

Arrived: Not yet arrived

The “Update Deployment Duty Station” page will display.
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Home : View Person : Update Deployment Duty Station

Deployment Duty Station

* Duty Station Location: COIL.II"Iti"Y Afgﬁanista‘ri 1 4 4

City Bagram
Site  BTRS - BAGRAM AIRFIELD (BAF)

* Date Arrived (mm/ddiyyyy): 121292014 jd

*Operation:  Qpperation Enduring Freedom -

System Supported Enterprise Architecture -

Cancel Save and Exit % 4

3. Update the duty station information, as needed.

Notes:

Operations that are expired are not available for selection from the Operation
drop-down list.
If the previously selected Operation is expired, select a valid Operation from the
drop-down list to proceed.
You cannot enter future dates (dates later than the current date); you must enter
the date that truly reflects the person’s duty station check-in.
The duty station check-in date can be the same as or later than the ITAD. You
cannot enter a date that is earlier than the ITAD.
If the duty station/ITAD overlaps with a previously closed deployment, an error
message appears and you cannot proceed until you enter a valid date. You cannot
“back-date” the duty station check-in date to reflect the original duty station
check-in date of a contractor who has remained in theater and is issued back-to-
back LOAs when a contract is extended or an option period is exercised. This
change was implemented to prevent overlapping deployments.
If you change the duty station country to a country that requires SOFA
information in SPOT and no LOA was requested for the deployment, when you
click Save and Exit, an error message will display that indicates an LOA is
required. The message instructs you to cancel or close the current deployment and
create a new deployment and LOA. Click Cancel to exit the page without saving.
If you change the duty station country to a country that requires SOFA
information in SPOT and an LOA was requested for the deployment, when you
click Save and Exit, a pop-up window will display to inform you about additional
SOFA requirements.
o Ifyou click OK in the pop-up window, the “SOFA Page” will display.
= Complete the SOFA requirements on the “SOFA Page” (see the
Notes in Section 9.3), ensuring the expiration date is in compliance
with SOFA requirements and the deployment period is not greater
than one year. Click Save and Exit to return to the “Deployment
Duty Station” page. Click Save and Exit to save your duty station
location changes and return to the “View Person” page.
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= [fyou enter an expiration date on the “SOFA Page” for a current
deployment period that is greater than one year, a pop-up warning
message will display when you click Save and Exit. Because
SOFA deployments are limited to one year, you should cancel or
close the current deployment and request a new deployment of one
year or less. Click Cancel to close the pop-up window and click
Cancel on the “SOFA Page”.

= [fyou do not complete the SOFA requirements on the “SOFA
Page “and click Cancel, you return to the “Deployment Duty
Station” page and a pop-up window indicates that the SOFA
country is removed from the Duty Station Location field. Click
OK to close the pop-up window. The Duty Station Location is
not changed to a SOFA country until SOFA requirements are
complete. Click Cancel to exit the “Deployment Duty Station”
page without saving and return to the “View Person” page.

o Ifyou click Cancel in the pop-up window, the pop-up window closes, you
remain on the “Deployment Duty Station” page, and the Duty Station
Location is not changed to a SOFA country. Click Cancel to exit the
“Deployment Duty Station” page without saving and return to the “View
Person” page.

4. Click Save and Exit. The “View Person” page will display.

9.12 Updating Visa Information
To update visa information:
1. Search for and select a person. The “View Person” page will display.

2. From the “Deployment Information” section of the “View Person” page, select Update
Visa from the Deployment Actions drop-down list. Click Go ().

Person Data

Full Name: Aadmi, Aam A Deployment Status: Not Deployed
Email: test@tmail.com Gender: Male
Company: HP Citizenship: United States
SSN: x0-x-9666 DMDC Verified: No
Date of Birth: 10/01/1989 CAC Expiration Date: Unknown
Last Update: 10/28/2014
| Eanperson |
Deployment Information No previous deployments exist for this person ~ [l Deployment Actions

Deployment Actions
Update POCs
Update Deployment Information

Manage Additionally Supported Contracts
Cancel Deployment

Update Person Status

Change Deployment Duty Station

Update Visa

Eligibility ents Incomplete

Current Deployment Pre-Deployment

y Create Deployment

Person Status: Active

. Reques|LO/
Last Person Status Update 10/28/2014
Date:

Arrived: Not yet arrived

The “Update Visa” page will display.
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Home : View Person : Update Visa

Update Visa

Select edit to update a country's visa information:

CountryDesc | Visa Number | Expiration Date | Visa Remarks ‘ Edit

Afghanistan Mot Entered Mot Entered Mot Entered / 3

ED

3. Click the Edit icon (#") to update the visa information.
The “Update Visa” page will display with fields for updating the selected visa.

Home : View Person : Update Visa

Update Visa

Enter the selected Country's Visa Information:

Country:  Afghanistan
Visa Number:  [4FG 1234567588 | 47

Expiration Date: I
xpiration 0171312020 @[mm.fddfww}l

Visa Remarks:  |remark details
5

4. Update the visa number, expiration date, and any optional visa remarks.

5. Click Update. A confirmation message will display.

Home : View Person : Update Visa

Update Visa

I Visa has been saved successfully. I

Enter the selected Country's Visa Information:

Country:  Afghanistan

Visa Number: |AFG1 234567892 |

Expiration Date: |£]1!13f2f.]2D m Gl

Visa Remarks: |Remﬁr‘3{ details

|
(i |~ © )

6. Click Close to return to the “Update Visa” page.
The “Update Visa” page displays the updated visa information.
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Home : View Person : Update Visa

Update Visa

Select edit to update a country's visa information

CountryDesc ‘ Visa Number | Expiration Date ‘ Visa Remarks | Edit

I Afghanistan AFG1234567898 D1/13/2020 Remark details I _/

Exe] {7

7. Click Exit to return to the “View Person” page.

10 Redeployments

This section provides instructions on how to plan a redeployment, close out a deployment, and
view a person’s deployment history after their previous deployment has been closed out.

SPOT uses the term redeployment in the military context. In SPOT, the term redeployment is
defined as “returning from deployment”. The term does not refer to deploying again or returning
to deployment.

Redeployment occurs when a person’s deployment ends and the individual returns home and/or
to the demobilization station (point of origin). The following two workflows are associated with
managing a person’s redeployment:

1. Planning redeployment (i.e., planning to return home and/or to the demobilization
station), and

2. Closing out the deployment.

Completing the two workflows helps organizations prepare and plan for the utilization of their
personnel.

The “Redeployment” section of the “View Person” page provides links to the redeployment and
close out deployment workflows. Planning a person’s redeployment involves completing the
redeployment itinerary. The anticipated departure date from AOR is the target date for the person
to depart from the AOR. The actual departure date is entered only after the person has departed.

To close out a person’s deployment, enter the departure date in the Actual Departure Date
from AOR field. Once the actual departure date is entered and saved, the deployment record
becomes part of the permanent historical record set for the person. All of the data fields are
locked; you can no longer add or update information. However, you can view the deployment
details by selecting the PoP from the Previous Deployments drop-down list. The Previous
Deployments drop-down list allows you to view the details that relate to a person’s previous
deployment(s) affiliated with your company.

10.1 Planning a Redeployment
To plan a redeployment:

1. Search for and select a person. The “View Person” page will display.

Document Version 40.1, January 2019 230



SPOT-ES 8.10: Contractor Company User Manual

Resource
SPOT Reports Setu,
2o Center &

Home : View Person - Thomas, Henry James (Company Contractor Personnel)

f the perzon data is edited, the person's current LOA will not reflect the changes. In order to update the person data on the LOA, the current LOA must be revoked and 5 new
LOA request must be init d

Full Name: Thomas, Henry James Deployment Status: Deployed
Email: hthomas@email.com Gender: Male
Company: HP Citizenship: United States
S5N: 30000250 DMDC Verified: Mo
Date of Birth: 07/15/1851 CAC Expiration Date: Unknown

Last Update: 10/17/2016

Deployment Information No previous deployments exist for this person v E Deployment Actions vﬂ

Current Deployment Pre-Deployment
T V Create Deployment Complete
Last Person Status Ude;: 10172016 v Request LOA KO Approved
Arrived: Has arrived — .. )
¢ Eligibility Requirements Complete
Actual Amrival Date: 10/17/2D16
Estimated Deployment: 10/17/2016 - D8/10/2017 V Deployment ltinerary Complete
Countries to be Visited: Afghanistan
Deployment
Government Organization: ACQ

Conirsct Number: LP1234-16.4.1734 Identify Issued Weapon Incomplete

Task Order: LP1234-16-A-T234 V’ In-Theater Arrival Complete

Deployment Purpose: Build schools
Current Duty Station View Duty Station History | o Duty Station Check In Complete
Primary Duty Station | Country Afghanistan Re-Deployment
City Bagram
i Plan Re-Deployment Incomplete
Site BTRS - BAGRAM AIRFIELD gy
&

vl B T BE 2 Closeout Deployment Incomplete

2. From the “Re-Deployment” section of the “View Person” page, click the Plan Re-
Deployment link. The “Plan Redeployment” page will display.

Home : View Person : Plan Re-Deployment

Plan Re-Deployment

Method of Transportation: 3
Anticipated Departure Date from AOR: | ﬁ 4
5
3. Select the Method of Transportation from the drop-down list.
Method of Trangportation:
Commercial Air
Anticipated Departure Date from AOR: ;ﬁ:’;ﬂar:‘ye;\ci:'al Land
Military Land
Military Ship
Remain in Theater
4. Enter the Actual Departure Date from AOR (in MM/DD/YYYY format, including
forward slashes), or use the calendar control to select the date.
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Method of Transportation: Remain in Theater W

Anticipated Departure Date from AOR: |1|:|,'1 3/2016 lj

5. Click Save & Continue. The “View Person” page will display.

On the “View Person” page, the Plan Re-Deployment task will have a green check mark
and the status “Complete”.

Deployment Information No previous deployments exist for this person v Deployment Actions
Current Deployment Pre-Deployment

Person Status: Active V Create Deployment Complete

0M17/2016

Last Person Status U%\:‘I;: 10177201 Request LOA KO Approved
Arrived: Has arrived h

V Eligibility Requirements Complete

Actual Arrival Date: 10/17/2018
Estimated Deployment: 10/17/2016 - 08/10/2017 V Deployment Itinerary Complete

Countries to be Visited: Afghanistan

Deployment
Government Organization: ACQ
ntify Wi n
Contract Number: LP1234-16-4-1234 ldenty Issued Weapo Incomplete
Task Order: LP1234-16-A-T234 V In-Theater Arrival Complete
Deployment Purpose: Build schools
Current Duty Station View Duty Station History | o Duty Station Check In Complete
Primary Duty Station | Country Afghanistan Re-Deployment
City Bagram
IV Plan Re-Deployment Complete I
Site BTRS - BAGRAM AIRFIELD (BAF)
Arrival Date: 10/17/2016 Closeout Deployment Incomplete

10.2 Closing Out a Deployment

A deployment must be closed out in SPOT after the person has left the Area of Responsibility
(AOR). No further edits can be made to the deployment once the Actual Departure Date from
AOR has been entered and the deployment has been closed out. You can only close out a
deployment if the ITAD has been entered.

To ensure data quality in SPOT, automated processes are run daily on a scheduled basis. These
processes will close or cancel appropriate deployments and correspondingly set the status of
associated LOAs. For more information, see the Automated Processes section in Appendix A:
Getting Started in SPOT.

To close out a deployment:

1. Search for and select a person. The “View Person” page will display.
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Resource
SPOT Reports Setu
Po Center =
Home : View Person - Thomas, Harry James (C Contractor P

If the person data is edited, the person’s current LOA will not reflect the changes. In erder to update the person data on the LOA, the current LOA must be revoked and a new
LOA request must be initiated.

Full Name: Thomas, Harry James Deployment Status: Deployed
Email: hthomas@email.com Gender: Male
Company: SPS Citizenship: United States
S5N: ooex-0252 DMDC Verified: Mo
Date of Birth: 11/11/1931 CAC Expiration Date: Unknown

Person Status: Active
Last Update: 6/7/2018

Sub-Contractor Details

Primary Company: HP Enterprise Services
Contract Number: 123456-18-A-1235 Task Order Number: 123456-18-A-T235

Contract Dates: 05/15/2018 - 05/14/2019 Task Order Dates: 05/15/2015 - 05/14/2019

Edit Person
Deployment Information No previous deployments exist for this person v “ Deployment Actions hd ﬂ

Current Deployment Pre-Deployment
Arrived: Has arrived V Create Deployment Complete

Actual Arrival Date: 06/05/2018

V Request LOA KO Approved
Estimated Deployment: 06/07/2015 - 05/14/2019
Countries to be Visited: Afghanistan V Eligibility Requirements Complete
Government Organization: ACGQ
V Deployment Itinerary Complete
Contract Number: 123456-18-A-1235
Task Order: 123456-18-A-T235 Deployment
Deployment Purpose: Build schools Identify Issued Weapon Incomplete
Current Duty Station View Duty Station History a7 In-Theater Arrival Complete
Primary Duty Station | Country Afghanistan V Duty Station Check In Complete
City Bagram
Site BTRS - BAGRAM AIRFIELD (BAF) Py
Arrival Date: 06/05/2018 V Plan Re-Deployment Complete

Operation: Operation Enduring Freedom
System Supported: 2 Closeout Deployment Incomplete

2. From the “Re-Deployment” section of the “View Person” page, click the Closeout
Deployment link. The “Closeout Deployment” page will display.

Notes:

o The ITAD must be entered before closing a deployment. For information on
entering the date, see Section 9.4.

o Ifan LOA is associated with the deployment, SPOT will display a warning
message: “The closeout of this Deployment will result in automatic expiration of
the associated LOA.”
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Question only available for / O ves ®
subcontragtor employee who

was added

Home : View Person : Closeout Deployment

Closeout Deployment

The closeout of this Deploy will result in i pil of the LOA.

* Have the terms of deployment been fulfilled?

Current Person 5tatus: Active

not entered

3

“Person Status:  [Select Status

*Person Status Effective Date: |

Method of Transportation: Remain in Theater ~ 4 8

a yed It dep
associated LOA and Plan Re-Deploymie

*Actual Departure Date from AOR: |

Has the government issued OCIE been returned?
Has a medical screening been administered?
Would you like to releaze the person from his/her company?

Would you like to release the person from his/her contract and task order?

by prime company

o

| Cancel H Save & Continue |

=)

3. Click the appropriate Yes or No radio button to answer the question Have the terms of

deployment been fulfilled?

e Ifyou select Yes, skip steps 4 and 5 and go to step 6 to complete the rest of the

screen.

* Have the terms of deployment been fulfilled?

® yes O

No

e Ifyou select No, an additional question will appear asking the reason for the
person’s departure without fulfilling the terms of the deployment. Continue with

step 3.

* Have the terms of deployment been fulfilled? o Yes

* Reason for leaving mission?

® no

O voluntary (early)

) Involuntary (removed for cause)

4. Click the appropriate radio button to answer the question Reason for leaving mission?

o Ifyou select Voluntary (early), skip step 5 and go to step 6.

* Reason for leaving mission?

® ol untary (early)

) Involuntary (removed for cause)

o Ifyou select Involuntary (removed for cause), the Identify Reason drop-down

list will display.
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5. From the Identify Reason drop-down list, select the reason for the involuntary departure.

Note: See the SPOT Business Rules if you have questions about the terms in the Identify
Reason drop-down list.

* Reason for leaving mission? —
‘! Voluntary (early)

%! Involuntary (removed for cause)

* ldentify Reason: Select Reason
Cleanup/ Closeout by Automated Process
Current Person Status: Due to Negligence
Other

Performance problems
Personal reasons

Prosecutorial review

*Person Status Effective Date: Requested by mission to depart
Rule of force violation

*Person Status:

Note: If you select Other from the Identify Reason drop-down list, a text field will
display for you to enter a reason. This field is required.

* Reason for leaving mission? ~
‘! Voluntary {early)

®) Involuntary (removed for cause)

* Identify Reason: [Other v|

* Other: |[court ruling #12345

6. Select the Person Status from the drop-down list.
Notes:

o See the SPOT Business Rules if you have questions about the terms in the Person
Status drop-down list.

o If'the person is remaining active, select Active from the Person Status drop-
down list.

Current Person Status: Active

*Person Status:
Active

*Person 5tatus Effective Date: AwoL

Deceased - Died as a result of Mon-Hostile Action
Deceased - Killed as a result of Hostile Action
Method of Transportation: Injured -Injured as a result of Hostile Action
Injured -Injured as a result of Non-Hostile Action
Medical Quarantine

*Actual Departure Date from AOR: Missing

Prisoner of War (POW)

7. Enter the date of the status change in the Person Status Effective Date field. The date
must be the current date or a prior date. Type the date (in MM/DD/YYYY format,
including forward slashes) or use the calendar control to select the date.

Current Person Status: Acfive
*Person Status: |Ac|wg "
*Person Status Effective Date: |06.f1 02018 Jﬁ

8. If necessary, select the Method of Transportation from the drop-down list.

Note: If the person is remaining in theater, select Remain in Theater.

Document Version 40.1, January 2019 235



SPOT-ES 8.10: Contractor Company User Manual

Method of Transportation:
Commercisl Air
Commercial Land
Military Air ——_Jﬂ
Military Land
Military Ship
Remain in Theater

*Actual Departure Date from AOR:

9. Enter the Actual Departure Date from AOR. Type the date (in MM/DD/YYY'Y format,
including forward slashes) or use the calendar control to select the date.

