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SUBMITTER GUIDE

The following document provides step-by-step
illustrations of the major actions performed by
Submitters in the EVM-CR system:

« Obtaining an ECA Certificate
» Creating a CADE Portal Account
* Requesting access to a contract
* Uploading Documents

* Proper File Tagging

* |dentifying Report Dates
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ECA CERTIFICATE

 All users are required to have a valid CAC (Common
Access Card) or ECA (External Certificate Authority)

Certificate in order to establish an account on the
CADE Portal.

* The type of ECA Certificate required is a Medium
Token Assurance ldentity Certificate.

* To locate approved certificate vendors, visit the ECA
PKO Program Website at

http://iase.disa.mil/pki/eca/Pages/index.aspx
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To request access to the CADE Portal, first go to
http://cade.osd.mil/EVM/EVMOverview.aspx and choose the option

to Request Portal Access as shown below:

DCARC Portal

Paortal Login
hocess by EVM-CR, Wisual
Disgrlary'

thrmssst Forty e
| e o el LU [o 52 MR IRA 1

EVM-CR
Overview

The EWM Central Repositery (EVM-CR) & a joint effar batywe

s Cepralized repoming, cobection, and distribution for K
s & relfiable source of apthortatne EVM data and aooess

& Houses IR (Inegrated Program Managemsnt Regor
(MICAR) and ACAT 14 (MAIS} programs

» Approsamigtely B0 ACAT 14, LC, and 10 programs and

EVM-CR

IPMR Cost,

Please contact us at CADESuppori@ Tecolote.com if you already have a

CADE Portal account and require the EVM Submitter role added to your

user profile.
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ACCESSING THE EVM WEBSITE

/ \ w2 CADE Portal
Once your system =g

access is approved,
log in to the CADE A T
Porta| and CliCk the PORTAL HOME MY DASHBOARD ADMIN
EVM Application link to
access the EVM

Central Repository. SRS

\ ME‘H’H

My Dashboard

Pending items

There are no program plz
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REQUEST CONTRACT ACCESS

To request access to your contract(s):
 Choose My EVM

 Upload Home

» Click Contract Request tab

* Enter contract number and click Send Request

- Knowledge Portal

PORTAL HOME EVM HOME MY EVM CONTACT US

Upload Home

Upload Home Search Contracts
(*** EVM Data Only, No CSDR Data ***)

Submit Task Submission Status Assigned Contracts Submission History Contract Request

Please enter the contract number of the request.

Contract Number : |

| Send Request |
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UPLOAD HOME
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UPLOAD HOME: NEW SUBMISSION

Once you navigate to Upload Home, your submissions in Submitting status
will be displayed at the top of the page under Continue Existing Submissions.
To continue an existing submission, click Continue. To start a new
submission, click Start Submission under Start New Submission on Task.

Upload Home

(*** EVM Data Only, No CSDR Data ***)

m Task Submission Status Assigned Contracts Submission History Contract Request

Continue Existing Submissions

Program Name | Submission ID | Contract Number | Report Category(s) Contract Task | Contains Admin Files | Year | Month | Report Date | |

Example 24416 X¥0000-15-A4-0001 | Electronic Cost, Human Readable Cost, Format & | Task 1 Mo 2015 | 3 3272015 Continue | Sancel
Example 24527 ¥D000-15-A-0001 | History Task 1 No 2006 | 11 11/26/2006] | Continue | Chncel
Example 24547 ¥0000-15-4-0001 | Human Readable Cost Task 1 Mo 2015 | & Continue | Gancel

Start New Submission on Task
Click to continue
existing submission

Program | Contract Task
Example | X00D0-15-A-0001 | Task 1 ' Start Submission |
IS o

submission

Click to start a new |
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EVM

- JPARCA| UPLOAD HOME: TASK SUBMISSION

STATUS

 The Task Submission Status tab shows the status of all submittals.
» Click the respective submission box to start a new submission.

» Click Legend to view the color code legend.

Upload Home

Program; [

| | mymri
_——

Program

[*** EVM Data Only, Mg CSNE Nata ***)

s T et conrc

Contract Task Submission Status

| comract rumber: |

Contract
Pu000-00-4-000
P00
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Legend
ON TIME DELIVERY COMPLIANCE
On Time [Compliant
Late Mot UMN/CEFACT (if required)
Rejected Missing Total/Final
In Submitting No Data
Expected this Period
Missing UN/CEFACT
Net Required this Period Reguired
Mever Required Mot Required/Unclear
No Data
Submission Wistory  Comtract Request ON TIME DELIVERY COMPLIANCE
Applicable to: Applicable to:
* Electronic Cost - Electronic Cost
- Human Readable Cost - Format 6
* Format 6 * Farmat 7
* Native Schedule
Fitter Tasks || Clear Filter - CESR
* Format 7
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UPLOAD HOME: ASSIGNED CONTRACTS

* The Assigned Contracts tab provides a listing of all contracts assigned
to you as a submitter.

