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1 Introduction

1.1 About Recommendation Tracking

This manual is intended to assist you with using eCASE Audit Recommendation Tracking (RT)
folders. Recommendation Tracking provides you with the ability to track Recommendations
that arise from Findings added to Audits in eCASE Audit.

The Audit Recommendation Tracking is an optional feature that can be enabled in eCASE
Audit.

1.2 GScope

This document is intended as a supplement to the eCASE Audit Management User Manual,
and does not include instructions on creating or managing Projects within eCASE Audit
Management. This manual features sections capturing the following subjects:

» Getting Started (sign in, create recommendations, search recommendation folders)
= Recommendation Tracking Folder Interface

= Tracking Recommendations

= Recommendation Review and Approval

= Document Approvals
1.3 Using This Manual

The following formatting conventions are used in this manual to highlight important
information:

= |talicized text indicates a location, for example a particular Folder, Tab, or Window.
= Bold text indicates a specific user action, such as clicking a button.

= Red text and this symbol (!!) are used in Notes to bring attention to crucial information.



2 Getting Started
2.1 Sign In to eCASE

To sign in to eCASE, navigate to the eCASE sign in screen. Your system administrator will
provide you a hyperlink to access the eCASE Sign In screen after your account is created. Enter
your (1) Username and (2) Password in the Sign In screen and click (3) Sign In.

©CASE

Username:
|
Password: 9

E—TE—

2.2 Create Recommendations in Projects

Follow the steps below to create a Recommendation under a parent project. Once the project
is closed, each Recommendation is retained as a separate Recommendation Tracking folder.

1. Open a Project, and navigate to the Findings tab.
2. Expand the Finding, then click Recommendations:



Getting Started

Project Project Team 123 Procedure Attachments

Assignments Approvals Action Log

Closing Checklist Findings Milestone Dates Offli
Initiating Office : AINS - AINS

Audit Information

Finding Code Total Audit Amount | $0.00

~ Total Findings 3

Total Recommendations 1

Finding Number Finding
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Collapse All Expand All

Review ‘ $0.00 Details

Here's a sample finding for OPEXUs documentation

Recommendations (1) b Altach(0)

Review ‘ $0.00

Details

Details

Enter the details in the (A) Recommendation field, then click (B) Add:

Finding "1" Recommendations

Recommendation Number

2

Add
Vi
s e o ————————
-4 ?

A~ Ti- B I U S5

u S Xa x2 4 =- = = ::) = = % = k
oK x
We recommend writing outstanding documentation to support this new feature
Sensitive Recommendation -
TypeUpdated Term 1
Significant Total Amount
Recommendation Date 05/05/2023 (]
‘We need new documentation for the change to the application
Comments
4
Monetary and Non-Monetary Code Agency Component Request ~
Grant Type Grant Type -

Back

4. Additional fields appear to capture required details about the Recommendation. First,
select the Recommendation Date:
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Create a separate manual just for Recommendation Tracking

Sensitive O Recommendation -
TypeUpdated Term_1

Significant O Total Amount

Recommendation Date mm/dd/yyyy ]

Comments

Monetary and Non-Monetary Code [ v l

Grant Type

Back

5.  Enter Comments in the field provided.

6. Use the dropdowns to select the Monetary and Non-Monetary Code as well as the Grant
Type.
7. Click Update to save the details.

8. Once the Project is closed, the Recommendation details automatically transfer to new
Recommendation Tracking folders.

2.3 Create Recommendation Tracking Folders [Close
Project]

Before you can begin tracking Recommendations, you will first need to close the parent
Project folder. Any Recommendations that exist prior to closing the Project will be filed into
its own RT folder, which can be accessed via the Quick Search bar or using the Track
Recommendations tab within the parent Project.

The following steps outline how to create Recommendation Tracking folders to track
recommendations stemming from audit findings.

1. Once you have an existing project, you can add Findings to the Findings tab.

eview | $1,343.00

Recommendations (2} Aftach{0) o

Recommendations (1) Aftach(0) o
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2. Under each Finding, add at least one Recommendation.

BSave O Actions® @ Permissions Dlogs® @ Discussions 2 Reports® @ Attachment Recycle Bin & Spelling € Back  ® View As (Preparer) ~

Findings123 Project Cost123 Milestone Dates

Attachments Approvals Action Log Closing Checkdist

Project Project Team 123 Assignments

Offiine Client Audit Assistance

A= Ti~ B I U & x x* 6 By E E @ 3 = B =l

B2 .
Wae recommend fing the salety issues outlined in the report
Sensitive Recommendation -
TypeUpdated Term. 1
Significant ] Total Amount
Recommendation Date 05/01/2023 (=]
Issues noted on building exterior
Monetary and Non-Monetary Code Agoncy Component Request v
Grant Type Grant Type v
== .

tionaspx?From=LoadFolder&folderid=11069&fr

3. Close the Audit Project (Actions > Close).

Home / Project / Project A24A00221 [Open]

Save | {9 Actions~ | & Permissions

Proje Print
Start
Initiating Of

( Close >
 Fin pn
Delete

=

Change Folder Number

5 Add to Monitor List

ﬁ Add to Favorites ﬁ

Deliver Documents
Export as XML

Check Permission

Trm e

(") Note: Some actions may be required prior to be allows to close the Project, for example
delivering documents. The application will prompt to complete these actions before closing
the folder.

