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Procedures for Logging CRRB Activities and Filing Documents to the CRRB CnE Workspace

Refer to the SCPPM directive “Contract Requirement Review Board (CRRB)” for guidance on documents required for CRRB procedures.
Documents must be completed and saved to your hard drive before uploading to the CnE.
Step 1.

Navigate to:

Landing Page
https://cne.cse.spawar.navy.mil/portal/page/portal/Headquarters/HQ_20 

Step 2. 

Click Workspaces, then Select All Workspaces. 
[image: image1.jpg]( :\ Collaboration and Execution

The Sharing ledge to the Benefit of

oTkzRacaz | | Contant Servicss |y Web Confersncin

[ Calendar (2 Tasks B

ocus on Collaboration [] Use

Lo rean- L nates | vevaggiosiorce | progams/prgects SPAWAR Commurity Madel | 1





Step 3.

Select the Contracts Requirement Review Board (CRRB) Workspace
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Step 4. 

Click on Library
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Step 5. 

Look for the FY _ _ CRRB Tracking Log and Select it by clicking on the file.
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Step 6. 

Select SAVE
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Step 7.

Click on Desktop and click Save.
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Step 8.

After the download, Click OPEN.
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Step 9.

Make your entry in the next open field and SAVE. The changes will automatically save to the desktop copy.
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Step 10.

Now we will upload the tracking log to the CnE Workspace. Click Upload, on the top right-hand side of the screen.
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Step 11.

Click BROWSE
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Step 12.

Click Desktop on the Left, then scroll until you find the updated tracking log and Click OPEN
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Step 13. 

Click Upload
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Step 14. 

Since we are overwriting the Log that is currently on the CnE with the new updated copy, select “Upload New Content” on the Action drop-down box. Then Select OK.
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****You are now done uploading your updated tracking log onto the Library. ****
Now you will create a CnE folder for, and upload, the supporting documents for your CRRB entry. Refer to the SCPPM directive “Contract Requirement Review Board (CRRB)” Toolbox for the list of documents required for filing in the CnE.  Have these documents completed and saved on your drive before proceeding to the next steps.
Step 15. 
From the Library folder, select the CRRB FY_ _ folder that corresponds with the documents you are uploading.  Normally, this will be the current FY.

 (Note: If you are archiving to a previous FY, you will follow these instructions as well)
[image: image14.jpg]SHAR
7 CE o=
’ Collaboration Suite Workspaces My Workspaces

v > Contract
Current Folder: Library

New Folder) (Upload) ((Goto Content Senvices
Search Filter By Name Go)

@ ‘Select items and ... Add To View ) (_Copy ) (Move ) Delete ) Nofify
o

Select Al | Select tione

o Ovenvie Select Name - |action  Status Size _|Last Modified By |Last Modified [pescription
(] % Rosa Alvarez Oct4, 2010 11:21 AM
[m] Rosa Alvarez Nov 5, 2010 10:59 AM
o Mestings
. O Sharon Pritchard Jan 21, 2011 4:42 PM
o Tosts
o Rosa Alvarez \Aug 25, 2010 2:29 PM
* anaouncements u] ‘Sharon Pritchard _|Apr 19, 2010 9:44 AM
* Discussions system Feb 1, 2011 8:15 PM
9100, 45.0KB Rosa Ahvarez Feb 2, 2011 2:25 P

@

? con

New Folder) (Upload) ((Goto Content Senvices

My Workspaces | P

| Logout | Hels




Step 16. 
From the FY_ _ folder, select New Folder at the top right of the page. If you are adding to an existing folder, select the folder and skip to Step 18.
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Step 17. 

Name the folder per the naming convention specified below, using the respective SSC and CRRB number (see example). Then, type in a brief document description in the box. When done, click OK.
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Step 18.

You are now in the main FY_ _ folder. Click on the folder that you just created for your documents.
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Step 19.

Click on Upload.
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Step 20.
Click on Browse to look for CRRB supporting documents on your hard drive. The file name should be descriptive; as an option, you can enter a description for your document in the box provided. Click Upload when finished.
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***The CRRB documents should now be in the folder. ***
Notifying the CRRB Workgroup Members:
Once you have finished uploading the updated tracking log and added supporting documents to the respective folder, notify the CRRB workspace members of these updates. 

Step 21. 
Go to the Library. Check the box next to the Tracking Log, and then click on the Notify button.
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Step 22. 

The message box will contain a default notification; this message can be edited to specify new changes or updates that you want to notify the workspace members of. The list of recipients is automatically populated. Once you are satisfied with the message, click Send. This message will be sent to all members of this workspace group. 
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Done!

***Follow these steps every time you add a new CRRB. ***
The POC for these procedures is Rosemary Alvarez (Brace Management Group) - (858) 537-0351, rosa.m.alvarez.ctr@navy.mil 

