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What Is The CORT TOOL?

• A web accessible management application designed to: 
– Be Common Access Card (CAC) enabled and available to all members 

of the DoD with internet access and an Army or Defense Knowledge 
Online account (AKO/DKO).  

– Nominate, appoint, track, revoke and terminate an individual as a 
COR against a DoD contract or order; or a contract or order issued on 
behalf of a DoD assisting agency.     

– Allow a COR to create a profile, document their training and 
experience and process a nomination package for one or multiple 
contracts and orders.  

– Provide DoD personnel a web-based portal for all relevant COR 
documents
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Benefits Of CORT TOOL
• Electronic nomination process 

• Review status of all COR nomination requests 

• Identify CORs by name, career field, certification level and other contact 
information 

• Identify COR supervisor by name and other contact information 

• Identify contracting officer/specialist by name and other contact information 

• Identify all training completed by the COR by complexity of the work/requirement 
(Type A/B/C), including basic and refresher training requirements 

• Track contracts by COR 

• Track CORs by contract 

• Add and review documents, such as a Status Report, COR trip report, 
correspondences and other miscellaneous documents to one or more of the COR 
appointed contracts 

• Termination of COR appointment 
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SUBJECT MATTER EXPERTS

Roles & Responsibilities
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Subject Matter Experts

• Appointed by  Military Departments or Defense 
Agencies (i.e Navy, Army, MDA)

• Will  have overall responsibility for deployment of 
CORT Tool within your department or agency
– Ensure that all users obtain an AKO/DKO account
– Ensure that all contracting officers and contract specialists 

are registered in the CORT Tool
– Ensure that all CORS create a COR Profile
– Ensure that all applicable contract are recorded in the 

CORT Tool
– Perform various administrative functions in the CORT Tool;
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Deployment Plans

• Identify the name of your agency:  i.e. Department of Navy, 
AF, DLA 
– Identify all major commands and applicable subcommands 

– Identify all Contracting Offices DoDAAC and the name of the 
contracting office 

• Identify the number of  personnel, to include Contracting 
Officer Representatives (CORs), COR Supervisors and 
Contracting Personnel requiring Army/Defense Knowledge 
Online (AKO/DKO) accounts;  
– Within CORT Tool the term COR Supervisors may refer to the 

“Requiring Activity,” “COR Management” or some “Higher Level 
Authority”

– Register each user for an account
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Deployment Plans
• Identify the number of  contracting personnel, to include 

Contracting Officer and Contract Specialist, 
– Ensure the all Contracting  Personnel complete a “Contracting Staff 

Registration”  

– Indicate the date registration will be completed

• Identify the number of Contracting Officers Representatives 
(CORs)
– Create or ensure that profile is created for all  CORS.  

– Indicate the date creation of profiles will be completed

• Begin the deployment process –
– Complete by end of FY 12. 

• Notify DPAP when completed
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ARMY/DEFENSE KNOWLEDGE 
ONLINE (AKO/DKO)

Basics
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Army/Defense Knowledge Online
(AKO/DKO) - Basics

• Contracting Officers Representative Tracking 
Tool (CORT) Tool is built on AKO/DKO Platform

• CORT Tool Prerequisites

– Register for a DKO account

– Register CAC Certificates to the DKO Account

– Set DKO mail to “Auto Forward” 
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AKO/DKO Basics –
Register for a DKO Account

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

• When prompted, enter your PIN or select your certificate. 
– Enter your Social Security Number, or Foreign Identification 

Number.
– Enter your Date of Birth 
– Enter your User Information, if needed 
– Enter an External Email Address 
– Enter Organization Information 
– Create and Confirm your Password 
– Complete your Password Questions –

• These are used to verify your identity if you lose or forget your password 

– Account Registration Complete –
• You should see all your account information
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AKO/DKO Basics –
Register for a DKO Account

• Each user will be provided with a DKO 
username and an e-mail address
– Format for username equals firstname.lastnameXX
– Format for email equals 

firstname.lastnameXX@us.army.mil
– Annotate DKO name and email address;

• Required for CORT Tool Registration 
• Important for “Supervisors”

– Contract the AKO/DKO helpdesk with questions
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AKO/DKO Basics –
Register CAC Certificates to AKO/DKO

• In order to register your CAC to your AKO/DKO 
account, you must:
– Be at a computer where you can put your CAC in the CAC

reader, and the CAC software is correctly installed.

