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Your user ID and password will replace your Trading Partner Identification Number
(TPIN) as the method of logging into your Central Contractor Registration. Once a user
account is created, you may invite a CCR Alternate Point of Contact (POC) as well as
Maintenance Users. Maintenance Users have the ability to update and renew
registrations associated with their user accounts. The only function Maintenance Users
do not have is the ability to edit the CCR Primary or Alternate POC.

User Account Guide

Below are step-by-step instructions for:

1. Creating a User Account—for users who currently have a TPIN or Confirmation
Number

Creating a User Account—for new users

Adding a Maintenance User to a registration

Removing a Maintenance User from a registration

Linking a DUNS number to a user account

Updating the CCR Primary or Alternate POC when it is "View Only"

AT

*Please Note: Passwords will now expire every 60 days per security policy.

1. Creating a User Account—for users who currently have a TPIN or
Confirmation Number:
e Start from the homepage http://www.ccr.gov/.
e Select “Update or Renew Registration”.
e Select the appropriate entity and click “Continue”.
e Use TPIN or Confirmation Number log in and enter your DUNS and TPIN or
Confirmation Number.
e Select “Log in”.

% A message is displayed confirming that your login is correct, and
prompting you to select the appropriate option to link your registration to a
user account.

++ An option to create a new user account is also displayed.

e Click on “Create New User Account”.



User Account Guide February 12, 2009

CENTRAL e g
R ﬁONTRA(:TOR B, k<
EGISTRATION v
i

Search CCR
New Registration Help

User Account

. Quit CCR

Update/Renew

Attention Existing Users: In order to safeguard your records and allow you to easily manage your registrations, login procedures
have changed. Befere getting started, please take a moment te review the User Account Guide. An FAQ page is also available to
help you through the process.

To convert your TPIN login to a User ID and password, log in here.

Your login is correct, and the DUNS number is registered in CCR. You must select the appropriate option below to link this
registration fo a user account.

Create New User
Account

[ Create New User Account ]

Please click the above button to create a new
CCR user account.

User Account Login

User Account Login

If you have an existing CCR user ID and
password that you have created since
December 21, 2008 when this login method
was implemented, please click here to login to
your account.

Mote to all Users: This is a Federal Government computer system. Use of this system constitutes consent to monitoring at all times.

Version 4.08.2.3.
/erA
.gov
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e Type in your email address, then select “next”.
¢ Important: The email address provided must match the existing email on

file for the CCR Primary or Alternate POC. The data you provide here
will also be used within the registration for your CCR POC information.

+ The Create your User Account page is displayed. You will be prompted to
create a user ID and password. Instructions for both are listed on that page.
When satisfied with entries, click “Next”.

¢ Once you create your user ID and password and click “Next”, CCR
verifies that the password meets the criteria given and that the user ID has
not already been used. If one of the fields fails verification, you will be
given a message prompting you to create a different user ID or password.

e I[fthe user ID and password you create meet the criteria, when you click “Next”,
the “Account Information” page is displayed.

e Enter your name and contact information. Note that User ID, First & Last Name,
Phone number and Email are all mandatory fields.

e Upon completing your account information, select “Next”.

e Now you will be prompted to create security questions.

e Use the drop-down option to select a question; enter the answer in the box to the
right; and then click “Add Security Question”.

2
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Repeat this process until you have at least five question-answer sets. Then click
on the “Next” button.

A message is displayed prompting you to save the user account information and
continue creating or editing your Trading Partner Profile or annual validation.
Click on “Next”.

Your registration is displayed and ready for you to update and renew.

2. Creating a User Account—for new users:

Start from the homepage http://www.ccr.gov/

Select “Start New Registration”.

Select the appropriate entity and click “Continue”.

Read the instructions, and then click “Continue with Registration”.

Enter your DUNS Number and click on “Next”.

Enter company information (Legal Business Name & Physical Street Address),
and click “Next”.

If the D&B data is correct, click “Accept/Continue”.

« Log in or create a new user account options are displayed.
Click “Create User Account”.
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The Create Your User Account page is displayed. Enter a user ID and password.
Instructions for both are listed on the page. Click on “Next”.
+*+ Once you create your user ID and password and click “Next”, CCR
verifies that the password follows the required criteria and that the user ID
has not already been taken. If one of the fields fails verification, a message
is displayed prompting you to create a different user ID or password.
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e If'the user ID and password you create meet the criteria, the Account Information
page is displayed.

e Enter your name and contact information. Note that User ID, First Name, Last
Name, Phone number, and Email are all mandatory fields.

e Upon completing your account information, select “Next”.

e Now you will be prompted to create security questions.

e Use the drop-down option to select a question; enter the answer in the box to the
right; and then click “Add Security Question”.

e Repeat this process until you have at least five question-answer sets. Then click
on the “Next” button.

e A message is displayed prompting you to save the user account information and
continue creating or editing your Trading Partner Profile or annual validation.

e Click on “Next”.

e A “New Registration” screen is displayed. Click “Continue”.

e Next, the CCR registration instructions page is displayed. Read the information,
and then click “Continue”. The first page of your registration, General
Information, is displayed.

