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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.NOTE:  The DPAP Admin has the capability to change links on the Home Page.





		


Select Menu to display the COR role options.

		


The COR user then selects the COR profile option.





		


The COR Profile page is displayed which includes the following:

Work Address – enter COR physical location address
City/APO – Location of City, or “FPO or APO”
State – Select your state from drop down menu
Zip Code – Enter 5 digit code
Unit – Enter the organization name
DEROS date - enter date via calendar

		


The Certified Acquisition Official dropdown is defaulted to "No" and will provide the following required fields:
·	Career Experience: Indicate the COR area of expertise like Engineering Technician, Pilot
·	COR Career Experience Level: Indicate the number of years like 11 Years; field allows up to 15 characters






		


When "Yes" is selected from the Certified Acquisition Official dropdown, the following required fields will be provided:
·	Select the Predominant Acquisition Career from the drop down menu
·	Select Level of Certification (1, 2 or 3)


		


Collapse and uncollapse the various sections by selecting the icon on the upper right corner.





		


Enter the supervisor's last name.  
As the COR types, a list of supervisors whose last name matches will appear.  Select the correct entry.

		


When selecting the supervisor, tab out of the textbox to populate the email, organization and phone number.





		


Changing the supervisor will update the supervisor entry on existing nomination records that need supervisor approval.

To change the supervisor on Active, Inactive or Terminated Contract Nominations, COR must click the appropriate checkboxes.

Select Save when done with COR Profile changes.

		


Courses can be added in the Training Course Information section by clicking the 'Add' link.





		


Select the Training course from the drop down menu.

		


Next, add the course completion date.





		


Choose the course Certificate to load by clicking the 'Browse' button.

		


When complete, select OK to add the course.





		


An info message confirming the course was added is displayed.

Repeat the previous steps to add more courses.

		


Selecting a course which includes the words “equivalent” or “equiv” will display an Equivalency checkbox and a Provider textbox.

Provider of training is required when Equivalency  is checked.





		


Selecting "Misc training" will display a Course Name textbox.

Course Name, completion date and certificate are required when Misc Training is added.

		


Selecting "Other" will display a Course Name textbox.

Course Name, completion date and certificate are required when Other training is added.





		


Selecting "Refresher Training" will display a Course Name and Hours textbox.

Course Name, completion date, hours of training and certificate are required when Refresher Training is added.

		


Select "Save" and an info message confirming the saved profile changes will be displayed.





		


Next, we will demonstrate creating a Contracting Officer Representative nomination record in the CORT Tool.

Select Menu to display the COR role options.

		


The COR user then selects the COR Nomination Process option.





		


The COR user reviews the Training Courses section.  If there are no courses listed, return to COR Profile and load all COR courses.

After reviewing the COR Information, you may collapse this section.

		


Select the Contracting Center Department from the dropdown provided.





		


After entering the Contracting Center DoDAAC, the application searches for registered active Contracting Officers and Contracting Specialists for the DoDAAC.

An error message is displayed when there are no active Contracting Officers/Contract Specialists for the Contracting Center DoDAAC.

		


Active Contracting Officer and Contracting Specialists for the DoDAAC are loaded into the dropdown boxes after tabbing out of the Contracting Center DoDAAC textbox.

Select Contracting Officer from the dropdown box.





		


After selecting the Contracting Officer, the phone and email are populated from the Contracting Officer's profile.

Select Contract Specialist from the dropdown box.  Select the Contracting Officer if this person also acts as the Contract Specialist.Select Contracting Officer from the dropdown box.

		


The COR user then selects 'Yes' or 'No' from the Contract Number Known? dropdown.





		


When answering "NO" to "Contract Number Known," enter a "Solicitation", PR or an identifying number in the PreAward Number textbox.

		


When answering "YES" to "Contract Number Known," enter the Contract Number.

After adding the Contract Number, the option to add Delivery /Task Orders is provided.  Depending on the Contract, multiple Delivery / Task Orders can be added.





		


This is an example of Contract Number with single Delivery / Task Order option.

		


Enter the Delivery / Task Orders then select "Add".    





		


Multiple Delivery / Task Orders can be entered for this Contract.  Select "Delete" to remove a Delivery / Task Order.

		


Next, the Contract Completion Date is added.





		


After reviewing the Contracting Information, you may collapse this section.

		


Contractor Information is populated from EDA once a valid contract number is entered by the COR.

After reviewing the Contractor Information, you may collapse this section.





		


The Quality Assurance Surveillance Plan (QASP) and description can be added next.  QASP is required for contracts over $150,000.

		


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





		


Enter the description then select "Ok" to add QASP.

		


A confirmation dialog is displayed for the added QASP attachment.

After reviewing the QASP document, you may collapse this section.





		


Complete all of the COR certifications.  The 'Certify All' button may be clicked to certify all sections.

		


COR also has the option to add comments.





		


Select "Save" to preserve entries for updates at a later date.  The record will not be routed to the supervisor.

		


Select "Submit" to send the nomination to the Supervisor.

A confirmation dialog will be displayed, click OK.





		


On submission, an info message is displayed;
the Supervisor is notified by email and the nomination status is changed from "Draft" to "Pending Supervisor Review."

		


Finally, we will demonstrate a COR adding reports to active record.  





		


Select the Contract List/Status option.  

		


The Contract List Status page is displayed.  

Click the Active checkbox then select "Search".





		


The Search Results page displays active records.

Select the Contract Number link to which reports are to be added.

		


The active record is displayed to the user.  Collapse sections as needed and/or scroll down to the COR Online File section.  Select Add for COR Status Reports.





		


The Add COR Status Report dialog box is displayed with current month and year. Choose a status report to load from your local machine by clicking the 'Browse' button.

		


Select "Ok" to add the status report to the record.





		


 Select Smart Form for COR Status Reports.

		


Enter required Smart Form infomation. 





		


After Smart Form information is entered click the Submit Button.

		


Enter password and click OK.





		


A confirmation dialog is displayed for the COR Monthly Report.

		


The addition of trip reports and correspondence reports works similar to the status report.  A confirmation dialog is displayed after each report added.

COR can view, edit and delete existing reports except for approved status reports.  When the Contracting Officer approves a status report, it can only be viewed by the COR.

Select Add for a Miscellaneous document.





		


Unlike the other reports, the Add Miscellaneous Document dialog box has a Document Type dropdown box.

		


The Rename link gives COR users the option to rename recently upload files. . Click the Rename link. 





		


Type the new file name inside the New Filename text box, click OK.

		


If there are no documents in the Queue and the user clicks the OK button, an error message will display.





		


Select "Choose" to pick the document to be displayed.

		


Click the Upload button to upload the document to the Queue.

Note: Up to 10 documents at a time can be uploaded, with a size limit of 8MB per document.





		


Once a document appears in the "Queue" section, an info message will appear stating your document has been scanned and added to the Queue.

		


[bookmark: _GoBack]This concludes our demonstration.
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Courses can be added in the Training Course Information section by clicking the 'Add’ link.
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Select the Training course from the drop down menu.
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Next, add the course completion
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Choose the course Certificate to load by clicking the 'Browse' button.
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When complete, select OK to add the course.
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Selecting a course which includes the words “equivalent” or “equ
will display an Equivalency checkbox and a Provider textbox.

Provider of training is required when Equivalency is checked.
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Select "Save" and an info message confirming

the saved profile changes will be displayed.
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Click the Upload button to upload the document to the Queue.

Note: Up to 10 documents at a time can be uploaded, with a size limit of 8MB per document.
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