Note: You should not enter a future departure date (date later than the current date).

Method of Transportation: Remain in Theater i

*Actual Departure Date from AOQR: |ga,'-1o,r2013 |—-3

10. Click the appropriate Yes or No radio button to answer the next two questions regarding
Organization Clothing Individual Equipment (OCIE) and medical screening.

Has the government issued OCIE been returned? — =
) Yes '® No

Has a medical screening been administered? ~ =
) Yes '® No

11. Click the appropriate Yes or No radio button to release the person from his/her company.

Note: Releasing a person from a company allows the person to become available in
SPOT for a new employer.

e If you select No, go to step 12.

Would like to rel th fi his/h ? = =
'ould you like to release the person from his/her company O ves ® No

o Ifyou select Yes, an additional question will appear asking the date of the release
from company. Enter the release date (in MM/DD/YYYY format, including
forward slashes), or use the calendar control. Then go to step 13.

Would you like to release the person from his/her company? — —
® Yes L) No

If you know the person’s release date, please enter it here:

[06110/2013 |_:Jj

12. If available, click the appropriate Yes or No radio button to release a subcontractor from
the prime company and previously assigned contract/task order.

Note: This question is available only if the person whose deployment is being closed is a
subcontractor employee who was added to SPOT by the prime company. Releasing a
person from a contract/task order releases the person from an assigned contract/task order
and the prime company. The person is still assigned to the employer. This allows the
person to work on another contract/task order for the employer.

e Ifyou select No, go to step 13.

Would you like to release the person from his/her contract and task order?

O Yes ® No
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o Ifyou select Yes, an additional question will appear asking the date of the release
from contract/task order. Enter the release date (in MM/DD/YYYY format,
including forward slashes), or use the calendar control. Then go to step 13.

Would you like to release the person from his/her contract and task order?

If you know the person’s release date, please enter it here:

® yes O

No

06M02015

o

13. Click Save & Continue.

Cancel | | Save & Continue

SPOT displays a warning message: “The Actual Departure Date has been entered.
Continuing will close out this deployment. To make changes, click Cancel. Otherwise,
click Closeout to commit the below information and close the deployment.”

Home : View Person : Closeout Deployment

Closeout Deployment

information and close the deployment.

* Have the terms of deployment been fulfilled?

Current Person Status:

“Person Status:

*Person Status Effective Date:

Method of Transportation:

*Actual Departure Date from AOR:

Has the government issued OCIE been returned?

Has a medical screening been administered?

‘Would you like to releage the person from his/her company?

Would you like to release the person from his/her contract and task order?

® ves O no

Active

The Actual Departure Date has been entered. Continuing will close-out this deployment. To make changes, click Cancel. Otherwise, click Closeout to commit the belov

[Active

V]

[07/0412018

Remain in Theater  w

[07/04r2018

| Cancel || Closeout Deployment | d

414

14. Click Closeout Deployment to close out the deployment.

Note: If the ITAD has not been entered, you cannot close out the deployment and an
error message appears. Enter the ITAD (see Section 9.1) and then close out the

deployment.

After you click Closeout Deployment, the deployment is closed out and the “View
Person” page will display. The person’s status changes to “Not Deployed” and the “View
Person” page indicates there are no current deployments. The Create New Deployment
button is available to create another deployment, unless the person was released from
his/her company. Previous deployments are listed in the Select a Previous Deployment

drop-down list.
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Notes:

o The Company field displays “Released” if the person was released from the
company, or the employer name if the person was released from the contract/task
order.

o The view is different if you are the Company Administrator for the prime
company and you release the person from a contract and/or task order. In this
scenario, the prime Company Administrator will not see the previous
deployments listed in the Select a Previous Deployment drop-down list because
the prime/subcontractor relationship no longer exists with the person whose
record is being viewed.

o After leaving the “View Person” page, you will no longer be able to search for
and view information about the released person if your company’s relationship
with this person no longer exists

View Person Page After Close (No Release)

Home : View Person - Thomas, Henry James (Company Contractor Personnel)

Sub-Contractor Details

Full Name:

Email:
Company:
S5N:

Date of Birth:

Person Status:

Primary Company:
Contract Number:

Contract Dates:

Thomas, Henry James

I Deploy t Status:

Not Deploy I

hthomas@email com
SAIC

Y0oi-xx-0250
1171171931

Active

HP Enterprise Services
123456-18-A-1235

05/18/2018 - 05/16/2019

Gender:

Citizenship:

DMDC Verified:

CAC Expiration Date:

Task Order Number:

Task Order Dates:

Male
United States
No

Unknown

Last Update: 7/5/2018

123456-18-A-T235

05/18/2018 - 05/16/2019

| Release Pemun| | Edit Person |

Deployment Information Select a Previous Deployment v i

There is no current deployment for this person

Create New Deployment
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View Person Page After Close (Release from Company)

Home : View Person - Thomas, Henry James (Company Contractor Personnel)

Full Name: Thomas, Henry James I Deployment Status: Not Deployed I
Email: hthomas@email com Gender: Male
Citizenship: United States
55N s00eax-0254 DMDC Verified: Mo
Date of Birth: 11/11/1981 CAC Expiration Date: Unknown

Person Status: Active

Last Update: 6/11/2018

Deployment Information Select a Previous Deployment v =

There is no current deployment for this person

View Person Page After Close (Release from Contract/Task Order by Prime and

Viewed by Prime Company Administrator)

Home : View Person - Thomas, Harry James (Company Confractor Py

Person Data

Full Name: Thomas, Harry James I Deployment Status: Not Deployed I
Email: hthomas@email.com Gender: Male
Company: SAIC Citizenship: United States
SSN: o0exx-0252 DMDC Verified: Mo
Date of Birth: 11/11/1931 CAC Expiration Date: Unknown

Person Status: Aclive

Last Update: 6/11/2018

Release Person ‘ | Edit Person |

Deployment Information No previous deployments exist for this person E

There is no current deployment for this person
I Create New Deployment I
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View Person Page After Close (Release from Contract/Task Order by
Subcontractor and Viewed by Subcontractor Company Administrator)

Home : View Person - Thomas, Harold James (Company C

Full Name: Thomag, Harold James I D Status: Mot Deploy I
Email: hthomas@email.com Gender: Male
Company: SPS Citizenship: United States
SSN: 00t-xx-0253 DMDC Verified: MNo
Date of Birth: 11/11/1981 CAC Expiration Date: Unknown

Person Status: Active
Last Update: 7/6/2018

| Release Person ‘ | Edit Person |

Deployment Information Select a Previous Deployment v =

There is no current deployment for this person

Create New Deployment

11 Deployment History and LOAs

11.1 Viewing Deployment History

The Select a Previous Deployment drop-down list appears after a person’s deployment is closed
out. The list allows you to view the details that relate to the person’s previous deployment(s)
affiliated with your company. The list is organized by previous deployment date range.

1. Search for and select a person. The “View Person” page will display.

2. From the “Deployment Information” section of the “View Person” page, click the Select
a Previous Deployment drop-down list and select the PoP for the desired deployment

record. Click Go ( ). The “Deployment History” page for the selected deployment will
display.
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sPOT Repors Ratouces Setup

Home ; View Person - Doe, John (Company Contractor Personnel)

Fiill Mamié: Do Jr., John Deployment S1atus: Mot Deployed
Email: Ji@email com Gendei: Lale
Company: HE Citizenship: United States
FEN: oocooe-4444 DD Verified: hg
Daie of Birth: 05221960 CAC Expiration Date:  Unkngwn

Last Update: 77242014

Rebease Person | | Edit Person

Deployment Information Select a Previous Deployment I =

There s ne cument deployment fior this person

The “Deployment History” page is read-only because you cannot make edits to
deployments that are closed out.

3. Click Back to return to the “View Person” page.
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sPOT Reports Besource Setup
: Loy

= : i
Home : View Person : Deployment History

Full Mame: Doe Jr.. John

Emall: JlTemail. com
company: HP
EEN: one-d444
Date of Birth: 05/22/1980

Entimated Dates: 2/1/2014 - 212018

Employing Company at Time HP
af Deplayment:

Countries Visited: Afghanissan, Bahrain, Germany

Deployment Details

Purpase: [Support Mission

Contract lseuing Agency: Dept of Defense

Job Titie: Architectural and Civil Drafters
supporting Organization: DoD Special Unit #1

In Theater Emall:  jdji@mil.com

Next of Kin (NOK) Contact Infarmation
Mame: Dae, amy
Relationship: Aunt
Phone: 458-258-1212
Alternate Phone:
In-Theater Contact Information

Mame: Resnick, john
Phong: 301-287-1231
Emali: Jr@emai.com

Deployment Contact Information

Company Contact Infarmation

Government Contact Information

Deployment Status: Mot Deployed

Gander: Male
Citizanship: Unitsd States
DMODC verifed: Mo
CAC Expiration Date: Unbmown
Last Update: 7/24/2014

Actual Dates: 70242014 - 772472014

Contract Number: RANAN1T-DI-A-1000
Contract Dates: 11/20/2000 - D1/20:2030
Task Order Number: 1001
Task Order Dates: 0172002000 - 017202030

Company Name: HF
POC: Wiscn, Odell
Phone: 455-231-1212

Emall: ow@email.com

Government Agency DD Special Unit #1
Supporting Mission:

POC: Fays Shelia
Phaome: 703-258-1212
Emall: sfi@email.com
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11.2 Viewing Duty Station History
To view duty station history for a deployment:
1. Search for and select a person. The “View Person” page will display.

2. From the “Deployment Information” section of the “View Person” page, click the View
Duty Station History link. The “Duty Station History” page will display.

Deployment Information Mo previous deployments exist for this person Deployment Actions

g |

Current Deployment Pre-Deployment
V Create Deployment Complete
Persen Status: Active 7 | RequestLOA KO Approved
Last Person Status Update 12/12/2014
Date: o | Eligibility Requirements Complete
Arrived: Has arrived
« Deployment ltinerary Complete
Actual Arrival Date: 03/09/2015
Estimated Deployment: 12/12/2014 - 1211 0/2015 Deployment
Countries to be Visited: Afghanistan V In-Theater Arrival Complete
Government Organization: ACQ
g V Duty Station Check In Complete
Contract Number: PADN12-10-D-0001
Task Order: 0001 fetienomant
Deployment Purpose: Power generation and distribution Plan Re-Deployment Incomplete
Current Duty Station - — Closeout Deplayment Incomplete
View Duty Station History
Arrival Date: 03/09/2015

3. Click Exit to return to the “View Person” page.

Resource Setup

SPOT Reports.
o Center

Home : View Person : Duty Station History

Duty Station History

Date
03/09/2015
03/092015

Location
BTRS - BAGRAM AIRFIELD (BAF), AFG
BTRS - BAGRAM AIRFIELD (BAF), AFG

i Operation
Operation Enduring Freedom

Operation Enduring Freedom
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11.3 Viewing JAMMS Movements

To view the most recent and Joint Asset Movement Management System (JAMMS) movements
for a deployment:

1. Search for and select a person. The “View Person” page will display.

2. From the “Deployment Information” section of the “View Person” page, click the View
Most Recent (5) Movements link.

Deployment Information No previous deployments exist for this person v E Deployment Actions VE

Current Deployment Pre-Deployment
Person Status: Active v Create Deployment Complete
TH320M7
Last Person Status u%d:t: 120 V Request LOA KO Approved
Arrived: Hag arrived R -
V Eligibility Requirements Complete
Actual Arrival Date: 07/17/2017
Estimated Deployment: 07/13/2017 - 07/04/2018 V Deployment Itinerary Complete
Countries to be Visited: Afghanistan, Irag, Kuwait
Deployment
Government Organization: ACQ

Contract Number: PADNO7-17.D-CTRA Identify Issued Weapon Incomplete

Task Order: None v In-Theater Arrival Complete

Deployment Purpose: Construction
Current Duty Station View Duty Station History | g | DUty Station Checkcin Complete
Primary Duty Station | Country Afghanistan Re-Denl ¢
e-Deploymen
City Bagram 2L

Site BTRS - BAGRAM AIRFIELD (BAF) Plan Re-Deployment Incomplete
Arrival Date: 07/17/2017 Closeout Deployment Incomplete

Operation: Operation Enduring Freedom

System Supported:

[y clicking this check box, | affirm that | have validated that the current deployment information is accurate, especially Duty Station Location Site, City, and Country,
Person Status, Duty Station Arrival Date, In-Theater Arrival Date, 24/7 Company POC, Government POC and In-Theater POC are correct. Submit
Date Last Verified: 4/3/2018

Deployment Movements I View Most Recent (5) Movements I

The five most recent JAMMS scans that have been uploaded into SPOT will display.

Deployment Movements View Most Recent (5) Movements

Note: If JAMMS movements are not uploaded into SPOT via the JAMMS upload
process, the “View Person” page will display a message to indicate that no movements
are available for this person for the current deployment dates.
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11.4 Viewing and Printing LOAs

After an LOA is approved and signed by the Contracting Officer, you can view and print the
LOA as a read-only portable document format (PDF). You can access an LOA from the “LOA
Inbox” section of the “Home” page (see Section 6.3) or from the “View Person” page.

Note: LOA PDFs are only available for LOAs with a “KO Approved” status.
To view and print an LOA from the “View Person” page:
1. Search for and select a person. The “View Person” page will display.

2. From the “Deployment Information” section of the “View Person” page, click the View /
Print LOA button. The LOA will display.

Note: The View / Print LOA button only appears for an LOA with a “KO Approved”
status.

Deployment Information No previous deployments exist for this person v Bl Deployment Actions

Current Deployment Pre-Deployment

Person Status: Active V Create Deployment Complete

Last Person Status LFdeaat: 2014/2018 5 | Request LOA KO Approved

Arrived: Mot yet arrived

V Eligibility Reguiremenis Complete
Actual Arrival Date: Not yet arrived
Estimated Deployment: 03/15/20158 - 02/16/2019 o | Deployment ltinerary Complete
Countries to be Visited: Afghanistan
Deployment
Government Organization: DoD Special Unit #1
Contract Number: PADN02-18-D-0001 In-Theater Arrival Incomplete
Task Order: Nons Duty Station Check In Incomplete
Deployment Purpose: Sample LOA for SPOT Business Rules
Current Duty Station View Duty Station History | ge_peployment
Primary Duty Station | Country Afghanistan Plan Re-Deployment Incomplete
City Bagram
Site BTRS - BAGRAM AIRFIELD (BAF) Closeout Deployment Incomplete

Arrival Date: Mot yet arrived

3. Click Open to display the read-only PDF document.
Note: Optionally, you can click Save or Cancel instead of opening the PDF document.

The LOA displays as a PDF document. The actual LOA will have a watermark, based on
the identified Supporting Government Organization for the deployment (such as
Department of Defense, Department of State, or U.S. Agency for International
Development).
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CAITY 3 Weapon.

reimbursable io the U.5. Gowvemment.

QPR

LETTER OF AUTHORIZATION DATE OF REQUEST
NOT VALID WITHOUT PHOTO 1D H5E0E
[ REGUIRING ACTIVITY GONT AUTHORITY POC  [GOVT AUTHORITY POC PHONE |GOVT AUTHORITY POC EMAIL
Dol Specal Unk &1 Peter H Pioer 609-123-5878 purter b gl mill
"RARE (=i, First, Wiadle] TSRO PRI DATE OF BIRTH
Doe. John D o0 D053 1111881
EMAIL ICITEZENSHIF PASSPORT #/ EXPIRATION
john.d doeg@mail. il United States BETEE4321 /117112025
THEATER EMAIL DEPLOYMENT PERIOD START [DEPLOYMENT PERIOD END
john.d_doeg@mail.rmil 2162013 2162013
COMPANY ([full name)Prime or Subcontractor
7T Construction Company | Prime
COMPANY POC COMPANY POC TELEPHONE ICOMPANY POC EMAIL
Roe, Jane 2H2-5E5-1235 jane ros el oom
CONTRACT NUMBER! TASK ORDER ICONTRACT START/END DATE  |CONTRACT ISSUING AGENCY
PADMNIZ-18-0-0001 Hone 212018 - 1312018 Dept. of Defense
ASSIGNED KO ASSIGNED KO TELEFHOME IASSIGHNED KO EMAIL
Eris H Kringle i i ta] Wi Wringieglmai mi
IN-THEATER CONTACT CONTACT S PHONE ICONTACT S EMAIL
Public. John J02-5R5-3M456 jain.g publofma mil
COUNTRIES TO BE VISITED CONTRACTOR STATUS
Afghanistan Ecasr Clnoscess
AUTHORIZED GOVERNMENT SERVICES*
FURPOSE Cweapon- (] MILITAR Y ISSUED CLOTHING
Eamia Lok T PO R [ T B MILITARY ISSUED ECUIPNENT
b cac kA v FACILIMIES
kA LocaL access BancE kA miLTARY ENCHANGE
EA oiramG FACILTY (DFAC) A commssasy
%mmmm—ﬂ: MEALS [GFM) % MILITARY SANKING
APOIFPOIPOSTAL SERVICES EXCESS BAGGAGE
COMPANY BILLING ADDRES 5 Hmmuﬂc POST OFFICE (DPO) b miLaiR
PRIMARY CARE™ TRANSPORTATION (other than MILAIR)
123 State Street SAGERA I . .
Tranton, New Jersey - 08801 kdomHER is=E remamks FELD) [uone
United States NUMBER OF AGS ITEMS CI'IECK._E[I': 15_ [

"Authorized Government Senvices does not necessanly mean that the Government provides these senvices fo contractors on a non-
reimbursable basis. For certain categories of authorzed services, the contractor may be required to reimburse the government 1AW
applicable Federal, DOD or COCOM regulations/policies andfor the contract terms and conditions. The indicated Authonzed Govermment
Senvices on this LOA are only applicable for the designated countries o be visited during the deployment; however, if the services vary
betwesn countries, the contracting officer shall specify which services may be authorized in each country. If the country to be visited
has a Status of Forces Agreement (S0FA) in place that governs the categories of services to be authorized, then the terms of
the SOFA take precedence owver the terms of this LOA.

