
OCI Overview

This click-thru introduces organizational conflict of 
interest (OCI) in Contract Management and shows 

you how to create a new OCI record.

Click the numbered circles on the left to move to the 
first step in each phase. 

Use the arrows or Pg Up/Down keys to proceed 
through each step and sub-step.
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Best viewed in IE or Adobe PDF Reader.



Enter a unique ID and name 
to identify the OCI.

A

If the option to automatically assign OCI IDs 
is selected on the Configure Contract 
Management Settings screen, you can leave 
the OCI ID field blank and Costpoint 
automatically populates it.

Follow the steps on the next few slides 
to fill in identification data for the OCI 

record.
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Enter the project number that 
you want to associate with 
the OCI.

B
Select this check box to indicate if 
the OCI should be associated with 
all the project’s lower levels.

C
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Enter the prime contract number 
and master contract number that 
you want to link to the OCI.

D
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Enter the period of 
performance (POP) 
for the OCI.

A

Follow the steps on the next few slides 
to set up POP and OCI 

clear dates. 

By default, the POP start and end dates 
come from the Master Contract No, if 
specified, or from the Prime Contract No if 
the Master Contract No is not specified. If 
both the prime and master contract numbers 
are not available, Costpoint pulls the dates 
from the project you entered.
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Enter the number of months the 
OCI is in effect. After this 
number of months, the OCI 
record will need to be evaluated 
and its status selected.

B
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This field is automatically 
populated by Costpoint, 
but you can modify it.

C
The OCI Clear Date is populated by the 
system using the POP End Date and the 
OCI Period (Months). For example, if you 
enter an end date of May 25, 2018 and an 
OCI period of 6 months, the OCI clear date 
will be November 25, 2018. 
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Select the option 
that best describes 
the type of conflict.

A

• Unequal Access — This arises when a contractor has access to information that is not available to other contractors.
• Biased Groundrules — This includes a contractor that may be involved in writing the statement of work or technical direction 

efforts, and then later seeks to submit a proposal to fulfill that requirement.
• Impaired Objectivity — This occurs when a support contractor performs duties that involve assessing or evaluating itself or a 

partner company.
• Personal Conflict of Interest — This includes contractor employees having financial interests on the government contract or 

having employment, financial, or other relationship with someone involved in the government contract. Gifts or services in 
exchange for honorariums are also a source of personal conflicts of interest.
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Enter the status of 
the OCI record.

A

System statuses include Cleared, Pending 
Review, Closed, Declined, and Open, but 
you can set up additional OCI statuses on 
the Manage OCI Status screen.

In these fields, enter the person 
who reviewed the OCI and the 
date on which the OCI was 
reviewed. 

B

If any field in the Clear Date Review group box is entered, the other two fields will also be required. 

On the Corporate Settings subtask of the Configure Contract Management Settings screen, there is an option to allow edit of OCI 
records after entry of OCI Clear Review Date. If this is not selected, and the clear date has been entered in this group box, you will 
not be able to edit existing fields. You will still be able to add new opportunities, projects, and activities, but will not be able to delete 
existing opportunities, projects, or activities in the OCI record.
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Enter any confidential and sensitive 
information (CDSI) for the OCI.

A

You can assign specific key terms to a single OCI record 
or use the same terms within multiple OCI records. You 
can then use Query on these terms when searching for 
OCI records and filter record results.

Enter key terms for the OCI record.

B
Enter any other relevant notes about 
the OCI record.

C
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Click Save or Save & 
Continue to save the 
record.

D
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Follow the steps on the next slides to 
accomplish the subtasks of the 

screen. 
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Click this link to open 
the Opportunities 
subtask.

A
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Click New to 
add a new line.

B
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Enter or select the opportunity 
ID that you want to associate 
with the OCI record.

C

This opportunity may be in conflict with another opportunity or 
an existing project. When you select or enter an opportunity, 
Costpoint automatically populates the other fields with 
information available for that opportunity.
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After you save the record, the opportunity ID displays as a hyperlink. 
You can click this link to open the Manage Opportunities screen and 
view additional details about the opportunity. Note, however, that if 
the opportunity does not belong to the company you are currently 
logged in to or you do not have rights to the screen, Manage 
Opportunities displays a blank record.

Click Save or Save & 
Continue to save the 
record.
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Click this link to 
open the Projects 
subtask.

