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CCASS WORKFLOW INSTRUCTIONS 
1.  Contract Award  Provide contractor info on CCASS. 
· Register the Contract in CCASS

2.  Initiate an Evaluation in RMS:  Prepare in RMS within 60 days of Construction Completion Date – Actual (Date Facility Accepted), or at the time of contract termination.  

The following are the instructions for entering an evaluation in RMS and then forwarding the evaluation to CCASS:

· In RMS, click on the Closeout button at the top of the screen.

· From the menu on the left side of the screen click on Contractor Evaluation.

· Click on the Add button.

· Go through all of the tabs and enter all of the requested/required information.  

· Once all requested information has been entered, go to the Evaluated By tab (the last tab) and click the DD2626 Draft Completed checkbox and then click on the DD2626 Ready to be sent to CCASS checkbox.  NOTE:  Once the DD2626 Ready to be sent to CCASS checkbox is checked, RMS will forward the evaluation to CCASS (it will take two overnight system interfaces for the evaluation to be available in CCASS and provide a status in RMS).

· Email the Focal Point to let them know the evaluation has been initiated and available for release in CCASS. 

· Provide the Focal Point with Contractor Representative Name and email address and enter in RMS under the Prime Contractor screen.

· Focal Point establishes User ID and Passwords and notifies users of their User ID and Passwords if needed.

· Focal Point must Authorize Access to the following users: Contractor, Assessing Official (Block 12. Evaluated By – Resident Engineer or Area Engineer), and Reviewing Official (Block 13. Evaluation Reviewed By – Area Engineer or Contracting Officer. See SAD Contract Admin Manual Chapter 6 Paragraph 6.5
3.  Validate Proposed Ratings in CCASS:  Once the evaluation is available in CCASS, the Assessing Official should do the following:  

· Once notice has been received from the Focal Point that the Contractor Representative has been added to CCASS and the status in RMS shows “Evaluation initiated; waiting for Assessing Official signature,” then DOD login CCASS https://cpars.csd.disa.mil/cpars/app/home.do
· Select the To-Do List link from the list of menu choices.

· Select the appropriate contract.

· Review all information for accuracy and make any needed additions and/or corrections.

· When all of the proposed ratings and remarks are ready for the Contractor Representative’s review, then click on the Validate and Send to the Contractor button.  NOTE:  The Contractor Representative’s will be notified via email by CCASS that the evaluation is ready for review and input.

4.  Contractor Review:  After the Contractor Representative receives notice from CCASS that the evaluation is ready for their review, they will have 30 calendar days to review and respond.  

The Contractor’s Representative should do the following:  

· Contractor Login CCASS https://cpars.csd.disa.mil/cpars/app/home.do
· Select the To-Do List link from the list of menu choices.

· Select the appropriate contract.

· Review all information to see if they are in agreement with the ratings and remarks entered into the evaluation and then select the appropriate choice for concurrence.  
· In the Remarks section of the “Contractor’s Rep” tab, state reasons for agreement/disagreement with the submitted ratings.  

· If the contractor desires a meeting to discuss the CCASS evaluation, it should be requested in writing no later than seven days following their receipt of the notification.  A meeting will then be held during their 30-day review period. 

· When finished reviewing and entering their remarks, the Contractor Representative will then click on the Validate and Send to the Assessing Official button.  NOTE:  The Assessing Official will be notified via email by CCASS that the evaluation has been reviewed by the Contractor and is ready for further review and any necessary changes and/or input.

5.  Review of Contractor Comments and Finalization of Evaluation:  Assessing Official will review the Contractor Representatives remarks and concurrence.

If there is a response within 30 calendar days, then the Assessing Official will do the following: 

· Select the To-Do List link from the list of menu choices in CCASS.

· Select the appropriate contract.

· Review the Concurrence and the Remarks entered by the Contractor Representative.   At this time, the Assessing Official may make changes to the proposed ratings and to their entered remarks by choosing the Modify Ratings button.  NOTE:  If Modify Ratings is selected, then both the original evaluation (including contractor comments) and the modified evaluation are stored together in CCASS.  Whenever a modified evaluation is viewed, users have the option to view/print the original evaluation.    

· When the Assessing Official has finished reviewing the evaluation and made any needed modifications to the original ratings and remarks, click on the Accept the Ratings and Send to the Reviewing Official button.  NOTE:  The Reviewing Official will be notified via email by CCASS that the evaluation has been completed in CCASS and is ready for review and comment.  