*Combatant Commander (CCDR) authonzation is required 1AW FAR Clause 52 225-26 in order for a contractor fo be authorized o

“""*Resuscitative/Emergency Care is the default level of care. Unless specifically negotiated in the contract, ALL medical care is

The govemment organization specified above, in its mission support capacity under the contract, authonzes the individual employee
identified herein, to proceed to the location(s) listed for the designated deployment period set forth above. Upon completion of the
mission, the employee will return to the point of origin.
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Notes:

e For deployments that require SOFA information in SPOT, the SOFA questions and
responses are printed at the top of the “LOA REMARKS” section on the second page
of the LOA.

e The number of qualified dependents prints on the LOA, not the dependent
information that was entered in SPOT. To see SOFA information and dependent
details:

o Display the SPOT “View Person” page for the contractor employee. In the
“Deployment” section, click the SOFA link (see Section 9.3) or click the
Eligibility Requirements link and continue to the “7. SOFA” tab (see Section
6.6.7).

o Run the Status of Forces Agreement (SOFA) Report (see Section 13.6).

LOA REMARKS

1. The contractor employee is essential to the mission of the United States armed forces and has a high degree
of skill or knowledge for the accomplishment of mission requirements by fulfilling one of the following:(Must
select only one from the following) *1.2 Possessing a security clearance recognized by the United States to
perform his or her duties; or; 2. Employee affirmed to Contracting Officer's satisfaction that he/she does not
have a residency permit/visa for Japan. "yes; 3. Qualified dependents as defined in SOFA Art. |.c.,
accompanying employee. “no; Number of qualifying dependents *0; 4. SOFA Expiration Date *05/14/2019; 5.
Japan Specific Authorized Government Service (AGS):Laundry and dry cleaning; Open mess(club)
membership, as determined by each respective club; Casualty assistance (mortuary services) on a
reimbursable basis; Routine medical care on a reimbursable basis for U.S. citizens and emergency medical
care on a reimbursable basis for non-U.S. citizens; Dental care, limited to relief of emergencies on a
reimbursable basis; Department of Defense Dependent Schools on a space-available and tuition paying basis;
Issuance of U.S. Forces, Japan Operator’'s Permit; Issuance of vehicle license plates *yes;

4. To print the LOA, click the Print icon ((Eb). Select print options and click Print.
5. Close Adobe® Reader™ to return to the “View Person” page.

12 Equipment
The “Equipment” option allows companies to track the following types of equipment:

e Equipment operated by Private Security Contractor (PSC) personnel to be compliant with
the DoD Instruction DODI 3020.50

e Contractor-Owned Contractor-Operated Equipment (COCO) equipment

Company Administrators and Equipment Managers can add, search, and update equipment
information for a company. Contracting Officer, Contracting Administrator, and Contract
Accountability users can only view equipment information. This section is limited to the
functions available to the Company Administrators.

12.1 Searching for Equipment

1. From the SPOT menu bar, hover the cursor over SPOT and a drop-down menu will
display. Click the Search link and the “Search Equipment” page will display.

2. Enter the search criteria and click Search. The search results display.
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Resource

Deployments! LOAS
Create Depls
Create Depls  Request
LOAs

Request LOAs

SPOT Reporis Setu
e Center -

Person

Add
Contracts A SYSTEM ALERT

Add

Search jl . " N

P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as

Company the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for

Request Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating

Search Note deployments to the country of Afghanistan. All such requests will be denied.

wdding

Note
wdding Start Here

Person List ortify °
e fter Search for Person
Manage Search for a person to deploy or deployment information

Deployment Template telease
Create led to Filter by Person Details:
Manage
- Last Name: ‘ First Name:

Equipaacnt View All
Add Citizenship Category:
- Deployment Status: | Aj| o

(J)Add a Person |, Search for Contract

3. Inthe SPOT Equipment Number column, click an equipment number. The “Update

Equipment” page will display.

Resource

SPOT
Center

Reports Setup

Home : Search Equipment

Equipment
» Add
+ Search

Search Equipment

Equipment Category | eject A Value .. v

Standard Equipr_lr_1ent Mo associated Standard Equipmer v
Ype

Task Order Number | g associated Task Order v
Inbound Estimated Ship =
Date From
To =]

Company Asset Number

24 Search Result{s) for - Mone

Search Equipment

Search for COCO Equipment records to update. Use search filters below to refine your search.

EquipmentType |selectAvalue . | v

Contract

Owned BY |Ng associated Company N

Outbound Estimated )
Ship Date From
To B
Assigned Location | Country 4
City

Show per page: 25~

SPOT Equi Contract/T Descriptio Serial Num VIN Container Status Owned By Date Last | Company . Prime/Sub Assigned
|Night |
123456~ | [S1O0 25VN444- | 22AA- glgg,;rw i
SEN1000Q12-A- 0000 INUSE |[HP 12.!’30.!’2011TEST |Prime AIRFIELUD
123411234 | |
|examplefte (BAFWBag
|equipmeni
|123486- : |AWAITING e
SEN1000C 12-A- MWCUB05 DISPOSITIHP 1212912014 |Prime AIRFIELD
123411234 INSTRUCT
| | (BAF)MBag ™|
12 = Page 1 of1 s ms

4. View the equipment details. Click Save and Exit or Cancel to exit. The “Search

Equipment” page will display.
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Search Equipment *  Update Equipment *

Update Equipment

SPOT Equipment Record 1D: SEM1000025393
*Equipment Type |pgc -

*Equipment Category | non Rolling Stock | v

“Standard Equipment Type | TACTICAL EQUIPMENT - GROUND - CONSTRUCTION EQUIP v
Description pight Vision Survey Station - exampleftest B
equipment

* Vehicle |dentification Mumber or Serial Number is
mandatary.

Vehicle Identification Number

Serial Number osyn444-0000

Dadd

*Equipment | yp Test
Make

Model

Part Number
Fit in Container ) Yes © No

Company Asset Number ooaa TEST

*Condition | Flc - FULLY MISSION CAPABLE -

*Status INUSE w

*Assigned Location | Country Afghanistan =Y
City Bagram

Site BTRS - BAGRAM AIRFIELD (BAF)

*Contract | 123456-12-A-1234 b

*Task Order | 1934 -

*Owned BY | Hewlett Packard >

Inbound Estimated Ship Date ]

*Outbound Estimated Ship Date 45302014 [

==

Disposition Date@ i

Remarks a

-

Save And Exit Cancel
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12.2 Adding Equipment

1.

From the SPOT menu bar, hover the cursor over SPOT and a drop-down menu will

display. Click the Add link the “Add Equipment” page will display.

Resource
SPOT Reports Setu
o Center =
Person
Add
Enniacts A SYSTEM ALERT
Add
Search jl . R ~
P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as
Company the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for
Reguest Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating
Search Note deployments to the country of Afghanistan. All such requests will be denied.
Deployments/ LOAs wdding
Create Depls
Note
E:g;a;e Depls  Request \dding Start Here
Request LOAS ()Add a Person . Search for Contract
Person List artify A
e fter Search for Person
Manage Search for a person to deploy or deployment information
Deployment Template release
Create led to Filter by Person Details
Manage
Eaui t Last Name: ‘ First Name:
s View All
Citizenship Category:
Search
Deployment Status: (a0 &]

2. Enter equipment information in the required and optional fields.

Note: The following screens are examples. The actual fields visible/available/required
will vary/change based on selections made while entering data!

SPOT

Equipment
+ Add
« Search

Reports

Home : Add Equipment

Resource

Setup
Center

Add Equipment
Add Equipment

This action creates the following SPOT Equipment SEN100000024
Record ID:

“Equipment Type [Sclect AValve .. | v |

“Equipment Category |Select A Value 7

“Standard Equipment Type

v

No associated Standard Equipment Type

Description

Company Asset Number
“Condition | select A Value ...

“Status | Select A Value ...

“Assigned Location | Country

city

*Contract

Select A Value
Task Order None
“Owned By |Ng associated Company

v
Inbound Estimated Ship Date

“Outbound Estimated Ship Date

Disposition Date @

Remarks

I Save and Add Another Record ‘I Save And Exit
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3. Select one of the following options:

e Click Save and Add Another Record to save the changes and add another
record. The “Add Equipment” page displays for you to add another record.

e Click Save and Exit to save the changes but do not add another record. The
“Home” page displays with the updates.

Resource
Center

SPOT Reports

Home : Add Equipment

Equipment Add Equipment
= Add
« Search Add Equipment

Setup

Record ID:

*Equipment Type
*Equipment Category
*Standard Equipment Type

Description

“Container Number®
Company Asset Number
*Condition

*Status

*Assigned Location

“Contract

*Task Order

*Owned By

Inbound Estimated Ship Date
*Qutbound Estimated Ship Date

Disposition Date®

Remarks

This action creates the following SPOT Equipment SEN100002591

COCO 2
Container N

Containers, Boxes, Drums, and Cans ¥

MWCLB059784

FMC - FULLY MISSION CAPABLE e
AWAITING DISPOSITION INSTRUCTIONS i

Country Afghanistan
City Bagram
Site BTRS - BAGRAM AIRFIELD (BAF)

123456-12-A-1234
1234 >

Hewlett Packard o
12/29/2014 [

I Save and Add Another Record

Save And Exit
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13 Reports

SPOT reports provide insight and information about personnel and personnel deployment
activity. Contractor Company SPOT users can access five report categories from the Reports
option: Personnel, Pre-Deployment Eligibility, Deployment, Contract, and LOA. SPOT provides
standard (predefined) reports and allows users to customize (define) reports to meet specific
reporting needs. The Operations Visibility Report is automatically exported to a Microsoft
Excel™ formatted file. All other reports are generated in SPOT and can be downloaded and
saved in various formats such as PDF and Microsoft Excel.

13.1 Types of SPOT Reports

The following types of standard and customized (ad hoc) reports are available in SPOT for the
Company Administrator role. With the addition of the Operations Visibility Report, some older
reports were removed from SPOT.

Category Report Name Type Report Description
Personnel Personnel Detail Ad Hoc By name listing based on selected user criteria (personnel
category, deployment status, citizenship, and organization/
company).
DMDC Reverify Failed | Standard | Summary of all unverified person records from DMDC
Log verification. Reasons explain the data mismatch during
DMDC verification.
Pre-Deployment | Predeployment Detail Ad Hoc Returns the status and/or information on eligibility
Eligibility requirements (health, visa, equipment, theater/country

clearance, forms, LOA, and training) for persons who have
not yet been updated as deployed in SPOT.

Deployment OCSIC Affirmation Ad Hoc Displays details for company contractor personnel

Report supporting all government organizations in SPOT (except
Department of State and USAID orgs) having open and
active deployments in Afghanistan. The report displays
deployment details such as duty station site, city and
country, person status, duty station arrival date, in-theatre
arrival date, 24/7 company POC, government POC and in-
theatre POC. It also provides the POC information for the
person who last affirmed the data was correct and the date
affirmed. Deployments having LOAs that have not been
requested will show blank in the LOA Number and LOA
Status columns in this report.

Operations Visibility Ad Hoc Displays all company contractor personnel in SPOT having
Report open, active and future deployments. The report displays
deployment details such as contract, task order, contracting
office (office responsible for deployment), duty station
city/country, LOA information (if applicable), and last
scanned information.

Status of Forces Ad Hoc Displays data based on your SPOT user based permissions
Agreement (SOFA) and report filter selections for all company contractor
Report personnel in SPOT having open, active, and future

deployments with either a current primary deployed duty
station country or a country to be visited that requires
SOFA information in SPOT. The report displays SOFA
data entered in SPOT for the contract/task order selected.
The report displays deployment details such as contract,
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Category

Report Name

Type

Report Description

task order, current duty station site/city/country, LOA
information (if applicable), and SOFA data.

Contract

Company Equipment
by Contract/Task Order

Standard

Listing of company managed equipment by contract and
task order.

LOA

LOA Status

Standard

Summary report that presents aggregated counts of all
active and historical LOAs based on LOA status. This
report links to an “LOA Detail” report that provides
detailed information (such as person name, contract/task
order information, relevant LOA dates, and KO/GA names)
regarding the LOAs based on the user selected status from
the “LOA Status” report.

Weapons Summary

Standard

Summary report that presents aggregated counts of
personnel authorized and issued weapons by company and
country. This report links to a detailed report providing
specific information (such as person name, contract/task
order, citizenship category, job title, and supporting org)
about personnel authorized to carry a weapon and the
specific weapon they are issued.

Notes:

e Ad hoc reports tend to have a slower response time than standard reports.

e The Operations Visibility Report, OCSIC Affirmation Report, and Status of Forces
Agreement (SOFA) Report are automatically exported to Excel. These reports provide
information about contractor personnel with open, active, and future deployments.

An open deployment is a deployment record that does not have an ITAD

O

populated.

An active deployment is a deployment record that has an ITAD populated and the
estimated deployment end date is still in the future.
A future deployment is an open deployment that has an estimated start date that is

greater than today's date.

13.2 Accessing SPOT Reports

1. From the SPOT menu bar, hover the cursor over Reports and a drop-down menu will
display. Click the SPOT link to go to the “Reports Main” page, or click any report
category link below SPOT to go directly to that specific report page. The report
categories listed depend on your role.
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Staging will be dedicated to
promotio... [more]

View All

Resourcp
SPOT Reports Setu,
e Center| 2
Home SPOT

Personnel
Change Rolg Pre-Deployment Eligibility " TEM ALERT
Company Al Deployment

Contract P NOTE: The SPOT PMO has implemented the use of the Base Transition Reporting System (BTRS) as
7 LOA the authoritative listing of sites within Afghanistan. Please refer to the "BTRS Locations for
2 News Afghanistan” document located in the SPOT-ES Library. Do NOT request a new site when creating
O 07/01/2014 - Get Well Release deployments to the country of Afghanistan. All such requests will be denied.

Backlog

(JAdd a Person -, Search for Contract

% Search for Person

Search for a person to deploy or deployment information

Last Name: |

Citizenship Category:
Deployment Satus:

First Name:

S o o

2. Ifyou clicked SPOT, the SPOT “Reports Main” page will display. Click the “Report

Category” name for the type of report you want to generate. The menu options for the
report category will display.

Note: If the available report options in a report category do not allow you to generate the
kind of report needed, you can request a customized report through the SPOT-ES Help

Desk.

SPOT Reports

Home: Reports Main Page

Resource
Center

Reports Main Page

Setup

Pre-D

Personnel | Customized reports which provide Personnel details by name listing. Persons are included regardiess of their
deployment status or fereign national status. Results are based on the users specific contracter or government
organization and not based on the government organization being supported in a deployment.

1l it Eligibility | C d reports which provide Pre-deploy t status and/or i on eligibility requirements (health,
visa, equipment, theater/country clearance, forms, LOA and training). Only persons who have not been
deployed yet will be returned.

Deployment | Standard reports which provide Deployment information on open, active and future deployments.
Contract | Standard equipment report.
LOA § Standard reports which provide LOA summary, detail, and issued weapons information.

Nate: Users now have the option of producing Contract, Pre-Deployment and Deployment Ad Hoc Detail
Reports in both Comma Separated Values (CSV) and Microsoft Excel formats. Reports generated in CSV
format are rendered faster, but lack ing. These are appropriate for i rting into other tools
such as i k or dat . Excel reports offer formatting, but will take longer to generate.
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13.3 Accessing a Sample Report Generated in SPOT

Complete the following steps to generate a sample personnel report:

From the “Reports Main” page, click the Personnel report category. The “Personnel
Reports” page will display.

Resource
SPOT Reports P Setup

Home: Reports Main Page

Reports Main Page
Customized reports which provide Personnel details by name listing. Persons are included regardiess of their

deployment status or foreign national status. Results are based on the users specific contractor or government
organization and not based on the government organization being supported in a deployment.

Pre-Depl it Eligibility T lized reports which provide Pre-deploy t status and/or i ion on eligibility requirements (health,
visa, equipment, theater'country clearance, forms, LOA and training). Only persons who have not been
deployed yet will be returned

Deployment  Standard reports which provide Deployment information on open, active and future deployments.
Contract  Standard equipment report.

LOA  Standard reports which provide LOA summary, detail, and issued weapons information.

Note: Users now have the option of producing Contract, Pre-Deployment and Deployment Ad Hoc Detail
Reports in both Comma Separated Values (CSV) and Microsoft Excel formats. Reports generated in CSV
format are rendered faster, but lack ing. These are iate for i rting into other softy tools
such as i or . Excel reports offer formatting, but will take longer to generate.

2. Click the radio button to select A Personnel detail report showing actual names. Click

Continue. The “Reports — Personnel Detail” page will display.

Resource
SPOT Reports Setuy,
Be Center e

Home: Reports Main Page
Personnel Reports

Select the type of report you would like to create:

I./ A Personnel detail report showing actual names
By name listing based on selected user criteria (personnel category, deployment status,
cifi ip, or ization/i pany).

":3 A Personnel summary report showing Unverified person records
Summary of all unverified person records from DMDC verification. Reasons explain all the data
mismatch during DMDC verification.

