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1: INTRODUCTION
1.1 CPET OVERVIEW

cPet (CSDR Planning and Execution Tool) is designed to handle CSDR (Cost and Software
Data Reporting) plans and cost reports. cPet deals with two main categories in viewing plans:
importing and creating documents. EXisting plans and cost reports can be imported into cPet
and easily reviewed and edited. cPet provides warnings where data are missing or invalid.
The importing process generates an XML version of the document. Furthermore, plans can
be exported to PDF to resemble the DD Form 2794.

Plans can also be created from scratch using cPet's editing tools. Similar to the imported
plans, cPet generates an XML version of the new plan, and the data can be viewed in a PDF
or Excel replica of the DD Form 2794.

In addition to managing CSDR data, cPet provides an automated validation process for cost
reports. An error log displays warnings pertaining to missing, incomplete, inconsistent, and
numerically inaccurate data. Based on the validation results, the user can choose to accept or

reject the report. The end product is a validation letter explaining the results.

The flowchart below shows how cPet is organized into importing and creating CSDR plans,

as well as importing and validating cost reports.
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cPet
l
[ |
CSDE. Plans Cost Reports
] |
| | | | |
Import Plans Create Plans Import Cost Create Cost Validate
Reports Reports
| Program Plan | Program Plan | 1921 1921 | Contract Plan
|  Contract Plan | [ Contract Plan | | 1921-1 1921-1 | 1921
| Subcontract | Subcontract | 18212 | 1921-1
Plan Plan
1921-3 | 1921-2
1921-3

Proceed to Getting Started to follow a series of tutorials relating to importing, creating, and

validating documents.
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1.2 WHAT’S NEW

October 31, 2012

cPet v. 2.4 Release

o Added support for 1921-3 validation
e Added support for 1921-2, including the following:
1. XML schema (i.e. file format)
XML import/export

Excel DD Form import/export

1921-2 flat file import/export
1921-2 Validation
e 2011 plans exported as Excel DD 2794 now paginate correctly for better printing

2
3
4. Graphical User Interface for viewing/editing data in cPet
5
6

formats
e “Number of Units” fields now import correctly from Excel for 2011 version 1921 and

1921-1, allowing them to be validated.

Updates for Version 2.3 Release, February 1, 2012

* Added support for importing and creating new plans and cost reports of the 2011 DID
version.

* Contract plans can now be imported or created without the presence of a program plan
open in cPet.

* In previous versions of cPet, WBS elements on a contract plan’s WBS Editor were
highlighted green (by default) if the elements also appeared on the program plan. This green
highlighting no longer occurs.

* The “Edit > Insert WBS from Existing Plan” command on a contract plan’s WBS Editor

has slightly changed. In previous versions, this command would insert only those WBS
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elements that were checked on the program plan’s RDT. In Version 2.3, the entire program
plan’s WBS is inserted.

* There are a few options for creating a new plan: creating a plan from scratch and cloning an
existing plan. For a new contract plan, there is also the option to create the plan based on a
parent plan's RDT.

* It is not necessary to select a contractor before importing or creating a contract plan.

* There is a single menu item to import or create a contract plan or subcontract plan. For
2007 and 2011 documents, users can change the Plan Type to “Subcontract” in the Basic Info
window to differentiate from the Prime Contract.

* The “Contract Information” tab is added to the Basic Info window for contract plans. This
tab includes information such as the contract number, contractor name, organization,
division, and (for the 2011 version) the appropriation and DD 1921-3 required report check
box.

* Added support for importing a contractor’s name, division, and location from the DD 2794
Excel file. Users do not have to select a contractor in cPet before importing a contract plan.

* When a new contract plan is created, the contractor name will appear as “TBD” until the
user updates the name under View > Contractors.

* Provided the option to set the WBS System Type to MIL-HDBK-881A or MIL-STD-881C.
* Added support for importing 1921-3s.

* Added new validation rules for 1921s:

- The contract price must be a number, empty, or "N/A."

- The contract ceiling must be a number, empty, or "N/A."

- The summary element "Reporting Contractor FCCM™ must have a non-zero Total At
Completion cost.

- The Systems Engineering/Program Management WBS element must have a non-zero Total
At Completion cost.

- If the Report Cycle on the 1921 Basic Info is marked as "Final,” then the summary element
"Reporting Contractor Undistributed Budget” Total At Completion cost must be zero.

- If the Report Cycle on the 1921 Basic Info is marked as "Final," then the summary element

"Reporting Contractor Management Reserve™ Total At Completion cost must be zero.
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- If the Report Cycle on the 1921 Basic Info is marked as "Final,” then the summary element
"Total Price™ Total To Date cost must be at least 95% of the Total At Completion cost.

- If the Report Cycle on the 1921 Basic Info is marked as "Final,"” then the root element (e.g.
top level element) To Date cost must be at least 95% of the At Completion cost. This rule
applies to Nonrecurring, Recurring, and Total costs.

- The Total Price at Completion should equal the Contract Price. However, if the Contract
Ceiling is provided, then the Total Price should be between the Contract Price and Contract
Ceiling. If neither of these scenarios is true, then Remarks should be reported.

* Added new validation rules for 1921-1s:

- If there are costs on Line 18 "Total Direct-Reporting Subcontractor Dollars,” then an
explanation should be provided in the Remarks section.

- If Line 20 “Other Costs Not Shown Elsewhere” is greater than or equal to x% of Line 21
“Total Cost,” then an explanation should be provided in the Remarks section (the actual
percentage depends on the document version).

* Added command to update 2007 cost reports to 2011 versions

* Updated validation memo

* Updated the Narrative Text default headings for contract plans to be:

- Non-Recurring/Recurring Definitions

- Cost Accounting Standards (CAS) Disclosure Statement Differences

- 1921-3 Contractor Business Data Report

- ** (if required) 1921-2 Progress Curve Report

* Treat WBS elements whose siblings are all N/A as single child elements. One validation
condition is that an element should not be the single child of another element. The definition
of "single child" is broadened to include any non-N/A element whose siblings are all N/A.
Updates for Version 2.2 Interim Release, January 7, 2011

* Added support for importing 2007 Excel files (xIsx).

* Removed warning from 1921 validation: "Non-required reporting element omitted from
1921."

* Added 1921 and 1921-1 validation warning that flags negative figures.

Updates for Version 2.2, Nov 2009
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* Added a new “Flat File” import/export feature. Data can now be imported from a standard
flat file format into cPet. Also, data already read into cPet can be exported into the flat file
format.

* The Program Name for contract plans is now editable within cPet.

* Added a new validation rule for 1921°s: cPet will report a warning if there is zero cost in
the Total At Completion column for either the “Reporting Contractor G&A” summary
element or the “Reporting Contractor Profit/Loss or Fee” summary element.

* Updated 2003 DD 1921-1 quantity validation.

* Removed document-level Remarks field from Basic Info of 1921-1. Added Remarks field
for each WBS Element on the Cost Data of the 1921-1.

Updates for Version 2.1, Jun 2, 2009

* Added functionality to export a 1921 and a 1921-1 to Excel

* Added 1921 and 1921-1 Cost Report Comparison feature

* Added import warnings for missing summary elements on plans

* Added Cut/Copy/Paste commands in WBS Editor. WBS Elements can be pasted in Excel,
and likewise, elements from Excel can be pasted in the WBS Editor

* Added “Free Edit Mode” in WBS Editor. In Free Edit Mode, parent/child relationships
among WBS elements are relaxed so that individual elements can be indented and moved
without changing the indentation or position of other elements.

Updates for 2.0 Production Jan 13, 2009

* Moved fields for Total Est. Contract Value and Software Contract Value from the Basic
Info to the RDT. This change relates to both the program plan and the contract plan.

* On DD 2794 plan exports, the N/A will now appear in the 1921 column (instead of the
CWBS column) for WBS elements that do not require cost reports.

* Added a warning for blank contract numbers in the Conversion Results when importing
contract plans.

* Added up/down toolbar buttons in the Narrative Text on the plan Basic Info windows.

* Added Expand/Collapse All commands to the WBS Editor.

* Modified the DD 2794 Excel export so that text in fields such as the Preparing

Organization wrap.
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Updates for 2.0 Beta Nov 5, 2008

* Fixed tools used to create a 1921/1921-1 Excel template. The user can now export the cost
data from a 1921/1921-1 to an Excel template, which can readily be imported into cPet. See
the updated help topics “Creating a 1921 and “Creating a 1921-1" for details (found under
Tutorials>Cost Reports).

* Changed summary element validation for 2003 1921. If all the subcontractor summary
elements are blank/zero, then [Root WBS Element] = Total Cost (Less Reporting Contractor
G&A & Profit or Fee). See the help topic “Validation Rules” for more information.

* Changed 1921 validation results to include WBS element code for the error, “Child

elements do not sum to parent element correctly.”

1.3 GETTING STARTED

Once cPet opens, the main screen is displayed:

< CSDR Planning & Execution Tool
P Be Iode Heb
o FeRatethahall )

Document Info

cPet

I “ l Hum | 22

There are a few recommendations to getting started:

@Import an Excel-based Program or Contract Plan by selecting File > Import
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@ Create a new Program or Contract Plan by selecting File > New
@Open an existing cPet document by selecting File > Open

@®Drag and drop cPet files from Windows Explorer into this window
@ Select Help to access the built-in Help System

Perhaps the best way to familiarize yourself with cPet is to first import plans, and then create

new plans.

Proceed to Importing a Program Plan to start.




2: TUTORIALS

21  IMPORTING EXISTING PLANS
2.1.1 IMPORTING A PROGRAM PLAN
The Import Program Plan command is used to convert DD 2794 Excel files into XML files

that can then be reviewed and edited in cPet. To import a program plan, start with this

tutorial and then follow the successive tutorials as listed below:

Viewing the Basic Information
Viewing the WBS Editor

Viewing the Submission Events

In the main window of cPet, click File > Import > Import DD 2794 (Program Plan).

)

- Thansaek ) S =
l_"'!"'}_"mﬁ Import DO 2794 (Frogram Plan). 1

Recentltems » | ¥ Import DD 2794 (Qontracl'Subconu?ctPlan)
B Ext

%4 Import DD 1921-3.. ' DR Plan by selecting File—Import
@ imporiElat ew CSDR Plan by selecting File—New
. ‘et document by selecting File—Open
n Windows Explorer into this window
) to access the built-in Help System

th_r' '

Select the file you want to import and click “Open.”
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@ Tip: You can import files that use either Excel 2003 (with an xIs extension) or Excel 2007

(with an xlIsx extension).

@ Tip: You must select a program plan that uses the 2003, 2007, or 2011 DD2794 format.
The plan in this example uses the 2011 format.

Import Excel Program Plan @
Loak in: |6Demn Docs v| €] 5 A

_ B Demo 1921-1.41s
) 23 B Demn 1921,xs

My Becent @l_]Den'u:- Contract Plan.xls

Documents = Demo Pragram Plan, xls
— B bema Subcontract Plan, xls
Dezktop

2

ky Documents

o

ty Computer

‘g File name: |Demu:- Frogram Plar.=l= w | [ Open [ﬁ
1 i
by Metwork. | Files of tepe: | Excel files [*.xlz] w | [ Cancel ]

Wait while the file imports.

10
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Importing ...

Impart Progress

(TTTTTITIT |

C:hDocuments and Settin. \Demo Program Flan.xlz

Reading Submizgion Events ..

Cancel

Once the file has finished importing, the Conversion Results window opens.

< cPet Document Import Validation

D Ee Vew
i@ | ilej‘ “ B
Conversion Results
W 'Ermr Type Location
= ] Demo Program Pan.ds
= o) Metadata
24 Read Program Name., VO Form 2794, Pg 1 (CSOR Flan)1F4:T4
) Resd Phase/Miestone. VO Form 2794, Pg 1 (CSOR Plan)185:G7
) Read Prime Mission Product. VO Form 2794, Pg 1 (CSOR Plan)ihs: 17
4 Read WBS System Type. VO Form 2794, Pg 1 (CSOR Flan) 647
21 Resd Submission Type, VO Form 2794, Pg 1 (CSOR Man)s:07
» _{, Resd Current Submission Date. 00 Form 2794, Pg 1 (CSOR Plan)P7:Q7
J) Read Last Approved Flan Date. VO Form 2794, Pg 1 (CSOR Plan) R 717
) Read Ponk of Contact Name[Address, VO Form 2794, Pg 1 (CSOR Flan) 8935
‘DD Form 2794, Pg 1 (CSDR Plan) ‘' 'P7:Q7
Read Current Submission Date,
Value found: 20080512
i I u i l Mum I .:I

The green checks =l indicate that the data imported correctly, and the yellow warnings i)

indicate errors. Review these Conversion Results to anticipate some of the problems that

will be seen when comparing the Excel file to the data which imported into cPet.

11
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The imported file now appears in the main screen of cPet.

There are three main components of viewing a plan: The Basic Info, WBS Editor, and

Submission Events.

Basic WBS Submission
Info Editor Events

= CSDR Planning & Execution Tool IZIIEIEI

! File Wiew Toolz Help

BlAAz A0 el =EE= oM

Document Info

| I 8= ] Program Plan For cPet Demonstration Space System (CDSS) Approved Flan #%-08-1

< | ¥

| ” ||E:'\Dacuments and Settingzheturners\Deskiop\Demo Docs [201 I:I]"\Demu..” ”Num | o

Proceed to Viewing the Basic Information to begin reviewing the program plan.

2.1.2 VIEWING THE BASIC INFORMATION

This tutorial is step one in the three-step process of importing a program plan:

— 1. View the Basic Information
2. View the WBS Editor

3. View the Submission Events

12



This tutorial will take you through the first of these steps — viewing the Basic Information.

Click the i icon to view the Basic Info.

Tutorials

& Basic Info - Program Plan for cPet Demonstration Space System (CDSS)
L fe
L5 | SelectWBS Systen Typekom [MiLSTOSIC_[-]) s

Basnc lrdoomaton | DD2794 Nanative Test

PhaseMilestone A

WBS System Type |Space System

Plan Speciics

O Chenge

Prepanng Organization Demo Organzation

Approved Pian Number | X-08-Y

Current Submission Date | 5/12 /2008 ».

Last Approved Flan Date A | ¥

® Intinl Submission

Program Name |cPet Demonstration Space System (COSS)

¥  Pnme Mission Product

v

Port of Contact

POC
Address
Address

City

State

Zp
FPhone/Feax

EMail

Program

Demo PMP Prime Contract
Subcontract

|cPet User

123 Tastor Lane

Los Angeles

CA v

55555

310-555-5555 1 310-555-5555

tester@testing local

|=E’ lun .:Ei

Verify that all the header information imported correctly into cPet.

Click on the “DD2794 Narrative Text” tab of the Basic Info window.

13
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< Basic Info - Program Plan for cPot Demonsiration Space System (CD5S)

T E®

HoI” e 1= IRNESIRTY

Baox bedocemtion | DD2738 Nesstvn Tent

Description
b 5 PROGERAM OVERVIEW AND CONTRACTING APPROAH

1. Program Ouverviow

PROGRAM OVERVIEW AND CONTRACTING APFRODACH

2. Contyacterey Apgeonth
3. Quanely Overview

Enter the text found in the remarks sections at the bottom of the DD 2794. This field will not
import; the text must be entered manually or copied and pasted from the source.

Default headings are provided ( “Program Overview,” “Contracting Approach,” and

“Quantity Overview” for a program plan). However, headings can be added or modified

using the following icons:

=l Add a new parent heading
=l Add a new sibling heading
=l Add a new child heading
#_Move entry up on the list

¥ Move entry down on the list

© Delete the heading

@ Tip: Images will not copy into the Narrative Text. This window is strictly text only.

14
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@ Tip: The "proper" way to organize the Narrative Text is to have a parent header, followed
by a child header, followed by the actual descriptive text. For instance, the layout of the

Narrative Text should be as follows:
Parent Header
Child Header
Descriptive Text
Do not type information directly under the first two headers. If you do not follow the above
layout, the text will not be properly formatted in the Remarks section when exported to PDF
or Excel.

Save and close the Basic Info window.

Proceed to Viewing the WBS Editor.

2.1.3 VIEWING THE WBS EDITOR
This tutorial is step two in the three-step process of importing a program plan:

1. View the Basic Information
— 2. View the WBS Editor

3. View the Submission Events

Click on the = icon in the main window of cPet to view the WBS Editor.

15
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« CSDR Planning & Execution Tool

! File Wiew Tools Help

ém|ﬁﬂﬁ|ﬁﬁ|a@ﬁ3m|@|@g

Document Info

4 & 25 5 Approved Plan #x-08-Y

< | ¥

| “ ||E:'\Dacuments and Settingzheturners\Deskiop\Demo Docs [201 I:I]"\Demu..” ”Num | o

View the WBS Editor and verify that each WBS Element has the appropriate form checked.

Z WBS Editor - Program Plan for cPet Demonstration Space System (CDSS)

e Edt Vew Iodk
PE ]2 0 B Tl da kA e 5 2 # | Inest stendwd WBS fiom [MILSTOSBIC -] = [ 3 FreeEdtMode | 1o
WES Element Name WES Elenant Code N/A CWES DIz, 1921 1921-1 19212 19214 SBOR A
= Space System 1.0 @ & “ 2] &) 2 @
SEIT/PM and Other Common Elements 11 O “ “ ) = O
- Space Vehide (1_.n as requred) 1.2 O 7} 3] & 2}
SEIT/PM and Other Comvnon Elements  1,2.1 O = = D O (@) O
= Spacecraft Bus 122 O “ O 0 O O
Irkegration, Assembly, Test and Ch.., 1.2.2.1 O “ “ O 0 O O
Telamatry, Track, and Command.., 1,2.2.2 O “ (] O O 0
Cormenurication | Paylosd 123 O “ & = = 2] O
Booster Adapter 1.2.4 | “ i 0 @) O O
Space Vehicie SRarage 1.25 O “ O O O O
Lisunch Siyszemns lnbagration 126 | “ & 0 0 O O
Launch Operations & Mssion Suppart~ 1.2.7 O = & O O O ()
= Geound (1.0 as requeed) 1.3 O “ 1| ™ 2] “ ]
SEIT/PM and Other Cooenon Blements  1.3.1 O “ O O O
Ground Terminal Subsystems 132 O =~ 2] 0O 0 O (@)
Command and Control Subsystem 133 O 2] v = 2] © O
Ml rinin M b € s b o (=) = () (=) (= ™ — =
< >
L I I [T

Alterations to the WBS Editor (such as adding or moving a WBS element) are discussed in
the tutorial Editing the WBS Editor.

16
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Continue reviewing the imported program plan by proceeding to Viewing the Submission

Events.

2.1.4 VIEWING THE SUBMISSION EVENTS

This tutorial is step three in the three-step process of importing a program plan:
1. View the Basic Information

2. View the WBS Editor

— 3. View the Submission Events

Click on the ] icon to view the Submission Events.

< CSDR Planning & Execution Tool |:||E|rz|
i File “iew Took Help

TR X ) )

Document Info

LI §82] Frogram Plan For cPet Demaonstration Space Syskem (CDSS) Approved Plan #x-08-%

< | >
| ” ||E:'\Du:u:ument$ and SettingsheturnersDeskiopiDemo Docs [201 I:I]"\Demn..” ”Num | o

View the Submission events and verify that the correct forms are checked and the dates have

imported.

17
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< Submission Events - Program Plan for cPet Demonsiration Space System (CDSS)

o = ESS et e T [ [-] 4 % Osviture dotes every | 3 [Morihe o=y |
Eveort 8 CWES Dxt 152 1921 19212 15214 SROR Imbal ~ SRDR Fed Evert As 01 Dotn Due Date

1 = v a X006 |

2 O ¥ & @ 0 o @] Prefermary Dossgn Aoy FOR) 1073172007 /3172008

3 a = 15 O 0 a 0 Citical Devgn Review [COR) 10/31/2008 V3208

N 2] = & 0 0 (=) 0 Iritial Opatatioral Capabity §OC) 10/31/2009 /3172010

5 0 & ] 0 | O 0 Fial Review 173172010 ¥R 2m0
Ig&lg JH’A""‘ .::I

Making changes to the Submission Events window is discussed in the tutorial Editing the

Submission Events.

You have now finished reviewing your imported plan. Continue to Importing a Contract Plan

for the tutorial on how to import a contract plan.

2.1.5 IMPORTING A CONTRACT PLAN
In the main window of cPet, click File > Import > Import DD 2794 (Contract/Subcontract

Plan).

@ Tip: It is not necessary to have a program plan open in cPet before importing a contract

plan. In this tutorial, however, we did already import a program plan.

18
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[:[Eile | iew Todis Help

)| MNew ‘o RIi=ERat el

&3 Open. Cirlsd —

o T

@ Closeay

| Impot % ¥ import DD 2734 (Program Plan)
Recentitems  » (¥ import DD 2734 (Contract'Subcontract Plan). .

& Ext

Import DD 1821-3...

Select the contract plan to be imported and click “Open.”

@ Tip: You can import files that use either Excel 2003 (with an xIs extension) or Excel 2007

(with an xlsx extension).

@ Tip: You must select a contract plan that uses the 2003, 2007, or 2011 DD2794 format.

The plan in this example uses the 2011 format.
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Import Excel Contract Plan

Loak in: |6Demn Docs V| £ | 5 el Y

y H]Dema 1921-1.x1s
4 E’ B Demo 1921.xls

My Recent =

=3 Demo Conkract Plan, xIs
Documerts @I_]Demn Program Plan, xls

?_—-_.% B bemo Subcontract Plan, xls

B validation.Dema Program Flan, xls

Dezktop

)

by Documents

8

ty Computer

-

File name: |Demu:- Contract Plan.=lz w | [ Open [\?l
bl

by Metwork, | Files of tupe: |E:-cu:e| files [*.xls) v| [ Cancel ]

Wait for the file to import.

The Conversion Results are displayed. Review these results to be aware of importing
problems.
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< cPet Document Import Validation

= ] Demo Contract Flan,xis
= 2] Metadata

» oH] Road Program Name,
) Read Phase/Misstons,
2] Read Priene Mission Product.
2| Read WES System Type.
] Read Submission Type,
2] Read Current Submission Date,
2] Read Laz Approved Plan Dste.
J] Read Pork of Contact NomejAddress.

'DD Form 2794, Pg 1 (CSDR Plan)''F4:T4
Read Program Neme.

Value found: cPet Demonstration Space System (CD33)

Error Type

Tutorials

Location

10D Form 2794, Pg 1 (CSDR Plan)'IF4:T4
‘DO Foem 2794, Pg 1 (CSDR Plan)'185:G7
‘DD Form 2794, Pg 1 (CSDR Plan)'|1H6:J7
‘DD Foem 2794, Pg 1 (CSDR Plan)'IK6:L7
‘DO Form 2794, Pg 1 (CSDR Plan)'IM5:07
‘DD Form 2794, Pg 1 (CSOR Plan)'IP7:Q7
‘D0 Form 2794, Pg 1 (CSOR Plan)'IR7:T7
‘D0 Form 2794, Pg 1 (CSOR Plan)'1B9:H9

L Y (00 B2 |

The image below shows both the program plan and contract plan that have been imported

into cPet. If you wish to indent the contract plan under the program plan, you can drag and
drop the contract plan. This action will link the documents.

< CSDR Planning & Execution Tool

! Fle View TIools Help
TIFEEEIETE =R N =R =TT
Docurnent

|j Program Plan For cPek Demonstration Space Systemn (CDE3)
(YEREEz ] Cortract Plan with *Demo™ ABCD Corporation For cPet Demonstrat. .

Info

Approved Plan #x-03-Y

Contrack #4994YZ-058-B-1234, Approved Plan #X-03-Y-C1

*

” ||E:\Documents and SettingzheturneriDesktopiDemo Docs 201140Demo Contract F'”

||Num| e
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View the Basic Information, WBS Editor, and Submission Events of the contract plan as you

did for the program plan.

Note that the plan type will be marked "Prime Contract" according to the DD 2794 Excel file.

< Basic Info - Contract Plan with *Demo® ABCD Corporation for cPet Demonstration Space System (CDSS)

i e
i 3| ld | SelectWBS System Typo fiom [MILSTO®S1IC  |=] g'
Basec Irdomshon | Contact rfomion | DDZ734 Nanaive Test |
Pragram Name | cPet Demonstration Space System (COSS) Program
Phase/Milestone |A ¥ Prime Mission Product | Demo PMP
WES System Type | Space System v © Subcontract
~Plan Speciics ) Pori of Cortact
@ Intial Submission ‘ POC |cPetUser
O Change Address 123 Tester Lane
Address
Preparing Organizetion |Demo Organization City |Los Angeles
Approved Plan Number X-06-Y-C1 State CA v
Zip |55555-
Current Submission Date | 5/12 /2008 v Phone/Fax 310-555-5555 310-555-5555
Last Approved Plan Date Bl v EMail tester@testing local
I e N R 177 |

Notice that compared to the program plan, the Contract Plan Basic Info has an additional tab

- the Contract Information.

The Contract Information tab is shown below.
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< Basic Info - Contract Plan with *Demo* ABCD Corporation for cPet Demonstration Space System (CDSS)

Bac Irdoemation | Contsact Infoamabon j DD2794 Nanative Tesd
Corlract

Number AIDXYZ-08-8-1234

Peifomng Organzaton

Name “Demo* ABCD Corporation
Address
Address
Cay
State v

Zip

Appiopnation
[¥] RDT3E 7] Procurement ] oM

Requied Reparts

[¥] DD 1321-3(CBDR)

Divizon

Name Special Research Division
Address
Address

City |Santa Barbara

State CA v

Zp

| N | NN 0 et

The Contractor Name, Division, and Location are imported if they are on separate lines in the

Excel file. For 2011 contract plans, the Organization and the Division are broken out into

separate fields.

9a. CONTRACTOR NAME/ADDRESS
i. PERFORMING ORGANEZATION ii. OASION

*Demo* ABCD Corporation

Special Research Divizion
Santa Barbara, CA

For 2003 and 2007 contract plans, the contractor name, division, and location should appear

as follows:
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12a.
CONTRACTOR
NAME

*Demo* ABCD Corporation
Special Research Division
Santa Barhara, CA

You should also check that the contractor appears correctly in the Contractor Selection

Dialog.

Don’t forget to write remarks in the Narrative Text tab of the Basic Info window. The default

headings for contract plans are:

- Non-Recurring/Recurring Definitions

- Cost Accounting Standards (CAS) Disclosure Statement Differences
- 1921-3 Contractor Business Data Report

- ** (if required) 1921-2 Progress Curve Report

Importing a subcontract plan is nearly identical to importing a contract plan. Proceed to the

Importing a Subcontract Plan tutorial to see the difference.

2.1.6 IMPORTING A SUBCONTRACT PLAN

Importing a subcontract plan is a lot like importing a contract plan.
@ Tip: It is not necessary to have a program plan or prime contract plan open in cPet before
importing a subcontract plan. In this tutorial, however, we did already import a program

plan and prime contract plan.

In the main window of cPet, click File > Import > Import DD 2794 (Contract/Subcontract

Plan). Select the subcontract plan to import. Proceed as you did for the Importing a Contract

Plan tutorial.
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For 2007 and 2011 documents, cPet will recognize the Plan Type as subcontract according to

the Excel File.

7. PLAN TYPE

:l PROGRAM | |conTracT (PRIME)
CONTRACT (SUB)

The subcontract plan will have a different icon than the contract plan in cPet's main window.

B=)ES

= CSDR Planning & Execution Tool

P Fle View Tools Help

0 A8 AR e Al EhE of

Docurnent Info
._=] Program Plan For cPek Demonstration Space Syskem (CD53) Approved Plan #x-08-1
i..[7] Contract Plan with *Demc® ABCD Corporation for cPet Demonstrat,., Contract #499XY2-08-B-1234, Approved Plan #2-08-v-C1
b Contrack Flan with TED For cPet Demonstration Space System (CD33) | Contrack #A499:YZ-03-B-1234, Approved Flan ##-05-Y-C1-51
< | >
”E:'\Documents and SettingshetumnertDesktopiDemo Docs [20010]\Demo Subcuntlac...” ||Num | g

Once you are comfortable with importing plans, try building a plan from scratch using cPet's

tools. Start with the Creating a Program Plan tutorial.

2.1.7 LINKING DOCUMENTS
The Linking Documents tool provides a way to link plans or cost reports together.
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If plans have already been imported into cPet but a contract plan is not associated with a

particular program plan, for example, then the linking tool is helpful.

In the main window of cPet, click Tools > Link Documents.

Click the desired program plan and contract plan to be linked.

Click Link.

The contract plan is now associated with the program plan.

In the example below, the program plan and the last contract plan displayed are meant to be

linked.

Before Linking:

& Link Documents

[SEERER ] Program Plan for cPet Demonstration Space System (CDSS) {Approved Plan #%-08-Y
= ] Contract Plan with *Damo® ABCD Corporation for cPet Demons... Contract #ASIXYZ-08-8-1234, Approved Plan #X-08-Y-C1
"‘; Contract Plan with TBD for cPet Demonstration Space Syst... Contract #AS9XYZ-08-B-1234, Approved Plan #X-08-Y-C1-51

18 | Contract Pan with *Demo® ABCD Corporation for cPet Demonstrat, .. | Conbract #ASTXYZ-08-B-1234, Approved Plan #%-05-Y-C2

Chid: Contract Plzn vath "Denio” ABCD Coiporabon for cPat Demonstiation Space System [COSS)

Please note that only certan kinds of documents can be Iinked together. For instance, a 1921 cannot be diectly inked to a Program
Plan. It can only be Inked to s Contract Plan or a 192141,
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After Linking:

< Link Documents @_,@
Document Info
» = ] Program Plan for cPet Demonstration Space System (CDSS) Approved Plan #X-08-Y

=] Contract Plan with *Demo® ABCD Corporation for cPet Demons... Contract #AFSXYZ-08-B-1234, Approved Plan #X-08-Y-C1
:; Contract Plan with TBO for cPet Demonstration Space Syst... Contract #AFIXYZ-08-B-1234, Approved Plan #X-08-Y-C1-51
"] Contract Plan with *Demo® ABCD Corporation for cPet Demons... Contract #ASIXYZ-08-8-1234, Approved Plan #£X-08-Y-C2

}A
£

Pasent:
Chid

Please nole that only certan kinds of documents can be linked together. For instance, a 1921 cannot be directly linked to a Program
Plan. It can only be Inked to a Contract Plan o a 19211

The second contract plan is now linked under the program plan.

