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ARMY/DEFENSE KNOWLEDGE ONLINE
(AKO/DKO) - BASICS

J Contracting Officers Representative Tracking Tool
(CORT) Tool use AKO/DKO to validate DoD
credentials

(1 CORT Tool Prerequisites
JRegister for a AKO/DKO account

(JAKO/DKO user name and firsthame.lastnameXX
L AK(/DKO email format firstname.lastname@us.army.mil.

(JRegister CAC Certificates to the AKO/DKO
Account

1Set AKO/DKO mail to “Auto Forward”
(Recommended)




AKO/DKO BASICS
Register for a AKO/DKO Account

J Go to https://www.us.army.mil
O Click on 'Register with a CAC'

1 When prompted, enter your PIN or select your certificate.

U Enter your Social Security Number, or Foreign Identification
Number.

 Enter your Date of Birth

U Enter your User Information, if needed
U Enter an External Email Address

U Enter Organization Information

[ Create and Confirm your Password

1 Complete your Password Questions —
U These are used to verify your identity if you lose or forget your password

U Account Registration Complete —
O You should see all your account information
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AKO/DKO BASICS -
Register for a AKO/DKO Account

1 Each user will be provided with a AKO/DKO user name and a
AKO/DKO e-mail address

dUser name format equals firsthname.lastnameXX
JEmail format equals firsthame.lasthameXX@us.army.mil
JAnnotate AKO/DKO name and email address;
dRequired for CORT Tool Registration
dImportant for “Supervisors”
d Contact the AKO/DKO helpdesk with questions @
d 1-866-335-2769.
1 All CORT Tool user should register for this account.
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AKO/DKO BASICS -
Register CAC with your AKO/DKO Account

A There are two ways to register your CAC with your
account

dThe first and easiest option is to register your account
from the AKO/DKO Login page using your PIN
dinsert your CAC into the reader.
JMake your certificates available to Windows
dClick the CAC Login button

JEnter your CAC PIN when prompted.

dYou will then be logged into your account and your CAC will
be registered.



AKO/DKO BASICS -
Register CAC with your AKO/DKO Account

dLog into your AKO account with your
username and password
(Do not press the CAC login button
dinsert your CAC into the reader.
JMake your certificates available to Windows
dClick on “My Account” in the toolbar at top or
page
Click on “Login Options”
Click on the "CAC/Cert Registration" option



AKO/DKO BASICS -
Register CAC with your AKO/DKO Account

Q If “Current Registered Information,” is displayed
JCAC is already register to this account.

(dYou may clear the information with the “Clear
Registered Information” button

1 If “You are not currently Registered” is display
Click on the "Register" button.

JFollow the prompts to complete the registration
process.

JdWhen completed screen will display “You have
successfully registered your CAC.”




AKO/DKO BASICS -
Set AKO/DKO mail to “Auto Forward”

This information system is approved for UNCLAS SIFIR

K DEFENSE
KNOWLEDGE
ONLINE

Favorites *  Quick Links =  Self Service ~

Login Options Mail Preferences grade to Int
Hom yeofils Baerd Set Homepage Mail Options
e My Tasks CAC/Certificate Registration Swyitch Emnail Address
My Stuff Notifications Wacation Message -
Account Information My Motifications Sponsor Management
Change Passwiord Motification Settings

O Select My Account
U Select Mail Options.

Security Questions

EBS Questions




Set AKO/DKO mail to “Auto Forward”

My Account

myProfile Page
Account Settings

Account Information
Change Password
Security Questions
KBA Questions
Login Options

Set Homepage

CACICertificate Registration

Mail Preferences

Mail Options

Switch Email Address

Vacation Message

Mntifinatinne

AKO/DKO BASICS -

Toimprove performance, itis strongly recommended you upgrade to Internet Explorer 8.0 or higher. Hide

Mail Options

Update Your Email Information

[ Select radio button
Email (Non-AKO Account )

- “Forward

O Enter forwarding email address

Select Delivery Option

Forwarding Email Address

Confirm Forwarding Email Address

(" AKO Wai (mae.bariley@us.army.mi) tWi ce

{* Forward Emai (Non-AKO Account) D CIiCk on submit
mae. bartley@ozd.mi

mae. bartley@ozd.mi

Webmail Choice [2]

Display Name

External Email Address:

Enable SIMIME 2]

" Webmai
{" Webmal Classic
{" Webmai Lite

Bartley, Mag K Ms CIV 05D
{* Resetdisplay name to: Bartley, Mag K Ms CIV 050

m mae bartley@osd.mi

r
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CORT Tool

Basics



What Is The CORT TOOL?

J A web-based application designed to track COR and
COR related actions within the DoD. The CORT Tool

JAllows the nomination, appointment, revocation and
termination of an individual as a COR against a DoD
contract or a contract or order issued on behalf of a DoD
assisting agency

interactive/On-line COR self-nomination and approval workflow
process

1 Allows a COR to create a profile, document their training
and experience Process a nomination package for one or
multiple contracts and orders.



What is the CORT Tool?

[ Provides DoD personnel a web-based portal for all
relevant COR documents

1 Users upload COR training certificates, appointment letters,
monthly reports, termination letters, etc.
[ Is Common Access Card (CAC) enabled and available to all
members of the DoD with an Army or Defense Knowledge
Online account (AKO/DKO).

[ Tracks and manages COR nominees, existing CORs and
COR Online File

 Integrated automated e-mail notification system

 Alerts COR’s Supervisor and Contracting Officer of pending
approvals; overdue nominations



CORT Tool Roles

JMajor Roles
(d Contracting Officer Representative (COR) or COR Nominee
(A COR Supervisor/Commander/Requiring Agency
d Contracting Officer (CO)/Contract Specialist (CS)
JAgency Subject Matter Expert (SME)

(1 Minor Roles
JAdministrative Contracting Officer (ACO)
dQuality Assurance Point of Contact (PCO)



Contracting Officer Representative

J Create or update a COR Profile

JSelf nominate as a COR on a contract on a
proposed contract

W Nomination remains in draft status until submitted to supervisor
for approval

J Review the status of your nomination
(J Cancel a nomination

J Load and review COR documents for a specific
contract or order to the Online Contract File

JView documents submitted on a contract



COR Supervisor

L Review the COR nomination

(J Cancel, approve, or reject a COR nomination

J Nomination must be in the “PENDING SUPERVISOR REVIEW”
status

dView all documents submitted on a contract
J Review the status of a COR nomination

dView a list of all actions assigned to CORs and
supervisor



Contracting Official

(d Complete a Contracting Staff Registration - Required
J Review the status of a COR Nomination

[ Cancel, approve or reject a COR nomination after Supervisor’s
review & approval

1 Review and complete the nomination; Appoint COR
 View all COR submitted documents

 Review and /or approve COR Documents on a specific contract or order (a COR
Status Report

(1 Load COR File Inspection Checklist documents on a specific
contract or order

1 View all contracting records for a contracting center (based
upon DoDAAC)

] Terminate an Active COR from a contract



Agency Subject Matter Expert

(dSame roles/functions as COR, COR Supervisor and
Contracting Officer/Contract Specialist

(JView all COR records for the Department/Agency
dTrouble shoot problems via COR Proxy

(J Create new COR Profile

dView and download Management Reports



CORT Tool

https://arc.army.mil/DODCOR/
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COR Profile

Homepage

COR Momination Process

Welcome to the Department of Defense’s COR Nomination and Tracking Site.

Contracting Staff Registration

Contract List/Status

Awaiting My Approval

This site alloys for the electronic nomination of a Contracting Officer Representative (COR) against a contract or order with any Department of Defense (DoD) agency using FPDS-

Document Templates

Local Forms and POCs

w of the Contingency COR Handbook, please click here.

All COR Submitted Documents

Links policy

To obtain a cppy of the DPAP COR Users Guide, please click here.

View All Local COR Records

COR Related Links

The DPAPLOR website can be reached at http/www acg osd mil/dpap/pdi/eb/cor.html.

Admin Email (ADMIN}

and user guide.

COR Misc Codes (ADMIN)

TRAI G STATUS UPDATE ©

COR Proxy (ADMIN)

» Based upon DPAP Policy Guidance, COR training requirements are available via the mouseover . These training levels are determined by the Contracting Officer based

g List (ADMIN
Link To

upon the complexity of the contract.
» For more information on COR training offered by DAL, please click here.

New COR Profile (ADMIM}

View All CORs [ADMIN})

COR NOMINEES

CORT Tool
Menu — Most
users will see

combination of

the first 10
menu items.

= CREATE PROFILE: To create or update your profile, use the COR Profile link from the menu and complete the required fields.

» CONTRACT NOMIMATION: Use the COR Momination Process link from the menu on the left to begin the COR Momination Process. Be sure to select your senvicing
contracting center prior to populating the required fields.

» NOMINATION STATUS REVIEW: To view the status of an existing nomination, use the Contract List/Status link from the menu.

* ADD DOCUMENTS: To add a document, such as a Monthly Status Report, to one of your appointed contracts, use the Contract List/Status link fram the menu. Click on the
contract you wish to work with and scroll down to the Contract Management section. In this section you will find the capability to add the desired document.

aOR SUPERVISORS/COMMANDERS

» APPROVE/REJECT: To review any nominations awaiting your review, use the Awaiting My Approval link from the menu. Click the Contract Number you wish to work with to
navigate to that nomination. You can then review the COR information at the top of the record and Approve/Reject the request in the Supenisor/Commander section.

CONTRACTING OFFICERS/SPECIALISTS

» APPROVE/REJECT: To review any nominations awaiting your review, use the Awaiting My Approval link from the menu. Click the Contract Mumber you wish to work with to
navigate to that nomination. You can then review the COR information at the top of the record and Approve/Reject the request in the PCO section.

* CREATE APPT/TERM LETTER: To create an Appointment Letter or Termination Letter using one of the existing templates, use the Document Templates link from the
menu. Scroll or use the link to go to the section you need to and use the document descriptions to determine which template to use. Once you have decided, click the icon
next to that template to open or download the template. With the document opened in Microsoft Word, enter contract specific information in each field of the document.

20



Menu

(Jd COR Home - returns the COR to homepage
(J COR Profile - allows the COR to enter or edit a profile information

(J COR Nomination Process - allows the COR to begin the nomination
process.

(J Contract List/Status - provides the COR access to the records
associated with the COR’s DKO name.

(d All COR submitted Documents - allows the COR of any active
appointment to view all documents associated with a contract;
even those from previous CORs

(] References:

1 Document Templates - allows the user to see “samples” of DoD COR
Document templates

O Local Forms and POC - Provides a location to have agency forms and
POC for those forms posted

(] COR Related Links - Displays links to various training contract
documentation and regulations/processes




Policy & Guide Links

(1 DoD COR Handbook — March 22,2012
1 DOD Contingency COR Handbook
(1 CORT Tool User guide.