Click the checkboxes to select the data and filter criteria to include in the report. Click
Continue. The “Personnel Detail Report” page will display.
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Resource
SPOT Reports Set
1o Center He

Home: Personnel Detail

Reports - Personnel Detail

Select the data to include:

|7 Full Hame l_ Personnel Category

¥ cender | Company

F Date of Birth [~ Government Organization
7 Foreign National Status r Deployment Status

¥ Last 4 digts of 55N or FIN- [ Personal Contact Info

Select criteria to filter by:

Personnel Category Deployment Eligibility  Citizenship
7 Company Employee ~ Currently Deployed ¥ s Ciizens
M Government Employee Iz Currently not Deployed 2 Foreign/Third Country Nationale

 wiita ry Perzonnel

=

4. From this page, perform the following actions for the report:

e To print the report, click the Print icon.
e To save the report, click the Save icon and select the desired format.
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Sample Personnel Report:

SPOT

Reports

Home : Reports Main Page

OR | i 1 of 3

bk

Resource

100%

Setu
Center B

=

FOR OFFICIAL USE ONLY

Personnel Detail Report

Generated as of Nov 20 2014 22:11 GMT

Total records returned: 79

Find | Mext ': I;-:UI

XML file with report data
CSV (comma delimited)
PDF

MHTML (web archive)

Excel

TIFF file {’:’)_

Full Name Gender | Date of Birth
Word
Siatus
Testing, IAVA Male 7/15/1981 No 0301
Wilson, Odell W Male 5/22/1960 No 6789
Roberts, Tommy J Male 7/15/1981 No 0332
Don, Joe Male 1/23/1976 No 1234
Starkey, Lou Male 4/19/1980 No 0300
Davis, Lou Male 6/2/1977 No 0284
Louis, Sam Male 6/2/1977 No 0285
\Anderson, Steven Male 4/19/1980 No 0293
lames, Samual D Male 6/2/1977 No 0333
DOUGHNUT, JOET Male 8/28/1996 No 0413
lones, Robert H Male 4/19/1980 No 0334

13.4 Accessing the Operations Visibility Report

Complete the following steps to generate the Operations Visibility Report.

1. From the “Reports Main” page, click the Deployment report category. The “Deployment
Reports” page will display.
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Resource
SPOT Reports P Setup

Home: Reports Main Page

Reports Main Page

Personnel  Customized reports which provide Perzonnel details by name listing. Persons are included regardiess of their
deployment status or foreign national status. Results are based on the users specific contractor or government
organization and not based on the government organization being supported in a deployment.

Pre-Deploy it Eligibili [ ized reports which provide Pre-deploy t status and/or i ion on eligibility requirements (health,
visa, equipment, theater'country clearance, forms, LOA and training). Only persons who have not been
deployed yet will be returned

Deploymentf Standard reports which provide Deployment information on open, active and future deployments.

Contract  Standard equipment report.

LOA  Standard reports which provide LOA summary, detail, and issued weapons information.

Note: Users now have the option of producing Contract, Pre-Deployment and Deployment Ad Hoc Detail
Reports in both Comma Separated Values (CSV) and Microsoft Excel formats. Reports generated in CSV
format are rendered faster, but lack ing. These are iate for i rting into other softy tools
such as i or . Excel reports offer formatting, but will take longer to generate.

2. Click the radio button to select Deployment Operations Visibility Report (OVR). Click
Continue. The “Reports — Operations Visibility” page will display.

Resource
SPOT Reports Setu
e Center b

Home: Reports Main Page

Deployment Reports

These reports display all Company Contractor Personnel in SPOT having open, active and future
deployments. The reports dizsplay deployment details such as contract, task order, contracting office (office responsible for deployment),
duty station site, city and country and LOA information (if applicable).

Select the type of report you would like to create:
O ocsic Affirmation Report

E Deployment Operations Visibility Report (OVR)

":3' Status of Forces Agreement (SOFA) Report

ok

3. Select the desired parameter values to filter the report.
Notes:

o The Contract field lists contracts associated with your company.

o Task Order field lists task orders associated with the selected contract(s). If there
are no task orders associated with the selected contract(s), the Task Order field
displays “No Task Order”.

o For Contract, Task Order, COCOM, and Operation/Exercise, you can select a
single value, multiple values, or All to select all values in the list. To select
multiple values, hold the SHIFT key (for consecutive choices) or the CTRL key
(for non-consecutive choices) and click.

o By default, the As of Date parameter value is set to the current date. This
parameter is configured to allow you to select only the current or a prior date.
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Center

Home: Operations Visibility

Select criteria to filter by:

SPOT Reports Besauree

Setup

Reports - Operations Visibility

Contract:

All

123458-17-A-1235
123456-18-A-1235
123456-18-A-1236

Task Order:

All
123456-18-A-T235
123456-18-A-T255

COCOM:

USNORTHCOM
USEUCOM
USAFRICOM

Operation/Exercige:

€D

Operation ARMADA SWEEP
Operation Bright Star
Operation Enduring Freedom
Operation Fast Eagle

As of Date:

12062018 |8 nmiddiyyyy)

e

4. Click Continue. SPOT will automatically export the report to a Microsoft Excel format

file.

Note: The duration to generate a report is dependent upon a number of conditions,
including the number of filters applied and the size of the result set.

5. If prompted, click Open to open the “Operations Visibility Report”.

6. Use the features available in Excel to view, print, or save the data in the report.

Note: If the combination of selected parameters does not return any data, a “No data
found for the selected criteria” message will display in the report. Return to the “Reports

— Operations Visibility” page so you can select different parameters and run the report

again.
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Sample Operations Visibility Report:

Generated On:
Company:

Contract:

Task Order:

COCOM:
Operation/Exercise:
As Of Date:
Description:

FOR OFFICIAL USE ONLY
Operations Visibility Report

2018-12-06 07:12:50

Hewlett Packard

123456-18-A-1235

123456-18-A-T235

USCENTCOM

Operation Enduring Freedom

2018-12-06

This report displays all Company Contractor Personnel in SPOT having open, active and future deployments.

The report displays deployment details such as contract, task order, contracting office (office responsible for deployment),

duty station city/country, LOA information (if applicable), and last scanned information.

Contract Task Prime Contracting | Contracting | Contracting | Task Order Current 24/7 Current Government Current In-
Number Order Contractor Agency Office Officer Contracting Company POC POC Theater POC
Number Company (Office Name Officer
responsible Name
for
deployment)
123456- 123456- Hewlett DOD [Dept. ACQ Hunt, Anne Hunter, Lou Mann, Gary Gregg, Sam Ellis,
18-A- 18-A- Packard of Defense] [Acquisition] Andrew Imann@email.com, | gary.gregg@email.com, | sjellis@inth.com,
1235 T235 (HP) 703-555-9876 609-999-9999 318-555-1234
123456- 123456- Hewlett DOD [Dept. ACQ Hunt, Anne Hunter, Lou Mann, Gary Gregg, Sam Ellis,
18-A- 18-A- Packard of Defense] [Acquisition] Andrew Imann@email.com, | gary.gregg@email.com, | sjellis@inth.com,
1235 T235 (HP) 703-555-9876 609-999-9999 318-555-1234
123456- 123456- Hewlett DOD [Dept. ACQ Hunt, Anne Hunter, Lou Mann, Gary Gregg, Sam Ellis,
18-A- 18-A- Packard of Defense] [Acquisition] Andrew Imann@email.com, | gary.gregg@email.com, | sjellis@inth.com,
1235 T235 (HP) 703-555-9876 609-999-9999 318-555-1234
123456- 123456- Hewlett DOD [Dept. ACQ Hunt, Anne Hunter, Lou Mann, Gary Gregg, Sam Ellis,
18-A- 18-A- Packard of Defense] [Acquisition] Andrew Imann@email.com, | gary.gregg@email.com, | sjellis@inth.com,
1235 T235 (HP) 703-555-9876 609-999-9999 318-555-1234
123456- 123456- Hewlett DOD [Dept. ACQ Hunt, Anne Hunter, Lou Mann, Gary Gregg, Sam Ellis,
18-A- 18-A- Packard of Defense] [Acquisition] Andrew Imann@email.com, | gary.gregg@email.com, | sjellis@inth.com,
1235 T235 (HP) 703-555-9876 609-999-9999 318-555-1234
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Sample Operations Visibility Report (continued):

Employee | Employee | Employee | Employee | Employee Employee Citizen | Job Title | Deploy | Actual In- | Estimated | Estimated
Last First Middle Gender Company Citizenship ship ment Theater Deployme | Deployme
Name Name Name Name Country Catego Status Arrival nt Start nt End
ry Date Date Date
Ailey Alvin Adam Male Hewlett United us Electrical | ACTIVE | 2018-05- 2018-05- 2019-05-
Packard States (USA) Engineers 29 29 16
(HP)
Ali Abdul A Male Hewlett Afghanistan LN Electrical | ACTIVE | 2018-05- 2018-05- 2019-05-
Packard (AFG) Engineers 29 30 16
(HP)
Cane Candy Carol Female Hewlett United us Electrical | ACTIVE | 2018-05- 2018-05- 2019-05-
Packard States (USA) Engineers 31 31 16
(HP)
Downer David Daniel Male Hewlett United us Electrical | OPEN 2018-05- 2019-05-
Packard States (USA) Engineers 29 16
(HP)
Garcia Juan Carlos Male SPS (SPS) Colombia TCN Electrical | ACTIVE | 2018-05- 2018-05- 2019-05-
(CoL) Engineers 29 30 16
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Sample Operations Visibility Report (continued):

Supporting LOA LOA LOA LOA Duty Duty Duty Duty Duty Station Duty
Government Requested? | Approval | Number Status Station Station Station Station Country Visa Station
Organization Date Arrival Site City Country Number Country
Date Visa
Expiration
Date
ACQ YES 2018-05- 42CBH2 KO 2018- BTRS - Bagram Afghanistan AFG0998776554 2020-05-19
[Acquisition] 29 Approved 05-29 BAGRAM (AFG)
AIRFIELD
(BAF)
ACQ YES 2018-05- NSPJIR KO 2018- BTRS - Bagram Afghanistan
[Acquisition] 30 Approved 05-29 BAGRAM (AFG)
AIRFIELD
(BAF)
ACQ YES 2018-05- HOSRMO | KO 2018- BTRS - Bagram | Afghanistan | AFG0998776555 2020-05-18
[Acquisition] 29 Approved 05-31 BAGRAM (AFG)
AIRFIELD
(BAF)
ACQ YES WV9JT6 Request BTRS - Bagram Afghanistan
[Acquisition] Pending BAGRAM (AFG)
AIRFIELD
(BAF)
ACQ YES 2018-05- DD16TK KO 2018- BTRS - Bagram | Afghanistan | AFG0998776666 2020-05-01
[Acquisition] 30 Approved | 05-29 BAGRAM (AFG)
AIRFIELD
(BAF)
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Sample Operations Visibility Report (continued):

Duty Station Operation Person Last Scan Last Scan Last Scan Last Scan Last Verified Date Last
Country Visa Name Status Date Site City Country By Verified
Remarks
Expires on Operation Active 2018-05-29 BTRS - Bagram Afghanistan Peters, Paul 2018-05-29
5/19/2020 Enduring BAGRAM (AFG)
Freedom AIRFIELD
(BAF)
Operation Active 2018-05-29 BTRS - Bagram Afghanistan Peters, Paul 2018-05-29
Enduring BAGRAM (AFG)
Freedom AIRFIELD
(BAF)
Visa obtained Operation Active 2018-05-29 BTRS - Bagram Afghanistan Peters, Paul 2018-05-31
Enduring BAGRAM (AFG)
Freedom AIRFIELD
(BAF)
Operation Active
Enduring
Freedom
Operation Active 2018-05-29 BTRS - Bagram Afghanistan Peters, Paul 2018-05-29
Enduring BAGRAM (AFG)
Freedom AIRFIELD
(BAF)

Notes:

e In the “Contracting Office (Office responsible for deployment)” column, if the contract has task orders, the responsible office
is the Task Order Contracting Office. If the contract does not have task orders, the responsible office is the Contract
Contracting Office.

e “Duty Station Country Visa” columns display visa information entered in SPOT for the deployment country to be visited. If no
visa information has been entered or the current duty station country is not a country to be visited, these columns are blank.

e The “Last Verified By” and “Date Last Verified” columns indicate who/when last clicked the checkbox at the bottom of the
“Deployment Information” section on the “View Person” page to affirm that the current deployment information is accurate,
especially Primary Duty Station Site, City, and Country, Person Status, Duty Station Arrival Date, In Theater Arrival Date,
24/7 Company Point of Contact (POC), Government POC, and In-Theater POC. This is required every 30 days for
deployments where the deployment duty station country is Afghanistan.
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13.5 Accessing the OCSIC Affirmation Report

Complete the following steps to generate the OCSIC Affirmation Report. This report provides
the date and point of contact information for the person who last clicked the checkbox at the
bottom of the “Deployment Information” section on the “View Person” page to affirm (see
Section 9.1) that the current deployment information is accurate. This action is required every 30
days for deployments where the deployment duty station country is Afghanistan.

1. From the “Reports Main” page, click the Deployment report category. The “Deployment
Reports” page will display.

Resource
SPOT Reports P Setup

Home: Reports Main Page

Reports Main Page

Personnel  Customized reports which provide Perzonnel details by name listing. Persons are included regardiess of their
deployment status or foreign national status. Results are based on the users specific contractor or government
organization and not based on the government organization being supported in a deployment.

Pre-Deploy it Eligibili [ ized reports which provide Pre-deploy t status and/or i ion on eligibility requirements (health,
visa, equipment, theater'country clearance, forms, LOA and training). Only persons who have not been
deployed yet will be returned

Deployment JStandard reports which provide Deployment information on open, active and future deployments.

Contract  Standard equipment report.

LOA  Standard reports which provide LOA summary, detail, and issued weapons information.

Note: Users now have the option of producing Contract, Pre-Deployment and Deployment Ad Hoc Detail
Reports in both Comma Separated Values (CSV) and Microsoft Excel formats. Reports generated in CSV
format are rendered faster, but lack ing. These are iate for i rting into other softy tools
such as i or . Excel reports offer formatting, but will take longer to generate.

2. Click the radio button to select OCSIC Affirmation Report. Click Continue. The
“Reports — OCSIC Affirmation Report” page will display.

Resource
SPOT Reports e Setup

Home: Reports Main Page

Deployment Reports

These reports display all Company Confractor Personnel in SPOT having open, active and future
deployments. The reports display deployment details such as contract, task order, contracting office (office responsible for deployment),

duty station site, city and country and LOA information (if applicable).

Select the type of report you would like to create:

OC SIC Affirmafion Report

: Deployment Operations Visibility Report (OVR)

’:\-' Status of Forces Agreement (SOFA) Report

iEI Continue |

3. Select the desired parameter values to filter the report.

Notes:

o If'there are no task orders associated with the selected contract(s), the Task
Order field displays “No Task Order”.

o For Contract and Task Order you can select a single value, multiple values, or
All to select all values in the list. To select multiple values, hold the SHIFT key
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(for consecutive choices) or the CTRL key (for non-consecutive choices) and

click.
o COCOM defaults to CENTCOM and Duty Station Country defaults to
Afghanistan.
SPOT Reports Resource setup

Center

Home: OC SIC Affirmation Report

Reports - OCSIC Affirmation Report

Select criteria to filter by:

Confract:

All

123456-17-A-1236 ~
123456-18-A-1235 v
123456-18-A-1236

Task Order:

All
123456-15-A-T235
123458-18-A-T255

COCOM:

I

Duty Station Country:

Back ‘I| I:onl:inuel

4. Click Continue. SPOT will automatically export the report to a Microsoft Excel format
file.

Note: The duration to generate a report is dependent upon a number of conditions,
including the number of filters applied and the size of the result set.

5. If prompted, click Open to open the “OCSIC Affirmation Report”.

6. Use the features available in Excel to view, print, or save the data in the report.

Note: If the combination of selected parameters does not return any data, a “No data
found for the selected criteria” message will display in the report. Return to the “Reports
— OCSIC Affirmation Report” page so you can select different parameters and run the
report again.
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Sample OCSIC Affirmation Report:

Contract:

COCOM:

Generated On:
Company:

Task Order:

FOR OFFICIAL USE ONLY
OCSIC Affirmation Report

Duty Station Country:
Description:

2018-12-12 10:12:02
HP Enterprise Services
123456-18-A-1235
123456-18-A-T235

USCENTCOM
Afghanistan

This report displays all verified person details for Company Contractor Personnel supporting all Supporting
Government Orgs (except Department of State and USAID orgs) in SPOT having open and active deployments
in Afghanistan. The report displays deployment details such as duty station site, city and country, person
status, duty station arrival date, in-theatre arrival date, 24/7 company POC, government POC and in-theatre
POC. It also provides the POC information of who affirmed the data was correct last and on what date.
Deployments having LOAs that have not been requested will show blank in the LOA Number and LOA Status
columns in this report.

