
Contractor's Manual
CARAT
Doc-To-Help Standard Manual
[image: image30.jpg]


COMBINED ACQUISITION REPORTING AND ANALYSIS TOOL 
[image: image31.jpg]


By CACI Dynamic Systems, Inc. 
for the Missile Defense Agency
This manual was produced using ComponentOne Doc-To-Help.™
Contents

1CARAT

Establishing An Account
1
Account Information
2
Email Notification
2
Web Address
2
User Name
2
Password
2
Account Lockout
2
Login
3
Initial Login
3
Login
3
Change Default Password
4
Subsequent Logins
4
Failed Login Attempts
5
Working In CARAT
6
Select The Contract
6
Contract List Page
6
Establish a Baseline
7
Baseline Screen
7
Enter Baseline Data
9
Select An Initial Reporting Period
11
Open A FLHER
11
FLHER List Screen
12
The Fixed Price GSA Order FLHER
12
The Cost-Type FLHER
16
Submit to Government
20
Additional Information
21
Adding To The Baseline
21
Contract Modifications
23
Options
23
Glossary of Terms
25
Index
27


xe "CARAT"CARAT

The Combined Acquisition Reporting and Analysis Tool (CARAT), a web-enabled reporting tool, automates the monthly submission of contractor labor hour expenditures/labor hour reporting.

CARAT allows the Government to monitor SETA and support service contracts to ensure that the contractor is performing the contract requirements within the contract costs or allocated funds.  This financial surveillance is essential to maintain the integrity of the competitive process on which the contract award was based, to warn against potential overruns, and to ensure early detection of costs which may not be allocable, allowable, or reasonable. 

A Contractor point of contact will be required to enter FLHER information for each reporting period.

xe "Establishing An Account"Establishing An Account

To establish a contractor account in CARAT, please supply the following information.

Company Name and Mailing Address

Point of Contact – the person who will enter the FLHER
o
First Name, Middle Initial, and Last Name
o
Phone Number
o
Email Address
o
POC’s External IP Address – The Internet Protocol Address used outside the Corporate firewall.  Please contact your network support personnel to determine the correct number(s).  The information will be used to allow approved user access to the CARAT website.
It is advisable that Contractors establish more than one point of contact for each contract.  Please supply the Point of Contact information for each individual.

Once the information is received, an account will be created within 48 hours.  The point(s) of contact will receive an email providing a URL, a user name, and a default password.  They will receive instructions for using CARAT in a follow-up email.  Each point of contact will have access only to those contracts to which they have been assigned.

xe "Account Information"Account Information

xe "Email Notification"Email Notification

Once the CARAT Administrator has created your account, you will receive an email listing CARAT’s web address, your user name, and a default password.

xe "Web Address"Web Address

The email will contain a link to CARAT.  You can either click the link or in the browser type the address:  https://www.mda-carat.com.

NOTE:
CARAT is best viewed in Microsoft® Internet Explorer (IE) 6.0.

xe "User Name"User Name

Your user name is a combination of your first name, middle initial, and last name.

EXAMPLE:
Abigail B. Smith would have a user name of ASmithB.  If there is more than one Abigail B. Smith, the other Abigail B. Smiths would have a number at the end of the user name: ASmithB2.

xe "Password"Password

You will be prompted to change your default password on initial entry into CARAT.  Your password must be between eight and eleven characters that includes at least one upper case character, one lower case character, one number, and one non-alphanumeric character (# * $).

EXAMPLE:
4Sand&sun

DO NOT SHARE YOUR PASSWORD.
Your password will expire in 90 days.  When you renew your password, you will not be able to use any password used in the past 360 days.  The same procedure used to change the default password is used to change the expired password.  For more information, see Change Default Password on page 4.

Reset Password

If you forget your password, contact the CARAT Administrator to reset your password.  When a password is reset, it returns to the default password, which you will need to change the next time you enter CARAT. 

xe "Account Lockout"Account Lockout

After three (3) failed attempts to enter CARAT, your account will be locked.  You will have to contact the CARAT Administrator to have your account unlocked ( For more information go to Failed Login Attempts on page 5).

xe "Login"Login

xe "Initial Login"Initial Login

xe "Login"Login

In the email, click the link to CARAT or type https://www.mda-carat.com in the address box.  CARAT will open to the security screen.