@ Tip: Subcontract plans can also be linked to contract plans. Similarly, a 1921 can be

linked to a contract plan, and a 1921-1 can be linked to a 1921.
Situations where this tool might be useful are listed below:

a) If a contract plan was imported under the wrong program plan, the linking tool allows the

contract plan to be matched up with the correct program plan.

b) If a program plan was re-imported since the original import, the contract plans will no

longer be connected to the program plan. The linking tool allows for re-association.
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@ Tip: Contract plans can also be rearranged in the main window of cPet by dragging and
dropping one plan onto another. In the example below, the contract plan is being moved
under the program plan. The yellow arrow = points to the document under which the

contract plan will be indented.

& CSDR Planning & Execution Tool
 Flo View Iook Hep
(0AE 0833 asa ol

Document Tnfn
Contract Plan with *Dema® ABCD Corporstion for cPet Damonstratt... ()

D ] Program Plan for cPet Demonstration Space System (CDSS) Agproved Pasn #X-08-Y
» ] Contract Plan with *Demo® ABCD Corporation for cPet Demorstratl. .. | Contract #AS9XYZ-08-8-1234, Approved Plan £24-08-Y-C)

CADocuments and Settmcs\otuney \Geskico\Damo: Contract Plan, cplen xml Num | 2
o

2.1.8 CONVERTING PLANS TO 2011 VERSION
If you have already imported a plan in the 2003 or 2007 version but would like to view it in

the 2011 format, click Tools > Convert to 2011 version on cPet's main window. This

command can also be accessed through the | icon.
To convert a plan to the 2011 version...

1. Select the plan (program, contract, or subcontract) in the main window of cPet.
2. Click Tools > Convert to 2011 version.
3. You will be asked where you want to save the XML version of the new plan. The plan will

be saved with a default name of "[Plan name] -- 2011 Version."
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4. Once you save the plan, the plan displayed in cPet will be the 2011 version.
5. If you would like to view the old version again, you must reopen it from its original saved

location.

All the information will be copied over. However, you should note the following nuances:

When converting from 2003 to 2011:

@A few fields will be added to the Basic Info (such as the Prime Mission Product). Some
fields (such as the Approved Plan Number/Review&Ref #) are renamed but contain the same
information.

@The Contract Information tab of the Basic Info will have additional fields for the
Appropriation and the Required Reports on the 2011 version.

@The 1921 and 1921-1 columns for the WBS Editor and the Submission events have slightly
different names, but they basically correspond

@The 2630 column in the WBS Editor of the 2003 version is now called the SRDR column
in the 2011 version

@The CWBS Dict. column is added to the WBS Editor for the 2011 version. The checkboxes
in the column will be checked for all elements

@The 1921-4 column will be added to the WBS Editor and the Submission events of the
2011 version. The checkboxes in this column will be unchecked by default.

@|n the Submission Events, the 2630-2 and 2630-3 columns are now called the SRDR Initial
and SRDR Final columns, respectively, in the 2011 version

@ The summary elements for contract plans are slightly different

When converting from 2007 to 2011:

@0ne column will be added to the WBS Editor and the Submission events of the 2011
version: 1921-4. The checkboxes in this column will be unchecked by default.

@The Contract Information tab of the Basic Info will have additional fields for the

Appropriation and the Required Reports on the 2011 version.
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@ Tip: Cost reports in the 2007 version can also be converted to the 2011 version.

2.1.9 IMPORTING ERRORS TO AVOID
The following is a list of common errors that may occur when importing a plan. These errors
most often occur because the DD 2794 was improperly formatted; a problem that can be

resolved by following the sample DD 2794, or by editing the fields in cPet. Most of these

errors are recorded in the Conversion Results, while some are highlighted within cPet.

1. Weapon System Type must be a valid MIL-HDBK-881 specification (e.g. "Aircraft
System").

2. cPet may not import Milestone or Submission Type formulas from the Excel file. For
example, cPet may not recognize a formula such as "IF (‘Main Sheet''C4="B","X","")" that is

used to identify Milestone B.

3. A WBS item will be highlighted if it is an only child (see below). The color of the
warning depends on the Display Colors in the cPet Options.

= Commen Support Equipment 1.7 Fi
Support and Handling Equipment 1.7.2 F]
= COperationaligite Ackivation 1.8 F
Contractor Technical Support 1.8.2 F
Site Construction 1.8.3 ]

Note that an element will also be flagged if it is the only item at that level that has reports
checked. For example, in the image below, the Telemetry element is highlighted because it is
the only element at its indenture level that has forms checked. The Integration element shows
"N/A" and has no forms checked.

WES Elerment Mame WES Element Code MiA CWES Dict, 1921 1921-1
SEIT{PM and Other Common Elements 1.2.1 | O
= Spacecraft Bus 1.2.2 O O
Integration, Assembly, Test and Checkout 1.2.2.1 O O
Telemetry, Tracking, and Command Subsystem  1.2.2.2 ] 1
Cormunication [ Payload 1.2.3 O
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4. A WBS item will be highlighted if it does not have any columns (not including the CWBS
column) checked.

5. WBS element indenture level will be determined by the WBS indentation structure in the
Excel file (as opposed to the WBS item numbers themselves). In the example below,

"Complete Round" is mistakenly put at the same level as "Ordnance System." cPet will

mimic this structure and ignore the actual WBS Item Numbers when displaying elements in
the WBS Editor.

10. WBS ELEMENT CODE
1.
a. b. WEBS REPORTING ELEMENTS
PROGRAM CONTRACT
F 1.0 Crdnance System
i 1.1 Camplete Round
111 Structure
WES Ikem

WES Item Mumber

-+ iOrdnance System

I

= Zomplete Round

Skruckure

1.1
1.1.1

6. Submission event headers will be highlighted (see below). The color of the warning

depends on the Display Colors in the cPet Options.

Evert®  CWBS Dt

R

4
SULER

SEE

1912 SPDR Inhal  SRDA Find
{) o i

Event As 0f Date Due Date
Contsact # X-08YL1
Indisl Revew
Prefmanay Dengn Revew (POR|
Crbcal Desgn Review (COR)
Instisl Operational Capabdey POC)

Frad Rerrmm 1733 /2000 V32000
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7. Submission event dates marked as N/A or dates that are invalid will be left blank in cPet
and highlighted.

9Tip: Invalid dates such as 4/31/2007 will not import (April has only 30 days).
8. The Address must be on the correct line in the Excel file in order to import correctly. See
below for incorrect and correct formatting. Note that cPet tolerates different 2007 address

formats better than 2003 formats.

2003 Plans

Incorrect:

E.FOINT OF COMTACT [FOC) INFORMATION
a. POC AMD ADDRESS (Include ZIP Code]

cPet User
123 Tester Lane
Los Angeles, CA 55555

E POINT OF COMTACT [FOC] INFORMATICN
a POC &MNO ADORESS [Include ZIF Code]
cPet User
123 Tester Lane

Lo=s Angeles, CA 55555

Correct:

E. POINT OF COMTACT [POC] INFORMATION
a. POC AMNDO ADORESS [Include ZIF Code]
cPet User
123 Tester Lane

Los Angeles, CA 55555
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E. POINT OF COMTACT [POC] INFORMATION

a. POC ANDO ADORESS [Include ZIF Code] cPet User
Attn: Fred Tester
123 Tester Lane

Los Angeles, CA 55555

E. POINT OF COMTACT [POC] IMFORRMATION
a. POC ANDO ADORESS [Include ZIF Code] cPet User
Attn: Fred Tester
Bldg B
123 Tester Lane
Los Angeles, CA 55555

2007 and 2011 Plans

Incorrect:

Ga. POINT OF CONTACT [FOC) NAME AND ADDRESS [Include ZIF Code)

cPetlzser, 123 Tester Lane, Los Angeles, CA 55555

(as a merged cell)

Correct:

Ga. POINT OF CONTACT [POC) NAME AND ADDREZE [Include ZIP Code]

cPet User
123 Tester Lane
Los Angeles, CA BEEEE

(as a merged cell)

Tutorials
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Ga. POINT OF CONTACT [POC] NAME AND ADDRESS [Include ZIF Code)
cPet User

123 Tester Lane
Los Angeles, T4 GEEES

(if not merged)

9. In the Form field of the submission events, the text must be written in the correct format

(see below).

2003 Plans

e The submission event form 2630 must have a part specified.

Incorrect: 2630
Correct: 2630-2, 2630-3

If "2630" is written on the Excel file, cPet will check both parts in the submission

events.

2007 and 2011 Plans

e The CWBS Dictionary must be written as follows:

Incorrect: WBS Dictionary, WBS Index
Correct: CWBS Dictionary

e The submission event form 2630 is recognized as follows:
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2630-2 is equivalent to SRDR Initial
2630-3 is equivalent to SRDR Final

Note: If "2630" is written on the Excel file, cPet will check both parts (SRDR Initial

and SRDR Final) in the submission events.
o Cost reports may be formatted as follows:
1921-1, 1921-1 Part 1, 1921-1 Part I, 1921-2, 1921-1 Part 2, 1921-1 Part 11, 1921-4
10. Excel formatting must resemble that of the original DD Form 2794. If the border around
a cell(s) is missing, the file may not import at all, or part of the data may not import. In the

example below, the borders are lacking on the CWBS Dictionary column. WBS elements

corresponding to the unformatted rows will not import into cPet.

Incorrect:
|
13. REPORTS REQUIRED [ if applicable]
a. CWBS b. DO 1921 c. DD 13211 d. DO 1921-2 e. SRDR
DICTIONARY [CD5R) [FCHR] [FCRH) FORMATS

X X X X

X X X X

X X X X

X X

X X

X X

X X

X X X

X X

X X

X X

X X
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2.2

Correct:
[
13. REFORTS REQUIRED [X if applicable)
a. CWBS b. DO 19211 c. DD 19211 d. 0OD 1921-2 e. SRDR
DICTIONARY [CDSR) [FCHR]) [FCR) FORMATS

X X X X

X X X X

X X X X

X X

X X

X X

X X

X X X

X X

X X

X X

X X

CREATING PLANS

2.21 CREATING A PROGRAM PLAN

2.2.1.1 Creating a Program Plan

The process of creating a program plan is similar to that of importing a program plan in that
there are three main components: the Basic Information, WBS Editor, and Submission
Events. However, whereas you could simply review these components when importing a
plan, you must manually fill in information when creating a plan. The last tutorial in this

section, Building the RDT, will be useful later when the contract plan is created.

To start creating a program plan, complete this tutorial and then proceed to Editing the Basic

Information and continue to follow the rest of the tutorials listed below.

Editing the Basic Information

Editing the WBS

Editing the Submission Events

Building the RDT
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In the main window of cPet, click File > New > New Program Plan, or just click Q

on the main toolbar.

‘ Hew * 1§77 NewProgam Plan N
5 Open. CubO q New Cortrect/Subeonkact Plan
Y Newl

------

The Create Program Plan dialog pops up. Choose whether you would like to create

a new plan from scratch, or to copy an existing plan open in cPet.

Create Program Plan

Select plan
WETZION: 2011 =
() Clone existing plan

Select open plan:

L ak. ] [ Cancel
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In this tutorial, we will create a new plan and use the 2011 format, as new plans

should typically be created using the most recent version.

The Basic Info dialog appears. Continue to Editing the Basic Information to fill in the

program plan.

2.2.1.2 Editing the Basic Information

This tutorial is step one in the three-step process of creating a program plan:

— 1. Edit the Basic Information
2. Edit the WBS
3. Edit the Submission Events

The Basic Information window appears after File > New > New Program Plan is
clicked. Fill in this window with the appropriation information. Note that changing the
WBS System Type from MIL-STD-881C to MIL-HDBK-881A affects the values in the
WBS System Type dropdown.
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< Basic Info - Program Plan for Test Program

Tutorials

i Fle
i) 1| SelectWBS System Type bom [MLSTDSIC -] yl

Program Name
PhaseMilestone

WBS System Type

~Plan Specifics

Preparing Organization

Appraved Plan Number

Current Submission Date

Last Approved Plan Date

Basic Infomabon | DD2734 Nanative T et

Tele’rdgrom
A

Space Systern

& Initial Submission
O Change

ABCD Corporation

A-TI}E

10/ 9/20M \

10/ 9/20m v.

¥ Pnme Mission Product

v

v r-Port of Cantact

POC
Address
Address

City

State

Zip
Phone/Fax

EMail

Test Product

Tester

123 Blackbermy Lane

Los Angeles

CA v
55555-5555

(555) 555-555

tester@testing local

Program
Prime Contract

Subcontract

(555) 555555

| e —| N 77 B

@ Tip: See the Basic Info Dialog for more information on what the fields correspond
to on the DD Form 2794.

Fill in information in the DD2794 Narrative Text tab. Use the following icons to add

headings:

Add a new parent heading

Add a new sibling heading

Add a new child heading

* Move entry up on the list

# Move entry down on the list

S Delete the heading
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Save and close the Basic Info window.

@ Tip: The "proper"” way to organize the Narrative Text is to have a parent header, followed
by a child header, followed by the actual descriptive text. For instance, the layout of the

Narrative Text should be as follows:

Parent Header
Child Header

Descriptive Text
Do not type information directly under the first two headers. If you do not follow the above
layout, the text will not be properly formatted in the Remarks section when exported to PDF

or Excel.

Move on to Editing the WBS Editor to continue creating the plan.

2.2.1.3 Editing the WBS
This tutorial is step two in the three-step process of creating a program plan:

1. Edit the Basic Information
— 2. Edit the WBS
3. Edit the Submission Events

In the main window of cPet, click = to view the WBS Editor.

Depending on whether or not "Prompt before providing WBS structure to plans with
no WBS" is checked in the Options, cPet may or may not automatically fill in the
WBS Editor. If this option is not checked, then the WBS elements corresponding to
the program plan's Weapon System Type will appear in the WBS Editor (in this
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tutorial, these are the elements for a Space System). If this option is checked, you

will be asked whether or not you want the WBS Editor to be filled in automatically.

@ Tip: Setting the standard WBS type to MIL-HDBK-881A or MIL-STD-881C affects

how the WBS elements are auto-populated.

Fill in the required forms next to each WBS element.

< WBS Editor - Program Plan for Test Program

P Fo Edt Yew Lotk
P 2 > B B KB e e 2 % dnse standad WBS bom [MRLSTOSBIC  [-] =2 3 Fiee Gt Mads q.a
WES Element Nome WES Elemen Code NiA CWES Dict. 1921 1921-1 1921-2 19214 SRR A |
b = [Space System | @ ] | u u ol
SEITIPM s ther Common Dlesents 1.1 O &) 0O “ a O 0
Space Vet (1.0 a5 requeed) 12 O =) ] O = O &)
SEIT/PM and Cther Cotmmen Elements 12,1 0 2] 0 ) 0 0 O
Spacecralt Bus 122 O ] 2] O (] O O
Communication | Paylosd 123 2] = 0O 0 0O 0 0O
Booster Adagler 124 “ () O O O O O
Space Vehide Rorage 128 O O | O 0 O 0
Launch Systems Integration 126 0 ] 2] O O O O
Lisurch Operstions & Mision Support. 1,27 O =) (] [ O O |
= Ground (1. nasrequed) 1.3 0O ~ 2] O O ]
SEIT/PM andd Cther Commen Blements 1,31 O &) 2] 0 O 0 O
Ground Terminal Subsystems 132 O O O O O Cl
Comemand ond Contrel Subsystem 133 O & O C || 0 ()
Mession Management Subsystem 134 O ) 2] O O O O
Dots ArchiveRorage Subsystem 1.3.8 0 5] 02 0 3 (] 0
Mot b s Pearansina €1 o mbas “ae m (] m [ ™ i m
< >
ﬂ A d h ﬁ;m,(‘.l

@ Tip: The four rows which are highlighted pink in the example above indicate that

there is an error. See Errors to Avoid for more details. In this particular example,
they are pink because there must be at least one column checked (not including the
CSWB Dict. column).

Use the following icons to check/uncheck items and to add, edit, or move elements:

“) Undo

™ Redo
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EAdda sibling to the selected element

E Add a child to the selected element

“? Delete an item

53 Copy a WBS element

# Cut a WBS element

=3 paste a WBS element (note that elements can be pasted into cPet or into Excel)
¥ Indent an item

* Unindent an item

Move an item up in the list

Move an item down in the list

" Provides the option of assigning a WBS number to each item, or clearing the item
numbers

= fresBditMade £roe Edit Mode - Turn on Free Edit mode to add, delete, or arrange WBS
elements easily. See below for more details
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= Expand All (Found under the View Menu)- All the elements in the WBS tree will
be displayed

= Collapse All (Found under the View Menu)- All the elements in the WBS tree will

be collapsed so that only the root element(s) is displayed

2 Check (Found under the Edit Menu) - Use the shift or control key to select a few WBS

items in a certain column. Then click this icon to check all the items in the selection

L2 Uncheck (Found under the Edit Menu) - Use the shift or control key to select a few WBS
items in a certain column. Then click this icon to uncheck all the items in the selection

553 Insert Standard WBS (Found under the Edit Menu). Provides the option to insert one of
the standard WBS's according to either the MIL-HDBK-881A or MIL-STD-881C as

specified.

To check/uncheck all the elements in a column, right click on the column header and select
[+i= I8 .
or = | respectively.

@ Tip: From the Edit menu, you can Select All or Select Child Elements. These commands
can be particularly useful if you would like to delete groups of elements from a standardized
WBS.

@ Tip: Elements can be copied from the WBS Editor and pasted into Excel. Likewise,

elements can be copied from Excel and pasted into the WBS Editor.

@ Tip: Click Edit>Insert WBS from Existing Plan to add WBS elements from a selected
plan already open in cPet.
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Free Edit Mode

The Free Edit Mode may be useful when creating new WBS elements or rearranging the

= Free BditMode 001 on the toolbar to turn on

indentation structure of the elements. Click the
the Free Edit Mode (the button will turn orange). In Free Edit Mode, parent/child
relationships among WBS elements are relaxed so that individual elements can be indented

and moved without changing the indentation or position of other elements. The WBS
elements will still appear indented under each other, but the Expand (*') and Collapse ( =)
icons will no longer be present. The purpose of the Free Edit Mode is to visually organize the
WBS with ease. Without this mode turned on, a newly added element may not appear where

you would like it to be in the tree structure.

There are a few things to note when using the Free Edit Mode:

@ After changing the WBS in Free Edit Mode, the WBS indenture structure will be
maintained after the mode is turned off.

@®\WBS elements are indented by four spaces. However, if you indent an element by a single
space, cPet will interpret this element as being indented by four spaces.

@If you indent an element by more than four spaces, cPet will ignore these extra spaces. If
you close and reopen the WBS Editor, the element will appear indented by the normal four

spaces.

Continue to Editing the Submission Events to create the next component of the plan.

2.2.1.4 Editing the Submission Events

This tutorial is step three in the three-step process of creating a program plan:

1. Edit the Basic Information
2. Edit the WBS
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— 3. Edit the Submission Events

In the main window of cPet, click i to open the Submission Events:

Use the toolbar at the top of the window to add and edit submission events. A brief

explanation of the toolbar is given below.

Number of Fill Down Sort and
Add \ Tl’-nt‘s Date Value Renumber

& | =l -’_‘_)l == FEl A3 | £ & Distribute dates every | 3 “EE

@H

1 Add T i 1
Check/Uncheck ype F.qu:n Fill Down Date Value at

Selected Increments

“2 Delete a submission event

“ZUse the shift or control key to select a few submission events in a certain column.

Then click this icon to check all the items in the selection.

L% Use the shift or control key to select a few submission events in a certain

column. Then click this icon to uncheck all the items in the selection.

* Add submission event(s).
Add Type — Adds either “Blank” or “Like Current” events

“Blank” = Adds new rows

“Like Current” = Copies rows from selected row
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; Fill Down Value — When several rows are selected, clicking this icon
checks/unchecks the boxes in the column according to the first row. This icon can

also be used to copy dates down a column.

* Fill Down Date Value — When multiple rows are selected, clicking this icon
generates dates down the column. These dates are set apart from each other by a

certain increment of time.

Insert a row before the selected event (found on Edit menu)

ZInsert a certain number of rows (quantity depends on numerical value in toolbar;

found on Edit menu)

—='Add a row to the end of the submission events list (found on Edit menu)

all

'Add a certain number of rows to the end of the submission events list (quantity

k3

depends on numerical value in toolbar; same as icon; found on Edit menu)

Ve Sort and Renumber — Arranges the submission events by As of Date and

designates an Event Number for each.

"’iﬁlmport Events from contract plan - Contract plan submission events can be

imported into a program plan's submission events. See Import Events from Contract

Plan for more information. Icon found under the Tools menu of a program plan.
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To check/uncheck all the events in a column, right click on the column header and select g
or 3 respectively.

@ Tip: From the Edit menu, you can Select All. This command can be particularly useful if

you would like to either check/uncheck all the submission events, or delete them all.

For practice, use the icons above to add events according to the image below.

£ Submission Events - Program Plan for Test Program

30 % RO At 1] o 121 8 b Disbbum dates avery | 3 [Morn REERY |
fnt®  OWHS Dt 1921 15219 192 19214 | SRORInAe  SROR Few Everet As Of Date Dun Date
1 53] Ol ] o 0 f ] Fest Event 10372007 1237200
52 =) J O [ O Secend Evert 0202007 1272072007
3 = 0 =) ® D 0 0 Thid Everd VW27 12/23/2007
- r ~- > n = r Fouth Evert V272007 12725000

O L) L) C D =) 3 Fith Event YVaor 1272020070

] o+

@ Tip: Notice that the dates for Events #2-5 are distributed every three days. Make
use of the Fill Down Dates icon to easily complete this exercise.

@ Tip: Use the multi-check icon to check CWBS Dict. for Events #1-3.

@ Tip: Once an As Of Date is assigned to a submission event, cPet automatically
generates a Due Date, but this date can easily be changed.

Save and close the Submission Events.

You have now finished creating a program plan. Proceed to Building the RDT to
understand how to create and export a plan's RDT in cPet.
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2.2.1.5 Building the RDT

After a program plan is created, the next step is to build the Resource Distribution Table

(RDT). It is not necessary to build an RDT in cPet, but an RDT typically accompanies a
program plan. The RDT can be used to build new contract plans. See WBS Editor of a

Contract Plan for more information.

In order to view the RDT, at least one contractor must first be chosen. Click on the

Contractor Selection icon --i.

In this tutorial, we will select two contractors:

1) *Demo* ABCD Corporation

2) Sample Contractor

Find these contractors and click “Add.” You might try using the filter feature to search for a
few key words. Note that if a contractor is absent from the Contractor Selection list, you can

add it through the Contractor Maintenance.

@ Tip: For a detailed description of how to add contractors, see the Contractor Selection

Dialog.

After the contractors are chosen, select the parent plan and click the RDT icon = in the

main window of cPet (or click View>RDT).

WBS Elements

The RDT is designed to allocate responsibility to each contractor for every WBS element.

Check which contractor is responsible for which WBS elements. In this tutorial, *Demo*
ABCD Corporation is responsible for items “Space System” and “SEIT/PM and Other
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Common Elements” as well as “Ground (1...n as required) through “Launch Vehicle” (the

last WBS element is not shown in the image below).

The Sample Contractor is responsible for “Space System” and “Space Vehicle (1...n as

required)” through “Launch Operations & Mission Support.”

S RDT - Program Plan for Test Program F: 'c &
P E Vew
8 a el
Selected Contyactor Infcematon
Contractor *“Demo* ABCO Corporation Total Est Contract Value $ X
Contract Number [l GFE Sotware Cortract Value $ =
Descrption Govemment Organizesion or PARM
CSOR Dwect Reponng per CWIPT
SRDA Direct Reportng per OMPT
WES Rem Nomeo WES Jtom Number Sample Conkractor ~
» - T [T S 5
SLIT/PM and Other Common Dlemerts 11 2] 0
= Space Vehicde (1.1 45 reasred) 12 O =
SEIT/7M and Other Common Blaments 121 O )
Soscecraft Bus 1.2.2 0 )
Commenscation [ Payiosd 123 O ]
Booster Adxher 1.24 O ™
Soace Vehde Storage 1.2.5 O =
Laurch Systees Integration 126 O v
Launch Cper stions & Messon Support 1.2.7 0 02}
= Ground (1_n as required) 13 = 0
SEIT/IM and Other Comencn Elemerts 131 2] O
Geound Termnal Subsystarms 132 5] O
Coenenand and Contrel Subsystaen 1.3.3 = C v

Use the toolbar at the top of the RDT window to easily check or uncheck items.

ECheck Selection - Use the shift or control key to select a few WBS items in a certain
column. Then click this icon to check all the items in the selection.

LIS

Uncheck Selection - Use the shift or control key to select a few WBS items in a certain
column. Then click this icon to uncheck all the items in the selection.
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A few other icons that may be useful are:

CE1f the WBS item name is longer than the width of the column, clicking this button

Resizes the Column so the entire name can be seen.

$5 Arranges the contractor columns in order of their base year contract value, from largest to

smallest.

Ff'Moves a contractor column adjacent to the WBS (icon found by right-clicking on a

column header)

To check/uncheck all the elements in a column, right click on the column header and select

“% or T2 | respectively.

@ Tip: From the Edit menu, you can Select All or Select Child Elements. These commands

can be particularly useful if you would like to check/uncheck groups of WBS elements.

@ Tip: WBS elements must have item numbers in order for them to be edited in the RDT.
Items that do not have numbers will be highlighted according to the Options Display color.
You will be unable to check these elements under any contractor column until you assign
them numbers in the WBS Editor.

Header Information

You can also fill in information pertaining to each contractor. Click on a contractor column
and complete the "Selected Contractor Information” section. This includes the contract
number, description, contract value, etc. for that contractor. This information will appear on
the RDT Export (see below).
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@ Tip: The Total Est. Contract Value and the Software Contract Value fields for the prime
contractor will also appear at the top of the Contract Plan's RDT.

To export the RDT to Excel, select the plan and click the & jcon on the main toolbar.

Now that you have learned how to create a program plan, proceed to Creating a Contract

Plan to understand the process behind creating a contract plan.

2.2.2 CREATING A CONTRACT PLAN
2.2.2.1 Creating a Contract Plan

To create a contract plan, start with this tutorial and then follow the successive tutorials listed

below:

Basic Information of a Contract Plan
WBS Editor of a Contract Plan

Submission Events of a Contract Plan

@ Tip: It is not necessary to have a program plan open in cPet before creating a contract

plan. In this tutorial, however, we did already create a program plan.

To begin, click File > New > New Contract/Subcontract Plan.
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< CSDR Planning & Execution Tool |Z||E|[z|

il File | Wiew Toolz Help

| Mew > | 73 Mew Program Plan
i [ Dpen.. CukO |ﬂ Mew Contract/Subcontract Flan %J Infa
Lj Cloze (=0 - Approved Plan #4-07-E
L) Close Al =L
Import b
Recent [tems »
@ cEit
4 | ¥

| ” ||E:'\Ducuments and Settingsheturneritdy Documents \DCARC Y cPet Du:u...” ||Num| e

The Create Contract Plan dialog pops up. Select whether you would like to create a

new plan from scratch, copy an existing plan, or create a plan based on an existing

plan's RDT (more information on this option is discussed in the WBS Editor of a

Contract Plan tutorial).

In this tutorial, we will create a new plan and use the 2011 format, as new plans

should typically be created using the most recent version.

The Basic Information window appears. Proceed to the next tutorial, Basic Information of a

Contract Plan to continue.

2.2.2.2 Basic Information of a Contract Plan

This tutorial is step one in the three-step process of creating a contract plan:

— 1. Edit the Basic Information
2. Edit the WBS Editor
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3. Edit the Submission Events

The Basic Information window appears after File > New > New Contract/Subcontract Plan is
clicked. Make sure the "Prime Contract" radio button is selected.

Notice that the Basic Info window of a contract plan has a Contract Information tab,

whereas this tab is absent for program plans.

When you create a contract plan, the contractor name will appear as "TBD" until you change
it. You can change the contractor name either in the Basic Info window itself (as shown

below), or you can change the contractor through the Contractor Selection Dialog. The two

fields will sync up, meaning that if you change the contractor in one location, then the new

contractor name will appear in the other location as well.

< Basic Info - Contract Plan with *Demo® ABCD Corporation for Test Program

i e
i@ “
Banic Information | Cormract Iefosnahicns | DD2794 Nanatve Test
Cortract Appeopnston
] ROT1E [C] Procusement L] o

» WX (029G
Numbar | X00<83-00-4-X833 Reqsred Repots

[¥] DD 1821-3(CBOR)

Perfonrng Onpanaton Daviion
Name TBD Name
Address Address
Address Addrass
Cay Caty
State v State v
Zip . Zip
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Remember to write any remarks in the Narrative Text tab. Refer to the Basic Info Dialog for

how to add text headings.

Proceed to WBS Editor of a Contract Plan after you have filled in the information in the

Basic Info window.

2.2.2.3 WABS Editor of a Contract Plan

This tutorial is step two in the three-step process of creating a contract plan:

1. Edit the Basic Information
— 2. Edit the WBS Editor

3. Edit the Submission Events

Click on the B icon to open the WBS Editor.

Depending on the selections in the cPet Options General tab, cPet may inquire if the contract
plan’s WBS elements should be filled in according to the WBS items specified on the
program plan’s RDT.

Confirm WBS Auto-complete [%|

» should cPet fill in the Contrack Flan's emply WES struckture with
M—'\r’f the standard WES structure For the plan's weapon system type?

[ Yes l [ Mo ] [ Help

Clicking Yes will fill in the standard WBS structure elements according to the Weapon

System selected in the contract plan's Basic Info Dialog. Clicking No will generate a list only

of the summary elements.
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You can also insert WBS elements from the program plan. In the WBS Editor of the contract

plan, click Edit > Insert WBS from Existing Plan. You must then select from which plan to

insert WBS elements. The entire WBS of the selected plan will be inserted under the selected

row in the contract plan's WBS Editor.

Select Plan

Pleaze zelect the plan containing the WES elements to inzert,

Document Info
oo 882] Program Plan For Test Program Approved Plan #4-11-E

QK ” Cancel ” Help

Using a parent plan's RDT to build a contract plan’'s WBS

In this tutorial, we chose to create a new contract plan from scratch. However, there was also
the option to create a new contract plan based on a selected plan's RDT. If we had chosen this
option, then the contract plan's WBS would be auto-populated with selected WBS elements

from the parent plan.