Contract Task Prime Contracting | Contract/Task | Contract/Task | Current 24/7 Current Current In SPOT Person
Number Order Contractor Agency Order Order Company POC Government Theater POC Record
Number | Company Contracting Contracting (Name, Email, POC (Name, Number ID
Office Officer POC Phone) (Name, Email, Email,
Info Phone) Phone)
123456- 123456- | Hewlett DOD [Dept. ACQ Anne Hunt, Bea Ware, Gary Gregg, Arthur Major, FDA26938-
18-A- 18-A- Packard of Defense] [Acquisition] anne.hunt@ baware@ gary.gregg@ amajor@ 5C43-4553-
1235 T235 (HP) email.com, email.com, email.com, inth.gov, 609- | A073-
609.555.9999 609-555-1235 609.555.1234 555-2468 356FB705F6F1
123456- 123456- | Hewlett DOD [Dept. ACQ Anne Hunt, Bea Ware, Gary Gregg, Arthur Major, 46D177C4-
18-A- 18-A- Packard of Defense] [Acquisition] anne.hunt@ baware@ gary.gregg@ amajor@ B2D1-47F9-
1235 T235 (HP) email.com, email.com, email.com, inth.gov, 609- 9E15-
609.555.9999 609-555-1235 609.555.1234 555-2468 8046AC25D625
123456- 123456- | Hewlett DOD [Dept. ACQ Anne Hunt, Bea Ware, Gary Gregg, Arthur Major, F820841E-
18-A- 18-A- Packard of Defense] [Acquisition] anne.hunt@ baware@ gary.gregg@ amajor@ D405-418A-
1235 T235 (HP) email.com, email.com, email.com, inth.gov, 609- BFF9-
609.555.9999 609-555-1235 609.555.1234 555-2468 BC7794162AB5
123456- 123456- | Hewlett DOD [Dept. ACQ Anne Hunt, Bea Ware, Gary Gregg, Arthur Major, B9C156EC-
18-A- 18-A- Packard of Defense] [Acquisition] anne.hunt@ baware@ gary.gregg@ amajor@ C2AD-46E1-
1235 T235 (HP) email.com, email.com, email.com, inth.gov, 609- B1C6-
609.555.9999 609-555-1235 609.555.1234 555-2468 4D236BE60A1B
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Sample OCSIC Affirmation Report (continued):

Employee Employee | Employee | Employee Employee Citizenship FIN Deployment Actual In- Estimated Estimated
Last Name | First Name Middle Company Citizenship Category Status Theater Deployment | Deployment
Name Name Country Arrival Start Date End Date
Date
Downer David Daniel Hewlett United us ACTIVE 2018-12-05 2018-12-05 2019-05-04
Packard States (USA)
(HP)
Gilbert Gary Greg Hewlett United us ACTIVE 2018-12-05 2018-12-05 2019-05-04
Packard States (USA)
(HP)
Hendricks Hank Henry Hewlett United us OPEN 2018-12-05 2019-05-04
Packard States (USA)
(HP)
Oliver Olive 0] Hewlett United us OPEN 2018-12-05 2019-05-04
Packard States (USA)
(HP)
Sample OCSIC Affirmation Report (continued):
Supporting Government Supporting LOA LOA Status Duty Station Duty Station Duty Station Duty Station Person
Organization Hierarchy Government Number Arrival Date Site City Country Status
Organization
US_GOVT > EXEC_BR > ACQ 3SIFTE KO Approved | 2018-12-05 BTRS - Bagram Afghanistan Active
DOD > DA > Army_Cmds [Acquisition] BAGRAM (AFG)
> AMC > CECOM >ACQ AIRFIELD
(BAF)
US_GOVT > EXEC_BR > ACQ PH36MP KO Approved | 2018-12-05 BTRS - Bagram Afghanistan Active
DOD > DA > Army_Cmds [Acquisition] BAGRAM (AFG)
> AMC > CECOM >ACQ AIRFIELD
(BAF)
US_GOVT > EXEC_BR > ACQ SXQHI6 KO Approved BTRS - Bagram Afghanistan Active
DOD > DA > Army_Cmds [Acquisition] BAGRAM (AFG)
> AMC > CECOM >ACQ AIRFIELD
(BAF)
US_GOVT > EXEC_BR > ACQ IUHGSS KO Approved - Ab Bala Afghanistan Active
DOD > DA > Army_Cmds [Acquisition] (AFG)
> AMC > CECOM >ACQ
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Sample OCSIC Affirmation Report (continued):

Last Scan Last Scan Last Scan Last Scan POC Info for Date Last
Date Site City Country Last Person Verified
Affirming
Data
2018-12-05 BTRS - Bagram Afghanistan Peters, Paul 2018-12-07
BAGRAM (AFG)
AIRFIELD
(BAF)
2018-12-05 BTRS - Bagram Afghanistan Peters, Paul 2018-12-07
BAGRAM (AFG)
AIRFIELD
(BAF)
Peters, Paul 2018-12-05
Peters, Paul 2018-12-05
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13.6 Accessing the SOFA Operations Visibility Report

Complete the following steps to generate the Status of Forces Agreement (SOFA) Report.

1. From the “Reports Main” page, click the Deployment report category. The “Deployment

Reports” page will display.

Resource
SPOT Reports P Setup

Home: Reports Main Page

Reports Main Page

Personnel  Customized reports which provide Perzonnel details by name listing. Persons are included regardiess of their
deployment status or foreign national status. Results are based on the users specific contractor or government
organization and not based on the government organization being supported in a deployment.

Pre-Deploy it Eligibili [ ized reports which provide Pre-deploy t status and/or i ion on eligibility requirements (health,
visa, equipment, theater'country clearance, forms, LOA and training). Only persons who have not been
deployed yet will be returned

Deployment | Standard reports which provide Deployment information on open, active and future deployments.

Contract  Standard equipment report.

LOA  Standard reports which provide LOA summary, detail, and issued weapons information.

Note: Users now have the option of producing Contract, Pre-Deployment and Deployment Ad Hoc Detail
Reports in both Comma Separated Values (CSV) and Microsoft Excel formats. Reports generated in CSV
format are rendered faster, but lack ing. These are iate for i rting into other softy tools
such as i or . Excel reports offer formatting, but will take longer to generate.

2. Click the radio button to select Status of Forces Agreement (SOFA) Report. Click
Continue. The “Reports — Status of Forces Agreement (SOFA)” page will display.

Resource
SPOT Reports Setu
i Center s

Home: Reports Main Page

Deployment Reports.

These reports display all Company Contractor Personnel in SPOT having open, active and future
deployments. The reports display deployment details such as contract, task order, contracting office (office responsible for deployment],
duty sfation site, city and country and LOA information (if applicable).

Select the type of report you would like to create:

O ocsic Affirmation Report
"::' Deployment Operations Visibility Report (OVR)

E Status of Forces Agreement (SOFA) Report

‘ Back | | Continue |

3. Select the desired parameter values to filter the report.
Notes:
o SOFA Country currently defaults to Japan.

o The Contract field lists contracts associated with a SOFA country to be visited or

duty station country (currently Japan).

o Task Order field lists task orders for the selected contract(s) that are associated

with a SOFA country to be visited or duty station country (currently Japan). If

there are no associated task orders, the Task Order field displays “No Task
Order”.

o For Contract, Task Order, Duty Station (country), and SOFA Status, you can

select a single value, multiple values, or All to select all values in the list. To
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select multiple values, hold the SHIFT key (for consecutive choices) or the
CTRL key (for non-consecutive choices) and click.

Resource
SPOT Reports Setu;
E Center B

Home: Status of Forces Agreement (SOFA)

Reports - Status of Forces Agreement {SOFA)

Select criteria to filter by:

SOFA Country:
JAPAN W
Confract:
All
123456-18.A.1235 (o]
BUDH11-17-C-0002 (V]
CINDISOFATASKORDER
Task Order:
All
123456-18-A-T235
DeploymentStatus:
All W
Duty Stafion:
Jamaica
Jan Mayen ~
D
Jarvis Island w
SOFA Status:
11 quiring the skill and ige through a process of higher education or specialized training and experience; Vv
1.2 Possessing a security clearance recognized by the United States to perform his or her duties; or

Back I I:unn'nllel

4. Click Continue. SPOT will automatically export the report to a Microsoft Excel format
file.

Note: The duration to generate a report is dependent upon a number of conditions,
including the number of filters applied and the size of the result set.

5. If prompted, click Open to open the “Status of Forces Agreement (SOFA) Report”.
6. Use the features available in Excel to view, print, or save the data in the report.

Note: If the combination of selected parameters does not return any data, a “No data
found for the selected criteria” message will display in the report. Return to the “Reports
— Status of Forces Agreement (SOFA)” page so you can select different parameters and
run the report again.
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Sample Status of Forces Agreement (SOFA) Report:

Generated On:
Company:
SOFA Country:
Contract:
Task Order:

SOFA Status:
Description:

FOR OFFICIAL USE ONLY
Status of Forces Agreement (SOFA) Report

2018-12-12 11:12:33
HP Enterprise Services
JAPAN
123456-18-A-1235
123456-18-A-T235

All

Deployment Status:
Duty Station Country:

Japan
All

This report displays data based on your SPOT User Based Permissions and report filter selections for all
Company Contractor Personnel in SPOT having open, active, and future deployments with either a current
Primary Deployed Duty Station Country (SOFA Country) or a SOFA country listed as a Country to be Visited for
the deployment. The report displays any SOFA data entered into SPOT for the contract/task order selected. The
report displays deployment details such as contract, task order, current duty station city/country, LOA
information (if applicable), and SOFA data.

Employee Employee Employee Employee Company Employee Citizenship Job Title Countries to be Visited
Last Name First Name Middle Name Citizenship Category
Name Country
Friendly Franklin Fred Hewlett Packard (HP) | United States us Training and Japan (JPN )
(USA) Development
Specialists
Gilbert Gary Greg Hewlett Packard (HP) | United States us Logisticians Japan (JPN )
(USA)
Hendricks Hank Henry Hewlett Packard (HP) | United States us Electrical Japan (JPN )
(USA) Engineers
Rabbitt Rodger R Hewlett Packard (HP) | United States us Storage and Japan (JPN )
(USA) Distribution
Managers

Note: The “Countries to be Visited” column includes the duty station country if the duty station is not in the countries to be visited that was

selected in SPOT.
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Sample Status of Forces Agreement (SOFA) Report (continued)

Air Station
Iwakuni

by the Joint Committee (to
include Article XIV
contractors); or

Duty Station Duty Duty Station SOFA Status/ Affirm NO Qualified # of Dependent Information
Site Station Country Justification Residency Dependents | Dependents
City permit/visa
for (Japan)
- Okinawa Japan (JPN) 1.1 Acquiring the skill and yes no 0
knowledge through a
process of higher education
or specialized training and
experience;
Camp Zama Zama Japan (JPN) 1.3 Possessing a license or yes no 0
certification issued by a U.S.
Federal Department or
Agency, U.S. State, U.S.
Territory, or the District of
Columbia to perform his or
her duties; or
Marine Corps Iwakuni Japan (JPN) 1.2 Possessing a security yes yes 3 Harry Hendricks; 05/07/2016;
Air Station clearance recognized by the Child; US123456789; United
Iwakuni United States to perform his States (USA)
or her duties; or Annie Hendricks; 07/08/1960;
Parent; CAN569874125;
Canada (CAN)
Hailey Hendricks; 12/31/1981;
Spouse; US456987123; United
States (USA)
Marine Corps Iwakuni Japan (JPN) 1.5 Specifically authorized yes yes 2 Riley Rabbitt; 03/02/2019;

Child; US852963741; United
States (USA)

Rose Rabbitt; 12/03/1980;
Spouse; US456987123; United
States (USA)
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Sample Status of Forces Agreement (SOFA) Report (continued):

SOFA Japan Specific Contract Task Prime Contracting Contract/Task Contract/Task Order Contracting
Status Authorized Number Order Contractor Agency Name Order Contracting Officer Name, Phone, Email
Expiration Government Number Company Office
Date Service (AGS)
2019-05-04 | yes 123456-18- | 123456- Hewlett Packard | DOD (Dept. of OSD Staff [Office of John Kay, 850-555-1234,
A-1235 18-A- (HP) Defense) the Secretary of john.kay@email.com
T235 Defense Staff]
2019-05-04 | yes 123456-18- | 123456- Hewlett Packard | DOD (Dept. of OSD Staff [Office of John Kay, 850-555-1234,
A-1235 18-A- (HP) Defense) the Secretary of john.kay@email.com
T235 Defense Staff]
2019-05-04 | yes 123456-18- 123456- Hewlett Packard DOD (Dept. of OSD Staff [Office of John Kay, 850-555-1234,
A-1235 18-A- (HP) Defense) the Secretary of john.kay@email.com
T235 Defense Staff]
2019-05-04 | yes 123456-18- | 123456- Hewlett Packard | DOD (Dept. of OSD Staff [Office of John Kay, 850-555-1234,
A-1235 18-A- (HP) Defense) the Secretary of john.kay@email.com
T235 Defense Staff]

Sample Status of Forces Agreement (SOFA) Report (continued):

In Theater Point of Operation/ Deployment | Estimated Estimated Actual Supporting LOA LOA LOA
Contact Name, Exercise Status Deployment | Deployment | In- Government Approval | Number | Status
Phone, Email Name Start Date End Date Theater | Organization Date

Arrival

Date
Arthur Major, 609-555- | OCONUS Field OPEN 2018-12-05 2019-05-04 ACQ 2018-12- 2MBAVR KO
2468, amajor@inth.gov | Support (Acquisition) 01 Approved
Arthur Major, 609-555- | OCONUS Field OPEN 2018-12-05 2019-05-04 ACQ 2018-12- PH36MP KO
2468, amajor@inth.gov | Support (Acquisition) 01 Approved
Arthur Major, 609-555- | OCONUS Field ACTIVE 2018-12-04 2019-05-04 2018-12- | ACQ 2018-12- SXQHI6 KO
2468, amajor@inth.gov | Support 05 (Acquisition) 01 Approved
Arthur Major, 609-555- | OCONUS Field ACTIVE 2018-12-05 2019-05-04 2018-12- | ACQ 2018-12- ELKKS55 KO
2468, amajor@inth.gov | Support 05 (Acquisition) 01 Approved
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14 Account Information

This section provides instructions on actions you can take based on your account. Specifically,
you can do the following:

e Request additional roles to accomplish your job tasks.

e View your account information, including your name, personnel category, email address,
and the role(s) and the respective company and organization(s) associated with your
role(s).

If you request additional roles, SPOT will generate automatic emails to send to authorized users
to notify them of the request status and/or ask them to take actions accordingly.

Notes: Effective June 1, 2012, a SPOT authorized Public Key Infrastructure (PKI) certificate
credential is required for SPOT login. This results in several changes effective June 1, 2012:

e AKO accounts are no longer supported.
¢ Functionalities such as adding an AKO credential are no longer available.

For more information regarding the PKI certificate login requirement for SPOT-ES, review the
FAQs links on the “Login” page, or once you log in, view related documents available under the
Resource Center menu.

Notes:

e Ifyou are a registered SPOT user and your first name, last name, or middle name/initial
changes on your CAC, you should still be able to access SPOT if your new DoD-issued
CAC certificate matches the DoD ID stored in the system for your account. Upon
successful verification, SPOT will automatically update your login. For other changes to
your SPOT user profile information (such as email address or company), contact the
SPOT-ES Help Desk.

e Ifyou do not log into SPOT for a system-specified number of days, you receive a
warning email that your account will be deactivated due to inactivity. To keep your
account active, log into SPOT on a regular basis.

14.1 Requesting Additional Roles

After initially registering and logging into SPOT, you can request one or more additional roles.
Company Administrator users are eligible for only a specific set of additional roles. Table 5 lists
the additional SPOT user roles that you may request.

Table 6: SPOT Company Administrator Additional Roles

Role Name Role Description
Basic Report User Gener.ates. SPOT standard reports.for the company or
organization with which the user is registered.
Contracting Contractor. company employee who manages contract and
. task order information in SPOT for the government
Administrator ..
organization the user supports.
Government Government or military employee who manages deployment
Administrator and LOA information for a government organization. A
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Role Name Role Description

contractor company employee may be assigned to fulfill this
role for a government organization.

JAMMS Administrator | Responsible for uploading JAMMS files into SPOT
JAMMS User Accesses JAMMS reports in SPOT only.

The additional roles available to you are based on your role and the “Personnel Category”
assigned to your user account during initial registration. To request an additional role, you must
select the role then supply the following information:

e Company — This applies if the role requested is a company-type role, such as a Basic
Report User for the company associated with your existing role. The company name will
prepopulate and cannot be edited.

¢ Government Organization(s) — This applies if the role requested is a government-type
role, such as a Contracting Administrator for the supporting government organization or
Government Organization Administrator. If a desired government organization is not
available, or the organization hierarchy is not as expected, please contact the SPOT-ES
Help Desk.

Once you complete and submit your request for an additional role, SPOT will automatically
generate an email to you with instructions. You need to ask your sponsor to send an approval
email to the SPOT Registration Team as detailed in the email with the instructions. Your original
Sponsoring POC may not be able to sponsor your new request if the role you are requesting is for
a different organization.

If you are requesting a company-type additional role, your original Sponsoring POC must reply
to the SPOT Registration Team and indicate approval or denial of the request.

If you are requesting a role for a new organization (such as for a government-type additional
role), you must identify a new organizational sponsor for each new organization added. This
sponsor will need to email the SPOT Registration Team at SPOT.registration@us.army.mil. The
email should include the following information:

e The organization that the sponsor represents
e Your name
e The name(s) of the role(s) for which the sponsor approves access

Notes:

e The Sponsoring POC for an additional, company-type role of Basic Report User is your
company supervisor or Human Resources (HR) representative who can validate your
need for the additional role.

e The Sponsoring POC for a government-type additional role of Government Administrator
JAMMS Administrator, JAMMS User, or Contracting Administrator is your government
supervisor who can validate your need for the additional role.

e After the Sponsoring POC(s) and SPOT Registration approve the request for an
additional role, you will receive an email confirming that the additional role has been
added. Once a role is added to your user account, that role will no longer appear in the list
of roles available for you to submit an additional role request.

