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Introduction

About the Guide

Welcome to the Contractor Responsibility Program System (CRPS). The CRPS is the
system that allows the execution of contractor responsibility checks for the Commonwealth
in accordance with Management Directive 215.9. The CRPS Reference Guide serves
several purposes as you learn the system and use it on a regular basis.

After you complete the web-based training course, utilize the Reference Guide as a job aid.
As you use the CRPS, you can refer to the Guide to review specific material you are having
difficulty with, and it should be your first reference when you encounter difficulty using the
CRPS.

Organization

This Introduction Chapter is devoted to background information about the CRPS. The
Introduction Section introduces you to the Guide, explains how to use the Guide and
identifies the purpose of the Guide. The Overview Section provides much of the
background information crucial to understanding CRPS as well as sources for help when
you have problems or questions. The Accessing CRPS Section provides information on
navigating to and accessing the CRPS, understanding navigation within the CRPS,
understanding the home page, and logging out of CRPS.

The At-A-Glance subsection illustrates the high level tasks involved while also highlighting
which Roles complete which tasks.

* August 16, 2012

Notice to All CRPS Users: The federal government has consolidated its procurement systems,
including the Excluded Parties List System (EPLS), into a new System for Award Management
(SAM). Until this change can be incorporated into the CRPS, users will receive an error
message regarding EPLS in the results of any CRP check. This error message does not
affect the results of a CRP check with respect to commonwealth suspensions,
debarments, obligations, or performance issues. If a contract includes federal funding,
agency personnel must determine if the prospective contractor is suspended or debarred by the
federal government by visiting http://www.sam.gov and performing a search manually.
Agencies will be notified when the CRPS has been updated to include automated checks of the
new SAM.
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Reference Guide Purpose

The Contractor Responsibility Program System Reference Guide is written documentation
to accompany use of the CRPS.

The CRPS Reference Guide will help you to:
0 Understand the Contractor Responsibility Program and how the usage of the CRPS fits
into the process
a Access and navigate through the CRPS
0 Use the CRPS to execute contractor responsibility checks when needed
» Name and taxpayer identification number are required
» The following are checked:
o Obligations with the Department of Revenue

o Obligations with the Department of Labor and Industry, Unemployment
Compensation

o Obligations with the Department of Labor and Industry, State Worker’s
Insurance Fund

o Approved Performance Issues
o Commonwealth Suspensions/Debarments within the past 5 years
o Federal Suspensions/Debarments*

0 Use the CRPS to execute searches of the CRP data using different search criteria and
returning variations of issues

» Searches by Name, TIN, or Name and TIN are possible.
» By default these searches include obligations.

» Other data that can be included in the searches includes performance issues,
suspensions/debarments (Commonwealth and federal), and historical data.

o Use the CRPS to enter, manage, approve and resolve performance issues according to
role

o Perform basic administrative functions
» Produce Reports

0 Find help when you need it
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Overview

What Is the Contractor Responsibility Program?

Executive Order 1990-3, Contractor Responsibility Program, mandates the development of
a contractor responsibility program. The goals of the program are:

» To ensure that commonwealth agencies contract with responsible and competent
contractors

» To identify, evaluate, and appropriately sanction contractors that do not meet the
standards of responsibility, that render deficient performance, or that engage in
wrongdoing or other inappropriate activities

» To develop and maintain a centralized system to collect and disseminate information
concerning issues affecting contractor responsibility

Management Directive 215.9, Contractor Responsibility Program, establishes policy,
responsibilities, and procedures for implementing the contractor responsibility program.
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What Is the Contractor Responsibility Program System?

CRPS is = a centralized, platform independent system for executing contractor
responsibility checks
0 Receives data from the Department of Revenue daily, the Department of
Labor and Industry Unemployment Compensation weekly, and the
Department of Labor and Industry State Worker’s Insurance Fund weekly
o Connects to the DGS Suspension/Debarment database
o Connects to the System for Award Management (SAM) database
(http://www.sam.gov) for federal suspensions/debarments
o Stores performance issues

CRPS is = a specialized system that incorporates the business rules dictated by
the Management Directive.
a If obligations are found, the CRP Check cannot be certified
o Commonwealth suspensions/debarments for the past 5 years are returned in
a CRP Check in accordance with the Management Directive
0 Suspensions, debarments and performance issues do not preclude the CRP
Check from being certified.

