

	ECP0787_Overview
	Page 19 of 19



		


Welcome to Wide Area WorkFlow e-Business Suite.  
This demonstration contains audio narrative, please adjust your volume accordingly.


		


This presentation provides an overview of ECP0787, CORT Smart Forms.

A user interface (web form) has been implemented that will allow CORT Tool users to create and maintain the following contract nomination documents: 

• COR Monthly Status Report 
• Annual COR File Review Checklist 
• COR Appointment Letter 
• Quality Assurance Plan Waiver 
• COR Termination Letter 





		


After logging into the Wide Area Workflow e-Business Suite, the CORT Tool button is clicked to enter the COR Tracking Tool.

		


The user navigates to the COR Status Reports section.





		




		








		




		


A Smart Form button has been added to the COR Status Reports section. The COR has the option to create a monthly status report by adding a file attachment or clicking the Smart Form button.The user clicks the Smart Form button.





		


The Smart Form for the COR Monthly Report is displayed. The COR must check the appropriate radio buttons and enter comments as required.

NOTE:  All comments are limited to two thousand characters.

		


The COR continues entering the report data.





		




		








		


When the COR has completed entering the report data the report can be submitted. If the report has no errors the COR Signature Dialog is displayed.The COR clicks the Submit button.

		


The COR uses the COR Signature dialog to sign the monthly status report. The signature conforms to the W3C XML Signature conventions. 

Note: The Password dialog is displayed when the user accesses the CORT Tool using a User ID and Password.

A Certificate dialog is displayed when the user accesses the CORT Tool using a CAC Card or Certificate.





		


An informational message is displayed when the monthly status report is added. The COR can view, edit or delete the monthly status report.

		


The COR clicks the View link under the Actions column.





		


A read only version of the Smart Form is displayed.

		


The COR can click the Previous button to return to the contract nomination.





		


The COR can edit, sign and submit an existing monthly status report.

		


The COR can delete the monthly status report.






		


A Smart Form button has been added to the Annual COR File Inspection Checklist. The Contracting Officer or Contract Specialist have the option to create the checklist by adding a file attachment or clicking the Smart Form button.The Contracting Officer or Contract Specialist can also view, edit or delete existing checklists.


		


The Smart Form button is clicked.





		


The Annual COR File Review Checklist is displayed.

The Contracting Officer or Contract Specialist enters the applicable data for the checklist.

		


When the Contracting Officer or Contract Specialist have completed entering the checklist data, the checklist can be submitted. If the checklist has no errors the digital signature dialog will be displayed and the Contracting Officer or Contract Specialist can sign the checklist.





		


The Contracting Officer or Contract Specialist have the option to create the QASP Waiver by adding a file attachment or clicking the Smart Form button. The Contracting Officer or Contract Specialist can also view, edit or delete existing waivers.

		


When the Contracting Officer or Contract Specialist have completed entering the waiver data, the waiver can be submitted. If the waiver has no errors the digital signature dialog is displayed and the Contracting Officer or Contract Specialist can sign the waiver. 





		


A Smart Form button has been added to the COR Revocation. The Contracting Officer has the option to create a revocation letter by adding a file attachment or clicking the Smart Form button. The Contracting Officer can also view, edit or delete existing revocation letters.

		


When the Contracting Officer has completed entering the revocation letter data, the revocation letter can be submitted. If the revocation letter has no errors, the digital signature dialog is displayed and the Contracting Officer can sign the letter. 





		


A Smart Form button has been added to the Appointment Letter. The Contracting Officer has the option to create the letter by adding a file attachment or clicking the Smart Form button. The Contracting Officer can also view, edit or delete existing letters.

		


The COR Appointment Letter is displayed.





		


The COR Appointment Letter  - continued.

		


When the Contracting Officer has completed entering the letter data the letter can be submitted. If the letter has no errors the digital signature dialog is displayed and the Contracting Officer can sign the letter. 

When the Contracting Officer approves the nomination an email is sent to the COR. The email informs the COR  that the nomination is active and the appointment letter needs to be signed.





		


The COR and the Supervisor can open the contract nomination using the Contract / List Status menu option. Once the contract nomination is displayed, the COR or the Supervisor can open the Contracting Officer section of the contract nomination to sign the Appointment Letter.

		


The COR can sign the Appointment Letter by clicking the “Signature Required” link in the Appointment Letter data grid. A “read only” version of the Appointment Letter is displayed and the COR has the option to “Sign” the Appointment Letter or “Cancel” the signature process. After the COR signs the Appointment Letter the “Signature Required” link will be replaced by a “View” link  in the Appointment Letter data grid. An email notification is sent to the COR supervisor when the Appointment Letter is signed. Note: If the COR has not signed the Appointment Letter within 7 days of the Contracting Officer’s signature an email will be sent to the COR requesting the COR to sign the Appointment Letter.  A second email notification will be sent to the COR if the COR has not signed the Appointment Letter within 14 days.