The images below illustrate the relationships between the program plan’s RDT, the program
plan’s WBS Editor, and the contract plan’s WBS Editor. The purple lines show how the
elements “Space System” and “SEIT/PM and Other Common Elements” from the program

plan also appear on the contract plan. cPet automatically checks the required forms in the
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contract plan’s WBS Editor according to the program plan. Similarly, the red lines show how

the elements “Ground (1...n as required) through “Launch Vehicle” correlate between the

plans.

Program Plan RDT

< RDT - Program Plan for, Test Program

i File Edit View
I

~—Selected Contractor [nformation

Contractar |*Demo* ABCD Corporation

Contract Nurnber |

[ GFE

Description

Total Est. Contract Value |:|
Software Confract Walue I:I
Gowvernment Organization or PARM I:l
CSDR Direct Repotting per CWPT ||
SRDR Di perCwIPT ||

WES Item MName

I > SEIT/PM and Cther Common Elements

EI Space Vehicle {1....m as required)

-+ SEITfPM and Other Common Elements
- Spacecraft Bus

- Communication | Payload

- Boosker Adapter

- Space Yehicle Storage

- Launch Systems Integration

- Launch Operations & Mission Support
[=)- mround {1..n as required)

- SEITJPM and Other Common Elements
- araund Terminal Subsystems

- _ommand and Control Subswstem

WES Item Mumber

11

1.2

1.2.1
122
1.2.3
1.2.4
1.2.5
1.2.6
1.2.7
1.3

1.3.1
1.3.2
1.3.3

Sample Contractar ~
O
O
O
O
O
O
O
O
O 1
O
O
O
O v

\ / ]

Program Plan WBS Editor
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S WBS Editer - Program Plan for Tast Program

i@l s BElnasd e e s s ol ER S e o
| WES Elerment Nama WES Sermant Code A CWES Dt 1921 19211 19212 KR~
= Space System 1.0 0 = 2 0 0 (8
l ‘ SEIT(PM ant Other Conmon Eemerts 1.1 0 = = O O O
- Zpace Yehids (1_.n as requred) 1.2 (| = O O O
SEITHEM and Othae Cornmon Elserts 1,2.1 0 ~ ) = O O
Spacecraft Bus 122 0 = 53] 2 0 [l
Commoncation | Payload 123 O 3} O 1 ) O
Booster Adapter 1,24 O ) O @) O &
Sparce Yaicia Shormge 125 0 O 0 0 O O
Launch Systems Integration 126 O = 2] O O I
Launch Operations & Mesion Spport 1,2.7 0O & 1 O O ||
B Grouwd {1 0 as rogueed) 1.3 0 ’Lil El i O (8]
SEIT(PM and Other Common Elements 1.3.8 O = = = O 1
| Ground Termnal Subsystems 132 O O O CJ ||
‘ Cortnand and Cootrat Subystom. 13,3 0 O O O 0O g

Contract Plan WBS Editor (with *Demo* ABCD Corporation contractor)

< WHS Fditor - Contract Plan with *Demo® ABCD Corporation for Test Program

o TE T S NS R SNt [ ot Lo |
WES Blermmck Nme __ Program WES Ekeert Code WES Elerrarrt, Coce A CWHS Dvet 1921 1921-1 19212 -~
P = (Spae System [
l SEIT/PMand Ot.,. 1.1 1.1 (] = O m]
3 Gond(l nas. b3 12 il ¥ | 0 0
SETT/PMan.. 134 121 O 7 ] = (|
Ground Ter.., 132 122 0 [= ol 0 .
Conmanda.. 133 123 J = L] [ ]
Mission Man,., 154 124 o [« a O |
Catatrchiv.,. L35 128 Cl [ C 0 [
Mussion Deta,. £ .54 124 ] [~ | 0 O
Mickn Data... 137 127 0 17! = 0l 0
Mesion Infr,,, 130 122 O 2 &l = O
Cobection M, 139 129 O 074 ) O 0
Laurch Veticke 14 13 0O 03] 14| = O
v Subtotal Cast O 0 | 0 0 v
& >
M | 4

For more information on creating the WBS structure, refer to the tutorial on Editing the
WBS.

Continue to Submission Events of a Contract Plan to complete the series of tutorials on

creating a contract plan.
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2.2.2.4 Submission Events of a Contract Plan

This tutorial is step three in the three-step process of creating a contract plan:
1. Edit the Basic Information

2. Edit the WBS Editor

— 3. Edit the Submission Events

Click on the i icon to open the Submission Events.

To edit the submission events, see Editing the Submission Events.

Click Tools > Import Events from existing plan to insert program plan events under

the selected event in the contract plan's submission events.

After you have created a contract plan, continue to the tutorial for Creating a

Subcontract Plan.

2.2.3 CREATING A SUBCONTRACT PLAN
2.2.3.1 Creating a Subcontract Plan

To begin, click File > New > New Contract/Subcontract Plan, just as you would as if you

were creating a prime contract plan.

'ﬂTip: It is not necessary to have a program plan or prime contract plan open in cPet before
creating a subcontract plan. In this tutorial, however, we did already create a program plan
and contract plan.

The Create Contract Plan dialog appears as usual. We will create a new plan using
the 2011 version.
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In the Basic Info dialog, set the Plan Type to "Subcontract.”

< Basic Info - Contract Plan with TBD for

i Ee
Bl | SelectWBS Symem Tipaom [MiLsTOSIC -] ko
Bauc Infomaton | Contract Infosmaton | DD2794 Nanatye Test
Program Name Program
PhaseMilestone ¥ Primea Mission Product O Prime Contract
WES System Type v @ Subcortract
Plan Speciics - Powt of Cortact
O Initial Submission POC
'S
O Change Address
Address
Praparing Qrganizaton Cay
Approved Plan Number Stote he
2ip
Cumrent Submassion Date - v FPhone/Feax
Last Approved Flan Date /I v EMail
. ____{ | Jhm],

Fill in the Basic Info, WBS Editor, and Submission Events as you did for the prime contract

plan.

2.2.4 EXPORTING PLANS
Plans can be exported to Excel or PDF via the Tools > Export DD 2794 command. This tool
may be especially useful to users who have created plans in cPet and wish to view the

information in an alternate form.

To access this option, select a plan in the main window of cPet and click Tools > Export

DD2794 or click " on the toolbar.
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< CSDR Planning & Execution Tool

! Fle View Toolz Help
0 ARG M0 kAl E[Ra e

Document Info

(YREEEz| Frogram Plan For Test Program Appraved Plan #4-07-E

£ | b

” ”E:'xDu:u:uments and Settingzleturneriiy Du:u:uments'xDE.-'-‘-.HE'xc...|| ”Num | i

Plans may either be exported to Excel or to PDF.

=S

S DD2794 Export r

i File

Ao NERTCN

’@ Export To Excel ]

"@ Export Ta PDF ]

Immediately view exported file

| | [

Export to Excel: View a replica of the DD Form 2794 in Excel. Plans that have been
exported to Excel can also be imported back into cPet if necessary. Note that the submission
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events and the remarks section will be located on a separate sheet in Excel (even for 2003

plans).

Export to PDF: View a PDF replica of the DD Form 2794.

Basically all fields on the export will contain information you specified in cPet. However,
please note that the Contractor Name column is slightly unique. On program plans, the text
"Refer to RDT" will always be listed in this column. For 2003 and 2007 contract plans, the
contractor name, division, and location field will be listed on separate lines in the Contractor

column. For 2011 plans, this information will appear in the Contractor Name/Address field.

2.3  COST REPORTS
2.3.1 IMPORTING A 1921
The Import DD 1921 command is used to convert DD 1921 Excel files to XML files that

can then be reviewed and validated in cPet. A 1921 can be imported under a contract plan or

a subcontract plan open in cPet.
In this tutorial, we will import cost reports for cPet Demonstration Space System (CDSS).
These plans and cost reports all follow the 2011 DID. Specifically, we will import a 1921

under the contract plan X-08-Y-C1.

Follow Importing a Contract Plan before using this tutorial to import a 1921.

In the main window of cPet, select the contract plan X-08-Y-C1. Click File > Import >
Import DD 1921.
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: Eue|\_new Tools Help
| ) New ‘poEEiA=EBat o)

Open... Ctrl+0 Info

Close emo Plan Approved Plan #X-08-Y

Close All *Demo™ ABCD Corporation for Demo Plan Contract #A99XYZ-08-B-1234, Approved Plan #X

I TRO Canteactor for Doma Alon Canteact 2AQ9XYZ-08-8-1234, Approved Plan #X
Import ’ #3 Import DD 2794 {Program Plan)...

Recent ltems 'ﬂ Import DD 27594 {Contract/Subcontract Plan)...

Exit |25 Import DD 1921..
PRSP

e
BBy Imp 921-2
55 Import DD 1921-3...
O Import Flat File...

m | »

HE \Usersisbeane'Documents\DCARCicPet'\Demo DocsiDemo Con H Hl-lunti Y

Select the 1921 to be imported, click Open, and wait for the file to import.

View the Conversion Results to locate errors with the 1921.

The 1921 now appears indented under the contract plan in the main window of cPet. Click

the Basic Info icon 2 to view the header fields.

Click the dollar icon $ to view the cost data.

@ Tip: The WBS element names and codes are read-only. If you wish to revise these

elements, you must do so in Excel and then re-import the 1921.

The summary elements found will be marked with a flag ¥ in the Cost Data. Only data in
the To Date Total and At Completion Total columns will be imported for summary elements.
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Note that misspelled summary elements will be imported and validated as if they were

regular WBS items.

After reviewing the data to make sure it follows the validation rules, the next step is to import

a1921-1 or to skip to validation if a 1921-1 is not required.

@ Tip: If you have made changes to the 1921 within cPet, you can export it back to Excel.

Select the 1921 in the main window of cPet and click Tools > Export DD Form (or click =
on the toolbar).

2.3.2 IMPORTING A 1921-1
The Import DD 1921-1 command is used to convert DD 1921-1 Excel files into XML files
that can then be reviewed and validated in cPet. A 1921-1 can be imported after a 1921 has

been imported.

To import a 1921-1, select the associated 1921 and click File > Import > Import DD 1921-1
(or just right click on the 1921 and choose Import DD 1921-1). In this tutorial, we will
import a 1921-1 under the 1921 for CDSS contract plan X-08-Y-C1. If you have not yet
imported the 1921, see Importing a 1921 before proceeding in this tutorial.
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: File View Tools Help

0 A4AE 00 s REH ol
Document Info
-] Program Plan for Demo Plan Approved Plan #X-08-Y
E—j:] Contract Plan with *Demo® ABCD Corporation for Demo Plan Contract #A99XYZ-08-B-1234, Approved Plan #X
(SRR =™ 1551 from Demo Corporation, 456 Test Blivd, New York, NY, 55. o
Vazlidate

-E55 Contract Plan with TBD Contractor for Demo Plan d Plan #X
Compare Cost Reports...

New 1921-1

Import DD 1921-1...
Import DD 1821-2.. >

Basic Info

Cost Data

View XML

Export DD Form...

Export Flat File (1521 only)...

Convert to 2011 version...

UL

Close

HC:‘.'_lsers'-sbeane.Docun'fnts‘xDCL‘«PC".CPetTDemc- DocsiDemo 192 H

Select the 1921-1 to be imported, click Open, and wait for the file to import.

View the Conversion Results to locate errors with the 1921-1.

The 1921-1 now appears indented under the 1921 in the main window of cPet. Click the

Basic Info icon E to view the header fields.

Click the dollar icon i to view the cost data.

@ Tip: The WBS element names and codes are read-only. If you wish to revise these

elements, you must do so in Excel and then re-import the 1921-1.
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After reviewing the data to make sure it follows the validation rules, the next step is to

validate the cost report(s).

@ Tip: If you have made changes to the 1921-1 within cPet, you can export it back to Excel.
Select the 1921-1 in the main window of cPet and click Tools > Export DD Form (or click

4 on the toolbar).

2.3.3 IMPORTING A 1921-2

The Import DD 1921-2 command is used to convert DD 1921-2 Excel files into XML files
that can then be reviewed and validated in cPet. A 1921-2 can be imported after a 1921 has

been imported.

To import a 1921-2, select the associated 1921 and click File > Import > Import DD 1921-2
(or just right click on the 1921 and choose Import DD 1921-2). If you have not yet imported
the 1921, see Importing a 1921 before proceeding in this tutorial.
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: File View Tools Help

0 A4E HEes RED o)
Document Info
-] Program Plan for Demo Plan Approved Plan #X-08-Y
= Contract Plan with *Demo* ABCD Corporation for Demo Plan Contract #A99XYZ-08-B-1234, Approved Plan #X

=21 1921 from Demo Corporation, 456 Test Blvd, New York, | e v I' " e st (Y Z-08-B-1234,
\ Validate

Compare Cost Reports...

New 1921-1

Import DD 1921-1...

Import DD 1921-2...

Basic Info . Cirl+B
Cost Data Ctrl+D

View XML
Export DD Form...
Export Flat File (1521 only)...

Convert to 2011 version...

1
Close

’r-‘ 1 A U 1 - -~
“L :\Users'sbeane'Documents\DCARC\cPetiDemo DocsiDemo 192.

Select the 1921-2 to be imported, click Open, and wait for the file to import.

View the Conversion Results to locate errors with the 1921-2.

The 1921-2 now appears in the main window of cPet. Click the Basic Info icon E

to view the header fields.

Click the dollar icon $ to view the cost data.

@ Tip: If you have made changes to the 1921-2 within cPet, you can export it back to

Excel. Select the 1921-2 in the main window of cPet and click Tools > Export DD

Form (or click on the toolbar).
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2.3.4 IMPORTING A 1921-3

The Import DD 1921-3 command is used to convert DD 1921-3 Excel files into XML

files that can then be reviewed in cPet. To import a 1921-3, click File > Import >
Import DD 1921-3.

& CSDR Planning & Execution Tool

#7 Inport DD 2794 Program Plan)
¥ import DD 2794 {Contract/Subcontact Plan)

Plan by selecting File—Import
iew CSDR Plan by selecting File— New
t document by selecting File— Open
iles from Windows Explorer into this window
© Select Help to access the built-in Help System
I " u l[___] Nuan =§I

= Impot DD 1913 p
ol )

Select the 1921-3 to be imported, click Open, and wait for the file to import.
View the Conversion Results to locate errors with the 1921-3.

The 1921-3 now appears in the main window of cPet. Click the Basic Info icon E
to view the header fields.

Click the dollar icon - #. to view the cost data.

@ Tip: If you have made changes to the 1921-3 within cPet, you can export it back to
Excel. Select the 1921-3 in the main window of cPet and click Tools > Export DD
Form (or click on the toolbar).

2.3.5 CREATING A 1921

Although cPet provides the functionality to create new cost reports, it is recommended that
the user import the cost reports from the Excel version.
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In this tutorial, we will create a 2011 DD Form 1921 under the cPet Demonstration Space

System (CDSS) contract plan X-08-Y-C1. Before proceeding, make sure you have imported
or created a contract plan in cPet.

In the main window of cPet, select the contract plan X-08-Y-C1. Click File > New > New
1921.

<« CSDR Planning & Execution Tool

i| File | Wiew Tools Help

| New r | MHew Program Plan

4
M= Qpen.. CulD ﬂ Mew Contract/Subcontract Plan Info
L I:I_'i

L Mew 1321 appraved Plan #X-08-1

ns... Contract #A99YZ-03-B-1234, Approved Plan #x-08-v-C1
[} Clas= ) =

LCloze

| : y I k... |Contrack #A99:YZ-08-B-1234, Approved Plan #%-08-v-C1-51
I

Recent ltems 3

& Exit

£ | >

|| ”E:'\Documents and SettingzheturmertDeskiopiDemo Docs: 200115Dema Subcontrac..” ”Num | e

Select the document version. Note that new documents should be created using the 2011
format.

Fill in information in the Basic Info window. Click save, choose the file location, and close

the window.

The 1921 now appears indented under the contract plan in the main window of cPet.

Click the dollar icon % to view the cost data. Note that all the WBS elements that appeared
on the contract plan or subcontract plan now appear on the 1921. If you wish to revise a

WBS element name or code, you must do so on the contract/subcontract plan and then
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recreate the 1921. Similarly, the WBS element code corresponds to the WBS item number on

the contract/subcontract plan.

Note that the summary elements will be listed at the bottom and marked with a flag ¥ . Only
data in the To Date Total and At Completion Total columns for the summary elements can be
edited.

To fill in the cost data...

You can manually fill in the cost data, or you can use the exporting/importing features to
complete this section (as described below; Note that these options are only available for
2003 and 2007 cost reports):

“ Create an Excel template file based on the WBS elements and the cost columns (e.g.

Nonrecurring To Date)
LT Export the cost data to the template file that was created using the icon above

E Import cost data into cPet from a template file

To use these features to fill in the cost data, you would first need to create an Excel template

("5I ). Then you could fill in the data in Excel. Perhaps you have an automated method of

populating the data in Excel. The final step would be to import the data back into cPet ( '—"ir).

There are a few things to note when using these options:

@ Tip: When data is imported into cPet, the current data in cPet is overwritten. The cost data

in cPet is made to resemble the data in the Excel file.
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@ Tip: It is not possible to use the import feature 3 1o import data from a template file
belonging to a different program. The number of WBS items must be the same between the

Excel template file and the cost data in cPet.

@ Tip: You can also export the entire cost report (including the Basic Info) to Excel using the

Export tool on the cPet main window. Select the 1921 and click Tools > Export DD Form

(or click 9 on the toolbar).

After reviewing the data to make sure it follows the validation rules, the next step is to create

a1921-1 or to skip to validation if a 1921-1 is not required.

2.3.6 CREATING A 1921-1
Although cPet provides the functionality to create new cost reports, it is recommended that

the user import the cost reports from the Excel version.

In this tutorial, we will create a 2011 DD Form 1921-1 under the cPet Demonstration Space
System (CDSS) 1921. Before proceeding, make sure you have created a 1921.

In the main window of cPet, select the 1921 and click File > New > New 1921-1 (or right-
click on the 1921 and select New 1921-1).
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< CSDR Planning & Execution Tool El@gl
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8 AAE5 NN 08 s3 vl

Document Info
] Program Plan for cPet Demonstration Space System (CDSS) Approved Plan 2X-03-Y
= ] Contract Plan with *Demo® ABCD Corporation for cPet Demonstrat.., Contract #AIINYZ-05-8-1234, Approved Flan £X-08-Y-C1
» ] 1921 from for cPet Demonstration Space System (CDSS Ay Veidate

e Contract Plan with TED for cPet Demonstration Space System (CDS hd Plan #x-08-Y-C1-51

.
a

Compate Cost Reports

Impoet DD 182141,
Basc Irdo CirleB
Cost Data CirleD

LeQ i|¢8

View XML
%8| Export OD Form
< L) Expost Flat Fie (1921 onby).

| C-A\Documenis and Sellmge\siu _“1 Closa etem E Lt

v

Select the document version. Note that new documents should be created using the 2011

format.

Fill in the Basic Info window. Click save, choose the file location, and close the window.

Click the dollar icon % to view the cost data. Note that all the WBS elements that appeared
on the 1921 now appear on the 1921-1. If you wish to revise these element names or codes,
you must first do so in the parent contract plan or subcontract plan, then recreate the 1921,
and finally recreate the 1921-1. However, if you imported the 1921 instead of creating it in
cPet, you can revise the elements in the Excel file, import the 1921, and then create the 1921-
1.

To fill in the cost data...

You can manually fill in the cost data, or you can use the exporting/importing features to
complete this section (as described below; Note that these options are only available for
2003 and 2007 cost reports):
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A Create an Excel template file based on the WBS elements, cost categories (e.g.

Engineering), and cost types (e.g. NonRecurring Reporting Contractor To Date)
) Export the cost data to the template file that was created using the icon above

E Import cost data into cPet from a template file

To use these features to fill in the cost data, you would first need to create an Excel template

(”j ). Then you could fill in the data in Excel. Perhaps you have an automated method of

populating the data in Excel. The final step would be to import the data back into cPet ( 5).

There are a few things to note when using these options:

@ Tip: When data is imported into cPet, the current data in cPet is overwritten. The cost data
in cPet is made to resemble the data in the Excel file.

@ Tip: It is not possible to use the import feature 3 1o import data from a template file
belonging to a different program. The number of WBS items must be the same between the
Excel template file and the cost data in cPet.

@ Tip: You can also export the entire cost report (including the Basic Info) to Excel using the

Export tool on the cPet main window. Select the 1921-1 and click Tools > Export DD Form

(or click “ on the toolbar).

After reviewing the data to make sure it follows the validation rules, the next step is to

validate the cost report(s).

72



Tutorials

2.3.7 IMPORTING/EXPORTING A FLAT FILE

A Flat File displays cost report information in an Excel spreadsheet. This file does
not replace the DD Form 1921, 1921-1 or 1921-2. Rather, it provides an alternative
way to organize and edit data. A Flat File can be imported into cPet. Similarly, cost
reports that are open in cPet can be exported to a Flat File.

@ Tip: Flat Files apply only to cost reports of the 2007 or 2011 version (not 2003).

This tutorial includes the following three topics:

= Editing a Flat File

= Importing a Flat File

g Exporting Cost Reports to a Flat File
Editing a Flat File

A Flat File template can be obtained on the cPet page of the DCARC website. The
user can edit this file and import it into cPet (discussed in next section).

The Flat File can be divided into four sections: Metadata, Summary Elements, Cost
Data, and Remarks. Note that the WBS Reporting Level currently acts as a
placeholder and is not used in this version of cPet.

Metadata

The first and second column contain the Metadata associated with the cost reports.
Assuming that both the 1921 and its associated 1921-1 were open in cPet at the
time of the Flat File export, data in the second column is taken from the 1921 alone.
This is because the header fields are assumed to be the same between the two cost
reports. The only time metadata from the 1921-1 will appear in this column is if the
1921-1 was open in cPet without a parent 1921.

There are comments in some of the cells in the first column that provide an
indication of the type of data expected in the second column. For example, the
comment in the image below indicates that the Contractor Type must be either
Prime/Associate or Direct-Reporting Subcontractor.
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1 2
Data Tvpe 1921/1921-1 Input

1
2 Data Version 2010
3 | Securitv Classification Unclassified
4 laProgram MDAP cPet Demonstration Space Svste:
5 | 1b Program Phase Milestone B
6 | 2 Prime Mission Product T —
7 3 Reporting Organization Tvpe Pi Prime/Assodate Contractor
. N - Direct-Reporting Subcontractar
& 4a Organization Name D et
9 4a Organization Address Line 1 44

Summary Elements

The summary element costs are listed in the second column towards the bottom.
These costs correspond to the Total To Date (TD) and Total At Completion (AC)
summary costs on the 1921. If one of these cells is blank, cPet will provide a
warning when the Flat File is imported.

Cost Data

The 1921 cost data is displayed in the fourth through eleventh columns. To
understand what the column names mean, see the Definitions sheet on the Flat File.
The 1921-1 cost data is located after the 1921 data (although the WBS Code, WBS
Reporting Elements, and Units do correspond to the 1921-1 data in addition to the
1921 data). Notice that the cost data is stretched horizontally across the sheet. If
there happen to be any WBS elements that appear on the 1921-1 but not on the
1921, they will be added to the bottom of the list of elements.

Note that the total columns do not appear; only the Nonrecurring and Recurring
columns are listed. Upon importing the Flat File, cPet automatically sums the data in
the two columns (NR and Rec) to obtain the costs in the Total columns. Similarly,
the data in the Total columns is not exported to the Flat File.

Remarks

The 1921 Remarks are displayed in the second column, last row of the Flat File.
These are "document level” remarks. That is, the Remarks pertain to the entire
1921. Alternatively, the Remarks for the 1921-1 are displayed on a row-by-row basis
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in the column to the right of all the cost data. These remarks correspond to each
WBS element.

For information on entering/editing data for the 1921-2, see Progress Curve Reports
(DD Forms 1921-2) Flat File.

Importing a Flat File

Once you have created a Flat File and made any necessary edits in Excel, you can
import it into cPet.

@ Tip: cPet identifies an Excel file as a Flat File by two characteristics: (1) The Data
Type in cell B1 must be "1921/1921-1 Input,” and the Data Version in cell B2 must
be "2007" or "2011." If these requirements are not satisfied, the Flat File will not
import.

Select the contract plan in the cPet main window and click File > Import Flat File.
Browse for the Flat File and click Open. (Note: The Excel file must be closed before
you attempt to import it).

The Conversion Results for Flat Files dialog will pop up. Review these warnings to

understand what information was left blank in the Flat File.

The cost report(s) will open in cPet. Whether a 1921 and a 1921-1 are open in cPet
depends on if there is information in the both the 1921 and the 1921-1 cost data
section of the Excel file).

Exporting Cost Reports to a Flat File

Once a cost report is open in cPet, you can export it to a Flat File. Select the 1921,
1921-1 or 1921-2 in the cPet main window and click Tools > Export Flat File.
Alternatively, right click on the cost report and click Export Flat File.

@ Tip: Data from both the 1921 and the associated 1921-1 and/or 1921-2 will be
exported to the Flat File assuming that both are open and linked together in cPet.
The Export Flat File command will indicate in parentheses whether the 1921, 1921-

1 and or the 1921-2 are being exported.
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= ] Contract Plan with *Demo® ABCD Corporation for cPet Demonstrat.., Contract #AIIXYZ-08-8-1234, Approved Plan #X-08-Y-C1
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< .
| I IDADoctments and Seningsial [} Close

Choose a location to save the document. The file will open in Excel.

v

If you make changes in the Flat File, you can re-import it into cPet through the File >

Import Flat File command.

2.3.8 COMPARING COST REPORTS

The purpose of the Cost Report Comparison tool is to perform a side-by-side

comparison of like cost documents. This is particularly useful when comparing

chronologically related reports. The user can view the WBS of each report to visually

see discrepancies between the documents.

To use this tool, open a contract plan and two like reports in cPet. The reports

should have different As Of Dates. cPet differentiates these reports by referring to

them as "Earlier Reports" or "Later Reports.” The example below has an Earlier and

Later 1921, as well as an Earlier and Later 1921-1.
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< CSOR Planning & Exacution Tool E'E]@
PP Vew Jock Heb
HoTFe PRI a RaTT ARV T |
Document Info
11 Progeam Plan for cPat Demonstration Space Systes (CDSS) Appraved Plan #10-03-Y

= ] Contract Plan with *Demo® ABCD Coepoeation for cPet Demaorstration Space 5...  Contract FANZ-08-8-1234, Approved Flan 2:-08-Y-C1

B 1921 from Demo Corparation, 456 Test Bivd, New York, NY, S5555 lor cPet.,, [ As of 10/3172008, Cortract FAYHNYZ00-8-1204, Approved Plan #4-00-Y-C1

2 1921+1 from Demo Corporation, 455 Test Bivwd, New York, NY, 55555 fo.., As of 10§33/2008, Contract SAYHYT03-8-1234, Aggeoved Plan #X.08Y-C1
= "4 1921 from Demo Corporation, 456 Test Sivd, New York, NY, 55555 for cPet.., As of 12/31/2008, Contract #A5CY2-08-8-1234, Appeoved Plan #1%-08-Y-C1
= 19211 from Demo Corporation, 456 Test Bivd, New York, NY, SSSSSFo... As of 121312008, Contract #ASHCYZ-08-8-1234, Approved Plan £X-08-Y-C1

Click Tools > Compare Cost Reports. The Select Reports to Compare dialog will

open. Select the "Earlier Report" and the "Later Report." Also choose the contract
plan against which to compare the reports and click OK. You must choose either two
1921's or two 1921-1's.

@ Tip: You can select 1921's of either document version (2003, 2007, or 2011).
However, 1921-1's must both be of the 2007 or 2011 version. Any 1921-1's of the
2003 version will have check boxes that are disabled in the Select Reports to
Compare dialog.

Once you click OK on the Select Reports to Compare dialog, the 1921 Cost Report

Comparison window or the 1921-1 Cost Report Comparison window will appear. The

reports will be compared against each other and against the "Reference" (the
contract plan) WBS.

2.3.9 VALIDATING COST REPORTS

There are a few different approaches to validating cost reports.

1) Select a 1921 or 1921-1 and click Tools > Validate Individual Document. The
Validation Results will appear immediately as long as "Skip Validation Wizard when
validating an individual document™ is checked in the Options. Equivalently, you can right-
click on the cost report and select "Validate" to view the validation results for the 1921 or
1921-1.
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2) Click Tools > Run Validation Wizard. See the Validation Wizard dialog for information

pertaining to each of the screens.

3) Validate a cost report through the contract plan's submission events. Open the Submission
Events for the contract plan or subcontract plan. Select a specific submission event. Click
Tools > Validate Submission. The Validation Wizard opens midway to the "Pick a
Submission" screen. The submission event is selected, and the cost reports with the closest
As Of Date are listed at the bottom. Click Next to proceed with the wizard. See the

Validation Wizard Dialog for more information.

@ Tip: The "Pick a Submission" screen can also be accessed directly from the main window
of cPet. Select a contract plan and click Tools > Validate Submission. The Validation
Wizard opens to the "Pick a Submission” screen with the contract plan's first submission
event selected by default.

The chart below shows the steps involved in different validation methods as well as the end
result of each. Follow the black line to see how the Validation Wizard runs from start to
finish. Both Validating a Submission methods start in the middle of the Validation Wizard
with the "Pick a Submission" screen, but they eventually lead to the validation results and
letter. The Validating an Individual Document leads directly to the validation results without
generating a letter. The Validating a single cost report option (following the red line) also
leads to the validation results without the memo files.

See key below for the color scheme.
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2.3.10 VALIDATION RULES
The following is a list of checks that cPet performs when validating a cost report. The list is
organized into requirements for a 1921, 1921-1 and 1921-2. Click on a link to see the details

associated with each validation check.

@ Tip: In several of the validation descriptions below, tables are used to explain how rows or

columns are summed. The blue fields sum to the green fields.

I + N = .