CRPS is = an Internet application.
0 Accessible from any computer connected to the Internet
o Users must have CWOPA or MUSER accounts

CRPS is = a repository for performance issues.
o Data entry and data maintenance for performance issues are now done in
the CRPS
o Performance issues are entered, approved and resolved in the CRPS

CRPS is = a role-driven system.
0 Roles dictate the access a user has in the system
o All roles allow the ability to execute CRP Checks and Searches
O Specialized roles control access for the performance issue functionality
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Where To Go For Help

For system outage assistance:
Contact the agency Help Desk for direction and assistance if you are unable to access CRPS,
or are experiencing system errors.

For policy information:
Refer to Management Directive 215.9, Contractor Responsibility Program.

Refer to the Department of General Services Procurement Handbook.

For requesting access to the CRPS:
Complete the USAR form located at the following link:
http://www.portal.state.pa.us/portal/server.pt/document/1068897/blank usar pdf
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Accessing the CRPS
Accessing the CRPS Overview

Accessing the CRPS requires that you are logged into a computer that has a
Commonwealth network connection. In order to use the CRPS, you must have a CWOPA
or MUSER account. After logging into your account, you then navigate to the
Commonwealth portal to the DGS page. Because access to the CRPS is controlled by the
portal, it is necessary for all users to be members of the DGS portal group. Upon navigation
to the DGS portal page, a link for the Contractor Responsibility Program System displays.
After clicking this link, you are taken to the CRPS home page and you will be logged in.
The system recognizes your username through the portal, and with that username, the
system is able to identify the role you have in the system. Once you have navigated to the
CRPS, the Home page displays. This provides information on the CRPS and links to the
Executive Order, the Management Directive (215.9), the Quick Reference Guide, and
information about the SAM ( www.sam.gov ) database. The menu that displays is the same
menu that is available throughout the system and provides access to all of the functionality
in the system. Logging out of the CRPS is executed by closing your Internet browser which
should be done immediately after you are finished with the system to prevent unauthorized
usage.

This chapter will review the following activities:

1. Accessing the CRPS
2. Touring the Home page
3. Loqgging out of the CRPS
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Accessing the CRPS At-A-Glance

Task/Demo

x| PI Creator
x| Pl Approver
x| Administrator

x| User

1. Access the CRPS

» Launch your Internet browser.

» Log into the DGS portal page. The steps to log in depend on whether
you are a CWOPA or MUSER user.

» Navigate to the CRPS through the Doing Business with the
Commonwealth link.

X[ X | X|X]| 2. Tourthe Home page

» The Home page provides links to the Executive Order that created the
Contractor Responsibility Program and to the Management Directive.

» There are also links to information on the SAM database and to the Quick
Reference Guide.

» The menu that displays is the same menu that is available throughout the
application and provides access to all functionality available in the
system.

X | X | X|X]| 3. Logout ofthe CRPS

» Upon completion of your usage of the CRPS, the Internet browser should
be closed. This should be done to prevent unauthorized usage.

Page 7



nnsvlvania Department of General Sel_'v!ges, Bureau of Procurem_ent
1 ESNMEEX GE}EML SAchs Contractor Responsibility Program System Project

Demonstration 1: Access the CRPS

1. Launch your Internet browser.

CWOPA
2. Navigate to the DGS website by entering http://www.dgs.state.pa.us in the URL and
pressing enter.
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3. Select Log In to log into the portal.
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Executive Office O See Real Estate Opportunities I visit the Capital
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Owned Business Telephone Directo

Press Office

O Certify as a Veteran or Service

Disabled Veteran Business Enterprise 0O View Events at
Report Unsafe Driving, Improper as Relating to Stimulus

Use, of a State Vehicle

DGS Audiences

0 Bid on Public Works Projects I Visit the Capitol

I Find State Contract Opportunities,
Recent Awards & Sole Source
Procurements

T (PA eMarketplace)

Log In

I Access the The §
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4. Select Doing Business with the Commonwealth.
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3. Select Log In to log into the portal.
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= Register Az A User
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O Find State Contract Opportunities,
Recent Awards & Sole Source
Procuremsnts

T (PA eMarketplace)
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4. Enter your log in information and select OK. Your username should be your MUSER
username which is the same username you use when you log into your computer.
Be sure to enter “MUSER\<username>" in the username field. Enter your password.

5. Select Doing Business with the Commonwealth.
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The Home page displays.
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CEPAATHENT OF GESERAL SEMVICES |
Contractor Responsibility Program System

Wil Do this Comdracios Besponsibiity Program System!

