FAQ:  CCR Validation of ITSS Orders

With the Summer ’06 release, validations have been incorporated into ITSS to ensure the synchronization of ITSS and the Central Contractor Registration (CCR) database.  The validations were added to help ensure more accurate contractor registration information and to minimize workflow stoppage.  

*If purchase order information does not match the CCR database, GSA Finance will reject the Purchase Order (PO).  Discrepancies between ITSS and the CCR database cause delays in payments.  
The following answers to frequently asked questions should help alleviate your frustration and answer most questions regarding the new feature.

1) What documents are validated against the CCR database?
2) What fields are compared between ITSS and the CCR databases?
3) What does the CCR validation look like?
4) How long does the CCR validation process take?
5) What happens after the CCR validation is completed?
6) How do I synchronize ITSS with the CCR database?

7) 
How will the CCR validations affect my workflow?
8) How can I prevent future CCR validations from stopping my workflow?

9) 
Are there any exceptions to the CCR validation that I should be aware of?
(Hold control button + click on a link to skip to a specific question within the FAQ)

1) What documents are validated against the CCR database?

CCR validations occur upon submission of the following documents that contain contractor registration information:

· Client Ordering Information (COI)

· All Purchase Orders (Forms 30, 300, 1449, 1155)
· Vendor Person Registration

· Vendor Company Registration

· Contract

2) What fields are compared between ITSS and the CCR databases?
The following table shows which ITSS fields are compared to the CCR:
	ITSS
	 
	CCR

	Company Name*
	<=>
	Company Name

	Company Name*
	<=>
	Doing Business As (DBA) name

	Contact Address
	<=>
	Physical Address

	DUNS number
	<=>
	DUNS number

	Tax Identification Number (TIN)
	<=>
	Tax Identification Number (TIN)


The CCR validation feature compares ITSS and CCR fields, character for character. A mismatch will occur if the two values are not exactly identical.
*Companies may register in ITSS using either their CCR company name or DBA name, but not both.  If the ITSS company name exactly matches either the CCR company name or the CCR DBA name, the company name will display matched.
**Exception:  When comparing the ITSS Company Name and the CCR Company/DBA Name, the CCR validation will disregard all punctuation marks except ampersands “&”.  In other words, if the CCR company name includes a comma and ITSS company name is exactly like the CCR name, less the comma, the company name will still appear matched.  i.e. “My Company Inc” = “My Company, Inc” will display as matched.  Likewise, “My Company and More” and “My Company & More” will display as unmatched.
3) What does the CCR validation look like?

Upon submission of the above-mentioned documents, a “CCR Validation in progress” popup window will be displayed.  The popup window contains a moving progress bar to alert you that the validation is working.
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4) How long does the CCR validation process take?

Some documents take longer than others, but in general, the validation should not take longer than a few minutes.  You will notice the progress bar moving to the right as the validation occurs.  
5) What happens after the CCR validation is completed?

After the CCR validation has completed, one of six potential popup message boxes will be displayed, depending on the results of the validation:

A)  You receive the standard “Are you sure you want to submit this form?” message box.
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Meaning:
All of the contractor information contained on the form you just submitted perfectly matches the CCR database.  You are welcome to continue your workflow and do not need to update the contractor registration information.
B) You receive the following message box (soft validation):
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Meaning:
The contractor information contained in the document you submitted does not perfectly match the CCR database, but a close match has been identified.  *In all cases where the CCR returns the closest match, the fields marked in bold, red text are the mismatched fields that need to be corrected.
The above screenshot is an example of a soft validation.  Although, you are allowed to click “OK” to continue submission of the document without making any changes, you are strongly encouraged to synchronize the contractor registration information with the CCR as soon as possible.
Click ‘OK’ to: Continue working on the order; though you will eventually need to work with the ITSS Registration desk and the contractor to edit his/her contractor information to match the CCR.
Click ‘Cancel’ to: Cancel document submission and return to the document to make the necessary changes to the contractor information to match the CCR.
C) You receive the following message box (soft validation):
[image: image4.png]CCR Validation Failed
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Meaning:
The contractor information contained in the document you submitted does not have a close match in the CCR database.  Either the contractor has not registered with the CCR or the CCR was updated with current contractor information while ITSS was not.  Search the CCR website to find the contractor information to see how it compares to the ITSS contractor information.
http://www.ccr.gov/
Although a close match was not found, you received a soft validation.  This means that you can still submit the document even though the fields are not synchronized with the CCR.  We do not recommend ignoring the CCR validation warnings, since a hard validation caused by mismatched fields, further down the workflow, will prevent you from submitting a signed PO entirely.
D) You receive the following message box (hard validation) upon submission of a signed PO:
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Meaning:
The contractor information does not match the CCR but a close match has been found.  Because you are submitting a signed PO, it is mandatory that all contractor fields must be synchronized with the CCR database.  You do not have the option of submitting the document with unmatched fields.  
Click ‘OK’ to: Return to the form and synchronize the data, or click ‘OK’ to return to the form and mark the PO unsigned.  
“How to synchronize ITSS with CCR” will be explained in #6 below.
E) You receive the following message box (hard validation) upon submission of a signed PO:
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Meaning:
The contractor information contained in the document you submitted does not match the CCR database and no close match was found.  You received a hard validation because you attempted to submit a signed PO with fields that do not perfectly match the CCR.  You cannot continue submission of the signed PO without first making corrections to the PO such that it is in sync with the CCR.
Click ‘OK’ to: Return to the form and synchronize the data, or click ‘OK’ to return to the form and mark the PO unsigned.  
“How to synchronize ITSS with CCR” will be explained in #6 below.

F) You receive the following message box:
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Meaning:
The CCR validation feature is currently disabled and ITSS fields could not be compared with the CCR.  If you continue to submit a signed PO and the contractor information does not match the CCR, you will eventually need to create an order mod to fix the contractor address information before any invoices will be paid by GSA Finance.
6) How do I synchronize ITSS with the CCR database?

In most circumstances, ITSS is updated to match the values in the CCR.  To synchronize the data, you will have to work with the contractor and ITSS Registration Desk.

A) Search the CCR database by DUNS number to find the contractor company’s CCR information:

a. Goto http://www.ccr.gov
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B) Confirm with the vendor that their contractor information in the CCR is accurate.
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C) After you have confirmed that the CCR information is accurate, fax the ITSS Registration desk the following authorization documents, where appropriate:

a. A faxed authorization letter on company letterhead, signed by a company officer, requesting to update contractor company registration document and/or contractor person registration(s), and all orders under that company.
b. If a contract also needs to be updated, fax a signed SF30 to request a modification to a contract.
D) The ITSS Registration desk will then update all requested documents and send the change request to the ITSS Helpdesk who will then update all related orders to reflect the changes made to the contractor information.  After the changes are made to the COI, any unsigned POs can be updated with the new contractor information using the “Refresh Form” button on the PO.
E) Now that the contract (if any), contractor company registration, contractor person(s) registration, and orders have been synchronized with the CCR database, you should be able to continue your workflow on all related orders without any interruption from the CCR validation.
7) How will the CCR validations affect my workflow?
If you receive a soft validation (a warning popup) upon document submission, you will still be allowed to proceed with your submission and workflow.  However, eventually you will need to synchronize the contractor information before you will be allowed to submit a signed PO.

If you receive a hard validation (mandatory changes required) upon signed PO submission, you must synchronize ITSS and the CCR before you can submit the document.  You will not be able to proceed with your workflow until the data is in sync.
8) How can I prevent future CCR validations from stopping my workflow?
You can prevent future hard validations from stopping your workflow by resolving the CCR mismatches on all registration documents as soon as possible.  Though it is possible to resolve a mismatch on a PO and sign the PO without resolving the discrepancies on the contract / contractor company / contractor person documents, you will have only resolved the mismatch on a single order.  If you follow the steps outlined in #6 above, “How to synchronize ITSS with CCR”, you will resolve the source of the discrepancies.  This will correct all orders and any future orders under that contract/company, thereby, greatly reducing the amount of work stoppage and delayed payments due to mismatched orders under that entire contract/company.
9) Are there any exceptions to the CCR validation that I should be aware of?

ITSS does not validate the CCR for foreign contractor companies.  If the contractor company listed on a signed purchase order is a foreign company, the CCR validation process will be bypassed.  Foreign contractor company information must still perfectly match the CCR in order for GSA Finance to process invoices.  However, since the CCR validation is bypassed, you will have to manually validate the information as described in #6 above.
