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Overview This guide provides an overview of the Contract Reopen functionality in the Contract Closeout application.

Contract Closeout roles with the capability to search Contract Reopen Requests:
e View Only
e Contracting Officer

e Contracting Specialist

Role Access . .
Contract Closeout roles with the capability to reopen contracts:

e Contracting Officer

e Contracting Specialist

NOTE: DCMA users registered under specific Location Codes can reopen contracts.




In the navigation panel, select the Search dropdown. From the list of options, select Contract Reopen.

Contract Closeout  Create -~ Search -

System Messages

The Contract Reopen Search page populates. Enter the search criteria for the desired contract.

Search Criteria — Contract Reopen:

e Search As
e Status
e Admin By Location Code
e Issue By Location Code
e Contract Number
e Delivery Order Number
e Initiated Date (From)
e Initiated Date (To)
Contract
Reopen Once the applicable fields are entered, select the Search button to proceed.

ContractCloseout  Creste - Search =

Search

Search Criteria - Contract Reopen

The applicable contracts are returned. To select a specific contract from the returned results, click the
Contract Number hyperlink.

Search Result




Contract
Reopen -

Create

NOTE: Contracts are returned in five statuses: Saved, 567 Cancellation Sent, Reopen Request Disapproved, 567C Cancellation
Failed, 567C Cancellation Succeeded, and Reopen Request Submitted.

Contract Reopen - Saved ‘

Contract Reopen Request Information |

The selected contract opens. To return to the Contract Reopen search results list, click the Previous
button.

The Contract Reopen — Create process differs between Contracting Officers and Contracting Specialists.
For Contracting Specialists, the Contract Reopen creation submission must go through additional approval
from their Contracting Officer.

Contract Reopen Create — Contracting Officer

Select the Create dropdown in the top navigation panel to begin the Contract Reopen — Create process.

From the available options, select Contract Reopen.

Contract Closeout  Create ~  Search -

System Meassages

The Contract Reopen — Create page displays.

Contract Reopen - Create

Enter the applicable information for the Contract Reopen being created.

NOTE: To be reopened, contracts must have the same Issue by DoDAAC as the most recent EDA

document.

Contract Information:

e Select Role *



e Admin By Location Code *

e Contract Number * (13-character alphanumeric code)
e Select Contract Number Type

e Issue By Location Code

e Delivery Order Number (Four-character code for DoD contracts and a maximum of a 19-character code for a non-DoD

contract)

Select the Populate Reopen button at the bottom of the screen to proceed. If the contract being reopened
is not in a closed status across EDA, an error message displays.

Contract Reopen - Create

NOTE: If a Contract Reopen has already been initiated for the entered Contract Number, an error message displays.

Contract Reopen - Create

+* ERROR: A Contract Reopen has already been created for this Contract Number / Delivery Order : N68834615P0006 /

A final Contract Reopen — Create screen appears. Fill in the applicable fields on the screen.

Contract Reopen Request Information Fields:
e Contract Type (Pre-populated with the information submitted on the Contract Information screen)
e Contract Number (Pre-populated with the information submitted on the Contract Information screen)
e Delivery Order Number (Pre-populated with the information submitted on the Contract Information screen)
e Issue By Location Code (Pre-populated with the information submitted on the Contract Information screen)
e Admin by Location Code (Pre-populated with the information submitted on the Contract Information screen)
e Last Modification Number (Pre-populated with the information submitted on the Contract Information screen)
e Effective Date (Pre-populated with the information submitted on the Contract Information screen)
e CAGE Code (Pre-populated with the information submitted on the Contract Information screen)

e Initiator Remarks *



. Initiator Name (Pre-populated with the information submitted on the Contract Information screen)
. Initiated Date (Pre-populated with the information submitted on the Contract Information screen)
e Contracting Officer Remarks

e Contracting Officer Name (Pre-populated with the information submitted on the Contract Information screen)

NOTE: Contracting Officers are not required to fill in both the Initiator Remarks and the Contracting Officer
Remarks.