@ Tip: Numeric validation checks are based on a 0.2 digit tolerance (disregarding units).
For a particular WBS Element, the following must be true:

1921
PEach WBS Element must have a Code

PThe Program Name on the 1921 must match the Program Name on the Contract Plan

PThe Approved Plan Number on the 1921 must match the Approved Plan Number on the

Contract Plan
PThe WBS on the 1921 should match the WBS on the Contract Plan

PThe WBS Element names must match

PChild elements must sum to the parent element

PThe NonRecurring/Recurring/Total figures must sum correctly

PSummary elements must sum correctly

PThe Reporting Contractor G&A must be nonzero at completion

PThe Reporting Contractor Profit/Loss or Fee must be nonzero at completion

PThe To Date figures must be less than or equal to the At Completion figures

PAIl figures must be positive

PThe Reporting Contractor FCCM must be nonzero at completion
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MFinal report Undistributed Budget must have zero cost at completion

MFinal report Management Reserve must have zero cost at completion

MFinal report Total Price To Date cost must be at least 95% of the At Completion cost

PFinal report root element To Date cost must be at least 95% of the At Completion cost

P The contract price must be numeric

P The contract ceiling must be numeric

PSE/PM must be non-zero at completion

PRemarks required for contract price overrun or underrun

1921-1
PEach WBS Element must have a Code

PDuplicate data should not be provided

P The Program Name on the 1921-1 must match the Program Name on the Contract Plan

PThe Approved Plan Number on the 1921-1 must match the Approved Plan Number on the

Contract Plan

PThe WBS Element names must match

PAII WBS Elements found on the 1921-1 must also be on the 1921 and the Contract Plan
PThe 1921-1 must include required elements whose costs match those on the 1921

PThe Quantity field must match

PThe NonRecurring/Recurring/Total figures must sum correctly

PThe Group within the data column must sum correctly

PThe Data columns must sum correctly

PThe Contractor/Subcontractor/Total figures must sum correctly

MData in the Direct Labor Hours row, the Direct Labor Dollars row, and the Overhead row

must agree
PThe To Date figures must be less than or equal to the At Completion figures

PAII figures must be positive

PRemarks required for reports with Total Direct-Reporting Subcontractor data
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PRemarks required if Other Costs Not Shown Elsewhere are greater than or equal to x% of
Total Costs

1921-2

PProgram Name on 1921-2 must match Program Name on Contract Plan

PApproved Plan on 1921-2 must match Approved Plan on Contract Plan
PWBS Element Code must not be blank

PDuplicate WBS Element Codes are not allowed

PWBS Element Code must be on the Contract Plan

PAIl Required Reporting Elements on the Contract Plan must be included in the 1921-2 file

MWBS Element Name must match WBS Element Name on Contract Plan
PWBS Element Code must be on 1921 report

PTotal Direct Recurring Costs reported To Date on the 1921-2 must match corresponding

Recurring Costs To Date reported on the 1921-1 Report

PNegative values are not permitted on the 1921-2 report

PSum of reported costs and hours for Completed Units/Lots (Column(s) A) and Work in

Process (Column B) must equal Total Direct Costs and Hours To Date (Column C)

PSum of costs reported for 1921-2 functional categories must equal Total Cost of functional
category

PSum of costs reported for 1921-2 functional categories and Other Direct Costs must equal
Total Direct Cost (Line 22)

PDirect Dollars reported for a 1921-2 functional category, must have Direct Hours and vice

Versa

PComments must be included if costs are reported on the 1921-2 for Total Direct Reporting

Subcontractors
POther Direct Costs Not Shown Elsewhere should be less than 10% of total cost (2011
Version) or 15% (2007 Version)

View 1921-3 validation errors and explanations.
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1921

PEach WBS Element must have a Code
Every element must be assigned a unique WBS Element Code. There cannot be several
different WBS element names that all share the same code.

PThe Program Name on the 1921 must match the Program Name on the Contract Plan

The 1921 and the contract plan must have the same program name.

PThe Approved Plan Number on the 1921 must match the Approved Plan Number on the
Contract Plan

The 1921 and the contract plan must have the same Approved Plan Number.

PThe WBS on the 1921 should match the WBS on the Contract Plan

All WBS elements on the contract plan should appear on the 1921. Even if they are not
required according to the contract plan's WBS Editor, they should still be included on the
1921 with zero costs.

Depending on whether a WBS Element is required or not and if the 1921 reports data for that

element, cPet may or may not issue a warning. Please see the chart below for areas where

cPet will provide a validation error.
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For 1021 reporting elements:

Required on Reported Costs Result cPet Description

contract plan blank/zero

required missing -- Error Required reporting element
omitted from 1921

recuired reported blank/zero! warning | Required reporting element

from 1921 reports zero cost for
Total &t Completion

required repotted non-zere! DK --
not required reported blank/zero? CE --
not required reported non-zero? warning | MNon-required repotting

element from 1921 reports
fon-Zero Costs

1 Refers to the walue in the Total At Completion column,
2 Refers to all walues being blankfzero ws. at least one walue being non-zero.

PThe WBS Element names must match
For a particular element code, the element name must be the same on the 1921 as it is on the

contract plan.

PChild elements must sum to the parent element
The cost of a parent element must equal the total cost of all its children elements. This must
be true for each column (i.e. To Date and At Completion values for Nonrecurring, Recurring,

and Total costs columns). In the table below, the two blue fields must sum to the green field.

ToDate At Completion
WEBS Element Code #of Unitz | Monrecuring . Recurring Tatal #of Unitz  Monrecurmng = Recuning Total

1.0
1.1
111
1.1.2

PThe NonRecurring/Recurring/Total figures must sum correctly
The Nonrecurring and Recurring costs must sum to the Total cost for each element. This
must be true for both the To Date data and the At Completion data.
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ToDate At Completion
WHS Element Code #aof Unitz Monrecuring . Recuring Tokal Haf Unitz | Monrecurring . Recuring Tatal

1.0

I I

111
1.1.2

PSummary elements must sum correctly
Certain summary elements must sum to other elements. These rules are different for 2003

reports than 2007/2011. See below for specific details.

* Note: Each rule applies to both Total To Date and Total At Completion costs.
* Note: The Root Element is the top-most parent element of the WBS structure.

2003 Reports
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Rule 1
[Eoot WES Element]
subcontractor Gécd
Oither Subcontractor Miscellaneous
subcontractor Undistributed Budget
subcontractor Management Eeserve
+  Subcontractor FOCM

Total Cost (Less Subcontractor Profit or Fee)

Rule 2

Total Cost (Less Subcontractor Profit or Fee)
+ Subcontractor Profit or Fee
Total Cost (Less Eeporting Contractor G&A & Profit or Fee)

Rule 3
Total Cost (Less Eeporting Contractor G&A & Profit or Fee)
Eeporting Contractor G&A
Other Eeporting Contractor Miscellaneous
Eeporting Contractor Undistributed Budget
Eeporting Contractor Management Eeserve
+ Eeporting Contractor FCCH

Total Cost (Less Eeporting Contractor Profit or Fee)

Rule 4

Total Cost (Less Eeporting Contractor Profit or Fee)
+ Eeporting Contractor Profit or Fee
Total Cost (Through Eeporting Contractor G&d & Profit or Fee)

Moter Bule | and Fule 2 apply anly if at least one subcantracior supimary element is
non-zera. If however no subcantractar supimary elements are reporied, then the
Jollowing rile applies:

[Foat WEBS Element | = Total Cost (Less Feporting Contractor G&A & Frofit or Feg)

2007 and 2011 Reports
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Rule 1.
[Eoot WES Element] = Subtotal Cost

Rule 2.

subtotal Cost

Eeporting Contractor (Gah

Eeporting Contracter Undistributed Budget

Eeporting Contracter Management Eeserve
+ Eeporting Contractor FCCM

Total Cost

Rule 3.

Total Cost
+ Eeporting Contractor ProfitfLoss or Fee

Total Price

PThe Reporting Contractor G&A must be nonzero at completion
There should be a cost in the Total At Completion column for the summary element

"Reporting Contractor G&A."

PThe Reporting Contractor Profit/Loss or Fee must be nonzero at completion
There should be a cost in the Total At Completion column for the summary element
"Reporting Contractor Profit/Loss or Fee." For 2003 1921's, this element is referred to as

"Reporting Contractor's Profit or Fee."
PThe To Date figures must be less than or equal to the At Completion figures

For each Nonrecurring, Recurring, or Total cost, the To Date value must be less than or equal

to the At Completion value.
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ToDate At Completion
WEBS Element Code #of Unitz | Monrecuring . Recurring Tatal Hof Unitz  Monrecuring = Recuring Total
1.0
1.1
111 Less More

11.2

PAIl figures must be positive

All cost and non-cost items must have positive values.

PThe Reporting Contractor FCCM must be nonzero at completion
The summary element "Reporting Contractor FCCM™ must have a non-zero Total At

Completion cost.

PFinal report Undistributed Budget must have zero cost at completion

If the Report Cycle on the 1921 Basic Info is marked as "Final,” then the summary element
"Reporting Contractor Undistributed Budget" Total At Completion cost must be zero. Does
not apply to 2003 1921's.

PFinal report Management Reserve must have zero cost at completion

If the Report Cycle on the 1921 Basic Info is marked as "Final," then the summary element
"Reporting Contractor Management Reserve" Total At Completion cost must be zero. Does
not apply to 2003 1921's.

PFinal report Total Price To Date cost must be at least 95% of the At Completion cost
If the Report Cycle on the 1921 Basic Info is marked as "Final," then the summary element
"Total Price” Total To Date cost must be at least 95% of the Total At Completion cost. Does

not apply to 2003 1921's.

PFinal report root element To Date cost must be at least 95% of the At Completion cost
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If the Report Cycle on the 1921 Basic Info is marked as "Final,” then the root element (e.g.
top level element) To Date cost must be at least 95% of the At Completion cost. This rule

applies to Nonrecurring, Recurring, and Total costs. Does not apply to 2003 1921's.

PThe contract price must be numeric

The contract price on the Basic Info of a 1921 must be a number, empty, or "N/A."

PThe contract ceiling must be numeric

The contract ceiling on the Basic Info of a 1921 must be a number, empty, or "N/A."

PSE/PM must be non-zero at completion
The Systems Engineering/Program Management WBS element must have a non-zero Total

At Completion cost.

PRemarks required for contract price overrun or underrun

The contractor should report a total price at completion that is equal to the contract price, or
for incentive contracts, is between the contract price and the contract ceiling. If the contract
price represents an underrun or an overrun, an explanation must be provided in the Remarks
section. Note that cPet does not check whether or not there is text in the Remarks section;
rather, cPet is merely providing a warning that remarks should be provided for this situation.
Also note that for 2003 1921's, the "Total Price" is considered equivalent to the "Total Cost
(Through Reporting Contractor's G&A & Profit or Fee)" summary element.

The following table outlines different scenarios that cPet uses to validate this rule, where TP
= Total Price, CP = Contract Price, and CC = Contract Ceiling.

Condition Result cPet Error Description

TP<CPand CC=0 | Warning Total price at completion is less
than contract price. Remarks
required.
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TP>CPand CC=0 | Warning Total price at completion is
greater than contract price.
Remarks required.

TP=CPandCC=0 | OK --

CC>TP>CP OK --

CC<TP<CP Warning Total Price at completion is less
than contract price. Remarks
required.

1921-1

PEach WBS Element must have a Code

Every element must be assigned a unique WBS Element Code.

PDuplicate data should not be provided
For 2003 cost reports, there should be only one page per element. For example, an element
cannot have two recurring pages. For 2007 and 2011 reports, this rule extends to the more

general requirement that an element should not appear on the 1921-1 more than once.

PThe Program Name on the 1921-1 must match the Program Name on the Contract Plan

The 1921-1 and the contract plan must have the same program name.

PThe Approved Plan Number on the 1921-1 must match the Approved Plan Number on the

Contract Plan

The 1921-1 and the contract plan must have the same Approved Plan Number.

PThe WBS Element names must match

For a particular element code, the element name must be the same on the 1921-1 as it is on

the contract plan.

90




Tutorials

PAIl WBS Elements found on the 1921-1 must also be on the 1921 and the Contract Plan
All elements on the 1921-1 must appear on the parent 1921. In addition, all elements on the
1921-1 must be on the contract plan.

PThe 1921-1 must include required elements whose costs match those on the 1921

If the contract plan requires a WBS Element, the 1921-1 must include that element. An
exception to the rule is if the parent 1921 has zero costs. In this case, a 1921-1 need not be
provided. However, if a 1921-1 is provided, the costs between the 1921 and 1921-1 must

match (see table below).
Depending on whether a WBS Element is required or not and if the 1921-1 reports data for

that element, cPet may or may not issue a warning. Please see the chart below for areas

where cPet will provide a validation error.

Hop i021-1 reporting elemenis:

Required on | Reported | 1921 Matches | Result | cPet Description
contract blank/zere | 1921

plan

required tnissing blankizeral | -- QK --

required tnissing nof-zero! -- Eftor Eenquired reporting

element omitted from
1921-1 submmission

required reported -- matches | OK --
required reported -- doez not | error Corresponding costs on
match 1921-1 and 19271 do not
match
not required | missing -- -- QK --
not required | reported -- matches | OK --
not required | reported -- does not | error Corresponding costs on
match 1921-1 and 19271 do not
. match
1

1 Refers to the value in the Total &t Completion column

Another important validation rule that cPet uses for 2003 reports is the 95/5 Rule. If either

the Nonrecurring cost or the Recurring cost is greater than 95% of the Total cost of the 1921
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(in the At Completion columns), then the 1921-1 can report zero NonRecurring and
Recurring costs. Even if the corresponding costs on the 1921 are non-zero, the NonRecurring
and Recurring costs may be zero on the 1921-1. However, if the costs for either of these
categories is nonzero on the 1921-1, cPet must still verify that the costs match between the
1921 and the 1921-1.

PThe Quantity field must match
The Number of Units/Quantity fields must match between the 1921 and the 1921-1. When
validating this rule for 2003 documents, cPet looks at the value on the Total page alone (i.e.

the NonRecurring and Recurring pages are not validated).

Furthermore, a validation check is performed for the quantity field across pages of a 2003

1921-1. The rules are summarized below:

@If the 1921 is not present, do not validate the quantities.

@If the 1921 is present, and the 95/5 does not apply, ensure the quantities are
consistent.

@If the 1921 is present, and the 95/5 rule does apply, raise a warning only if the
Nonrecurring quantity (and/or the Recurring quantity) is not blank and is not consistent

with the Total quantity.

The table below outlines some of the possible cases:
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1921 95/5 Rule | Quantities BlankNR and | Result cPet Error Description
Present? | Applies? | Matchbetween | RecQty?
Pages?

No - -- 0K -

Yes Mo Yes OK --

Yes No Mo Yes Warning | Monrecurring/Recurring/Total
guantities do not match

Yes Mo Mo Mo Warning | Nonrecurring/Recurring/Total
guantities do not match

Yes Yes Yes OK -

Yes Yes Mo Yes OK -

Yes Yes Mo No Warning | Monrecurring/Recurring/Total
guantities do not match

PThe NonRecurring/Recurring/Total figures must sum correctly

Quantity Validation across pages of o 2003 1821-1

The figure in the NonRecurring column and the figure in the Recurring column must sum to

the figure in the Total column for each cost category. Note: This validation rule applies to
2007 and 2011 documents only.

Engineering

[1] Direct Engineeting Lakor Hours

[2] Direct Engineeting Lakor Dollars

[3] Engineeting Owethead Dollats

(4] Total Engineeting Dollars

ToDate
Monrecuring Recurring Total

PThe Group within the data column must sum correctly

At Completion

Monrecurning Recuring Tatal

The cost data in a column must sum to the total figure for each cost category (e.g. Total

Engineering Dollars).
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[1] Direct Engineering Labor Hours
[2] Direct Engineering Labor Dollars
[3] Engineering Owethead Dollars
[4] Total Engineeting Dallars

M onrecuring

Recurring Total

PThe Data columns must sum correctly

The sum of the total figures of each cost category (e.g. Total Engineering Dollars + Total

Manufacturing Dollars +...) must equal the Summary Total Cost for each column.

[1] Direct Engineeting Labor Hours
[2] Direct Engineeting Labor Dollars
[3] Engineeting Owethead Dollars
(4] Total Engineeting Dallars

(5] Direct Tooling Labar Hours

[6] Direct Tooling Labor Dollars

[¥] Direct Tooling & Equipment Dollars

[8] Direct Quality Cartral Labor Hours

[9] Direct Quality Cartral Labor Dollars

[10) Direct Marufacturing Labar Hours

[11] Direct Manufacturing Labar Dollars

[12] Marufacturing Operations Owethead Dollars
[13] Total Manufacturing Dallars

[14] Raw haterial Dollars

[15] Purchazed Parts Dollars

[16] Purchazed Equipment Dollats

[17] Material HandlingOwethead Dallars

[18] Total Direct- Reporing Subcortactor Dollars
[19) Total Matetial Dollars

[20] Chher Cozts Mot Shown Elsewhere

(1] Total Cost

Mohrecuring

Total Maonrecuring Recuring Tatal
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PThe Contractor/Subcontractor/Total figures must sum correctly

This validation rule applies to 2003 1921-1's only. For any given row, the To Date figure for
the Reporting Contractor and the Subcontractor must sum to the To Date figure in the Total
column. The same must be true for the At Completion values.

Aeporting Contractor Subcontractor Total

Hon-Recurring Costs - - -
ToDate At Completion ToDate At Completion ToDate At Completion

Enqineering
1. Direct Labor Hours

2. Direct Labor Dollars
3. Owerhead

4. hlaterial
5. Cther Direct Charges [Specify]

6. Teta Engineering Dollrs I I ]

PData in the Direct Labor Hours row, the Direct Labor Dollars row, and the Overhead row
must agree
For each cost category (e.g. Engineering, Manufacturing, etc.) and each column, the

following must be true:

1) If there is data in the "Direct Labor Hours" category for a WBS Element, then there must

be data in the "Direct Labor Dollars" category for that element (or vice versa).

2) If there is data in the "Direct Labor Dollars" category for a WBS Element, then there must

be data in the "Overhead" category for that element (or vice versa).

For 2007 and 2011 documents, these rules apply to all direct labor categories. For example, if
there is a value in the Direct Manufacturing Labor Dollars category, then there must also be a
value in the Direct Manufacturing Labor Hours category as well as the Manufacturing

Operations Overhead Dollars category.

PThe To Date figures must be less than or equal to the At Completion figures
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For a particular cost row, the To Date figure must be less than or equal to the At Completion
value for the Reporting Contractor columns, the Subcontractor columns, and the Total

columns.

To Date At Completion
Manrecurring Fecurring Tatal MHanrecurring Fecurring Tatal

Engineering

[1] Direct Engineeting Labor Hours

(2] Direct Engineeting Labor Dollars Less More
[3] Engineeting Crwerhead Dollars

(4] Total Engineering Dollars

PAIl figures must be positive

All cost and non-cost items must have positive values.

PRemarks required for reports with Total Direct-Reporting Subcontractor data

If there are costs on Line 18 "Total Direct-Reporting Subcontractor Dollars,” then an
explanation should be provided in the Remarks section. These remarks should include the
subcontractor name, city, state, and the corresponding subcontract prices for each direct
reporting subcontractor. Note that cPet does not validate whether or not there is text in the
Remarks section; rather, cPet is merely providing a warning that remarks should be provided
for this situation. Does not apply to 2003 1921-1's.

PRemarks required if Other Costs Not Shown Elsewhere are greater than or equal to x% of
Total Costs

For 2003 and 2007 reports, if the costs in Line 20 ("Other Costs Not Shown Elsewhere") are
greater than or equal to 15% of the Total Cost in Line 21, then an explanation should be
provided in the Remarks section. For 2011 reports, remarks should be provided if Line 20
costs are greater than or equal to 10% of Line 21 costs. These remarks should include
information regarding the cost composition and should identify each of the costs comprising
Line 20 as direct or overhead. Note that cPet does not validate whether or not there is text in
the Remarks section; rather, cPet is merely providing a warning that remarks should be
provided for this situation.
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1921-2

PProgram Name on 1921-2 does not match Program Name on Contract Plan

The Program Name on the 1921-2 must match the Contract Plan.

PApproved Plan on 1921-2 does not match Approved Plan on Contract Plan
The Approved Plan Number on the 1921-2 must match the Contract Plan.

PBlank WBS Element Code found for reporting elements on 1921-2
One or more WBS elements are missing a WBS element code on the 1921-2 form. View the

Reading Pane to see the corresponding element names.

PDuplicate WBS Element Code found for reporting elements on 1921-2
Duplicate WBS element codes were found to be listed more than once on the 1921-2 file.

This error may also be triggered if two different WBS elements share a single code.

PWBS Element Code not found on Contract Plan
There is WBS Element Code on the 1921-2 form that is not found on the Contract Plan.

PRequired Reporting Element omitted from 1921-2 file
A WBS element that has a requirement for 1921-2 reporting in Column 13d (1921-2) on the
Contract Plan.

PWBS Element Name does not match WBS Element Name on Contract Plan

The WBS Element Name reported on the 1921-2 does not match the Element Name on the
Contract Plan. The issue is, most likely, due to misspelling or slight modifications to the
Element Name.

PWBS Element Code from 1921-2 report not found on 1921 report
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There is WBS Element Code on the 1921-2 form that is not found on the 1921 report.

PTotal Direct Recurring Costs reported To Date on the 1921-2 do not match corresponding
Recurring Costs To Date reported on the 1921-1 Report

Total Direct Recurring Costs and Hours To Date (Column C) reported on the 1921-2 report
does not match the Total Recurring Costs and Hours To Date (Column B) reported on the
1921-1 report for the following corresponding fields: Direct Engineering Labor Hours &
Dollars, Direct Tooling Labor Hours & Dollars, Direct Quality Control Hours & Dollars,
Direct Manufacturing Hours & Dollars, Raw Materials Dollars, Purchased Parts Dollars,
Purchased Equipment Dollars, Total Direct Reporting Subcontract Dollars, Other Direct

Costs Not Shown Elsewhere.

PNegative costs found on 1921-2 report
Negative values are not permitted on the 1921-2 report unless accompanied by a comment in

the Remarks section.

PSum of reported costs and hours for Completed Units/Lots (Column(s) A) and Work in
Process (Column B) does not equal Total Direct Costs and Hours To Date (Column C)
For each row on the 1921-2 report, Columns A plus B, must equal C for both costs and

hours.

PSum of costs reported for 1921-2 functional categories does not equal Total Cost of
functional category

Line 15 (Total Direct Manufacturing Operations Dollars) must equal the sum of Lines 9, 10,
12, and 14). Line 20 (Total Direct Material Dollars) must equal the sum of Lines 16, 17, 18,
and 109.

PSum of costs reported for 1921-2 functional categories and Other Direct Costs does not

equal Total Direct Cost (Line 22)
Line 22 (Total Direct Cost) must be equal to the sum of Lines 7, 15, 20, and 21.
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PDirect Dollars reported for a 1921-2 functional category, without Direct Hours and vice
versa
For each functional category on the 1921-2 (Engineering, Tooling, Quality Control, and

Manufacturing), if hours are reported, dollars must also be reported, and vice versa.

PCost reported on the 1921-2 for Total Direct Reporting Subcontractors
If costs are reported in Line 19 (Total Direct-Reporting Subcontractor Dollars), then a
comment must be included in the Remarks section with information on the subcontractor’s

name and total dollar value of the contract.

POther Direct Costs Not Shown Elsewhere are greater than 10% of total cost (2011 Version)
or 15% (2007 Version)

If costs reported in Line 21 (Other Direct Costs Not Shown Elsewhere) pass the threshold,
then a comment in required in the Remarks section of the 1921-2 report.

1921-3 Validation Errors and Explanations

PDuplicate Sections A & B provided for Fiscal Year

The prior, current and future years must all be submitted on separate worksheets in one Excel
file. Each 1921-3 submission must contain the following: Sections A and B (Page 1) must
be completed for the Prior Year, Current Year, and at least three future years. Sections C — F
(Page 2) must only be completed once for each submission.

PSections A & B not provided for Prior Year, Current Year, and/or Previous Fiscal Year
Sections A and B (Page 1) must be completed for the Prior Year, Current Year, and at least

three future years.

PReported figure is negative
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All costs and hours must be reported in thousands, rounded to the nearest tenth. If costs or

hours are negative, there must be an explanation in the Remarks section.

PCosts for other efforts are greater than or equal to 15% of Total Cost
Lines 11 (Other DoD Effort), 12 (Other Government Effort), or 13 (Commercial Effort) that
equal 15% or more of the total dollars or hours in Line 14 (Total Direct Costs and Hours

Base), details of the composition of these lines must be provided in the Remarks section.

PLine 14 (Total Direct Costs and Hours Base) does not equal the sum of Lines 1-13
Line 14 must be the sum of all costs or hours reported for that column in Lines 1 — 13. This

must be provided in Line 14 in Columns f, g, i, j, k, m, and n.

PLine 14a (Total Direct Workers) not reported

Line 14a must be the average number of employees in the FPR unit for each year reporting.
The average is the sum of the employees at the end of each month divided by the number of
months being reported. The total direct workers must include all direct workers in the FPR

unit and may not equal the sum of the rows.

PCosts reported for Other functional category
If the contractor reports cost, hours or manpower for an additional functional category in
Columns I, m, or n, the other functional cost categories must be identified in the Remarks

section.

PCosts reported for Other Miscellaneous are greater than or equal to 15% of Total Cost

If reported costs or hours in Line 25 (Other Miscellaneous) in Columns p, q, s, t, u, w, X, Y, or
z are more than 15% of the hour or dollar totals provided in Lines 27 or 28, details on the

composition of Line 25 (Other Miscellaneous) must be provided in the Remarks section.

PTotal Indirect Costs and Hours do not equal the sum of costs or hours reported
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Line 27 (Total Indirect Costs and Hours) must equal the sum of all costs or hours reported for
that column in Lines 15 — 26. This must be provided in Line 27 in Columns p, q, s, t, u, w,

and x. cPet should classify this as an error.

PTotal G&A Costs and Hours do not equal the sum of costs or hours reported
Line 28 (Total G&A Costs and Hours) must equal the sum of lines 15 — 26 in Columns y and

Z.

PIndirect/Direct Cost Rate does not match calculated cost rate

Line 29 is calculated by dividing the indirect costs in Line 27 (Total Indirect Cost and Hours)
by the direct costs in Line 14 (Total Direct Cost and Hours). If the calculated number is
different from the contractor calculated rate, which may have applied another methodology
for calculating indirect rates, then cPet will provide a “warning” and the contractor must

provide the methodology used and calculations in the Remarks section.

PG&A Rate/Direct + Indirect does not match calculated cost rate

Line 30 is calculated in Column Y by dividing the G&A costs in Line 28 in Column y by the
total direct (Line 14, Columns f, I, k, and m) and indirect costs (Line 27, Columns p, s, u, and
w). The contractor is permitted to calculate G&A using a different methodology, if they
provide the method and calculation in the Remarks section.

PTotal FPR Unit Revenue not reported

Section E (Total FPR Unit Revenue Sales) should exceed costs--if applicable, for a certain
fiscal year. By taking the sum of all direct (Section A, Line 14, Columns f, I, k, and m) and
indirect (Section B, Line 27, Columns p, s, u, and w, Line 28, Column Y) costs from the page
1 for the prior or current year, and checking that the sum of all costs on page 1 does not
exceed FPR Unit Revenue for the prior or current year. Thus, if a large loss is reported, the
contractor could be asked to ensure this is correct and to provide an explanation in the

Remarks section.
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PDollars reported without associated Hours, Hours reported without associated Dollars
If labor dollars are reported, then labor hours must also be reported. If labor hours are

reported, then labor hours must also be reported.

PHours reported without associated Workers, Workers reported without associated Hours
If workers are reported, then labor hours must also be reported. If labor hours are reported,

then workers must also be reported.

PReported hours per worker are greater than 2,500

If the number of workers is divided by the number of hours, and the number of hours per
employee is greater than 2500 per year, cPet will generate a warning. An explanation in the
Remarks section should be included.

PReported Dollars per Hour are greater than 1,000
If the calculated labor rate exceeds $1,000/hour, cPet will generate a warning. If the rate is
correct, the contractor should include an explanation in the Remarks section.

PReported Hours per Worker are greater than 10,000
If the calculated hours per worker exceed 10,000 hours, cPet will generate a warning. If the
figure is correct, the contractor should include a comment in the Remarks section.

PLabor rates from Section D do not match labor costs from Sections A
The labor rates reported in Section D (Direct Labor Rates) should be the same as labor costs
reported in Section A (Direct Cost Categories). If not, cPet will generate a warning and the

contractor should include an explanation in the Remarks section.
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3.1 1921 BASIC INFO DIALOG
The DD Form 1921, "Cost Data Summary Report,” provides cost data from contractors for

both recurring and nonrecurring costs. The Basic Info window displays the information
relevant to the contractor and the associated contract plan. Four pages outline the header
information found on the DD 1921, and a brief description of each is provided below. Please
click a link below to view information pertaining to the appropriate version of the document

and the desired page number.

2003 DID 2007 DID 2011 DID
Page 1 Page 1 Page 1
Page 2 Page 2 Page 2
Page 3 Page 3 Page 3
Page 4 Page 4 Page 4
2003 DID
Page 1

The DD 1921 shares the same Program Name (Item 1a) as the program plan and contract
plan.

The Approved Plan Number (Item 1b) is the number assigned to the contract plan or
subcontract plan for which the data are reported.

The Dollars In field (Item 2) represents the units of the cost data. The Dollars In is typically
in thousands of dollars.

The Type Action (Item 3) is either Contract, RFP, or Program Estimate. Choosing one of
these radio buttons causes different fields to be displayed.
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If the Type Action is Contract, enter the Contract Number and the Latest Amendment
Number of the contract plan for which the data are reported.

Page 2

The Appropriation (Item 4) refers to the contract funding: either RDT&E (Research,
Development, Test, and Evaluation) or Procurement. If the funding is neither RDT&E nor
Procurement, click "Other" and type details of the funding in the text field to the right.

Click Multi-Year Contract if the contract is funded for several fiscal years.

The Report As Of (Item 5) is the date of the submission event for which the data are
reported. This date follows the MM/DD/YY format.

The Contract Price Estimate (Item 9) is the cost of the contract through the Report Date.
Enter the Contract Ceiling (Item 10) for the contract.

The Contractor Type (Item 11a) is either Prime or Associate, or Subcontractor depending
on the contract plan associated with the 1921.

