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Roles and

Access

Workflow

Smart Form

Access

SPM roles with the ability to Create and Edit an Annual COR Inspection Checklist:
e Contract Officer (CO)
e Contract Specialist (CS)

e Manager
e Administrating Contracting Officer (ACO)
¢ Quality Assurance Point of Contact (QAPOC)

Upon creation of the Annual COR File Inspection Checklist in SPM, an email copy is sent to the COR,
QAPOC, and ACO.

Selecting the COR Surveillance and Oversight option from the SPM menu populates the Search Criteria
page. Enter the search criteria and select the Search button to display the desired search results. The

displayed results contain contracts restricted by role, agency, and Issuing DoDAAC.



Q COR Surveillance and Oversight - Search Criteria

Search As

Contracting Officer Representative

COR First Name

Equal To

Contract Officer First Name

Equal To

Supervisor / Commander First Name

Equal To

ACO First Name

Equal To

Contract Number

Equal To

COR Last Name

Equal To

Contract Officer Last Name

Equal To

Supervisor | Commander Last Name

Equal To

ACO Last Name

Equal To

Delivery / Task Order Number Pre Award Number

Equal To v Equal To v
Neomination / Appointment Status COR Type

- Select - v - Select - v
Confract Specialist First Name Contract Specialist Last Name

Equal To A Equal To v
QA POC First Name QA POC Last Name

Equal To v Equal To v
Issuing Office DoDAAC Home Organization DoDAAC

Equal To A Equal To v

A list of relevant contracts is returned.

Q. COR Surveillance and Oversight - Search Results

Showing 1103 of 3 sems

Display v tems.

COR COR Home COR. Nomination | Appeintment Pre Award ‘Contract

Mame  li Dodasc Trpe status Numbar Number
FusaIT Ermary Active COR EA30301203303
FusaT FPrimary Active COR W1SP7T110G402
Fusn? NA Active COR WOTGVN14D003S

Delivery | Task Order

233

WOIGVN14D00380020

Filter:
Centract Officer Contract Specialist Supervisor ! Commander Last Action Issuing Office. Reports in
201010308 FusaIT YES

Select the desired Contract link. Each contract contains the following sections:

Contracting Information
Contract Place of Performance
COR Information

COR Certifications

Contracting Office Certifications
Termination Letter

COR Documents

e Contractor Information

e QA Surveillance Plan/Waiver

e Supervisor/Commander Information

e Supervisor/Commander Certifications
e Designation Letter

o  Workflow History

e Period of Performance for Monitoring



Contract Maragsmen - Actve COA

4 Costracing Irformaticen

+ Coniracior Infarmaiion

4 Pariod of Padormanis fod Moniliing

+ Coniract Pace of Perormance

+ A Surseilancs Plan | Waiver

+ COR Certications.

# Soperiner [ Commancer Certicaton

+ Conracting Offcer Corloatons

To create, edit, or view a Smart Form, navigate to the COR Documents section. Click the Add Smart Forms

button and select the desired Smart Form.

Smart Form — COR StatusiProgress Report(s)
Display 10+ fiter x::;;:“ﬁ"m"‘:“*‘“ Filter:
selection Category 1§ Memorandum for the Record Document Document Description Created By Created On Status Actions
Status Reparts. ::t::::g;j:;gum ‘COR Status Raport {Smar Form) COR Status Report Hansen, Abby 2020/05/104 Reviewed ® View B Appove | @ Reject
aneviwrae T
+ 7dd Document) | [ AddmmrFom |
Required Fields for Document Submission include:
e Month Year
Annual COR Appointment From Date Appointment To Date
File e Assigned Duties Stated Date Signed by COR
Inspection o Date Signed by Supervisor Date Signed by CO
Checklist e Signed by Contractor Iltem Reviewed
Smart Form System Access and Documents e SPM COR Surveillance files contain the

(EDA/WAWF)

following section



Month *

Year*
warch v 209 v

Contract Number Delivery/Task Order Number

W15P 8332

COR Name GOR Supervisor

1. COR Training Course

1a Required COR Training Courses

Index Course

Required *

1c. Refresner Training

Index

Course

Contract Type Contract Expiration Date
DoD Contract (Non-FAR) 202206130
Justification Compistion Date
‘Completion Date Hours
Hours

2. ltem Reviewed

COR Designation Letter

Appointment From Date * Appointment To Date *

Date Signed by GOR * Date Signed by Supervisor ~

COR Termination Letter

Termination Date * Reason for termination *

Date Signed by GOR * Date Signed by Supervisor *

3. Syslem Access and documents (EDAWAWF)

3a. Does the COR have access to EDA to review the following: *
- Contract and all Modifications

- Orders and all modifications

- Other (List)

Ces

“'Ne

~NA

Assigned Duties Stated *

Select - v
Date Signed by CO * Signed by Contractor =
- Select -
Date Signed by CO *

3b. Does the COR have access to WAWF to review the following: *
- Invaices and Payment Documentation

- Receiving Reports

- Contractor Substainting Documents

- Other (List)

“Yes

ONo

ONA







Bongs ©

- Select -

Other (List) *
- Select - v

4n Contract Billing Review

Cost Contract: Cost Voucher Review Conducted by COR *
-Select - o

4i. Earned Value Management *

- Select - A

4j: Contract Performance

Contract Deliverables *

- Select - v

Contract Compliance *

- Selact - x

Contractor Assessment *

Select

4K Warranty

Attachments

Attachment Name
+ a3

Adding

Attachment

To add attachments to the COR File Inspection Checklist, select the Add button in the Action column of the

Attachments section.

Attachments
Aftachment Name Actions.
History
Date Action By Email Phone Role Status. signature

The user is navigated to the Add Attachments page.




4 Add Smart Form - Annual COR File Inspection Checklist - Add Attachment(s)

Select Attachment(s) *

Choose File(s)...

Queue ~

File Name Action

No items added to the Queue. Click 'Choose File(s)' to add files to the Queue.

single * = Required Fields.

® Upload Ba & Help

1. To select a file to attach, select the Choose File(s) button and locate the file on the local file
directory. Attachment size limit is 24 MB.
2. Select the Upload button to complete attachment of the file to the COR File Inspection Checklist.

Attachments will be listed in the Attachments section and may be viewed or deleted using the buttons in the

Actions column.

Attachments

Attachment Name Actions

+ Aad

History

Select the Save button to save the Smart Form at any time or click the Submit button once all of the required

information is entered.

Click the Submit button to continue with the submission process. After selecting submit, enter the correct

password into the pop-up window. To move forward with the Submit process, select the Sign button.

Sign Annual COR File inspection Checklist

Save/Submi
t

Password *

| |
=2 2

After selecting the Sign button, the Annual COR File Inspection Checklist Smart form appears in the COR

Documents section of the Contract and can be Viewed, Edited, or Deleted.



0 e

= Agency Assessment

Display| 10 v | items Filter:

Category i Subcategory | MonthiYear  |I Document !1 Document Description !! Created By Created On osatus 11 Actions

COR File Checklist NA 0512020 t i Form) Annual COR File Inspection 2020/05/08 Submitted @ view |7 Edit
Checkist

‘Showing 110 1 of 1 items. k Previous
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