– Have an active AKO/DKO Account.

– Know your CAC Pin.

– Know your AKO/DKO Password (if registering from inside 
the portal.)

• There are two ways to register your CAC with your 
account – CAC or username and password
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AKO/DKO Basics –
Register CAC Certificates to AKO/DKO

• Register your account with CAC Card from the 
AKO/DKO Login page.
– Insert your CAC into the reader.
– Make your certificates available to Windows, which can be 

done in the CAC software on your computer. 
• ActivClient Software
• Active Gold Software

– Click the CAC Login button.
– Enter your CAC PIN when prompted.
– You will then be logged into your account and your CAC

will be registered.
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AKO/DKO Basics –
Register CAC to AKO/DKO Account

• Log into your AKO account with your username and password 
(do not press the CAC login button.)
– Place your CAC into the CAC reader.
– Make your certificates available to Windows, which can be 

done in the CAC software on your computer
• ActivClient Software
• Active Gold Software

• Click on "My Account" at the top of the page  
• Click on the "CAC/Cert Registration" option. 
• Click on the "Register" button. 

– Follow the prompts to complete the registration process.
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AKO/DKO Basics –
Register CAC to AKO/DKO Account
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AKO/DKO Basics –
Set DKO mail to “Auto Forward”  

• Webmail Classic:
– Log into AKO/DKO. 

– Click on the 'My Account' tab. 

– Click on 'Mail Preferences. 

– Click on 'Mail Options'. 

– Go to the 'Select a Mail Option' section. 

– Select the 'Forward Email (Non-AKO Account)' option. 

– Enter the address you would like your email forwarded 
to in the "Forwarding Address" and in the "Confirm 
Forwarding Address
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AKO/DKO Basics –
Set DKO mail to “Auto Forward”

• Webmail 2.0
– Log into Webmail 2.0. 
– Click on the 'Options' tab. 
– Click on 'AKO/DKO Account' under the 'Mail' tab. 
– Click on 'Forwarding.' 
– Check the box next to 'Enable automatic forwarding.' 
– List an email address in the box 'Forward to:' Review 

the approved domains for auto-forwarding listed 
below. 

– Click the 'Save Preferences' button. 
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AKO/DKO Basics –
Set DKO mail to “Auto Forward”
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AKO/DKO BASICS –
Set DKO mail to “Auto Forward”
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CORT Tool

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

21

https://arc.army.mil/DODCOR/�


Homepage
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CORT Tool 
Menu – Most 
users will see a 
combination of 
the first 10 
menu items.  .  

Links policy and 
user guide. 



Home Page Menu
• COR Home – Returns the user to homepage

• COR Profile - allows the COR to enter or edit their profile information

• COR Nomination Process - allows the user to begin the nomination 
process.  

• Contracting Staff Registration – allows the Contracting officer and 
Contract Specialist to enter their registration information

• Contract List/Status - provides the logged in user access to their records 
both active appointments and those in process

• Awaiting My Approval - provides the logged in user access to all records 
that are awaiting their approval/action (contracting officer & supervisor)

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

• All COR submitted Documents - allows the COR of any active appointment 
to see all documents associated with a contract, even those from previous 
CORs
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Home Page Menu
Administrative Roles

• New COR Profile - Allows the department SME/administrator to add a 
DoD or non-DoD employee's profile to allow for inclusion into the CORT 
Tool site

• COR Proxy - Allows the department SME/administrator to assume the role 
of any individual within the CORT Tool site to troubleshoot

• View All CORs - Allows the department SME/administrator to review any 
COR record within the CORT Tool site

• COR Misc Codes - Allows the DoD SME/administrator to manage the 
miscellaneous codes involved with the site (i.e. adding new certifications 
to the nomination process)

• Course List - Allows the DoD SME/administrator to add, remove, or edit 
courses that show up in the course drop down list in the COR Profile page

• Admin E-mail - Allows the DoD SME/administrator to edit the existing e-
mails that are automated within the tool
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Homepage

• Policy & Guide

– Link to the DOD Contingency COR Handbook and CORT 
Tool User guide.