HINT:
You can save the address as one of your Favorites to allow easier access to the site.
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Figure 1.
Privacy and Security Notice

Click Continue to proceed to the login screen.
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Figure 2.
Login Screen

In the User ID box, type your user name and in the Password box, type your password.  Click Log In.

xe "Change Default Password"Change Default Password

You will be directed to the screen where you will change your default password. (For more information go to Password on page 2)
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Figure 3.  Change Password Screen

Enter your user name in the text box labeled User ID.

Enter your default password in the text box labeled Old Password.

Enter the password you have chosen to use in the text box labeled New Password.

Confirm the password you have chosen to use by typing it in the text box labeled Re-Enter Password.

NOTE:
Click Reset to remove any data entered in the fields.

If your password has expired, you will be directed to the Change Password screen.  Follow the directions to change the password except, in the Old Password text box you will type the password you are currently using instead of the default password.

Click Login to enter CARAT. (For more information go to Working In CARAT on page 6)

xe "Subsequent Logins"Subsequent Logins

Type https://www.mda-carat.com in the address box.  CARAT will open to the security screen.  Click Continue.  CARAT will open the login screen.  Type your user name in the User ID text box and type your password in the Password text box.

xe "Failed Login Attempts"Failed Login Attempts

If the incorrect user name and/or password is used, you will receive an Invalid Login message above the User ID box.
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Figure 5.
Invalid Login Message

You have three (3) attempts to log on to CARAT.  After three failed attempts, the account becomes locked.  To unlock the account, contact the CARAT Administrator.  Once your account is unlocked, you can enter using your user name and password.

xe "Working In CARAT"Working In CARAT

To create a FLHER in CARAT, you will


Select the contract;


Establish a baseline;


Select an initial reporting period;


Open the FLHER;


Enter the FLHER data for the reporting period; and,


Submit the FLHER to the Government.

xe "Select The Contract"Select The Contract

When a contract has been added to your list of accessible contracts, you will receive an email requesting that you enter CARAT.  After entering CARAT, the Contract List page will appear.

xe "Contract List Page"Contract List Page

Once you login, the first page that will appear lists the contract(s) you can access.

[image: image5.jpg]HQDO0B-04-A-1000-0001




Figure 4.
Contract List Page.

NOTE:  If your list is empty and you know that you are to have access to a contract, contact your Contract Specialist to ensure that you are a POC for the contract.

Click the contract number to proceed to the Contract Information screen.  This screen lists the contract number and the Statement of Work (SOW) title and allows access to the FLHER page.
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Figure 5.  Contract Information Screen

xe "Establish a Baseline"Establish a Baseline

The baseline, as agreed upon in the contract, must be entered into CARAT.  Click on the button labeled FLHER to display the FLHER List screen.
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Figure 6.  Empty FLHER List Screen

Click New FLHER to enter the baseline data.

xe "Baseline Screen"Baseline Screen

The Contract Baseline screen will appear.
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Figure 7. Contract  Baseline Entry Screen

Following  the baseline detailed in the contract, enter the reporting lines, select a Report Group, and enter the hours for the Prime and/or the Sub.

Line Title

Type the description of the line being reported.

EXAMPLE:
Program Manager, Senior Scientist, Senior Analyst, Clerk

For Total Labor Unburdened, Subcontractor Costs, Total Indirect Costs, and Fee, type those descriptions in the text box and select the corresponding Report Group from the drop box.

Report Group

The drop box labeled Report Group lists the six groups to which a report line is associated:


DirectLabor – The total hours for a labor category to be reported by the Prime and Subcontractor.

TotalLaborUnburdened – The total unburdened dollars to be reported by the Prime.

OtherDirectCosts – The dollars for ODCs to be reported by the Prime.  The ODCs can be broken out or combined.  Refer to your contract to determine how it should be reported.

SubContractorCosts – The total costs to be submitted by the Subcontractor.

TotalIndirectCosts – The total of the indirect costs to be reported by the Prime.