[ Link to DPAP website
http://www.acq.osd.mil/dpap/pdi/eb/cor.html

dTraining Materials,

(CORs, Supervisors and Contracting Officer/Contract
Specialist

(A Deployment Information,

dFAQ,

1 Podcast, etc

L Component Subject Matter Experts List


http://www.acq.osd.mil/dpap/pdi/eb/cor.html�

Policy & Guide Links

J Training Status Update

A Provide a list of the major COR courses
L Combat and Trafficking in Person (May 14, 2012)
U Wide Area Workflow ( est. - Sept 2012)

[ Definitions of the COR Training Types A, B, C

Link to COR Training offered by DAU and the Acquisition
Community Connection

J Role and Responsibilities of CORT Tool Participants



CORT Tool

Part 1 — COR Profile



OR Profile

orme
( COR Profile )
OFR Nominati rocess

Caontracting Staff Registration

Contract List/Status

Awaiting My Approval

Document Templates

Local Forms and POCs

All COR Submitted Documents

View All Local COR Records

COR Related Links

Admin Email (ADMIN)

COR Misc Codes (ADMIN}

COR Proxy (ADMIN)

Course List (ADMIN)

Link to Reports (ADMIM

New COR Profile (ADMIN)

View All CORs (ADMIN)

COR Profile Removal (ADMIN)

Site SME Management (ADMINY

highlighted

COR Information
DKO Name:

Work Address:

City/APO:

State:

Zip Code:

Country:

Are you a Certified
Acquisition
Official?:

Super\ﬂsor/Commander Information

DKO Name:

Email Address:

fields.

IJUNE.TESTCORT

Note: All nen-mandatory fields are marked with an asterick (%)

View COR Contract List

Email Address:

COR's Home Organization (DODAAC): &

E
v| Organization Name:

—

Unit: &

Commercial Phone:

| United States

 ves @ No

Career Experience:

DSN Phone:
- |

Mobile Phone:

Career Experience Level:

when you try to submit nominations

Mote: Check with your supervisor/commander for the

correct DKO name (example: DENNIS.BRADLEY or

JOSEPH.P. SMITHZZ)

DSN Phone:

LdSelect “COR Profile “ from the S|de5mrhh03nu

Commercial Phone:

|
—

Phone Number

Area Code

Phone Number

T digits,

Area Code

Complete all

Extensmn

Extension

25



COR Profile

(J COR Name — Pulls from CAC Card
1 Email Address —enter AKO/DKO email address.

(J COR Home DoDAAC - enter the Department of Defense
Activity Address Code for the COR’s home location;

(1 Work Address — enter COR physical location address

(J COR Home Organization Name — Enter agency or department
name; (Dept of Air Force, Army, Navy, DLA, etc.)

 City/APO - Location of City, or “FPO or APO”
 Unit — Enter the organization name

(J State -Select your state from drop down menu
 Zip Code - Enter 5 digit code



COR Profile

J Telephone Number
O Enter the 3-digit area code,
d Enter the 7-digit phone number

U Enter any applicable extensions.

L DSN and Mobile phone numbers non mandatory.

1 County — Defaults to United States;

[ Select county if located overseas;
[ State grays out,
W International phone number;

U Free text to input up to 16 characters

L Camp - Enter Camp location



COR Profile
Certified Acquisition Official?

Are you a Certified
Acquisition " yYad
Official?:

Career Experience: Career Experience Level:

Fireman ’ 11 Years

dDefault is “No.” An entry in the text boxis required for both
Career Experience and Career Experience Level;

(J COR Career Experience - Indicate the COR area of expertise;
- Engineering Technician, Level IV; Scientist, Pilot, Plumber, Fireman

(] COR Career Experience Level (15 chars) - Indicate the

number of years
- 11 Years



COR Profile
Certified Acquisition Official?

 If yes, select the Predominant Acquisition Career from the
drop down menu for
1 Business Cost Estimating and Financial Management
L Contracting
O Facilities Engineering
O Industrial Contract Property Management
Q Information Technology
O Life Cycle Logistics
O Manufacturing, Production and Quality Assurance
O Program Management
O Purchasing
L Science and Technology Management
O Systems Planning, Research, Development and Engineering
O Test and Evaluation

] Select Level of Certification (1, 2 or 3)



COR Profile - Supervisor

Supervisor/Commander Information
Mate: |f the supsrvisorcommander email address iz not 3 valid address YOU will repelve an emall when you l"}' to submit nominations for approval.
| Area Code Phone Number Extension
DKO Namie: Note: Check with your supervisor/commander for the 1 digits, no dasfes T digis, no dashes If appiizatie
correct DK name (example: DENNIS.BRADLEY or C ial Phone: I_ l— l—
JOSERH.P.SHITH212) ommercial Fhone:
Email Address: I DSN Phone: I * I *
craated you will b2 abie to U= this soreen to Manage your course certificates
vl

(UDKO Name — Enter your supervisor’s the AKO/DKO user name
dFormatis firstname.lasthname XX or John.T.Smith4

J Commercial Telephone Number — Enter the supervisor or

higher level authority telephone number - Required Field

(JEmail Address — enter the supervisor’s AKO/DKO email

address.

Click on “Save Record”
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COR Profile - Save Record

(J Top of Page States “COR Profile Created. To Start the
Nomination Process use for a contract use the link in the left
menu.”

COR Home
COR Profile

MHOTEL RIT TIOMN-MANOITeTy TIETOE are Warked WILN 2l a5Terss [~f

COR Profile Created. To start the Nomination Process for a contract use the link in the left menu
View C_DR I_Zontract I:ist

COR MNomination Process
Contracting Staff Registration
Contract List/Status

T N T T T T T

Awaiting My Approval
Document Templates

COR Information

Local F d POC DKO Name:  [PNKE BROWN Email Address: [PriKE BROVN@US ARNY ML
ocal Forms an 5

" COR's H 0 izati -
All COR Submitted Documents (DDDSM?:';:% rganization |HOD1D¢
View All Local QOR Records lv';;&-ress. 1712 Siiver Tome ”n
COR Related Links i Organization Name: |UUSD
Admin Email (ADMIN) o

. . City/APO: Arlingt Unit:

Contracting Staff List (ADMIN) ity/ Jastngion n I
MR Mier Madae FANRKIRY State: WA b

1 This brings up the “Training Courses” section at bottom of
page.




COR Profile - Training

Training Courses*tis tocolapss
1]

No Courses Listed

Do t | -select- -
Co Compl. Dat | E
Add Documen t: I Browse... I
)
Click Here
o Al
Courze Certificate
Save Record I

Sawve and Start Nomination Process |

M Training Information Section — COR courses only

[ Select the course from the “Document” drop down menu
1 Add in the course completion date

[ Using the browse feature , load a copy of the certificate from your
computer at “Add Document”

Course Certificate”

O Top of Page Now State: Course Added

M Click on the “plus” sign at the bottom that states “Click Here to Add

Repeat the steps above to add additional courses




COR Profile — Refresher Training

Training Courses* -k o oalizpss

eeeeee Certif Com J1ss
D me I ——————— ;I
H e
C e Compl. Date I @
Add Certificate: I Browse. .. I

Click Here
t =]

Course Cerlificate

dSelect “Refresher Training” from the “Document” drop drown
menu.

dinsert the number of hours;
dComplete the remaining highlighted fields (course
completion date and add certificate.

dWhen completed, refresher course is added and associated
hours are displayed
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COR Profile -
Equivalency Training Requirements

Training Courses <

Course Compl. Course
Course Train Lwvl Equivalency? Prowvider Cartificate Date Howrs
‘-—-:," eeeee sher Training — = . 04/15/2012 1
L3¢ ALMC-CL, DAL COR e L5
Lo .
eeeeee ( s o [A]BC =~ Management Concepts P Compl
Docume [oa Training er Agency =
ooooooooooooooooooo | ==
Equivalency? [Management Concent
Add Certificate: I ORT T A AC_ Browse... I

Click Here
ddddd
Course Certificate

(dSelect a course which includes the words “equivalent” or
“equiv”

JEnter the course completion date

A Check the equivalency box.

JEnter the provider name.

JAdd certificate, click on “plus” sign

dWhen completed, the equivalency checked box and provider’s

name are displayed




COR Profile — Completed

(J When all courses have been added select either
(1“Save Record” or “Save and Start Nomination Process”

Training Courses:-Ciick to collapss

1]
Course Compl.
Course Train Lvl Certificate Date
.' Q Specialized Training/License/Certification - Type C C - ] . 07/10/2009
Edit Delete Certificate of Completion.doc
.‘ @ DAL CLM 003 Ethics Training or Agency Equiv A . - . 07/24/2009
Edit Delete Certificate of Completion.doc
.‘ @ DAl CLC 106 COR with a Mission Focus h - ] . 08/28/2009
Edit Delete Certificate of Completion.doc
i Delete Misctraining as required by local center policy Certificate of Completion.doc 09/04,/2009
/' Q - U COR-222 Equi 36+ hr C B - 1172772009
Edit Delete ALME-CL DA » or Equiv ( r Course) Certificate of Completion.doc 127/
~ I - »
i Boman Wide Area Workflow (WAWF) A Certificate of Completion.doc 12/11/2009
Document: I—Select— - |
Course Compl. Date: I @
Add Document: I Browse... I

.:'_!i

Click \Here to Add Course Certificate

Save Record I

Sawve and Start Momination Process




COR Profile —Completed

1 Save Record”

dWill save COR training;

(A COR receives a message “COR Profile Updated”
(1 Save and Start Nomination Process”

AWill save the Training;
A COR will be taken to the “COR Nomination Process” page



CORT TOOL

Part 2 — COR Nomination Record Process
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COR Nomination Record Process

COR’s Role

COR Home

COR Profile
( on P
aff Registration

Contractin

All COR ed Documents

View All OR Records
COR Rel ks
Admin Ermal N}

Caontracting Staff List (ADMIN)

COR Misc Codes (ADMIN}

COR Proxy (ADMIN)

Course List (ADMIN)

Link to Reports (ADMIN)

New COR Profile (ADMIN}

View All CORs (ADMIN)

COR Information=-cic

View Complete COR Information

Supporting Contracting Center &

Contracting Center
Department:
Contracting Center
DODAAC:

Contract Information i

7 Contract Number is Known ' ->Contract Number is NOT Known

Contract/ Solicitation
Number:

Record Status: DRAFT

Contracting Officer
Contracting Officer:

Commercial Phone:

Contracting Specialist

Contracting Specialist: I-Selec‘t— vl

Commercial Phone:

QA Surveillance Plan (QASP)

Add QASP Document: o| Browse. .. |

Contractor ©&
Cage Code:

Coantrartne Nama-

—

I—Selec‘t— - l

Select “COR Nomination
Process” from side menu.

Email:

Email:

Description:

rontrartner Addrace-
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COR Nomination Record Process

COR’s Role

COR Home

COR Profile

COR Momination Process

Contracting Staff Registration

Contract List/Status

Awaiting My Approval

Document Templates

All COR Submitted Documents

MNew COR Profile (ADMIN)

COR Praoxy (ADMIM}

View CORs (ADMIN)

COR Misc Codes (ADMIM)

Course List (ADMIM}

Admin Email (ADMIN)

You must have a COR Profile to Self Hominate

...if a “COR Profile has not been created,
the COR will receive the message “You must
have a “COR Profile” to self nominate.”

If a COR Profile has been created, . ..