– DoD COR Handbook (under development will be posted 
when completed)

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

• Training Materials, Deployment Information, FAQ, Podcast, etc

• Training Status Update

– Provide a list of the major COR courses and definitions of 
the COR Training Type A, B, C

• Role and Responsibilities of CORT Tool Participants
25
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CORT TOOL 

Registrations and Profiles
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Contracting Staff Registration
• Complete only one registration

– Multiple registration using different name will not allow a user access to 
the data

• Complete all  fields
– Name
– DKO name Pulled from CAC  or “COR Proxy” if entered by SME

– Telephone Number  - Enter up to 20 characters

– Email – Format is firstname.lastname@us.army.mil (Emails auto forward)  

– Role 
• Contracting Officer - Selecting this role provides  the user access to both roles as  CO and CS.

• Contract Specialist  - Select this role CS if you  are not a contracting officer and will not make 
COR appointments; 

– Contracting Center DoDAAC  - Must enter one (1); may  add 4 additional

– Contracting Center Name  - Text Field  (Consistent naming convention)

– Select “Save Changes” 
• Top now states “Contracting Staff Registration Has Been Inserted.
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Contracting Staff Registration

Select “Contracting Staff 
Registration” from the 
menu.
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Contracting Staff Registration

29

1. Complete all applicable fields.  
2. For “DKO Name” use username provided when establishing  the 

DKO account (i.e. “john.smith” or  “mary.c.jones4”).  
3. For e-mail use the “us.army.mil” address.



Contracting Staff Registration
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1.  Select a Contracting Officer (CO) or Contract Specialist  (CS) role. 
2.  Selecting CO  allows the user to be both a CO and CS.



Contracting Staff Registration
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1.  Alternate Contracting Center DODACC- If  the CO/CS support more than one 
contracting organization, enter the organization’s six (6) digit organizational code.  
2. Alternate Contracting Center's DODAAC Organization – Enter the contracting 
center organization’s name. CO/CS may enter up to four (4) additional DoDAACs



Contracting Staff Registration 
Completed
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1.  Select “save changes.”   
2. New Registration - Top of page will state “Contracting Staff Profile 

Has Been Inserted.” 
3. Update a Registration – Top of page will state “Contracting Staff 

Profile has been updated.  



COR Profile

33

Select “COR 
Profile”  from 
Menu. 



COR Profile
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Complete all fields.

*Asterisk fields are non-mandatory



COR Profile
• COR DKO Name – Pulled from CAC  Card

• Email Address –enter your AKO/DKO email address. The format is: 
firstname.lastname@us.army.mil.  (Email auto forward)

• COR Home DoDAAC – Physical location of the COR; 
– DoDAAC must be a valid six character DoDAAC for your component

• DoDAAC should not be “123456”, “DODAAC” 

• Incorrect DoDAAC will be flagged, Requires correction;

• COR Home Organization Name - Enter your organization name;  
(consistent naming convention) 

• City/APO – Location of City, or “FPO  or APO”

• County –
– Defaults to United States; 

– Select county if located overseas;  
• State grays out

• International phone number; 
– Free text to input up to 16 characters
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COR PROFILE -
Certified Acquisition Official

36

If yes, a drop 
down menu for 
predominant 
acquisition is 
displayed.  



