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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 Location 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 Location Management is selected, the Location Management page will display. GAM may then select Location Information.

		


The Location Information - Search page will display. 





		


Select a Group Name from the dropdown and click Submit. 

		


The Location Information page is displayed. 

Location Code information and Extensions associated with the location code may be edited. 





		


To View or Edit location code information, click the location code which displays as a link. 

		


The Location Information - View page will display.  

To Edit the information, click the Edit button. 





		


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. 

		


The Extension link can be selected to view and edit any extensions associated with the location code. 





		


To add an extension click the Add button. 

		


Enter extension information and select Save. 





		


[bookmark: _GoBack]This concludes our demonstration. 
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