		


The Supervisor can sign the Appointment Letter by clicking the “Signature Required” link in the Appointment Letter data grid. A “read only” version of the Appointment Letter is displayed and the Supervisor has the option to “Sign” the Appointment Letter or “Cancel” the signature process. After the Supervisor signs the Appointment Letter the “Signature Required” link will be replaced by a “View” link  in the Appointment Letter data grid. An email notification is sent to the Contracting Office and Contract Specialist when the Appointment Letter is signed. Note: If the Supervisor has not signed the Appointment Letter within 7 days of the COR’s signature an email will be sent to the Supervisor requesting the Supervisor to sign the Appointment Letter.  A second email notification will be sent to the Supervisor if the Supervisor has not signed the Appointment Letter within 14 days.

		


All Smart Forms can be viewed as a Portable Document Format (PDF) file. The “View as PDF” link will be displayed on all Smart Forms when the form is viewed in “read only” mode.





		


This concludes our demonstration.
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When the Contracting Officer or Contract Specialist have completed
entering the checklist data, the checklist can be submitted. If the
checklist has no errors the digital signature dialog will be displayed and
the Contracting Officer or Contract Specialist can sign the checklist.
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450 Confidentia Financial Disclosure Report sach February. This information shall be provided in the February Monthly COR Report. The COR is pronibited f1om providing an actual Copy ofthe OGE form 450.

9. Pursuant {0 the Prompt Payment Act, FAR 52.905(c) you are equired to forward the correct and complete acceptanceireceiving documents t the paying office designated in the contractno later than five (5) working days after
focelpt and accoptance of goods andior servicos. Faiuro 0 supply any 10qulred acceplance of recaiving documentation wiEhin this Umlrame may sublect ihe Govemmant 0 n(orest ponalties and fosultn charge back of any.
Iterest paid 1o the requiring actvty's operating funds.

a_The profrred system 1 be used o process payment s he RAPT sectionk: appication avalabie at Nips:/wawt.eb.mil (RAPT i an appicaton formery known as WAWE Which s a pat of the Wide Area Workow -Business Sute) As 2
person responsie orprocessing Govermment acceptance and payments yo are Gecle t register and take he onins aining rovided at NIps:/wawL.eb.mifor the RAPT sppication You wil use the RAPT appiation Whenever possie 1o
process acceplance and payment of conrator invoices. The RAPT fechnical help desk s avaiabe for assistance: please check e Wide Area Workiow -Business Sufe websie a htps:/wawLb.mil o e ltest helpdesk snane ne and email
aress under Goverment Cusiomer Suppeor As o Wide Area WorkTon e-Business Sute release 5.0, he mylnvosce agpicaion s art of e Wide Area Workiow e-Busness Sute, and an RAPT user wil 350 be gven access o the myimaice
appiecaton The myinvoice appicaton enaties CORS fo rack he acual satus of payment fo spec vendor mvoice, efc Note: Te use of IRAPT tls e user hal payment has beei suomited 1o DFAS. The myinvace appicaton & avalaole 3l
itps:iwaw.ob.mi Loca questons concemng IRAPT may be drected t your oganzato's ide A'ea Workiow Group Admnistator

.10 rare instances when slecron acceptance and payments cannof e made the COR shallprocess the pager cceptance o ecening documents o the paying ofice desinaed n the conractno lter than e (5) working cays afler recept and
acceplance of he goods andor servces. The same documents) shak be oaded info he CORT Tool mocue of the Wide Area Workfow eBusiness Sute

€ Wide Area Workfow e-Business Sult usage i not pplcabl for CORS appoinied 3gais! US Ay Corps of Engineers conracts of Orders where payment s Iough the US ATy Corps of Engineers Fnance Center.

10, the Contracting Officer,in paragraph 1, has selected the COR to momitor the contractor's imput nto “Accounting for Contract Services” at the Contract Manpower Reporting Appication (CMRA) web site at hipss/cmra.army.mil,
the COR's appointment includes th following dutes:
. The COR shal obtan 2 user name and password, and valdate that e 1owing Informaton has been Inputed by e contracior o the CMRA webst

1) Contract Number,

2)Fiscal Yoar (FY that he conractwas performe);

) Ordor Numbr Dalvery Order, Task Order, o Purchase Order Numbor)

) Recuring Actwiy Unit dentfcaton Code:

5) Command (Command o the Requiing Actly at ol be peroring e mission I ot or e contracor)

&) Contrctor Name;
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1.1 the Contractng Offce, in paragraph 1, has designaled the COR as the Synchronized Predeployment and Operational Tracker (SPOT) system validation authority. The COR shallregister with SPOT at hips:/spot.dmac.mil
. The COR wilseectihe Goverment Admnratoropton i oder 0 adequalely manage the personnel deployment nformaton

b.The COR sral name the Coriractng Offcer a5 the “Sponsorng Poit of Contact

€ SPOT il conact e Conachng Officr 10 confrm It you Wil act 3 e Government Adminstatr fo he Subjec! contracUorder.