COR Nomination Record Process
COR Information

[COR Home |
COR Profile

Contracting Staff Reqgistration

Contract List/Status
Awaiting My Approval
Document Templates

Local Forms and POCs

All COR Submitted Documents
View All Local COR Records
COR Related Links

Admin Email (ADMIN)

COR Misc Codes (ADMIN)
COR Proxy (ADMIMN)
Course List (ADMIM)

Link To Reports (ADMIMN)
Mew COR Profile (ADMIMN)
View All CORs (ADMIN)

COR Information-—cick

DKO Name: MATTHEW.B.SINES
JAMES.M.WHITEL

Mo Courses Listed

Supervisor/Commander:
Courses:

View Complete COR Information

COR's Home Organization DODAAC:
NE5886
Supervisor/Commander Commercial Phone: 304-542-3017

Supporting Contracting Center &

Contracting Center m

Department:

Contracting Center I—
DODAAC:

Contract Information L1

' =Contract Number is Known { =Contract Number is NOT Known

Contract/Solicitation
Number:

Record Status: DRAFT

Contracting Officer
I—Select— vl

Contracting Officer:

Commercial Phone:

Contracting Specialist
Contracting Specialist:

I -Select- | I

Commercial Phone:

QA surveillance Plan (QASP)

Add QASP Document: &

Contractor &

Cage Code:
Contractor Name:
Contractor City:
Contractor Zip Code:
Contract Award Date:

A Click on “COR Information” to
“expand” or “collapse” the data.

Email:

[ Review.the “Courses.” If there
are “No Course Listed,” return to

—— = (COR Profile.and load @ltrCOR—3 .

courses.

Contractor Address:
Contractor State:
Contractor Country:
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COR Nomination Record Process
COR Information

View Complete COR Information

COR Information:=-cCick to collzpzs
COR's Home Organization DODAAC:

DKO Mame: PINKIE.EROWM HOO102
Supervisor/Commander: DAMNA.CHAN Supervisor/Commander Commercial Phone: 703-123-4587
Courses: Course Training Lwl Certificate
DAl CLC 106 COR with a Mission Focus A - - .
LAl Certificate of Completion.doc
ALMC-CL, DAL COR-222 Equi 36+ hr C AlBC o ] .
. o T EEm CErLEE LAl Certificate of Completion.doc

Supporting Contracting Center &
Sonuracting center  [soew =] :
Contracting center [ ———  If there are courses present, review.

Contract information  © d When completed, Click on “COR

[ -=Contract Number is Known [ -=Contract HNumber is HOT Known

oot/ Selicitation Information” to “collapse” the field.

Record Status: DRAFT . .

o Enter remaining data.
Contracting Officer
Contracting Officer: I—Selec‘t— VI Email:

Commercial Phone:

Contracting Specialist

Contracting Specialist: I—Selec‘t— VI Email:

Commercial Phone:
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COR Nomination Record Process
COR’s Role

Supporting Contracting Center @ CO m p I Ete a I I h igh I ighted SeCtiO nS-
Sowmmmteter  [Ses
El'::n}rg;:%t:ing Center I—

Contract Information 1]

L -=Contract Number is Known L -=Contract Number is NOT Known

Contract/Solicitation
Number:

Record Status: DRAFT

Contracting Officer

Contracting Officer: I—Select— - I Email:

Commercial Phone:

Contracting Specialist

Contracting Specialist: I-Select— - I Email:

Commercial Phone:

QA Surveillance Plan (QASP)

ot he file shoukd have a on (doc. odf

Mote: File

F.
Add QASP Document: & I Browse .. | Description: EI

Contractor &

Cage Code:

Contractor Name: Contractor Address:
Contractor City: Contractor State:
Contractor Zip Code: Contractor Country:

Contract Award Date:
Current Completion Date:
PSC Description:



COR Nomination Record Process
Supporting Contracting Center

COR Information:=—cicx

Supporting Contracting

Contracting Center
Department:

Contracting Center
DODAAC:

Contract Information

= >Contract Number is Known {|DFAS

Contract/Solicitation
NMumber:

Record Status:

Contracting Officer
Contracting Officer:

Commercial Phone:

Contracting Specialist
Contracting Specialist:

Commercial Phone:

QA Surveillance Plan (Q

Add QASP Document: €&

Contractor &

Cage Code:
Contractor Name:
Contractor City:
Contractor Zip Code:
Contract Award Date:

Center &

-Select- - I

-Select-
MANY

AlR FORCE
DL&

DIsA

USTRANSCOM
DA

THA
UsSsoCcom
USUHA
WHS

ASP)

10T Known

Browse... |

View Complete COR Information

Select the “Supporting
Contracting Department or
Agency.”

Description:

Contractor Address:
Contractor State:
Contractor Country:
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COR Nomination Record Process
Supporting Contracting Center

omimation Hrocess | |

T=ar B T RS ™t R e Y R 1 OOs

it iiil

Re: =i DRAFT
Contractin g Officer
C cti Office | -select- |
Commercial Phone:
Contracting Specialist
C cti Spe [-setect- ~
Commercial Phone:
QA Surveillance Plan (QASP)
sctentic
Add QASP Document: € I

Email:

Email:

Enter the procurement
DoDAAC of the supporting
contract center (i.e. maybe
the 15t six digit of the contract
number).

Hint: This is where your CO

= resides | =
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COR Nomination Record Process
Contract Information

View Complete COR Information

COR Information:cick

Supporting Contracting Center @

Contracting Center IOED — I
Department:

Contr, |:- enter W

Contract Information L]

¥ =Contract Number is Known . -=Contract Number is NOT Known

==1

Contract/ Solicitation I I
Mumber: h

/Task Order: I .
e Select “Contract Number is

Contracting Officer

Contracting Officer: [-seeet- =1 Email: Known.” Enter the contract
number.

Contracting Specialist
Contracting Specialist: |—Ss|sc:‘t— v| Email:

Commercial Phone:

QA surveillance Plan (QASP)

: : Record Status defaults to
Add QASP Document: & | Browse... | Description: “Draft.” I ﬂ

Contractor €
Cage Code:

Contractor Name: Contractor Address:
Contractor City: Contractor State:
Contractor Zip Code: Contractor Country:

Contract Award Date:



COR Nomination Record Process
Contract Information

N

View Complete COR Information
L

COR Information=-cick to scpand

Supporting Contracting Center &
Contracting Center DODAAC: IHQU‘1 oz

Contract Information Li ]
¥ =Contract Mumber is Known § ' -=Contract Number is NOT K

CDntract,fSolil:itat_ion ) I" ...... ~= _u_ - 1 _I [} l.When the dialogue box
Number: = . :
R opens, click “OK” to confirm

Delivery/Task Order: I_

Record Status: § 1 \ Plegase ensure the contract number is correct! o
Contracting Officer the contract number is
Contracting Officer: I—— (8"

Commercial Phone:

correct.

Contracting Specialist
Contracting Specialist: I—Selec‘t— - |

Commercial Phone:

If this is an IDV, enter order
QA surveillance Plan (QASP) o
number. A second dialogue
Add QASP Documen t: | Browse... Description: boﬂ wi” open. Cﬁ:k llOK” tO

confirm the task/delivery

order number is correct.
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COR Nomination Record Process
Contract Information

Select “Contract Number is NOT
_ Known.” When the text box is
o o = displayed, enter a “solicitation,
Contracting Speciatist PR or an identifying number in

Contracting Specialist: |—5&I5c:t— - | Email:

the text box. (Must be 12

QA Surveillance Plan (QASP)
Mote: The file should have a file extention {(doc, pdf

e T e e e e e e characters or less) A
Add QASP Document: © | Browse..._| Description: I i’

-

Cage Code:

Come Cod e - RQGOEM Status defaults to

Contractor City: Contractor State:

T
Contractor Zip Code: Contral:l:“‘B )
Contract Award Date: rﬁ



il

COR Nomination Record Process
Contract Information

DALl CLM 003 Ethics Training or Agency Equiv ABC Certificate of gnrnpletinrl.dnc
DAy COR 222, DAL CLC 222 COR on-line training or Equivalent BC Certificate of gornpletion.doc:
Specialized Trainings/License/Certification - Type C = Certificate of gnrnpletinrl.dnc
Centingsncy COR Training B= Certificate of gornpletion.doc:
DAl CLC 106 COR with a Mission Focus A

Ll
Certificate of Completion.doc

Supporting Contracting Center @
Contracting Center DODAAT- [nooozz
Window= Inrternet Explore

Contract Information

7 =Contract Humber is Known

Please ensure Hhe contract mumiber is correct!

Contract/ Solicitation F
NMumber: &
Record Status: C

Contracting Officer

Contracting Officer: I—Select—

Commercial Phone:

Contracting Specialist
Contracting Specialist: I—Selec‘t— - |

Commercial Phone:

oA surveillance Plan (QASP)

. .. When the dialogue box
opens, click “OK” to confirm the
solicitation, PR or identifying
number is correct.
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COR Nomination Record Process
Contracting Officer / Specialist

Contract Information i
[ -=Contract Number is Known [ -=Contract Number is NOT Known
Contract/Solicitation ISHE TEST
Number:
Record Status: Draft

Contracting Officer

Select the Contracting Officer

Contracting Officer: Em 1

and Contracting Specialist
GAUGHAN, PALIL *
DoD, TEST

Contracting SpecialNg|SUMPTER, LEANTHA

Contracting Specialist: 'l- E 1

Commercial Phone:

Email address and the
commercial phone number
Add QASP Document: © | Browse... Description: fie‘ds Wi" popu@e.

QA Surveillance Plan (QASP)
Maote: The file should have a filke extention (doc, pdf, =to.

Contractor &

Cage Code:

Contractor Name: Contractor Address:
Contractor City: Contractor State:
Contractor Zip Code: Contractor Country:
Contract Award Date:



COR Nomination Record Process
QA Surveillance Plan (QASP)

View Complete COR Information

Cancel Record b

COR Information=cick to scpand

Supporting Contracting Center @

Contracting Center DODAAC: IW . .
Contract Information _ © Add quality assurance surveillance plan

7 =Contract Humber is Known % =Contract Number is HOT Known

Contract Number:  [Foi0zToRES Y and description. Plans is required for

Record Status: Draft

Contracting officer service contract over 150K.
Contracting Officer: [ko. TEsTER =] Email: TESTER.KO®OSD.MIL

Commercial Phone:

Contracting Specialist

Contracting Specialist: ICHAN. DAaMs, | W I Email: DANA.CHAN@US . ARMY.MIL

Commercial Phone:

QA Surveillance Plan (QASP)
Mote: The file should have 3 file sxtention (doc, pdf, gc.

Add QASP Document:
o

Contractor €
Cage Code:
Contractor Name: Contractor Address:

B S S B S S P S,

QASP can also be loaded by Contracting Officer.
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COR Nomination Record Process
Contractor

Contractor &

Cage Code: 300203530

Contractor Name: MCS OF TAMEA, INC. Contractor Address: 3926 W SOUTH AVE
Contractor City: TAMEPA Contractor State: FL

Contractor Zip Code: 33614-6552 Contractor Country: Us

Contract Award Date:
Current Completion Date: 10/2/2010
PSC Description: 2199 - MAINT-REP-ALT/MISC BLDGS

No action is required by the COR. The Contractor
information will be pulled from FPDS when the record is
saved and a valid contract number is entered by the COR or
the contracting officer.



COR Nomination Record Process
COR Certifications

Click to collapse->COIR.