COR Profile
Certified Acquisition Official

• Are you a certified acquisition professional – Yes
– Drop down menu for Predominant Acquisition Career

• Business Cost Estimating and Financial Management
• Contracting
• Facilities Engineering
• Industrial Contract Property Management
• Information Technology
• Life Cycle Logistics
• Manufacturing, Production and Quality Assurance
• Program Management
• Purchasing
• Science and Technology Management
• Systems Planning, Research, Development and Engineering
• Test and Evaluation
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COR PROFILE -
Certified Acquisition Official

38

1. Select predominant 
acquisition career 
field and 
2.  Select level of 
certification.



COR Profile
Certified Acquisition Official

• Are you a certified acquisition professional – NO
– Text Box is displayed; requires one  (1) entry under Career Experience 

and Career Experience Level 
• COR Career Experience  - Indicate the COR area of expertise; 

• COR Career Experience Level  (15 characters max)  - Indicate the number 
of years of expertise that COR has in this area. 

– If the area of expertise has certain levels associated  with it, indicate 
this in the career experience  

» Career Experience:  Engineering Technician, Level IV

» Career Experience Level:  11 Years) 
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COR Profile –
Career Experience and Level

40

If no, enter “career field” 
and “career level” obtained
(i.e Eng Tech, Level  IV) in 
the text box.



COR Profile –
Supervisor Information

41

Complete Supervisor/Higher 
Level Authority Information.  



COR Profile –
Supervisor Information

• Supervisor Information  - Enter all of the  supervisor 
information

• CORs should verify  DKO Name and Email before entering
– DKO Name – User name assigned when registering for the AKO/DKO 

account (i.e. Format is  firstname.lastname XX  or John.T.Smith4)

– Telephone Number – Enter the supervisor or higher level authority 
telephone number 

– Email Address – enter your AKO/DKO email address. The format is: 
firstname.lastnameXX@us.army.mil. 

42



COR Profile -
Training

• Training Information – COR courses only 
– Select the course from the drop down menu 
– Add in the course completion date
– Using the browse feature, load a copy of the certificate from your 

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

Course Certificate”  
– Top of Page Now State: Course Add

• Repeat the steps above to add additional course
• Save Record

– Top of Page Now State:   “COR Profile Created. To start the Nomination 
Process for a contract use the link in the left menu” 

– Now that the  profile is created you will be able manage the COR course 
certificates
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COR Profile –
Training

44

Completed 
Training 
Section.



COR Profile -
Completed
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CORT Tool

COR Nomination Record Process
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COR Nomination Record Process

• Start nomination from COR Profile or click on side menu
– Must have “Profile” before starting a nomination

• COR information will pre-fill from Profile 
• Enter the six-digit DODAAC for the supporting contracting 

activity
• Select:

– Contract number is known and enter contract information; or
– Contract number is NOT known and enter PR /solicitation or 

Identifying number 
• Complete all other data fields 
• Complete the applicable certification 
• Save the nomination or submit to supervisor
• Once created, COR may cancel a record before submitting to 

the supervisor
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COR Nomination Record Process

48

Select COR Nomination 
Process.   



COR Nomination Record Process
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Click on “COR Information” to 
“expand” or “collapse” the data.

Review the training information.  
If there are “No Course Listed,” 
return to COR Profile and load all 
COR courses.  



COR Nomination Record Process
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Review the training information.  
When completed, Click on “COR 
Information” to “collapse” the 
training courses.    Enter remaining 
data.



COR Nomination Record Process
• Supporting Contracting Center

– Select Contract Department – From drop down menu, select your 
component for the contract 

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

• Contract Information
– Select and Enter the “Contract number is Known”

• Verify Contract Number - Select “OK”

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

• Verify PR/MIPR or solicitation number – Select “OK”

• Record Status – defaults to “Draft” 

• Contracting Officer/Contract Specialist –
– Select CO/CS - from the drop down menu created from the contracting 

staff registration
• Email and phone number will populate
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COR Nomination Record Process

52

Select “Contract Number is 
Known.” Enter the contract 
number.  Record status 
defaults to “draft.”



COR Nomination Record Process

53

. ..A dialogue box will 
appear requiring the 
COR verify the contract 
number.  Click “OK”

If this is an IDV, enter 
order number. A 
second dialogue box 
will appear.   



COR Nomination Record Process
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When “Contract number is NOT 
known” is selected, enter a 
“solicitation, PR or an 
identifying number.  Record 
Status defaults to “draft.”



