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Welcome to Wide Area Workflow e-Business Suite. This demonstration contains audio narrative. Please adjust your volume accordingly. 

		


This presentation provides an overview of the N C C S Group Administrator Role (GAM) for the Role Management menu.  





		


After logging into the WAWF e-Business Suite, the N C C S GAM clicks the Administration dropdown and then selects the CORT/N C C S/eMIPR Administration. 

		


The Administration Console for Group Administrators will display. 
Click on the links to Administer to the Groups, Locations, Roles and Users. 





		


Once Role Management is selected, the Role Management page will display. GAM may then select Role Activation.

		


The N C C S Role Activation - Search page is displayed. 
 





		


Enter in Search Criteria. 

If any of the following need to be included in Search results, the checkboxes must be selected: 

Comment/Attachment Indicators
Contract Instrument Details (necessary to manage Contract Expiration Details) 
DD0557 Form Status
Inactive Date or GAM Letter Status 

		


Search results are displayed. 





		


User's Access Approval page can be viewed by clicking the View Access Approval link. 

		


A new window will open displaying user's Access Approval page. The Overview section will display roles that are pending Supervisor/Sponsor approval, pending Administration approval and all current active roles. 





		


GAM can view user's profile by clicking the Profile link. 

		


User's supervisor or sponsor information can be viewed by clicking the Supervisor link.





		


User's Agency or Company information will also be available to view by clicking the Agency link.

		


User's request status can be viewed by clicking the Request Status link.





		


Role History page will display the history for all of the user's roles. 

		


The Profile History page will display user's history if any of the following elements are changed:

First Name, Last Name, Email, Organization, Company/Agency Name, Supervisor/Sponsor Email Address. 





		


GAMs may review forms by clicking the Attached in WAWF link provided. 

		


Forms page is displayed. 





		


GAMs may select a Status from the dropdown, enter comments and click Save. 

		


Select the Contract Number, displayed as a link, to edit Contract Instrument Details. 





		


The Contract Instrument Details page will display. 

		


GAM may enter a New Contract Expiration Date or add a new contract by clicking the Add Contract button. 





		


To add a new contract, enter the required information and select the Save button. 

		


A success message will display and GAM will be able to enter a new contract expiration date and approve the new contract. 





		


The link in the Attach column may be selected to view or add attachments. 

NOTE:  GAM Appointment Letters may be attached here by an Administrator if one was not supplied by the user upon registration. 

		


GAMs can view or delete attachments once they are uploaded. 





		


GAM Letter status can be updated by selecting the link displayed in the GAM Letter column. 

		


GAM may then update the GAM Letter Status by selecting the appropriate status after they have confirmed it is in the system. 





		


A success message will be received after selecting the Save button. 

		


GAMs may choose to Change Status or Send to Archive users by using the dropdown options. 





		


Links are also provided at the bottom of the page allowing a GAM to update all users at the same time. 

		


A message will be displayed upon successful activation. NOTE: GAMs will receive an email notification once the Supervisor takes action. 






		


Role Information option may be selected. 

		


The N C C S Role Information page is displayed. 
 





		


Enter in Search Criteria.

If any of the following need to be included in Search results, the checkboxes must be selected:
 
Comment/Attachment Indicators
Contract Instrument Details
DD0557 Form Status
Inactive Date or GAM Letter Status 

		


Search results are displayed. 





		


User's Access Approval page can be viewed by clicking the View Access Approval link. 

		


Comments and Attachments may be viewed by selecting the links under the Comment and Attachment columns. 





		


[bookmark: _GoBack]This concludes our demonstration. 
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