COR (Nominee)
Certifications:

Cert. Activation €% Al Certification
3/21/2011 ¥ 1 certify I hawe the necessary clearance for this contract and any relevant infermation
2/21,/2011 I~ . I hereby understand that I am required, as a COR, to complete and file the OGE 450 Form by February of 2ach yearwhile I am a COR and I
e I certify will include a statement in the February Monthly COR Report stating that this has been done.
/z1/2011 ™ 1 e :nl';il;ﬁbv understand that I am required, as @ COR, to complete the Manthly COR Report and submit it within the COR site by the 15th of each
o . I hereby understand that I am required, as a COR, to complete the yearly administrative review of my COR files with the Contracting Officer in
3/21/2011 i I certify the anniversary month of the appeintment each year.
2/21/2011 v certify I may be held personally liable for unauthorized acts in accordance with AFARS 5153,9001 Paragraph 3.
I will complete the 8 hour online Defense Acquisitien University COR Training entitled COR With & Mission Focus [CLC 106]) at www.dau.mil
3/z1/2011 W 1 certify by the anniversary date of the last course completion every 2rd year, and provide confirmation of cempletion in the menthly COR Report to the
PCO.
— ) If applicable, I have registered as a user of Wide Area Werkflow [WAWF] enline and taken the training at https:/fwawf.eb.mil and will process
oIl i certify payments when possible using WAWF,
=
COR Comments:
| -
Submit Record to Supervizor/Commander I Sawve Record (without routing) I

d Complete “ALL” of the “COR (Nominee) Certifications”
1 Enter comments (optional)
J Select “Save Record (without routing)” to update at later date.
[ Select “submit record supervisor” process the nomination; When
dialog box opens, select OK to confirm submission
(d Nomination from “draft” to “Pending Supervisor Approval “

Status
J Top of Page now states “COR Contract Record Created”



COR Nomination Record Process
COR - Completes Nomination

1 Save Record (without Routing)
[ Saves the nomination in a draft state

[ Contractor Section may populate (if a valid contract number is
entered)

(d COR now has the ability to Cancel Record
U The “cancel record” button is located at the top of the page.
(J Submit Record to Supervisor
[ COR to finalize his portion of the nomination

1 Nomination is forwarded the supervisor for approval before
submission to the contracting officer.

1 Record status changes to “pending supervisor approval. Nominations
will be submitted to supervisor listed in the COR’s Profile.



COR Nomination Record Process-
COR - Saves Record (without Routing)

COR

COR (Nominee)
Certifications:

Cert. Activation & o R
3/z21/2011 M certify I have the necessary clearance for this contract and any relewvant information
3/21/2011 ¥ certify -{,-:‘;F::m:;::E;:::;r:::::nltahren ;_EEE::::I a5 3 CC.JR. to complete ar!d file the (_:JGE 450 Form by February of each year while I am a COR and I
v ry Monthly COR Report stating that this has been dene,
3/21/2011 ¥ certify Enllil;ﬁbv understand that I am required, as a COR, to complete the Monthly COR Report and submit it within the COR site by the 15th of 2ach
3/21/2011 | certify ihl':;enbn\;-‘-l::::::t;::::aoi ihasma;:2?;;:5.:::331(1:;: complete the yearly administrative review of my COR files with the Contracting Officer in
3/21/2011 W certify I may be held personally liable for unautherized acts in accordance with AFARS 51532.9001 Paragraph 3.
I will complete the 8 hour online Defense Acquisitien University (COR Training entitled COR With & Mission Focus (CLC 106) at www.dau.mil
3/21/2011 M 1 certify by the anniversary date of the last course completicn every 3rd year, and provide confirmation of completion in the menthly COR Report te the
BCO.
3/21/2011 ¥ certify ;Fa:rﬂjéi:tash‘l\i:':nh:::s?belg;s::ir:; :r,saj‘r:.ser of Wide Area Workflow (WAWF) online and taken the training at https://wawf.eb.mil and will process
I will have been a COR for the last 5 wyears, ;l

COR Comments:

Submit Record to Supervizor/Commander

Save Record (without routingy

Selecting “Submit Record (without routing)” saves record

for future changes.




COR Nomination Record Process-
COR - Saves Record (without Routing)

COR Home

COR Profile

COR Momination Process
Contracting Staff Registration

OR Contract Record Create

View Complete COR Information

Cancel Record

Contract List/Status

Awaiting WMy Approval

Document Templates

All COR Submitted Documents

Mew COR Profile (ADMIMN)

COR Proxy (ADMIN)

View CORS (ADMIN)

COR Misc Codes (ADMINM)
Course List (ADMIMN)
Admin Email (ADMIM)

COR Information=—cick v

Supporting Contracting Center @

Contracting Center DODAAC: |H001 0z

Contract Information L
7 =Contract Number is Known % -=Contract Mumber is NOT Known

Contract/Solicitation
NMumber:

Record Status:

Contracting Off

Contracting Officer: —— ST Email: DOoOD.TEST@US.ARMY.MIL
Commercial Phone: 7036028011
Contracting Specialist

Email: MAE.BARTLEY@US. ARMY.MIL

Contracting Specialist: I BARTLE™Y, MAE - I

Commercial Phone: 7036028011

QA Surveillance Plan (QASP)

(JRecord now states “COR Contract Record Created”
(JRecord Status remains in “Draft” states.

b

WO
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COR Nomination Record Process -

COR - Cancels Record

COR Home

COR Profile

COR Momination Process

Contracting Staff Registration

Contract List/Status

Awaiting My Approval

Document Templates

All COR Submitted Docurnents

New COR Profile (ADMIN)

COR Proxy (ADMIN)

View CORs (ADMIN)

COR Misc Codes (ADMIN)

Course List (ADMIMN)

Admin Email (ADMIN}

View mplete COR In mation

Cancel Record

COR Information<Cick to expans

Supporting Contracting Center &

Contracting Center DODAAC: IHUUW?

Contract Information i
o -=Contract Number is Known o “=Contract Number is NOT Known

Contract/Solicitation
Number:

Record Status:

[TEST 1243

COR Nominee - Submitted to Supervisor

Contracting Officer

Contracting Officer: IDOD.'ES' vI Email:

Commercial Phone: 7036028011

Contracting Specialist

Contracting Specialist: IBAR‘LEY. MAE 'I Email:

Commercial Phone: 7036028011

DOD. TEST@US. ARMY.MIL

MAE.BARTLEY@US. ARMY.MIL

CORs may cancel a record at any time in the nomination
process once the record has been saved. To cancel, click on

“Cancel Record” at the top of the page.



COR Nomination Record Process -
COR - Cancels Record

COR Home

COR Profile

COR Momination Process View Complete COR Information

Contracting Staff Registration Cancel Record |0

Contract List/Status COR Information--c =r

Awaiting My Appraval < Windows Internet Explorer il
1

Document Templates

All COR Submitted Documents | € ?/ If the KO/SP cancels this COR nomination, all information will be lost. Do you wish to
Mew COR Profile (ADMIN) cl B continue to cancel this COR nomination?

COR Praxy (ADMIN) . "OK" to continue with Cancellation

View CORs (ADMIN) "Cancel" to stop this Cancellation process

COR Misc Codes [ADMIN) :.:‘:
Course List (ADMIN) Re Cancel

Admin Email (ADMIN)

CLIIILI ALy AarreET

Contracting Officer: IDOD.'ES_ vI Email: DOD.TESTEUS.ARMY.MIL

Commercial Phone: 7036028011

Contracting Specialist

Contracting Specialist: IBAR‘LE‘H. MAE = I Email: MAE.BARTLEY@US. ARMY.MIL
Commercial Phone: 7036028011

QA surveillance Plan (QASP)

Note: [he fie shoukd 3 oo

When dialogue box opens, select “OK” to confirm
cancellation.




COR Nomination Record Process -
COR - Cancels Record

COR Home
COR Profil
il COR Contract Record Cancelle
COR MNomination Process _ ]
Contracting Staff Registration ¥iew Complete COR w
Contract List/Status . =
Awaiting My Approval COR Information=-cick tc sxpand
Docurment Templates Supporting Contracting Center @
All COF. Submitted Documents ] W
Mew COR Profile (ADMIN} Contracting Center DODAAC:
COR Proxy (ADMIN) Contract Information (i}
View CORs (ADMW} o -=Contract Number is Known ol =Contract Number is NOT Known
COR MIS_C Codes (ADMIN) Contract/Solicitation ITEST—1243
Course List (ADMIM) Number:
Admin Email (ADMIN) tatus: Canc
cting Officer
Contracting Officer: DoD, TEST Email: DOD.TESTEUS.ARMY.MIL
Commercial Phone: 7038028011
Contracting Specialist
Contracting Specialist: BARTLEY, MAE Email: MAE.BARTLEY@US.ARMY.MIL

Commercial Phone: 7036028011

QA Surveillance Plan (QASP)

sxcesd & MEB HE

EINomina\’:c:icz)hﬁ= zr_i_a;\'/"statgs “COR Contract Record Cancelled.”
(JRecord Status changes to “Cancelled.
] Record is removed from CORT Tool.




COR Nomination Record Process-
COR - Submits Record to Supervisor

COR

COR (Nominee)
Certifications:

Cert. Activation & o R
3/z21/2011 M certify I have the necessary clearance for this contract and any relewvant information
3/21/2011 | certify \I\Iil'llleirnecbl\ur;Eniesr:;::enr:é::li:nltahrz ;;Z?Jll.-lll-lr:d as 8 COR, to complete ar!d file the (_:JGE 450 Form by February of each year while I am a COR and I
ry Monthly COR Report stating that this has been dene,
J21/2011 ¥ certify En:i;ﬁllzy understand that I am required, as a COR, to complete the Monthly COR Report and submit it within the COR site by the 15th of 2ach
3212011 | certify ihle;ibn?rvi:::::t;::::aoi ihaerna;iz?;iiﬂé:tseaaﬁlovﬂé;: complete the yearly administrative review of my COR files with the Contracting Officer in
f21/2011 M certify I may be held persanally liable for unauthorized acts in accordance with AFARS 5153.9001 Paragraph 3.
I will complete the 8 hour online Defense Acquisitien University (COR Training entitled COR With & Mission Focus (CLC 106) at www.dau.mil
3/21/2011 M 1 certify by the anniversary date of the last course completion every 3rd year, and provide confirmation of completion in the menthly COR Report to the
BCO.
J21/2011 ¥ certify éiiﬂjllai:tashll\i::nh:::sgﬁlg;s::ir:; :ri:‘r:.ser of Wide Area Workflow (WAWF) online and taken the training at https://wawf.eb.mil and will process
I will have been a COR for the last 5 wyears, ;l

COR Comments:

=

Submit Record to Supervizor/Commander Save Record (without routingy

Select “Submit Record to Supervisor.”
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COR Nomination Record Process-
COR - Submits Record to Supervisor

Click “COR
COR (Nominee) n
Certifications: Windows Internet Explorer X|
Cert. Activation € 9
/21/2011 - / Are woll sure you wish to submit this record for approval? |,
3/21/2011 & (_JGE 450 Form by February of each year while I am a COR and I
this has been dane,
— Ok \ Cancel | ly COR Report and submit it within the COR site by the 15th of each
3/21/z011
- / administrative review of my COR files with the Cantracting Officer in
3/21/2011 W Teertiy the anniversary menth of the appointment each year,
Fz1/2011 v | certify I may be held personally liable for unautherized acts in accordance with AFARS 5153.9001 Paragraph 3.
I will complete the 8 hour enline Defense Acquisition University COR Training entitled COR With A Mission Fecus [CLC 106) at www.dau.mil
3f21/2011 W certify by the anniversary date of the last course completion every 3rd year, and provide confirmation of completion in the manthly COR Report to the
BPCO,
- X If applicable, I have registered as a user of Wide Area Workflow [WAWF] enline and taken the training at https:/fwawf.eb.mil and will process
Pl Lz certify payments when possible using WAWF,
I will hawve been a COR for the last 5 years, -l
COR Comments:
[
Submit Record to Supervizor/Commander Save Record (without routing)

When dialogue box opens, select “OK” to confirm
submission.




