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Introduction 
 
To review DCMA contractor preaward survey data or initiate a preaward survey request support 
from a contract management office (CMO) you will need to access DCMA’s automated systems.  
This user’s guide will assist you to gain access to these systems.   
 
 
EWAM:  An electronic database to request access to other DCMA customer related systems.  
  
PASS:  Review existing preaward survey data or to request a preaward survey electronically. 
 
ECARS:  Agencies outside of the Department of Defense request contract administration 
services support on a reimbursible basis using this system. 
 
Once a determination is made that preaward survey support is required, access the PASS 
system via EWAM as outlined in this guide.  Follow the steps to review existing contractor data in 
PASS.  If data exists meeting your requirements, reports of that data can be printed from the 
system.  Steps for requesting a preaward survey are provided in the event the preaward data 
required is not already available or is older than 12 months.   After initiating a preaward survey
request, a request for contract administrative services in ECARS is required to fund the preaward
survey action for reimbursible support. 
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Electronic Web Access Manager (EWAM)  

Register as a New User 

1. Navigate to the DCMA Home page (www.dcma.mil) and click on the large EWAM icon. 
(Figure 1)  

Figure 1 - DCMA Home Page 
2.  On the Registration Page Profile tab, click on the Radio button to select an Organization 
Type: DoD, Other Government, or Commercial.  (Figure 2)  

Figure 2- Select Organization type 

3. Input all the User Profile information. (Figure 3) Please note, if you are going to use your 
CAC to access EWAM, you must use the E-Mail Address associated with your CAC. 

http://www.dcma.mil/�


 

 
Figure 3 - User Profile data 

  
 

4. The Organization Detail requested will differ depending on which Organization Type you 
selected. (Figures 4a-4c)   

 
 

Figure 4a - DoD Organization Detail 
 

  



 
Figure 4b - Other Government Organization Detail 

  

 
Figure 4c - Commercial Organization Detail 

  
5. Additionally, on the Profile page, you will see a box requesting Application detail.  In the 
Application Detail select Preaward Survey System (PASS) and Electronic Contract Administration 
Request System (ECARS).  Notice that you MUST choose at least one application from the list in 
order to complete your registration (Figure 5). The application options may vary depending on 
your Organization Type.  
  

 
Figure 5 - Application Detail 

  To facilitate the approval process, provide the following 
information in the Comments block. 
1. Your position. 
2. The reason you would like access to the Preaward 
Survey System. 
3. Your supervisor's name, e-mail, and phone number. 

 

To facilitate the approval process, provide the following 
information in the Comments block. 
1. Your position. 
2. The reason you would like access to the Preaward 
Survey System. 
3. Your supervisor's name, e-mail, and phone number. 

 



6. After you enter the relevant information, click the Submit button and you'll be directed to a 
confirmation message indicating that your request was successfully submitted.  
  

 
Figure 6 - Confirmation Screen 

  
7. When your request is submitted, it is sent to an approver for review.  Once your request is 
reviewed, you will receive either an Approval or Rejection E-Mail.  An approval E-Mail will contain 
the Username and Password that you need to login to eTools.  A rejection E-Mail will contain the 
rejection reason.  If you feel that your request has been rejected in error, you may contact the 
DCMA IT Service Center for further assistance at 1-888-576-DCMA (3262). 
 
Update User Profile & Request Additional Access 

8.  Once you receive an approval E-Mail login to http://etools.dcma.mil using the Username and 
Password provided.  Click on the EWAM icon on your Portal Page.  You will be directed to a 
series of screens where you will reset your password and provide answers to some security 
challenge-response questions.  Once you reset and submit your password, you will be directed to 
the EWAM 2 Update page (Figure 7).  Here you will be able to make edits to your User Profile 
and Organization information, or request additional application access.  In the Application Detail 
section you will be able to view not only applications that are available for access request, but 
applications that are pending approval.   
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Figure 7 - Profile Update 

9.  Once you are finished making any updates/changes, click Submit and you will receive a 
confirmation page that your profile has been updated (Figure 8).  You will also receive a 
modification confirmation email outlining the updates you requested.  