Document Version 40.1, January 2019 275



SPOT-ES 8.10: Contractor Company User Manual

To request an additional role:

1. From the SPOT menu bar, hover over the cursor over Setup and a drop-down menu will

display. Click the Request Additional Role link and the “Request Additional Role” page
will display.

SPOT Reports Resource Setup
Center
Home Predeployment
Documents
change Role Y vsewrone [
I Company Admin 'I I Lzer Information | CERTIFICATE LOGIN Effective 01 June 2012, SPOT-ES login will require PKI

Request Additional Role me/Password account users will need to add a PKI certificate to their

= on the login page or the Training link on the homepage for more
7 News AL Bassyai iNO CTO 07-015 (07APRO8) mandates PKI cerfificate to access private DoD
O 0710/2012 - Joyce's 2nd News Acld Cert Credential ges for SPOT-ES users with PKI certificate.

ltemin 8.0.0.9
Enter and save a news item
from the A... [more]

D 0710/2012 - Joyce's News ltem Start Here I
in 8.0.0.9. -
Can this news item be saved. (@ Add a Person - Search for Contract
[more]

- Search for Person
View All
Search for a person to deploy or deployment information

Last Name: I

Citizenship Category: |4 vl
Deployment Status: |4 vl

First Name: I

Cssn O Fm SSh: T

Find Person

2. Select the appropriate radio button next to the role description that best describes your
additional role.

SPOT JAMMS Resource Set
Reporis up

Home : Account Information

Request Additional Role

Plgase sedect thi: opbon that best describes you
I mamz

[Contractor working as a Governmeni Administrator who will manage personne] deployment information on behall of
hisfper supporting governmeni organization.

[Contractor who will only manage the coniract data in SPOT on behall of his'her supporting governmeni organization.
: [Only inlerested in viewing reports for my Compaiy.

|A person responsible for uploading JAMMS files into SPOT.

[Onky interested in viewing JAMMS repors.

s (6 ]

3. If you choose one of the last two selections (company-type roles), skip steps 4 through 6
and go to step 7.

If you choose the second or third selections (government-type roles), you need to enter
the organization information.
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4. To search for the sponsoring government organization, click on the Search icon (+ ) next
to the Organization field. For more information, see Section 2.6, Searching for a
Government Organization. The selected government organization will display in the
Organization field. Continue with steps 4 through 6 and skip step 7.

SPOT JAMMS Reports Resource Setup

Home 1 Account information

Request Additional Role

Please salect the option that best describes you

(F

E Contractor working as a Government Administrator who will manage personnel deployment information on bahall of
hisher supporting govemment organization.

Contractor who will only manage the contract data in $POT on behalf of his/her supporting government organization,
Only interested in viewing reports for my Company.
A person responsibie for uploading JAMMS files into SPOT.

Only interested in viewing JAMMS reports.

Organization D~n

Add to List

Organizations 1o Add or Keep:

Remove sslected organcation

Back | | Exit| | Save

5. Click Add to List. The government organization name will display in the list of
Organizations to Add or Keep. The government organization(s) listed here will be
associated with the additional role.
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SPOT JAMMS Reports. Resource Setup
M“_

Hame : Accoun! Infarmation

Request Additional Role

Please select ihe oplion that best describes you

@ Contractor working s a Govermnment Administrator who will manage personnel deployment information on behalf of
his/her supporting govemment organization.

) Contractor who will only manage the contract data in SPOT on behalf of hisher supporting government organization.
) Only interested in viewing reports for my Company.
) A person responsible for uploading JAMMS files into SPOT.

) Only interested in viewing JAMMS reports.

Organization [Dept of Dufenss (Grants and Agreements} (DOD 1%
Grants and Agréemeénts)

Organizations o Add or Keep: |:|

Add o List

6. Click Save. The “Role Request Confirmation” page will display.

SPOT JAMMS Reports flaxuis Setup

d—

Home : Account Information

Request Additional Role

Pleasa salact the option that best descnbes you
lam:

® Contractor working as a Government Administrator who will manage personnel deployment information on behalf of
his/her supporting government onganization.

¥ Contractor who will only manage the contract data in SPOT on behalf of his/her supporting government organization.
' Only interested in viewing reports for my Company.
O A person responsible for uploading JAMMS files into SPOT.

O Only interested in viewing JAMMS reports.

Organization [Dept of Defenss (Grants and Agresmants) (DOD A%
Grants and Agresments)

| Add to List

I

Organizations to Add or Keep:  [Dept of Defensa (Grants and Agreements) (D0D Grants and Agresments)

CED B
Note: If you need to remove the organization’s name, select the organization in the
Organizations to Add or Keep list and click Remove selected organization.
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SPOT JAMMS Reports Resource Setup

Home : Account Information

Request Additional Role

Pleasa salact the option that best descnbes you
lam:

‘% Contractor working as a Government Administrator who will manage personnel deployment information on behalf of
hisfer supporting government onganization.

./ Contractor who will only manage the contract data in SPOT on behalf of his/her supporting gowernment organization.
/' Only interested in viewing reports for my Company.
- A person responsible for uploading JAMMS files into SPOT.

J Dnily interested in viewing JAMMS reports.

Organization |Dept af Defenss (Grants and Agresments) (DOD [ &
Grants and Lgr:en’erl:l

Add to List

Organizations to Add or Keep: JDept of Dafenss (Grants and Agreaments) (DOD Grants and é-:raerr»emsl

I FRemgd selvciod orpdraation I

Back | |Exit | Sawve

7. If you choose one of the last two selections (company-type roles), click Save. The “Role
Request Confirmation” page will display.

Note: The additional role will be associated with the company with which you are
associated.

SPOT JAMMS Repors Resource Setup

Home : Account Infonmation

Request Additional Role

Please select the option that best describes you

lam:

J Contractor working as a Government Administrator who will manage personnel deploymant information on behalfl of
hisMier supporting government organization.

. Contractor who will only manage the contract data in SPOT on behalfl of his'her supporting gowernment organization.
! Only interested in viewing reports for my Company.
L} A person responsible for uploading JAMMS files into SPOT.

E Onily interested in viewing JAMMS reports.

*Company: fin Enterprise Services |

Back | | Exit IS-'n'tI

8. Notification confirmation message displays, stating that your request for an additional
role is pending. Click OK. The “Account Information” page will display.

Notes:

e Every time you log into SPOT, the system will recognize the “default” role and
organization you selected during initial registration. After the additional role(s)
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are approved and added to your account, you will be able to switch your view of
SPOT from your default role to any other role associated with your account. For
more information, see the Role Context section in Appendix A: Getting Started in
SPOT.

e Changing your role context will update your view of SPOT according to the role
you selected. Your view of data in SPOT, including contract search results,
person search results, and report data (for applicable reports) will also update to
reflect the organization(s) affiliated with the selected role. The data you can view
encompasses information from all the organizations associated with each of your
respective user roles.

SPOT Reports Resource Setup
Center

Home : Account Information

Role Request Confirmation

Your request for an additional role has been submitted and is pending spensor approval. You will receive an e-mail providing additional
instructions. If you do not receive this e-mail, please contact the SPOT help desk.

14.2 Viewing User Information

You can view basic information about your SPOT user account including your name, personnel
category, email address, role(s) and the respective company and organization(s) associated with
your role(s).

1. From the SPOT menu bar, hover over Setup and a drop-down menu will display. Select
the User Information link. The “User Information” page will display.

SPOT Reports Resource Setup
Center
Home Predeployment
Documents

& News wanage wproric [
n g;f.ffﬁ”” Sst Ve Reloase | mplemented the use of the Base Transition Reporting System (BTRS) as the

Stagin gwill be dedicated to Request Addtional Rale within Afghanistan. Please refer to the "BTRS Locations for Afghanistan”

ro?nogti\o [more] wocumens woarca mowe o OT-ES Library. Do NOT request a new site when creating deployments to
P the country of Afghanistan. All such requests will be denied.

View All
Start Here
(©Add a Person -4 Search for Contract

s Search for Person

Search for a person to deploy or deployment information

Last Name: First Hame:
Citizenship Category: 4 3

Deployment Status: 4 -

i Find Person

2. Click Back to go to the “Account Information” page.
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SPOT Reports Resource Setup
Center

Home : Account Information : User Information

User Information

Name: LuAnn Padden
Personnel Category: Company Contractor Personnel
Email Addre=ss: Iptestcoi@email.com
Expiration Date:
Role Organization/Company
Company Admin (De fault) HP

14.3 Changing a Password

Effective 1 June, 2012, most company users of SPOT are required to have an authorized Public
Key Infrastructure (PKI) certificate to login to SPOT. There are still a small number of company
users that are authorized user name and passwords, however, as such, a user with a SPOT user
name and password account is required to change the password at regular intervals. You must
change your password every 120 days, but no more than once every seven (7) days. If you
attempt to log into SPOT and your password has expired, the system displays the “Change
Password” page with an error message at the top, and fields for you to create a new password. If
your user name and password account has been deactivated or locked, contact the SPOT-ES
Help Desk for assistance.

SPOT generates a temporary password when you register or if you request a password reset.
The following is a list of the password creation guidelines:

e Passwords must be between eight (8) and fourteen (14) characters.
e Passwords must contain a case-sensitive mixture of the following:
o Letters — At least one (1) uppercase and one (1) lowercase,
o Digits — At least one (1) number, and
o Special characters — At least one (1) special character, such as a punctuation
mark.
e Temporary passwords expire after five (5) days.
e A new password cannot be the same as any of your last ten (10) passwords.

To change your password:

1. From the SPOT menu bar, hover over Setup and a drop-down menu will display. Click
Change Password. The “Change Password” page will display.
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Resource
SPOT Reports Setup
Home Predeployment
Documents
Change Role PN vogempone [
I Company Admin 'l I User Information | CERTIFICATE LOGIN Effective 01 June 2012, SPOT-ES login will require PKI
i me/Password account users will need to add a PKI certificate to their
on the login page or the Training link on the homepage for more
{? News iNO CTO 07-015 (0TAPRO8) mandates PKI certificate to access private DoD
D 07M0/2012 - Joyce's 2nd News ges for SPOT-ES users with PKI certificate.
Itemin 8.0.0.9

Enter and save a news item
from the A... [more]

0O 071012012 - Joyce's News Item Start Here

in2.0.09. .
Can this news item be saved. (@adda Person - Search for Contract
[more]
% search for Person
View All
Search for a person to deploy or deployment information

Last Name: I First Hame:

Citizenship Category: | vl
Deployment Status: |4 vl

Cssu O R s | -] -

2. Enter the current password, new password, and new password confirmation. Click
Continue. The “Password Change Confirmation” page will display.

Resource
SPOT Reports Se
epo tup

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!@1ab)
User name: func.ca.4803

*Password: |..........

Create new password.,

*Enter new password: I..........
*Confirm New Password: I“.“.....

=

3. Click OK. The “Home” page will display.
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Your

SPOT Reports Resource Setup

Password Change Confirmation

Center

password has been successfully changed.

14.4 Adding a Certificate Credential

You can add a SPOT Authorized PKI credential to your user name and password account. After
you add a PKI credential to your user name and password account, you can log in only using the
credential because the user name and password login will no longer be available.

Note: After you add a certificate credential to your account, the Add Certificate Credential

option will no longer appear in the list of credentials that you can add.

1. From the SPOT menu bar, hover over Setup and a drop-down menu will display. Click
the Add Cert Credential link. A pop-up window displays, prompting you to select your
certificate.

R
SPOT Reports em“'ﬁe Setup
Home Predeployment
Documents
Change Role Manage yproric |
ICompany Admin 'l I Uzer Information 1 CERTIFICATE LOGIN Effective 01 June 2012, SPOT-ES login will require PKI
Request Additional Rale me/Password account users will need to add a PKI certificate to their
on the login page or the Training link on the homepage for more
7 News iNO CTO 07-015 {0TAPRO8) mandates PKI certificate to access private DoD
D 07/10/2012 - Joyce's 2nd Hews ges for SPOT-ES users with PKI certificate.
Item in 8.0.0.9
Enter and save a news item
from the A... [more]

D 0702012 soycesnews tem - [T
gla?{?h?'sgﬁewg item be saved. (©add a Person . Search for Contract
[more]

-4 Search for Person
View All
Search for a person to deploy or deployment information
Last Name: I First Name: I
Citizenship Category: lm
Deployment Status: lm
Cssu O ssw | ] ]
eeFi0E BOTEO0, ]
2. Select the certificate credential. Click OK. The certificate will be added to your account

and the Add Certificate Credential link will no longer be available. You will be asked
to log out and log back in with the new certificate.
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Appendix A: Getting Started in SPOT

Access to SPOT is restricted to authorized and registered users. Effective June 1, 2012, access to
SPOT will only be granted by PKI certificate or User Name/Password login. This means users
can only log into SPOT using SPOT Authorized Digital Certificates or User Name/Password.

A government issued Common Access Card (CAC) is one of SPOT Authorized PKI Certificates.
It is the most widely used PKI certificate within DoD when there is a requirement to control and
restrict access to buildings, computer networks, and other infrastructure. DoD policy dictates that
an authorizing official sponsors contractor personnel and approves issuance of the CAC.
Approval is verified through the Contractor Verification System (CVS). A smart card reader and
middleware are required accessories for any computer used to access restricted computer
networks using a CAC PKI certificate. Eligible contractors must provide their Trusted Agent
(TA) with information required by the CVS prior to visiting a DEERS/RAPIDS office.

SPOT Registration

Access to the SPOT application requires a submitted and approved registration with a SPOT
Authorized PKI Certificate. You can register for SPOT online from the SPOT “Login” page. To
complete and submit the online registration, you are required to enter your company name and
information about the sponsor who is authorizing your access to the SPOT system.

This section provides instructions on how to register for SPOT access with a SPOT Authorized
PKI Certificate.

1. Launch a web browser and enter the SPOT website URL into the browser address
window. The SPOT “DoD Disclaimer” page will display.

e For Non-secure Internet Protocol Router Network (NIPRNet):
https://spot.dmdc.mil

e For Secure Internet Protocol Router Network (SIPRNet):
https://spot.dmdc.osd.smil.mil

2. Review the “DoD Disclaimer” page and click I Consent. The SPOT “Login” page will
display.

Note: If you select I Do Not Consent, the “Non-Consent” page will display and your
access to the SPOT system will be blocked. To release the block, you must close the web
browser and launch a new browser session by entering the SPOT URL.
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SPOT-ES

Synchronized Predeployment end Dperationsl Trecker — Enterprise Suite

NOTICE: This is a United States Department of Defense System

Standard Mandatory DoD Notice and Consent
You are accessing a U.S. Government (USG) Information System (I8) that is provided for USG-authorized use only

By using this IS (which includes any device attached fo this 15), you consent to the following conditions:

a. The USG routinely intercepts and monitors communications on this 18 for purposes including, but not limited to, penetration testing, COMSEC monitoring, network
operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (Cl) investigations.

b. At any fime, the USG may inspect and seize data stored on this IS.

€. Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed or used for any USG
authorized purpose

d. This IS includes security measures {e.g., authentication and access controls) fo protect USG interests ? not for your personal benefit or privacy.

e. Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of privileged communications, or
work product, related to personal representation or services by attorneys, psychotnerapists, or clergy, and their assistants. Such communications and work product are
private and confidential. See User Agresment for details.

Acknowledgement of Responsibilities of Receiving and Maintaining Privacy Act Data

Data You Are About to Access Could Potentially be Protected by the Privacy Act of 1974. You must

a. Have completed the necessary training with regards to Security Awareness and safe-guarding Personally Identifiable Information.

b. Ensure that data is not posted, stored or available in any way for uncontrolled access on any media.

c. Ensure that data is protected at all times as required by the Privacy Act of 1974 (5 USC 552a(1)(3)) as amended and other applicable DoD regulatory and statutory
authority; data will not be shared with offshore contractors; data from the applicatien, or any information derived from the application, shall not be published, disclosed,
released, revealed, shown, sold, rented, leased or loaned to anyone outside of the performance of official duties without prior DMDC approval

d. Delete or destroy data from downloaded reports upon completion of the reguirement for their use on individual projects.

e. Ensure data will not be used for marketing purposes

f.  Ensure distribution of data from a DMDC application is restricted to those with a need-to-know. In no case shall data be shared with persons or entities that do not
provide documented proof of a need-to-know.

0. Be aware that criminal penalties under section 1106(a) of the Social Security Act (42 USC 1306(a)), including possible imprisonment, may apply with respect to any
disclosure of information in the application(s) that is inconsistent with the terms of application access. The user further acknowledges that criminal penalties under the
Privacy Act (5 USC 552a(1)(3)) may apply if it is determined that the user has knowingly and willfully obtained access to the application(s) under false pretenses.

| 1consent | | 1Domotconsent |

3. Onthe SPOT “Login” page, click the Register link. The online user registration process
will begin. For help, click the Registration Self-help video link or button (@).

SPOT-ES

Synchronized Predeployment end Dperationsl Trecken — Enterprise Suite

OMB CONTROL NUMBER: 0704-D460
OMB EXPIRATION DATE: 12/31/2019

Login to SPOT 8.8

b New User?

Registration Self-help video ﬁ
b Login to SPOT using my SPOT Authorized PKI Certificate

# Login to SPOT using my user name and password

» Request SPOT Training

Registration is required to access SPOT. REGISTRATION CANNOT BE COMPLETED UNTIL A DESIGNATED ORGANIZATIONAL SPONSOR SENDS AN APPROVAL
MAIL TO dodhra.beau-alex.dmdc.mbx.spot-helpdesk@mail.mil.