Email Notifications Fields:

e Email Text

e Email Recipient

e Buttons
o Add Email
o Send Email

Buttons:

e Complete

e Save

e Previous

e Help

Select Complete to proceed with submitting the Contract Reopen or select Save, which saves the Contract
Reopen — Create, but does not submit it.

Contract Reopen - Create

Contract Reopen Request Information

Contract Type

Contract Number

Delivery Order Number

Issue By Location Code: 505124 Admin By Location Code 505124 Purchasing Office Location HQO339
Code

Last Modification Number Effective Date 2000/01/01 Closeout Date

CAGE Code 06481

Initiator Remarks *

Initiator Name CoraLeung Initiated Date 2024/03/12

Contracting Officer Remarks

Contracting Officer Name CoraLeunz

Email Notifications

Email Text

Email Recipient

A

A 567C Cancellation Sent success page populates.



Contract Reopen Create — Contracting Specialist

Select the Create dropdown in the top navigation panel to begin the Contract Reopen — Create process.
From the available options, select Contract Reopen.

Contract Closeout  Create =  Search =

System Meassages

The Contract Reopen — Create page displays.

Contract Reopen - Create

Admin By Lotation Code Fasse selact Issue By Location Code

Enter the applicable information for the Contract Reopen being created.

Contract Information:

e Select Role *

e Admin By Location Code *

« Contract Number * (13-character alphanumeric code)
e Select Contract Number Type

e Issue By Location Code

e Delivery Order Number (Four-character code for DoD contracts and a maximum of a 19-character code for a non-DoD

contract)

Select the Populate Reopen button at the bottom of the screen to proceed. If the contract being reopened

is not in a closed status across EDA, an error message displays.



Contract Closeout  Creste -

Contract Reopen - Create

NOTE: If a Contract Reopen has already been initiated for the entered Contract Number, an error message displays.

Contract Reopen - Create

* ERROR: A Contract Reopen has already been created for this Contract Number / Delivery Order : N6883615P0006 /

A final Contract Reopen — Create screen appears. Fill in the applicable fields on the screen.

Contract Reopen Request Information Fields:
. Contract Type (Pre-populated with the information submitted on the Contract Information screen)
e Contract Number (Pre-populated with the information submitted on the Contract Information screen)
e Delivery Order Number (Pre-populated with the information submitted on the Contract Information screen)
e Issue By Location Code (Pre-populated with the information submitted on the Contract Information screen)
e Admin by Location Code (Pre-populated with the information submitted on the Contract Information screen)
e Last Modification Number (Pre-populated with the information submitted on the Contract Information screen)
e Effective Date (Pre-populated with the information submitted on the Contract Information screen)
e CAGE Code (Pre-populated with the information submitted on the Contract Information screen)
e Initiator Remarks *
e Initiator Name (Pre-populated with the information submitted on the Contract Information screen)

e Initiated Date (Pre-populated with the information submitted on the Contract Information screen)

Email Notifications Fields:

e Email Text
e Email Recipient
e Buttons
o Add Email

o Send Email



Buttons:
e Create
e Save
e Previous

e Help

Select Complete to proceed with submitting the Contract Reopen or select Save, which saves the Contract

Reopen - Create, but does not submit it.

Contract Closeout

Contract Reopen - Create

sopen Request Infarmation

Oelivery Order Number

Eftective Date 200210301 Clossout Date

A Contract Reopen — Reopen Request Submitted page populates. To delete the reopen request, select the
Delete Reopen Request at the bottom of the page. To return to the initial Contract Reopen — Create

screen, select the Previous button.

sl Recipient




Contracting Officers must approve or disapprove Contract Reopen Requests submitted by Contract
Specialists. Submitted Reopen requests that are awaiting approval are in a Reopen Request Submitted

Status.

Status
347 Cancellation Sent

Saved

I Reopen Request Submitted I

To act on a submitted request, search for the intended contract. From the list of returned search results,

select the desired contract by clicking the hyperlinked Contract Number.

Search Result

The Reopen Request populates. Within the request, fill out the editable fields, if applicable.