3. Adding a Maintenance User to a Registration:
e Start at your User Account page.
e Under the “CCR Registrations linked to your account” section, click on the
"Users" link for the registration you wish to add a maintenance user to.

CENTRAL
R ConTRACTOR
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[ User Account ] [ Edit User Profile I [ Change Password I [ Manage Security Questions ] l Add Mew Registration ]

User Account

Welcome Ethel

CCR registrations linked to your account

DUNS  CAGE Status %;eiﬁw Company Name StateLast Action Registration
oy NEW - NOT YET _ ANGELES PRECISION ca Incomplete Registration Izst View
ACTIVE ENGINEERING LLC referenced 01/05/2009.__ Update/Renew
NEW - NOT YET Incomplete Registration last View
TR ACTIVE - ANGEL INNOVATIONS, INC.  CA  eterenced 01/06/2009... Update/Renew
NEW - NOT YET BENJAMIN STEEL COMPANY Incomplete Registration last View
[ERIRTERLE e - INC OH  referenced 01/06/2009... Update/Renew

Add an existing registration to your profile

To manually add a registration to your account, enter its DUNS number below. Once added, TPIN authentication will be disabled for that registration. and you
will need to visit the registration fo assign a new alternate CCR point of contact.

DUNS:

Note to all Users: This is a Federal Government computer system. Use of this system constitutes consent to monitoring at all times.

/—*
USA.gov

G
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e Under the “Add User” section, select the “Access Level” drop-down menu list
and select “Maintenance”.

CENTRAL
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[ User Account } [ Edit User Profile ] [ Change Password ] [ Manage Security Questions ] [ Add New Registration I

Manage Users for DUNS: 001521421

The existing user cannot be removed. To remove a user more than one account must be assigned to this registration.

Users assigned 1o this registration
User ID Type Name Email Address Phone Number Delete
testuser2 Primary e @dla.mil 2699611234

Pending Invitations

Invitee ype Invitation Date Invited By
@bpn.gov Alternate 01/05/2009 testuser2
Add User

Existing users will receive an email notifying them of this invitation and requesting that they sign in to accept or deny. New users will receive an email invitation to
create a CCR user profile that will be assigned fo this registration upon completion. A Maintenance user will have the ability to access. update. or renew all
registration data except Primary or Alternate POC data.

Email AddreSsibeGUEl .

Confirm Email:

Note to all Users: This is a Federal Government computer system. Use of this system constitutes consent to monitoring at all times.

T
USA.qov

G

e Enter the email address for the person you wish to invite as a maintenance user.
Enter the email address again in the Confirm Email field. Click on “Add User”.

e The individual to whom the invitation has been sent is now listed in the “Pending
Invitations™ section.

e Once the maintenance user has accepted the invitation and created a user account,
his or her name is shown under the “Users assigned to this registration” section
with the user type listed as Maintenance.

e Multiple maintenance users may be assigned to a registration.

4. Removing a Maintenance User from a Registration:

e A Primary or Alternate CCR POC may remove a maintenance user from a
registration. Start at your User Account page and click the “Users” link for the
appropriate registration.

e Next, select the “Remove” link next to that user's name in the Users assigned to
this registration section. The registration is instantly removed from the user
account of the removed maintenance user.
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User Account ] [ Edit User Profile ] [ Change Passwaord ] [ Manage Security Questions ] [ Add New Registration ]

Manage Users for DUNS: 023858298

Users assigned to this registration

User ID Type Name Email Address Phone Number Delete
testdoc3 Alternate R S M @bpn_gov — * Remove
testdocs Primary @bpn.gov Remove

[Remuave this profie from the registration.

Pending Invitations

Invitee Type Invitation Date Invited By
[—_ @bpn.gov Maintenance 12/15/2008 testdoc3
Add User

Existing users will receive an email notifying them of this invitation and requesting that they sign in to accept or deny. New users will receive an email invitation to
create a CCR user profile that will be assigned to this registration upon completion. A Maintenance user will have the ability to access, update, or renew all
registration data except Primary or Alternate POC data.