COR Nomination Record Process
COR Submits Nomination to Supervisor

COR Home
COR Profile - -
—— COR Nominee Record Saved and Submitted for Approval
COR Momination Pr . .
Contracting Staff Registration View Complete COR Information
Contract List/Status MIO
Awaiting My Approval COR Information--cic
Document Templates DKO Name: MATTHEW.B.SINES Eg:szsm'"e Organization DODAAC:
Local Forms and POCs . W i i 7
- Supervisor/Commander: JAMES.M.WHITEL Supervisor/Commander Commercial Phone: 304-542-3017
All COR Submitted Documents Courses: .
- : Mo Courses Listed
View All Local COR Records
COR Related Links s rting Contracting Center ©
- - upporting Contracting Center
Admin Email (ADMIN) pp _ 9 9
n . Contracting Center 0SD -
COR Misc Codes (ADMIM) Department: =
COR Proxy (ADMIN) Contracting Center W
Course List (ADMIN) DODAAC:
Link To Reports (ADMIN) Contract Information Li]
MNew COR Profile (ADMIM) ' >Contract Number is Known & ->Contract Number is NOT Known
View All CORs (ADMIN) Contract/Solicitation
Number:
Record Status: PEMNDING SUPERVISOCR REVIEW
Contracting Officer
Contracting Officer: BARTLEY, MAE | Email: MAE.BARTLEY@US.ARMY.MIL

Commercial Phone: 7036028011

Contracting Specialist

J“Top of page now sates “COR Nominee Record saved and
submitted for Approval.”
(JRecord Status changes to “Pending Supervisor Review.



COR Nomination Record Process
COR Submits Nomination to Supervisor

______________ 4D3C24=_23F7E4A13B2357B3
Content-Type: text/plain; charset=us-ascii
Content-Transfer-Encoding: 7bit

Dear MAE BARTLEY,

FRAMKIE WILLI has self-nominated him/her-self as a COR on contract XXXXXX1B8R0B8838880. As his/her supervisor, you are required to provide
your approval prior to submission to the Contracting Officer for nomination.

Please go to the COR System at https://arc.army.mil/DODCOR/. Once in the system, the following steps will help you process this request:

1. Click on "Awaiting My Approval” in the left menu; 2. Find this COR Nomination using the Contract Number above and click the link to
open the record; 3. After you have reviewed the necessary information, scroll down to the Supervisor section of the record; 4. Complete
the superwvisor portion of the nomination and Approve your section to submit it to the PCO.

If you cannot access the "Awaiting My Approval” section it may be because the COR Nominee typed your AKO name incorrectly. If it is not
exact then your Common Access Card will not match the AKO name and you will be denied access. If this is the case you must direct the
COR MNominee to go back to the COR Profile page and type in your exact AKO name. For example "Joseph.smith 214" or whatever your exact
AKO name is. After the COR Nominee has made the correction you should be able to access the Awaiting My Approval section and complete
the nomination.

Please note that no COR may be appointed until you complete your portion of the nomination process and submit it through the COR System
to the contracting officer.

This email was automatically-generated. You may contact the COR named above directly, if you wish to discuss this appointment; you can do
so by simply replying to this message.

Thank you.

b

4]

An email is generated and sent to the Supervisor listed in the
COR Profile advising supervisor of action required.

62



COR Nomination Record Process -
COR - Contract List Status

COR Home

COR Profil
COR N;Dn:iiamn Process Welcome to the Department of Defense’s COR Nomination and Tracking Site.

Contracting Staff Registration
This site allows for the electronic nomination of a Contracting Officer Representative (COR) against a contract or order with any Department of Defense (DoD)

Awaiting My Approval agency using FPDS-NG.
Document Templates

All COR Submitted Documents

A video overview of the COR Management Systemn may be viewed here.

To obtain a copy of the Contingency COR Handbook, please click here

COR Misc All Users

Course List
Admin Ema

e All users that possess a Common Access Card (CAC) can utilize the site.
e« Document templates are standardized and contained the minimum required information.

COR Nominees

= CREATE PROFILE: To create or update your profile, use the COR Profile link from the menu and complete the required fields.

e CONTRACT NOMINATION: Use the COR Momination Process link from the menu on the left to begin the COR Momination Process. Be sure to select
your servicing contracting center prior to populating the required fields.

* NOMINATION STATUS REVIEW: To view the status of an existing nomination, use the Contract List/Status link from the menu.

e ADD DOCUMENTS: To add a document, such as a Monthly Status Report, to one of your appointed contracts, use the Contract List/Status link from
the menu. Click on the contract you wish to work with and scroll down to the Contract Management section. In this section you will find the capability
to add the desired document.

COR Supervisors

e APPROVE/REJECT: To review any nominations awaiting your review, use the Awaiting My Approval link from the menu. Click the Contract Mumber

A COR may review the status of any nomination by selecting
Contract List Status.
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COR Nomination Record Process —

COR - Contract List Status

Please select the record types you are interested in:

[~ pENDING PCO [~ PENDING SUPERVISOR [~ rRECORD REIECTED BY [~ RECORD REIECTED BY

I active I prart [ nacTIve
REVIEW REVIEW PCO SUPERWVISOR

I~ REPORTS FOR REVIEW [VES)

Pleaze click here to =2elect identified records I

[~ TERMINATED

COR Contract Number € PreAward Number € Status Supervisor/Commander PCO Specialist
TESTER.CCR F¥233306P0007 DRAFT TESTCORT.369 MAE.BARTLEY MAE.EARTLEY
TESTER.COR FY2333-08-M-0016-0000 SESSION 5-2A PENDING PCO REVIEW TESTCORT.369 MAE.BARTLEY TEST.8888
TESTER.CCR FY2333-08-M-0016-0000 DRAFT TESTCORT.369 MAE.BARTLEY MAE.BARTLEY
TESTER.COR SESSION 5-14 PENDING PCO REVIEW TESTCORT.369 TEST.8888 TEST.8888
TESTER.COR =T = PENDING SUPERVISOR TESTCORT.369 MAE.BARTLEY TEST.8888
TEST 5- Tty
REVIEW
TESTER.COR PENDING SUPERVISOR TESTCORT.369 MAE.BARTLEY TEST.8888
TEST 5-2A REVIEW

A list of actions and the status of each action associated

with the COR’s name is displayed.




COR Nomination Record Process

COR - Contract List Status

 Fields Displayed
JCOR
W Contract Number
dPreaward Number
dStatus
A Supervisor/Commander Name
JdPCO
A Specialist

(JLast Action Date
[ Active and Terminated COR

(JReports for Review — Yes/No
L Select contract number to review



COR Nomination Record Process -
COR - Contract List Status

] Status

O Active— Contracting Officer has approved the COR nomination

O Draft — a nomination has been started by the COR on a contract action
but has not been to the supervisor

O Inactive — Contract complete date, no additional COR duties are required

J Rejected — Nomination has been rejected by the contracting officer or the
supervisor

O Pending Supervisor Review— Nomination has been sent to the supervisor
for approval prior to sending to the contracting officer

O Pending PCO Review— Nomination has been reviewed by the supervisor
and sent to the contracting officer for approval

1 Terminated — COR is no longer assigned to a contract
J Sort by Status
 Select contract number to review



COR Nomination Record Process-
COR - Updates Saved or Rejected Recor

COR Home

Mote: All nen-mandatory fields are marked with an asterisk [7)

COR Momination Process
View COR Contract List

Contracting Staff Registration New Nomination for this COR
Contract List/Status

COR Information

ITE STER.COR@US ARMY MIL

DKO Name: ITESTEFl COR Email Address:

COR's Home Organization (DODAAC): & [Famioz |
Work Address: 1234
Organization Name: osD
City/ APO: [~RCmGTON Unit: & 1
State: VA ~
Area Code Phone Number Extension
Course Zip Code: |224'1S 3 = T digits, no  app

Commercial Phone:

Link to

702 |1234EA57 I
New COR Profile (ADMIN} Country: [Umtea States = DSN Phone: - |
View All CORs (ADMIN) Mobile Phone: - -

COR Profile Removal (ADMIMN)
— Are you a Certified

Site SME Management (ADMIN) | acquisition = yes (" No
Official?:

Predonminant Acquisition Career:
IFACILI'I'IES ENGINEERING - I

Lewvel of Certification: IL9V9| 3= I

Supervisor

Mote:

Phone Number

[resTcorT 288

DKO Mame: Mote: Check with your supervisoricommander for the git:
t DKO 1l DEMMIS BRADLEY .
Soreer e emple o Commercial Phone: 703 [78B8331

JOSEPH_P_SMITH212)

Email Address: [resTcoORT 280@US ARMY MIL DSM Phone:

dSelect “View COR List” from the COR Profile page or select
“Contract List Status” from the side menu.
1 A list of the CORs nomination records are displayed.



COR Nomination Record Process-
COR - Updates Saved Record

View COR Profile
Please select the record types you are interested in:

™ pENDING PCO [~ PENDING SUPERVISOR [~ RECORD REJECTED BY ™ RECORD REJECTED BY
REVIEW REWIEW BCO SUPERVISOR

" active [ orarr I nvacTIVE ™ TERMINATED

I_ REPORTS FOR REWIEW [YES)

Please click here to 2elect identified records |

Last Reports
Action  for
COR Contract Number € PreAward Number € Status Supervisor/Commander PCO Specialist Date Review
TESTER.COR FY233306F0007 DRAFT TESTCORT.369 MAE.BARTLEY MAE.BARTLEY NO
TESTER.COR FY2333-08-M-0016-0000 SESSION 5-2A PENDING PCO REVIEW TESTCORT.369 MAE.BARTLEY TEST.8888 NC
TESTER.COR FY2333-08-M-0016-0000 DRAFT TESTCORT.369 MAE.BARTLEY MAE.BARTLEY NC
TESTER.COR SESSION 5-1A PENDING PCO REVIEW TESTCORT.369 TEST.8888 TEST.8888 NC
TESTER.COR TEST 5 PENDING SUPERVWISOR.  TESTCORT.369 MAE.BARTLEY TEST.8888 N
TEST 5-2 REVIEW
TESTER.COR . PENDING SUPERVWISOR  TESTCORT.369 MAE.BARTLEY TEST.8888 NO
TEST 5-2A REVIEW

Select the contract number of a record in the “draft” status. When record
opens, make required changes. Ensure certifications are checked.

[ Select “Save Record (without routing)” to save the nomination, “Submit
Record to Supervisor” if no additional changes are required or “Cancel
Record “if the nomination is no longer required.



COR Nomination Record Process-
COR - Updates Rejected Record

COR (Nominee)

Certifications:
Cert. Activation & Certification
3/21/2011 Certified I have the necessary clearance for this contract and any relevant information
2212011 Certifiad I hereby understand that I am required, as 8 COR, to complete and file the OGE 450 Ferm by February of each year while I am 2 COR and I
e will include a statement in the February Manthly COR Repart stating that this has been done,
[21/2011 Certified ;:i;iby understand that I am required, as a COR, to complete the Monthly COR Repert and submit it within the COR site by the 15th of 2ach
R . I hereby understand that I am required, a5 3 COR, to complete the yearly administrative review of my COR files with the Contracting Officer in
3/21/2011 Certified : :
the anniversary menth of the appeintmant 2ach year,
3/21/2011 Certified I may be held personally liable for unautherized acts in accordance with AF&RS 5152,9001 Paragraph 3.
I will complete the 8 hour enline Diefense Acquisitien University COR Training entitled COR With & Missien Focus (CLC 108) at www.dau.mil
3/21/2011 Certified by the anniversary date of the last course completion every 3rd year, and provide confirmation of completion in the monthly COR Report to the
BCO.
7 ) If applicable, I have registered as a user of Wide Area Workflow [WAWF) online and taken the training at hteps://wawf.eb.mil and will process
32172011 Certified . .
payments when possible using WAWF,
omments:

Save Record (without routing)

 Make changes.