Page 3

The Contractor Name and Address (Item 11b) is the contact information for the (prime or
sub) contractor.

The Customer Name (ltem 12) is the name of the prime contractor responsible for the
subcontractor. Leave blank if the report is submitted by the prime contractor.

The Point of Contact Information, i.e. the POC Name (Item 14a), Department (Item 14b),
E-mail (Item 14d), and Phone/Fax (ltems 14c and 14e), is the contact information for the
individual who prepared the report.

Page 4

The Remarks (Item 13) section provides an area for any other information that might be
relevant to the data or the report in general.

2007 DID

Page 1
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The DD 1921 shares the same Program Name as the program plan and contract plan. The
name corresponds to Item 1a "MDAP" of the DD Form 1921.

The Phase (Item 1b) is one of the following four:
A (Technology development)
B (System Development and Demonstration)
LRIP (Low-rate Initial Production)
Production (Full-rate Production)

The Prime Mission Product (Item 2) is the military designation or the type of product.

The Contractor Type (Item 3) is either Prime/Associate, or Subcontractor depending on the
contract plan associated with the 1921.

The Contractor Name and Address (Item 4) is the contact information for the (prime or
sub) contractor.

The Customer Name (ltem 6) is the name of the prime contractor responsible for the
subcontractor. Leave blank if the report is prepared by the prime contractor.

Page 2

The Contract Type (Item 7) must be one of the following nineteen:
CS - Cost Sharing
CPAF - Cost Plus Award Fee
CPFF - Cost Plus Fixed Fee
CPIF - Cost Plus Incentive Fee
CPIF(PI) - Cost Plus Incentive Fee (With Performance Incentives)
FFP - Firm Fixed Price
FPIF - Fixed Price Incentive, Firm Target
FPIST - Fixed Price Incentive, Successive Targets
FPIST(PI) - Fixed Price Incentive, Successive Targets (With Performance
Incentive)
FPIFT(PI) - Fixed Price Incentive, Firm Target (With Performance Incentive)
FPAF - Fixed Price Award Fee
FP/EPA - Fixed Price with Economic Price Adjustment
FP/PPR - Fixed Price with Prospective Price Redetermination
FP/RPR - Fixed Ceiling Price with Retroactive Price Redetermination
FFP/LOET - Firm Fixed Price, Level of Effort Term
LC - Letter Contract and Undefinitized Contractual Action (UCA)
OC - Other Contracts
MC - Contracts with multiple Contract Types by Contract Line Item Numbers
(CLINS)
NA - Not Applicable
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The Contract Price (Item 8) is the cost of the contract through the Report Date.
Enter the Contract Ceiling (Item 9) for the contract.

The Type Action block corresponds to Item 10 on the DD 1921. The Contract Number
(Item 10a) is that of the associated contract plan. The Latest Modification (Item 10b) is the
number of the most recent contract modification. The Solicitation Number (Iltem 10c) is
used for data relating to a solicitation according to the Defense Federal Acquisition
Regulation Supplement (DFARS) 215.403-5. The Name (Item 10d) corresponds to that of
the associated contract plan.

The Appropriation (Item 12) is either RDT&E (Research, Development, Test and
Evaluation), Procurement, or O&M (Operating and Maintenance). The Appropriation
represents the contract funding. If the funding comes from multiple sources, check the
appropriate boxes and note the percentage breakdown in the remarks section of Page 4.

The Start Date (Item 11a) and End Date (Item 11b) correspond to the time frame of the
Period of Performance. The dates must be entered in YYYYMMDD format in order to
import correctly into cPet.

Page 3

The Report Cycle (Item 13) is either Initial, Interim, or Final. The Initial Report represents
the groundwork for the 1921 and serves the purpose of presenting the data in accordance
with the Data Item Description. The Interim Report is any report submitted between the
Initial and Final stages. The Final Report represents the complete 1921 report.

The Approved Plan Number (Iltem 5) is the number assigned to the contract plan or
subcontract plan.

The Submission Number (Item 14) is the submission event number for which the data are
reported.

The Resubmission Number (Item 15) represents the number of times the DD 1921 has been
submitted. The original submission is marked by "0," and the first resubmission by "2."

The Report As Of (Item 16) is the date of the submission event for which the data are
reported. The date must be entered in YYYYMMDD format in order to import correctly into
cPet.

The Point of Contact Information, i.e. the Name (Item 17), Department (Item 18), E-mail
(Item 20), and Phone (Item 19), is the contact information for the individual who prepared
the report. The Date Prepared (Item 21) is the date corresponding to the 1921. The date
must be entered in YYYYMMDD format in order to import correctly into cPet.
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Page 4

The Remarks (Item 22) section provides an area for any other information that might be
relevant to the data or the report in general.

2011 DID

Page 1

The DD 1921 shares the same Program Name as the program plan and contract plan. The
name corresponds to Item 1a "Major Program” of the DD Form 1921.

The Phase (Item 1b) is one of the following four:
Pre-A (Material Solution Analysis)
A (Technology development)
B (Engineering and Manufacturing Development)
C-LRIP (Low-Rate Initial Production)
C-FRP (Production and Deployment - Full-rate Production)
O&S (Operations and Support)

The Approved Plan Number (Iltem 5) is the number assigned to the contract plan or
subcontract plan.

The Submission Number (Iltem 14) is the submission event number for which the data are
reported.

The Resubmission Number (Item 15) represents the number of times the DD 1921 has been
submitted. The original submission is marked by "0," and the first resubmission by "2."

The Report As Of (Item 16) is the date of the submission event for which the data are
reported. The date must be entered in YYYYMMDD format in order to import correctly into
cPet.

The Report Cycle (Item 13) is either Initial, Interim, or Final. The Initial Report represents
the groundwork for the 1921 and serves the purpose of presenting the data in accordance
with the Data Item Description. The Interim Report is any report submitted between the
Initial and Final stages. The Final Report represents the complete 1921 report.

The Point of Contact Information, i.e. the Name (Item 17), Department (Item 18), E-mail
(Item 20), and Phone (Item 19), is the contact information for the individual who prepared

the report. The Date Prepared (Item 21) is the date corresponding to the 1921. The date
must be entered in YYYYMMDD format in order to import correctly into cPet.

Page 2
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The Reporting Organization Type (Item 3) is either Prime/Associate Contractor, or Direct-
Reporting Subcontractor, or Government depending on the contract plan associated with the
1921.

The Performing Organization Name and Address (Item 4a) is the contact information for
the (prime or sub) contractor.

The Division Name and Address (Item 4b) displays the name of the contractor division and
location.

The Customer Name (ltem 6) is the name of the prime contractor responsible for the
subcontractor. Leave blank if the report is prepared by the prime contractor.

Page 3
The Contract Type (Item 7) must be one of the following nineteen:
CS - Cost Sharing
CPAF - Cost Plus Award Fee
CPFF - Cost Plus Fixed Fee
CPIF - Cost Plus Incentive Fee
CPIF(PI) - Cost Plus Incentive Fee (With Performance Incentives)
FFP - Firm Fixed Price
FPIF - Fixed Price Incentive, Firm Target
FPIST - Fixed Price Incentive, Successive Targets
FPIST(PI) - Fixed Price Incentive, Successive Targets (With Performance
Incentive)
FPIFT(PI) - Fixed Price Incentive, Firm Target (With Performance Incentive)
FPAF - Fixed Price Award Fee
FP/EPA - Fixed Price with Economic Price Adjustment
FP/PPR - Fixed Price with Prospective Price Redetermination
FP/RPR - Fixed Ceiling Price with Retroactive Price Redetermination
FFP/LOET - Firm Fixed Price, Level of Effort Term
LC - Letter Contract and Undefinitized Contractual Action (UCA)
TM - Time and Materials
OC - Other Contracts
MC - Contracts with multiple Contract Types by Contract Line Item Numbers
(CLINS)
NA - Not Applicable

The Contract Price (Item 8) is the cost of the contract through the Report Date.
Enter the Contract Ceiling (Item 9) for the contract.
The Type Action block corresponds to Item 10 on the DD 1921. The Contract Number

(Item 10a) is that of the associated contract plan. The Latest Modification (Iltem 10b) is the
number of the most recent contract modification. The Solicitation Number (Iltem 10c) is
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used for data relating to a solicitation according to the Defense Federal Acquisition
Regulation Supplement (DFARS) 215.403-5. The Name (Item 10d) corresponds to that of
the associated contract plan. The Order/Lot Number (Item 10e) field contains (if
applicable) the task order (TO), delivery order (DO), or Lot Number (Lot), followed by the
number.

The Appropriation (Item 12) is either RDT&E (Research, Development, Test and
Evaluation), Procurement, or O&M (Operating and Maintenance). The Appropriation
represents the contract funding. If the funding comes from multiple sources, check the
appropriate boxes and note the percentage breakdown in the remarks section of Page 4.

The Start Date (Item 11a) and End Date (Item 11b) correspond to the time frame of the
Period of Performance. The dates must be entered in YYYYMMDD format in Excel in
order to import correctly into cPet.

Page 4
The Remarks (ltem 22) section provides an area for any other information that might be
relevant to the data or the report in general.

For a more detailed explanation of the header fields, see the following Data Item
Descriptions:

2007 DD Form 1921-2 Data Item Description
2011 DD Form 1921-2 Data Item Description

3.2 1921 COST DATA

The Cost Data dialog can be reached by selecting the 1921 and clicking the % icon.
The Contract Line Item (found only on 2003 1921s) corresponds to a particular WBS
Element.

The Reporting Elements correspond to the WBS Elements on the 1921. These elements
should match the affiliated contract plan's WBS elements where a 1921 is required.

The WBS Element Code corresponds to the code of that element on the contract plan.
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The Number of Units To Date/At Completion represents the total units. On 2003 1921s,
the units are formatted as xx/xx, where the first number is the units produced and given to the
government. The second number is the units that the contractor will use when carrying out
the contract. For 2007 1921s, see the 2007 DID for calculating the number of units.

The Costs Incurred To Date and At Completion are subdivided into three categories:
Nonrecurring costs, Recurring costs, and Total costs. For each WBS element, the
Nonrecurring and Recurring figures must sum to the Total figure. Furthermore, the costs for
children elements must sum correctly to the cost of the parent element. The cost To Date
must be less than or equal to the cost At Completion. For a complete list of requirements
pertaining to the cost data, see Validation Rules.

@ Tip: For more information, see the 2007 DID and 2011 DID.

Use the following icons when importing or exporting cost data (Note: This feature is useful
when creating a new 1921). This feature is only available for 2003 and 2007 1921's.

A Create an Excel template file based on the WBS elements and the cost columns (e.g.
Nonrecurring To Date)

E) Export the cost data to the template file that was created using the icon above

2 Import cost data into cPet from a template file

3.3 1921 COST REPORT COMPARISON
This dialog appears after an "Earlier” 1921 and a "Later" 1921 have been chosen through the

Select Reports to Compare dialog.

The Comparison Options are displayed at the top, followed by the cost data.

The WBS Tracking legend indicates which WBS elements appear on the Earlier report, the
Later report, and the contract plan (the "Reference™). If the triangle icon («or *) is shaded,
then the WBS element appears on the report (Earlier or Later, respectively). For example, the
symbol " *** " indicates that the WBS item is found on the Earlier report but not the Later.
The shaded rectangle in the center indicates that the element appears on the contract plan. If
the triangle/rectangle is not shaded, then the WBS element is not present on that report/plan.
In the example above, the right arrow is not shaded. Thus the WBS element does not appear
on the Later report.
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The gray areas in the cost data ( ) reinforce the WBS Tracking symbols; the WBS
element may not appear on one or more report.

@ Tip: It may be easier to see where data is missing from a report if you choose Group for
the Arrangement under the Column Options (see below).

Uncheck Show Reference WBS if you do not wish to see elements appearing on either
report, only the contract plan.

A WBS element with a hyperlink indicates that there is a mismatch between the element

names. Click on the hyperlink to understand this mismatch in the WBS Naming

Discrepancies dialog. The element name may be different between the contract plan, the

Earlier Report, and/or the Later Report.

Different columns/rows of data will be displayed depending on specified options. For
instance, you can check which columns to show (# of Units, Nonrecurring, Recurring, and
Total for both To Date and At Completion).

— Columns
To Date & Completion
# of Units # of Unitz
Monrecuring Monrecurring
Recuring Recuring
Tatal Tatal

N /

Check which columns to display

The Columns Options allows you to change the column colors and group the columns in

different arrangements.
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Colurmn O ptiohs
Choose "Group" to group the
Earlier columns together and the
Ehange the column color — ,&ppea[ance: {::l Calar l:?;l Black & white Later columns thEthEr. Choose
"Interleave" to arrange the
“*—Earlier columns next to the Later
[] 5how difference columns columns. For example, "Earlier
To Date Total" will appear next
to "Later To Date Total."

Arrangement;. () Group () Interleave

Check "Show difference columns" to display the delta
between the Earlier and Later columns

You can select how Anomalies are displayed. cPet will indicate an anomaly if the cost from
the Earlier report is greater than the cost from the Later Report. For instance, if the Earlier To
Date Recurring is $2,000 and the Later To Date Recurring is $1,000 for a particular WBS
element, then those costs will be highlighted pink as long as "Highlight anomalies” is
checked.

Anomalies

If the cost from the Earlier report

is greater than the cost from the o i

Later report, these anomalies will —# [ Highlight anomalies Only rows with anomalies
be highlighted pink [] Show enly WBS elements with anomalies ~— will be displayed

[ Show only columnz with anomalies

|

Only columns with anomalies will be displayed

34 1921 VALIDATION RESULTS

The Validation Results dialog appears immediately after validating an individual document

or after running the Validation Wizard. The data is grouped in two categories: 1921 vs
Contract Plan and 1921 Internal. The first category contains a list of problems with the cost
data on the 1921 as compared to the contract plan's WBS Editor. The second category

contains numeric checks on the 1921 itself.

The dialog is laid out in three columns: The Location, Description, and Error Magnitude:
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The Location column displays the validated item. Each item is marked with either a Warning

( &s) or an error (J) depending on the severity. The categories which contain no

problems are marked by ‘@

The Description column lists the type of error found. Click on an error to view the

associated details in the Reading Pane at the bottom of the window. You can hide this

Reading Pane by clicking the = icon at the top of the dialog.
The Error Magnitude represents the difference between related costs.

@ Tip: For these numeric validations, only the error with the greatest magnitude will be
reported for each WBS Element. In fixing the major error, many smaller errors will most

likely be fixed as well.

Click the Filter icon "= to sort the validation results by Location or by Error Magnitude.
Results are listed by Location by default, which means that within each category (1921 vs
Contract Plan and 1921 Internal), the errors appear in the order of the elements on the Excel
file. If you choose to sort by Error Magnitude, then the numeric errors will be listed with the

error of largest magnitude first. Click Hide Warnings to hide the warnings (i\.) and only

display the errors ( J).

The information found in the Validation Results can be exported to Excel by clicking =l

The following table lists some possible errors that may occur when validating a 1921.
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Validation Results for DD Form 1921

Error

Description

1921 vs Contract Plan

D Blank WBS Element Code found for reporting

elements from 1921

One or more WBS elements do not have an
element code on the 1921. View the Reading Pane
to see the corresponding element names. This error
may occur because a summary element (which
does not have a code) was misspelled, causing
cPet to not recognize the element as a summary
item. Check the 1921 Basic Info to see if cPet

tagged the item with a flag (indicating summary
element status).

9 Redundant data provided for reporting element
from 1921

There is excessive data for a particular WBS
Element. This error may occur because an element
is listed on more than one sheet of the Excel file.
This error may also be triggered because two

different WBS Element names share a single code.

% Required reporting element omitted from 1921

A WBS Element that is required by the contract
plan is not found on the 1921.

&Program Name on 1921 does not match
Program Name on Contract Plan.

The Program Name should be the same on the
1921 as on the parent contract plan.

&Approved Plan Number on 1921 does not

match Approved Plan Number on Contract Plan.

The Approved Plan Number should be the same
on the 1921 as on the parent contract plan.

&Required reporting element from 1921 reports

zero cost for Total At Completion

A WBS Element that is required by the contract
plan reports no costs in the Total At Completion
column of the 1921. All required elements must

have costs.

&Non-required reporting element from 1921

A WBS Element that is not required by the

contract plan reports non-zero costs on the 1921.
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Although the WBS of the 1921 should match that
of the contract plan, the costs should be zero for

non-required elements.

&Reporting element from 1921 not found on
Contract Plan

There is an element on the 1921 that is not found
on the contract plan's WBS Editor. cPet bases this
validation check on the element code (as opposed

to the element name).

&WBS Element Name on 1921 does not match
WABS Element Name on Contract Plan

The WBS element name on the contract plan is not
the same as that on the 1921 for a particular WBS
element code. This problem is most likely due to

misspelling or slight modifications to the name.

1921 Internal

D child elements do not sum to parent element

correctly

The cost of a parent element must equal the sum
of the cost of all the children elements for each
cost column (i.e. To Date Non-Recurring). The
Reading Pane lists the relevant cost column as
well as the calculate value, reported value, and the
difference between the two. The reported value is
the figure listed on the 1921. The calculated value
is the sum of the children elements, which is a sum
among all the worksheets of the 1921. Differences
within 0.2 digits (disregarding the units) are not
considered errors. See Validation Rules for more

information.

*JNonRecurring/Recurring/TotaI figures do not

sum correctly

The Total must equal the sum of the Non-
Recurring and Recurring figures for a particular
WABS element. The error details show whether the
problem occurs in the To Date or At Completion

column. The calculated value, the reported value,
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and the difference between the two are also listed.

See Validation Rules for more information.

J Systems Engineering/Program Management

reports zero cost at completion

The Systems Engineering/Program Management
WBS element must have a non-zero Total At

Completion cost.

JSummary elements do not sum correctly

Certain rules must be followed when summing

summary elements. Please see Validation Rules

for a detailed list of which elements are supposed

to sum.

J Reporting Contractor G&A reports zero cost at

completion

There should be a cost in the Total At Completion
column for the summary element "Reporting
Contractor G&A."

J Reporting Contractor Profit/Loss or Fee reports

zero cost at completion

There should be a cost in the Total At Completion
column for the summary element "Reporting

Contractor Profit/Loss or Fee."

JReporting Contractor FCCM reports zero cost

at completion

The summary element "Reporting Contractor
FCCM"
Completion cost.

must have a non-zero Total At

J Report marked Final, but Reporting Contractor
Undistributed Budget does not report zero cost at

completion (does not apply to 2003 1921's)

If the Report Cycle on the 1921 Basic Info is
marked as "Final," then the summary element
"Reporting Contractor Undistributed Budget"

Total At Completion cost must be zero.

J Report marked Final, but Reporting Contractor
Management Reserve does not report zero cost at
completion (does not apply to 2003 1921's)

If the Report Cycle on the 1921 Basic Info is
marked as "Final,"” then the summary element
Reserve"

"Reporting Contractor Management

Total At Completion cost must be zero.

JReport marked Final, but total price to date is
less than 95% of total price at completion (does
not apply to 2003 1921's)

If the Report Cycle on the 1921 Basic Info is
marked as "Final,"” then the summary element

"Total Price" Total To Date cost must be at least
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95% of the Total At Completion cost.

JReport marked Final, but root element cost to
date is less than 95% of cost at completion (does
not apply to 2003 1921's)

If the Report Cycle on the 1921 Basic Info is
marked as "Final," then the root element (e.g. top
level element) To Date cost must be at least 95%
of the At Completion cost. This rule applies to
Nonrecurring, Recurring, and Total costs.

/A Could not interpret contract price

The contract price is a field in the Basic Info of the
1921. The contract price must be a number, empty,
or "N/A."

/A Could not interpret contract ceiling

The contract ceiling is a field in the Basic Info of
the 1921. The contract ceiling must be a number,
empty, or "N/A."

&Reported figure is negative

All figures must have positive values.

M To Date figure is greater than At Completion
figure

The To Date cost must be less than or equal to the
At Completion cost for a given element and
column (Non-Recurring, Recurring, or Total). See

Validation Rules for more information.

M Total price at completion is less/greater than

contract price. Remarks required

The Total Price at Completion should equal the
Contract Price. However, if the Contract Ceiling is
provided, then the Total Price should be between
the Contract Price and Contract Ceiling. If neither
of these scenarios is true, then Remarks should be

reported.

3.5 1921-1 BASIC INFO DIALOG

The DD Form 1921-1, "Functional Cost-Hour Report," provides cost data on both recurring

and nonrecurring costs organized by functional category. The Basic Information window

displays the metadata pertaining to the contractor and the report. Several pages outline the

header information found on the DD 1921-1, and a brief description of each is provided
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below. Please click a link below to view information pertaining to the appropriate version of

the document and the desired page number.

2003 DID 2007 DID 2011 DID
Page 1 Page 1 Page 1
Page 2 Page 2 Page 2
Page 3 Page 3
2003 DID
Page 1

The DD 1921-1 shares the same Program Name (Item 1a) as the program plan and contract
plan. This is also the same name as on the parent 1921.

The Approved Plan Number (ltem 1b) is the number assigned to the contract plan or
subcontract plan for which the data are reported.

The Report As Of (Item 2) is the date of the submission event for which the data are
reported. This date follows the MM/DD/YY format.

The FY Funded field (Item 3) corresponds to the fiscal year of the data.

The Dollars In field (Item 5) represents the units of the cost data. The Dollars In is typically
in thousands of dollars.

The Hours In field (Item 6) represents the units of the labor hours of the cost data. The
Hours In is typically in thousands of hours.

The Reporting Contractor information (Item 4b) pertains to the POC name and address of
the contractor reporting the data.

The Type Action (Item 10) is either Contract, RFP, or Program Estimate. Choosing one
of these radio buttons causes different fields to be displayed.
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If the data are reported based on a contract estimate, the Type Action is Contract. Enter
the Contract Number and the Latest Amendment Number of the contract plan for
which the data are reported.

If the data are reported based on a Request for Proposal, the Type Action is RFP. Enter
the RFP Number.

If the data are reported based on a program estimate, the Type Action is Program
Estimate. Enter the Estimate.

The Appropriation (Item 16) refers to the contract funding: either RDT&E (Research,
Development, Test, and Evaluation) or Procurement.

Page 2

The Contractor Type (Item 4a) is either Prime or Associate, Subcontractor, or Subcontract
(By Reporting Contractor) depending on the contract plan associated with the 1921-1. The
Subcontract option is for a prime contractor who is preparing data in place of nonreporting
subcontractors. Different fields appear depending on which contractor type is selected.

For Prime or Associate contractors, there are no additional fields.

For Subcontractors, enter the name of the Prime Contractor (i.e. the Customer; ltem
7a) and the Contract Number of the prime contract plan.

For the Subcontract (By Reporting Contractor) type, enter the Subcontractor Name
(Item 7b) and Address (Item 4b). Enter the Number of Reporting Subcontractors
(Item 9) if there are subcontractors with CCDR reporting requirements. Enter the
Subcontract Number (Item 8) for any subcontract plans that have CCDR requirements.
Click Add to enter the subcontract number, and click Delete to remove the entry.

Click Multi-Year Contract (Item 11) if the contract is funded from several fiscal years. For
such contracts, enter all the fiscal years and click Add for each. Click Delete to remove any

entries. If, on the other hand, the funding is from just one fiscal year, do not check Multi-
Year Contract. In this case, enter the single fiscal year and click Add.

2007 DID
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Page 1

The DD 1921-1 shares the same Program Name as the program plan and contract plan for
which the form is imported against. This is also the same name as the parent 1921. The
program name corresponds to Item 1la "MDAP" of the DD Form 1921-1.

The Phase (Item 1b) is one of the following four:
A (Technology development)
B (System Development and Demonstration)
LRIP (Low-rate Initial Production)
Production (Full-rate Production)

The Prime Mission Product (Item 2) is the military designation or the type of product.

The Contractor Type (Item 3) is either Prime or Associate, or Subcontractor depending on
the contract plan associated with the 1921-1.

The Contractor Name and Address (Item 4) is the contact information for the (prime or
sub) contractor.

The Customer Name (Item 6) is the name of the prime contractor responsible for the
subcontractor. Leave blank if the report is prepared by the prime contractor.

Page 2

The Type Action block corresponds to Item 7 on the DD 1921. The Contract Number (Iltem
7a) is that of the prime contract plan. The Latest Modification (Item 7b) is the number of the
most recent contract modification. The Solicitation Number (Iltem 7c) is used for data
relating to a solicitation according to the Defense Federal Acquisition Regulation
Supplement (DFARS) 215.403-5. The Name (Item 7d) corresponds to that of the prime
contract plan.

The Appropriation (Item 21) is either RDT&E (Research, Development, Test and
Evaluation), Procurement, or O&M (Operating and Maintenance). The Appropriation
represents the funding of the WBS element. If the funding comes from multiple sources,
check the appropriate boxes.
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The Start Date (Item 8a) and End Date (Item 8b) correspond to the time frame of the
Period of Performance. The dates must be entered in YYYYMMDD format in Excel in
order to import correctly into cPet.

Page 3

The Report Cycle (Item 9) is either Initial, Interim, or Final. The Initial Report represents
the groundwork for the 1921-1 and serves the purpose of presenting the data in accordance
with the Data Item Description. The Interim Report is any report submitted between the
Initial and Final stages. The Final Report represents the complete 1921-1 report.

The Approved Plan Number (Iltem 5) is the number assigned to the contract plan or
subcontract plan.

The Submission Number (Item 10) is the submission event number for which the data are
reported.

The Resubmission Number (Item 11) represents the number of times the DD 1921-1 has
been submitted. The original submission is marked by "0," and the first resubmission by "2."

The Report As Of (Item 12) is the date of the submission event for which the data are
reported. The date must be entered in YYYYMMDD format in order to import correctly into
cPet.

The Point of Contact Information, i.e. the Name (Item 13), Department (Item 14), E-mail
(Item 16), and Phone (Item 15), is the contact information for the individual who prepared
the report. The Date Prepared (Item 17) is the date corresponding to the 1921-1. The date
must be entered in YYYYMMDD format in Excel in order to import correctly into cPet.

2011 DID

Page 1

The DD 1921-1 shares the same Program Name as the program plan and contract plan for
which the form is imported against. This is also the same name as the parent 1921. The
program name corresponds to Item 1a "MDAP" of the DD Form 1921-1.

The Phase (Item 1b) is one of the following four:
Pre-A (Material Solution Analysis)
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A (Technology development)

B (Engineering and Manufacturing Development)

C-LRIP (Low-Rate Initial Production)

C-FRP (Production and Deployment - Full-rate Production)
O&S (Operations and Support)

The Prime Mission Product (Item 2) is the military designation or the type of product.

The Approved Plan Number (Iltem 5) is the number assigned to the contract plan or
subcontract plan.

The Submission Number (Item 10) is the submission event number for which the data are
reported.

The Resubmission Number (Item 11) represents the number of times the DD 1921-1 has
been submitted. The original submission is marked by "0," and the first resubmission by "2."

The Report As Of (Iltem 12) is the date of the submission event for which the data are
reported. The date must be entered in YYYYMMDD format in Excel in order to import
correctly into cPet.

The Report Cycle (Item 9) is either Initial, Interim, or Final. The Initial Report represents
the groundwork for the 1921-1 and serves the purpose of presenting the data in accordance
with the Data Item Description. The Interim Report is any report submitted between the
Initial and Final stages. The Final Report represents the complete 1921-1 report.

The Point of Contact Information, i.e. the Name (Item 13), Department (Item 14), E-mail
(Item 16), and Phone (Item 15), is the contact information for the individual who prepared
the report. The Date Prepared (Item 17) is the date corresponding to the 1921-1. The date
must be entered in YYYYMMDD format in Excel in order to import correctly into cPet.

Page 2
The Reporting Organization Type (Item 3) is either Prime/Associate Contractor, or Direct-
Reporting Subcontractor, or Government depending on the contract plan associated with the
1921-1.

The Performing Organization Name and Address (Item 4a) is the contact information for
the (prime or sub) contractor.
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The Division Name and Address (Item 4b) displays the name of the contractor division and
location.

The Customer Name (ltem 6) is the name of the prime contractor responsible for the
subcontractor. Leave blank if the report is prepared by the prime contractor.

Page 3

The Type Action block corresponds to Item 7 on the DD 1921-1. The Contract Number
(Item 7a) is that of the associated contract plan. The Latest Modification (Item 7b) is the
number of the most recent contract modification. The Solicitation Number (Item 7c) is used
for data relating to a solicitation according to the Defense Federal Acquisition Regulation
Supplement (DFARS) 215.403-5. The Name (Item 7d) corresponds to that of the associated
contract plan. The Order/Lot Number (Item 7e) field contains (if applicable) the task order
(TO), delivery order (DO), or Lot Number (Lot), followed by the number.

The Appropriation (Item 21) is either RDT&E (Research, Development, Test and
Evaluation), Procurement, or O&M (Operating and Maintenance). The Appropriation
represents the contract funding. If the funding comes from multiple sources, check the
appropriate boxes.

The Start Date (Item 8a) and End Date (Item 8b) correspond to the time frame of the
Period of Performance. The dates must be entered in YYYYMMDD format in Excel in
order to import correctly into cPet.

For a more detailed explanation of the header fields, see the following Data Item
Descriptions:

2007 DD Form 1921-2 Data Item Description
2011 DD Form 1921-2 Data Item Description

3.6 1921-1 COST DATA

The Cost Data dialog can be reached by selecting the 1921-1 and clicking the % icon.
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The WBS Element names and item numbers correspond to those on the 1921-1. These
elements should match the affiliated contract plan's WBS elements where a 1921-1 is

required.

The 1921-1 cost data for the 2003 version is presented in a slightly different format than for
the 2007 and 2011 version. However, for both, there is a separate sheet of data for each WBS
Element.

For the 2003 version, click on a Cost Type (NonRecurring, Recurring, or Total) radio
button to view the data for each. The cost categories (Engineering through Total Cost) are
listed in the shaded area. The columns are arranged by Reporting Contractor,
Subcontractor, and the Total of the two, including both To Date figures and At

Completion figures.

For the 2007 and 2011 version, all the data for a particular element is listed on a single sheet.
The cost categories are again listed in the shaded area. However, the columns are arranged by
To Date figures and At Completion figures, each including the Nonrecurring, Recurring,

and Total values.

Note that the Quantity field is at the top of each page for the 2003 version. Equivalently, the
Number of Units field is at the top of the 2007 and 2011 versions.

