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Terminology changes

	Old Terminology
	New Terminology

	Management
	WorkFlow

	Work List
	Inbox

	Closing a work item
	Disposition Accordion

	
	


Project Status Definitions
	Project Status
	Description

	Scanning
	Send application record to Contractor for scanning of document(s)

	Data Entry
	Send application record to Contractor for data entry

	Distribute
	Will distribute all outgoing PDFs to Applicant, Consultant, and/or Agent via Email or Fax and then send the record to the Library 

	Application Review
	Send application record for review

	Pending Additional Information
	Application record is waiting for additional information from Applicant

	Signature
	Send application record for signature

	Signed (System assigned)
	Indicates a document(s) has been signed

	Requires Signature (System assigned)
	Indicates a document(s) requires signature

	Library
	Generate Audit Report and send application record to the Library

	Mail
	Sends application record to the Transportation Assistant to mail outgoing document(s) – Snail Mail

	Assign PO
	Application record requires a Project Officer to be assigned

	Complete (System assigned)
	Application record is complete and located in the Library


Adding a Folder
Adding a new folder can be accomplished by clicking on the “Add New Folder” link in the “Quick Tasks” accordion located on any one of the following locations within the application:  
· Main page

· Search Criteria page

· Search Results page

Instructions:

Click on the “Add New Folder” link and follow the following instructions:

· Choose a location from the list provided (i.e, Library, Workflow)
· Choose a Search Class from the list provided 
· Choose the Folder Class from the list provided

· Add all the appropriate values within each accordion by clicking on each of the  accordion heading’s
· Click “Save” once all the values have been entered.

Notes: 
· To check for duplicate records, click on the “Search for Duplicates”

· To not add the record click “Cancel”
· To have the newly created folder automatically start in workflow make sure to check the box [image: image1.wmf]Route in workflow process -- Leaving this box unchecked the folder will be created and will be available in workflow where everyone can view it. To start a workflow refer to the “Workflow” section of this reference guide.

New Process changes:

1. Requalifers program:  Going forward if a applicant requests more than one request, the user must create one folder for each request.  (i.e., If an applicant asks for Approvals for Hydrostatic, Acoustic, and FAA- then you will create 3 separate folders and use the class of tester to determine which folder type is being created.

Copy Folder(s)
Coping folder(s) can be accomplished by clicking on the “Copy Folder” link in the “Quick Tasks” accordion located on any one of the following locations within the application:  

· Search Results page

Instructions:

To copy an existing folder(s) use the following instructions:

· From the search results page, select the folder you which to copy by checking the box

· From the “Quick Tasks” accordion, select how many folders you wish to create from the list provided (see example below)
· Choose the type of folder you are creating from the list provided (the selection will determine what data gets copied into the new folder(s) (see below)
· Click the “Copy Folder” link 
Example:
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	Copy folder 
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Notes: 
· Folder copies will automatically be routed into the Approvals workflow process and can be accessible in workflow. 
· No documents will be copied over from the original folder.

New Process changes:

1. Requalifers program:  Going forward if a applicant requests more than one request, the user must create one folder for each request.  (i.e., If an applicant asks for Approvals for Hydrostatic, Acoustic, and FAA- then you will create 3 separate folders and use the class of tester to determine which folder type is being created. 

Start A Workflow Process

This can only be completed in the Workflow Search results page

Instructions:

· Select the folder that needs to be in workflow

· Click the “Route in” link located in the section directly above the first folder in the results page.

Example;

	
	Route in 
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View Folder(s)

To access folder(s) to either view or process them you can access them from the following locations:

· Search Results page (by clicking on the folder properties icon

· Inbox page by clicking on the View link
Search Features
Searching for folder(s) can be accomplished by clicking on search links listed in the sections below:

Global Search  - This will allow you to search for folders both in Library and Worflow
Library Search – This will allow you to search for folders only in Library
Workflow Search - This will allow you to search for folders only in Workflow
Inbox Search - This will allow you to search for folders only in the inbox 
Note:  Each search has specific fields to search on the fields to search on are different depending on the area within the application you wish to search.  If you need additional fields to search on within one of the above search areas, please send an email Michelle Glode
The search function can be accessed from following locations within the application:  

