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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 DPAP Administrator using the frequently accessed menu options by the CORT Tool Admin users.  







		


Select the CORT Tracking Tool button.

		


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





		


Select Menu to display the DPAP Administrator role menu options.

Differences with the Department Administrator role will be mentioned in the specific training slide.


		


Select the All COR Submitted Documents option.





		


The All COR Submitted Documents page is displayed. 

This option allows  DPAP users to search all Contracting Officer Representative (COR) submitted documents.

Click the Active checkbox then select the "Search" button.

		


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. 

		


Select the Local Forms and POCs option.





		


A Contracting Center Department dropdown is displayed.

Select a Department from the dropdown and then tab out.

		


The Local Forms and POCs page is displayed.   
Select "Add" to display the dialog box to upload a handbook.





		


Select "Browse" then navigate to the location of the handbook on the local drive.

		


Select "Ok" to upload the handbook.





		


A confirmation message is displayed.
DPAP Administrators have add, view and delete options; Department Administrators may only view.

Select "Add" to display the dialog box to add POCs.

		


Select a point of contact from the dropdown box.





		


Select a role from the dropdown box.

		


Select "Ok" to add the point of contact.





		


A confirmation message is displayed.
DPAP Administrators have add, view and delete options; Department Administrators may only view.

		


Select the COR Related Links option.





		


The COR Related Links are displayed for the user to review.

		


Select the Document Templates option.





		


The Document Templates page is displayed.   
Select "Add" to display the dialog box to upload a template.

		


Select "Browse" then navigate to the location of the template on the local drive.





		


Select "Ok" to upload the template.

		


A confirmation message is displayed and the Document Templates page is updated.

DPAP Administrators have add, view and delete options; Department Administrators may only view the template.





		


Select the Document Upload (ADMIN).

Note:  The Department Administrator can only view documents, they cannot add documents.

		


A list of documents are displayed that the DPAP has previously added.  
The user selects the Add button.





		


Select "Browse"to choose the file to be uploaded.

		


Input the name of the document inside the Document Description textbox and select Ok.





		


An Info message is displayed letting the user know the Document has been added.

		


Select the Link to Reports (ADMIN) option.





		


The Link to Reports (ADMIN) page is displayed.   
Select "Add" to display the dialog box to upload a report.

		


Select "Browse" then navigate to the location of the template on the local drive.





		


Select "Ok" to upload the report.

		


A confirmation message is displayed and the Misc. report has been added.





		


Select the View All CORs (ADMIN) option.

		


The Contract List Status page is displayed.  The user can view all contracts by selecting "Search" or limit the contracts to be viewed by choosing from the options provided.  





		


The Search Results page retrieves records that match the Search Criteria.

Select the PreAward Number link to review the nomination record.

		


Select the View All Users (ADMIN) option.





		


Input either the user last name or User ID that is being searched.  Click the Search button to search for Users.

		


The results page is displayed. DPAP users can also select the View link to review the supervisor information that belongs to that particular user.





		


Select the Merge Profiles (ADMIN) option.

		


The Merge Profiles option allows DPAP users to merge role and contract nomination data for Source User ID into the user profile of a Destination User ID. 





		


Select the My Preferences option.

		


Select the Theme drop down box and choose one of the options. 





		


Click the Save button.

		


A confirmation message is displayed and the background color has been changed.





		


[bookmark: _GoBack]This concludes our demonstration.
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Representative (COR) submitted documents.

Click the Active checkbox then select the "Search" button.
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A Contracting Center Department dropdown is displayed.

Select a Department from the dropdown and then tab out.
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A confirmation message is displayed.
DPAP Administrators have add, view and delete

options; Department Administrators may only view.

Select "Add" to display the dialog box to add POCs.
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The Document Templates page is displayed.

Select "Add" to display the dialog box to upload a template.
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Select "Browse" then navigate to the location of the template on the local drive.
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Select "Add" to display the dialog box to upload a report.
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The Merge Profiles option allows DPAP users to merge role and contract nomination

data for Source User ID into the user profile of a Destination User ID.
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