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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 Awaiting CORT functionality.

Log in as DPAP Admin and open CORT/NCCS/MIPR Administration. 





		


Awaiting Location Codes

Allows DPAP Administrators to assign Awaiting Location Codes to a specific Service/Agency. 


		


Click the Group Management link.





		


Click Awaiting Location Codes.

		


Make sure ‘CORT’ is selected from the Application dropdown, enter / select criteria and click the Filter button.





		


Find a Location Code that is not assigned to the correct Service / Agency.

		


Check the boxes next to Location Codes to re-assign and select ‘Assign Service/Agency’ button. 






		


A popup should display with a dropdown list of Agencies.
Select a new Agency from dropdown and click ‘Save’ button to re-assign the selected Location Codes.


		


Verify that Location Code is now assigned to the new Service/Agency.






		


Adding Service/Agency – Level 2

Only DPAP Administrators are permitted to add a Level 2 Group to the CORT Group Structure.


		


Log in as DPAP Admin and open CORT/NCCS/MIPR Administration. 
Go to Group Management and click CORT Government Group Information.





		


Select OSD subgroup. 


		


Select Add Group to add a Level 2 Service/Agency.





		


Enter Group Name and search criteria for Location Code Format.


		


Click Filter to view available formats.






		


Check the box next to a Location Code Format.
Click Save to assign the format to the New Level 2 Service / Agency.

Note: Level 2 Groups may be created without assigning a Location Code Format. It is optional.


		


Verify that the new group was created and click the link to navigate to it.






		


Select Location Code Format from Group Actions.


		


Verify that the Location Code Formats selected on create are displayed on the ‘Current Location Code Format’ tab.






		


Changing Location Code Format

DPAP Administrators are permitted to update the Location Code Format for Service/Agency Level 2 Groups.

Department Administrators at Level 2 are permitted to update the Location Code Format for their own Service/Agency.


		


Log in as a Level 2 Department Admin and open CORT/NCCS/MIPR Administration. 

Go to Group Management -> CORT Government Group Information.

Select ‘Location Code Format’.






		


Uncheck a box on the ‘Current Location Code Format’ tab and click Save to remove a Location Code Format.


		


An Information message should display confirming that the Location Code Format was removed from the Service/Agency.

Select ‘Location Code Format’.






		


Select Location Code Format action again to assign a format. 

Click on the ‘Select Location Code Format’ tab and Filter button.



		


Check a box next to a format and then Save. 

Note: Each Location Code Format may only be assigned to a single Level 2 Service/Agency in the structure at a time. 






		


An Information message should display confirming that the Location Code Format was assigned to the Service/Agency.


		


Add Location Code from Awaiting

DPAP Administrators are permitted to add any Location Code in Awaiting CORT to any Group in the CORT Group Structure. 

Department Administrators at Level 2 and 3 are permitted to add any Location Code in Awaiting CORT assigned to their specific Service/Agency to Groups within their hierarchy.








		


Log in as a Level 2 Department Admin and open CORT/NCCS/MIPR Administration. 

      Go to Group Management and click CORT Government Group Information.

		


Select Add Location.






		


On ‘Select from Awaiting CORT’ tab, enter criteria and click Filter button.

Check boxes next to each location code that should be added to the group.

Click Save.


		


Informational message should display confirming that location codes were added successfully.

Select ‘Location Codes’ to view location codes in the group.






		


Verify that Location Codes have been added to the group.


		


[bookmark: _GoBack]This concludes our demonstration.
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