. The COR sral complee the Government ASTinitato ranngkocated on e SPOT webste and 0ad a copyof th certicate into thei COR Profie i the COR Management st at

& The COR snat confimtrat sl SFOT data ' complee, accurate and up 1o te on 3 manitly basis by ogging ont th websie and confeming the conractor's SFOT cata

The COR sha identy, i hak Morihy COR repart 0 the Coriractng Offcr, any ssues wih SPOT D3ta. Ifyou noed assistance wilh SPOT [egiaton, ogin, Kaiing o use, pease check e SPOT webst at hIs:/spoLAmAe.mil o he atst
Pelpdesk phone ine and email address.

12,1 the Contracting Oficer,in paragraph 1, has designated the COR withthe responsibily of versight with espect to Combating Traffcking Parsons.,the COR Is required to document thei pan witin thelr GASP. AL minimum

he COR shall
2 Read and understand the Combatng Traficking n Persons clause

b.Describe how they wil montor e contractors perfomance regarcing raffcng n prsns

€ Document any abserved non-compiance.

@ 8ng any potental ssue n tis area 0 the immadiat atenton of the conractng oficerbefore engaging the conractr I eference o theso actties

When the Contracting Officer has completed entering the letter data the
PRI TR letter can be submitted. If the letter has no errors the digital signature
dialog is displayed and the Contracting Officer can sign the letter.

a Complet th raning provied by DMOC for e TA oe.

b_Manage no more than 100 actve conractos at any gven tr
A ratio The DoD Component SPOC shalldocumen any autnd

€ Coortinate wih ther coniracting personnel when establshing
@ Coorainate wih e contacting, human resoutces, o i
© Re-vrty a CAC hoder's need for  CAC every  montrs (1
 Revoke e CAC withinthe TASS upon leminaton of empioy

When the Contracting Officer approves the nomination an email is sent to
the COR. The email informs the COR that the nomination is active and
the appointment letter needs to be signed.

15, the Contracting Offce, in paragraph 1, has dosignatad the COR with travalordor approval authoriy, you ao delegated the responsibilty of 3pproving contractor traval orders undor this contract Vority hat trave recelpts
v 2 i e e Tcment orhd i h Pcormance Work Sttemet (W) o Salemen of Work (SN, oty e Conrecing Ofcr it Iy bies o ol areobesres Reporton sopovas

16. The following adaitonal duties are directed:

| Smi | Cancel | Welp
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The COR and the Supervisor can open the contract nomination using the

Contract / List Status menu option. Once the contract nomination is

Acomme  cocnunas - displayed, the COR or the Supervisor can open the Contracting Officer section
of the contract nomination to sign the Appointment Letter.
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12. Monthly COR Certiicaion regarding personal Services Statement (Ref PARC Tasker and DoD COR Handbaok. I the past monith, a5 the COR have you observed any ofth following situations? If Yes' describe what occured, the
date of the occurence, wthesses and other pertinent facts i the corresponding comment fekd below.

120.A government employee asking the contractor o hire or fire a paricular employee:

Response ‘Comments

NA None

120. A government employee asking the contractor 10 eassign or discipline an employee:
Response Comments.
NA Noe

12c.A government employee asking the contracto 1o grantor deny leave 10 an employee:
Response Comments
NA None

12d. A government employee changing a contractor's personnel duty hours:
Response Comments
NA None

126.A Government employee asking the contractor o perfor work outside the Scope of the current contract without an oficial modification or direction by the Contracting Offcer:
Response Comments
NA None

121. Contractor personnel appear 0 be under relatively Contnuous supervision and control by a Government employee:
Response Comments
NA None:

120. Contractor personnel performing inherently Governmental work functions (Le. serving i a decision making capacity, making budget decisions, supervising of ating Government employees, eic) FAR 7.503:
Response Comments
NA None

1 cortity that this report i i accordance with the erms and conditions o (his conlractin conjunction with the QASP and the monthly surveilance schedule.

Contracting Officers Reprosentative Signaturo

Sonatas Oate Siomatrs N All Smart Forms can be viewed as a Portable
o — Document Format (PDF) file. The “View as PDF”
v ror l link will be displayed on all Smart Forms when

the form is viewed in “read only” mode.

| Fiviows | men |
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