Fee – The total fee to be reported by the Prime.
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Figure 8.
Report Groups

HINT:
For a fixed price (GSA/BSSP) contract, only direct labor is reported.  For cost and task/delivery order contracts, Direct Labor, Total Labor Unburdened, Other Direct Costs, Subcontractor Costs (if the contract has a subcontractor), Total Indirect Costs, and Fee are reported.  Your contract will instruct you on items to report.

To navigate the form use the Tab key or the mouse.

To select a Report Group using the keyboard, key the first letter of the description (for DirectLabor, key the letter “d”).  However, for TotalIndirectCosts, key the letter “t” twice; the first key will display TotalLaborUnburdened.

Prime Baseline and Subs Baseline

For each reporting line, enter the associated hours or dollars that will be reported by the Prime or Sub.

NOTE:
The Sub Baseline should only have the subcontractor hours for labor categories and the SubContractor Costs.

xe "Enter Baseline Data"Enter Baseline Data

Complete the baseline form.  After completing eight (8) lines click Update to save the data.   To continue entering baseline data, click More Lines to display eight more lines.

NOTE:
 The Reset button will clear the form of items not saved.  Once the Update button has been selected, the data is saved and Reset will not clear the form.
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Figure 9.  Eight Completed Lines for the Baseline
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Figure 10.  The Baseline Form With Eight Additional Lines

Enter the additional reporting lines.  When you have completed entering the data, click Update to save the information.  Any blank lines will disappear (see figure 11).
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Figure 11.  Completed Baseline Form for Fixed Price GSA Order

You have completed the contract baseline.

xe "Select An Initial Reporting Period"Select An Initial Reporting Period

Click Create FLHER to proceed to the FLHER List Screen with a report selector.
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Figure 12.  FLHER List Screen With Report Period Selector

Select the report month and year of the first FLHER to be reported.

NOTE:  Some contracts do not begin at the beginning of the month; therefore, the fraction of the first month is reported with the next month.

Click Create FLHER to proceed to the FLHER list screen.

xe "Open A FLHER"Open A FLHER

Two types of FLHERs are recorded in CARAT:


Fixed Price GSA Order, and


Cost-Type.

xe "FLHER List Screen"FLHER List Screen
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Figure 13.  Populated FLHER List Screen

On the FLHER list screen will appear the date and year you selected as your initial reporting period.  The Status of your FLHER is FLHER Active, meaning that you have not submitted the FLHER to the Government.  Once you have submitted the FLHER to the Government, the FLHER becomes read-only.   As long as the status is FLHER Active, you can update the FLHER and save the data.

xe "The Fixed Price GSA Order FLHER"The Fixed Price GSA Order FLHER
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Figure 14.  The FLHER with a completed Reporting Period.

The Fixed Price GSA Order FLHER has seven tabs.


Reporting Period

Current Baseline

Monthly Baseline

Invoiced Amounts

Cumulative Expenditures

Comments

FLHER List
The FLHER data does not have to be entered at one time.  By clicking Update, you save the data; the FLHER status remains FLHER Active.  You can exit CARAT and return later to complete the form.

Once you have entered the data and are ready to submit the FLHER, click Submit to Government.  The status of your FLHER changes to FLHER Submitted.  The FLHER will become read-only; you cannot make any further changes.

HINT:  If you hit Submit to Government by mistake, contact your Contract Specialist.
Fixed Price GSA Order FLHER – Reporting Period

Complete this form with the current reporting period’s hours.  Enter the Prime’s hours under Prime and the Subcontractor’s hours under Subs for the corresponding labor category.  CARAT enters the Total and Variance, which are read-only.  The Total is calculated when you move to the next text box.  The Variance is calculated when you hit Update.

Click Update to save your data.

Fixed Price GSA Order FLHER – Current Baseline
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Figure 15.  Current Baseline

When you enter the FLHER after creating the baseline, check the totals on this page.  If you changes need to be made or if you missed a line, you can correct the baseline now. 
NOTE:  If you change the baseline hours or add a labor category after FLHER’s have been submitted but BEFORE a contract modification has occurred, ALL of the past FLHER’s baselines will reflect the changes.  ONLY when a modification has been exercised will changes to the baseline not affect the past baselines.

