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FOLLOWING ARE THE CATEGORIES OF USERS THAT MAY BE AUTHORIZED TO ACCESS THE NESS SYSTEM.   A separate application is required for each user.

CONTRACTOR USERS:

____
CONTRACTOR'S DATA INPUT TECHNICIAN - View/add/edit, but not submit, data for each required NASA Form (NF)1018 within their assigned Cage Code locations. View submission/validation status.
____
CONTRACTOR’S PROPERTY MANAGER - View/add/edit/submit NF 1018 data for assigned Cage Code locations. View submission/validation status.
____
CORPORATE PROPERTY MANAGER - View submission/validation status and data of NF 1018s for some or all corporation Cage Code locations. 

GOVERNMENT USERS: 

DEPARTMENT OF DEFENSE (DOD)

____
DOD PROPERTY ADMINSTRATOR - View status, data, and validate/disapprove(request correction) of  NF 1018s for NASA contracts delegated for property administration to that office. 
____
DOD MANAGER - View status of NF 1018s for NASA contracts delegated for property administration to any of that agency's offices. 

NATIONAL AERONAUTICS AND SPACE ADMINISTRATION (NASA) 

____NASA CENTER INDUSTRIAL PROPERTY MANAGEMENT SPECIALIST  (IPMS) - View status, add/delete/edit contract list and contract information such as contact names, addresses, etc. subject to 
System Administrator approval. View status, data, and validate/disapprove (request correction) of NF 1018s.  Obtain corrections.  

____
NASA CENTER PROPERTY ADMINISTRATOR - For non-delegated contracts, validate /disapprove (obtain correction) NF1018s submitted in lieu of DOD PA.

____NASA CENTER PROPERTY MANAGER - Input to NESS those 1018's submitted manually by contractors who have not yet begun to submit electronically through NESS. View status and data of center's NF 1018's.

____NASA CENTER DEPUTY CHIEF FINANCIAL OFFICER (FINANCE) - . View status, data, and validate/disapprove (request correction) NF 1018s.

____
NASA CENTER MANAGEMENT - View submission/validation status and data of center's NF 1018s.
____NASA HQ MANAGEMENT - View submission/validation status and data of all centers' NF 1018s. 
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PART II

(To be completed by User)

USER NAME (Last, First, MI): 

EMAIL ADDRESS:                                                              OFFICE PHONE (incl. Area Code):   
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USER'S COMPANY NAME AND ADDRESS (Organization name and address, if user is Government):                                                                                                               
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PLEASE ATTACH A LISTING OF THE CAGE CODES AND CONTRACT NUMBERS FOR WHICH YOU REQUIRE ACCESS. 


[image: image5.wmf]                                                      STATEMENT OF ACCOUNTABILITY

I understand my obligation to protect my password.  I assume the responsibility for data and the system to which I am granted access.  I will not exceed my authorized access.

USER'S SIGNATURE:
DATE: 

(For DOD or NASA Users,  no additional signatures are  required)
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PART III

(To be completed by Contractor User’s Supervisor authorizing the individual to represent the company for preparation  of NF 1018 data at the level of access requested. )


VALIDATION:   I certify that this user requires access as requested. 

SUPERVISOR'S SIGNATURE:
DATE:
Office Phone (include Area Code)
FOR OFFICE USE ONLY____________________ 


NF 1018 Electronic Submission System (NESS) Logon ID and Password

Application Instructions

The attached form is your application for a Logon ID and password for use in electronic submission through NESS directly to our NIPMIS database of the annual NASA Form 1018 Report.  This application form is designed to be used by all types of system users; therefore, you will need to fill out only certain portions of the form depending on which type of access you need.  

Mail completed original signature Access Request Forms to the NASA NESS/NIPMIS System Administrator at the following address:

Ms. Denise Duignan, Mail Code 235.1

NASA Goddard Space Flight Center

Greenbelt Road

Greenbelt, MD 20771-0001

Your user ID and password will be provided by e-mail.

To complete the application, follow the set of instructions below that matches your user category:

1. Contractor:  Potentially three types of contractor access to NESS may be needed.  Any or all of them may apply for your particular company location, depending on the complexity of your organization and your process for completion and internal review/submission of the report.  One person may be responsible for compiling the data and submitting it or several people may be involved -- one doing data input, one reviewing and submitting the report, and some level of management having visibility of it.  A separate application must be submitted for each person.  However, if one person performs two or more of these functions, that same name should be filled in all applicable blanks in order for us to assure that you get the level of access that you need.  Only one person will be authorized to submit the 1018 for a given contract.   No substitutions can be made at the time of filing.  Your access request must list the contract numbers and their primary CAGE code for which you require access.  If a contract number is not in our system, you cannot submit that NF1018 electronically. Therefore, once you have your password, you must review and update your access list before the report due date. You cannot enter additional contracts into the system yourself, but must request your NASA Industrial Property Management Specialist to add them.
2. DOD Property Administrator:  This type of system access will enable a DOD Property Administrator to view (but not change) the NF1018, fill in property control system status and validate the 1018 or disapprove it requiring resubmission.                                                                                                                   

DOD Property Administrators and NASA Finance offices will get paper copies of NF 1018's only if the contractor does not use NESS.  Therefore, all DOD Property Administrators must have a password to be able to access the system to look for submitted NF1018's waiting for their validation.  Your access request must list the contract numbers and their CAGE codes for which you require access.  

3.  DOD Manager:  A read only access can be made available to various levels of DOD property management such as team leaders, supervisors, district liaison and headquarters. Your access request must list the contract numbers and their CAGE codes for which you require access.  

4. NASA Center IPMS:  This type of access is for purposes of validating the contractor's NF 1018 report based on knowledge of the contract.

5.  NASA Center Property Administrator:  For non-delegated contracts, the assigned NASA IPMS is the cognizant Property Administrator and as such will validate the NF1018 and indicate property control system status in NESS for both electronically and manually submitted NF1018's.  Your access request must list the contract numbers and their CAGE codes for which you require access.

6.  NASA Center Deputy Chief Financial Officer (Finance):  This type of access is for purposes of validating the contractor's NF 1018 report based on audit and other financial information.

7.  NASA Center Property Manager:  All NF1018's must be processed through NESS to the NIPMIS database.  Therefore, if the contractor submits the NF1018 manually, the NASA Center Property Manager must enter it into the NESS system and keep a paper copy of the signed NF 1018 on file.   The DOD property administrator must still validate the submission electronically in NESS once NASA inputs the report. Your access request must list the contract numbers and their CAGE codes for which you require access.  

8.  NASA Center Management:  This is read only access of a particular center's database for use in developing center management information regarding contractor-held property by logistics, finance and procurement organizations.  This type of access request does not need to list contract numbers and CAGE codes.

9.  NASA Headquarters Management:  This is read only access of the entire database for use in developing agency-wide management information regarding contractor-held property by logistics, finance and procurement organizations.