« If you are missing a contract assignment, please select the Contract
Request tab to request access (as shown on slide 5).

Upload Home

(*** EVM Data Only, No CSDR Data ***)

Submit Task Submission Status Assigned Contracts Submission History Contract Request

Currently Assigned Contracts

Prime Contract Number | Contract Task | Program Name | Program Manager | Contractor | Contractor Division

MOD00-00-N-0000 Multiple (4) ga” | Example Unkmown gg'!e: TBD ngrbne M/ A

Click to access
Contract Detail
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UPLOAD HOME: SUBMISSION HISTORY

The Submission History tab lists all submissions for your assigned
contract and the current status of each Submission ID.

Upload Home
(*** EVM Data Only, No CSDR Data ***)
Submit Task Submission Status Assigned Contracts Submission History Contract Request
Search Submission History
Submission ID: | | Contract Number: | | Report Categary: | All v
Submission Status: [Any Status V| Program: |All Programs v|
Report Date After: | |H Report Date Before: | |3
Search Submissions | | Reset Filters
Hide Search History Criteria
Submission ID Caf 5 Re| Date | Submission Date | Prime Contract Number | Program Name | Last Status Date | Last Status Set By | Status
24127 IPMR. Schedule 10/31/2013 | 9/11/2014 NO00O-C4-0001 Example 5/22{2014 System Published
24029 IPMR Cost, Formatted Cost | 11/27/2011 NO000-C4-0001 Example 7/28(2014 Jen Horner Submitting
24014 History 11/27/2011 | 7/26/2014 NO00O-C4-0001 Example 8/11/2014 System Published
23600 IPMR Cost 8/25/2013 NO00O-C4-0001 Examnple 4/4f2014 David Augsburger | Submitting
22055 Native Schadule 11/25/2012 12/12{2012 NOQOO-C3-0001 Example 12/23/2012 Systam Published

Click to access

| Submission Status I
Submission Detail
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UPLOAD SUBMISSION
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UPLOAD SUBMISSION: BROWSE/UPLOAD

» Navigate to Upload Submission by clicking Start Submission (as shown
on slide 7) at the bottom of the Upload Home page.

» Click Browse to search for your file and select the appropriate file type.
« Click Upload to upload your file.

Cancel Submission

Upload Submission

Program: Example
Contract Number J/ Task: NO0OO0O-00-N-0000 [ Test Task 2
Report: Month, Year: Sep, 2015 Submission ID: 53019

Unclassifed Documents Only

Select a file to Upload
Caution: The total size of each file must be less than 300 mb

[ no files selected ] tﬁﬁm@] File Comments: || Upload |

Uploaded Files |

Click to Browse I | Click to Upload I

‘ There are no files uploaded to this submission. |
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UPLOAD SUBMISSION: FILE TYPES

 When uploading a Machine Readabile file (XML, TRN, WSA) the system will
automatically detect the type of file you have uploaded.

 Machine Readable file types:
» Electronic Cost
« Format6
e Format?7
» History (WSA or multi-period XML)

 When uploading a Human Readable file (PDF, DOC, XLS, etc.) The system will
require you to identify the file that you are providing with the appropriate tag.

 Human Readable file types:
 Human Readable Cost (option to identify format 5 is included)
« CFSR
* Native Schedule
« Other (signature pages, etc.)

Afile labeled “OTHER” will NOT be credited as delivery of any particular report type. |
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UPLOAD SUBMISSION: MACHINE READABLE

* When uploading a Machine Readable file (XML, TRN, WSA) the system
will require you to identify if the file is Total (represents the complete

picture for this time period) or Component (represents a portion of the
total; such as a sub-contractor report).

» |f more than one Total file is submitted, the submitter needs to identify
which one is Final (the Total/Final file that represents the time period).

Sub Reports Prime Report
(Components) (Total)
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UPLOAD SUBMISSION: MACHINE READABLE

Fili Details Navigate File Periods

«  When a Machine Readable —~— ot e
. ) Current Pericd [nfomatnn AF || HEd4E016 =
file is uploaded the system e — e
will display a data extract o ' it
Mt L Performance Over Time
from the file as shown here. — roe oamets onene
« Validation errors/warnings will coR veader Dok m [ e
be shown in red. Rty _{Shweshe_{Swede | opince_[ucc Click to view Data
cs8 T atrw oo e QuUAlity Validation Report

and Performance Over

« To view the Data Quality e Time Chart
Validation report click the link e Peerearrervy Pasrver rovererra por