= How do | comply with SPOT Authorized PKI Certificate login requirement?
= How do | obtain a SPOT username and password?

= How do | access SPOT chat services?

* What are the system requirements for SPOT chat services?

= Which browsers can | use with SPOT?

For more information, please contact the SPOT helpdesk at dodhra.beau-alex.dmdc.mbx.spot-helpdesk@mail.mil or (703) 578-5407
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Note: For information about supported browsers, click the Which browsers can I use
with SPOT? link. The “Browser Compatibility with SPOT” page will display. Click the
Back link to return to the SPOT “Login” page.

4. Select the Company Contractor Personnel radio button. Click Continue. The role
description page will display.

Notes:

o The affiliation should indicate your employer. If you are a contractor who

supports a government organization, select Company Contractor Personnel.

o For each affiliation, there will be different roles available for selection.

Please select your affiliation.

1 am;

Company Contractor Personnel
' |1.5. Government Personnel

1.5, Military Personnel

e [y

5. Click the radio button next to the description which best describes your need for SPOT

access.

Notes:

O

Click Continue. The “Privacy Act Statement” will display.

Contractors requesting government roles require SPOT Program Management
Office (PMO) approval and are approved on a case-by-case basis.

If you are not sure which statement best describes your role, contact the SPOT-ES
Help Desk for guidance.

Please select the option that best describes you.

lam:

@] ICompany Administrator who will manage the deployment information for the personnel! of my company.
o [Company Employee who needs to enter personal deployment information.

 Jcontractor working as a Government Administrator who will manage personnel deployment information on behaif of his/her supporting government
orggnization.

[Contractor who will only manage the contract data in SPOT on behalf of his/her supporting government organization.

O
o (Only interested in viewing reports for my Company.
' A person responsible for uploading JAMMS files into SPOT.

| Back I continue | Exit |

6. Read the “Privacy Act Statement”. Click to select the checkbox stating “I have read and
understood the privacy policy.” You cannot proceed until you select this checkbox. Click
Continue. You will be prompted to select the appropriate SPOT Authorized PKI
Certificate Credential.
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Please verify that you have read and understood the Privacy Act Statement.

Acknowledgement of Responsibilities of Receiving and Maintaining Privacy Act Data

Data You Are About to Access Could Potentially be Protected by the Privacy Act of 1974. You must:

a. Have completed the necessary training with regards to Security Awareness and safe-guarding Personally Identifiable Information

b. Ensure that data is not posted, stored or available in any way for uncontrolled access on any media

c. Ensure that data is protected at all imes as required by the Privacy Act of 1974 (5 USC 552a(1)(3)) as amended and other applicable DoD regulatory and
statutory authority; data will not be shared with offshore contractors; data from the application, or any information derived from the application, shall not be
published, disclosed, released, revealed, shown, seld, rented, leased or loaned to anyene outside of the performance of official duties without prior DMDC
approval.

d. Delete or destroy data from downloaded reports upon completion of the reguirement for their use on individual projects.

e. Ensure data will not be used for marketing purposes.

f. Ensure distribution of data from a DMDC apglication is restricted to those with a need-to-know. In no case shall data be shared with persons or entities that do
not provide documented proof of a need-to-know.

g. Be aware that criminal penalties under section 1106(a) of the Social Security Act (42 USC 1308(a)), including possible imprisonment, may apply with respect to
any disclosure of information in the application(s) that is inconsistent with the terms of application access. The user further acknowledges that criminal penalties
under the Privacy Act (5 USC 552a(1)(3)) may apply if it is determined that the user has knowingly and willfully obtained access to the application(s) under false
pretenses

have read and understood the privacy policy

i Back I Continue I| Exit |

7. Select your identity (not email) digital certificate (appears as “DOD-ID CA-XX" or
“DoD CA-XX”) and click OK.

Note: Ensure your Common Access Card (CAC) is inserted in the card reader or your
third-party PKI certificate is properly loaded onto your workstation. If a pop-up window
does not display, it is possible that SPOT does not recognize your certificate. For
assistance, contact the SPOT-ES Helpdesk at dodhra.beau-alex.dmdc.mbx.spot-
helpdesk@mail.mil or (703) 578-5407. If you select the wrong certificate in the pop-up
window, close your browser and try again or click Tools > Internet options > Content >
Clear SSL state to clear your SSL cache.

8. Ifthe selected certificate requires a Personal Identification Number (PIN), enter your PIN
at the prompt and click OK. The “User Registration - Profile Information” page will
display.

9. Enter your profile information (telephone number and primary and alternate email
addresses). The email addresses must be NIPRNet or unclassified email accounts. If a
contractor is supporting a government organization and requires a SPOT governmental
role, the primary email address must be a government or “.mil” email account. Click
Continue. The “User Registration - Organization Affiliation” page will display.
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User Registration - Profile Information

Enter your profile information.

First Name: Jolhn

Middle Initial:

Last Name: Doe

* Office Phone: IIIE‘-LS&_SW

Office Ext: Ii

DSH: I

* Primary Email: |:cslng@cmnai.cnm

* Alternate Email: [iestno@emal com

Continue Exit

10. To enter the company name, click the Search icon ( + ) next to the Company field. A
search window will display.

User Registration - Organization Affiliation

Enter your Organization and Sponsor Contact Information.

If you cannot find your company, contact the help desk: SPOT ES Help Desk Phone Number: (703) 578-5407.

Company: | | B,

Please enter Sponsoring Point of Contact

* POC First Name:

* POC Last Name:

|
|
* POC Office Phone: |
* POC Primary Email: |

Note: Self-sponsoring is not authorized.

Register

11. Search for a company. For instructions, see Section 2.4. The selected company will be
displayed in the Company field.

Note: The ability to request a new company is not available when company contractor
personnel try to register for SPOT. If you cannot find your company, contact the SPOT-
ES Help Desk at dodhra.beau-alex.dmdc.mbx.spot-helpdesk@mail.mil or (703) 578-
5407.

12. Enter contact information in the Sponsoring Point of Contact fields. The Sponsoring
Point of Contact should be a supervisor within your organization or company who can
validate your need to access SPOT. Click Register. The “User Registration — Complete”
page will display.
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Notes:

o A sponsor does not need to be a registered SPOT user.

o To ensure your sponsor receives the SPOT registration request for approval,
verify the sponsor’s email address is correct.

o For a Company Administrator role in SPOT, your sponsor should be a supervisor
within your company who can validate your need to access SPOT.

o If a contractor is supporting a government organization and requires a SPOT
governmental role, the sponsor must be a government official and not a company
supervisor. The government sponsor must submit the following requirements to
the Program Management Office (PMO) for the contractor requesting a
governmental role:

o Government or “.mil” email address
o Completed and digitally signed (by both sponsor and person registering)
System Authorization Access Request (SAAR) — DD Form 2875

The DD Form 2875 must indicate the date the following required training was
completed:

o Information Assurance (IA) training or equivalent
(http://iatraining.disa.mil/eta/piiv2/launchPage.htm)
o Non-Disclosure Agreement (NDA) Form
o Self-sponsoring is not authorized.

User Registration - Organization Affiliation

Enter your Organization and Sponsor Contact Information.

If you cannot find your company, contact the help desk: SPOT ES Help Desk Phone Number: (703) 578-5407.

Company: [CH2M HillKBR Global Serv (CH2M HillKBR Global |4

Please enter Sponsoring Point of Contact

* POC First Mame: |Linda

|
*POC Last Name:  [£agt |
|

* POC Office Phone: | 703-555-1212

* POC Primary Email: ||inds_east@abcd.cﬂl'ﬂ |

MNote: Self-sponsoring is not authorized.

| Back H Register | Exit

An on-screen notification will display stating that your registration request has been
successfully submitted.

User Registration - Complete
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Note: Immediately after submitting your registration, SPOT automatically sends an email
notification to the Sponsoring Point of Contact. The email notification instructs your Sponsor
to respond to approve or deny your registration. Your SPOT registration cannot be processed
without your Sponsor’s response.

If you do not get an email notification regarding your registration status within three business
days, contact the SPOT-ES Help Desk’s registration team at dodhra.beau-alex.dmdc.mbx.spot-
helpdesk@mail.mil or (703) 578-5407.

Rules of Behavior

When you initially log into SPOT after registering, a page will appear requiring you to consent to
the rules of behavior listed on the page. Click I Consent.

Note: You need to consent to this page only once, which is the first time after registration. If
something changes with the rules of behavior, you will be required to consent to the updated
rules.

(V) SPOT-ES_

—

SPOT Log in With an Authorized PKI Certificate

Once registration has been approved, you can log into the SPOT application. To log into SPOT
using your SPOT Authorized PKI Certificate:

1. Click the URL included in the SPOT system-generated e-mail notification or go to:
https://spot.dmdc.mil. The “DoD Disclaimer” page will display.

2. Review the “DoD Disclaimer” page and click I Consent. The SPOT “Login” page will
display. This is the same page that displayed when you registered for SPOT.
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Note: If you select I Do Not Consent, the “Non-Consent” page will display and your
access to the SPOT system will be blocked. To release the block, you must close the web
browser associated with the “Non-Consent” page and launch a new browser session by
entering the SPOT URL.

SPOT-ES

Synchronized Predeployment end Dperationsl Trecker — Enterprise Suite

DoD Disclaimer

NOTICE: This is a United States Department of Defense System

Standard Mandatory DoD Notice and Consent
You are accessing a U.S. Government (USG) Information System (I8) that is provided for USG-authorized use only.

By using this IS (which includes any device attached fo this 1S), you consent to the following conditions:

a. The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration testing, COMSEC monitoring, network
operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (Cl) investigations.

b. Atany time, the USG may inspect and seize data stored on this IS.

¢. Communications using. or data stored en, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed or used for any USG
authorized purpose

d. This IS includes security measures {e.g., authentication and access controls) fo protect USG interests 7 not for your personal benefit or privacy.

e. Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of privileged communic ations, or
work product, related to personal representation or services by atforneys, psychotherapists, or clergy, and their assistants. Such communications and werk product are
private and confidential. See User Agreement for details.

Acknowledgement of Responsibilities of Receiving and Maintaining Privacy Act Data

Data You Are About to Access Could Potentially be Protected by the Privacy Act of 1874, You must:

a. Have completed the necessary training with regards to Security Awareness and safe-guarding Personally Identifiable Information.

b. Ensure that data is not posted, stored or available in any way for uncontrolled access on any media

c. Ensure that data is protected at all fimes as required by the Privacy Act of 1874 (5 USC 552a(1)(3)) as amended and other applicable DoD regulatory and statutory
authority; data will not be shared with offshore contractors; data from the applicatien, or any information derived from the application, shall not be published, disclosed,
released, revealed, shown, sold, rented, leased or loaned to anyene outside of the performance of official duties without prior DMDC approval

d. Delete or destroy data from downloaded reports upon completion of the requirement for their use on individual projects

e Ensure data will not be used for marketing purposes

f. Ensure distribution of data from 2 DMDC application is restricted to those with a need-to-know. In no case shall data be shared with persans or entities that do not
provide documented proof of a need-to-know.

0. Be aware that criminal penaities under section 1106(a) of the Social Security Act (42 USC 1306(a)), including possible imprisonment, may apply with respect to any
disclosure of infermation in the application(s) that is inconsistent with the terms of application access. The user further acknowledges that criminal penalties under the
Privacy Act (5 USC 552a(1){3)) may apply if it is determined that the user has knowingly and willfully obtained access to the application(s) under false pretenses.

[r—
I| 1 Consent I | 1 Do Not Consent |

3. Click Login to SPOT using my SPOT Authorized PKI Certificate. You will be
prompted to select the appropriate SPOT PKI Certificate Credential.

Note: Ensure your Common Access Card (CAC) is inserted in the card reader or your
third-party PKI certificate is properly loaded onto your workstation. A pop-up window
will display for certificate selection. If a pop-up window does not display, it is possible
that your certificate is not recognized by SPOT. For assistance, contact the SPOT-ES
Helpdesk at dodhra.beau-alex.dmdc.mbx.spot-helpdesk@mail.mil or (703) 578-5407. If
you select the wrong certificate in the pop-up window, close your browser and try again.
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SPOT-ES

Synchronized Predeployment end Dperationsl Trecken — Enterprise Suite

é‘*%‘-‘&
O

OMB CONTROL NUMBER: 0704-D460
OMB EXPIRATION DATE: 12/31/2019

Login to SPOT 8.8
b New User? Register Registration Self-help video @
b Login to SPOThising my SPOT Authorized PKI Certificate

b Login to SPOT using my user name and password

» Request SPOT Training

Registration is required to access SPOT. REGISTRATION CANNOT BE COMPLETED UNTIL A DESIGNATED ORGANIZATIONAL SPONSOR SENDS AN APPROVAL
MAIL TO dodhra.beau-alex.dmdc.mbx.spot-helpdesk@mail.mil.

= How do | comply with SPOT Authorized PKI Certificate login requirement?
= How do | obtain a SPOT username and password?

= How do | access SPOT chat services?

* What are the system requirements for SPOT chat services?

= Which browsers can | use with SPOT?

For more information, please contact the SPOT helpdesk at dodhra.beau-alex.dmdc.mbx.spot-helpdesk@mail.mil or (703) 578-5407

Note: For information about supported browsers, click the Which browsers can I use
with SPOT? link. The “Browser Compatibility with SPOT” page will display. Click the
Back link to return to the SPOT “Login” page.

4. Select your identity (not email) digital certificate (appears as “DOD-ID CA-XX” or
“DoD CA-XX") and click OK.

5. If'the selected certificate requires a Personal Identification Number (PIN) to access the
system, enter your PIN at the prompt and click OK. The SPOT “Home” page will
display.

Note: If your login was not successful, an error message appears indicating that you
might have selected an incorrect certificate or might not have an active registration.

e Ifyou selected an incorrect certificate:
o Close and then reopen your browser and log in again, or
o Click the link to return to the “Login” page. For Internet Explorer,
select Tools > Internet options from the browser’s menu bar. In the
“Internet Options” window, click on the Content tab and click the
Clear SSL state button. Click OK to acknowledge the pop-up
window and OK to close the “Internet Options” window. Log in again.
e [fyou are not a registered SPOT user, click the link to register.
e [fyour account is no longer active, contact the SPOT Help Desk. Accounts
deactivate automatically after 90 days of inactivity. To keep your account
active, log into SPOT on a regular basis.
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s,“t s,,.
9 SPOT-ES
«J

Synchronized Predeployment end Operationel Trecker — Enterprise Suite
The user login was not sucessful. Either the incorrect certificate was

selected or the user does not have an active registration

If you are not a registered SPOT user, you must first regialacdd access
SPOT. You may register for a SPOT account by clickin|

If you have additional questions regarding access to your account, please
contact the SPOT Help Desk.

Pleass cllc return to the login page.

112212016 F2L0T AM Local Host (127.0.0.1)

UNCLASSIFIED//FOR OFFICIAL USE ONLY

SPOT User Name and Password Accounts

A company user who requires access to SPOT, and is not able to obtain a SPOT Authorized PKI
Certificate account, can apply for a SPOT user name and password account.

Note: Effective 1 June 2012, all SPOT-ES users who are citizens of one of the 5i partner nations
(United States, United Kingdom, Australia, New Zealand, and Canada) must use a PKI
certificate to access SPOT. Only individuals who are not citizens of the 5i partner nations are
permitted to obtain a SPOT User Name and Password account.

Users are required to submit a request in writing (e-mail, letter, fax, etc.) to the supporting
Government Authority/Administrator or Contracting Officer/Administrator 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

QF The Sponsoring POC for a person requesting a SPOT account as a Company
Administrator is the user’s company supervisor or Human Resources (HR)
representative who can validate the user’s need to access SPOT.

gf The Sponsoring POC for a person requesting a SPOT account as a Government or
Contract Administrator is the user’s Government supervisor who has a SPOT account
and can validate the user’s need to access SPOT.

Using the information received, the Government Authority/Administrator or Contracting
Officer/Administrator will complete the registration process for the company user. SPOT will
automatically generate an e-mail informing the company user that a user name and password
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account has been requested. When the account is validated by the SPOT Registration, a user
name and password is forwarded to the company user.

The system-generated user name cannot be changed. The assigned password, however, is
temporary and must be changed when the user first logs into the system. SPOT allows user name
and password account holders to change their passwords as needed and requires a password
update every 120 days. The system will display a password expiration date reminder on the
“Home” page view starting 30 days prior to the password’s expiration date.

SPOT Log in With a User Name and Password Account

If you are logging in with a SPOT user name and password account, login authentication requires
you to enter the assigned user name and associated password. The SPOT system-generated e-
mail notifying you of the newly assigned SPOT user name and password account will contain the
assigned user name and a temporary password. The first time you log in, you will be asked to
change the password. Your user-created password must adhere to the Individual Identification
and Authentication Password Policy.

To log into SPOT for the first time with a user name and password account:

1. Click the URL included in the SPOT system-generated e-mail notification or go to:
https://spot.dmdc.mil. The “DoD Disclaimer” page will display.

2. Review the “DoD Disclaimer” page and click I Consent. The SPOT “Login” page will
display. This is the same page that displayed when you registered for SPOT.