Access Level: [ IMaintenance v|
Email Address |

Confirm Email: [

Note to all Users: This is a Federal Government computer system. Use of this system constitutes consent to monitoring at all times.

/_—#'
USA.g0v.

G

5. Linking a DUNS Number to a User Account:
e One or multiple registrations can be added to a user account if that user is the
current CCR primary or alternate POC for that registration.
e Start at the User Account page.

e Under “Add an existing registration to your profile” section, enter the DUNS
number and click “Next”.
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[ User Account ] [ Edit User Profile I [ Change Password I [ Manage Security Questions ] l Add Mew Registration ]

User Account

Welcome

CCR registrations linked to your account

DUNS  CAGE Status %@;ﬁw Company Name State Last Action Registration w:—:rasgg
Registration expired on 05/19/2008; View
020046406 5YBWS EXPRED05/19/2008  CHICAGO, CITY OF 1L o8 Bio0 & LT S— Users
LONG ISLAND BUILDING Active in CCR until 12/08/2009. An update  View
023858208 8MY37 ACTIVE 12/08/2009 7 P = e Users

Pending Invitations

You have the following registration invitations pending. Please accept or deny them. If you choose to deny then you will not be able to accept this DUNS until a
new invitation is received.

DUNS Invitation Date Invited By Access Level Actions
001521421 01/05/2009 testuser2 Aliernaie Accept Decline

Add an existing registration to your profile

To manually add a registration to your account, enter its DUNS number below. Once added, TPIN authentication will be disabled for that registration, and you
will need e regisiration to assign a new alternate CCR point of contact.

DUNS: 086307333

Mote to all Users: This is a Federal Government computer system. Use of this system constitutes consent to monitoring at all times.

/-x"
USA.gov

G

e Enter the TPIN for that registration and click “Next”. The DUNS number will
now be listed on your User Account page.

6. Updating the CCR Primary or Alternate POC when it is '"View Only":
e There are Update boxes located below the CCR Primary and Alternate POC
sections that allow you to make changes to those POCs.
e To update the CCR Primary POC, navigate to the Points of Contact registration
page and the box “Update Primary POC Information” located below the CCR
POC Primary box.
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[l CCR POC (Registrant Name) Primary

The Registrant acknowledges that the information provided is current, accurate, and complete.
NOTE: All CCR email correspondence will be directed to this person at this email address.

[ v | MName: |
[ v ] E-mail Address: | ‘@bpn.gov
[ v ] U.5. Phone |
MNumber: ©
[ v ]| Telephone
Extension:
[ v | MNon-U.S. Phone |
MNumber:
[ v | Fax Number: |

l Update Primary POC Information

If you invite a CCR Primary or Alternate POC, the CCR registration will
remain incomplete until that person accepts the email invitation. If the
invited POC does not have a user account, he or she must create one.
After the user account is created, the invited Primary POC must edit the
CCR registration and click "Walidate/Save" at the bottom of this page

Please select one of the edit button options below to update your CCR Primary POC information. Press the
"Validate/Save" button at the bottom of this page to apply your changes. To update your own contact
information, please select "User Account” at the top of the page next to Help and click "Edit User Profile” to
update.

Any POC replaced will be removed from this registration. If you are removing your own contact information
you will be able to make changes for the duration of this session but will no longer be able to access this
registration once you have signed off.

O Copy CCR Alternate POC to CCR Primary POC

O Switch CCR Primary POC and CCR Alternate POC

O Remove CCR Primary POC

O Invite CCR Primary POC

Invitee's Email Address:

Confirm Email:
O Clear Selection

e Mark your selection of Copy CCR Alternate POC to CCR Primary POC, Switch
CCR Primary and Alternate POCs, Remove POC, Invite POC, or clear selection.
Then click “Validate/Save”.

e To update the CCR Alternate POC Information, navigate to “Update Alternate
POC Information” located below the “CCR POC Alternate, then mark your
selection of Copy CCR Alternate POC to CCR Primary POC, Switch CCR
Primary and Alternate POCs, Remove POC, Invite POC, or clear selection. Then
click “Validate/Save”.

*Note- if you choose to send an invitation, the registration will remain incomplete until
the invited party accepts the invitation, creates a user account, and selects
“Update/Renew” for that registration. Then, they will need to navigate to the POC page
to validate/save at the bottom of the page.

STILL HAVING PROBLEMS? WANT TO AVOID CALLING THE HELP DESK?
CLICK HERE TO SEE THE MOST COMMON USER ID & PASSWORD
QUESTIONS AND ANSWERS.


http://www.ccr.gov/FAQ.aspx#accounts
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