[ Click on “Save Record without routing
[ Top of page states “COR Contract Record Updated.”
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COR Nomination Record Process

COR Nomination - Summary
J Supporting Contracting Center

] Select Contracting Department- Select the component for the contract

O Contracting Center DoDAAC - Enter the procurement DoDAAC of the
supporting contract center (i.e. 1% six digit of the contract number).

(] Contract Information
[ Select and Enter the “Contract Number is Known” or
QO Verify Contract Number - Select “OK”

O Select “Contract Number is NOT Known” and enter a PR/MIPR or a
Solicitation number (12 characters or less)

O Verify PR/MIPR or solicitation number — Select “OK”
J Record Status — defaults to “Draft”

d Contracting Officer/Contracting Specialist —

O Select CO/CS - from the drop down menu created from the contracting
staff registration

O Email and phone number will populate



COR Nomination Record Process
COR Nomination - Summary

d Quality Assurance Plan -
1 Using the browse feature, CORs may load a copy of the QASP and enter
a description or upload a memo stating QASP is not required or has
been waived
1 Required for service contract over 150K
(d QASP can also be loaded by CO at the time of the appointment
O Contractor —
d Data pulls from FPDS
d COR
d Complete “ALL” of the certifications
[ Click on “Save Record (without routing)” to update at later date.

1 Click on “Submit Record Supervisor”
(d Nomination or Record moves from “draft” to “Pending Supervisor
Approval “ Status
d Top of page States “COR Contract Record Created”
d An email is generated and sent to the Supervisor requesting approval of
nomination prior to submission to the contracting officer.



CORT Tool

Part 3 — COR’s Online File
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COR’s Online File
COR Reports

(JCORs may add edit or delete the following COR

documents;
1 Status Reports,
. Trip Report,
dCorrespondence and
A Miscellaneous Documents

1 To add files

(A Select the applicable month and year
JAdd file, by selecting browse to upload the document
Click on “Add File” to complete
[ Contracting Officers will approve or reject the “Status
Reports”



COR’s Online File
COR Reports

Please select the record types you are interested in:
I" active I orarT [ peEnDING pco REVIEW [ PENDING SUPERWISOR REVIEW | RECORD REIECTED BY PO [ RECORD REIECTED BY SUPERVISOR | TERMINATED

™ REPORTS FOR REVIEW [YES)

Pleaze click here to =elect identified records |

Reports
Last Action for
COR Contract Number € PreAward Number & Status Supervisor/ Commander PCO Spacialist Data Reviaw

CORT.TESTZ012 HQ0102-01-C-0102-0000 TEST-1212 ACTIVE MAE.BARTLEY MAE.BARTLEY PAUL.GAUGHAN 1/18/2012 YES

Select Contract List Status. Click on the applicable contract number.
This brings up the “Active COR” appointment.
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R’s Online File
OR Reports

View Complete COR Information

COR INFORMATION

DKO Mame: CORT.TESTZ012

Supervisor)/ Commander: MAE.BEARTLEY
Courses:

Course
DAl CLC 106 COR with a Mission Focus

Refresher Training

DAL CLM 003 Ethics Training or Agency Equiv

COR's Home Organization DODAAC:
HQO102

Supervisor/Commander Commercial Phone:

Training Lwl

[al

ABC

703-5838-0832
Certificate

3

Certificate of Completion.doc
Ll

Certificate of Completion.doc

3
Certificate of Completion.doc

Supporting Contracting Center &
Contracting Center

Department: = =<
Contracting Center o007
DODAALC: —
Contract Information i
i« -=Contract Number is Known i« -=Contract Number is NOT Kno
Contract/Solicitation T
Number: I e 'I ‘I ;I 'I =
Delivery/Task Order: m
Record Status: ACTIVE

[ Contract Information is grayed out.

] Record Status is active

[ Scroll down to the “COR’s Online File”
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COR’s Online File
COR Reports

Cliekto colzpz=*COR'S ONLINE FILE

Monthly Status Reports © Click on “COR’s Online File” to expand or

No Monthly Status Reports Listed
“collapse” the contract information.

Annual COR File Inspection Checklist
No COR File Inspection Checklist File Listed

COR Trip Report
No COR Trip Reports Listed

Month: I-Seled— - I Year: |2011 - l
T
Add File Add File:l Browse... |

Mate: File size being uploaded must not excesd 8 MB (8,000 KE).

COR Correspondence Report
No COR Correspondence Reports Listed

Month: I-Seled— hd I Year: |2011 A I
F)
Add File Add File:l Browse. . |

Mote: File size being uplosded must not excesd & MB {5,000 KB).

Miscellaneous Documents

No Miscellaneous Documents Listed

Month: I—Seled— A I Year: |2011 A l

Document Type: I-Seled— ;I

Add File:l Browse... |

Blmbms il mimm bminn somlmmsinsd mesimt mnt masmmmd O VD £0 000 17

o

Add File



COR’s Online File
~ CORReports

Monthly Status Reports @

Mo Monthly Status Rgpass e ————,

e

Year: I2lJ1D il I

Annual COR File Inspection Checklist
Mo COR File Inspection Checklist File Listed

Year: |2EI1D - l
W
add File Add File:l Browse... |

9

To add a report

J Select a month

1 Upload the document
 Click on “Add File|”

vear: [0 =]

COR Trip Report
Mo COR Trip Reports Listed

Month: I—Selec’(— - l
add File Add File:l Browse... |

(e

COR Correspondence Report
Mo COR Correspondence Reports Listed

Month: I—Selec’(— - l
)
add File Add File: | Browse... |

9

Miscellaneous Documents

Miscellaneous Documents Listed

Month: I—Selec’(— - l

Document Type: I -Select-

Year: |201D hd l

k-
Add File

|«
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COR’s Online File
us Re

COR Stat

COR Home

COR Profile

COR Momination Process
Contracting Staff Registration
Contract List/Status
Aovaiting My Approval
Document Templates

All COR Submitted Documents
MNew COR Profile (ADMIM)
COR Proxy (ADMIN)

Wiew CORS (ADNIM)

COR Misc Codes (ADMIMN}
Course List (ADNMIMN)

Admin Email (ADNMIMN)

COR Information=cic

Supporting Contracting Center @
Contracting Center DODAAC: I‘ Q 2

Contract Information
@ -

1]

Contract/Solicitation
Number:

Delivery/Task Order:

Active COR

Record Status:

Contracting Officer
Contracting Officer:
Commercial Phone:

ooD, TEST
7036028011

Contracting Specialist
Contracting Specialist: DOD, TEST
Commercial Phone: 7035028011

QA surveillance Plan (QASP)

s The ould ha ntion (doo,

Email

Email

Status Report Added

View Complete COR Information

ports

DOoOD.TEST@US.ARMY.MIL

'Record now states “Status
.Report Added.”......

An e-mail is generated and ™
sent to the contracting
officer.




COR’s Onli

ne File

COR Status Reports

Click 1o

“COR'S ONLINE FILE
Status Reporis &

Month/Year Version Status Document

Q 01-2012 1 Submitted

L
Eqir Dalets STATUS REPORT.

Created By Created On

MAE.BARTLEY 02/02/2012 06:44 AM

docx

Month: I—Selec‘t— - I

Add File: |

Mote: File =

u

-
add File

Annual COR File Inspection Checklist

Year: |2012 - I

Reports can be “edited” or “deleted” by
the.COR. To delete, click.an delete

Year Document
Q 2012 — MAE.BARTLEY 02/02/2012 06:46 AM
Edit Delete File Inspection Checklist.docx ) '
Year: |2012 'I
& .
Add File Add File: |
Mo
COR Trip Report
Month/Year Document Created By Created On
L}
. 02-2012 . CORT.TESTZ2012 05/03/2012 11:03 AM
Edit Delate Trip Report.docx /034
Month: I February - I Year: IZD‘IZ - I
&2
fdd File Add File: |

COR Correspondence Report
Mo COR Correspondence Reports Listed

Month: I—Selec‘t— - I

L B -
add File Add Flle:l

u

Miscellaneous Documents

Mo Miscellaneous Documents Listed

Year: |20‘12 - I

Month: I—Selec:‘t— - I

Document Type: I-Selec‘t— - I

U

=
add Fila

Add File: |

MNote: File

Year: |20‘12 - I

l_l_l_l_l_l_l 7 Trusted sites

Al

[= 10006 -
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COR’s
COR St

Online File
atus Reports

O
COR Home

COR FProfile

COR Momination Process
Contracting Staff Registration
Contract List/Status

Awaiting My Approval
Document Templates

All COR Submitted Documents
Mew COR Profile (ADMIM)
COR Proxy (ADMIN]

View CORs (ADMIM)

COR Misc Codes (ADMIN)
Course List (ADMINMN)

Admin Email (ADNMINMY

COR Information=—cick v

Supporting Contracting Center @

Contracting Center DODAAC:

Contract Information
[

atract I

Status Report Deleted

View Complete COR Information
Li]

Contract/Solicitation
Number:

Delivery/Task Order:
Record Status: Active COR
Contracting Officer
Contracting Officer: BISSIG, MICHAEL

Commercial Phone:

Contracting Specialist

Contracting Specialist: BISSIG, MICHAEL

Commercial Phone:

Record now states; ===
“status report deleted”

Email: MICHAEL.BISSIG@US.ARMY.MIL



COR’s Online File
COR Status Reports

Click to colzps=*COR'S ONMLINE FILE

D T d 't I- k Status Reports &
o e I ) c Ic Month/Year Version Status Document Created By Created On
(U g < . i O :
on Edlt . _Ed/': DalERa S ! Submitted STATUS REPORT.docx it 02/02/2012 06:44 AM

Year: IZU‘IZ - I

. Month: m
Re port belng @ agel Existing Report: STATUS REPORT.docx
- - Replace File: l— Browse... |
edlted Is Mote: File size being uploaded must not exceed & MB (2,000 KE).

h igh I ighted Annual COR File Inspection Checklist

Year Document Created By
U t 9 o
=
SI ng e Ed/i: Delete 2012 File Inspection Checklist.docx MAE.BARTLEY

Created On

02/02/2012 06:46 AM

browse' & Year: m
£dd File Add File:| TarEn, |

u pload th e Note: File size being uploaded must not excesd & ME (8,000 KB
H COR Trip Report
reVIsed Month/Year Document Created By
&I
re pO rt. E{: Delete 02-2012 Trip Repﬂn.docx CORT.TEST2012

Created On

05/03/2012 11:03 AM

9

H Month: IFebruary - l Year: |2012 - l
Click on Q _
add File Add FI|E:| Browse... |

llsave" tO Mote: File size being uploaded must not exceed & ME (8,000 KB).