 
Figure 8 - Update Confirmation 

 
 
 
 
 
 
 
 
 
 
 
 
 



Preaward Survey System (PASS) 
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I.  Search Contractors 
1. Preaward Survey System can be accessed from the eTools portal using the EWAM instructions forwarded
 to your email address. Go to the DCMA home page and Click on eTools. Enter your DCMA network ID and
 password. Select the Preaward Survey System Icon from the eTools home page. (Figure 1)  

 
Figure 1 - Preaward Survey System Icon   

2. The Customer Support - Home Page will appear.  In the My Requests tab all of the preaward surveys 
you have requested within the past 18 months will be listed along with their current status.   

Note: The Release Date signifies the date the completed preaward survey was made available for 
viewing by all authorized PASS users.  This date is generally 90 days after the survey was completed and 
posted for viewing by the requestor.    

Click on the Search For A Contractor/ Existing Preaward Surveys button.  (Figure 2)  

 

Figure 2 - Customer Support - Home Page   

3.  From the Contractor Search Page, enter the CAGE value in the CAGE field and click the Search 
button. (If you don't know the CAGE, click on the magnifying glass icon to perform a CAGE search).  
(Figure 3) 



Note: You may also search by Company Name (full, partial, or use "*" as a wildcard).  If more than one 
search criteria are entered, only results matching all entered criteria will be returned.  

 

 

Figure 3 - Contractor Search Page 

4. Your search results will appear, listing the CAGE, Zip Code, DoDAAC, and Company Name.  Click on 
the CAGE code hyperlink to see additional information on the contractor. (Figure 4)  



 

 
Figure 4 - Contractor Search Results  

 
5. The Contractor - Company Review screen displays more detail about the Contractor, Cognizant 
CMO, and Preaward Surveys on File.  (Figure 5)  



 

 

Figure 5 - Contractor - Company Review 

6. The Preaward Surveys on File section lists the surveys at the top and summary information about the 
selected survey below.  To select a survey for review, click the survey line of interest.  The summary 
information below will update to correspond with the selected survey.  (Figure 6) 



 

 
Figure 6  - Preaward Surveys on File      

View Survey Results 
7.  From the Contractor - Company Review screen, click the View Preaward Survey button. The survey 
information is presented in a format for online viewing or local printing as appropriate. (Figure 7a) 



 
 
Figure 7a  - View Preaward Survey      

Users may also click on any survey that appears on their home page in their My Requests list that has a 
status of Completed.  This will bring up the Preaward Survey - View Survey Results screen with 3 
tabs.  (Figure 7b) 



 
 
Figure 7b - View Preaward Survey  

8. The Primary Survey Request tab includes survey information, the Overall Recommendation, and 
the Preaward Survey Manager's Comments/ Recommendation. (Figure 8) 

 



 
Figure 8  - Primary Survey Request Tab  

9. Click on the Evaluation Results tab (Figure 9a) and the Attachments tab (Figure 9b) to view the 
details of the Survey. 

 

 



 
Figure 9a - Evaluation Results Tab  
  
 



 
Figure 9b  - Attachments Tab  

Note: You may also view the original request by clicking the View Original Request button.   

II.  Request Preaward Survey 
1. The Request Preaward Survey screen can be reached from several locations within the 

application by clicking the Request Preaward Survey button.  (Figures 1a-1c)   

 

 



Figure 1a - Customer Support - Home page 
 

 
 
 
Figure 1b - Contractor - Search Page  
  
  



 
Figure 1c - Contractor - Company Review Page  
  
 
2. Enter a CAGE code, Country, or Zip code and click Request Preaward Survey.  (Figure 2)  

Note: Information entered will pre-populate in the survey request.  Based on the user name and password 
used to log into PASS, the system will automatically enter some of your information. If the CAGE entered 
is in the eTools database, the system will also pre-fill some contractor information.   

