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Addendums must be created in JAM.  Any CS or CO with access to COR appointments in JAM can manually add an addendum to a 
COR Appointment.   CO/CS must submit the appointment to the CO on the COR appointment for Addendum signature.  The form will 
display in the Designation Letter section of the COR appointment.   

Navigation PIEE Portal > Login as CO/CS  > JAM >  Search Contract > Add Addendum 

CO or CS Adding 
an Addendum to 

the COR 
Appointment 

 
Once the CO/CS is logged into PIEE, click on the JAM application icon button.  For this guide, we are showing the process of a CO 
adding an Addendum to the COR appointment.  The CO and CS processes for adding an Addendum are the same. 

 

 
 
 
 

CO/CS Adding an Addendum to COR Appointment 

PIEE Homepage JAM Module Contract Search Add Addendum



 
In JAM, CO/CS will select Search Appointments. 
 

 
 
 
The CO/CS will enter their search criteria to find the COR appointment requiring an Addendum.   

 
 



 
Find Appointment and select by clicking on the Contract Number. 
 

 
 
In the COR Appointment, scroll down to the Designation Letter section and click on the + Addendum button. 
 

 

 



 
The CO/CS fills out the mandatory information. 
 

 

 

 

 

 



 

After the information is entered, the CO/CS will click the Add button. 

 

 

 
Continue with the Signature process and sign with Authentication method displayed. For additional help with Smart Card 
Authentication visit the FAQ Certificate Modernization section of the WBT on the Homepage under info for all Users.  
Please note, if the user is a CS the Addendum will be sent to the CO for final signature.. 
 

 
 
 
 
 
 
Once the signature process is complete, the Addendum is added to the COR Designation Letter section.  An email notification is sent 
to the COR and Supervisor.  
 



 
 
 

 


