
  
 
 
 

 

JAM Roles 
The Contracting Officer (CO) or Contract Specialist (CS) have access to perform the Reassign Process.  However, the CS 
cannot sign the Designation Letter. 

Navigation PIEE Portal > Login as CO or CS > JAM > My Appointments > Search for COR Appointments Where I am the CO/CS > 
Hyperlink for the Appropriate Pre-Award Number 

Reassigning 
Pre-Award 

Log into PIEE.  Sign in as a CO or CS and then select the JAM (Joint Appointment Module).   

NOTE:  This guide shows the process for a CO. 
 

 

Reassign Pre-Award to Contract Number in JAM 

PIEE Homepage JAM Module My Appointments
'COR Appointments Where 

I am the CO'



When the JAM home page displays, click on the My Appointments drop-down at the top of the page and select ‘Search 
for COR Appointments where I am the CO’. 

 
 
Click on the hyperlink for the appropriate Pre-Award Number 

 
 
 
 
 



Click on the Contracting Information section to expand the information. 

 
Click the ‘Reassignment of the PreAward Contract’ button. 

 
 
 
 
 
 
 
 



Enter the Issuing Office DoDAAC, the Contract Number, and the Delivery/Task Order Number. 

 
When the required information is entered, click the Reassign Button. 

 



Fill in all required information. 

NOTE:  Required data is marked with an *. 

 
1 Note: The Reassignment button will remain until the submission. After reassignment is submitted and the Designation Letter is created, the CO 
cannot reassign the Pre-Award again. 

2 Note: There are several drop-down boxes on the form. 

 



A drop-down menu is available for CO, CS, Quality Assurance POC, and Administrative Contracting Officer. 

 
 
 
 
 
 
 
 



The CO will also need to enter the Period of Performance Monitoring dates and Contract Place of Performance. 

 
Enter the QA Surveillance Plan/Waiver information. 

 



The CO verifies that COR Training and Supervisor information is current. 

 
 
 

 



Click the ‘Certify All’ button after reviewing the List of Certifications. 

 

In the Designation Letter section, click the ‘Add Designation Letter’ button to fill out and add the Designation Letter. 

 



Once the required information is added to the Designation Letter form, click ‘Add’ button. 

 

 

 

 

 
 



CO enters required information in the pop-up modal and clicks the ‘Sign’ button to sign the Designation Letter. 

 

After clicking the Sign button, the CO will get a message that the Designation Letter has been added.  At the bottom of 
the screen, select the ‘Approve’ button. 

 



 
CO clicks ‘Yes’ button to approve the nomination. 

 
CO has re-assigned the Pre-award and the appointment is now pending the COR signature. 

 

COR Approval 
 

The COR logs in to JAM and selects ‘My Appointments’ and then selects ‘Search for COR appointments where I am the 
COR’ or ‘Search for COR Appointments where my signature is Required’ from the My Appointments drop-down list. 

 



COR clicks on the hyperlink for the Pre-Award number pending COR signature. 

 
In the Designation Letter Section, the COR clicks ‘Signature Required’ button to sign the Designation letter. 

 
 



COR clicks the ‘Sign’ button at the bottom of the Designation Letter. 

 
COR enters the required information in the ‘Sign Designation Letter’ modal and clicks the ‘Sign’ button. 

 



There will be a message that the Designation Letter has been updated.  The COR will click on the ‘Approve’ button. 

 
The COR clicks ‘Yes’ to approve the Nomination. 

 
Once approved, an email is sent to the Primary and Alternate Supervisors and the COR. 

 



Supervisor 
Approval 

The Supervisor clicks on the link in the email to approve the Nomination. 

 
 
The email link takes the Supervisor to the CAC/PIVCAC authentication.  Press the CAC/PIVCAC Authentication button to 
continue. 

 
 

 



In the Designation Letter section, the Supervisor clicks the ‘Signature Required’ button to sign the Designation letter. 

 
Supervisor clicks the ‘Sign’ button at the bottom of the Designation Letter 

 



The Supervisor clicks the ‘Sign’ button in the modal to sign the Designation letter. 

 
An Info Message appears in the Workflow History section to acknowledge that the Designation Letter has been updated. 

Supervisor clicks the ‘Approve’ button to approve the Nomination. 

 
 



Supervisor clicks the ‘Yes’ button in the Approve COR Nomination modal to approve the Nomination. 

 
An Info message will confirm that Supervisor has approved reassignment of the nomination. 

 
In the Workflow section, it will show that the Status is ‘Active COR’. 

 



 

The Search View will now show the Status as ‘Active COR’ and the Contract Number is populated. 

 
 

 