 
Figure 2 - Request Preaward Survey  

3. Data can now be entered into the request form.  The request can be saved at anytime once all the 
required entries (marked with an asterisk *) are filled in.  Notice that the request form has several tabs.  
(Figure 3)  

Note: For the Survey Type, if you select Informal, the Solicitation Number field will be auto-filled with 
the word Informal.  You cannot request an informal survey and have a solicitation reference.  



 

 
 Figure 3 - Preaward Survey - Primary Request 
 
4.  PASS indicates a 30-day evaluation period.  Completion timeframe of a survey is dependent on the 
 scope of the request.  The assigned Preaward Survey Manager will coordinate a completion date 
with the requestor.     
 
The Prospective Contractor Info tab allows you to enter Company and Parent Company information 
and Point of contact details for the prospective contractor.  (Figure 4)
 
  



 
Figure 4 - Prospective Contractor tab 

5.  The Solicitation Data tab allows you to enter line item data when a solicitation is involved.  Click the 
Insert Row button to add line item data.  Click the new highlighted row under the column where you want 
to enter data.  To delete a row, click on the row to highlight it and then click the Delete Row button. 
(Figure 5)  

 

 
Figure 5 - Solicitation Data tab 



6. The Evaluation Factors tab allows you to select the Major and Other Factors to be evaluated.  NOTE: 
Although the application will allow you to submit a request without a selection here, you should 
identify the factors on this page before submission!!   

 

 
Figure 6 - Evaluation Factors tab 

7. Click the Save Request button at the bottom of the page.  This will not submit the request, but simply save 
the information you have entered.  The Plant and Location tab should provide a summary view of all locations,
 primary and secondary, where survey action will be required.  This tab will populate with the information you
 entered in the Prospective Contractor Info tab only after a request is saved.   
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Figure 7 - Plant Location(s) tab 

8.  If some or all of the requested survey actions are to be conducted at a location or locations different 
from the one entered in the Prospective Contractor Info tab, the additional locations must be entered.  
Click on the Parent company name listed in the Primary and Secondary Plant Locations box and then 
an Add Secondary Location button will appear.  (Figure 8) Click this button and input the appropriate 
information on each of the 3 available tabs.  Then click the Save Location button.  Repeat this process 
until all secondary locations have been identified.   

 

 
Figure 8 - Add Secondary Location 

9.  Once you have entered and saved all secondary locations, click the Return to Summary button.  This 
will take you back to the Preaward Survey - Primary Request page.  Click on the final tab, Requestor 



Comments.  Here you may enter any clarifying or additional information to assist the PAS Manager 
conducting the requested survey actions.  

10.  Click the Save Request button to ensure that the information you've provided is saved.  Next, click 
the Submit Request button.   (Figure 9) 

 

 
Figure 9 - Save and Submit 

Once you submit the preaward survey request, the request appears on the Customer Support Home 
page with the status Submitted.  The PASS request is routed to the assigned Preaward Survey Manager
for action.  
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1.0  NASA/NASA HQ Roles 

1.1  NASA Main Menu 
 Access ECARS from the eTools portal using the EWAM instructions forwarded to your email 
address.  The NASA Main Menu appears when you log into ECARS as a NASA user (Figure 1).   

Figure 1: NASA Main Menu 

The Home link appears at the top left corner of the page. Click this link from any page to return to 
your NASA Main Menu.  The Reports link allows you to view reports for ECARS. 
 
The NASA Main Menu provides links to the functionality available to your role. The following links 
appear on the NASA Main Menu: 

• Create Service Request 

• Review Service Requests 

• Incomplete Service Requests 

• Review/Modify Customer Information 

• Review Funding 

1.2  NASA HQ Main Menu 
 
The NASA HQ Main Menu appears when you log into ECARS as a NASA HQ user (Figure 2). 