COR Nomination Record Process
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. .. A dialogue box will 
appear requiring the COR 
verify the solicitation, PR  or 
identifying number is 
correct.



COR Nomination Record Process
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Selecting Contracting 
Officer and contract 
specialist will populate 
the email address and the 
commercial phone 
number fields.  



COR Nomination Record Process

• Quality Assurance Plan –
• 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
– Required for service contract over 150K
– QASP can also be loaded by CO at the time of the appointment

• Contracting Information –
• Future requirement to capture data

• COR
• Complete “ALL” of the certifications
• Click on “save record without  routing” to update at later date.  
• Click on “submit record supervisor” 

– Nomination or Record  moves from “draft” to “Pending Supervisor Approval 
“ Status 

– Top of Page States “COR Contract Record Created”
– Generates and email to the Supervisor requesting approval of nomination 

prior to submission to the contracting officer.  
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COR Nomination Record Process

58

Add quality assurance 
surveillance  plan – QASP. 
Required for service 
contract over 150K.  

QASP can 
also be 
loaded by 
Contracting 
Officer.



COR Nomination Record Process
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1. Complete certification; 
2. Click on “submit record 

to supervisor” or “save 
record without  
routing” to update at 
later date.  



COR Nomination Record Process-
COR Saves A Record w/o Routing
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Select “submit record 
(without routing).”  

Record is then saved to 
be updated at a later 
date.



COR Nomination Record Process-
COR Saves A Record w/o Routing

61

Nomination now states “COR 
Contract Record Created”



COR Nomination Record Process-
COR Updates A Saved Record

62

Select “View 
COR List” or 
Contract List 
Status.”



COR Nomination Record Process
COR Updates A Saved Record

63

Select the saved record. COR status will be “draft.”  
Click on the contract/preaward number.  Make 
changes.  Ensure certifications are complete.   Click 
on “save record without routing” to save the 
nomination, or “submit to supervisor” if no 
additional changes are required.  



COR Nomination Record Process -
COR Cancels A Record

64

To cancel a nomination, 
click on “Cancel Record” at 
the top of the page.  



COR Nomination Record Process -
COR Cancels A Record

65

When dialogue box appears, select 
“ok” to continue with the cancellation 
process. 



COR Nomination Record Process -
COR Cancels A Record

66

Nomination now states “COR 
Contract Record Cancelled”  
Record Status changes to 
“Cancelled.  Record is removed 
from CORT Tool.



COR Nomination Record Process -
COR Reviews Status of Nominations

A COR may view 
the status of all 
nomination 
records by 
selecting Contract 
List Status.
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COR Nomination Record Process -
COR Reviews Status of Nominations

A list of actions and the status of the action is displayed.   
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COR Nomination Record Process
COR Submits Record to Supervisor

69

Select “submit record to 
supervisor.”    When the 
dialogue box appears, 
select “ok” to complete 
the submission process.  



COR Nomination Record Process 
COR Submits Nomination to Supervisor
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1 “Top of  page now sates “COR Nominee 
Record saved and submitted for Approval.”  

2. Record  Status changes to “Pending 
Supervisor Review.



COR Nomination Record Process 
Supervisor’s Role
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3.  An email is generated and sent to the Supervisor 
listed in the COR Profile  advising supervisor of action 
required.



COR Nomination Record Process -
Supervisor’s Role

• Reason for Supervisor not receiving emails
– DKO name incorrect (i.e missing period) 

• BRUCEZIEMIENSKI versus BRUCE.ZIEMIENSKI)
• CAROLLAGER versus CAROL.LAGER
• BILLY.LAWS versus WILLIAM.LAWS2 

– DKO Name is misspelled
• CLYDE.MARTIN versus CLDYE.MARTIN

– DKO  email is incorrect; User input non-DKO format did not enter  
firstname.lastname@us.army.mil)

• BILLY.LAWS@DLA.MIL versus BILLY.LAWS@US.ARMY.MIL
• OHENE.GYAPONG2@DMA.MIL versus OHENE.GYAPONG2@US.ARMY.MIL
• ROBERT.HUGHES@US.AF.MIL versus ROBERT.HUGHES@US.ARMY.MIL

– DKO email is correct, but DKO auto forward feature has not been 
activated by the supervisor.
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COR Nomination Process -
Supervisor’s Role – Contract List Status

73

Supervisor’s may 
review the status of a 
nomination by 
selecting  Contract List 
Status.  