· Main Menu

Searching for Folder(s)

Instructions:

· From the “Search” section on the main page, select the search type by clicking on the link

· Choose where to search in (Library, Workflow, or both (Global) from the list provided

· Choose a search class from the list provided

· Provide the search criteria 

· Click the “Search” button

NOTES:  

· To search for everything click the “Search” Button and the system will return all folders)

· Each field is NOT case sensitive

· You have the option to save your search criteria on the search results screen (refer to the Save Search section of this document)
Sort Feature

Search results can be sorted by up to 3 fields (defined below). The search results will only be sorted if the appropriate sort check boxes are selected below. 
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Notes:  

· To sort on more than one field you need to check the 1st sort and then select the field, once you have selected the 1st sort the 2nd sort drop down list will populate.  If you want to sort on a 3rd field, you must check the 2nd sort check box and select a value from the drop down list then the 3rd sort drop down list will populate for you to select the 3rd sort selection.

· Sorting feature does NOT work in the Inbox search

Saved Searches

You have the option to save your search criteria.  The option to save searches is located in the following sections of the application:

· All search results screens

Instructions:

· Once you have your desired results 
· Type in the name of your search results that is meaningful for future use in the text field called “Save As”

· Click the “Save” Icon to the right of thee field

Example:

[image: image12]
NOTE:  
· All saved searches can be accessed from the Main page

· To re-use a saved search just click on the link (see example below)

· To delete a saved search click on the “x” on the lower right hand corner of the disk icon.

[image: image13]
Update Project Officer(s)
This feature will be documented at a later time

Update Priority 

This feature will be documented at a later time
Document(s) 

To access documents to either view or process you can access them from the following locations:

· Search Results page (by clicking on the folder that contains the document(s)

· Application Page from either workflow or inbox
Generate a document

This task can only be performed within the Application record in the Inbox.  To generate a pre-defined template, select the “Quick Task’ accordion

Instructions:

· Select the template to generate from the list provided

· Click “Generate Letter” link
Notes:

· Be sure all data elements for the template have been entered into the appropriate accordion sections on the left side of the screen.
· The letter generation request will be processed as soon as possible and the document list will be updated automatically.  You can click on the Refresh icon located on the right side of the Document in Folder Section heading (blue section)
Add document(s)

From the Application page under the “Quick task” accordion click on the Add new document Add new document lnk.

Instructions:

· Choose document class from the list provided

· Incoming Document is used for all incoming documents that has NO proprietary information

· Confidential Doc is used for all incoming or internal documents that can only be viewed by users with permission to view these types of documents
· Outgoing is used for all types of outgoing documents

· AutoAudit is used for only the Audit trail document which the system adds to the folder at the end of the workflow process.

· Choose a document type from the list provided

· Brose the and select the document you wish to add to the folder

· Fill in all the necessary document index fields which will help identify each document in the folder
· Click “Save” 

Note:  To cancel this process, click on the “Cancel” button

Below is the definition of the document(s) page and it’s options (NOTE: move the mouse over the icon and it will display the icon option:


[image: image14]
1. Check out/In Process

2. View the Document
3. View/edit document properties and  view previous versions of the document

4. Omitted

5. Icons from left to right

· Select all documents

· Unselect all documents

· Delete selected document(s)

· Email selected document(s)

· Print selected document(s)

· Fax selected document(s)
Modify existing document(s)  (check out/in) 

Instructions:

Check out

· Click on the “Check out Document” icon

· The system will ask you to open, save or cancel

· Modify the document and save it

Check In:

· From the Application page

· Click on the “Check in document” icon   (if unavailable click on the refresh icon)

· Browse to and select the document you wish to add as the revision

· Add any updates to the document property fields

· Click “Save”

Note:  to undo the check in process, click on “Un-check out document”

View document(s)

Click on the “Retrieve Document” icon
Email document(s)

You can email selected documents in two different places:

· From the document page 

· Copy to the Clip Board by selecting the document clicking on the “Add to clipboard” link located on the “Quick Task” accordion – (using the clipboard method allows you to add documents from multiple folders and email at once to one or more people.