Wotica to AR CRPS Lkera: Tha fedaral govermniment has conscldansd s procuremant Sysiems, nduding e Exckided
Parties Lt Syctem (EPLS), into & naw Systam fof Award Managament {SAML. Unbl this changa can ba noorparabed
e the CRPS, usars will eCeive an amor message regarding EPLS in the rasuls of any CRP chach. Thic arror
message docs pol affoct the reculis of a CRP dhodk with respect to commonwealth secpensions,
iabarmants, oblgations, or pedormance eues. [T 3 contract inchades fedaral funding, agancy porsormal must
determing if tha prospectree conbractor B suspended or debamred by the federal povemment by wSEng
BEEp) feve B g0 and performing a search manualy. &gencies wil bo notded whon tha CRPS has been updabed
o ind '«.e-: aubomaned checis of the new SaM

The Contractor Responsbiity Program System (CRFS) supports the commonweaith’s contractor responsbiity
program

Exmqutne Qrgar §999-J, Conirpofor AespasnbaTy Srogram mersdstes the devetopment of & contrector responsbiity
program. The gosis of the program =e

T =npas that commoraealth agances contract with reaponmibles and compstent contracton

fo sientily, evsuats, sl sppropnately sencion contracton that da not oseel e stededs of
sanpamiliekly, Uhal rander daficent parformmance, of Thal engage o srangdoeng or alfer inapproprisle
P SR

To develop and manian a cenrabbed eystam o colect and dedsmoats infrsation CONDaMng EEuas
affacnng conb@acion rspenabiity

Your username displays in the upper right hand corner with the role you have been
assigned.

pennsylvania

CEPAATHENT OF GESERAL SEMVICES
Contractor Responsibility Program System

Wil Do this Comdracios Besponsibiity Program System!

Wotica to AR CRPS Lkera: Tha fedaral govermniment has conscldansd s procuremant Sysiems, nduding e Exckided
Parties Lt Syctem (EPLS), into & naw Systam fof Award Managament {SAML. Unbl this changa can ba noorparabed
e the CRPS, usars will eCeive an amor message regarding EPLS in the rasuls of any CRP chach. Thic arror
message docs pol affoct the reculis of a CRP dhodk with respect to commonwealth secpensions,
iabarmants, oblgations, or pedormance eues. [T 3 contract inchades fedaral funding, agancy porsormal must
determing if tha prospectree conbractor B suspended or debamred by the federal povemment by wSEng
BEEp) feve B g0 and performing a search manualy. &gencies wil bo notded whon tha CRPS has been updabed
o ind '«.e-: aubomaned checis of the new SaM

The Contractor Responsbiity Program System (CRFS) supports the commonweaith’s contractor responsbiity
program

Exmoptwe Qrger J950-7, Contractor fessasnbaly: Srogram mandstes the devsiopment of & contractor responsbiity
program. The gosis of the program =m

T =npas that commoraealth agances contract with reaponmibles and compstent contracton

fo sientily, ewvsuats, el sppropnateky ctom confractom that da not meatl ife sbandanis of
saiperriekTy, hal ramder dahcent pafo W, of Chal wngage o it wij fe alfer inapiioprile
Bt R lig

To develop and manian a cenrabbed eystam o colect and dedsmoats infrsation CONDaMng EEuas

affacnng conb@acion rspenabiity

& If your portal connection times out (if you leave your machine for more than 20

minutes), you need to close Internet Explorer (IE) and restart it. If you attempt
to open another tab in |E to restart the CRPS, the system will not recognize
you and you will be considered a Guest with access to the Home page only. If
at any time you experience any other errors with IE, be sure to close IE and re-
open it prior to navigating to the CRPS.
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Demonstration 2: Tour the Home Page
1. Note the hyperlinks on the page for the following

o The Executive Order

pennsylvania
QEFRATRENT OF GESERAL SEMVICES

Walcmimm Le the Coracior Besponsibility Program System!

Wotica Lo A CRPS Uesra: Tha federal govarmniment has conssledansd s procuremant Sysiems, nduding e Eackided
ParTiaE Lst Sychem Y & naw Systam b Award Managament {SAML. Unbl thes changa can ba noorparabed
i the CRPS, usa Felddva an ol message fegarding EPLS in tha rasuls of any CRP .-.a.-u This arros
message doss pol asffect the reculis of & CRP chodk with respect to o i
tabarmants, obligations, or perormance ssues. [T 3 contract inchases federal fundng, agancy porsormal must
determine if tha prospectree conbractor (8 suspended or debarred by the federal povemment by wskng
BEEp ) ey Baim.goY and performing a search manualy. Agenciks wil bo notfed whon tha CRPS has been updabed
to inchade automated checks of the new SaM

The Contractor Responsbiity Program System (CRFS) supports the commonweaith’s contractor responsbiity
progrom