If there has not been a response within 30 days, then the Assessing Official can retrieve the evaluation and continue with its processing by doing the following: 

· Select the To-Do List link from the list of menu choices in CCASS.

· Select the appropriate contract.
· At this time, the Assessing Official can make changes to the proposed ratings and to their entered remarks by choosing the Modify Ratings button.  
· When finished with reviewing and making changes to the original ratings and remarks, then click on the Accept the Ratings and Send to the Reviewing Official button.  The system will automatically remove Contractor Rep’s comments from the Contractor Rep’s Remarks Section of the evaluation and insert the following:  “The report was delivered/received by the contractor on (date).  The contractor neither signed nor offered comment in response to this evaluation.”  NOTE:  The Reviewing Official will be notified via email by CCASS that the evaluation has been completed in CCASS and is ready for review and comment.  

6.  Reviewing Official Comments and Closing of Evaluation:  The Reviewing Official will review the performance evaluation, add comments, and then close the evaluation.  

The Reviewing Official will need to do the following:

· DOD Login CCASS https://cpars.csd.disa.mil/cpars/app/home.do
· Select the To-Do List link from the list of menu choices.

· Select the appropriate contract.

· Review the evaluation ratings and comments from both the Assessing Official and the Contractor.  

· The Reviewing Official must acknowledge consideration of any significant discrepancies between the Assessing Official’s evaluation and the Contractor’s remarks.  If the Reviewing Official agrees with elements and comments, (s)he should provide a short narrative to reflect the conclusions and not just enter “I concur.” for the required remark.

· Once all required information has been completed, then click on the Validate and Close the Evaluation button to save and close the evaluation.  NOTE:  An automatic email notice will be sent by CCASS to the Contractor Representative and Focal Point.
Additional Information
Instructions for logging into CCASS:  (Effective October 1, 2006, a DoD Common Access Card (CAC) will be required for all DoD users accessing CPARS, ACASS, and CCASS.  Effective November 1, 2006, a DoD PKI Certificate will be required for all Contractor users accessing CPARS, ACASS, and CCASS.)  For lost or forgotten User ID and Passwords, contact the appropriate Focal Point. 

· Go to the following website: http://www.cpars.csd.disa.mil/
· Click on the CCASS link located on the menu bar on the left side of the screen.

· Click on the CCASS Logon link located on the menu bar on the left side of the screen.

· If needed insert your CAC Card into the CAC Reader.

· Click on the DoD Logon link located at the middle part of the top of your screen.

· Enter your CAC (Smart) Card Pin and then click the OK button.

· Enter your User ID and Password and then click on the Login to CCASS link. 

If you are a new CCASS user, then you will need to reset the password that was provided to you by the Focal Point.   The following are the instructions for new CCASS users after having successfully logging into CCASS:

· Complete the New User Information form and then click on Save User Password and Information button & Click on the OK button.

Users with Multiple CCASS Roles:  If you have multiple assigned roles within CCASS, then when you log into CCASS you will be logged in with the role that was used the last time you accessed the systems.  To be able to gain access to another role you will need to switch access levels in CCASS.  

The following are instructions for switching access levels (user roles) within CCASS:  
· Click on the Change User Profile/Switch Access Level button.

· Click on the pull down arrow and select the appropriate access level.

· Click on the Switch button

· Click on the Return to Main Menu button.

CCASS Auto Generated Emails: In addition to the CCASS generated emails referenced in the CCASS Workflow, the below list contains additional CCASS generated emails.  

· To the Assessing Official and Focal Point when a Final evaluation is due to be started (120 days before CCD).  Will continue weekly until the evaluation has been initiated and is in CCASS.

· If the evaluation has not been completed within the 120 day goal, then the Assessing Official and Focal Point will receive weekly CCASS emails until the evaluation has been completed.

· To the Assessing Official and Contractor Representative identifying evaluations that have been forwarded to the Contractor Representative for review and comment, but have not been returned to the Assessing Official.   This email is weekly and continues until the evaluation is returned by the Contractor Representative or is retrieved by the Assessing Official after the 30-day comment period has expired.

· To the Assessing Official when the contractor 30-day comment period expires.  This email is weekly and continues until the evaluation is returned by the Contractor Representative or is retrieved by the Assessing Official.

· To the Focal Point identifying evaluations that are archived because the completed evaluation is over 6 years old.

For further information the CCASS User Manual can be found by doing the following:

· Go to the following website: http://www.cpars.csd.disa.mil/
· From the menu on the left side of the screen click on the CCASS link.

· From the menu on the left side of the screen click on the Reference Material link.

· Select the ACASS and CCASS User Manual link.
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