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After a Supervisor has completed the Nominee’s application process, an email notification is sent to the Nominee and Nominator informing them that they 
can now initiate the Approving/Billing Official (A/BO) / Certifying Officer (CO) Appointment process. 

JAM Roles 
Roles required for the A/BO / CO Appointment Process: 

• Agency/Organization Program Coordinator (A/OPC) 
• Oversight Agency/Organization Program Coordinator (O-A/OPC) 

 

The Nominator (A/OPC or O-A/OPC) and anyone in the span of control of both the Nominator and the Nominee can start the Appointment. 

Navigation PIEE Portal > Login as Nominator > JAM > ‘Create Appointment’ > ‘Both A/BO and Certifying Officer Appointments’ 

Appointment 
Creation 

The Nominator will need to create the A/BO / CO Combo Appointment for the Appointee at this time. 

Log into PIEE as the Nominator to continue the Appointment process. 

 

 
 

JAM is now displayed. Click the Create Appointment drop-down to expand it. 
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Once the drop-down is expanded, select Both A/BO & Certifying Officer Appointments. 

 

 
 

A list of Appointees will be displayed. Click the Select button in the Action column of the appropriate Appointee to create the Appointment. 
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Appointee Reset 
The A/BO & CO Appointment page will be displayed as a draft. Verify the information. If the wrong Appointee was accidentally selected, the 

nominator can select the Reset Appointee button. 

 

 

Select DAS 
Scroll down the page to the DD 577 Appointing Authority for Certifying Officer Appointment. The Nominator can select Primary and Alternate 

Delegating/ Appointment Signatory (DAS) using the Select button from the list provided or select the Select External Appointing Authority 
button to add an external DAS. 
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The Nominator has the option to delete the DAS or switch the DAS from Alternate to Primary. 

 

 
 

Enter External Appointment Authority information and select the Continue button. 
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Submit 
Appointment 

After verifying the information on the page, click the Submit button. 

 

CO appointments: Upon approval of the appointment, the name, title, DoD Component/Organization, date, and signature of an external DAS 

will be automatically captured in ‘Section II - Appointment Authority’ of DD form 577. 

 

 

DoDAAC for use 
in the PTQ 

Upon selection of the Submit button, the PTQ modal is displayed. The appointment initiator must make a selection from the provided list of 

alternate Role Location Groups (if available) or DoDAACs. 
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If individuals required to take action in PTQ can see their appointments/tasks in Access Online, select 'Appointee (no change)' below. 

If individuals required to take action in PTQ cannot see their PTQ appointments/tasks in Access Online, select the row that displays the 

Name/Organization Code of the individual(s) who must take action in PTQ. This will only change the Role Location Code for the appointment 

data going to US Bank; data going to other systems and identified within PIEE/JAM will not change. 

Appointment 
Certification 

Select the I concur with the Appointment Certification button. 
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Comments 
Comments can be entered for the A/BO portion of the Appointment. After comments are entered, click the Submit button. 

 

 
 

Comments can then be entered for the CO portion of the Appointment. After comments are entered, click the Submit button. 

 

 
 

Sign 
Approving/Billing 

Official 
Appointment 

Sign the Appointment by selecting the Sign button. 
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Continue with the Signature process and sign with the appropriate Authentication method. For additional help with Smart Card Authentication, 

visit the FAQ Certificate Modernization section of the WBT on the homepage under ‘Info for all Users’. 

Success 
Upon successful signing, a success page and message will be displayed. The CO Appointment email notification will be sent to the 

Delegating/Appointing Signatory for approval and the A/BO Appointment email notification will go to the Supervisor for approval. 

 

 
 

When the A/BO and CO roles are initiated as a combo, they may only be activated by the GAM once both Appointments are approved and 

must be activated or deactivated simultaneously. 
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