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Welcome to Wide Area Workflow e-Business Suite.  This demonstration contains audio narrative.  Please adjust your volume accordingly.

		


This presentation will demonstrate a Contracting Officer adding a Contracting Center to their CORT profile.  This training also applies to Contracting Specialists.






		


Select the CORT Tool button.

		


The CORT Tool Home page is displayed in a separate browser window.





		


Select Menu to display the Contracting Officer role menu options.

The Contract Specialist role will have a similar menu with the following exceptions:  Awaiting My Approval is absent, Contract Specialist Profile replaces Contracting Officer Profile.

		


Select the Contracting Officer Profile option.

The Contract Specialist Profile option works similarly to the Contracting Officer Profile.





		


The Contracting Officer's Home Organization and DoDAAC is populated from the user's profile.

Add more contracting centers by clicking the 'Add' button, if the Contracting Officer supports more than one contracting organization.

		


The Contracting Center DoDAAC is entered.





		


The Contracting Center Organization will be populated when tabbing out of the Contracting Center DoDAAC textbox.

Select 'Ok' to save the entry.

		


An updated list of Contracting Center Organizations supported by the Contracting Officer is displayed.

Contracting Officers can now support more than 5 Contracting Centers.





		


This concludes the demonstration of a Contracting Officer adding Contracting Centers to their CORT profile.  

Next, we will demonstrate a Contracting Officer reviewing, approving, rejecting and cancelling a nomination record.  This training also applies to Contracting Specialists.

		


Select Menu to display the Contracting Officer role menu options.





		


When a Contracting Officer receives a Pending PCO Review email, the Contracting Officer can check on the "Awaiting My Approval" view for the nomination record.

For Contracting Specialists, search for the nomination record via Contract List / Status option.

		


The user has the abitly to search for contract numbers by clicking the Search button.





		


Select the Contract/PreAward Number to review the nomination record.

		


Review the courses in the “COR Information" section.
If courses are present, review the courses and course certificates by clicking the 'View' link.

The Contracting Officer should reject the nomination when there are no courses listed and advise the COR in the comments section to enter training courses.





		


Upon completing the review of the Training courses, the user may collapse this section by selecting the icon on the right.

		


Ensure accurate entry of the department or agency, Contracting Center DoDAAC, Contract Number, Contracting Officer and Contract Specialist.

The nomination record may be reassigned to a different Contracting Officer/ Contract Specialist by selecting a different person on the dropdown menu.





		


The Contract Type must be selected from the dropdown options.

		


The Contracting Officer or Contract Specialist may update the Contract / Solicitation Number entered by the COR.  In this case, the Contract / Solicitation Number will not be changed.

The Contracting Officer or Contract Specialist can add or update the Contract Completion Date by typing the date or by selecting the calendar icon.

If the COR entered "NO" to “Contract Number Known,” the Contracting Officer must provide the Contract/ Solicitation Number and Contract Completion Date.





		


The Contracting Officer or Contract Specialist can add Delivery / Task Order numbers.

Upon completing the review of the Contracting Information, the user may collapse this section by selecting the icon on the right.

		


Upon completing the review of Contractor Information, the user may collapse this section by selecting the icon on the right.





		


Review the Quality Assurance Surveillance Plan (QASP) document.
After reviewing the QASP document, the user may collapse this section by selecting the icon on the right.

When necessary, Contracting Officers and Contract Specialists may remove and/or add new QASP documents.

		


Upon completing the review of the COR Certifications, the user may collapse this section by selecting the icon on the right.





		


Upon completing the review of the Supervisor Certifications, the user may collapse this section by selecting the icon on the right.

		


The COR Training Type (A, B or C) must be selected.





		


Select the "Type of COR" from the dropdown options.

		


Select “Yes” or “No" for Contingency Environment; if work is being performed in a contingency environment.





		


Contracting Officers can add the Appointment Letters by clicking the 'Add' button.
Contracting Specialists do not have this option.

		


Choose the document to upload by clicking the 'Browse' button.





		


Enter the Appointment Date then select the "Ok" button.

		


A confirmation will display confirming the addition of the Appointment letter.