@ Tip: For more information on what the fields signify, see the 2007 DID and 2011 DID.

@ Tip: For information on the requirements that the data figures must satisfy, see the

Validation Rules.

Use the following icons when importing or exporting cost data (Note: This feature is useful

when creating a new 1921-1). This feature is only available for the 2003 and 2007 versions.
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A Create an Excel template file based on the WBS elements, cost categories (e.g.

Engineering), and cost types (e.g. NonRecurring Reporting Contractor To Date)
) Export the cost data to the template file that was created using the icon above

E Import cost data into cPet from a template file

3.7 1921-1 COST REPORT COMPARISON
This dialog appears after an "Earlier” 1921-1 and a "Later" 1921-1 have been chosen through

the Select Reports to Compare dialog.

The Comparison Options are displayed at the top, followed by the cost data.

The WBS Tracking legend indicates which WBS elements appear on the Earlier report, the
Later report, and the contract plan (the "Reference™). If the triangle icon («or *) is shaded,
then the WBS element appears on the report (Earlier or Later, respectively). For example, the
symbol " *** " indicates that the WBS item is found on the Earlier report but not the Later.
The shaded rectangle in the center indicates that the element appears on the contract plan. If
the triangle/rectangle is not shaded, then the WBS element is not present on that report/plan.
In the example above, the right arrow is not shaded. Thus the WBS element does not appear

on the Later report.

The gray areas in the cost data ( ) reinforce the WBS Tracking symbols; the cost
data may not appear on one or more report.

@ Tip: It may be easier to see where data is missing from a report if you choose Group for
the Arrangement under the Column Options (see below).

Uncheck Show Reference WBS if you do not wish to see elements appearing on either
report, only the contract plan.

A WBS element with a hyperlink indicates that there is a mismatch between the element

names. Click on the hyperlink to understand this mismatch in the WBS Naming
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Discrepancies dialog. The element name may be different between the contract plan, the
Earlier Report, and/or the Later Report.

Different columns/rows of data will be displayed depending on specified options. For
instance, you can check which columns to show (Nonrecurring, Recurring, and Total for
both To Date and At Completion).

Calurnns

TaDate &t Completion
Monrecurring Monrecurring
Recuring Recuring
Tatal Total

A

Check which columns to display

The Columns Options allows you to change the column colors and group the columns in

different arrangements.

Colurmn O ptiohs
Choose "Group" to group the
Earlier columns together and the
Change the column color —-| Appearance: () Color (8 Black & white Later columns together. Choose
"Interleave" to arrange the

Amangement: () Group O Interleave “*=Earlier columns next to the Later

Allows you to see all —_— [ Fit colurmng to window columns. For example, "Earlier
columns without the , To Date Total" will appear next
use of scroll bars [] Shaw difference columng to "Later To Date Total."

+

Check "Show difference columns" to display the delta
between the Earlier and Later columns

You can select how Anomalies are displayed. cPet will indicate an anomaly if the cost from
the Earlier report is greater than the cost from the Later Report. For instance, if the Earlier To
Date Recurring is $2,000 and the Later To Date Recurring is $1,000 for a particular row, then

those costs will be highlighted pink as long as "Highlight anomalies" is checked.
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Anomalies

If the cost from the Earlier report

is greater than the cost from the o :

Later report, these anomalies will — ™ [ Highiight anomaies Only rows with anomalies
be highlighted pink [] Show anlyWES elements with anomalies €= il he displayed

[] Shaow anly calumng with anamalies

T

Only columns with anomalies will be displayed

3.8  1921-1 VALIDATION RESULTS
The Validation Results dialog appears immediately after validating an individual document

or after running the Validation Wizard. The data is grouped in three categories: 1921-1 vs
Contract Plan, 1921-1 vs 1921, and 1921-1 Internal. The first category contains a list of
problems with the cost data on the 1921-1 as compared to the contract plan's WBS Editor.
The second category validates the data on the 1921-1 in relation to the data on the 1921. The

third contains numeric checks on the 1921-1 itself.
The dialog is laid out in three columns: The Location, Description, and Error Magnitude:

The Location column displays the validated item. Each item is marked with either a Warning

( &a) or an error (J) depending on the severity. The categories which contain no

problems are marked by ‘.

The Description column lists the type of error found. Click on an error to view the

associated details in the Reading Pane at the bottom of the window. You can hide this

Reading Pane by clicking the = icon at the top of the dialog.
The Error Magnitude represents the difference between related costs.

@ Tip: For these numeric validations, only the error with the greatest magnitude will be
reported for each WBS Element (and for each page, if relevant). In fixing the major error,

many smaller errors will most likely be fixed as well.
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Click the Filter icon "= to sort the validation results by Location or by Error Magnitude.

Results are listed by Location by default, which means that within each category, the errors

appear in the order of the elements on the Excel file. If you choose to sort by Error

Magnitude, then the numeric errors will be listed with the error of largest magnitude first.

Click Hide Warnings to hide the warnings (s’i\) and only display the errors ( J).

The information found in the Validation Results can be exported to Excel by clicking =l

The following table lists some possible errors that may occur when validating a 1921-1.

Validation Results for DD Form 1921-1

Error

Description

1921-1 vs Contract Plan

D Blank WBS Element Code found for reporting

elements from 1921-1

One or more WBS elements do not have an
element code on the 1921-1. View the Reading
Pane to see the corresponding element names.

JRequired reporting element omitted from
1921-1 submission

A WBS Element that is required by the Contract
Plan is missing from the 1921-1 report. Note: This
error does not occur if the value in the Total At

Completion column of the parent 1921 is zero.

D Redundant data provided for reporting element
from 1921-1

A WBS Element is repeated on the 1921-1. This
may be an error because the "Total,” "Recurring,”

or "Nonrecurring" pages were marked incorrectly.

&Program Name on 1921-1 does not match
Program Name on Contract Plan

The Program Name should be the same on the
1921-1 as on the parent contract plan.

&Approved Plan Number on 1921-1 does not

match Approved Plan Number on Contract Plan

The Approved Plan Number should be the same

on the 1921-1 as on the parent contract plan.
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The WBS element name on the contract plan is
not the same as that on the 1921-1 for a particular
WBS element code. This problem is most likely
due to misspelling or slight modifications to the

name.

&Reporting element from 1921-1 not found on

Contract Plan

All elements that are on the 1921-1 should also be
listed in the contract plan's WBS Editor.

1921-1vs 1921

JCorresponding costs on 1921-1 and 1921 do

not match

This error occurs when the cost data for an
element on the 1921 is not the same as the data on
the "Total Cost (Direct and Overhead)" row on the
1921-1 for each cost type.

JCorresponding quantities on 1921-1 and 1921

do not match

The Number of Units field on the 1921 must
match the Quantity field on the Total page of the
1921-1 (for both To Date and At Completion

figures).

&Reporting element from 1921-1 not found on
1921

All WBS Elements that are on the 1921-1 should
also be on the parent 1921. cPet bases this
validation check on the element code, not the

element name.

1921-1 Internal

JNonRecurring/Recurring/TotaI figures do not

sum correctly (does not apply to 2003 1921-1's)

The data in the Non-Recurring and Recurring
pages must sum to the Total page for each
element, column (e.g. Reporting Contractor), and
row (e.g. Engineering Direct Labor Hours).

JGroup within data column does not sum

correctly

The cost data in each column must sum to the total
for that cost category (e.g. Total Engineering
Dollars). Validation

information.

See Rules for more
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9 Data column does not sum correctly

The sum of the total figures of each cost category
(e.g. Total Total
Manufacturing Dollars +...) must

Engineering Dollars +
equal the
Summary Total Cost for each column. See

Validation Rules for more information.

9 Contractor/Subcontractor/Total figures do not
sum correctly (applies only to 2003 1921-1's)

For any given WBS element, the sum of the
Reporting Contractor data and the Subcontractor
data in the To Date columns must equal that in the
Total column for each row. The same must be true
for the At Completion values. See Validation

Rules for more information.

&Reported figure is negative

All figures must have positive values.

&Nonrecurring/Recurring/TotaI quantities do not
match (applies only to 2003 1921-1's)

The quantity fields must have the same value
That s,
Recurring = Total Quantity

across all pages. Nonrecurring =

M Data reported for Direct Labor Dollars but not

for Direct Labor Hours

If there is data in the Direct Labor Dollars field for
a particular element, cost type, and column, then

there must be data in the Direct Labor Hours field.

M Data reported for Overhead but not for Direct
Labor

If there is data in the Overhead field for a
particular element, cost type, and column, then
there must be data in the Direct Labor fields. The
Direct Labor fields include Labor Hours and
Labor Dollars for 2003 reports, and Tooling,

Quality, Manufacturing, etc for 2007 reports.

M Data reported for Direct Labor Hours but not
for Direct Labor Dollars

If there is data in the Direct Labor Hours field for
a particular element, cost type, and column, then
there must be data in the Direct Labor Dollars
field.

M Data reported for Direct Labor but not for

If there is data in any of the Direct Labor fields for
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a particular element, cost type, and column, then

there must be data in the Overhead field.

MTo Date figure is greater than At Completion

figure

For every cost category, the To Date figure must
be less than or equal to the At Completion value
for all sets of columns (Reporting Contractor,
Subcontractor, and Total columns).

M Data reported for Total Direct-Reporting
Subcontractor. Remarks required (does not apply
to 2003 1921-1's)

If there are costs on Line 18 "Total Direct-

Reporting  Subcontractor Dollars,” then an
explanation should be provided in the Remarks

section.

/A Other Costs Not Shown Elsewhere are greater
than or equal to x% of total cost. Remarks

required

For 2003 and 2007 reports, if the costs in Line 20
("Other Costs Not Shown Elsewhere™) are greater
than or equal to 15% of the Total Cost in Line 21,
then an explanation should be provided in the
For 2011
should be provided if Line 20 costs are greater

Remarks section. reports, remarks

than or equal to 10% of Line 21 costs.

3.9  1921-2 BASIC INFO DIALOG

The 1921-2 form is the Progress Curve Report. It captures all direct, recurring costs incurred

to date, by unit or lot. It breaks the costs per unit/lot into Completed, Work in Process, and

Total Costs Incurred To Date.
government Program Office.

The form provides characteristics, as required by the
It also breaks costs and hours into functional categories,

including engineering, manufacturing, tooling, quality control, raw materials and purchased

parts.
2007 DID 2011 DID
Page 1 Page 1
Page 2 Page 2
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Page 3 Page 3

2007 DID
Page 1

The DD 1921-2 shares the same Program Name as the program plan and contract plan
for which the form is imported against. This is also the same name as the parent
1921. The program name corresponds to Item 1 "Major Program” of the DD Form 1921-2.

The Phase (Item 1b) is one of the following:

e Pre-A (Material Solution Analysis)

e A (Technology development)

e B (Engineering and Manufacturing Development)

e C-LRIP (Low-Rate Initial Production)

e C-FRP (Production and Deployment - Full-rate Production)

e O&S (Operations and Support)

The Prime Mission Product (Item 2) is the military designation or the type of product.

The Contractor Type (Item 3) is either Prime or Associate, or Subcontractor depending
on the contract plan associated with the 1921-2.

The Contractor Name and Address (Item 4) is the contact information for the (prime
or sub) contractor.
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The Approved Plan Number (Item 5) is the number assigned to the contract plan or
subcontract plan.

The Customer Name (Item 6) is the name of the prime contractor responsible for the
subcontractor. Leave blank if the report is prepared by the prime contractor.

Page 2

The Type Action block corresponds to Item 7 on the DD 1921. The Contract Number (Item
7a) is that of the prime contract plan. The Latest Modification (Item 7b) is the number of the
most recent contract modification. The Solicitation Number (Item 7c)

is used for data relating to a solicitation according to the Defense Federal Acquisition
Regulation Supplement (DFARS) 215.403-5. The Name (ltem 7d) corresponds to that of

the prime contract plan.

The Appropriation (Item 21) is either RDT&E (Research, Development, Test and
Evaluation), Procurement, or O&M (Operating and Maintenance). The Appropriation
represents the funding of the WBS element. If the funding comes from multiple sources,
check the appropriate boxes.

The Start Date (Item 8a) and End Date (Item 8b) correspond to the time frame of the Period
of Performance. The dates must be entered in YYYYMMDD format in Excel in order
to import correctly into cPet.

Page 3

The Report Cycle (Item 9) is either Initial, Interim, or Final. The Initial Report represents
the groundwork for the 1921-2 and serves the purpose of presenting the data in accordance
with the Data Item Description. The Interim Report is any report submitted between the
Initial and Final stages. The Final Report represents the complete

1921-2 report.

The Approved Plan Number (Iltem 5) is the number assigned to the contract plan or
subcontract plan.

The Submission Number (Item 10) is the submission event number for which the data are
reported.

The Resubmission Number (Item 11) represents the number of times the DD 1921-2 has
been submitted. The original submission is marked by "0," and the first resubmission by "2."
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The Report As Of (Iltem 12) is the date of the submission event for which the data are
reported. The date must be entered in YYYYMMDD format in order to import correctly

into cPet.

The Point of Contact Information, i.e. the Name (Item 13), Department (Item 14),

E-mail (Item 16), and Phone (ltem 15), is the contact information for the individual who
prepared the report. The Date Prepared (Item 17) is the date corresponding to the 1921-2.
The date must be entered in YYYYMMDD format in Excel in order to import correctly into
cPet.

2011 DID
Page 1

The DD 1921-2 shares the same Program Name as the program plan and contract plan
for which the form is imported against. This is also the same name as the parent
1921. The program name corresponds to Item 1a "Major Program" of the DD Form 1921-2.

The Phase (Item 1b) is one of the following:

e Pre-A (Material Solution Analysis)

e A (Technology development)

e B (Engineering and Manufacturing Development)

e C-LRIP (Low-Rate Initial Production)

e C-FRP (Production and Deployment - Full-rate Production)

e O&S (Operations and Support)

The Prime Mission Product (Item 2) is the military designation or the type of product.
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The Approved Plan Number (Item 5) is the number assigned to the contract plan or
subcontract plan.

The Submission Number (Item 10) is the submission event number for which the data
are reported.

The Resubmission Number (Item 11) represents the number of times the DD 1921-2 has
been submitted. The original submission is marked by "0," and the first resubmission
by "2."

The Report As Of (Iltem 12) is the date of the submission event for which the data are
reported. The date must be entered in YYYYMMDD format in Excel in order to import
correctly into cPet.

The Report Cycle (Item 9) is either Initial, Interim, or Final. The Initial Report
represents the groundwork for the 1921-2 and serves the purpose of presenting the

data in accordance with the Data Item Description. The Interim Report is any report
submitted between the Initial and Final stages. The Final Report represents the complete
1921-2 report.

The Point of Contact Information, i.e. the Name (Item 13), Department (Item 14),
E-mail (Item 16), and Phone (Item 15), is the contact information for the individual

who prepared the report. The Date Prepared (Item 17) is the date corresponding to

the 1921-2. The date must be entered in YYYYMMDD format in Excel in order to import
correctly into cPet.

Page 2
The Reporting Organization Type (Item 3) is either Prime/Associate Contractor, or
Direct-Reporting Subcontractor, or Government depending on the contract plan associated

with the 1921-2.

The Performing Organization Name and Address (Iltem 4a) is the contact information
for the (prime or sub) contractor.

The Division Name and Address (Item 4b) displays the name of the contractor division
and location.

The Customer Name (Item 6) is the name of the prime contractor responsible for the
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subcontractor. Leave blank if the report is prepared by the prime contractor.
Page 3

The Type Action block corresponds to Item 7 on the DD 1921-2. The Contract Number
(Item 7a) is that of the associated contract plan. The Latest Modification (Item

7b) is the number of the most recent contract modification. The Solicitation Number

(Item 7c) is used for data relating to a solicitation according to the Defense Federal
Acquisition Regulation Supplement (DFARS) 215.403-5. The Name (Item 7d) corresponds
to that of the associated contract plan. The Order/Lot Number (Item 7¢) field contains

(if applicable) the task order (TO), delivery order (DO), or Lot Number (Lot), followed

by the number.

The Appropriation (Item 21) is either RDT&E (Research, Development, Test and
Evaluation), Procurement, or O&M (Operating and Maintenance). The Appropriation
represents the contract funding. If the funding comes from multiple sources, check the
appropriate boxes.

The Start Date (Item 8a) and End Date (Item 8b) correspond to the time frame of the Period
of Performance. The dates must be entered in YYYYMMDD format in Excel in order
to import correctly into cPet.

For a more detailed explanation of the header fields, see the following Data Item
Descriptions:

2007 DD Form 1921-2 Data Item Description
2011 DD Form 1921-2 Data Item Description

3.10 1921-2 COST DATA

The Cost Data dialog can be reached by selecting the 1921-2 and clicking the $ icon. Note
that the fields are described based on the May 2011 version of the DD Form 1921-2. The
form is primarily used for viewing the data. WBS elements cannot be edited on this form, but
Unit/Lot data can be modified.

WBS Elements
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The WBS Element names and item numbers correspond to those on the 1921-2. These
elements should match the affiliated contract plan's WBS elements where a 1921-2 is

required.

Units/Lots

As specified by the user’s approved contract plan (DD Form 2794), the Units/Lots
Completed drop-down will display either “Unit Total” or “Lot Total”. This classification
may be different for each WBS element.

Data Element Information
The data element information is displayed for each Completed Unit/Lot, Work in Progress,
and Total Direct Costs and Hours Incurred to Date.

The Models element corresponds to Line 1 (Model and Series). The user can enter the
model or series number associated with the individual WBS element. The form allows the
user to enter different model and series information for different WBS elements. If a lot
includes more than one series of a model, identify the number and series designation of each
in Item 22 (Remarks).

The First Unit element corresponds to Line 2 (First Unit) on the 1921-2 report. This should
be a numerical entry. This number should be equal to one plus the sum of all prior units (if
any) since the inception of a program/model, regardless of the number of contracts under

which the model has been procured.
The Last Unit element corresponds to Line 3 (Last Unit) on the 1921-2 report. This should
also be a numerical entry. This represents the unit number of the last unit of the lot or the

applicable unit number

The Concurrent Units/Lots element corresponds to Line 4 (Concurrent Units/Lots) on the

1921-2 report. Concurrent Units/Lots are items that are produced at the same time as the
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units that apply to the contract being reported. Included in this category are items for
commercial (domestic or foreign) delivery or delivery to the other DoD Components or
programs (e.g. Military Assistance Program) which are acquired under separate contractual

efforts.

Characteristics
The next section contains technical characteristics for a given WBS element. For example,
Line 5a (Weight), 5b (Speed), and 5c (Power). Values for these characteristics can be alpha-

numeric.

Labor Hours and Cost Data
The associated 1921-2 cost and hour data is reported in the next section. Note only

Recurring data is displayed.

Remarks

Any associated comments for a given WBS element are shown in the “Remarks” field.

3.11 1921-2 VALIDATION RESULTS
The Validation Results dialog appears immediately after validating an individual document

or after running the Validation Wizard. The data is grouped in three categories: 1921-2 vs
Contract Plan, 1921-2 vs 1921, 1921-2 vs 1921-1,and 1921-2 Internal. The first category
contains a list of problems with the cost data on the 1921-2 as compared to the contract plan's
WABS Editor. The second category validates the data on the 1921-2 in relation to the data on
the 1921. The third category validates the data on the 1921-2 in relation to the data on the
1921-1. The fourth contains numeric checks on the 1921-2 itself.

The dialog is laid out in three columns: The Location, Description, and Error Magnitude:
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The Location column displays the validated item. Each item is marked with either a Warning

( &) or an error (J) depending on the severity. The categories which contain no

problems are marked by ‘@

The Description column lists the type of error found. Click on an error to view the
associated details in the Reading Pane at the bottom of the window. You can hide this

Reading Pane by clicking the = jcon at the top of the dialog.
The Error Magnitude represents the difference between related costs.

@ Tip: For these numeric validations, only the error with the greatest magnitude will be
reported for each WBS Element (and for each page, if relevant). In fixing the major error,

many smaller errors will most likely be fixed as well.

Click the Filter icon "= to sort the validation results by Location or by Error Magnitude.
Results are listed by Location by default, which means that within each category, the errors
appear in the order of the elements on the Excel file. If you choose to sort by Error
Magnitude, then the numeric errors will be listed with the error of largest magnitude first.

Click Hide Warnings to hide the warnings (&s) and only display the errors ( J).

The information found in the Validation Results can be exported to Excel by clicking =)

The following table lists some possible errors that may occur when validating a 1921-2.

Validation Results for DD Form 1921-2

Warning/Error Description

1921-2 vs Contract Plan

D Blank WBS Element Code (©One or more WBS elements are missing a WBS element code
found for reporting elements on ON the 1921-2 form. View the Reading Pane to see the
1921-2 corresponding element names.
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o Duplicate WBS Element
Code found for reporting
elements on 1921-2

Duplicate WBS element codes were found to be listed more
than once on the 1921-2 file. This error may also be
triggered if two different WBS elements share a single code.

J Required Reporting Element
omitted from 1921-2 file

A WBS element that has a requirement for 1921-2 reporting
in Column 13d (1921-2) on the Contract Plan.

T Program Name on 1921-2
does not match Program Name
on Contract Plan

The Program Name on the 1921-2 must match the Contract
Plan.

A, Approved Plan on 1921-2
does not match Approved Plan
on Contract Plan

The Approved Plan Number on the 1921-2 must match the
Contract Plan.

/by WBS Element Code not
found on Contract Plan

There is WBS Element Code on the 1921-2 form that is not
found on the Contract Plan.

i WBS Element Name does
not match WBS Element Name
on Contract Plan

The WBS Element Name reported on the 1921-2 does not
match the Element Name on the Contract Plan. The issue is,
most likely, due to misspelling or slight modifications to the
Element Name.

1921-2 vs 1921

/i WBS Element Code from
1921-2 report not found on 1921
report

There is WBS Element Code on the 1921-2 form that is not
found on the 1921 report.

1921-2 vs 1921-1

9 Total Direct Recurring Costs
reported To Date on the 1921-2
do not match corresponding
Recurring Costs To Date
reported on the 1921-1 Report

Total Direct Recurring Costs and Hours To Date (Column C)
reported on the 1921-2 report does not match the Total
Recurring Costs and Hours To Date (Column B) reported on
the 1921-1 report for the following corresponding fields:
Direct Engineering Labor Hours & Dollars, Direct Tooling
Labor Hours & Dollars, Direct Quality Control Hours &
Dollars, Direct Manufacturing Hours & Dollars, Raw
Materials Dollars, Purchased Parts Dollars, Purchased
Equipment Dollars, Total Direct Reporting Subcontract
Dollars, Other Direct Costs Not Shown Elsewhere.

1921-2 Internal

9 sum of reported costs and
hours for Completed Units/Lots
(Column A) and Work in

For each row on the 1921-2 report, Columns A plus B, must
equal C for both costs and hours.
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Process (Column B) does not
equal Total Direct Costs and
Hours To Date (Column C)

D sum of costs reported for
1921-2 functional categories
does not equal Total Cost of
functional category

Line 15 (Total Direct Manufacturing Operations Dollars)
must equal the sum of Lines 9, 10, 12, and 14). Line 20
(Total Direct Material Dollars) must equal the sum of Lines
16, 17, 18, and 19.

9 sum of costs reported for
1921-2 functional categories
and Other Direct Costs does not
equal Total Direct Cost (Line
22)

Line 22 (Total Direct Cost) must be equal to the sum of Lines
7,15, 20, and 21.

Ay Negative costs found on
1921-2 report

Negative values are not permitted on the 1921-2 report unless
accompanied by a comment in the Remarks section.

/A Direct Dollars reported for a
1921-2 functional category,
without Direct Hours and vice
versa

For each functional category on the 1921-2 (Engineering,
Tooling, Quality Control, and Manufacturing), if hours are
reported, dollars must also be reported, and vice versa.

M Cost reported on the 1921-2
for Total Direct Reporting
Subcontractors

If costs are reported in Line 19 (Total Direct-Reporting
Subcontractor Dollars), then a comment must be included in
the Remarks section with information on the subcontractor’s
name and total dollar value of the contract.

/i Other Direct Costs Not
Shown Elsewhere are greater
than 10% of total cost (2011
Version) or 15% (2007
Version)

If costs reported in Line 21 (Other Direct Costs Not Shown
Elsewhere) pass the threshold, then a comment in required in
the Remarks section of the 1921-2 report.

3.12

1921-3 BASIC INFO DIALOG

The DD Form 1921-3, "Contractor Business Data Report," provides direct and

indirect cost data across various contracts. The Basic Information window (View >

Basic Info) displays the metadata pertaining to the contractor and the report. A

couple tabs outline the header information found on the DD 1921-3, and a brief

description of each is provided below. Click a link below to view information
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pertaining to the desired tab. Note that the fields are described based on the May
2011 version of the DD Form 1921-3.

Report Info

Remarks

Report Info

The Contractor Name/Address (Item 1) includes the reporting contractor's name
and address.

The FPR Unit (Item 2) shows the Forward Pricing Rate (FPR) unit (e.g. plant, site,
business unit) of the report.

The Implementing Contract Number (Item 3) refers to the number of the contract
which has the 1921-3 reporting requirement.

The Point of Contact section contains the report preparer's name (ltem 7),
department (Item 8), e-mail (Item 10), phone (Item 9), and the date prepared
(Item 11).

Remarks

The Remarks tab corresponds to the Remarks section on Page 2 of the 1921-3.
Note that any remarks found on the DD 1921-3 will not import into cPet; the text
must be manually copied into cPet. However, any text copied or written into the
Remarks section of cPet will be exported to Excel (Tools > Export DD Form).

3.13 1921-3 COST DATA

The Cost Data dialog can be reached by selecting the 1921-3 and clicking the S icon. Click
a link below to view information pertaining to the desired page. Note that the fields are
described based on the May 2011 version of the DD Form 1921-3.

Page 1
Page 2

Page 1
The "Page 1" tab in cPet contains information from various worksheets marked as "Page 1"
in the DD 1921-3 Excel file. Each worksheet in the Excel file corresponds to a Report on the

left side of the dialog in cPet. Click on a Report to view the applicable costs.

142



Dialogs

The Data Period (Item 4) identifies how the year of reported costs (Prior Year, Current
Year, or Future Year).

The Fiscal Year (Item 5) displays the year of the reported costs.

The Start Date and End Date (Item 6) refer to the dates reported in the fiscal year.

The data is separated by direct costs by program, and indirect costs by category. Refer to
the Data Item Description found on the DCARC website for a complete description of all the
fields and column headers.

Page 2

The "Page 2" tab in cPet contains information for the "Page 2" worksheet in the DD 1921-3
Excel file. The direct labor rates by functional category are listed. Refer to the Data Item

Description for a description of all the fields on this form.

3.14 1921-3 VALIDATION RESULTS

The Validation Results dialog appears immediately after validating an individual document

or after running the Validation Wizard.
The dialog is laid out in three columns: The Location, Description, and Error Magnitude:

The Location column displays the validated item. Each item is marked with either a Warning

( &a) or an error (J) depending on the severity. The categories which contain no

problems are marked by ‘&

The Description column lists the type of error found. Click on an error to view the

associated details in the Reading Pane at the bottom of the window. You can hide this

Reading Pane by clicking the = icon at the top of the dialog.

The Error Magnitude represents the difference between related costs.
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@ Tip: For these numeric validations, only the error with the greatest magnitude will be
reported for each WBS Element (and for each page, if relevant). In fixing the major error,

many smaller errors will most likely be fixed as well.

Click the Filter icon "= to sort the validation results by Location or by Error Magnitude.
Results are listed by Location by default, which means that within each category, the errors
appear in the order of the elements on the Excel file. If you choose to sort by Error
Magnitude, then the numeric errors will be listed with the error of largest magnitude first.

Click Hide Warnings to hide the warnings (s’i\) and only display the errors ( J).

The information found in the Validation Results can

be exported to Excel by clicking =l

The following table lists some possible errors that may occur when validating a 1921-3.

Validation Results for DD Form 1921-3

Error

Description

J Reported column total does not match calculated

total

This error may occur for a variety of reasons. Line 14
(Page 1) must be a sum of Lines 1-13 for each
column of costs/hours. Similarly, Line 27 (Page 1)
must be a sum of Lines 15-26 for each column of
costs/hours. Line 28 (Page 1) must be a sum of Lines
15-26 in Columns Y and Z.

M Sections A & B (Page 1) provided for fewer than

three Future Years

Sections A and B (Page 1) must be completed for the
Prior Year, Current Year, and at least three future

years.

&Reported figure is negative

Costs and hours should be positive figures (other than

Line 26, Credits)
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M Costs for other efforts are greater than or equal

to 15% of total cost. Remarks required

/i Hours were reported but workers were not

A Costs for Other Miscellaneous is greater than o

equal to 15% of total cost. Remarks required

A Hours per worker exceeds 2500 hours per year.
Remarks required

The ratio of hours per worker should be fewer than

2500 for Sections A, B, and D. Note that all hours on
the 1921-3 should be reported in thousands.

M Costs reported for Other functional category.

Remarks required

&Labor rates from Section D do not match laborn

costs from Sections A. Remarks may be required.

&Combined costs exceed Total FPR Unit
Revenue. Remarks may be required.

Remarks required if the Total FPR Unit Revenue
(Section E) is greater than the sum of all direct
(Section A, Line 14, Columns F, I, K, M) and indirect
(Section B, Line 27, Columns P, S, U, W and Line 28
Column Y) costs from Page 1 of the Prior or Current

year.

3.15

PROGRAM AND CONTRACT PLAN BASIC INFO DIALOG

Basic Information Tab

The Basic Info includes all the header information

program name, address, contract information, report

of a DD 2794 form. View and edit the

date, etc.
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The Plan Type shows whether the plan is a program plan, contract plan, or subcontract plan.
The plan type is determined based on the selection to import/create a program plan or
contract plan from the File menu in cPet. For imported contract plans, cPet reads the Excel
file to determine if the plan is a prime contract or a subcontract. For new contract plans, the
default plan type is "Prime Contract.” If you are creating a new subcontract plan, you must

mark the "subcontract" radio button in the Basic Info.

@ Tip: For 2003 plans, the Plan Type will be marked as Program or Contract (subcontract

plans will be marked as "contract” as well).
The Program Name is the name of the program plan/contract plan.

Choose the Phase/Milestone of the plan. Note that the name of the phase varies slightly
across different versions of the plan.