I th COR Correspondence Report
rep ace e Mo COR Correspondence Reports Listed

existin g @ Ad:o:::; [Select ~] Year: [212 2]

re po rt. Mote: File size being uploaded must not excesd

Miscellaneous Documents

("

Mo Miscellaneous Documents Listed

Month: I-Select— - I Year: |2012 - I



COR’s Online File
COR Status Reports

Click to colla

“COR'S ONLINE FILE
Status Reporis &

Month/Year Version Status

Q

&iiv Delete 01-2012 1

Submitted

Document

L
MONTHLY STATUS REPORT.docx

Created By Created On

MAE.BARTLEY 02/02/2012 06:44 AM

Month: IJanuary ;I
° Ad:\:’:’r”e Add File: I— Browse |
Report ls Maote: File =t no

replaced Annual COR File Inspection Checklist

Year Document

%)

Edit Delete 2012

J
File Inspection Checklist.docx

Year: |2El12 ;I

Created By Created On

MAE.BARTLEY 02/02/2012 06:46 AM

Year: |20'12 ha l
Add File:l Browse... |

Maote: File

=
Add File

COR Trip Report

Document

Month/Year

Q 0z2-2012
Edit Delete

J
Trip Report.docx

Created By Created On

CORT.TESTZ2012 05/03/2012 11:03 AM

Month: IFebruary - I

<

Add File

COR Correspondence Report
No COR Correspondence Reports Listed

Year:|2l312 vl

Month: I-Select— - I
Add File: I Browse I

Mate: File =

=
Add File

Miscellaneous Documents

No Miscellaneous Documents Listed

Year:|2l312 vl

Month: I-Select— - I

Year:|2l312 vl

4
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COR’s Online File
COR Status Reports

O
COR Home

COR Profile

COR Momination Process
Contracting Staff Registration
Contract List/Status

Aovaiting My Approval
Document Templates

All COR Submitted Documents
Mew COR Profile (ADMIMN)
COR Proxy (ADNMIMNY

View CORs (ADMIN)

COR Misc Codes (ADNMIMN)
Course List (ADNMIMY

Admin Email (ADMIMN])

Status Report Updated

View Complete COR Information
L

COR Information-c

Supporting Contracting Center &

Contracting Center DODAAC:

Contract Information L1

Cor
Number:

Delivery/Task Order: m

Record Status: Active COR

Record now states, “status
“-report updated”

Contracting Officer
Contracting Officer: KELLY, JIMMY

Commercial Phone: 0000000000

Contracting Specialist
Contracting Specialist: KELLY, JIMMY
0000000000

Email: JIMMY . KELLY @ US. ARMY.MIL

Commercial Phone:

QA surveillance Plan (QASP)

b

WO




OR’s Online File
COR Status Reports

Dear BARTLEY,MAE,
CORT TEST2612 has submitted a new COR Monthly Report for contract HQE18281CE8182808080 . This report now reguires your rewview and Approwval or Rejection.

Please go to the CORT Toeol at https:/farc.army.mil/DODCOR/ . Once in the toeol, the following steps will help you process this request:

1. Click on COR Contract List in the left menu; 2. Find the contract you need to manage using the COR Name and Contract Number abowve and click the link
to open the record:; 3. Once in the contract record, screoll down to the Contract Management sectiomn; 4. Inm the Monthly Status Report list you will see
Approve and Reject buttons next to the submitted report; 5. To approve the report simply click the Approwve button and click OK on the confirmation box;
6. To reject the report, click the Reject button, add your comments in the box that appears, click the "Complete Report Rejection™ button and click OK on
the confirmation box.

This email was automatically-generated. Please do not reply to this message. You must contact the COR directly if you wish to discuss this message; wyou
can do so simply by replying to this message.

Thank You.

Email is sent to the contracting officer advising of new status report that
must be accepted or rejected by the contracting officer.




COR’s Online File
COR Status Report - CO Approves/Rejects

Status Reports @ A|
Month/Year WVersion Status Document Created By Created On

) p =]
il = .

ApBT"o\re Re\j_e'ct 02-2012 1 Submitted MONTHLY STATUS REPORT.docx CORT.TESTZ01Z2 05/03/2012 11:25 AM
@ s 01-2012 1 Submitted U MAE.BARTLEY 02/02/2012 06:44 AM
B - 5 :

Approve Reject STATUS REPORT.docx

. Month: [Sekct |~ Year: [2012 =]
Contracting - ==

©

Naote: d mus

Office rs wi I I Annual COR File Inspection Checklist

Year Document Created By Created On
)

- o 2012 . MAE.BARTLEY 02/02/2012 06:46 AM

a p p rove o r Edit Delets File Inspection Checklist.docx
Year: IZU']Z Vl
|

reject status " B

COR Trip Report
re p 0 rts ° Month/Year Document Created By Created On

i L% 02-2012 ] 13 CORT.TEST2012 05/03/2012 11:03 AM
Edit Delete Trip Report.docx

Month: I-Select— - I Year: |2012 - I
¥
Add File Add File: Browse |

Naote: File =

COR Correspondence Report
No COR Correspondence Reports Listed

Month: I—Selec{— - I Year: |2E|12 - I
¥
Add File Add File: I Browse |

Miscellaneous Documents

No Miscellaneous Documents Listed

Month: I-Select— - I Year: |2012 - I

Document Type: I—Seled— hd |

Add File: Browse |

Naote: File =

oJ
T,
#dd File

&l
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COR Status Reports
CO Rejects

Clisk to 2xp2ni> CONTRACTING OFFICER

Glick to s2lzps=> COR'S ONLINE FILE
Status Reports &

Month/Year Version Status Document Created By Created On
) LX) ; 13
e = 0z2-2012 1 Submitted CORT.TESTZ2012 05/03/2012 11:25 AM
Approve Reject Enter Rejection Comments: MONTHLY STATUS REPORT.docx

>

o ke N N R -
el @ Mi==sing Contractor certification. | AI‘E.BARTLEY 02/02/2012 06:44 AM
Approve Reject
| leear:|zu12 |

: Complete Report Rejection |
add File P L 1= Browse .. I
Mote: File size being uplos

ded must not excesd & MB (8,000 KB

rrU

Annual COR File Inspection Checklist

Year Document Created By Created On
LX) ]
r - 2012 . . . MAE.BARTLEY 02/02/2012 06:46 AM
Edit Delete File Inspection Checklist.docx o
Year: |2012 - l
5:? it — Y - 1

If the CO rejects the report, the CO must enter the
reason for rejection and click on “Complete Report
Rejection.”



COR Status Reports -
COR Revises Rejected Status Report

Clek to colzpz=COR'S ONLINE FILE
Status Reports @
Month/Year Version  Status Document Created By Created On
02-2012 1 Rejected € pumm CORT.TEST2012 05/03/2012 11:25 AM
Rejection Notes T.docx
g
Eﬁit Delete U201 T SumtEd STATUS REPORT docx MRC.CARILET I PR T
Month: |-E&I&ct— vl Year: |EU1E v |

Mﬁ”e addfie[ o |

[ COR should receive an email advising that the Status Report
has been rejected.

(1 COR enters the records and scrolls downs to the COR Online
line, the Status Report will state “Rejected.”

1 When the COR mouse over the “Blue |,” the reason for the
rejection is displayed

(1 COR must now revised the report.



COR Status Reports —
Resubmitted Rejected Report

77777 =
Status Report Added
View Complete COR Information
Click to sxpand->COR INFORMATION
Supporting Contracting Center Lil
= C——
oy 05D
DODAAC: —
nnnnnnnnnn formation L1l
(:'_; ntract r--:: tract MNu n
on ct/s p—— - =
Number: I S 'I I —I ‘I-
eeeeeee Task order:  |[ITVNN
ta ACTIVE
Contracting Officer
ct Officer:  BARTLEY, MAE AE.BA @US.A
Phone: = 7035380832

To add a report

1 Select a month

[ Select the year.

[ Upload the document
[ Click on “Add File

(] Top of Page state “Status Report Added.”




COR Status Reports —
Resubmitted Rejected Report

Bl to collps=*COR'S ONLINE FILE

—Status Reports €
Month/Year Version Status Document Created By Created On

/ @ 02-2012 2 Submitted J CORT.TEST2012 05/03/2012 11:45 AM
Edit Delete Maonthly COR Report to PCO.docx

02-2012 1 Rejected @ N CORT.TEST2012 05/03/2012 11:25 AM

e MONTHLY STATUS REPORT.docx I

/ @ 01-2012 1 Submitted J MAE.BARTLEY 02/02/2012 06:44 AM
Edit Delete STATUS REFORT.docx

Month:lFebruary VI Year:|2012 vl
3
v . l—
.l'-'l.dd\uFHe Add File: Emil
Mote: File size being uploaded mus

ed must not excesd 8 MB (8,000 KB

1 The revised report is now displayed as “Version 2”
[ Email has been sent to the Contracting officer advising
that new report has been submitted for approval.
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COR Reports

COR Trip Report

Month/Year Document Created By Created On
/’ Q 0z2-2012 J CORT.TESTZ012 05/03/2012 11:03 AM
Edit Delete Trip Report.docx ) '

Month: I-Seled— hat I Year: |2012 hat I

Add File Add File: | Browse. ..

COR Correspondence Report

Mo COR Correspondence Reports Listed

Month: I—Selec{— - I Year: |2012 - I
)
e —

odd File Add File:l Browse...

Miscellaneous Documents

Mo Miscellaneous Documents Listed

Month: I—Selec{— - I Year: |2012 - I

+
oy - _
dd\_'FiIe Document Type: I Select: = I

Add File: I Browse...

CORs may upload other types of reports (i.e. Checklist, Trip

Reports, Correspondences and , Miscellaneous Documents.
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COR’s Online File
COR Reports

Types of Miscellaneous documents that can be added.

MNOTE: Flie SZE DEING UpIna0en MUST ROT EX0EED § Mb (5, RH).

COR Correspondence Report

No COR Correspondence Reports | s
Deficiency Reports

* |Environmental Plan

. |GFE Inventory

" |GFE Property Validation
Maintenance Plan
Quality Azzurance Surveilance Plan
Required Regulationz

Safety Plan

Surveillance Check List

Surveilance Schedule

Test Reports
* |'Wark Plan Year: |2EI1[I i l

s |-Select-

Q

Add File Add Fi

Miscellaneous Document

Mo Miscellaneous Documents Liste(

)

Add File
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ROLES & RESPONSIBILITIES

Part 4 — Other Menu Items



All COR Submitted Documents

COR Home

COR Profile

COR Momination Process
Contracting Staff Registration
Contract List/Status
Awvaiting Wy Approval

Document Templates
All COR Submitted Documents

MNew COR Profile (ADMIMNY

Go To Pag |1 'INex:tqu
Direct Filters:
Contract #: I

COR:
PCO: |

Records to Filter Out:

I submitted to
Supervisor

Apply Checkbox Filters...