		


Contracting Officers can add a Smart Form by clicking the Smart Form button.

		


The Appointment Letter page is displayed.  The user enters required information and checks the corresponding radio buttons.





		


After the Contracting Officer enters the required information they can submit the document by clicking the Submit button at the bottom of the page.

		


Enter password and click OK.





		


A confirmation dialog is displayed for Info. Appointment Letter has been added.

		


Contracting Officers can add a QASP Waiver by clicking the 'Add' button.






		


Choose the document to upload by clicking the 'Browse' button.

		


Enter the QASP Waiver Date and select the "Ok" button.





		


A confirmation will display confirming the addition of the QASP Waiver.



		


Contracting Officers can add a Smart Form by clicking the Smart Form button.





		


The user checks the corresponding radio button and clicks the Submit button.

Note:  The user will sign off on the document the same way they did for the Appointment letter.

		


Enter password and click OK.





		


A confirmation dialog is displayed for Info. QASP Waiver has been added.

		


Click the 'Certify All' button to check all certifications.





		


Select "Save" to preserve entries for later updates.

Note the warning dialog that appointment letters will not be saved.

Appointment letters must be uploaded only when selecting "Approve".

		


When all required entries have been provided, select "Approve" to process the nomination. 

Contracting Specialists do not have the "Approve" option.





		


The Contracting Officer must select "Ok" on the confirmation dialog to complete the nomination process.

		


On PCO Approval, an Info message is displayed and the nomination record status is updated to "Active."





		


ACO and QAPOC can be entered after COR appointment.

		


Contracting Officers and Contracting Specialists may reject a nomination record.  Comments must be entered when nominations are rejected.





		


A confirmation dialog is displayed when rejecting a nomination record.  Select "Ok" to complete the rejection or select "Cancel" if rejection was selected in error.

		


On rejection, an Info message is displayed and the nomination record status is updated to "Record Rejected by PCO."





		


Contracting Officers and Contracting Specialists may cancel a record.   This will remove the record from the system and it will no longer be available to CORT Tool users.

		


A confirmation dialog is displayed when cancelling a nomination record.  Select "Ok" to complete the cancellation.





		


A confirmation message of cancellation will be displayed.

		


Now we will demonstrate a Contracting Officer approving a status report and adding an inspection checklist.

Select 'Contract List / Status' from menu.





		


Select 'Report Options' checkbox.  This action disables all other filter options.

Click 'Search'.

		


Search action retrieves all records that contains 'YES' in 'Reports For Review' in the last column.

Select the contract number link.





		


Contract details will be displayed.  Collapse sections by selecting the (-) icon and scroll down until the COR Online File section is visible.

The COR Online File section displays all reports submitted by the COR to the Contracting Officer.

		


The Contracting Officer clicks on the Reject link to reject the COR Status Report.





		


The 'Reject Status Report' dialog is displayed when the Reject link is selected.

Comments are required when rejecting a status report.

 Select 'Ok' on the dialog box to reject the status report.

		


A confirmation message is displayed when status reports are rejected.





		


The Contracting Officer clicks on the Approve link to approve the COR Status Report.

		


The 'Approve Status Report' dialog is displayed when the Approve link is selected.  Select 'Ok' on the dialog box to approve the status report.





		


A confirmation message is displayed when status reports are approved.

		


To add a checklist, select 'Add' in the Annual COR File Inspection Checklist section.





		


Browse to the location of the checklist on your local machine.

		


Select 'Ok' to upload the checklist.





		


A confirmation message is displayed when checklists are added.

		


To add a Smart Form, select 'Smart Form' in the Annual COR File Inspection Checklist section.





		


Enter required Smart Form infomation. 

		


After Smart Form information is entered click the Submit Button at the bottom of the screen.





		


Enter password and click OK.

		


A confirmation message is displayed when Smart Forms are added.





		


Now we will demonstrate a Contracting Officer modifying a contract past the completion date.

Select 'Contract Modification' from menu.

		


The 'Contract Modification' page is displayed.  Search results can be filtered by contract number. 

Click the 'Search' button.