If you make any changes to the baseline, click Update to save the changes and recalculate the Total.

Fixed Price GSA Order FLHER – Monthly Baseline
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Figure 16.  Monthly Baseline

The Monthly Baseline page displays the labor category with its associated monthly hours and full time equivalent (FTE).  The data on this page will change when a change is made on the Current Baseline.

Fixed Price GSA Order FLHER – Invoiced Amounts
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Figure 17.  Invoiced Amounts

This page provides an area for submitting invoiced amounts.  With each FLHER submitted during the period, the Cumulative To Date maintains the total of the CLINs.

To enter an invoice, enter the CLIN in the text box labeled CLIN.  Under Description type a brief  explanation of the CLIN (i.e., Labor, ODC).  Under Reporting Amounts, enter the dollars to be reported for the CLIN.  Click Add Invoice to complete.

Repeat the same process for each CLIN invoice.

Fixed Price GSA Order FLHER – Cumulative Expenditures
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Figure 18.  Cumulative Expenditures

The Cumulative Expenditures page provides the total to date of each labor category and an overall total of hours expended for the base/option period.  CARAT performs the calculations on this page when the Reporting Period data is updated.

Fixed Price GSA Order FLHER – Comments
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Figure 19.  Comments

The Comments page provides an area where you can submit text to support or explain events for the reporting period.

Click New Comment to display an empty text box under Comment.  CARAT will generate the Date (today’s date) and Comment By (the name of the person logged in).  In the text box, type your comments.  When you have completed you text, click Save Comment.  The comments you saved have become read only.  If you need to make additional comments, click New Comment to enter more text.

Fixed Price GSA Order FLHER – FLHER List

Click FLHER List to return to the screen listing all of the FLHER’s that have been submitted for the contract in this base/option period.

xe "The Cost-Type FLHER"The Cost-Type FLHER

The cost-type FLHER has six tabs.


Reporting Period


Current Baseline


Cumulative Expenditures


Estimate At Completion


Comments

The FLHER data does not have to be entered at one time.  By clicking Update, you save the data; the FLHER status remains FLHER Active.  You can exit CARAT and return later to complete the form.

Once you have entered the data and are ready to submit the FLHER, click Submit to Government.  The status of your FLHER changes to FLHER Submitted.  The FLHER will become read-only; you cannot make any further changes.

HINT:  If you hit Submit to Government by mistake, contact your Contract Specialist.
Cost-Type FLHER – Reporting Period

Complete this form with the current reporting period’s hours.  Enter the Prime’s hours and dollars under Prime and the Subcontractor’s hours and dollars under Subs for the corresponding reporting category.  Do not use commas or dollar signs when entering data.  The Total is calculated when you move to the next text box.  

Click Update to save your data.
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Figure 20.
Cost-Type FLHER – Reporting Period

Cost-Type FLHER – Current Baseline
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Figure 21.
Cost-Type FLHER – Current Baseline

When you enter the FLHER after creating the baseline, check the totals on this page.  If you changes need to be made or if you missed a line, you can correct the baseline now. 
NOTE:  If you change the baseline hours or add a labor category after FLHER’s have been submitted but BEFORE a contract modification has occurred, ALL of the past FLHER’s baselines will reflect the changes.  ONLY when a modification has been exercised will changes to the baseline not affect the past baselines.

If you make any changes to the baseline, click Update to save the changes and recalculate the Total.

Cost-Type FLHER – Cumulative Expenditures
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Figure 22.
Cost-Type FLHER – Cumulative Expenditures

The Cumulative Expenditures is a read-only page that calculates the expenditures submitted to date (to include the current expenditures on the active FLHER).

Cost-Type FLHER – Estimate At Completion
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Figure 23.
Cost-Type FLHER – Estimate At Completion

The Estimate At Completion page should be completed with the initial FLHER and changed when needed.

To save your entries, click UPDATE.  RESET will revert the data to the last saved data.

Cost-Type FLHER – Comments
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Figure 24.
FLHER Comments

The Comments page provides an area where you can submit text to support or explain events for the reporting period.