Reopen Contract Reopen — Reopen Request Submitted fields:
Request
Submitted

e Contract Type
Contract Number
e Delivery Order Number
e Issue By Location Code
e Admin By Location Code
e Purchasing Office Location Code
e Last Modification Number
e Effective Date
e Closeout Date
e Last Modification Number
e CAGE Code
e Initiator Remarks
e Initiator Name
e Contracting Officer Remarks (Editable field)

e Contracting Officer Name

Email Notifications

e Email Text (Editable field)

e Email Recipient (Editable field)



Buttons:

Approve

Disapprove

Delete Reopen Request
Previous

Help

To act on the request, locate the buttons at the bottom of the page and select Approve, Disapprove, or

Delete Reopen Request. To disapprove the reopen request, select the Disapprove button. To delete a

request

Contract Reopen - Reopen Request Submitted

ontracting Off

entirely, even if it's saved, but not yet submitted, select the Delete Reopen Request button.

A

Contract Reopen Request Information

Email Recipient

|
‘
Email Notifications
)
.

Select the Approve button to generate the 567C Cancellation Request.

Contract Reopen - 567C Cancellation Sent




An email notification system updates users when a reopen action is taken on a contract.

When a Contracting Specialist submits a Contract Reopen — Create, an email notification is sent to the

Contracting Officer, informing them that a Contract Reopen Request has been submitted and awaits their

approval.
Request for re-opening of Contract NO038396GM192 Inbox x e B
. piee-sb-test@caci.com 12:29PM (2 minutes age) ¥y @ “
@ e~

This email was generated in ScrummyBears - CACI Development environment. If you are a PRODUCTION user, then please ignore it

Arequest to re-open this contract has been submitted, please login to Contract Closeout and search for the associated Contract Number to
Approve/Disapprove the request.

Contract Number: NOD38396GM192
Delivery Order Number: 5054

Issue By: S0512A

Admin By: S0512A

THIS IS A SYSTEM GENERATED EMAIL MESSAGE, PLEASE DO NOT RESPOND TO THIS EMAIL.

When a Contracting Officer acts on a Contract Reopen Request, either to approve or disapprove it, an email

notification of the action is sent to the initiating Contracting Specialist.

Request for re-opening of Contract NOO38396GM193 5054 has been approved & &

Inbox x

Email

piee-sb-test@caci.com 1200PM (24 minutesago) vy @ €
tome «

Notifications

This email was generated in ScrummyBears - CACI Development environment. If you are a PRODUCTION user, then please ignore it.

The following contract has been re-opened:

Contract Number: NO038396GM193
Delivery Order Number: 5054

Issue By: S0512A

Admin By: S0512A

THIS IS ASYSTEM GENERATED EMAIL MESSAGE, PLEASE DO NOT RESPOND TO THIS EMAIL.

Request for re-opening of Contract NO038396GM192 has been Disapproved e @

nbox x

piee-sb-test@caci.com 1241PM (Iminute age) ¢ @ &«

tome

This email was generated in ScrummyBears - CACI Development environment. If you are a PRODUCTION user, then please ignore it
The following contract reopen has been disapproved. Please login to Contract Closeout to see the Contracting Officer remarks.
Contract Number: N0Q38396GM192

Delivery Order Number: 5054

Issue By: S0512A

Admin By: S0512A

THIS IS A SYSTEM GENERATED EMAIL MESSAGE, PLEASE DO NOT RESPOND TO THIS EMAIL

Additionally, In the Contract Reopen Request page there is an Email Natification section that allows for

additional email recipients to be added to the Reopen for their awareness.



Contract Reopen - Reopen Request Submitted

Cantract Type

Cantract bumber

tssue By Location Code

Last Modification Mumber
CAGE Code osts1

Initlator Remarks

Initiator Name: €501 Test

Cantracting Officer Remarks

Contracting Officer Name

EmailText

EmailRecipient

Delivery rdes Number

‘Admin By Location Code

Effective Data

initiated Date

Purchasing OfFcs Lacation
Code
Closeaut Date 002/0801