		


Search action retrieves all active/inactive records overseen by the Contracting Officer.

Select the contract number that will be extended.

		


Modify Contract Completion Date dialog is displayed.





		


Contract Completion Date was updated to expire 6 months after, select 'Ok' to save the new date.

		


Note:  The status and contract completion date was updated for the contract.

A confirmation message is displayed when contract completion dates are extended.





		


[bookmark: _GoBack]This concludes our demonstration.
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The Contracting Officer's Home Organization and DoDAAC is
populated from the user's profile.

Add more contracting centers by clicking the 'Add' button, if
the Contracting Officer supports more than one contracting
organization.
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The Contracting Center Organization will be populated when
tabbing out of the Contracting Center DoDAAC textbox.

Select 'Ok’ to save the entry.
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An updated list of Contracting Center Organizations supported by the
Contracting Officer is displayed.

Contracting Officers can now support more than 5 Contracting Centers.
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This concludes the demonstration of a Contracting Officer
adding Contracting Centers to their CORT profile.

Next, we will demonstrate a Contracting Officer reviewing
approving, rejecting and cancelling a nomination record.
This training also applies to Contracting Specialists.
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The user has the abitly to search for contract numbers by clicking the Search button.
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Select the Contract/PreAward Number to review the nomination record.
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2. Very tha the contractorporfors the tochnical requirements of the contract n accordance with the contrct erms, condions and specifcations. Specfic emphasis should be placed on the qualty provisions, for both adherance fo the
contract prowsions and fo the conralor's own qualty contolprogram.

b. Perform, orcause 1 be performed, inspections necessary in connection with paragraph 22 and very that the coniractorhas corected all deficiencies. Perorm acceptance for the Govermment of sarvices prformed under tis contract.

. Maintan arson and diret communications wih the coniracior. Wrilen communicatons wilh the contractor and other documents pertaning fo he contractshall be signed a5 “Contraciing Offcr's Representaie” and a copy shallbo
piaced n the COR's online i in the CORT Tool madue ofthe Wile Avea Workllow eBusiness Sue.
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. Document any observed non-compance.
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13,1 the Contracting Officer, in paragraph 1, has designated the COR with Contractor Performance Assessment Reporting System (CPARS) authority, you are responsible for documenting contractor performance in the.

Commor edemmtnze Assosmmat Ropoeg (CPARS). The COR shal establish a CPARS report and enter the required information at the CPAR'S website: hips:iwww.cpars.gov . The COR shall compiets other
CPARS assessments as required of the contract,usually every 12 months and at the end of contract peormance.
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After the Contracting Officer enters the required information they can submit
the document by clicking the Submit button at the bottom of the page.

15 the Contracting Oficr i paragraph | has designate the COR with trave oxter spprovl you are delegated the responsibility of approving contractor travel orders under this contract. Veriy that travel
receipts ore valid and match the travel requirements identified i the Performance Work Statement (PWS) or Statement of Work (SOW). Notifythe Contracting Officer immediately f any issues or problems are observed.
Report on approvals conducted in your monthly report.

16. The following sdditional duties aro directed:
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1, Smallwood, Kyle , hereby walve the requirements for a Quality Assurance Surveilance Plan (QASP) against the contractslorders referenced above.
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) (SAP) - This contract was awarded using simplified acquisidion procadures.
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(@A at Source) - The contract complies with DFAR'S 246.AL2, Government Contract Quaiity Assurance At Source
® Other (comments required)
Comments

Commonss B

The user checks the corresponding radio button and clicks the Submit button.

Note: The user will sign off on the document the same way they did for the
Appointment letter.
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(SUPPLY) - The contract awarded is for the delivey of supplies, an ate

(@A at Source) - The contract complies with DFARS 246,402, Governm
® Other (comments required)

Comments

Eormens

Enter password and click OK.
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The 'Contract Modification' page is displayed. Search results can be filtered by contract number.

Click the 'Search' button.
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Search action retrieves all active/inactive records overseen by the Contracting Officer.

Select the contract number that will be extended.
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Contract Completion Date was updated to expire 6 months after, select 'Ok’ to save the new date.
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