I Terminated [ Draft

Supervisor: I

Apply Direct Fiterrs) |

I Active
COR

r Supervisor

r Rejected
Approved

COR Contract Number € PreAward Number €

Bco

Supervisor

COR Praoxy (ADMIN) BEMIAMIN.D.TREASURE HOQO102-08-C-0003-0000 001002 MAE BARTLEY
View Al Drgs (ADWIN) BENJAMIN.D. TREASURE HQO102-08-D-TEST-TEO2 MAE.BARTLEY
COR Misc Codes (ADMIMN) BEMNIAMIN.D. TREASURE NOO150-09-C-0001-0000 TEST199% MAE.BARTLEY
Course List AADIMIMNY BENJAMIN.D. TREASURE HQO102-08-C-TEST-0000 BENTEST MAE. BARTLEY
Admin E MM EENIAMIN.D. TREASURE HQO102-08-D-TEST-TEDQ1

KIMBERLEE.C.WATTS
KRISTINE.PREECE

HC1028-01-C-TEST-0000
JEST -- 9-9-99995-0000

TEST CONTRACT

TEST - 999999

KRISTINE.PREECE TEST - KB TEST - KP GARY.PUGLIANO

M, TLI LEANTHA.DW.SUMPTER
MARY W.PEARSON NO0D24-01-C-TEST-0000 PAUL.GAUHAN

P, UG HAMN HQO0102-08-C-T0O01-0000 TEST222 MAE.BEARTLEY

PAULGAUGHAN
TEST.DOD

PAULGAUGHAMN
MAE.BARTLEY
TEST.DOD
MAE.BARTLEY
MAE.BARTLEY

MAE.BARTLEY

MAE.BARTLEY
TEST.DOD

COR Status
Active COR

COR Mominee - Supervisor
Approved

Active COR
Active COR
Terminated
Active COR

COR Nominee - Supervisor
Approved

COR NMominee - KO Rejected

Active COR
Active COR

Select “All COR Submitted Documents” and select

the contract number. ...
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All COR Sub

mitted Documents

Monthly Status Reports ©

Month/Year WVersion Status Document Created By Created On
- i - | - o s . -
01-z2012 1 Submitted COR Monthly Report SAMPLE.daox MAE.BARTLEY 0Z2/01/2012 10:06 AM
10-2011 3 Submitted J MAE.EARTLEY 12/14/2011 09:12 AM
HBmikes COR Monthly Report SAMPLE.docx {14
10-2011 2 Rejected O J MAE.BEARTLEY 1271472011 09:12 AM
slecte COR Monthly Report SAMPLE.docx S
o L .
10-2011 1 Approwved STATUS REPORT.docx PAUL.GALUGHAM 10/04/2011 10:58 AM
- i Ll A A Fr1af . A
07-2011 1 Submitted STATUS REPORT.doex MAE.BEARTLEY 07/14/2011 09:51 AM
o L -
03-2011 1 Approwved STATUS REPORT.doos MAE.BARTLEY 03/15/2011 11:08 AM
Annual COR File Inspection Checklist
Year Document Created By Created On
- - A 2 m7s . A
2007 COR Checklist.doc MAE.BEARTLEY 10/07/2011 10:50 AM
COR Trip Report
Month/Year Document Created By Created On
10-2011 . J MAE.BEARTLEY 10/26/2011 09:48 AM
Trip Report.docx ’ ‘
09-2010 . LJ PAUL.GAUGHAM 09/30/2011 09:01 AM
Trip Report.docx
05-2011 . J MAE.EARTLEY o07/20,/2011 09:53 AM
Trip Report.docx o !
COR Correspondence Reporit
Month/Year Document Created By Created On
10-2011 L] PAUL.GAUGHAM 10/04/2011 10:58 AM

Correspondence.docx

Miscellaneous Documents
Month/Year

0g-2012
09-2011
09-2011

09-2011

Document

L3
TRIP REPORT.docx

-
Monthly COR Report to PCO.docx

3
Trip Report.docx

piscellansoys.docx

Document Desc

Safety Plan

COther

Other

GFE Inventory

Created By

MAE.BARTLEY
MAE.BARTLEY
MAE.BARTLEY

MAE.BARTLEY

Created On

03/20/2012 10

09/29/2011 01

0o9/20/2011 01

09/20/2011 01

118 AM

:59 PM

154 PM

7 PM

~Alist of all documents subm

COR is available for review. Click on the icon to open the document.

itted by the COR, alternate COR and any successor




Document Templates

COR Profile
COR Momination Process Welcome to the Department of Defense’s COR Nomination and Tracking Site.

Contracting Staff Registration

ist/:

CDI"ITVI'ECt List/Status This site allows for the electronic nomination of a Contracting Officer Representative (COR) against a contract or order with any Department of Defense (DoD)
Awvaiting agency using FPDS-NG.
Document Templates
All COR Submitted Documents | 4 video overview of the COR Management System may be viewed here.
Mew COR Profile (ADMIM)
COR Proxy (ADNIM)
Wiew All Orgs (ADMIMN

(ADMIMN) All Users

To obtain a copy of the Contingency COR Handbook. please click here.

= All users that possess a Common Access Card (CAC) can utilize the site.
« Document templates are standardized and contained the minimum required information.

COR Nominees

= CREATE PROFILE: To create or update your profile, use the COR Profile link from the menu and complete the required fields.

* CONTRACT NOMIMATION: Use the COR Momination Process link from the menu on the left to begin the COR Momination Process. Be sure to select
wour servicing contracting center prior to populating the required fields.

+ NOMINATION STATUS REVIEW: To view the status of an existing nomination. use the Contract List/Status link from the menu.

= ADD DOCUMENTS: To add a document, such as a Monthly Status Report, to one of your appointed contracts, use the Contract List/Status link from
the menu. Click on the contract you wish to work with and scroll down to the Contract Management section. In this section you will find the capability
to add the desired document.

COR Supervisors

= APPROVE/REJECT: To review any nominations awaiting your review, use the Awaiting My Approval link from the menu. Click the Contract Mumber
wou wish to work with to navigate to that nomination. You can then review the COR information at the top of the record and Approve/Reject the request

Select Document Templates from the main menu.



Document Templates

|
COR Home

COR Profile

COR Nomination Process
Contracting Staff Registration
Contract List/Status

Awaiting My Approval
All COR Submitted Documents
MNew COR Profile (ADMIN)
COR Praxy (ADMIN)

View All Orgs (ADMIN)

Designation Letter
PCOs should choose the Designation Letter template below.

Designation Letter | Revocation/Termination Letters

Back to Tep

Document Template

=

Sample COR Designation Ltr.doc

Description

Use this COR Designation Letter for all contracts

Target User

PCO

COR Misc Codes (ADMIN)
Course List (ADMIN)

Revocation/Termination Letters

Back to Top

Admin Email (ADMIN)

Document Template
)
Sample COR Revocation Ltr.doc
]

Sample COR Termination Ltr.doc

Description
Use this COR Revocation Letter to remowve COR responsibilities for a COR

from a contract.

Use this COR Termination Request Letter to inform the PCO that you no
longer will perform COR responsibilities for a contract.

Target User

FCO

COR

4



Local Forms and POCs

COR Home
COR Profile Please select a Contracting m
COR. Momination Process Command: =

Contracting Staff Registration ;:f::se select a Contracting I—Seled- vl
Contract List/Status

Awaiting My Approval COR HANDBOOKS

Document Templates

Local Forms and POCs

All COR Submitted Documents
View All Local COR Records
COR. Related Links

Admin Email (ADNIM)

COR Misc Codes (ADMIN)
COR Proxy (ADMIM)

Course List (ADMIM)

Link To Reports (ADMIN)

MNew COR Profile (ADMIM)
View All CORs (ADMIM)

COR Profile Remaval (ADMIN)
Site SME Management (ADMIN}

COR POCs (Point of Contacts)

Allows components to have local handbooks and POC posted.



Local Forms and POCs

COR Home

COR. Profile

COR Nomination Process
Contracting Staff Registration
Contract List/Status
Awvaiting My Approval

Document Templates

Local Forms and POCs

All COR Submitted Documents
View All Local COR Records
COR Related Links

Please select a Contracting A

Command: AVY -
Please select a Contracting o B
Site:

COR HANDBOOKS
DOCUMENT NAME DOCUMENT

Insertl Clearl Browse... |

COR POCs (Point of Contacts)

Admin Email (ADMIN)
COR Misc Codes (ADMIN)

POC ROLE PHONE EMAIL

insert | Clearll—SeIedPOC— =l [-seect =]

COR. Proxy (ADMIN)

Course List (ADMIN}

Link To Reports (ADMIM)

New COR Profile (ADMIN)

View All CORs (ADMIN)

COR. Profile Remaoval (ADMIN)
Site SME Management (ADMIN)

Local Handbooks and Forms will be posted here.



COR Related Links

Training

W

Wide Area Warkfow Training

Defense Acauisition University Online Course Catalog

« Army Logistics University
+ ATRRS Intemet Training Application System

United States Army Acquisition Support Center

Contract Documentation

Wide Area Workflow

Electronic Document Access EDA

Regulations/Processes

Contractor Manpower Reporting Application CMRA

Contractor Performance Assessment Reporting System CPARs

FAR/DFARSIAFARS

Central Contractor Registration CCR

Contractor Verification System CVS

Defense Contract Management Agency DEMA

Synchronized Predeployment and Operational Tracker SPOT

Past Performance Information Retrieval System

Displays links to various training
contract documentation and
regulations/processes.
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Resources

e CORT Tool Helpdesk — cort@osd.mil

e CORT Tool
— Component SME

— Mae Bartley — Mae.bartley@osd.mil
e Telephone (703) 588-0832

— Dana Chan —dana.c.adler@us.ibm.com

— Paul Gaughan — paul.gauhan@osd.mil

e DoD Policy — Peggy Ayanian — peggy.ayanin@osd.mil



mailto:cort@osd.mil�
mailto:Mae.bartley@osd.mil�
mailto:dana.c.adler@us.ibm.com�
mailto:paul.gauhan@osd.mil�
mailto:peggy.ayanin@osd.mil�

Component Subject Matter Experts
ave Ao ewa

Mae Bartley
Steve Colvin
Steve Jaren
Shauna J. Dover
Molli Thacker
Kristin Fuller
Linda Pickleman
Mauri Giacomantonio
Belinda Croteau
Terry Anderson
Cheryl Harding
Dawn Franklin

Diane Dortch

DoD Lead
Air Force
ARMY
DLA
NAVY
DARPA
DCMA
DFAS - HQ
DHRA
DISA
DoDEA
DoDEA

DSCA

mae.bartley@osd.mil

stephen.colvin@pentagon.af.mil

steven.jaren@us.army.mil

shauna.dover@dla.mil
marlene.thacker@navy.mil
Kristen.Fuller@darpa.mil

linda.pickleman@dcma.mil

Mauro.giacomantonio@dfas.mil

Belinda.croteau@osd.pentagon.mil

terry.l.anderson162.civ@mail.mil

Cheryl.Harding@hq.dodea.edu
dawn.franklin@hqg.dodea.edu

Diane.Dortch@dsca.mil

101


mailto:mae.bartley@osd.mil�
mailto:steven.jaren@us.army.mil�
mailto:linda.pickleman@dcma.mil�
mailto:Mauro.giacomantonio@dfas.mil�
mailto:terry.l.anderson162.civ@mail.mil�
mailto:Diane.Dortch@dsca.mil�

Component Subject Matter Experts
ave Ao ewa

Bettina Hamilton DTRA Bettina.Hamilton@DTRA.mil
Lt. Col Jim Bachinsky Joint Staff james.bachinsky@js.pentagon.mil
Richard Sevigeny MDA Rick.Sevigny@mda.mil
Major Scott McClain SOUTHCOM Scott.mcclain@hg.southcom.mil
Mara Grissom Tricare Mara.Grissom@tma.osd.mil
Denise Krems USTRANSCOM denise.krems@ustranscom.mil
Charolotte.Gooch WHS charlotte.gooch@whs.mil
Rhonda Jackson DECA rhonda.jackson@deca.mil
Shirley Kye DTIC skye@dtic.mil
Samantha Sullivan DMEA samantha.sullivan@dmea.osd.mil
DMA
USSOCOM
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