E
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Click New to add a new 
line, or click Load to 
automatically populate the 
Projects subtask. 

F

The Load action populates the top-level 
project number as well as all the lower-level 
projects of the Project Number you entered 
on the main screen if you selected the 
Apply to All Lower Level Project check 
box. If you did not enter a Project Number
but entered a Prime Contract No, the Load
button populates the top-level project 
number that have this Prime Contract No
assigned to the project in Manage Project 
User Flow. If you selected the Apply to All 
Lower Level Project check box, the lower-
level projects will also populate.
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If you click New instead of Load, 
enter or select the project ID that 
may be in conflict with another 
project or existing opportunities. 

G

When you select or enter a project, Costpoint 
automatically populates the other fields with 
information available for that project.
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Click Save or Save & 
Continue to save the 
record.

H

After you save the record, the project ID displays as a hyperlink. You 
can click this link to open the Manage Project User Flow screen and 
know more about the project. Note, however, that if the project does 
not belong to the company you are currently logged in to or you do 
not have rights to the screen, Manage Project User Flow displays a 
blank record.
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Click this link to open the 
Employees subtask.

I
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Click New to add a new line, or 
click Load to automatically load 
records.

J

The same way you populate the Projects 
subtask, you can manually enter records on 
the Employees subtask by clicking New, or 
automatically load records by clicking Load. 
When you click Load, you will see in the table 
window the employees that have charged 
against all the project numbers listed on the 
Projects subtask.
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Click Save or Save & 
Continue to save the 
record.

K

When you save the record, the employee ID displays as a hyperlink. 
You can click this link to display the Manage Contract Management 
Employee Info screen and view additional information about the 
employee. Note, however, that if the employee does not belong to 
the company you are currently logged in to or you do not have rights 
to the screen, Manage Contract Management Employee Info
displays a blank record.
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Click this link to open 
the Subs/Vendors 
subtask.

L
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Click New to add a new line, or 
click Load to automatically load 
records.

M

The Subs/Vendors subtask works the same 
way as the Employees subtask. You indicate 
here the subcontractors or vendors that may 
have worked on conflicting projects or you can 
load those that have charged against the 
project numbers listed on the Projects 
subtask.
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Click Save or Save & 
Continue to save the 
record.

N

When you click the Vendor hyperlink, you will see the Manage 
Contract Management Vendor Info screen, where you can view 
additional details about the vendor. Note, however, that if the vendor 
does not belong to the company you are currently logged in to or 
you do not have rights to the screen, Manage Contract Management 
Vendor Info displays a blank record.
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Click this link to open 
the Activities subtask.

O
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Enter relevant 
information on 
this subtask.

P

Here, you can schedule 
and manage milestones, 
meetings or touchpoints, 
phone calls, and other 
tasks related to the OCI.
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Select this check box 
only when the activity 
has been completed.

Q

All fields are optional on this 
subtask. Note, however, that when 
you select the Completed check 
box, you will not be able to delete 
or modify this activity record.
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Click this link to open 
the Documents 
subtask.
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Click New to 
add a new line.
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Enter a unique Document ID to identify the OCI 
document record. Also enter or select the File 
Location of the document you want to assign to 
the OCI. This is the alternate file location where 
the document is stored, and from where it will be 
retrieved. You can also specify the date the 
document was reviewed, the document type, file 
name, and document description.
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Click View Document to 
download the document. 
Upon clicking this button, 
you will see a prompt asking 
if you want to open or save 
the document.
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Click this link to open 
the User-Defined Info 
subtask.

V
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Click New to add a new line, or 
click Autoload to automatically 
populate the User-Defined Info 
subtask with data available on 
the Manage OCI User-Defined 
Labels screen. 

W

You can use the User-Defined Info subtask 
to enter, edit, and view values for user-
defined fields for an OCI record. These 
user-defined fields are set up on the 
Manage OCI User-Defined Labels screen.
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If you click New instead of 
Autoload, enter relevant 
information on this subtask.

X

Enter the Data Type for the user-defined label, 
which can be text, numeric, or date. If Required is 
Y, you must enter a value in either Text Value, 
Numeric Value, or Date Value before you can 
save the record on this subtask.
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Click Save to save 
the record.

Y
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This concludes the 
OCI Overview click-thru.
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