COR Nomination Process -
Supervisor’s Role – Awaiting Approval

From the menu, 
select “Awaiting 
My Approval
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COR Nomination Record Process -
Supervisor’s Role – Awaiting Approval

75

Select awaiting my approval.  “No Contract Awaiting Your 
Approval” will be displayed when there are no actions 
awaiting approval.  



COR Nomination Record Process -
Supervisor’s Role – Awaiting Approval

76

If available, a list of actions awaiting approval is 
displayed.  Select the contract number to begin the 
review of the nomination. 



COR Nomination Record Process -
Supervisor’s Role – Review Nomination

• Review Nomination

– Review the COR Training courses;  COR courses should be 
displayed

– Review Supporting Contracting Center; Ensure  accurate 
selection of the appropriate  department or agency and 
contracting center DoDAACs is selected

– Review Contracting Information; Verify contract or 
preaward number

– Review CO/CS; Ensure correct CO/CS is selected

– Review QASP; Ensure QASP or memorandum is loaded

• Complete all certifications (Prior to supervisor approval). 
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COR Nomination Record Process -
Supervisor’s Role – Review Nomination
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Review Nomination. If there are 
“No course listed” supervisor 
should advise COR to enter 
COR courses. 

Review remaining fields.



COR Nomination Record Process –
Supervisor’s Role – Review Nomination
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1.  Complete certification; 
Check all that apply;  

2. Annotate approval 
(optional)  or rejection 
(mandatory)  comments.



COR Nomination Record Process –
Supervisor’s Role – Review Nomination

• Approve, save,  reject  or cancel the record  
– “Save Record with routing” allows a COR supervisor to update the 

information at a later date
– “Reject” requires the COR supervisor to add mandatory comments 

and return the nomination to the COR for corrective action
– “Cancel record” removes the COR nomination from the CORT Tool
– “Approve” sends the nomination to the contracting officer/contract 

specialist
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COR Nomination Record Process -
Supervisor- Saves Record w/o Routing 

81

To save the 
nomination, to 
update at a later 
date, select  “Save 
Record (without 
routing).”



COR Nomination Record Process –
Supervisor Saves Record w/o Routing 

82

Record now states “COR 
Contract Record Updated.”



COR Nomination Record Process –
Supervisor Rejects A Record
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1. To reject the 
nomination, select  
“supervisor reject.”  

2. When dialogue box 
appears,  Click “ok” to 
complete the 
rejection submission 
process.



COR Nomination Record Process 
Supervisor Rejects A Nomination

84

Top of page now states “COR Nominee 
Record Rejected by Supervisor.”  

Record Status changes to “Record 
Rejected by Supervisor

Record Status changes to and an email 
is sent to the COR advising of rejection. 



COR Nomination Record Process 
Supervisor Cancels A Nomination
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To cancel a nomination, 
select “cancel record.”



COR Nomination Process 
Supervisor Cancels A Nomination
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When dialogue box appears, select 
“ok” to continue with the 
cancellation.  Record is removed 
from the system and is no longer 
available to CORT Tool users.  



COR Nomination Record Process -
Supervisor- Approves A Record 
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1. To approve the 
nomination, select  
“supervisor 
approve.”

2.  When dialogue 
box appears,  Click 
“ok” to complete 
the approval 
submission 
process.



COR Nomination Record Process -
Supervisor – Approves a Nomination
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1.  Record now states “COR 
Nominee Record Approved and 
Submitted to Contracting Officer.”  

2.   Record Status changes to 
“pending PCO review.”



COR Nomination Record Process 
Contracting Officer/Specialist Role 
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3.  Email requesting approval or rejection 
of nomination is sent to CO/CS.   