Figure 2: NASA HQ Main Menu 



The Home link appears at the top left corner of the page. Click this link from any page to return to 
your NASA HQ Main Menu.  The Reports link allows you to view reports for ECARS. 
The NASA HQ Main Menu provides links to the functionality available to your role. The following 
links appear on the NASA HQ Main Menu: 

• Create Service Request 

• Review Service Requests 

• Incomplete Service Requests 

• Review/Modify Customer Information 

• Review Funding 

• Switch NASA Organization 

1.3  Create Service Request 

1.3.1  Creating a Service Request 
 
The Create Service Request page allows you to create a service request by completing contract, 
supplier, and services information (Figure 3). 

Figure 3: Create Service Request page 

The Create Service Request page allows you to do the following: 

• View more information about the customer by clicking the link on the Customer Name. 

• Enter or edit contract information by clicking the Contract button. 

• Add supplier information by clicking the Supplier button. 

• Add services by clicking the Services button. 

• Add work sites by clicking the Add Work Sites button. 

• Submit the completed request by clicking the Submit Request button. 

 
Note that before you enter any information on the service request, the Request ID field is blank. 
This field will be populated with a unique number once you have entered information for the 
request under at least one of the four sections. 



1.3.2  Entering/Editing Contract Information 
 
The Enter/Edit Contract Information page appears when you click the Contract button on the 
Create Service Request page (Figure 4). 

Figure 4: Enter/Edit Contract Information page 

The Enter/Edit Contract Information page allows you to enter or edit information pertaining to the 
contract for the request. 
 
To enter information for a contract, do the following: 

1. Enter information in the necessary fields. You must enter information in the required 
fields. Required fields are marked with an asterisk (*).  

2. Click the Save button. The contract number is now displayed on the Create Service 
Request page. 

3.  
To add or edit points of contact, click the Points of Contact button. 
 
To manage contract attachments, click the Contract Attachments button. 

1.3.3  Entering/Editing Points of Contact 
 
The Enter/Edit Point of Contact Information page appears when you click the Points of Contact 
button on the Enter/Edit Contract Information page (Figure 5). 

 



 

Figure 5: Enter/Edit POC Information page 

To add a new POC, do the following: 

1. Click the  add new link. A green arrow  appears next to the row that is open for you 
to enter a new POC. 

2. Enter the POC's information in the necessary fields. 

3. Repeat steps 1-2 to enter another POC or click the Save button. 

4.  
To edit a POC, simply click the field you wish to modify for the POC you wish to change. Modify 
the information and click the Save button. 
 
To delete a POC, do the following: 

1. Click the  icon next to the POC you wish to delete. The   appears next to that POC 
to show it is selected.  

2. Click the  delete link while the POC you wish to delete is selected. The POC is deleted 
from the list. 

3. Click the Save button to save your changes. 

1.3.4  Adding Contract Attachments 
 
The File Upload page appears when you click the Contract Attachments button on the Enter/Edit 
Contract Information page (Figure 6). 



Figure 6: File Upload page 

The File Upload page allows you to upload files to the contract record. 
To upload a file, do the following: 
 

1. Click the Browse button and attach the applicable file using the standard MS windows 
Choose File box. 

2. Click the Save button to upload the file. The Enter/Edit Contract Information page 
appears displaying the attachment you added (Figure 7). 

Figure 7: Enter/Edit Contract Information page (bottom) 

To delete the contract attachment, click the Delete Contract Attachment button next to the file 
you wish to delete. A confirmation pop-up appears asking you to confirm the deletion. Click the 
OK button on the pop-up window. 

1.3.5  Adding Supplier Information 
 
The View Supplier Information page appears when you click the Supplier button on the Create 
Service Request page (Figure 8). 