Note: If you select I Do Not Consent, the “Non-Consent” page will display and your
access to the SPOT system will be blocked. To release the block, you must close the web
browser associated with the “Non-Consent” page and launch a new browser session by
entering the SPOT URL.
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SPOT-ES

Synchronized Predeployment end Dperationsl Trecker — Enterprise Suite

DoD Disclaimer

NOTICE: This is a United States Department of Defense System

Standard Mandatory DoD Notice and Consent
You are accessing a U.S. Government (USG) Information System (I8) that is provided for USG-authorized use only.

By using this IS (which includes any device attached fo this 1S), you consent to the following conditions:

a. The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration testing, COMSEC monitoring, network
operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (Cl) investigations.

b. Atany time, the USG may inspect and seize data stored on this IS.

€. Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed or used for any USG
authorized purpose

d. This IS includes security measures {e.g., authentication and access controls) fo protect USG interests 7 not for your personal benefit or privacy.

e. Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of privileged communic ations, or
work product, related to personal representation or services by atforneys, psychotherapists, or clergy, and their assistants. Such communications and werk product are
private and confidential. See User Agreement for details.

Acknowledgement of Responsibilities of Receiving and Maintaining Privacy Act Data

Data You Are About to Access Could Potentially be Protected by the Privacy Act of 1874, You must:

a. Have completed the necessary training with regards to Security Awareness and safe-guarding Personally Identifiable Information.

b. Ensure that data is not posted, stored or available in any way for uncontrolled access on any media

c. Ensure that data is protected at all fimes as required by the Privacy Act of 1974 (5 USC 552a(1)(3)) as amended and other applicable DoD regulatory and statutory
authority; data will not be shared with offshore contractors; data from the applicatien, or any information derived from the application, shall not be published, disclosed,
released, revealed, shown, sold, rented, leased or loaned to anyene outside of the perfarmance of official duties without prior DMDC approval

d. Delete or destroy data from downloaded reports upon completion of the requirement for their use on individual projects

e Ensure data will not be used for marketing purposes

f. Ensure distribution of data from 2 DMDC application is restricted to those with a need-to-know. In no case shall data be shared with persans or entities that do not
provide documented proof of a need-to-know.

0. Be aware that criminal penaities under section 1106(a) of the Social Security Act (42 USC 1306(a)), including possible imprisonment, may apply with respect to any
disclosure of information in the application(s) that is inconsistent with the terms of application access. The user further acknowledges that criminal penalfies under the
Privacy Act (5 USC 552a(1){3)) may apply if it is determined that the user has knowingly and willfully obtained access to the application(s) under false pretenses.

[r—
|| tcomsent | | iponotconsent |

3. Click Login to SPOT using my user name and password. The “User name & Password
Login” page will display.

SPOT-ES

Synchronized Predeployment end Dperationsl Trecken — Enterprise Suite

OMB CONTROL NUMBER: 0704-0460
OME EXPIRATION DATE: 12/31/2019

in to SPOT 8.8

» New User? Register Registration Self-help video ()
» Login to SPOT using my SPOT Authorized PKI Certificate

b Login to SPOTsing my user name and password

» Request SPOT Training

Registration is required to access SPOT. REGISTRATION CANNOT BE COMPLETED UNTIL A DESIGNATED ORGANIZATIONAL SPONSOR SENDS AN APPROVAL
MAIL TO dodhra.beau-alex.dmdc.mbx.spot-helpdesk@mail.mil.

* How do | comply with SPOT Authorized PKI Certificate login requirement?
= How do | obtain a SPOT username and password?

= How do | access SPOT chat services?

= What are the system requirements for SPOT chat services?

* Which browsers can | use with SPOT?

For more information, please contact the SPOT helpdesk at dodhra.beau-alex.dmdc.mbx.spot-helpdesk@mail.mil or (703) 573-5407
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Note: For information about supported browsers, click the Which browsers can I use
with SPOT? link. The “Browser Compatibility with SPOT” page will display. Click the
Back link to return to the SPOT “Login” page.

4. Enter your user name and temporary password. Click Login. 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 & 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)

User name: IJUhﬂ-DUE-1234 Forgot my user name

Pas=word:

IIIIII'IIIIIIII Forgot my password

Cancel | Login I

5. Enter your temporary password then enter and confirm a new password. Select a secret
question and answer. Click Continue. The “Password Change Confirmation” page will
display.

Resource
SPOT Reports Setu
epo p

Change Password

Please change your temporary password.
Please enter your password.

Password must be between & 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!@1ab)

User name: func.ca 4803

*Password: I

Create new password.

*Enter new password: I
*Confirm New Password: I

*Secret Question: | Please select a secret question .

“Answer:

=

6. Click OK. The “Home” page will display.
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Resource
SPOT Reports Setul
= Center -

Password Change Confirmation

Your password has been successfully changed.

Home Page

The SPOT “Home” page is accessible from anywhere within the application. To go to the SPOT
“Home” page, click any of the following:

e SPOT Title and Logo
e Home link found within the breadcrumbs

Header and footer information is located at the top and bottom of every page within SPOT to
provide classification markings and links to useful information.

e SPOT NIPRNet classification markings appear within a green banner and will read:
UNCLASSIFIED//FOR OFFICIAL USE ONLY

e SPOT SIPRNet classification markings appear within a red banner and will read:
CLASSIFIED//SECRET

In the upper-right corner of every page, SPOT displays a Welcome link and the last date and
time you logged in, displayed as the webserver local date and time.

Classification Markings

SPOT ;
L SPOT Title
0go UNCLASSIFIED//FOR OFFICIAL USE ONLY
r Contact Us | Logout
fop SPOT-
@ s D E s Last Login: 4/11/2018 12:05:12 PM
Synchronized Predeployment and Operational Tracker — Enterprise Suite Welcome, Padden LuAnn (Host: UAT)
Home
P Resource
Link \ SPOT Reports el Setup
\ Home

Welcome Link and Last
Login Date and Time
The “Home” page consists of the following six sections:

1. Change Role (only displayed if you have multiple roles)
2. News

3. System Alerts (displays any system alerts)

4. Start Here

5. LOA Inbox

6. Deployment Preparation

Document Version 40.1, January 2019 298



SPOT-ES 8.10: Contractor Company User Manual

Home _~ MenuBar
Link SPOT Reports Resource Setup &~
Center
‘Hnme
I Change Role I A\ SYSTEM ALERT
|Comp-any Admin V|
¥ For prime contractors that do not have in-house medical staff, subcontract agreements are required

" for support of in-theater contractor medical care. In-theater private medical clinics may only see

|patients who work for prime contractors with whom they have a direct subcontract relationship.

O 021182011 - TRAINING SPOT Potential contractors should account for this when determining how to provide medical care for their
Systern Maintenance employees prior to arrival in Afghanistan. If you have questions, please contact your COR or KO.

SPOT Training will be
unavailable fro... [more]

O 031062013 - Test 8.0 Alert
Test 8.0 Alert [more]

O 08292010 - General Mews TEST
Test [more]

O 08292010 - Mews Alert TEST
test of the News Alert and
Mame [more]

O 02/Z82010 - Webcast Training
Class

Check DCO Home Page for DCO
Status [more]

View All

-

ONLY for deployments to Afghanistan: Per Afghanistan law, ALL confracted personnel are

REGUIRED to obtain a VISA ENTRY stamp upon enfrance into AFG. Those WITHOUT an ENTRY
stamp will NOT be permitted an EXIT stamp fo leave country. There have been numerous instances
where contractors have NOT been permitted to leave for R&R or Emergency Leave due to this issue.

*  Search for Person

Search for a person to deploy or deployment information

Filter by Person Detsils:

Lagt Nama: [

cltananp calgor:
Osploment saue:

®ssn OFn O pooo

Fiter by Current Contract and Task Order:

Canfract & |

LOA Inbox

Bulk LOA Recall

* LOA Search

Last Name: |

Coniract: [

Estimated Deployment Start Date (mmdddiyyyy):

Statua: |

]

Gowvernment Authority |

Apsigned:

e

S50

SIS0 pdf | DFARS 252 2357040 July_2000

pdf | Joint_Confracting_Command_Condractors_Entry. Exit procedwres_for_lrag | 41.55

.JAdd a Person ., Search for Confract
First Mamea: [
s HH
Task Order & | o

Firat Hama: |

Taak Orders: |

LO& Number: |

KO Aseignad: |

Sgarch

| sizs <& | Descriptionm
Feb 2010_Jk
Contracting {
messaps; ref
Contractors E
Exit procedu
DFARS 242
CONTRACT!
PERSONNE
AUTHORIZE
11311 | ACCOMPAN
ARMED FOF

View All

Figure 4: Contractor Company User Home Page View
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From any place within the SPOT application, you can select the Home link in the upper left
corner of the page to navigate to the SPOT “Home” page.

The following functionality is available from the “Home” page:

e News, System Alert, and Deployment Preparation.
e From the “Start Here” section, the “Search for Contract”, “Add Person”, and “Search for
Person” functions are available.

e From the “LOA Inbox” section, the “LOA Search” and “Bulk LOA Recall” functions are
available.

Menu Bar

The SPOT menu bar is located in the upper left area of every Web page and features four
options: SPOT, Reports, Resource Center, and Setup. By hovering over these options, you can
view links to different sections of the system you are authorized to use.

SPOT Reports

Persen
Add
Contracts
Add
Search
Company
Request
Search
Deployments/ LOAs
Create Depls

Create Depls / Reguest
LOAs

Request LOAs
Person List
Create
Manage
Deployment Template
Create
Manage
Equipment
Add

ACd

Search
The following menu options are available.
SPOT — The SPOT option may include the following based on your user role:

e Person — Under the “Person” category, the Add option links to the “Add Person” page
where you can add, edit, and view personnel data.
e Contracts — Under the “Contracts” category, the following links are available:
o The Add option links to the “Add/Update Contract Details” where you can add a
contract.
o The Search option links to the main “Search for Contract” page where you can
search for, add, and manage basic contract data.
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e Company — Under the “Company” category, the following links are available:
o The Request option links to the “Request Company” where you can add SPOT’s
list of selectable companies.
o The Search option links to the main “Search Company” page where you can
search for company to see if it has been added to SPOT.
e Deployments/LOAs — Under the “Deployments/LOAs” category, links are available to
the Deployments/LOAs pages where you can manage deployments/LOA processing.
e Equipment — Under the “Equipment” category, add and search links are available to
pages where you can add, update, and view equipment records.

Reports — The Reports option links to the “Reports Main” page where you can view and
generate reports. You can also click one of the links below SPOT to go directly to that report

page.
Resource Center — The Resource Center option links to SPOT-ES libraries and Training. You

will be able to search for and return documents based on keyword searches. The search will take
into account document title and content.

Setup — The Setup option has the following options:

¢ Predeployment Documents — The Predeployment Documents option links to a page
that provides you with pertinent information and policy documents that are needed in
order to maintain compliance.

e Manage My Profile — The Manage My Profile option links to the “Account
Information” page, which provides features such as requesting additional roles and
viewing user information. You can also click one of the links below Manage My Profile
to go directly to that account information page.

Role Context Change

The role context change functionality is only available if you have several roles assigned to your
account. In this case, every time you log into SPOT, the system will recognize the “default” role

and organization you selected during initial registration. You will be able to switch your view of
SPOT from your default role to any other role associated with your account. Changing your view
of SPOT by switching from one role to another is referred to as “changing your role context.”

Note: Changing your role context will update your view of SPOT according to the role you
selected. Your view of data in SPOT, including contract search results, person search results, and
report data (for applicable reports), will also update to reflect the organization(s) affiliated with
the selected role. The data you can view encompasses information from all the organizations
associated with each of your respective user roles.

To change your role context, from the SPOT “Home” page, click the Change Role drop-down
list and select the role you would like to use. The appropriate view of the “Home” page will
display. This view is based on the role context selected.
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Resource
SPOT Reports Setu
= Center 0
Home
Change Role A SYSTEM ALERT
Company Admin 'l P SPOT-ES WILL REQUIRE PKI CERTIFICATE LOGIN Effective 01 June 2012, SPOT-ES login will require PKI

certificates. AKO or Username/Password account users will need to add a PKI certificate to their
accounts. Please see FAQs on the login page or the Training link on the homepage for more
information. Directive JTF-GNO CTO 07-015 (07APR08) mandates PKI certificate to access private DoD
applications. Note: No changes for SPOT-ES users with PKI certificate.

Item in 8.0.0.9
Enter and save a news item
from the A... [more]

O 07/10/2012 - Joyce's News Item Start Here

in 8.0.0.9. =
Can this news item be saved. ()Add a Person - Search for Contract
[more]
~»  Search for Person
View All
Search for a person to deploy or deployment information

Last Name: I First Hame:
Citizenship Category: IA” vl
Deployment Status: IA” vl
Cssn O RN ss: | L1

[ Find Person l

Automated Processes

To ensure data quality in SPOT, automated processes are run daily on a scheduled basis. These
processes will close or cancel appropriate deployments and correspondingly set the status of
associated LOAs.

e [fthe ITAD is not recorded in SPOT and the person scans a Common Access Card
(CAC) or LOA at a JAMMS location in-theater (i.e., OCONUS), once the scans have
been uploaded via the JAMMS upload process, SPOT compares the date of the scan to
the deployment start date. If the scan date is on or after the estimated deployment start
date but not after the estimated deployment end date, SPOT automatically populates the
ITAD with the date of the scan, as long as the deployment has not been cancelled or
closed. In this case, the “View Person” page will display the text “Populated by
Movement Scan Date” next to the In-Theater Arrival task and the Actual Arrival Date
field. A JAMMS scan before the SPOT estimated deployment start date or after the
estimated deployment end date does not populate the ITAD.

Notes:

o For a CAC scan to populate the ITAD, the person record in SPOT must be
DMDC verified in order for the scan to associate with the person record via the
DoDID.

o Automated population of the ITAD changes the person’s status to “Deployed”
and the deployment status from “Open” to “Active”. It also sets the Arrived field
with “Has arrived” and sets the Actual Arrival Date field to the date entered for
the in-theater arrival.
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o In the past, the JAMMS upload process may have caused an overlapping
deployment of up to 14 days if the automatically populated ITAD was before the
actual end date of all previously closed deployments. This exception will appear
on reports that contain deployment and JAMMS scan information. You can

correct an overlapping deployment when you validate the ITAD (see Section
9.4.3).

Warning: If a JAMMS scan does not occur on or after the SPOT estimated deployment
start date through the SPOT estimated deployment end date, SPOT does not
automatically populate the ITAD. This means a person could be in-theater without being
marked as “Deployed” in SPOT. Therefore, it is very important that the Company
Administrator (or other authorized user) validate and enter or update the ITAD if it is not
populated.

e If an open deployment’s estimated deployment end date has passed and an ITAD was not
populated, SPOT will automatically cancel the deployment and cancel any associated
LOA. An open deployment is recognized in SPOT as a deployment record that does not
have an ITAD.

e Ifan active deployment’s estimated deployment end date has passed, SPOT will close the
deployment and set the LOA’s status to “Expired” for any associated LOAs that are not
already “Revoked” or “Denied”. An active deployment is recognized in SPOT as a
deployment record that has an ITAD and estimated deployment end date is still in the
future.

e Ifa deployment is manually closed in SPOT, the system will automatically make the
associated LOA “Expired”, provided the LOA has not been “Revoked” or “Denied”.

e Ifan LOA is manually “Revoked” in SPOT, the system will wait 72 hours for a new
LOA to be requested for the associated deployment. If no such LOA is requested, SPOT
will close the deployment if it is active or cancel the deployment if it is open. The LOA
will remain in a “Revoked” status.

e [fan LOA is denied, SPOT will cancel the deployment. The LOA will remain in a
“Denied” status.

Apart from confirming that deployments and LOAs have correct states/statuses, these processes
ensure that you work with current and correct data. Authorized users will receive relevant emails
that notify them when these processes are executed.
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Appendix B: Acronyms and Abbreviations

The following is a list of acronyms used within this document.

Acronym Description

24x7 24 hours a day, 7 days a week

AKO Army Knowledge Online

AOR Area of Responsibility

CAC Common Access Card

CENTCOM United States Central Command

(USCENTCOM)

CENTCOM United States Central Command Fragmentary Order
FRAGO

COCOM Combatant Command

CONUS Contiguous or Continental United States

COR Contracting Office Representative

CPR CAC Pin Reset

CVS Contractor Verification System

DBA Defense Base Act

DEERS Defense Enrollment Eligibility Reporting System
DMDC Defense Manpower Data Center

DoD Department of Defense

DoD ID Department of Defense Identification Number (formerly referred to as EDIPI)
EDIPI Electronic Data Interchange Personal Identifier
FAQ Frequently Asked Questions

FIN Foreign Identification Number

FPDS-NG Federal Procurement Data System — Next Generation
GA Government Authority

AGS Authorized Government Services

GUI Graphical User Interface

HR Human Resources

ID Identification

JAMMS Joint Asset Movement Management System

KO Contracting Officer

LOA Letter of Authorization

LRA Local Registration Authority

MOD Modified

NAICS North American Industry Classification System
NDAA National Defense Authorization Act

OCONUS Outside Contiguous or Continental United States
PDF Portable Document Format

PKI Public Key Infrastructure

PMO Program Management Office

POC Point of Contact

PoP Period of Performance

SIPR Secure Internet Protocol Router

SOFA Status of Forces Agreement

SPOT Synchronized Predeployment & Operational Tracker
SPOT-ES Synchronized Predeployment & Operational Tracker - Enterprise Suite
SSN Social Security Number
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Acronym Description

TBC Theater Business Clearance

TCN Third Country National

TOPSS Total Operational Picture Support System
URL Uniform Resource Locator
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