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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 Group 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 Group Management is selected, the Group Management page will display. GAM may then select N C C S Government Group Information.

		


The Group Root is listed at the top. If the GAM has access to multiple groups they will display in the dropdown. The path of the current group displays and shows what groups are above the group.If the current group has any Subgroups they will display here. 





		


By opening the dropdown the user can select the group needed. 

		


GAM's can click the links under Group Actions to administer Current Users, Archived Users and Location Codes. 





		


When Current Users is selected, the User Information page is displayed. All User ID's will display as links. In order to manage a particular user, click the User ID. 

		


The User Information - View page is displayed. 





		


Scroll to the bottom of the page and select the Edit button to edit the user information. 

		


The User Information - Edit page is displayed. 





		


The GAM may edit certain fields, others are read only. Click the Registration Status dropdown to change a user's access status to Pending. If changed to Pending the system will allow a user to login and request Supervisor role approval. 

		


Select the Save button to save any changes or the Return button for the previous page. 





		


The Roles link may be selected. 

		


The NCCS Role Information page is displayed. GAM may view any comments or attachments associated with the user by clicking the associated links.





		


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 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. 





		


User's Agency or Company information will also be available to view. 

		


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. 





		


Archived Users may be selected.

		


A list of Archived Users will display. The same links are displayed as the Current Users page. 





		


Location Codes may be selected. 

		


The Location Information page is displayed. GAM's may view and edit Location Code information and Extensions that go with the location code by either clicking the location code or the Extension links.





		


If the user clicks a location code, the Location Information - View page will display. User will select the Edit button to edit the data. 

		


The Location Information - Edit page is displayed. 

Emails have 3 settings:
- All emails - emails are always sent when a document is worked that contains the location code. 

- No emails - no emails are sent when a document is worked that contains the location code.

- Negative emails - emails are only sent when the document goes "backwards". 

Each location code may have up to 3 secondary organizational emails. Each email address has it's own email settings. 





		


Level 2 GAMs have access to additional Group Actions.

Add Location may be selected. 

		


On the Select from Awaiting N C C S tab, users may search for location codes to add.





		


Information may be entered into the fields.  Click the Filter button to display the results.

		


Click on the checkboxes of those location codes to be added.





		


Scroll to the bottom of the page and click Save when finished.

		


On the Manually Enter Location tab, users may enter a location code and click the Add button.





		


Add Group may be selected. 

		


Users may add a new group name in the New Group Name field and click Save.  

The Add Location option shown previously, is also displayed on this page.





		


Location Code Format may be selected. 

		


The Current Location Code Format tab is displayed which displays the Prefix, Suffix and Description of any records found.





		


The Select Location Code Format tab is used to search for the location code prefix, suffix or description.  The user enters information into the fields and clicks the Filter button.

		


The Location Code Formats are displayed.  Select the desired checkboxes and click Save.





		


Rename Group may be selected. 

		


The user enters a new group name in the field provided and clicks the Save button.





		


Group Lookup may be selected from the Group Management menu.

		


Select a Search Type from the dropdown and enter a Search Value. 





		


Select the Search button. 

		


Group Administrators of the Group will display in the table. 





		


[bookmark: _GoBack]This concludes our demonstration. 
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