Instructions:

· Select document(s) to email
· Click on the Email icon

· Enter in the Email address

· Click “Submit” link

Note: the ^ will close the email window
Fax document(s)
You can fax selected documents in two different places:

· From the document page 

· Copy to the Clip Board by selecting the document clicking on the “Add to clipboard” link located on the “Quick Task” accordion – (using the clipboard method allows you to add documents from multiple folders and fax at once to one or more people.
Instructions:

· Select document(s) to Fax

· Click on the Fax icon

· Enter in the Fax number 

· Click “Submit” link

Note: the ^ will close the email window
Print document(s)

You can print selected documents in two different places:

· From the document page 

· Copy to the Clip Board by selecting the document clicking on the “Add to clipboard” link located on the “Quick Task” accordion – (using the clipboard method allows you to add documents from multiple folders and print.
Instructions:

· Select document(s) to print

· Click on the Print icon

· Select the Printer device from the list provided

· Click “Submit” link

Note: the ^ will close the email window
Delete document(s)

You can delete selected documents in two different places:

· From the document page 

· Move to the Clip Board by selecting the document clicking on the “Add to clipboard” link located on the “Quick Task” accordion – (using the clipboard method allows you to add documents from multiple folders and delete.
Instructions:

· Select the document(s) you want to delete

· Click on the “Delete Document” Icon

Note:  

· If  you accidentally delete a document the document can be recovered within 30 days of the delete date by contacting 5-HELP.

· You can only delete document(s) which you have added.  You can not delete documents that have been added by other users unless you have special permission.  If you require permission to delete all types of documents, please speak with the Director of Special Permits and Approvals.
Sign document(s)
Signing documents can only be accomplished in the following location:

· Application Record in the Inbox

Instructions:

Signing document(s) can be performed from the “Quick Task” accordion

· Select the document(s) for which you wish to apply a signature. You may also choose to apply an expiration duration as well.
· Select  you are signing for from the list provided
· If  you wish to apply an Expiration date select “Apply Expiration Date” and select the duration and type prior to clicking the “Sign For” link
· If  you choose to apply an expiration date click “Sign for” link
Example:
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Clipboard

This feature will be documented at a later time

Security Settings
This feature will be documented at a later time and it is only available to users with permission to update security settings.
Reports

This feature will be documented at a later time

My Recent Actions
This feature allows a user to see what the last 10 actions where completed.
Inbox Filter

This feature will be documented at a later time
Closing a Work Item Folder

To move a folder to another step within the workflow click on the Disposition accordion.

Instructions:

· Enter your remarks in the remarks section if applicable (note: the remarks will be noted in the comments section of the record)

· Select the Project Status from the list provided (This will determine where the folder will be routed to next)

· Click one of the following links:

· Complete – This means you agree and have completed all necessary work on this application record

· Reject – This means you did not agree with something pertaining to this application record. (Note: be sure to add your remarks.)
Collaboration

Collaboration allows the user to send the work item to a specified person outside of the current workflow process.  When collaboration is used the folder will stay in your inbox.

Instructions:

· Click on the “Collaboration” accordion located on the right hand side of the screen

· Select the Organization which the user is associated

· Select the Department the user is associated with

· Select the User from the list provided (Note: if the user is not present – try another organization or department)

· Select the priority

· Click on the “Collaborate” link

Note:  Once the user completes the collaboration a comment will be added into the folder by the user as a reference for the folder.

Add Comment(s)

Adding comments can be performed from the Application record 

Instructions:

· In the comments section, type the comment in the box provided (There is o spell check and once the comment has been added it can not be deleted or modified.)

· Click “Add comment” link

Note:  If you put the mouse over the comment Icon next to the comment, it will display information pertaining to that comment line.

Change workflow process 

This can only be completed in the Application Record within the Inbox.

Instructions:

· Change the Approval Type

· Click “Save”

· Update the Project Officer field if you know who the application needs to go to. If you don’t know leave it blank
· Click on the Disposition accordion

· Add a Remark

· Select Project Status

· Click either the Complete or Reject link
Note:  This will send the Application to the appropriate workflow process.
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