Pre-A (Material Solution Analysis; Found only on 2011 plans)
A (Technology development)

B (Engineering and Manufacturing Development)

C-LRIP (Low-Rate Initial Production)

C-FRP (Production and Deployment - Full-rate Production)
O&S (Operations and Support; Found only on 2011 plans)

The Prime Mission Product (only found on 2007 and 2011 plans) is the military designation
or the type of product.

Choose a WBS System Type, outlined by either the MIL-HDBK-881 or MIL-STD-881C
specifications (dependent on the selection at the top of the Basic Info dialog). For new plans,
the WBS System chosen will affect how the WBS elements are auto-populated assuming the

option to "Prompt before providing WBS structure to plans with no WBS" is turned on.
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Check Initial Submission if this is the first version of the plan. Check Change if there are

other revisions of the plan approved by the CAPE.

The Preparing Organization is the organization responsible for the plan.

The Review and Reference Number/Approved Plan Number is the plan number provided
by the Defense Cost and Resource Center (DCARC).

The As of Date/Current Submission Date is the date when the plan was submitted by the

reporting organization.

The Report Date/Last Approved Plan Date is the date of the most recent revision of the

plan.

Enter the Point of Contact information (name, address, phone/fax, and E-mail).

Contract Information Tab

Contract plans will have an additional tab in the Basic Info window to store the contract

information.

The contractor name, division, and location is listed, as well as the contract number. See

Importing a Contract Plan for the proper way to format the contractor information in the

Excel file so that it will import into the proper fields in cPet's Basic Info.

@ Tip: If you edit the contractor name, division, or location in the Basic Info, then the

Contractor Selection Dialog will update accordingly.

For 2011 plans, there are a few additional fields on the Contract Information Tab for the
appropriation and the DD 1921-3 requirement.
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DD 2794 Narrative Text Tab

The Narrative Text tab is designed to accommodate the Remarks found at the bottom of the
DD 2794. This field will not be imported; the text must be entered manually or copied and

pasted from the source.

Default headings are provided for your convenience. For program plans, these are “Program
Overview,” “Contracting Approach,” and "Quantity Overview.” For contract plans, these are
"Non-Recurring/Recurring Definitions,” "Cost Accounting Standards (CAS) Disclosure
Statement Differences,” "1921-3 Contractor Business Data Report,” and "** (if required)

1921-2 Progress Curve Report."

Headings can be added or modified using the following icons:

=l Add a new parent heading
= Add a new sibling heading
= Add a new child heading

T Move entry up on the list

¥ Move entry down on the list

2 Delete the heading
@ Tip: Images will not copy into the Narrative Text. This window is strictly text only.

'ﬂTip: The "proper" way to organize the Narrative Text is to have a parent header, followed
by a child header, followed by the actual descriptive text. For instance, the layout of the

Narrative Text should be as follows:

Parent Header
Child Header
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Descriptive Text

Do not type information directly under the first two headers. If you do not follow the above
layout, the text will not be properly formatted in the Remarks section when exported to PDF

or Excel.

3.16 CONTRACTOR MAINTENANCE DIALOG

The Contractor Maintenance allows you to add, edit, or delete contractors on the Contractor

Selection list. However, changes to the contractor list will only be reflected in your own copy

of cPet. The Contractor Maintenance feature exists for the convenience of the user.

Use the toolbar icons to manage the contractor list:

“ Delete a contractor, division, or location. Notice that you can only delete entries that

you created.

*®
-

= Expand the list — View all of the divisions and locations under each contractor

- —
- —_—
- —_—

Collapse the list — Display just the contractor names

or Display the filter feature — Search for a contractor by typing in keywords
A Add a contractor — Add a new contractor to the list

9 Add a division — Add a new division under the selected contractor

@ Add a location — Add a new location under the selected division
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The Legend shows that the A icon represents a contractor's name, the ~a icon represents

the contractor's division, and the & icon represents the contractor's location.

The Contractors column displays all the contractors currently available in the user's

Contractor Selection list.

The Contractor Details displays the information relevant to the selected contractor. When
adding a new contractor, you may choose to fill in the DUNS Code, the Effective Date, the
Obsolete Date, and the Notes.

Use the Filter to search for contractors within the list (click 7 to display the filter). The
filtered contractors are highlighted in the color specified by the cPet Display Options. The
following icons may be helpful:

Clear filter field

Move to the previous entry in the filtered list

Move to the next entry down in the filtered list

@ Tip: New contractors appear green =

The user has the option to export the contractor list. Click File > Export User-Defined Data
to save an XML copy of the contractor list (including user-added contractors). If you later

install a different version of cPet, you may wish to import this data to retain information
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regarding contractors, divisions, and locations you may have added. Click File > Import

User-Defined Data to import the contractor list that was previously exported.

3.17 CONTRACTOR SELECTION DIALOG

Contractors for a contract plan or subcontract plan can be added, renamed, or deleted through

the Contractor Selection Dialog.

The Legend shows that the A icon represents a contractor's name, the ~a icon represents

the contractor's division, and the & icon represents the contractor's location.

To select a contractor, search the Available Contractors list for the desired contractor,
division, and location. If the contractor you want is not on the list, refer to the Contractor

Maintenance Dialog to add that contractor.

Click Add to assign a contractor. If you are viewing the Contractor Selection Dialog of a
contract plan, then clicking the Add button will add a subcontractor, which will appear
indented under the contractor for the plan.

Click Remove to remove the contractor from the Selected Contractors list.

Click Replace to replace the contractor on the Selected Contractors list with the chosen

contractor on the Available Contractors list.

@ Tip: If you change the chosen contractor in the Contractor Selection Dialog, then the

contractor information will update accordingly in the Basic Information as well, and vice

versa. The two dialogs will remain in sync.
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When you import a contract plan, the contractor will show a warning icon Lin the
Contractor Selection Dialog. Search for the corresponding contractor in the Available

Contractors list and click Replace to update the contractor name, division, and location to

match one of cPet's contractors.

LBX

< Contractor Selection - Contract Plan with *Demo® ABCD Corporation for cPet Demonstration Space System (CDSS)

Legend Legend
L Cormractor i@ Devaron @ Location A oK 2 Anongmous A Faady

Available Contractors AN
= #4 *Demo® ABLD Corporation »
-%
49 Soeas Research Devision [ Add l
» Pfswtabodon A |
£ Washington, OC
& A 9012 ACSS —
& A Sioth MG ’
a A Acrojet Company
o A ApstaSpa,
o N Agustafwestland/Bol (AWS)
o 4 Aleria Asronsutica

A

¢~ Contiacton Lt Flter Cortvactee Indo

- v Adas
No et appled Short Name
l’ Wi o

When you create a new contract plan, "TBD" will appear in the contractor field. Go to the
Contractor Selection dialog to search for the appropriate contractor in the Available

Contractors list. Click Replace to update the TBD contractor with the actual contractor.

You can define a Short Name for each contractor. This abbreviated name will appear in the
Contractor column on a PDF export (does not apply to 2011 DD 2794 version). See

Exporting Plans for more details.

Use the Contractor List Filter to quickly find the desired contractor by typing in a few
keyword and using the icons below. The filtered contractors are highlighted in the color

specified by the cPet Display Options.
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Clear filter field

Move to the previous entry in the filtered list of contractors

Move to the next entry in the filtered list of contractors

The following icons may be useful in managing the contractor list:

= Expand the list — View all of the divisions and locations under each contractor
= Collapse the list — Display just the contractor names
=3 Display the filter and additional contractor info

4 Add a contractor to the selection list (same as clicking Add)

%4 Add a Contractor TBD - Use this feature if you are unsure of which contractor to select.

Use Replace to substitute the Contractor TBD with a known contractor

=l Replace a contractor on the Selected Contractors list with a contractor on the Available
Contractors list (same as clicking Replace)

k5 Replace a contractor on the Selected Contractors list with a Contractor TBD

=l Remove a contractor from the Selected Contractors list (same as clicking Remove)
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¥ Move the selected contractor up in the list
¥ Move the selected contractor down in the list

E3‘”~Attempts to repair faulty contractors (i.e. those contractors marked by a yellow warning

¥

=)

The Legend on the upper right-hand side of the window shows the type of contractor in the

Selected Contractors list.
i Displays contractors from the Available Contractors list

? Displays Anonymous contractors (i.e. Contractor TBD) that the user added with the icons

T+ or =

s Displays Faulty contractors (i.e. contractors that are not on the Available Contractors list).
These faulty contractors may be the result of removing a contractor through Contractor

Maintenance, so the contractor in question does not appear on the Available Contractors list

anymore. Use the EX icon to attempt to repair faulty contractors. In addition, contractors of

imported plans will have the warning sign until you map them to cPet defined contractors.

]

Contractors added by the user through Contractor Maintenance will appear green

bk

The *Demo* ABCD Corporation “*can be used as a temporary contractor if you are

unsure which contractor to use. This contractor's function is the same as that of an

..I'?
anonymous contractor
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3.18 CONVERSION RESULTS FOR COST REPORTS
The Conversion Results dialog appears immediately after importing a document. The

window contains a checklist of fields that were or were not successfully imported into cPet.

The green checks =l indicate that the data imported correctly, and the yellow warnings i
indicate errors. Review this validation window to anticipate some of the problems that will

be seen when comparing the Excel file to the data which imported into cPet.

The Description column contains a list of all the fields cPet reviewed to ensure that the

information imported.

For fields that did not import or fields that were left blank in the Excel file, the Error Type

is marked as a warning.

The Location references the problematic area on the Excel file. The sheet name is listed in

quotations, followed by the column and row numbers.
The bottom portion of the window is dedicated to the error log description. For each field

(whether it is marked with a green check or a yellow warning), cPet displays details
pertaining to the selected field. The value found on the Excel file is listed. You can hide this

Reading Pane by clicking the = icon at the top of the window.

The information found in the Conversion Results can be exported to Excel by clicking =

cPet checks whether or not the summary elements imported correctly. All the recognized

summary elements will be marked with a green check =

The table below lists possible errors that may occur when importing a 1921 or 1921-1.
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For errors in the header fields, see the 1921 Basic Info Dialog or the 1921-1 Basic Info

Dialog to understand what information belongs in those fields.

Conversion Results for Cost Reports

Error

Description

&Reporting Element has a blank WBS Element
Code

The WBS Element is missing an element code. On
a 1921, this error often occurs because a summary
element is misspelled and is thus not recognized
as a summary element. Since summary elements
do not have codes, the fix to this error would be to

correct the spelling of the element name.

&Reporting Element has a blank WBS Element

Name

For each row on the 1921 that has an Element
Code, there should be a corresponding WBS
Element Name. Similarly, each page on the 1921-

1 must have an Element Code.

&Reporting Element is redundant

This error occurs when an element is repeated in
an Excel file. The element might be on different
sheets of the workbook. If so, the sheet and
location will be listed in the error details under

"Address of Prior Element."

M To Date/At Completion cost contains one or
more cells with a formula that could not be

evaluated properly

This warning may occur when there is an error
with a formula in the Excel file. Review the file to
correct this error, and then re-import the cost

report.

M To Date/At Completion Cost does not contain

a valid decimal number

This error occurs when there is text in the cost
field instead of a number. For example, "Not

Available” will trigger this error.

/i Cost Hour Report for Reporting Element has a

Either Recurring, Non-Recurring, or Total must be
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checked in the Cost Type field of the 2003 1921-
1. Go back to the Excel file, check the appropriate
cost type, and re-import the 1921-1.

M Cost Type for Cost Hour Report for Reporting
Element contains one or more cells with a formula
that could not be evaluated properly (applies only
to 2003 1921-1's)

This warning may occur when there is an error
with a formula in the Cost Type section of the
Excel file. Review the file to correct this error, and

then re-import the cost report.

M Cost Type for Cost Hour Report for Reporting
Element contains multiple check marks (applies
only to 2003 1921-1's)

This warning occurs when two or more Cost
Types (such as Recurring, NonRecurring, or
Total) are checked in Block 14 of the Excel file

&Summary Element Missing (applies to 19215s)

All summary elements must be accounted for on a
1921. If a summary element is misspelled, cPet
will not recognize it as a summary element, and

this warning will appear.

3.19

CONVERSION RESULTS FOR FLAT FILES

The Conversion Results dialog appears immediately after importing a document. The

window contains a checklist of fields that were or were not successfully imported into cPet.

The green checks =l indicate that the data imported correctly, and the yellow warnings £

indicate errors. Review this validation window to anticipate some of the problems that will

be seen when comparing the Excel file to the data which imported into cPet.

The Description column contains a list of all the fields cPet reviewed to ensure that the

information imported.

For fields that did not import or fields that were left blank in the Excel file, the Error Type

is marked as a warning.

The Location references the problematic area on the Excel file. The sheet name is listed in

quotations, followed by the column and row numbers.
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The bottom portion of the window is dedicated to the error log description. For each field
(whether it is marked with a green check or a yellow warning), cPet displays details

pertaining to the selected field. The value found on the Excel file is listed. You can hide this
Reading Pane by clicking the = icon at the top of the window.

The information found in the Conversion Results can be exported to Excel by clicking =l

Refer to the Flat File Tutorial for detailed information on Flat Files.

The table below lists possible errors that may occur when importing a 1921 or 1921-1.
@ Tip: cPet identifies an Excel file as a Flat File through two characteristics: (1) The Data
Type in cell B1 must be "1921/1921-1 Input,” and the Data Version in cell B2 must be either
"2007" or "2011." If these requirements are not satisfied, the Flat File will not import.

Conversion Results for Flat Files

Error Description

Metadata Fields Rows 4-34 must be filled in properly on the
Flat File. This means that Column B must
contain text that is nonblank, a valid decimal
number, and a valid formula (if applicable).
Dates must be in the format YYYYMMDD.
In addition, any 1921 Remarks associated
with the cost report should be placed in cell
next to "DD 1921 Remarks" at the bottom
left of the page. 1921-1 Remarks should be
placed in under the "Remarks" section at the
far right of the data (you must scroll over in

the Excel sheet to see this section).

Reporting Elements

&Reporting Element has a blank WBS | Every WBS Element must have a code. Fill
in the column "WBS Code" for each element

on the Flat File.

element code

MWBS Code has a formula that could not | This warning occurs when there is an invalid
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formula in Column D of the Excel file.

&Reporting Element has no name

Fill in the column "WBS Reporting
Elements” for every row that has a WBS

Code on the Flat File.

&Reporting element name has a formula

that could not be evaluated properly

This warning occurs when there is an invalid

formula in Column E of the Excel file.

&Quantity has a formula that could not be

evaluated properly

The Units TD or AC column has a formula

containing an error.

&Cost has a formula that could not be

evaluated properly

The 1921 or 1921-1 cost data contains a

formula with an error.

&Cost is not a valid decimal number

This error may occur when there is text in

the cost field instead of a number

Summary Costs

cPet looks in the cells near the bottom left of
the page for the summary costs. The
Conversion Results provides a warning
when one or more of these fields is left
blank.

3.20 CONVERSION RESULTS FOR PLANS

The Conversion Results dialog appears immediately after importing a document. The

window contains a checklist of fields that were or were not successfully imported into cPet.

The green checks =l indicate that the data imported correctly, and the yellow warnings i

indicate errors. Review this validation window to anticipate some of the problems that will

be seen when comparing the Excel file to the data which imported into cPet.

159




cPet Help Manual

< cPet Document Import Validation

Conversion Results
Desoripbion Erroe Type Location -
= 8\ Dermo Program Plan. s Warnieg
= /A Matadars Warteg
o] Read Program Name. VO Form 2794, Pg § (CSOR Han) IF4:T4
“‘] Read FhaseMiestone, TO Form 2794, Py 1 (C50R #an)185:G7
vl Foad Prime Mssion Product TO Form 2794, Py § (CS0R Hlan)1He: )Y
» Y Road MIL-STD-S51 Appondic Used, | TO Formn 2794, Pg ) (CSOR Man) 16647
2 Read Submession Type TO Form 2794, Pg 1 (CSOR Han)/ IMS:07
w) Read Current Submission Date TO Form 2794, Py § (CSOR Han)1P7:QF
A\ Last Apgeovied Plan Dake s rot & vadd date, Warresy TO Form 2794, Py § (CSOR ManIR7:T7

N N PR, AN e AN P A LA Smn FATM
‘DD Form 2784, Pg 1 (CSDR Plan)' 'Ké:L7
Read NIL-STD-881 Appendix Used.

Value found: Space System

| —p —

The Description column contains a list of all the fields cPet reviewed to ensure that the

information imported.

For fields that did not import or fields that were left blank in the Excel file, the Error Type

is marked as a warning.

The Location references the problematic area on the Excel file. The sheet name is listed in

quotations, followed by the column and row numbers.
The bottom portion of the window is dedicated to the error log description. For each field

(whether it is marked with a green check or a yellow warning), cPet displays details

pertaining to the selected field. The value found on the Excel file is listed. You can hide this

Reading Pane by clicking the I= icon at the top of the window.

The information found in the Conversion Results can be exported to Excel by clicking =
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The following table lists possible errors that may occur when importing a 2003 or 2007

program or contract plan.

Conversion Results for DD Form 2794

Error Fix for 2003 Version | Fix for 2007 Version | Fix for 2011 Version
An error occurred An error occurred An error occurred
with one or more of with one or more of with one or more of
the Basic Information | the Basic Information | the Basic Information

Metadata fields (Itemsla fields (Items la fields (Items la

through 9). See the
error descriptions
below.

through 9). See the
error descriptions
below.

through 10). See the
error descriptions
below.

Program Name left
blank

Fill in Item 1a.

Fill in Item 1a.

Fill in Item 1a.

Prime Mission
Product left blank

N/A

Fill in Item 1b.

Fill in Item 1c.

Milestone left blank

Fill in Item 1b.

Fill in Item 1c.

Fill in Item 1b.

Milestone/Submission
Type contains one or
more cells with a
formula that could not
be evaluated properly.

This error often
occurs when there is
a formula referencing
another sheet in
Excel. Delete the
formula and mark the
box with a "X" and
re-import, or mark
selection within cPet.

This error often
occurs when there is
a formula referencing
another sheet in
Excel. Delete the
formula and mark
box with a "X" and
re-import, or mark
selection within cPet.

This error often
occurs when there is
a formula referencing
another sheet in
Excel. Delete the
formula and mark
box with a "X" and
re-import, or mark
selection within cPet.

Milestone/Submission
Type contains
multiple check marks.

One or more box is
checked in this field.
Revise Excel
document and re-
import, or select
correct item within
cPet.

One or more box is
checked in this field.
Revise Excel
document and re-
import, or select
correct item within
cPet.

One or more box is
checked in this field.
Revise Excel
document and re-
import, or select
correct item within
cPet.

Weapon System Type
(MIL_STD-881
Appendix Used) left
blank

Fill in Item 2a.

Fill in Item 2.

Fill in Item 2.
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Weapon System Type
(MIL_STD-881
Appendix Used) does
not appear to contain
a valid MIL-HDBK-
881 specification

The Weapon System
Type must be one of
the following nine
items: Surface
Vehicle System,
Space System, Sea
System, Ordnance
System, Missile
System,
Electronic/Automated
Software System,
Aircraft System,
UAV System, or
System of Systems.

The Weapon System
Type must be one of
the following nine
items: Surface
Vehicle System,
Space System, Sea
System, Ordnance
System, Missile
System,
Electronic/Automated
Software System,
Aircraft System,
UAV System, or
System of Systems.

The Weapon System
Type must be one of
the following nine
items: Surface
Vehicle System,
Space System, Sea
System, Ordnance
System, Missile
System,
Electronic/Automated
Software System,
Aircraft System,
UAV System, or
System of Systems.

Submission Type left Fill in Item 3. Fill in Item 3. Fill in Item 3.
blank
Date As Of left blank Fill in Item 4. N/A N/A
Report Date left blank | Fill in Item 5. N/A N/A
Dates must be in the
Date As OffReport | v spvyyy N/A
Date does not contain N/A
avalid date format. Dates cannot
be left as N/A.
Current Submission Fill in Item 4. -
Date left blank N/A Fill in Item 4.
Last Approved Plan Fill in Item 5. -
Date left blank N/A Fill in Item 5.
Dates must be in Dates must be in
Last Approved Plan YYYYMMDD YYYYMMDD
Date does not contain | N/A
avalid date format. Dates cannot format. Dates cannot
be left as N/A. be left as N/A.

Name/Address does
not appear to contain
a valid combination
of city, state, and zip
code

Most likely cause for
this error is incorrect
format or placement
of address on Excel
file. See Importing
Errors to Avoid for
more information.
Also note that states

Most likely cause for
this error is incorrect
format or placement
of address on Excel
file. See Importing
Errors to Avoid for
more information.
Also note that states

Most likely cause for
this error is incorrect
format or placement
of address on Excel
file. See Importing
Errors to Avoid for
more information.
Also note that states
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must be abbreviated
(e.g. "California™
must be written as
"CA.")

Name/Address left
blank

Fill in Item 6a.

Fill in Item 6a.

Fill in Item 6a.

Telephone Number
left blank

Fill in Item 6b.

Fill in Item 6b.

Fill in Item 6b.

Fax Number left
blank

Fill in Item 6c.

Fill in Item 6c.

Fill in Item 6c.

Email Address left

Fill in Item 6d. Fill in Item 6d. Fill in Item 6d.
blank
Plan Type left blank N/A N/A Fill in Item 7.
Preparing -
Organization left Fill in Item 8. Fillin Item 8. Fill in Item 8.
blank
Review and
Reference Number Fill in Item 9. N/A N/A
left blank
Approved Plan Fill in Item 9. -
Number left blank N/A Fill in Item 10.
Fill in the Contract Fill in the Contract
Number in column 13 | Number in column
Contract Number left on the row 12b on the row Fill in Item 9b.

blank

corresponding to the
first WBS item.

corresponding to the
first WBS item.

WBS

There must be at least
one element in Item
11.

There must be at least
one element in Item
11.

There must be at least
one element in Item
11.

Summary Element
Missing

All summary
elements must be
accounted for. If a
summary element is
misspelled, cPet will
not recognize it as a
summary element,
and this warning will
appear.

All summary
elements must be
accounted for. If a
summary element is
misspelled, cPet will
not recognize it as a
summary element,
and this warning will
appear.

All summary
elements must be
accounted for. If a
summary element is
misspelled, cPet will
not recognize it as a
summary element,
and this warning will
appear.
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WBS Element has a
blank WBS Element
Code

Fill in column 10a for
program plans, and
column 10b for
contract plans

Fill in column 10a for
program plans, and
column 10b for
contract plans

Fill in column 11a for
program plans, and
column 11b for
contract plans

WBS Element has a
blank WBS Element
Name

Fill in column 11 for
all WBS elements

Fill in column 11 for
all WBS elements

Fill in column 12 for
all WBS elements

Required Reports for
WBS Element
contains invalid text

Text in columns 14a-
d should be "X" or
IIN/AII

Text in columns 13a-
e should be "X" or
IlN/All

Text in columns 13a-
f should be "X" or
IlN/All

Submissions

There must be at least
one submission event
in Item 15.

There must be at least
one submission event
in ltem 14.

There must be at least
one submission event
in Iltem 14.

As Of Date/Due Date
for Submission Event
does not contain a
valid date

Dates must be in the
MM/DD/YYYY
format to import
correctly. Dates
cannot be marked
TBD. An example of
an invalid date is
4/31/2005, where
April has only 30
days.

Dates must be in the
YYYYMMDD
format to import
correctly. Dates
cannot be marked
TBD. An example of
an invalid date is
20050431, where
April has only 30
days.

Dates must be in the
YYYYMMDD
format to import
correctly. Dates
cannot be marked
TBD. An example of
an invalid date is
20050431, where
April has only 30
days.

Event Forms for
Submission Event
does not appear to

Possible submission
event forms (Item
15b) are 1921, 1921-

Submission event
forms (Item 14b)

Submission event
forms (Item 14b)

contain any valid 1,1921-2, 2630-2, must be valid. must be valid.
form names and 2630-3.
3.21 CREATE CONTRACT PLAN

This dialog pops up when File>New>New Contract/Subcontract Plan is clicked. Three

options are available:

Inherit from parent plan (using RDT)
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Choose this option if you would like to create a new contract plan based on a program plan's
RDT. Alternatively, you may with to create a new subcontract plan based on a contract plan's

RDT. See the WBS Editor of a Contract Plan tutorial for more information.

Click the "..." button next to the "Select open plan™ field to pop up the Select Plan dialog.
Choose a plan who's RDT you would like to use as a basis for creating the new contract plan.
Note that prior to completing this step, you must first have edited the selected plan's RDT
and assigned WBS elements to a particular contractor.

Click the "..." button next to the "Select contractor” field to pop up the Select a Contractor

dialog. Choose a contractor whose WBS elements are checked in the parent plan's RDT.
Prior to completing this step, you must have assigned a contractor to the chosen

plan through the Contractor Selection Dialog.

When you click OK on the "Create Contract Plan" dialog, a new plan will be created which
contains the WBS elements as checked in the selected parent's plan's RDT for the selected

contractor.

Create New Plan
Select this option to create a new contract plan from scratch. Choose which plan version
(2003, 2007, or 2011) to use.

Close Existing Plan
Select this option to create a copy of an existing contract plan that is open in cPet. Click the

..." button to pop up the Select Plan dialog to choose the appropriate plan.

3.22 CREATE PROGRAM PLAN

This dialog pops up when File>New>New Program Plan is clicked. Two options are

available:
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Create New Plan
Select this option to create a new program plan from scratch. Choose which plan version
(2003, 2007, or 2011) to use.

Clone Existing Plan
Select this option to create a copy of an existing program plan that is open in cPet. Click the
"..." button to pop up the Select Plan dialog to choose the appropriate plan.

3.23 IMPORT DIALOG
The Import dialog allows you to select which plan or cost report you want to import. All

documents must be in Excel format. An XML equivalent will be created upon importing the

document.

3.24 EXPORT DIALOG

After creating a program plan or contract plan, the document can be exported to PDF or

Excel. This feature generates a copy of all the information stored in cPet. The result is a
duplicate of what the plan would look like using the DD2794 format.

Export to Excel to view the plan in an Excel format.
Export to PDF to view a PDF version of the plan.

Click Immediately view exported file if you want to view the document after the export has
been generated.

@ Tip: Plans that were exported to Excel can also be imported back into cPet.
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3.25 LINKDOCUMENTS DIALOG

The Link Documents Dialog provides a method for rearranging plans or cost reports. The

following type of documents can be linked together:

P Program plan and contract plan

P Contract plan and subcontract plan
P Contract plan and 1921

P 1921 and 1921-1

To link a contract plan to a program plan, click on each document in the Link Documents
Dialog. The document names will be displayed at the bottom of the dialog. Click Link when
you have selected the appropriate plans. The contract plan will now be indented under the

program plan.

To link a subcontract plan to a contract plan, first click the prime contract plan and then click
the subcontract plan. The document names are displayed at the bottom of the dialog under
"Parent” and "Child." Click Link. The subcontract plan will now be indented under the prime

contract plan.

@ Tip: The order that the plans are selected is important. If you first click on a subcontract
plan and then click on the prime contract plan, the prime will be incorrectly indented under
the sub.

Follow a similar procedure to link a 1921 to a contract plan, or to link a 1921-1 to a 1921.

@ Tip: Documents can also be linked directly by dragging and dropping them within the

main window of cPet. See Linking Documents for more information.
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3.26 NEW CONTRACTOR

This screen will appear after clicking the A icon in the Contract Maintenance window or
after clicking Edit > Add Contractor.

Enter the name of the contractor and click OK.

New contractors will appear green & 1o represent a user-defined contractor. These added
contractors will only appear in your copy of cPet. To export this list of contractors, click File
> Export User-Defined Data. In another copy of cPet, you may then click File > Import
User-Defined Data to import this list, including contractors that were previously user-
defined.

3.27 OPEN DIALOG

The Open dialog allows you to select and open a plan or cost report that has previously been

imported or created. The document must therefore be in XML format.

The Open dialog can be reached through File > Open, or by clicking on the = icon on the
toolbar.

3.28 OPTIONS DIALOG

Click on one of the links below to view options for each of the tabs within the cPet Options

dialog:

General Options

Display Options

Validation Options

Import Options

General Options
WABS System Type
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Set the default WBS System Type (MIL-HDBK-881A or MIL-STD-881C). This option
affects which WBS System Type is auto-selected when the Basic Info or the WBS Editor is

opened.

Prompt before providing WBS structure to plans with no WBS

When a new plan is created and a Weapon System Type is selected, cPet will ask the
following question upon opening the WBS Editor: "Should cPet fill in the Program/Contract
Plan's empty WBS structure with the standard WBS structure for plan's weapon system
type?" Clicking Yes will generate a list of elements according to the chosen Weapon System

Type as specified in the Basic Information. Clicking No will leave the WBS Editor blank.

Display Options

Filtered Contractors in Contractors List
Changes color of filtered contractors in the Contractor Selection list or in Contractor

Maintenance.

Invalid Rows

Changes color of invalid rows in the Submission Events, WBS Editor, and RDT.

Reset to Defaults
After changing one or more display colors, click this button to reset back to the default

colors.

Validation Options
Skip Validation Wizard when validating an individual document
If this option is checked, the Validation Wizard is skipped when validating an individual

document (select the cost report and click Tools > Validate Individual Document). All the
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validation questions are skipped, and validation results window is displayed. No validation

letter will be generated.

Allow multi-line validation data

This option changes the display of the validation results data that are exported to Excel.
Checking this option allows the row width to expand in Excel to accommodate entries with
large amounts of data. If this option is not checked, then the columns are made wider to
display all the data on one line.

Import Options

Overwrite old cPet XML files

Replace XML files when a plan or cost report is imported more than once.

Generate validation XLS files
When a document is imported, a validation file is generated in Excel. This file is a replica of
the plan or cost report, except with errors highlighted in orange, and successfully imported

areas marked in green.

Overwrite old validation XLS files

Replace validation XLS files when a plan or cost report is imported more than once.

Expand integers to one decimal place when importing WBS Element Codes (*'1" -->
"1.0")

cPet expands the WBS Element Codes for program plans and contract plans to one decimal
upon import. If “1,” “2,” or “3” are listed on the Excel file for instance, then these numbers

will be displayed as “1.0,” “2.0,” “3.0” in the WBS Editor.
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3.29 RDTDIALOG

The Resource Distribution Table (RDT) provides a way to organize WBS elements according

to assigned contractors. The RDT may accompany a program plan or contract plan.