Figure 8: View Supplier Information page 

The View Supplier Information page allows you to enter supplier information by CAGE or 
address. You may either enter the CAGE of the supplier, or the supplier's name and address. 
 
To search for a CAGE, click the BINCS Contractor Search for a Contractor and Government 
Entity Code link. The Business Identification Number Cross-reference System (BINCS) website 
will appear in a new window. 
 
When finished, click the Save button. The Prime Work Site and Cognizant DoDAAC are displayed 
on the Create Service Request page. 

 

1.3.6  Adding Services 
 
The Choose Funding and Service Sets page appears when you click the Services button on the 
Create Service Request page (Figure 9). 



Figure 9: Choose Funding and Service Sets page 

The Choose Funding and Service Sets page allows you to choose a funding document and select 
the service sets to be performed. 
 
To choose a funding document and select service sets, do the following: 

1. Select a funding document from the drop-down list. Once a funding document is selected, 
the Funded by Funding Document column will reflect which service sets have services 
supported by that funding document. The total services in a service set show how many 
FAR functions there are in that service set. 

A funding document is negotiated between DCMA and NASA each fiscal year for a 
variety of contract administrative services to support all NASA centers and locations.  
Select the current fiscal year funding document from the drop down list. 

2. Click a Service Set link to view the services in that service set. The Choose Service page 
appears (Figure 10).  Acquisition Planning Support is the service for preaward surveys. 

Figure 10: Choose Services page 

The Choose Services page allows you to select which services in the service set you would like 
to be performed. Select the appropriate services and click the Save button. The Choose Funding 



and Service Sets page appears, displaying the number of services you chose in the Services 
Selected column. 
 
Click the Save button on the Choose Funding and Service Sets page. The funding document, 
service sets, and services are displayed on the Create Service Request page. 

1.3.7  Adding/Editing Work Sites 
 
The Add Work Site page appears when you click the Add Work Sites button on the Create 
Service Request page (Figure 11). 

Figure 11: Add Work Site page 

The Add Work Site page allows you to enter work site information by CAGE or address. You may 
either enter the CAGE of the work site, or the work site's name and address. 
 
To search for a CAGE, click the BINCS Contractor Search for a Contractor and Government 
Entity Code link. The Business Identification Number Cross-reference System (BINCS) website 
will appear in a new window. 
 
When finished, click the Save button. The Work Site and Cognizant DoDAAC are displayed on 
the Create Service Request page (Figure 12). 



Figure 12: Create Service Request page showing work sites added 

To view a work site, click the View button under the Actions column for the work site. The View 
Work Site page appears. 
 
To edit a work site, click the Edit button under the Actions column for the work site. The Edit 
Work Site page appears. 
 
To delete a work site, click the Delete button under the Actions column for the work site. 

1.3.8  Submitting a Service Request 
 
Once all the required information has been entered on the service request, you may submit the 
request (Figure 13). 

Figure 13: Create Service Request page with information entered 

Notice the service request has information entered for the three required sections: 
Contract, Supplier, and Services. If you exit this page without submitting the request, you can 
return to this request using the Incomplete Service Requests function on the Main Menu page. 



To submit the service request, click the Submit request button. The Confirmation page appears 
(Figure 14). 

Figure 14: Create Service Request Confirmation page 

The request has been submitted to the Cognizant CMO for the prime supplier. Click the OK 
button on the Confirmation page. 

2.0 Review Service Requests 

2.1  Querying Service Requests 
 
The Query Service Requests page appears when you click the Review Service Requests link on 
the Main Menu (Figure 15). 

Figure 15: Query Service Requests page 

To search for service requests, do the following: 

1. Enter any combination of the search criteria in the search fields. 
2. Click the Search button. The Browse Service Requests page appears (Figure 16). 

 



Figure 16: Browse Service Requests page 

The Browse Service Requests page displays all the records that match the search criteria you 
entered. This page allows you to view a service request. 
 