COR Nomination Record Process 
Contracting Officer/Specialist Role 

• Reason for Contracting Officer/Contract Specialist 
not receiving emails
– Wrong contracting officer or contract specialist selected  

– DKO  email address is not in the DKO required format 
firstname.lastname@us.army.mil. 

• BRIAN.P.ANDERSON@NAVY.MIL  versus 
BRIAN.P.ANDERSON2@US.ARMY.MIL 

• BRIAN.MILLER4@MED.NAVY.MIL versus 
BRIAN.MILLER1@US.ARMY.MIL 

• CORT Tool is built on DKO Platform, emails will only to go a 
us.army.mil account;  

– DKO email is correct; but auto forward feature has not been activated 
by the contracting officer or contract specialist
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COR Nomination Record Process 
CO/CS - Awaiting My Approval

91

From menu, select “Awaiting My Approval.”   A list of actions 
awaiting approval will be displayed. Select the contract 
number to begin the review of the nomination.    

Note:  This list may not be available for Contract Specialist.



COR Nomination Record  Process 
CO/CS - Awaiting My Approval
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If there are no actions, the this section will 
state there are “No Contracts Actions 
Awaiting Your Approval.” 



COR Nomination Record Process 
Contracting Officer/Specialist Review 

• Click on the applicable “contract/preaward” number to 
access and review the record. 
– Enter the contract number if “Contract Number is NOT known” was 

previously selected under “reassignment of preaward _________.”   
– Enter the COR Training Type (A, B or C)
– Select Yes or No for Contingency Environment
– Check the Box if you a waiving the requirement for a QASP;  

– Using the browse feature load a copy of the memorandum waiving the 
QASP requirement 

– Complete the certifications and add comments (mandatory, if  
rejecting)  

– Enter the ACO DKO name (if known) 
– Enter QA, POC  (if known)
– Using the Browse feature, load a copy of the “letter of designation”  

or “appointment letter” and input effective date – Hard Stop
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COR Nomination Process 
Contracting Officer/Specialist Review
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COR Nomination Process 
Contracting Officer/Specialist Review

• Approve, save,  reject  or  reject and cancel the 
nomination 
– “Approve” appoints a COR to the contract  
– “Save” allows a CO to update the information at a later 

date
– “Reject but DO NOT set Status to Cancelled”  

• Requires the CO to  add mandatory comments and return the nomination 
to the COR for corrective action 

• CO/CS will need to reload the Appointment letter

– “Reject AND set status to Cancelled”
• “Cancel record” removes the COR nomination from the CORT Tool

• Select Contracting Officer Approve
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COR Nomination Record Process 
CO/CS Saves a Record w/o Routing
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To save the 
nomination, to 
update at a later 
date, select  “Save 
Record (without 
routing).”



COR Nomination Record Process 
CO/CS Saves a Record w/o Routing
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Nomination now states “COR Contract 
Record Updated.”  Record Status 
remains Pending PCO Review. 



COR Nomination Record Process 
CO/CS Rejects A Nomination – Not Cancelled
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1. Select  
“Contracting 
Officer  Reject.”  

2. Add comments 
(REQUIRED).

3. The dialogue 
box appears 
and defaults to 
“Reject but DO 
NOT set status 
to Cancelled.”



COR Nomination Record Process 
CO/CS Rejects A Nomination Not Cancelled
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Click “OK” to 
continue with the 
rejection submission 
process.  

Click “Cancel” if the 
rejection was 
submitted in error. 



COR Nomination Record Process 
CO/CS Rejects A Nomination –Not Cancelled
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If “OK” was selected from previous 
screen, record now states “COR 
Nominee Record Rejected by 
Contracting Officer” and email is  
sent to the COR advising of 
rejection.



COR Nomination Process 
CO/CS Rejects A Nomination –Not Cancelled
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Sample rejection email from CO. 



COR Nomination Record Process 
CO/CS Rejects A Nomination - Cancelled
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To reject and cancel the 
nomination, select 
contracting officer reject.  

Change  default  box in 
dialogue box to “Reject AND 
set status to Cancelled.”