Click New Comment to display an empty text box under Comment.  CARAT will generate the Date (today’s date) and Comment By (the name of the person logged in).  In the text box, type your comments.  When you have completed you text, click Save Comment.  The comments you saved have become read only.  If you need to make additional comments, click New Comment to enter more text.

Cost-Type FLHER – FLHER List

Click FLHER List to return to the screen listing all of the FLHER’s that have been submitted for the contract in this base/option period.

xe "Submit to Government"Submit to Government

Once you have completed the FLHER and are ready to submit the data to the MDA, open the FLHER.  When the FLHER appears, it opens to the Reporting Period page.  At the bottom of this page is a button labeled Submit to Government.  By clicking this button, your FLHER will be submitted to your Contract Specialist and your data will become read only.

Congratulations, you have


Created a baseline;


Created a FLHER;


Entered the reporting period hours, invoiced amounts, and comments; and,


Submitted the FLHER to the MDA.

xe "Additional Information"Additional Information

xe "Adding To The Baseline"Adding To The Baseline

On the Current Baseline page of the FLHER, you can add additional reporting lines by clicking the button labeled More Lines.
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Figure 25.  Current Contract Baseline

When you click this button, CARAT returns you to the Completed Baseline page.
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Figure 26.  Completed Baseline

To add more lines to the completed baseline, click More Lines (this repeats the same process you used in adding more lines when creating the baseline).  Eight empty lines will appear.
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Figure 27.  The Contract Baseline with Additional Reporting Lines

When you have completed the additional reporting lines, click Close to return to the Current Baseline page.  The line(s) you added will appear on all of the pages of the FLHER.

xe "Contract Modifications"Contract Modifications

The Contract Specialist will initiate the contract modification in CARAT when the modification will affect the contract baseline, funding, and/or the length of the base/option period.  You will know a contract modification has been exercised when you begin a new FLHER (submitted and active FLHER’s will not be affected by the modification) and next to the text Mod: is a number other than zero (i.e., P00001).

If the contract modification changes the baseline, click the Current Baseline tab and change the data for the appropriate reporting line.  If the contract modification adds a reporting line, see Adding To The Baseline on page 21.  When you have completed the changes to the baseline, click Update to save the changes.  Any changes you make to a baseline after a modification has been exercised will affect all FLHER’s from the reporting period forward, until another modification is exercised or the base/option period ends.

EXAMPLE:
The FLHER’s for a contract begins in January.  A contract modification is exercised in March.  Any changes made to the baseline from the March FLHER forward will be seen on Current Baseline.  The FLHER’s for January and February will show the original baseline.

xe "Options"Options

To access the an Option FLHER list, click on the drop box labeled Period and select the period you want to access.
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Figure 28.  The Option Period FLHER List

When you begin a new Option, the FLHER list will be empty.  You will need to begin the process of creating a new baseline (see Establish a Baseline on page 7).  Once the baseline is established, you can enter a FLHER for the reporting period.

Glossary of Terms

Baseline

Defined quantity or quality used as starting point for subsequent efforts and progress measurement that can be a technical, cost, or schedule baseline

CARAT

The Combined Acquisition Reporting and Analysis Tool. 

A web-enabled reporting tool that automates the monthly submission of contractor labor hour expenditures/labor hour reporting.

CLIN

Contract Line Item Number.

FLHER

Funds Labor Hour Expenditure Report.

A monthly report, submitted by the Contractor, detailing the funds and/or labor hours expended on a contract.

FTE

Full Time Equivalent.

Reflects the total number of regular straight-time hours (i.e., not including overtime or holiday hours) worked by employees divided by the number of compensable hours applicable to each fiscal year. Annual leave, sick leave and compensatory time off and other approved leave categories are considered to be “hours worked” for purposes of defining full-time quivalent employment.

MDA

Missile Defense Agency

SOW

Statement of Work.
That portion of a contract which establishes and defines all nonspecification requirements for contractor’s efforts either directly or with the use of specific cited documents.

URL

Uniform Resource Locator, Universal Resource Locator.

The address of a site on the Internet.
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