Execptne Qi J960-3, Contracior Aespocnbay Srogram mandates the deveiopmant of & contractor responsbiity
program. The goals of ghe progrem s

v To=nmas ihlE commoraealth agances contrack with reaponsibie and compstent contrasbors

. fo sientify® svsluate, el sppropnately sancion contracton hat o 5 maal ibw slandeds of
‘a altskty, that far e napprcprinle
aClites

o To dewveliop and Mmantan a cenlrabded systam o colact and daismrats nhrsalion ConCamng EEuEs
affecing conbracior rmpenshiity
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Wedcoma bo thie Contractor Responsibty Program Systen!

|'.|a§| ]Q |I-.]|

Mohce to Al CRPE Users: The federal govermment has coneclideted its procuremant gysbems, mcluding the Exchaded
Parthes Lsb Systom (EPLS), inbo 3 new Systass for Award Managament [SAM). Untd thes change can ba ncorporatad
wuin the CRPS, usére will recERe B0 aror MeERBDE TegArtng CPLE in e (esulls of sy O check. This error
messags does not affect the reswits of 8 CRF check with respect B oo Ith =usp i
debarments, obligations, or performance issues. If 3 contract mchudes federal funding, agency parsonnal muet
datamming: i the prOEpeChive  CONMTRchN & cuspendsd of debared by the Fedaral gouvemment by WisCng
Lbp i e nam. g s performing @ search manusly, Agences wil by notifisd when the G5 has been ypdstsd
to inchate automated checks of the new SEM,

Ths Comtractor Reppormielny Progiam Syalsm [CRPS) apports e commormwaalth'es conbacier ieaponibility
program

Exgcudive Order 139-2 Contra SepeneEly PG mandates % davalapment of 3 confractor responciility
program, The goah of the program ars:

& To anooe that commanwesith sgences contract with responebls and compatant contracters

+ To idenbly, evabsate, and appropnately sancbon contractorm that do mot meet the standards of
responmbiity, that render deficient pedformance, or that engage n wrongdoing or other mappropriate
actmities

* To develop and mamt=n a centraiized syatem to coleck and disssmnate mfcrmabon conceTmng Esues
afecting contrachor responsinkty

Marygemen) Directive 218 5, Comtracror @ssponshiky Srograme eatablishes policy, responsislties, and procedires
for mmplemeniting the contrachor responsitsbty program

The CRPS anabks ussre 1o §6 commanmadith fscords g
performance history bo determine i 3 contractor m
el 215§, Coniracror ARENMDNCy Arogram

gaticrm, FuspsTond, debarmimly, and yvendor
o standards of resporsinikty specified in Manspoment
T @ kst of relevant tams, soorces of CRPS informsstion, typos
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m DEPARTMENT OF GENERAL SERVICES

o The SAM information

pennsylvania
QEPARTHENT OF GENERAL SERVICES

Wedcome to the Conlractor Responsilsity Program System!

fpmt 1511

Wotice to All CRPS Users: The federal goverment has coneolidated its procurement systems, moluding the Exchaded
Parties Lt Systam (EPLS), inbo 3 new Systass for Asvard Managanent (SAM): UntE the change can b noorporatad
avip the CRPS, usirs will roceive a0 &0l maisage tegardreg EPLE in (he (esulls of sy O chack. This arfoe
message does not sffect the reswits of 8 CRF cdheck with respect to comr th P
debarments, obligations, or performance isswes. If a contract nchudes federal funding, agency parsornel muzt
dotammine: I the proepechve  CONtTach & cuspended of debarred by the fedaral govemmsant by isDng
hikh g A paefoerieng @ search mahialy, Ajences il be notiks when the CRS has been updated
to ing autnmated checks of the neaw S&M

The Corfractor Raspermblny Program Syslem [CRPS) wpports e commonwaalth’s conbracter feapongibiity
program

Executive Crdar 8- Soniracror Sessocailly Arogram mardates 0w davalopmant of & confractor responedlity
progeam, The goph of the program ars:

*  Toanese that commonwealth agences confract with responsbla and compatant conbactors

= To identify, evalsate, and appropnately sanchion contractors that do not meet the standards of
responeibiity; that render deficient performance, or that engage m wrongdoing or other napproprate
actmities

* To develop and mamtan o centralized syatem to coleck and dsssmnats mirmabon conceTmng IESues
aMectng contractor responsidty

Macygemenl Directive 715 5 Comtractor Sssponshikty Srograme establishes polcy, responsisities, and procedures
for mmplementing the contractor responsisbty program