To search again, click the  search link at the top right. 
 
To view a request, click the link on the Request ID for the request you wish to view. See the 
topic Reviewing a Service Request. 

2.2  Reviewing a Service Request 
 
The Review Service Request page appears when you click the Request ID number on the 
Browse Service Requests page (Figure 17). 

Figure 17: Review Service Request page 

This page is read-only and allows you to view the following information: 

• To view modified contract information, click the request ID number. 

• To view customer information, click the link on the customer name. 



• To view contract information, click the link on the contract number. 

• To view the obligation authority records for the request, click the Obligation Authority link. 

• To view information about the prime work site, click the link on the contractor's name for 
the prime work site. 

• To view information about the cognizant DoDAAC for the prime work site, click the link on 
the DoDAAC name. 

• To view information about the funding document, click the link on the funding document 
name. 

• To view CMO comments about the service request, click the link on the Action Status. 

• To view information regarding the CASD CMO Office, click the link on the From Office or 
Cognizant Office. 

 
Note: If information has not been entered, it will not be linked. 

3.0  Incomplete Service Requests 

3.1  Querying Incomplete Requests 
 
The Query Incomplete Service Requests page appears when you click the Incomplete Service 
Requests link on the Main Menu (Figure 18). 

Figure 18: Query Incomplete Requests 

A service request is incomplete when it has yet to be submitted. 
 
To search for incomplete service requests, do the following: 

1. Enter any combination of the search criteria in the search fields. 
2. Click the Search button. The Browse Incomplete Service Requests page appears (Figure 

19). 



 
Figure 19: Browse Incomplete Requests page 

The Browse Incomplete Requests page displays all the records that match the search criteria you 
entered. This page allows you to edit or delete an incomplete service request. 
To search again, click the   search link at the top right. 
 
To edit an incomplete service request, click the  icon. The Create Service Request page 
appears. Follow the steps for Creating a Service Request to complete the service request. 
 
To delete an incomplete service request, click the   icon. A pop-up message appears 
asking you to confirm the deletion. Click the OK button on the pop-up message. The service 
request is deleted. 

4.0  Review/Modify Customer Information 
 
4.1  Modifying Customer Information 
 
The Enter/Edit Customer Information page appears when you click the Review/Modify Customer 
Information link on the Main Menu (Figure 20). 

 



Figure 20: Enter/Edit Customer Information page 

The Enter/Edit Customer Information page allows you to update your own customer information. 
Edit the information you wish to change and click the Save button. 

5.0  Review Funding 

5.1  Viewing a Funding Document 
 
The Browse Funding Documents page appears when you click the Review Funding link on the 
Main Menu (Figure 21). 



Figure 21: Browse Funding Documents page 

Select the funding document you wish to view. The View Funding page appears (Figure 22). 



Figure 22: View Funding page 

The View Funding page allows you to view your funding document.  
 
To view the amount history for the dollar value, click the Amount History link next to the Dollar 
Value. 



To view a list of the services for the funding document on a particular service set, click the 
link on the service set. 
 
To view the funding appropriation data for the funding document, click the Funding 
Appropriation link. 

6.0  Switch NASA Organization 

6.1  Querying NASA Organization Records 
 
NASA HQ users can use ECARS at both the HQ and organization levels, but not at the same 
time. Therefore, the NASA HQ Main Menu includes an option to select the level and organization 
that you want to represent. 
 
The Query NASA Organization Records page appears when you click the Switch NASA 
Organization link on the NASA HQ Main Menu (Figure 23). 

Figure 23: Query NASA Organization Records page 

The Query NASA Organization Records page allows you to select either NASA HQ or a NASA 
center. Select an option from the drop-down list and click the Save button. The appropriate Main 
Menu screen appears. Note that if you are a NASA HQ user, you can switch NASA organizations 
at any time by clicking the Switch NASA Organization link on their Main Menu. 
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