Before opening the RDT, at least one contractor must be chosen through the Contractor

Selection Dialog.

When viewing the program plan's RDT, all contractors assigned to the program plan will be
listed in columns to the right of the window. To the left is a list of all the elements in the
program plan's WBS Editor. Check which contractor is responsible for which WBS element.
Use the toolbar at the top of the window to easily check or uncheck items. Useful icons and
their functions are described below.

“ZCheck Selection - Use the shift or control key to select a few WBS items in a certain
column. Then click this icon to check all the items in the selection.

L2 Uncheck Selection - Use the shift or control key to select a few WBS items in a certain

column. Then click this icon to uncheck all the items in the selection.

A few other icons that may be useful are:

CF1f the WBS item name is longer than the width of the column, clicking this button

Resizes the Column so the entire name can be seen.

-
$5 Arranges the contractor columns in order of their contract value, from largest to

smallest.

Ff'Moves a contractor column adjacent to the WBS (icon found by right-clicking on a

column header)
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To check/uncheck all the elements in a column, right click on the column header and select

¥2 or T2 | respectively.

@ Tip: From the Edit menu, you can Select All or Select Child Elements. These commands

can be particularly useful if you would like to check/uncheck groups of WBS elements.

Information relevant to each contractor is listed at the top of the window. Click on different
contractor columns to view and edit the information for each contractor. Note that the RDT

for program plans and contract plans is slightly different.

Program RDT

The Program RDT displays information for the prime contractor(s). The Contractor name
for the selected contractor is listed at top. Fill in the Contract Number and Description for
the prime contract plan. Also enter information for the Total Est. Contract Value and
Software Contract Value (including units). Finally, fill in the fields for the Government
Organization or PARM, CSDR Direct Reporting per CWIPT, and SRDR Direct
Reporting per CWIPT.

Contract RDT

The Contract RDT displays information for both the prime contractor and the
subcontractor(s). The "Contractor Information” at the top of the RDT pertains to the prime
contractor. The Contractor name and number are read-only fields. They correspond to the
information that was brought into cPet when the Excel version of the contract plan was
imported. Or, for contract plans that were created within cPet, the Contract Number
corresponds to the number that was specified in the Basic Info. If the Total Est. Contract
Value and the Software Contract Value were filled in on the parent RDT, these fields will

be brought over to the contract plan.
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The "Selected Subcontractor Information™ pertains to the contract plan's subcontractors.

Click on a different subcontractor column to view the corresponding information.

To export the RDT to Excel, click the = jcon on the main toolbar.

@ Tip: When the RDT of a program plan is exported, the header information under the Prime
Contractor column(s) will be filled in. However, cPet will not export any information to the

Program Office column.

@ Tip: When the RDT of a contract plan is exported, all the header information will be filled

in. cPet will export data pertaining to the prime contractor and all the subcontractors.

@ Tip: WBS elements must have item numbers in order for them to be edited in the RDT.
Items that do not have numbers will be highlighted according to the Options Display color.
You will be unable to check these elements under any contractor column until you assign
them numbers in the WBS Editor.

See WBS Editor of a Contract Plan to visually understand how the program plan's RDT

relates to the WBS Editor of the program plan and the contract plan.

3.30 SELECT A CONTRACT PLAN DIALOG
3.30.1 IMPORT EVENTS FROM CONTRACT PLAN

This dialog can be accessed through a program plan's submission events, under Tools >

Import Events from Contract Plan.

Submission events from a contract plan can be imported into a program plan's submission

events. To do this, follow these steps:
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1) Make sure a program plan and a contract plan are open in cPet.

2) Open the program plan’s submission events.

3) Click Tools > Import Events from Contract Plan (Qﬁ% ).
4) In the Select a Contract Plan dialog, choose the contract plan containing the submission
events you would like to import (Note: The contract plan must be open in cPet).

5) The contract plan's submission events will be listed under the program plan's. A header

row will indicate which events are from the contract plan.

< Swbmission Events - Program Plan for Test Program
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Note the following when importing events:

@ The contract plan events will be kept in a separate category than the program plan's.
@ The Sort and Renumber tool will be applied to all events. However, the contract plan and
program plan events will not intermix.

®The multi-check tool 1

= and the fill down tool 4 can be used across rows pertaining to
both the program plan and the contract plan. Select the desired events and use any of the edit
tools.

@ New rows will be added to the program plan's events. New events cannot be inserted under
the contract plan category.

@|f all the events from the contract plan are deleted, then the contract plan and program plan
headers will be deleted.

@You can import events from multiple contract plans - each will appear in its own category.
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3.31 SELECT A CONTRACTOR

This dialog appears after browsing for a contractor on the Create Contract Plan dialog.

Choose which contractor to use to create a new contract plan based on the specified
plan's RDT. Prior to completing this step, you must have assigned a contractor to the
chosen plan through the Contractor Selection Dialog.

3.32 SELECT A COST REPORT DIALOG
Use this dialog to select a cost report for a particular submission event in the Validation

Wizard. You may browse for a cost report that is not currently open in cPet. Or you may

choose to select a different cost report than is listed in the Validation Wizard.

3.33 SELECT DOCUMENT VERSION DIALOG
The Select Document Version dialog will pop up when you are creating a new cost report.
Choose whether the document follows the 2003, 2007, or 2011 version.

3.34 SELECTPLAN

The "Select Plan" dialog may appear for one of two reasons:

1) While creating a contract plan or program plan.

2) While inserting WBS elements or submission events. This dialog may appear after
clicking Edit > Insert WBS from existing plan on a plan's WBS Editor. This feature
inserts the selected plan's entire WBS under the selected element in the active plan's WBS
Editor. Alternatively, this dialog may appear after clicking Tools > Import events from
existing plan on a contract plan's Submission Events. This feature inserts the selected plan's

entire submission events under the selected element in the contract plan's Submission Events.
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All program plans and contract plans that are open in cPet are listed in the dialog. To use a
plan that is not shown, close the dialogs, select File>Open, choose the desired plan, and then
return to the Select Plan dialog.

3.35 SELECT REPORTS TO COMPARE

The Select Reports to Compare dialog appears after performing one of the following actions:

1) Click Tools > Compare Cost Reports.

2) Select a contract plan, 1921, or 1921-1 that is open in cPet, right-click, and choose
Compare Cost Reports.

The plans and cost reports which are open in cPet are listed. Choose which contract plan will
be used for comparison. Select the Earlier Report and Later Report. cPet will pre-select
the Earlier/Later Report based on the Report As Of date. If you reverse this selection, cPet
will highlight the check boxes in pink.

Click OK after you have decided which documents to compare. Depending on your selection,

the 1921 Cost Report Comparison window or the 1921-1 Cost Report Comparison

window will open.

@ Tip: You can select 1921's of either document version (2003, 2007, or 2011). However,
1921-1's must both be of the 2007 or 2011 version. Any 1921-1's of the 2003 version will
have check boxes that are disabled in the Select Reports to Compare dialog.

3.36 SUBMISSION EVENTS DIALOG

The Submission Events window displays the CSDR Submissions for the plan.

Use the toolbar at the top of the window to add and manage submission events. A brief

explanation of the toolbar is given below.
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Humber of Fill Down
Add Events Date Value
N ¥ ¥
E’l = {\_)l = |_§| + 3| ¢ & Distribute dates every 3“2; QJH
Check/Uncheck Add Type Fiugﬂ\:n Fill Down Date Value at

Selected Increments

“2 Delete a submission event

“ZCheck Selection - Use the shift or control key to select a few submission events in a

certain column. Then click this icon to check all the items in the selection.

L2 Uncheck Selection - Use the shift or control key to select a few submission events in a

certain column. Then click this icon to uncheck all the items in the selection.

. Add submission event(s)
Add Type — Adds either “Blank” or “Like Current” events

“Blank” = Adds new rows

“Like Current” = Copies rows from selected row

;Fill Down Value — When several rows are selected, clicking this icon

checks/unchecks the boxes in the column according to the first row. This icon can

also be used to copy dates down a column.
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% Fill Down Date Value — When multiple rows are selected, clicking this icon
generates dates down the column. These dates are set apart from each other by a

certain increment of time.

Insert a row before the selected event

—Insert a number of rows (quantity depends on numerical value in toolbar)

== Add a row to the end of the submission events list

</Add a number of rows to the end of the submission events list (quantity depends on

numerical value in toolbar; same

as .4 icon)

s Sort and Renumber — Arranges the submission events by As of Date and designates an

Event Number for each.

b Import Events from contract plan - (Found only on program plans); Contract plan

events can be imported into a program plan’s events. See Import Events from Contract Plan

for more information. Icon found under the Tools menu.

g Import Events from existing plan - (Found only on contract plans); Program plan
events can be imported into a contract plan's events. See the icon found under the Tools

menu.

=

To check/uncheck all the events in a column, right click on the column header and select .

or 3| respectively.
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@ Tip: From the Edit menu, you can Select All. This command can be particularly useful if

you would like to either check/uncheck all the submission events, or delete them all.
A brief explanation of the fields in the submission events window is given below.

The Event # lists the number assigned to the event. For imported plans, this number is

copied from the DD 2794 Excel version of the plan. If the events are not in order, the Sort

and Renumber icon b= can be used to numerically order these events. For new plans, the
Sort and Renumber icon assigns a number to the events depending on their order in the

submission events window.

For imported plans, the submission events and their dates and required reports will appear as
they did on the DD 2794. However, invalid dates will not import and will be left blank. cPet
provides a warning in the conversion results upon importing a plan. An example of an invalid
date is 4/31/06 (April has only 30 days). Dates will also not import if they are in the incorrect
format. The format for dates is as follows:

2003 Version DD/MM/YYYY
2007 Version YYYYMMDD

The table below compares the report names across different versions of the DD 2794. The
naming conventions between the versions may be slightly different, and some versions may

have columns for additional reports.

Required Reports

2003 2007 2011
CWBS Dict. CWBS Dict.
1921 1921 1921
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1921-1P1 1921-1 1921-1
1921-1P2 1921-2 1921-2
2630-2 SRDR Initial SRDR Initial
2630-3 SRDR Final SRDR Final
1921-4

For imported plans, the following information will already be listed in the submission events.
However, for newly created plans, continue to fill in the information for the submission
events of the CSDR plans.

Fill in the Event name associated with the CSDR submission.

Fill in the As of Date for the CSDR submission. This is the date that the data are reported.
Fill in the Due Date for the CSDR submission. This is the date that the report is due. The
Due Date is generally 60 days after the As of Date. cPet automatically generates a Due Date
once the As of Date is chosen.

Note: Incomplete events, header rows, or invalid dates will be marked pink, but this color can

be changed in the cPet Display Options.

3.37 SUBMISSION VALIDATION

A submission can be validated in one of two ways:

1) In the main window of cPet, select a contract plan and click Tools > Validate

Submission.
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2) Click Tools > Run the Validation Wizard and select, "Validate a cost report submission,

and generate a validation memorandum.”

Either of these two methods results in a validation wizard dialog that displays validation
results for the contract plan, the 1921, and the 1921-1.

The following icons indicate the severity for each validation:

@ OK - No problems
&Warning - Moderately significant problems

D Error - Severe problems
The validation results may be grouped in the following six categories:

@ Contract Plan (includes errors regarding blank codes or repeated elements on the contract
plan’s WBS Editor itself)

@1921 vs Contract Plan (validates required/nonrequired and reported/missing elements)
@1921 Internal (validates numeric data within the 1921)

@1921-1 vs Contract Plan (validates required/nonrequired and reported/missing elements)
@1921-1 vs 1921 (compares data in the 1921-1 against the 1921)

@1921-1 Internal (validates numeric data within the 1921-1)

Note: If you run the Validation Wizard and choose any non-default answers to the validation
questions, cPet will add one or both of the following categories to the Validation Results:
1921 Additional Validation Data and 1921-1 Additional Validation Data. These

categories will list any comments you wrote in response to the validation questions.

Contract Plan
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Possible validation errors for a contract plan are listed in the table below.

Contract Plan Validation Results

Error

Description

Q Blank WBS Element Code found for WBS element

from Contract Plan

Every WBS Element must have a code. A
numbering is made easy by clicking Tools > V

Numbering within the contract plan's WBS Editor.

- Repeated WBS Element Code found for WBS

elements from Contract Plan

Each WBS Element must have a unique code.

1921 vs Contract Plan & 1921 Internal

Please see 1921 Validation Results for details.

1921-1 vs Contract Plan, 1921-1 vs 1921, & 1921-1 Internal

Please see 1921-1 Validation Results for details.

The dialog is laid out in three columns: The Location, Description, and Error Magnitude:

The Location column displays the validated item.

The Description column lists the type of error found. Click on an error to view the

associated details in the Reading Pane at the bottom of the window. You can hide this

Reading Pane by clicking the = icon at the top of the dialog.

The Error Magnitude represents the difference between related costs.
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@ Tip: For these numeric validations, only the error with the greatest magnitude will be
reported for each WBS Element (and for each page, if relevant). In fixing the major error,

many smaller errors will most likely be fixed as well.

Click the Filter icon "= to sort the validation results by Location or by Error Magnitude.
Results are listed by Location by default, which means that within each category, the errors
appear in order of their WBS Element Code. If you choose to sort by Error Magnitude, then
the numeric errors will be listed with the error of largest magnitude first. Click Hide

Warnings to hide the warnings M and only display the errors Q9

The information found in the Validation Results can be exported to Excel by clicking =l

Once you are satisfied with the validation results, you may continue to accept or reject the

submission in the Validation Wizard and generate a validation memorandum.

3.38 WBSEDITOR DIALOG

The WBS Editor displays the list of required reporting elements in a hierarchical fashion.

If creating a new program or contract plan, cPet may inquire if the WBS Editor should be
filled in according to the Weapon System Type specified on the Basic Info. Refer to the
General tab of the cPet Options to turn on or off this warning.

Confirm WBS Auto-complete [%|

9 Should cPet Fill in the Contract Plan's emply WES structure with
\-"/ the standard WBS structure For the plan's weapon system bype?

[ Yes l [ Mo ] [ Help
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Use the following icons to add, edit, and move WBS items:
“) Undo

© Redo

EAdda sibling to the selected element

E Add a child to the selected element

“ Delete an item

23 Copy a WBS element

# Cut a WBS element

23 Paste a WBS element (note that elements can be pasted into cPet or into Excel)
¥ Indent an item

* Unindent an item

¥ Move an item up in the list

% Move an item down in the list
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‘= " Provides the option of assigning a WBS number to each item, or clearing the item

numbers

< FreeEdtMode oo Eqit Mode - Turn on Free Edit mode to add, delete, or arrange WBS

elements easily. See below for more details

= Expand All (Found under the View Menu)- All the elements in the WBS tree will be
displayed

= Collapse All (Found under the View Menu)- All the elements in the WBS tree will be

collapsed to that only the root element(s) is displayed

= Check (Found under the Edit Menu) - Use the shift or control key to select a few WBS

items in a certain column. Then click this icon to check all the items in the selection

L2 Uncheck (Found under the Edit Menu) - Use the shift or control key to select a few WBS
items in a certain column. Then click this icon to uncheck all the items in the selection

5 Insert Standard WBS (Found under the Edit Menu). Provides the option to insert a
standard WBS according to either MIL-HDBK-881A or MIL-STD-881C (as specified at the
top of the WBS Editor).

From the Edit Menu of contract plans, you may also Insert WBS From Existing Plan. This

function inserts all of the WBS elements found on the WBS Editor of the selected parent

plan.
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@ Tip: From the Edit menu, you can Select All or Select Child Elements. These commands
can be particularly useful if you would like to delete groups of elements from a standardized
WBS.

@ Tip: Elements can be copied from the WBS Editor and pasted into Excel. Likewise,
elements can be copied from Excel and pasted into the WBS Editor.

Free Edit Mode

The Free Edit Mode may be useful when creating new WBS elements or rearranging the

= Fres EditMode 001 on the toolbar to turn on

indentation structure of the elements. Click the
the Free Edit Mode (the button will turn orange). In Free Edit Mode, parent/child
relationships among WBS elements are relaxed so that individual elements can be indented

and moved without changing the indentation or position of other elements. The WBS
elements will still appear indented under each other, but the Expand (*') and Collapse (=)
icons will no longer be present. The purpose of the Free Edit Mode is to visually organize the
WBS with ease. Without this mode turned on, a newly added element may not appear where

you would like it to be in the tree structure.

There are a few things to note when using the Free Edit Mode:

@ After changing the WBS in Free Edit Mode, the WBS indenture structure will be
maintained after the mode is turned off.

@®\WBS elements are indented by four spaces. However, if you indent an element by a single
space, cPet will interpret this element as being indented by four spaces.

@If you indent an element by more than four spaces, cPet will ignore these extra spaces. If
you close and reopen the WBS Editor, the element will appear indented by the normal four

spaces.

WABS Editor in Relation to the DD 2794
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The WBS Element Name column is shown on the left of the WBS Editor. For contract and
subcontract plans, the summary elements are listed at the end of the WBS Editor (i.e.
"Subcontractor G&A" through "Total Cost [Through Reporting Contractor's G&A & Profit
or Fee]" for 2003 plans, and "Subtotal Cost" through "Total Price™ for 2007 and 2011 plans).
On program plans, the WBS Element Code column lists each item with an element code.
On contract plans, the Program Plan WBS Element Code corresponds to the code of the
element found on the program plan. The WBS Element Code corresponds to number of the

element on the contract plan.

For imported plans, the WBS Editor will import the appropriate checks in the Reports
Required field of the DD 2794.

For newly created plans, click the required reports for each element.

Clicking the N/A box for a WBS element automatically erases all checks in that particular

row.

& A WBS item will be highlighted if it is an only child (see below). The color of the warning
depends on the Display Colors in the cPet Options.

@ Tip: A WBS item will be highlighted if it does not have any columns checked.
The table below compares the report names across different versions of the DD 2794. The
naming conventions between the versions may be slightly different, and some versions may

have columns for additional reports.

Required Reports
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2003 2007 2011
CWBS Dict. CWBS Dict.
1921 1921 1921
1921-1P1 1921-1 1921-1
1921-1P2 1921-2 1921-2
2630 SRDR SRDR
1921-4

Refer to the Cost and Software Data Reporting (CSDR) Manual (DoD 5000.04-M-1) for

more information on reports.
For a brief explanation of the fields on the DD 2794 form, refer to Instructions for

Completing DD Form 2794, Cost and Software Data Reporting (CSDR) Plan.

3.39 WBS NAMING DISCREPANCIES
The WBS Naming Discrepancies dialog pops up after clicking on a WBS element hyperlink

in the 1921 Cost Report Comparison or 1921-1 Cost Report Comparison window. The

purpose of this dialog is to show how the WBS element name is not consistent across the

contract plan, the Earlier report, and the Later report. See the example below.
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= WBS Maming Discrepancies

WEBS Element Code WBS Element Mame [Reference] WBS Element Mame [Earlier) W ement MName [Later]
bilh Uzer Equipment Uszer Equipment |Jzer Equiprnent Test

~ X

The WBS element name on the
Later report does not match the
name on the Earlier report or
the contract plan

340 VALIDATION WIZARD DIALOG

The Validation Wizard provides a guide to validating cost reports under a specific

submission event. At the end of the Validation Wizard, a validation memo and the validation
results will be generated. The Validation Wizard can be accessed directly by clicking Tools >
Run Validation Wizard. The Validation Wizard is also used when you (1) select a contract
plan and click Tools > Validate Submission or (2) click Tools > Validate Submission in

the submission events window. See Validating Cost Reports for more information on

different ways to access the Validation Wizard.

Welcome to the Validation Wizard

By clicking Tools > Run Validation Wizard, the Welcome to the Validation Wizard

screen will appear.

There are two options: Validate a cost report submission and generate a validation

memorandum, or VValidate a single cost report.

Validate a Cost Report Submission
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Pick a Submission Event
If you choose to Validate a cost report submission, the Pick a Submission screen will
appear. The contract plans and their submission events are listed. Note that the contract plans

are listed according to their order in the main window of cPet.

Select a submission event. cPet will list the 1921's and 1921-1's that most closely match the
As of Date of the submission event.

Click [ to open a cost report that is not listed in the Validation Wizard.

Click Next when you have selected a submission event and located the appropriate cost

reports.
Guided Validation

cPet provides two options: Answer guided validation questions or Skip guided validation

questions.

If you choose the first option, you are presented with a series of questions pertaining to the

contract plan and the cost reports.

If you choose to skip the questions, you jump to the Submission Acceptance screen, and the
validation results window appears. See 1921 Validation Results, 1921-1 Validation Results,
1921-2 Validation Results, and 1921-3 Validation Results for information on each of the

errors.

Submission Acceptance
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You may Accept, Accept Conditionally, or Reject the submission based on the validation
results. After clicking Next on the Submission Acceptance screen, the Additional
Information screen appears.

Additional Information

Enter the P.O. Name, Office Code, Date Received, and Resubmission question to complete
information used in the validation letter. Click Next to proceed to the Completing the
Validation Wizard screen.

Completing the Validation Wizard

Choose the location to save the validation letter and validation results. If you would like to
change the file name or file path where the documents will be saved, click Browse. Click

Reset to Default to set the file name/location back to the original.

Click Open files in their respective applications if you want to immediately view the

documents.

Click Finish to generate the memo files.

The Validation Letter will open in Microsoft Word. Any information that was not filled in

on the Additional Information screen will be marked in red.
The Validation Results will open in Microsoft Excel. The validation errors are displayed as

they were in the Validation Results dialog.

Validate a Single Cost Report
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If you choose to Validate a single cost report, the Pick a Cost Report screen appears.

Pick a Cost Report

All the plans and cost reports appear as they do in the main window of cPet. Select a cost

report to validate and click Next.

Guided Validation

cPet provides two options: Answer guided validation questions or Skip guided validation

questions.

If you choose the first option, you are presented with a series of questions pertaining to the

contract plan and the cost reports.

If you choose to skip the questions, you jump to the Completing the Validation Wizard

screen.

Completing the Validation Wizard

The Validation Wizard will generate a validation letter and report. If you would like to

change the file name or file path where the documents will be saved, click Browse.

Click Finish to view the validation results. See 1921 Validation Results, 1921-1 Validation

Results, 1921-2 Validation Results, and 1921-3 Validation Results for information on each of

the errors.

@ Tip: The Validate a Single Cost Report option does not generate a validation letter. In
addition, the validation results are not exported to Excel as they are when you select the

Validate a Cost Report Submission option.
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41 HELPFUL LINKS

General Links:

Defense Cost and Resource Center (DCARC)

Cost and Software Data Reporting (CSDR) Manual (DoD 5000.04-M-1)
CSDR QOverview and Policy

DD 2794 Links:
DD Form 2794 Instructions and Blank Template

Cost Report Links:
DD Form 1921, 1921-1, 1921-2 and 1921-3 Data Item Description and Blank Templates
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http://cade.osd.mil/
http://cade.osd.mil/Files/Policy/500004m1.pdf
http://cade.osd.mil/CSDR/CSDROverview.aspx
http://cade.osd.mil/CSDR/Planning.aspx
http://cade.osd.mil/CSDR/FormsReporting.aspx

5  GLOSSARY

1

1921: The DD Form 1921 (known as "Cost Data Summary Report™) provides both recurring
and nonrecurring costs for certain WBS Elements on a contract plan. A 1921 can be

imported under a contract plan or subcontract plan.

1921-1: The DD Form 1921-1 (known as "Functional Cost-Hour Report") provides recurring
and nonrecurring costs. The 1921-1 data correlates with the 1921 data, except that the
1921-1 provides a more detailed breakdown of costs. A 1921-1 can be imported under
a1921.

B

Basic Information: Displays the header fields for a plan or cost report. Can be accessed by

clicking View > Basic Info.

C

Child Element: Refers to a lower level item that is indented under a parent element. In the
WBS Editor, an element that is an only child (i.e. an element that has no sibling

elements) will be marked red.

Contract Plan: A contract plan includes the data reporting requirements for a particular
contractor. Multiple contract plans can be imported under a single program plan.
Alternatively, several subcontract plans can be imported under one prime contract

plan.

Contractor Maintenance: Add, edit, or delete contractor names, divisions, or locations from

the Contractor Selection list. Changes will be saved only in the user’s copy of cPet.

Contractor Selection: Displays a list of available contractors. A contractor must be selected
before a contract plan is imported under a program plan. Similarly, a contractor must

be selected before a subcontract plan is imported under a prime contract plan.
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Conversion Results: Displays a list of errors found upon importing a plan or cost report.

Cost Data: Cost data is presented on a recurring/nonrecurring basis on a 1921 or 1921-1.
The cost data can be viewed by clicking the $ icon on the toolbar of cPet's main

window.
Cost Report: Refers to a 1921 or 1921-1.

Cost Type: The Cost Type may be either Non-Recurring, Recurring, or Total.

E

Export: The user can export a plan to PDF or Excel. If the plan is exported to PDF, the
document follows the DD 2794 format.

F

Flat File: Displays cost report information in an Excel file. Data from a cost report in cPet
can be exported to a Flat File. The user can then edit this information in Excel and
import back into cPet.

Import: Convert an Excel file to an XML file and view using cPet.

L

Link Documents: Associate one plan with another. For example, a contract plan can be

linked to (or indented under) a particular program plan.

M

MIL-HDBK-881 Appendix: See Weapon System Type.

N
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Narrative Text: Enter the information found at the bottom of the DD Form 2794 in the
Narrative Text tab of the Basic Info window. Default headings for a program plan are
Program Overview, Contracting Approach, and Quantity Overview. The default
heading for contract plans is "Special Contractor Instructions." However, any of these

headings can be modified or deleted, and additional headings can be added.

O

Open: The Open command allows you to open a previously imported file (in XML format).

P

Parent Element: Refers to the top element in a hierarchical structure. A parent element has

children elements indented at lower levels.

Prime Contract Plan: The prime contract plan acts as the parent plan for one or more
subcontract plans. The prime contract plan is imported directly under the program

plan.

Prime Contractor: The prime contractor is equivalent to a parent contractor. Multiple prime
contractors can be assigned to a program plan. A prime contract plan is imported or

created under a prime contractor. See "Subcontractor” for comparison.

Program Plan: A program plan includes the data reporting requirements for the complete

program. A program plan can have several contract plans and subcontract plans.

R

RDT: Displays the WBS Elements assigned to a particular contractor. Useful when creating
a contract plan. If a program plan's RDT is filled in, the contract plan's WBS Editor
can be auto-completed.
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Sibling Element: Refers to an element that exists at the same level as another element in a

hierarchical structure.

Subcontract Plan: A subcontract plan is indented under a prime contract plan. Multiple

subcontract plans may be imported under one prime contract plan.

Subcontractor: A subcontractor is the child of a prime contractor. Add several

subcontractors to a contract plan before importing or creating subcontract plans.

Submission Events: Displays the Submission Events, their dates, and the required forms for

each.

Summary Elements: Refers to the items following the WBS elements on a contract plan.
These items are not assigned a WBS element code. For 2003 plans, these are
"Subcontractor G&A" through "Total Cost (Through Reporting Contractor's G&A &
Profit or Fee)." For 2007 plans, these are "Subtotal Cost" through "Total Price.”

\Y

Validation: Verifies that the cost reports present accurate data that is required by the contract
plan’s submission events. Cost reports are validated according to completeness,

consistency, and numerical accuracy.

Validation Wizard: Displays all the submission events from the contract plans open in cPet.
Allows the user to choose the submission event to be validated. The cost reports with
the closest As of Date to the submission event are displayed. The Wizard guides the
user through an optional series of questions relevant to the validation. At the end of
the wizard, cPet automatically generates a validation letter (in Word) as well as the
validation results (in Excel).

w

WBS Editor: Displays the WBS Elements, their item numbers, and the required forms for
each.
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Weapon System Type: The Weapon System Type provides a basis for the elements in the
WBS Editor. The Weapon System Type must follow one of the nine MIL-HDBK-881
specifications: Surface Vehicle System, Space System, Sea System, Ordnance
System, Missile System, Electrical/Automated Software System, Aircraft System,
UAYV System, or System of Systems.
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Change ... 145
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Contractor Figures .......cccccvevevveieennenn. 127
Contractor Maintenance............... 149, 151
Contractor Name.........ccoeeevvvvveenenn. 59, 103
Contractor Selection..... 18, 24, 48, 52, 151
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Select Parent Plan ...........cccocovevveiinnenn, 175
Select Plan.........ccccocevvnviiniinnnn, 164, 175
Select Program Plan............cc.ccoovvnneee. 175
Short Name ......oocveeeevcciiecc e 59, 151
SIgNAtUre ..o, 103, 117
Software Contract Value................ 48,171
Solicitation Number...........c........ 103, 117
Sort and Renumber ............c......... 173, 176
SRDR ..ottt 183
SRDR Direct Reporting per CWIPT.... 171
SRDRFinal......ccocoovviviiiiiiec, 176
SRDR Initial.......cccccovevvviiiiiieeiice, 176
Start Date ... 103, 117
Subcontract Number ..........ccocccovvvvnenn. 117
Subcontract Plan ...................... 24,58, 167
Subcontractor ............cceevveeenne 24,117, 151
Subcontractor FIgures..........c.ccoceevvenen. 127

Submission Eventsl17, 30, 44, 58, 77, 168,
173, 175, 176, 189

Submission Number..................... 103, 117
Submission TYPE....ccoevveveevieiieeiecieien 30
Sub-Subcontract Plan....................... 24,58

202

T

TD oot 73
Template ....cccoveeveeiieeececeee 67, 70
To Date Figure....... 80, 109, 112, 123, 127
Total Est. Contract Value............... 48, 171
Total Figures.. 80, 109, 112, 123, 127, 155
Type ACLION ......cccvevieieciecie, 103, 117
\%

Validation77, 80, 112, 127, 138, 168, 180,
189

Validation QUESLIONS.........c.ccevevvveennens 180

VEISION ..ot 175

W

WBS Editor................ 15, 40, 54, 171, 183

WBS Element Code80, 109, 112, 155,
171,183

WBS Elements30, 40, 80, 103, 109, 112,
123, 127, 155, 168, 171

WBS Naming Discrepancies 110, 125, 188

WBS Reporting Level.........ccocoevvnienne. 73

Weapon System Type............... 30, 38, 145