The CRPS enabla ussrs 1o eanch commonmealth secords of obigatiora, suspsrionm, debamments, and vendor
nrrnaru:e h-sl:lunr b -:l-l:-rrr-ne if ‘@& confractor mests the standards of respormiskty spacified in Man 1;|-"._'n-t__1.
Lzl ity frogrgm For @ kst of relevant toms, soorces of CRPS information, ©

pennsylvania
DEPAATMENT OF GENERAL SERVICES:
Contractor Responsibility Program System

Walomme bo the Cantractor Reaponasility Program Syshem|

-"J.D.w': 1%, 2012
th Al CRPS Ussra: The (edatsl gowshisant Bu oo ted (ks procuressnt aysbeme, Mckidng the Backided
v-.un List Sysbes (EPLE), ko & naw Sputem for dward Managamant [SAM). Until e changs can ba inpafpaiated
nto the CHPS, usars wil MeCaive an amod MeEsage ragarding EPLS o e results of ary CRF check. Thic arror
mestage does wot affect the resilts of & CRP check with respect Do commormeaih Suspensions,
debarmants, obllgations, or peformanoe Bswees. 1 2 contract mcludes federal funding. 08y personmsl must
detamine f the prospackres  conbractor is suspended or debamred by the Péderal govemment by wming
hetp:/'wwe sam ooy and perfoming 2 seamch memuslly, Agenoes wil be nofified when the CRPS has been updabed
tn inchuds subnmated chedes of the rew SAM,

The Comiracior B ports e commonwealif’e contractor responsbifity

prera

bty Program Syl

Exscobive Jrdgr J900-3, Condracior Basoonsibloy Frogram mandates tha dewelopment of a contracter responshiity
program. The goals of tha program arme

* To ennae that commorrwealth agences contract with resporstle and competent contractors

« To dentify, svsiiats, snd sppropnstely sanction ractors that do not mest the stendeds of
mmaponuiisbty that render delcent peifformencs, of thel efgege B owe furg o ather sappragriaie
actviles

*  To devoiop and mantain 3 centraized sysbem to Collect ard GEseminabe INforMalion CONCEMING Esuas
affectng contrackor responsitulity

Manpgement Dinectae JIF 0 Contracior Sesponmbity Aropram establishes pobcy. resporsibiites, .and procedores
for implementing the contractor responmbidty pogren

The CHPH snabiss usan [0 esarch comr chebuarmearil, and v
t0 datenmrg if & comtr

mualih recordi of cbligetions, s
e mesls e clandads of esporeiilty speciled n Managene:

it For 3 kst of refevant teres, sowroes of CRPS nfomatan, typas
of CRPS checks, and dataiad n.-»planan-crs of tha saarch funcbonaity withn the CFPS, plaace cee tha LRFS Jepck

BAPSTancE GUH .« —
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Demonstration 3: Log out of the CRPS

1. Close the Internet browser when you have finished your use of the
CRPS.

Note: These instructions and screenshots apply to Internet Explorer.

Option 1: Select File and then Close from the menu bar for Internet Explorer
located at the top of the screen. You can do this from any page in the CRPS.

2 PS Hame - Windows internet Feglror

= | e ey oy stk Dy Ak PMeRF OO L e

Lt Vew  Faeeoims Toos

tn, F0 ]
T4

Hapy

Walcodii Ui e Coilfactaor Responsibility Program Syt

tice ke AN CHPS Usser: Tha Paderal gresmment bak consoldsted s procurement Bystams, including he Exchadsd
tims List Syatem (EPLS |, min & new System for dward Management [SaM}. Until this change can be incorporated
o the CRPS, users wil receve an @Tor message regardng EPLS i the results of any OFF chock, This error
-h‘-ugﬁ' daes mol allect the resulls of a CRP chack wilh rEspRc] 1o cominciwealth suspensions,
debarments, ohigations, or pedormance [=sues, 1 3 contract nclodes fedsral funding, sgency personnel must
determing if the prospactive contractor & suspanded or debamed by the federal govermnmont by visiting
it e S, 00y &0l parfarming 3 saarch manualy, Agencied will he mabfed when the CRPS has Bean updansd
to moiuds sutomated checks of the new SAM

Tha Contractor Responblity Progras Searem [CRPE) supports the commonwealth’s contrector resporaiity
program

Option 2: Select the ‘X’ in the upper right hand corner of the page to close the
Internet Explorer window. This also logs you out of the s stem

£~ RS e - W) ok, ninrand Caglaney

ulln-r-nﬂnlnnq

W pennsylvania

JCFAATHENT OF GERERAL SLNICTE

Contractar Rasponsibility Progiam Systam

You are returned to the Windows desktop. Internet Explorer has closed and you are
logged out of the CRPS.
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