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DPC Admin users are the only users that can change or edit an email notification in JAM/SPM. The DPC Admin user is a department
lead who performs role activation and deactivation, deployment, department oversight, management of JAM/SPM email noftifications
and troubleshooting on behalf of all department users.

The system wiill provide an Editor to the DPC Admin user so that they view and edit email content that includes Email Notifications
in JAM and SPM. Features include:

e Filtering e Preview e Export to Excel
o Edit ¢ Change or add Recipients ¢ Activate/Deactivate email Notification

The Editor works the same in JAM as it does in SPM. The only difference is how the DPC Admin user gets to the Admin Emails.

For SPM log in to PIEE as a DPC Admin and navigate to the SPM Icon.
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Find and click the Menu button.

Surveillance and Performance Monitoring Module &= Menu i User : 8am JAM Admin

SPM/JAM Documents
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CORT Tool User Guide
cort admin doc upload test
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When the menu opens, DPC User will select the Admin Email section.

Surveillance and Performance Monitoring Module & Menu % Exit User : Sam JAM Admin
= Menu

Q, COR Surveillance and Oversight

Search and view/edit contracts for which you have an active role on a COR appointment in JAM or for which you
are actively performing surveillance

Bl COR Surveillance File
Search and View COR Surveillance File data

i Admin Reports - EDA

Open EDA in a new window to run Administrative Reporis

ol Admin Reports - PBIS
Open } in @ new window to run Administrative Reports.

& Admin Email
Edit’View Admin Emails h

Note: From this point on, the Editor for JAM and SPM are the same.



For JAM, log in to PIEE as a DPC Admin and navigate to the JAM Icon.
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Joint Appointment Module! Purpose Code Management Web Based Training

Find the Administration drop-down tab and select Admin Email
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Note: From this point on, the editor for JAM and SPM instructions are the same.

The Admin Email Notification search results includes the following data:

e Email Number o Status o Subject

Recipients e Email Description/Instructions e Action (Edit or Preview)



The DPC Admin user can opt to filter their results by certain criteria by entering information into the Filter field. As user types search criteria,
the system will automatically start filtering results.

Admin Email

Dispay 10 items —

Filter:  Inactive

Email
Number  Status Subject If Recipients Email Description/instructions Action
1 Active JAM POPM End Date Expiring and Contract Contracting Officer, Contract Specialist JAM POPM End Date Expiring and Contract # Edit
[[CONTRACT_DELIVERY_NO]] will go Inactive [[CONTRACT_DELIVERY_NO]] will go Inactive S uPreview
2 Inactive Annual COR OGE Form 450 Reminder Contracting Officer Representative Annual COR OGE Form 450 Reminder # Edit
@ Preview
Showing 1 to 2 of 2 items (filtered from 23 total items) Previous . Next

© Help 2 Export Resuils

A list of Email nofifications will appear. Search for the email that needs editing and select the Edit button.

Joint Appointment Module ~ Administration~ ~ COR Lookup ~ Contract Survelllance~  Warrants~  Exit User : Sam JAM Admin

Admin Email
Display 10 ~ | items

Email
Number Status |: Subject Recipients Email Description/Instructions

Active ACTION REQUIRED: Addendum to COR Contracting Officer ACTION REQUIRED: Addendum to COl
Designation Letter has been added to COR Designation Letter has been added to COR
Appointment Appointment

Active Addendum added to COR Appointment in Joint Contracting Officer Addendum added to COR Appointment in Joint # Edit
Appointment Module Representative Appointment Module @ Preview

Al ool g gt g iy st . GOl gl L I O RE QUIRED M ol il B |

ModLa:

Active COR Training Waiver for contract Contracting Officer COR Training Waiver for contract # Edit
[[CONTRACT_DELIVERY_MNQ]] expires in 7 days ~ Representative [[CONTRACT_DELIVERY_NQ]] expires in 7 days & Preview

Showing 1 to 10 of 23 items Previous

O Hepp 2 Export Results




Important Note: There is a 10-minute delay on any changes to take effect on updated email notifications after they are saved.

| INFO: Please allow 10 minutes for updates to take effect |

Description * Subject * Status * To @

l ACTION REQUIRED: Addendum to COR Designation Letter l ACTION REQUIRED: Addendum to COR Designation Letter Active hd Contracting Officer Representative -
COR Supervisors (includes Alternate)

Contracting Officer
Email Parameters
[ICO_NAME]), [[CS_NAME]], [[COR_NAME], [[CONTRACT DELIVERY_NOJI]

