Contractor Performance system user manual

Organization Administrator (OA) Instructions for adding, Modifying/changing, and/or Deleting Users. 

The role of the OA involves registering Contracting Officers and Project Officers/COTRs in the CPS for their specific organization. 

There are three basic functions the OA can perform while logged onto the CPS:  1) Register New Users, Change a User's Profile and Delete a User's Profile when individual leaves organization 2) Your Profile and 3) CPS Usage Statistics.  Note it is the OA's responsibility to delete a User's Profile when the user leaves the organization.

1)  Register User:  This is where you can add a new user profile, update/change a user profile or delete a user profile.

*       Add a new user profile (Contracting Officer or Project Officer/COTR)

        Click the tab "Register User"

        Click the option "Add a new user profile"

        Click "Continue"

        On the next screen enter the individual's email address, last name, first name, phone number, Login ID, password and the password again to confirm.  These are required fields and are identified by an asterisk.  You may also enter the individual's middle initial, extension and fax number.  These fields are optional.  (Note - you make up a Login ID and Password.  Two emails are generated by the system.  One to tell the user they have been registered with the CPS and will give them their Login ID you assigned, the web site for the CPS and will specify the role they have been assigned.  The other email will give them their Password you assigned.  When the user logs onto the system the first time they will be given a one-time opportunity to change their Login ID but must change their password.)

        Click "Continue"

        Choose the individual's organization by clicking on the "Organization" button

        Click "Select a Role" (Roles available to the OA are Contracting Officer and Project Officer/COTR)

        Note:  Leave assignment rights as they are!

        Click "Assign the Role"

*       Update/Change a User Profile

        Click the tab "Register User"

        Click the option "Update/Change a user profile"

        Click "Continue"

        Click on the hyperlink "Find User"

        Enter the user's last name, first name or email address in the corresponding text box

        Click "Find User"

        Click on their Login ID

        Click "Continue"

        From here you can change a user's profile data, reset their password or add a new role.

*       De-activate a User Profile

        Click the tab "Register User"

        Click the option "Deactivate a user profile"

        Click "Continue"

        Click on the hyperlink "Find User"

        Enter the user's last name, first name or email address in the corresponding text box

        Click "Find User"

        Click on their Login ID

        Click "Continue"

        From here you can deactivate a user's profile by selecting the role you wish to deactivate.

2)  Your Profile - used to update your own profile information and change/reset your own password.

