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PROJECT OFFICER/COTOR

Open the CPS – Open a browser (preferably Internet Explorer)

1. Type in URL:  https://cps.nih.gov
2. Type in your Login ID and Password

3. Click the "Login" button
· Note – If the system prompts you to change your password; follow the prompts to do so. When the "Change Password" screen is closed, Click the "Update Profile" button to update your profile.
4. Click the "Evaluation Status" tab.

5. Locate the evaluation (if you have more than one) and Click on the green icon located in the first column.

6. Click “Ratings” Tab on the navigation bar 

7. Enter ratings and comments – Enter all the required information

8. Click “Additional Info”  and “Admin Info” Tab  on the navigation bar  - Enter all required information

· Note – If you would like to have a printed copy of the evaluation, click on the "View/Print" tab.  A hard coded copy of the evaluation will appear.  To print a copy roll down to the bottom of the page click on the hypertext "Display Print Version" and either click on the printer icon on your browser's tool bar or click "File" and then "Print" from your browser's menu bar.

· Close the Display Print Version Window
9. If you do not want to print the evaluation scroll to the top and click the next tab  "Assign/Submit".
10. Click the "Send Comments Back" button to send the evaluation back to the Contracting Officer.

11. Click the "Log Out" button on the blue menu bar.

12. Close your browser.

UPDATE/CHANGE USER PROFILE

Open the CPS – Open a browser (preferably Internet Explorer)

Type in URL:  https://cps.nih.gov
Type in your Login ID and Password

Click the "Login" button

Note:  

· If you have more than one role assigned the "Select a Role" screen will appear.

· Click "CPS – Project Officer" 

· Click "Continue"

Modify your profile information.

· Click Update Profile.