INFO: Please allow 10 minutes for updates to take effect

Description * Subject status * ©8 e

|ACTION REQUIRED: Addendum to COR Di I Agile 7243 ACTION REQUIRED: Addendun Active v Contracting Officer Representative -
‘COR Supervisors (includes Alternate)
Contracting Officer
Contract Specialist
o Administrating Contracting Qfficer
Editor Quality Assurance Point of Contact
Manager
Additional Signatory
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Agile 7243

Dear [[CO_NAME]],

[[CS_NAMEJ] has added an Addendum to the COR Designation Letter to [COR_NAME]]'s COR Appoiniment for [CONTRACT_DELIVERY_NOJ|. You must sign the Addendum ta acknowledge this change

Please log into PIEE and access the Joint Appointment Module (JAM) to view the COR Appointment. In JAM

1. Click the "My Appeiniments/Search for appointments where | am the CO" menu option
2. Find the Appointment associated with contract number [[CONTRACT_DELIVERY_NQ]] and click on the contract number link to open the appointment.
3. Review the Addendum to the COR Designation Letter and sign the Addendum

The COR and COR Supervisor will receive an email that an Addendum to the COR Designation Letter has been added to the appointment once the Addendum has been signed

Email Parameters

[[ICO_NAMET], [[CS_NAME]]. [[COR_NAME]], [[CONTRACT_DELIVERY_NO]]]

ave @ cancel

elp

Editable areas of the Email Notification for the DPC Admin:

1. Description 2. Subject 3. Status (DPC Admin can make email notifications active or inactive)
4. To (Recipients) 5. Body of Email



Once all changes have been made. DPC Admin user can select to Save the changes or Cancel the changes.

Joint Appointment Module  Administration~  COR Lookup ~ Contract Surveillance~ ~ Warants~  Exit User : Sam JAM Admin

Edit Email

INFO: Please allow 10 minutes for updates to take effect.

Description * Subject * Status * @

ACTION REQUIRED: Addendum to COR D Agile 7243 ACTION REQUIRED: Addendurr Active Contracting Officer Representative

COR Supervisors (includes Alternate)
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Selecting the Cancel button will take user back to the Email Search Results.

saving/ Selecting the Save button will fake user back to the Email Search results page with a success message that the
Email Notificaiton was successfully updated.
Cancelling
Edit Important Reminder: There is a 10-minute delay on any changes to take effect on updated email nofifications after they are saved.

Joint Appointment Module  Administration~ ~ COR Lookup  Confract Suveillance~  Warrants~

Admin Email

Email Notification has been successfully updated.
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Number  Status |: Subject Recipients
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[[CONTRACT_DELIVERY_NO]] expires in 7 days

Showing 1 to 10 of 23 items

@ Help 2 Export Resulis




To export the Admin Email Nofification Search results, select the Export Results button.

Joint Appointment Module  Administration~ ~ COR Lookup ~ Contract Surveillance~ ~ Warrants~ User : Sam JAM Admin

Admin Email

Email Notification has been successfully updated.

Display 10 v items Filter:

Email
Number Status 1: Subject Recipients Email Description/Instructions Action

Active Agile 7243 ACTION REQUIRED: Addendum to COR Contracting Officer Representative, COR Supervisors, Contract Specialist, ACTION REQUIRED: Addendum to COR Designation Letter # Edit ® Preview
Designation Letter has been added to COR Appoiniment Adminisirating Contracting Officer, Quality Assurance Point of Contact, has been added to COR Appointment
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[[CONTRACT_DELIVERY_NO]] expires in 7 days [[CUNRACT_DELIVERY_NQ]] expires In 7 days

Showing 1 to 10 of 23 items

2 Export Resulis

Sample Excel Spreadsheet Export:

Export Admin

Email Search R
File Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Help 1% Share 2 Comments
e el = y" AutoSum  ~
Results [fde Catior xR | ==E % Bwepe Generl | B B [voma Bad Good BB 3R ] | Zrem - A O
Bcowy ~ - Fill +
Paste B I U H. A 9 1 op | Conditional Formatas Neutral Check Cell —| | Insert Delete Format Sort& Find &
- |- A Merge & Center ~ . =
~  <¥ Farmat Painter = = erge & Lenter $-% 9 B8 Formatting~  Table + N - - @ Clear~ Filter ~ Select «
Clipboard ] Font [ Alignment ] Number [ Styles Cells Editing Sensitivity ~
E1 - fe | Email Description/Instructions v
A Il B Il < 1 o Il -
1 |Email Number Status  Subject Recipients Email Description/Instructions
2 | 1 Active ACTION REQUIRED: Addendum to COR Designation Letter has been added to COR Appointment Contracting Officer ACTION REQUIRED: Addendum to COR Desi
3 | 2 Active A 1added to COR i in Joint Appointment Module Contracting Officer Representative Addendum added to COR Appointment in J|
4| 3 Inactive Annual COR OGE Form 450 Reminder Contracting Officer Representative Annual COR OGE Form 450 Reminder
£l 4 Active  ACTION REQUIRED: COR Appointment 'Pending Supervisor Review" in Joint Appointment Module COR Supervisors ACTION REQUIRED: COR Appointment initi;
6 | 5 Active COR Appointment/Nomination Cancelled in Joint Appointment Module Contracting Officer Representative, COR Supervisars, Contracting Officer, Contract Speciali COR i / ion Cancelled i
7 | 6 Active COR Appointment/Nomination has been Rejected by COR in Joint Appointment Module Contracting Officer, Contract Specialist COR Appointment/Nomination has been R
8 | 7 Active COR Appointment has been Rejected by PCO in Joint Appointment Module Contracting Officer Representative, Cantracting Officer, Contract Specialist COR Appointment has been Rejected by P(
9 | 8 Active  COR Appointment/Namination has been Rejected by Supervisor in Jaint Appointment Module Contracting Officer, Cantract Specialist COR Appointment/Nomination has been Ri
10 9 Active  ACTION REQUIRED: COR Appointment 'Pending Supervisor Review' in Joint Appointment Module COR Supervisars ACTION REQUIRED: COR Appointment 'Pen
LUl 10 Active  ACTION REQUIRED: COR Appointment Te i inJoint i Module Contracting Officer Representative ACTION REQUIRED: COR Appointment Ten
12 11 Active REMINDER: COR Training Waiver for contract [[CONTRACT_DELIVERY_NO]] expires in 7 days Contracting Officer Representative REMINDER: COR Training Waiver for contra
13| 12 Active Qverdue - ACTION REQUIRED: COR ination is 'Pending COR Si ' Contracting Officer Represents e Overdue - ACTION REQUIRED: COR Nomina
14 13 Active Overdue - ACTION REQUIRED: COR Nomination 'Pending PCO Approval' In Joint Appointment Module Contracting Officer, Contract Spe: t Overdue - ACTION REQUIRED: COR Nomina
15 14 Active Overdue - ACTION REQUIRED: COR Nomination 'Pending PCO Review' in Joint Appointment Module Contracting Officer, Contract Specialist Overdue - ACTION REQUIRED: COR Nomina
16| 15 Active  Overdue - ACTION REQUIRED: COR Appointment 'Pending Supervisor Review' in Joint Appointment Module COR Supervisars QOverdue - ACTION REQUIRED: COR Appoint|
17| 16 Active Overdue - ACTION REQUIRED: COR Appointment 'Pending Supervisor Signature' in Joint Appointment Module COR Supervisars QOverdue - ACTION REQUIRED: COR Appoint|
18 17 Active  ACTION REQUIRED: COR Appointment 'Pending COR Review' in Joint Appointment Module Contracting Officer Representative ACTION REQUIRED: COR Appointment 'Pen
13 18 Active ACTION REQUIRED: COR ination is 'Pending COR Si ' Contracting Officer Representative ACTION REQUIRED: COR Nomination is 'Pen
20| 19 Active : COR Appointment 'Pending PCO Approval' In Jaint Appointment Module Contracting Officer, Cantract Specialist ACTION REQUIRED: COR Appointment 'Pen
21 20 Active : COR Nomination 'Pending PCO Review' in Joint Appointment Module Contracting Officer, Contract Specialist ACTION REQUIRED: COR Nomination 'Pendi|
22| 21 Active  ACTION REQUIRED: COR Appointment 'Pending Sup ' inJoint i Module COR Supervisars ACTION REQUIRED: COR Appointment 'Pen
23 | 22 Active  ACTION REQUIRED: POPM Change Addendum to COR Designation Letter has been added to COR Appointment Contracting Officer, Contract Specialist ACTION REQUIRED: POPM Change Addendu
24| 23 Active JAM POPM End Date Expiring and Contract [[CONTRACT_DELIVERY_NO]] will go Inactive Contracting Officer, Contract Specialist JAM POPM End Date Expiring and Contract
JamAdminEmails @ . v
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