(see image on slide 16)

m E_Il'maf:fnmhl Hllr-ral{n-lqtltﬂm Culh-ld_{m'm Enltmmtmﬂm
» To view the Performance pustormance Massursssnt Baseling (PUE
Over Time chart click the link
(see image on slide 17) e e T
DAMIR Validation Failures and oo
Data Validation Warnings cu kst amngs
displayed I e s v o s
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UPLOAD SUBMISSION:
DATA QUALITY VALIDATION REPORT

Iﬁuhmlsslnn Data Quality Validation Reports

» The Data Quality e ‘

Program Rlame: ’ - Report To Oisbe:  I2I2R720012

Validation report displays et M

Cofiiract Task Mame:  #

a listing of aII. checks run — Click to Download
on the XML file. B to Excel

Data Valdaton Report

* |ndications of whether e = i ~
this file passed or failed T = "
each check. it R iy oo :

- FME [28C shouid b the seme order o m

° Ab|l|ty to download I’eport mescae el Data Validation checks

Fip ERZ should be the same ander o g oo .
to Excel. e menemean o @nd pass/fail indicator

PR BT should e the come order off esrabua & Eciradsd Frics Bl
PR EAL shioald e the e Qroker 0F PRt i Conindt idng Eve-IR
PR BT should be the: comes order off etk & Exirasd Conbract Jeding Bl
FASE EAL should e the same arder of resgrébuce 26 (28 EvIR
Larval L Cotn mhowic| ba cormstent batwean reparis [ B
Hikory il b hurvm rroe Hhar o Paricd (unkess i i S fie: pariod) MR K
Datucta! i chang ir: Lineal 2 W25 Elarrart Strachurs EMLCR
Ench W25 shersart maat repoet 8 'WES oode EM-CF: Datad Lavvad K
Ench RS akarsart m repoe & nama TR Datud Lavval
B cocem st ba uniguss scrom sl WES slemants EM-CF: Datad Lavvad K
P mach W25 alereant e roch, Cursdatr BOWS must ba prester Saan oragqual io0 | EVAMACE Dated Laval
P nach W25 shernant af roc, Curmdath SONT must be praster than orequal io 0 | EVAMSCR: Datail Laval K
R gach WSS dboresnt bngf node, Cursilytha: ROWE mast be grass Tuw of S 190 | EVACR [ s
Fonr gach 'S aderment: el nodies, BRAC raest b emaber e o el o [ Evb-CE Dt L
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UPLOAD SUBMISSION:
PERFORMANCE OVER TIME CHART

The Performance Over Time (POT) Chart provides a graphical
representation of the submitted Electronic Cost IPMR Data

Summary: PMB

200.000.000 -
% 150,000,000 ) ﬁ___,_/f—*"—ﬁf
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3 0-
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UPLOAD SUBMISSION: HUMAN
READABLE

When uploading a Human Readable file (PDF, MPP, DOC, XLS, etc.)
you will be presented with the screen below.

« Select the appropriate file type and click Continue.

Back Cancel Submission

Upload Submission

Program: Example
Contract Number / Task: N0O000-00-N-0000 / test Jen
Report: Month, Year: May, 2016 Submission ID: 61121

Upload

Processed File

Submission Options

File type could not be autodetected. Please choose an option from the following before continuing.
(O Mark File as "Other" type

() File is Native Schedule

O File is CFSR

' File is Human Readable Cost [_| Contains Format 5 Data

(U Delete and upload a different file Choose the appropriate file
Continue type and click Continue
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UPLOAD SUBMISSION: HUMAN
READABLE

« Continue to Browse/Upload all files for your current submission

* Once all files are uploaded, click Next Step to advance to
Review & Submit

Back Cancel Submission

Upload Submission

Program: Example
Contract Number / Task: N0O000-00-N-0000 / test Jen
Report: Human Readable Cost Month, Year: May, 2016 Submission ID: 61121

Upload Review & Submit

Unclassified Documents Only
Select a file to Upload

Caution: The total size of each file must be less than 300 mb

[ no files selected ] |[.E-Iﬂﬂ File Comments: | Upload
Uploaded Files
File Name File Type Contains Format 5 Data | File Comment Actions
;L EXAMPLE pdf.pdf | Human Readable Cost | No EXAMPLE pdf g x

Office of Performance Assessments and Root Cause Analyses (PARCA)



 The Report Date is the
ending date of the data
in the file.

* Report Date will auto-
populate if a machine
readable file is
submitted.

« |f a Human Readable
file is submitted,
submitter must enter
report date manually.

* Click Save Submission

« Click Submit.

