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Lead Reviewer Training 

• The following document provides step-by-step 
screenshots to illustrate the major actions performed 
by Lead Reviewers: 

– Requesting a DCARC Account 

– Logging into CSDR-SR System 

– Overview of Review Submissions 

– Reviewing and Commenting on CSDR Submissions 

– Searching Contracts 

– Submitting Date Change Requests 

– Viewing CSDR Plans 

– Program Planning Module Instructions 
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Requesting a DCARC Account 
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• http://dcarc.cape.osd.mil 
To request a DCARC Portal 
account, select the “Request 
Portal Access” link. 

 

• If you already have a DCARC 
Portal account, you do not 
need to register for a new 
account. Please contact 
DCARCSupport@Tecolote.com 
and request the CSDR-SR 
Reviewer role be added to 
your account. 

Requesting a DCARC Account 
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From the DCARC 
Home page select 

the “Request 
Portal Access” link 

https://traveler.tecolote.com/owa/redir.aspx?C=47d29616f87f45cb8da7909675368c74&URL=http://cade.osd.mil
mailto:CADESupport@tecolote.com?subject=CSDR Submitter Question
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• Create a username 
and password and fill 
out the user profile. 

• When completing the 
account request form, 
request the “CSDR-SR 
Lead Reviewer” role. 

• Click “Submit” to 
begin account 
approval process. 

 

Account Registration 
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Logging into CSDR-SR System 
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• After logging in, select the 
“CSDR-SR” link. 

 

• If you have an EVM-CR 
account and did not have 
to request a new account, 
select the “Request 
Application Roles” link to 
add the “CSDR-SR Lead 
Reviewer” role to your 
account. 

Logging into CSDR-SR System 
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Select the “CSDR-SR” 
link 

Select the “Request 
application roles” link 
to add “CSDR-SR Lead 

Reviewer” role 
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• Select “MY CSDR”  

• Select either “Program Planning” for CSDR Plan Development, 
or “Review Submissions” to view CSDR Submissions: 

Logging into CSDR-SR System 
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Select “MY CSDR” and 
either  

“Program Planning or 
“Review Submissions” 
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Overview of Review Submissions 
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Review Submissions 

• Click “MY CSDR” and “Review Submissions” to access 
submissions awaiting your review and view your 
assigned contracts: 

Select “MY CSDR” and 
“Review Submissions” 
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Review Submissions - Submissions 

• The “Submissions” tab displays all submissions 
associated with the Reviewer’s assigned contracts: 
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Review Submissions - Contracts 
• The “Contracts” tab displays all contracts assigned to the Lead 

Reviewer. 

• If no contracts are listed here, please email 
DCARCSupport@Tecolote.com with your contract number. 

 

mailto:CADESupport@tecolote.com?subject=CSDR Reviewer Question
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Review Submissions – Submission History 

• The “Submission History” tab displays a record of all 
submissions made to the Reviewer’s assigned 
contracts: 
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Review Submissions – Summary Report 

• On the “Summary Report ” tab, select “View Report” 
or “Export to Excel” to see a summary of all 
submissions for your assigned contracts: 
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Reviewing and Commenting on 
CSDR Submissions 
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Review Submissions 

• The “Submissions” tab shows all submissions on your 
assigned contracts that are awaiting review. 

• Click the Submission ID number to access the 
submission: 

Submissions awaiting 
review are shown 

here Click on the 
Submission ID 

Number to view the  
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Submission Detail 

• After clicking the Submission ID number you will be 
brought to the submission detail screen: 
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Submission Detail: View Files 

• Click the Files tab to view files uploaded with this 
submission: 
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Submission Detail: Validation 

• The Working Files table at the bottom will show files 
from any previous validations run by the Submitter. 

• Select the “Validate” button to run or re-run Validation 
on the select cost report files: 

 

Click “Validate” to re-
run the cPet 

Validation Error 
Report 



UNCLASSIFIED 

UNCLASSIFIED  

Submission Detail: View Data Report  
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• The Data Report is generated for all cost report 
submissions against the 2011 and 2007 versions of the 
Data Item Description (DID).  Reviewers can click on  
“View Data Report” to review Header Data, 1921 Cost 
Data, 1921-1 Cost Data, and 1921-2 Cost Data to ensure 
the data converted to XML will be viewed accurately 
within the Submit-Review database: 
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Submission Detail: Reviewers 

• Change the status to “Accepted” if you approve the 
submission or “Rejected” if a resubmission should be 
required. 

• If the comments box is too small you can attach a file with 
comments by selecting the + icon. 

• Remember to hit the “Save” button when you are finished. 
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Searching Contracts 
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Search Contracts 

• On the Submit-Review Home page, click on “Search 
Contracts”: 
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Search Contracts 

• Enter your search criteria in the fields and click 
“Search” to search your available contracts: 
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Submitting Date Change Requests 
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• Navigate to “MY CSDR” and select the dropdown option for 
“Review Submissions”:  

 

 

   26 

Submitting Date Change Requests 
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• On the “Review Submissions” page, select the “Contracts” tab: 

– Select the “Prime Contract Number” associated with the contractor or 
subcontractor requiring a date change 

– The “Contract Detail” page for the associated contractor will appear 

– Navigate to the “Submission Events” tab to view the events and request a date 
change 
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Submitting Date Change Requests 
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• On the “Contract Detail” page, select the “Event Name” associated with the submission event 
requiring a date change. 

• Navigate to the “Submission Event Details” tab and select “Make Date Change Request”: 
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Date change requests should be made prior to the expected submission date  

Submitting Date Change Requests 
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• Enter the requested as of and 
expected dates.  