Click “OK” to approve 
cancellation.   



COR Nomination Record Process 
CO/CS Rejects A Nomination - Cancelled
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Select “OK” 
to continue. 



COR Nomination Record Process 
CO/CS Rejects A Nomination - Cancelled
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Nomination now states COR 
Contract Record Cancelled.”  

Record Status changes to 
“Cancelled.”

Once cancelled, the record is 
removed from the CORT Tool.



COR Nomination Record Process-
CO/CS Approves a Nomination
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To approve the 
nomination and 
to appoint the 
COR, select  
“Contracting 
Officer Approve”



COR Nomination Record Process-
CO/CS Approves a Nomination
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Record now states 
“COR Appointed”



COR Nomination Record Process-
CO/CS Approves a Nomination
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COR Nomination Record Process 
CO/CS Revoking/Terminating A COR 
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1. Expand the 
Contracting 
Officer 
section.

2. Upload a copy 
of the COR 
Revocation 
Letter.

3. Enter the 
revocation 
date.

4. Click on 
“Revoke COR.



COR Nomination Record Process 
CO/CS Revoking/Terminating A COR 
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Click on “OK” 
to terminate 
the COR on 
this contract 
or “Cancel” to 
retain.



COR Nomination Record Process 
CO/CS Revoking/Terminating A COR 
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Record now states “COR Appointment 
Terminated.”  Record Status changes to 
Terminated.  



Contract Management

• CORS, COR Supervisors, Contract Specialists and 
Contracting Officers will have the ability to add, edit 
or delete the following documents;

• Status Reports, 
• Annual COR File Inspection Checklist (CO)
• COR Trip Report, 
• COR Correspondence and 
• Miscellaneous Documents

– To add files
• Select the applicable month and year
• Add file, by selecting browse to upload the document
• Click on “Add File” to complete

• Contracting Officers will approve or reject the  
“Status Report”
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Contract Management
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Click on “Contract Management” to 
expand or “collapse” the contract 
management information. 



Contract Management –
Adding Reports
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To add a report
1. Select a month
2. Select the year.
3. Upload the document
4. Click on “Add File”  



Contract Management-
Miscellaneous Documents
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Types of 
Miscellaneous 
documents 
that can be 
added.



Document Templates
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Select Document Templates 
from the main menu.



Document Templates
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Local COR Forms and POC
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Local COR Forms and POC
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All COR Submitted Documents 
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Select “All COR submitted 
Documents” from the menu 



All COR Submitted Documents
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Similar to CLS.  Select a contract number to see all the 
loaded documents for this contract.  



All COR Submitted Documents
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Loaded  contracts documents may be 
viewed.  These documents are also 
available to any successor  COR on these 
contracts. 



View all Local COR Record
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Available to all 
registered 
contracting 
officer or 
contract 
specialist. 



View all Local COR Record
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May 
change 
CO or 
CS.



COR Related Links
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Displays links to various 
training contract 
documentation and 
regulations/processes.



COR Proxy (Admin)
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Enter the DKO name of 
the user to troubleshoot 
problems. 



Links to Reports (Admin)
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SME ‘s may check on the status of their CORs 
and CO profiles and registration.  



New COR Profile (Admin)
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SME’s may crate profiles for CORs within 
and outside of your organization.  Ensure 
that you save record.  Add in the training
and save the record again.    



View All CORs (ADMIN)

128

SME may view all CORS 
within their department.  



QUESTIONS??

129



Resources

• DoD POC – Mae Bartley – mae.bartley@osd.mil. Phone (703) 588-0832 and Dana 
Chan – dana.c.alder@us.ibm.com.

• Component Subject Matter Expert - _______________________

• CORT Tool Website:  https://arc.army.mil/DoDCOR/

• Training Materials will be available at http://www.acq.osd.mil/dpap/pdi/eb.
– Training Presentation

– User Guide

– Frequently Asked Questions (FAQs)

– Deployment Plan Attachment 

– Podcast

• The DoD CORT Tool helpdesk contacts at the DoD level are:  
- cort@osd.mil.
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