UPLOAD SUBMISSION: REVIEW &

SUBMIT
T
Upload Submission
P —————
Coniract Humber | Task: /S = W

——
Recart: Mative Scheduls Hosis, Tears Dec, 2002 Sobmissos 100 68

Filns
Suhmission Tnipersation ;
Cnle #: Sl Catr & Prrogradni
Contract Tasks:
Contract Type: FRRACRST  Siast Date:  End Date:  Stops Contract Reporting®: ko EDI Reguired On Contract?: Yo

Submezzion Detals
— Poink of Contect Informaton
Aeport Date; Sy

LDealt: |

Enter ending date
of data in the file

Comment: |5y 4 DECEMBER [ME
e 25 chr.)

S ie i SLEATIE T

Click to Save |

Uipleadnd Fiiis

B
_..|..

|Flt FIEL-H-&IE

| Homes ,_'.;\.1..'-,5

Supimi

Click to Submit |
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SUBMISSION CONFIRMATION

Once you click Submit, all Reviewers and Submitters
assigned to the contract will receive an automated
email message alerting them to the submission.

If you have any questions, please contact
CADE SUPPORT
CADESupport@Tecolote.com
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f PARCA| REQUEST: RETURN TO SUBMITTING
) STATUS

» Did you forget to include a file? Did you find errors in your submission? Did
you accidentally upload a file to the incorrect task?

* You can request the Lead Reviewer to return the Submission ID back to
Submitting status. You can then add/delete/update files as needed.

 From Upload Home, navigate to the Submission History tab and click the
Submission ID# of the submission you would like returned.

Upload Home

(*** EVM Data Only, No CSDR Data **%¥)

Submit Task Submission Status Assigned Contracts Submission History Contract Request

Search Submission History

Submission ID: | | Contract Number: | | Report Category: |All v
Submission Status: [Any Status V| Program: [All Programs v
Report Date After: | |2] Report Date Before: | |2]
Search Submissions Reset Filters . . .
| Click Submission ID# to access

Submission Detail

Hide Search History Criteria

Submission ID | Report Category(s) | 2= it Uate | Submission Date | Prime Contract Number | Program Name | Last Status Date | Last Status Set By | Status
52975 Lo Tronic Cost 2/28/2010 | 10f5/2015 NDOOG-00-N-DA00 Example 10/9/2015 Jen Hommer Pending
52721 Electronic Cost 8/1j2015 9/25/2015 NOOOG-00-N-0000 Bxample 10/9/2015 Jen Homer Pending
52456 1/1/2015 10f9/2015 NDOOO-00-N-0000 Example 10§9/2015 Jen Homer Pending
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B 2 \PARCA| REQUEST: RETURN TO SUBMITTING
& STATUS

« On the Submission Detail page you will see a Submitter Actions menu.

» Click Request Submitting Status to send a request to the Lead
Reviewer(s) assigned to your contract.

Submission Detail
PROGRAM CONTRACT SubniEssion
Prograsm Hame: Sxample Contract Numsber; ROOG-00-M-0000 Su bmissom [0; 52455
. L1 H Reporting Conkractor: TED Conkrack Task; Test Tazk 3
Services DOD Sarvice: Wi Report Types:
Military Hamd books BLECTRONIC/ AUTOMATED SOFTWARE Contractor Location: Submissom States; Ferding
Weapons Sysiems OTHER e Codes

m Filles Reviewnrs  Comments

Submission Information

Submithar Bcticns

. 2014 ; ;
Year: 201 Month: 12 Historical PR Unknown Fuaguast Submiting Slaus

Report Date;  1/1/200% Submission Date;  LI32015  Swbmission Errors; 0

Sty Set By:  Jen Horner Siatus et Dale;  LOS201T

Swbmitter Bame:  Eoo Gosrher I= Draft: Mo -
Click here to request the
Fouat of Coneact Inforiation submission returned to you in the
Mame: Erc Guether  Phome;  253-304-1579 SubmiEttar Commant: Subm|tt|ng status.
Fax; Emall;  sguerberBteoskobe, com L
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REQUEST: RETURN TO SUBMITTING
STATUS

* Once the submission has been returned to you, you will find it under
Upload Home, Submit tab as shown below.

» Click to Continue or Cancel your submission.

Upload Home

(*** EVM Data Only, No CSDR Data ***)

m Task Submission Status Assigned Conftracts Submission History Contract Request

Continue Existing Submissions

Program Name | Submission ID | Contract Number | Report Category(s) | Contract Task | Contains Admin Files | Year | Month | Report Date

Example 52458 MO000-00-N-0000 Test Task 2 MNo 2014 | 12 1/1/2015 Continue | Cancel

Start New Submission on Task

e | e Task Click herg Contln_ue_or
Example | NOO0D-D0-N-0000 | Test Task 2 | Start Submission Cancel this submission

Example | NOJ00-D0-M-0000 | Test Task 3 | Stard Submission
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