• Explain the date change request in 
the “Description” field or upload a 
supporting document (e.g., schedule 
or SOW): 

– Date changes are only accepted for 
programmatic schedule slips 

• Select “OK” and an automated email 
will be sent to the DCARC Analyst 
responsible for the program, who will 
review the request and accept the 
date change if appropriate (usually 
within one or two business days). 
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Submitting Date Change Requests 
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Viewing CSDR Plans 
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Viewing CSDR Plans 

• To access the CSDR plans the DCARC has on file for your contracts you 
must access the Contract Detail screen for each contract. 

• You can access the Contract Detail screen by clicking on the contract 
number hyperlink on the “Assigned Contracts” tab on the Upload Home 
page: 
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Click on the Prime 
Contract Number to 

view the Contract 
Details 
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Viewing CSDR Plans 

• From the Contract Detail screen select the “Contract 
Tasks/Plans” tab: 
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Click on the “Contract 
Tasks/Plans” tab 
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Viewing CSDR Plans 

• Selecting “View” will allow you to access both the 
XML and Excel version of the CSDR plans that are 
currently on file: 
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Click “View” to 
download the XML and 

Excel versions of the 
approved CSDR Plan 
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Program Planning Module 
Instructions 
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Overview of Approval Process 

• Collaboration: Plan development phase where CSDR 

IPT members have action to submit or review CSDR 

Plans and supporting documentation 

• In Vote: Members of the CSDR IPT vote to approve or 

disapprove the plan package  

• Director Review: The DCARC Director will review and 

approve or disapprove the plan package 

• CAPE Review: The CAPE Director will review and 

approve or disapprove the plan package 

• Approved: The CAPE Director has signed and approved 

the plan 
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Step 1: Request a Program 
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2. Type in program name, or use the 

search criteria 
 

3. Check the box in the ‘Select’ 

column to select program 

 

4. Click ‘Send Request’ 

*Popups must be enabled 

 

5. Provide a short description of need 

for program access 

 

6. DCARC analyst reviews request 

and provides access within 1 – 2 

business days 

 

1. Click 

‘Request’ 
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Step 2: Request a Plan Package 

• Plan Package = A collection of related program, 

contract, or subcontract CSDR plans and supporting 

documentation that require DCARC and CAPE approval 
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1. Select the 

Program Name  

 

2. Click ‘Add 

CSDR Plan 

Package’ 
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Step 2: Request a Plan Package (cont.) 
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3. Create a ‘Plan Package Name’: 

a descriptive name to identify the 

CSDR plans included in this plan 

package 

 

4. Select a phase under ‘Plan 

Package Phase’:                      

the acquisition phase of the                           

program 

 

5. Fill out a ‘Plan Package 

Description’:                                    

a brief description of the CSDR 

plans this plan package will be 

capturing 

 

6. Select ‘Update’  to finalize 
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Step 3: Requesting a Plan Task 
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• Plan Task = A single program, contract, or subcontract 

CSDR plan, as well as the accompanying required 

documentation 

1. Click on the plus sign to request a plan task 
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Step 3: Requesting a Plan Task (cont.) 
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2. Create ‘Identifying Task’ name: the Prime Mission Product being captured in 

the CSDR plan 

3. Fill in ‘Plan Task Description’: a short description of the work being captured 

with the CSDR plan  

4. Enter as much available information as possible in the other fields 

5. Select necessary required documents (CSDR Plan, RDT, schedule, RFP/SOW 

language, and CDRLs) 

6. Click ‘Update’ to finalize the task request 
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Step 4: Uploading Documents 
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1. Click on plan 

number assigned 

by DCARC 

 

2. Click on      to add 

document 

 

3. Click ‘Browse’  to 

search hard drive 

and select a file 

 

4. Click ‘Upload’  to 

transmit document 

CSDR Plans should 

be uploaded as XML 

only. Uploading in 

other formats will 

result in loss of data. 
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Step 5: Editing Plans 
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View plan as Excel 

View plan as XML 

View Plan as PDF 

1. Click on     to edit 

plan  

 

2. Edit fields within the 

webpage using cPet 

Web Integration 

feature 

3. Click ‘Post as 

Proposed File’  

to finalize plan 

edits 
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Step 6: Adding Comments 

   43 

1. Under ‘Document’, the comment can be attached to one of the 

required document types, or “general” 

2. Under ‘Required Response’, the comment can be directed to a 

specific collaborator 

3. The comment can be added below, with or without a file attachment 

4. Click ‘Post Comment’ to finalize 
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Step 7: Sending Alert Emails 
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1. Located in the top left-hand corner of the plan package 

screen, click ‘Send alert e-mails’ 

2. Select email recipients  

3. Add desired message below 

4. Click ‘Send’ to finalize 
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Step 8: Casting a Vote 
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1. After all CSDR IPT members 

have reviewed plans, the 

DCARC analyst will set the 

status to “Vote” 

2. Automatic email will alert you 

that the CSDR plan package 

has been set to ‘In Vote’ 

3. Click on the plan package 

name 

4. Select ‘Accepted’ or ‘Rejected’ 

5. Add comment if applicable 

6. Click ‘Submit Vote’ to finalize 
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Step 9: Plan Finalization 

• Once the plan package has been voted on and accepted by 

all collaborators, the package moves to ‘Director Review’: 

 

 

• After DCARC Director approval, the plan package moves to 

‘CAPE Review’: 

 

 

• CAPE Director will approve the plan package, at which 

point the DCARC finalizes the plan: 
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Access Approved Documentation 

• CSDR Plans and supporting documentation that 

have been approved can be accessed through 

the Program’s “Approved Documentation” tab in 

the PPM: 
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