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


		


This demonstration is an overview of the User and Security drop down options.Logon to the Wide Area Workflow e-Business Suite.





		


Click the User dropdown and then the Profile link.

		


The Profile Maintenance page is displayed.
When registering, a user provides personal contact information and data concerning the role he/she requires within the WAWF e-Business Suite application . This data is saved into a user profile. The Profile Maintenance option is used to update personal information such as name, organization, title and e-mail address.  Supervisor and Agency Information is also located on this page.Click the Edit link to modify information within each section.





		


Click the Submit button when finished.

		


Repeat these steps for the Supervisor and Agency Information sections.

Click the Home button to return to the User dropdown.





		


Click the View\Edit Roles link from the User dropdown menu.

		


The Role Maintenance page is displayed showing the Role, Group, Location Code, Extension, DUNS, Active Status, Justification and Attachments for each User Role:  Vendor or Government and Administrative.Click the View/Add link to view and/or add Justifications and Attachments.





		


The User may type a Justification in the Justification box and click the Save Justification button.

		


The User may also add an attachment by using the Browse and Upload buttons.





		


Click the Previous button when finished.

		


Click the Add Roles link from the User dropdown menu.






		


Click the Government User Roles link under the iRAPT section.

		


Select a role from the Role dropdown.





		


Select a Location Code Type and enter a Location Code. 

The user may also add a Justification and Attachments.


		


Click the Save button when finished.





		


Click the Submit button at the bottom of the screen to submit to your Supervisor/Sponsor.

		


A success message will display letting the user know they have successfully added roles and the request was sent to their Supervisor/Sponsor.





		


Click the User dropdown and the View Request Status link.

		


The Role Maintenance page is displayed with the status of the user's roles, along with a message.





		


After checking the status, a User may select Resubmit for a role requiring approval and then click the Send Reminder to your Supervisor/Sponsor button.
 
Click Home to return to the User dropdown.

		


Click the Change Authentication Type link under the Security dropdown.





		


The user then selects how they will be accessing Wide Area Workflow e-Business Suite applications from the dropdown. 

		


For this demonstration, Software Certificate is selected.  Click the Certificate Login button to choose a Certificate and complete the process.





		




		


When the Java Applet is displayed, select the Common Access Card (CAC) / Digital Certificate and click on the 'OK' button.





		


If the CAC/certificate has already been registered in the WAWF system, an error message will be displayed.

If this is a new CAC/certificate, the user should contact the Group Administrator to have their CAC/certificate reset.

		


Once the user selects the certificate on the Java Applet, the details will be displayed on the certificate the user has chosen.

The user can click the Submit button to associate this certificate with their current account and continue login.





		


A success message is received.

		


Click the Change Password link under the Security dropdown.





		


Enter a new Password.

Note:  A mandatory change is enforced every 60 days. 

Click the Submit button.

		


A success message is displayed indicating the new password has been successfully reset.





		


Click the Change Security Questions link under the Security dropdown.

		


The user may select new security questions from the dropdowns and enter answers.  Click the Submit button when finished.





		


A success message is displayed indicating the security answers has been successfully reset.

		


If the user is an Administrator, an Administration dropdown will be provided for the appropriate Admin Console.





		


A Help link is also provided that takes the user to the New User Information and Help page.

		


[bookmark: _GoBack]This concludes our demonstration.
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