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Responsibilities 
Contractors are responsible for: 
1. Creating Contracts and adding Orders in the CMRA website. 
2. Entering Order data, Contact data, and Location data for each Order in CMRA. 

 
Login 

1. Go to the CMRA website, https://cmra.army.mil 
2. Enter your Username (your email address), Password, and select the 

‘Contractor’ user role, then select Submit. 

 
Searching or Creating a Contract 

1. Search for a contract using the criteria listed on the screen. 
a.   If the contract is in the database, you may select the Contract itself. 
b.  If the contract does not exist in the database, you can create it by 

selecting the red‐ highlighted hyperlink at the top of the screen. Enter 
the contract number and fiscal year, then select Save Contract. 

 
Entering Order Data 

1. Once you have searched for or created a contract, select the contract number. 
2. If the Order number appears, select it. If you need to add an Order number, 

select Add New Order. Enter the Order data information on the screen and 
select Create Order (if you do not have an Order number, use ‘0000’). 
a.   The UIC is of the Army Requiring Activity that you are supporting. Any   
questions regarding the RA UIC should be addressed to the Army Unit you 
support or the COR. 
b.   The Direct Non-Labor Cost field is Supply costs plus Other Direct Costs 
(ODCs) for the fiscal year. ODCs are charged directly to the Government and are 
not included in proposed material costs, direct labor, indirect costs or any other 
category of cost. ODCs include but are not limited to special tooling, travel 
expenses, relocation expenses, pre-production and start-up costs, packaging and 
transportation costs, royalties, spoilage and rework, computer expenses, federal 
excise taxes and reproduction costs. If you did not have a Direct Non-Labor Cost 
you will enter “0”. 
 c.   The Invoiced Amount is the total dollar amount you charged to the Army 



 

Contract/Order during the fiscal year, including materials, labor, overhead, etc.  
The total invoiced amount must be greater than or equal to the sum of the Direct 
Labor dollars and Direct Non-Labor Cost and should be reported for the fiscal 
year when it is accrued (no matter when the invoice is sent out and or paid). 

3. Once you have clicked on the Order number, enter or edit the Order data. 

 
Entering Contact Data 

1. Select the ‘Contact Data’ tab. 
2. Enter the data for each point of contact and select Save after each entry. 
 

 
Entering Location Data 

1. Select the ‘Location Data’ tab. 
2. For each Location record, enter the following data: 

a.   The Federal Service Code (PSC) is the function performed for the Order 
record. Most of the time is the last of option on first search page. 
b.   The location is where the work was performed. 

c. The Direct Labor Dollars is the amount charged for labor costs. 
d.   The Direct Labor Hours is the total amount of hours worked on the Orders. 
e.   The remaining questions must also be answered. 

3. Once all questions have been completed, select Save. 
4. If there are multiple Locations or multiple Functions performed at a location, 

enter additional Location Records. 

 
Once the Order data, Contact data, and Location data is entered for each Contract and 
Order, the contractor is finished entering data into the Contractor Manpower Reporting 
Application. 

 
 

 
 
 

Notes 
 
• Any questions regarding your Requiring Activity Unit Identification Code (RA 
UIC), Major Command (MACOM), or Federal Service Code (FSC) should be addressed to 
the Army Requiring Activity that you are supporting for the contracted work.  
• For other questions or concerns, see the Help Resources section of the website for 
a Full User Guide, list of FAQs, Glossary of terms, and Help Desk contact information. 

 


