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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 

• Identifying 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 Identity 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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CREATING AN ACCOUNT

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:

Please contact us at CADESupport@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

Once your system 

access is approved, 

log in to the CADE 

Portal and click the 

EVM Application link to 

access the EVM 

Central Repository.
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To request access to your contract(s):
• Choose My EVM

• Upload Home

• Click Contract Request tab

• Enter contract number and click Send Request
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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.

Click to continue 

existing submission

Click to start a new 

submission
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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.

Click box to start a 

new submission
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• 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).

Click to access 

Contract Detail
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• The Submission History tab lists all submissions for your assigned 

contract and the current status of each Submission ID.

Click to access 

Submission Detail

Submission Status
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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.

Click to Browse Click to Upload
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UPLOAD SUBMISSION: FILE TYPES

• When uploading a Machine Readable file (XML, TRN, WSA) the system will 

automatically detect the type of file you have uploaded.

• Machine Readable file types:

• Electronic Cost

• Format 6

• 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.)

A file 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).

• If 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

(Components)

< Prime Report

(Total)
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UPLOAD SUBMISSION: MACHINE READABLE

• When a Machine Readable 

file is uploaded the system 

will display a data extract 

from the file as shown here.

• Validation errors/warnings will 

be shown in red.

• To view the Data Quality 

Validation report click the link 

(see image on slide 16)

• To view the Performance 

Over Time chart click the link 

(see image on slide 17)

Click to view Data 

Quality Validation Report 

and Performance Over 

Time Chart

DAMIR Validation Failures and 

Data Validation Warnings 

displayed
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UPLOAD SUBMISSION: 

DATA QUALITY VALIDATION REPORT

• The Data Quality 

Validation report displays 

a listing of all checks run 

on the XML file.

• Indications of whether 

this file passed or failed 

each check.

• Ability to download report 

to Excel.

Click to Download 

to Excel

Data Validation checks 

and pass/fail indicator
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PERFORMANCE OVER TIME CHART

The Performance Over Time (POT) Chart provides a graphical 

representation of the submitted Electronic Cost IPMR Data
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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.

Choose the appropriate file 

type and click Continue
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READABLE

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

• Once all files are uploaded, click Next Step to advance to            

Review & Submit
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UPLOAD SUBMISSION: REVIEW & 

SUBMIT

Enter ending date 

of data in the file

Click to Submit

• 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. 

• If a Human Readable 

file is submitted, 

submitter must enter 

report date manually.

• Click Save Submission

• Click Submit.

Click to Save
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SUBMISSION CONFIRMATION

If you have any questions, please contact 

CADE SUPPORT

CADESupport@Tecolote.com

Once you click Submit, all Reviewers and Submitters 

assigned to the contract will receive an automated 

email message alerting them to the submission.
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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.

Click Submission ID# to access 

Submission Detail
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• 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.

Click here to request the 

submission returned to you in the 

Submitting status.
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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.

Click here Continue or 

Cancel this submission