4. After the project is closed, the Track Recommendations tab appears in the project folder
interface. Each Recommendation is now tracked as a separate RT folder.

2



Getting Started

Home / Search Folder / Folders Search Result [ Project A-Audit23AS0204 [Closed]

&y Actions*  Dlogs~ o Discussions o Reports~ @ Attachment Recycle Bin

Project Project Team 123 Procedure Attachments Assignments Approvals Action Log Closing Checklist Findings123 Project Cost123 Milestone Dates

Closure Staff Offline Client Audit Assistance Track Recommendations

Recommendation Report Tithe

Report URL

5.  From Track Recommendation tab, click Go to Recommendation to open the
Recommendation Tracking folder for that Recommendation.

2.4 Search Recommendation Tracking Folders

You can use the Quick Search bar to easily locate a Recommendation Tracking folder.

1. In the Quick Search bar at the (A) drop-down menu, select (B) Recommendation Tracking.

Contacts

Documents

Project

Audit Plan -1
]

Project Templates /2

Audit Retention Data

228 ~  Recommendation Tracking

2l 10



Getting Started

2. Select a search category from the next drop-down menu.

Recommendation Tr.. Folder ID~

Word Search .

Folder ID
Activity Sequence

14
Additional Project Categories

Agent Assigned
Assigned By

228 — Assigned To
Assigned To

Assignment Number

Assistance Approved By User

*

3. Enter the search term in the (C) text box, then click the search icon ﬂ to run the search.

Recommendation Tr.| Folder ID ~

gj 11



3 Recommendation Tracking Folder
Interface

A sample Recommendation Tracking folder is shown below:

Home /[ Search Folder / Folders Search Result / Recommendation Tracking A-Audit23A50204-1.2 [In Progress]
& Actions» @ Permissions D Llogs~ % Discussions  |»° Reports~ @ Attachment Recycle Bin & Spelling < Back
RT Approvals ‘ Track Recommendations Attachments Assignments Project Team
Initiating Office : AINS - AINS Folder Owner : Anuj Desai

Recommendations | s |

Go to Project

Recommendation Report Number
Recommendation Report Title
Report URL

Oig Recommendation Mumber

Recommendation

Rec 2 updating text

The Recommendation folder features the following tabs:

= RT Action Log: A log of actions taken on this Recommendation, including updates made to
the tracked fields from the Track Recommendations tab, as well as overall Recommendation
approvals.

= RT Approvals: View pending Recommendation and Document approvals. If the review is
not assigned to you, the actions will be grayed out and cannot be selected.

= Track Recommendations: View and update Recommendation information. This includes
many fields with tracking for each update, including who made the change and any
associated comments about the update.

= Attachments: Documents relevant to the Recommendation are uploaded and maintained
here. Document approvals are also assigned via the Attachments tab.

= Assignments: See all Tasks associated with the Recommendation, add new Tasks, and
view Workflow History.

* Project Team: View, add, and remove Users and Groups associated with the
Recommendation. Only users with a Preparer role can assign a Recommendation for
approval, and only a Reviewer can be assigned an approval.



Recommendation Tracking Folder Interface

The following subsections go into further detail about the functionalities of each tab.

3.1 RT Action Log Tab

eCASE Audit Management stores information on all actions taken on a Recommendation. The
RT Action Log tab displays these actions, along with the associated Date, User, Category,
Status, and Comments.

RT Action Log RT Approvals Track Recommendations Attachments Assignments Project Team

Initiating Office : AINS - AINS Folder Owner : Anuj Desai

Filter by Action By B Filter by Comments ‘

Action Date Action By Category Status Comments
03/29/2023 10:38 AM Anuj Desai Approvals . Document "1_TestDocument docx' is sent for review to the u:
Comments:
03/29/2023 10:37 AM Anuj Desal General Comments O Attachment '"1_TestDocument docx' has been added.
03/29/2023 10:36 AM Anuj Desai Approvals . Please review
03/29/2023 10:30 AM Anuj Desai General Comments Recommendation data is updated.
Pages ~

You can also use the filters to locate specific actions by Status, User, or Comment.

To (A) Filter by Status, use the drop-down menu to select the desired status. You can also use
the (B) Filter by Action By to select a user associated with the action. To (C) Filter by
Comments, enter the search term in the text field, then click anywhere outside the field to
run the filter.

3.2 RT Approvals Tab

Approval actions and settings are configured within the RT Approvals tab. On this page, you
can log Recommendation updates including Approvals and Document Approvals.



Recommendation Tracking Folder Interface

RT Action Log RT Approvals Track Recommendations Attachments Assignments Project Team

Initiating Office : AINS - AINS Folder Owner : Anuj Desai
Approvals
Recommendation Cancel Status  Assigned To Assigned By Comments.
Document Approvals C
DoclD Download Document Name View/Cancel Status Assigned To Assigned By Comments
10 @ Prepared “ . John Gatewood Anuj Desai -
1_TestDocument. docx
Paoes hd

To make an update, locate the Recommendation you'd like to edit. Recommendations are
listed according to their Recommendation number or Document ID. Click (A) View or Cancel
to view the document or cancel the Recommendation.

You can also Approve, Reject, or Send For Further Review from this tab. Once you've
identified the Recommendation you need to update, you can add a comment in the (B)
Comments box. Then, use the (C) Approve, Reject, and Send For Further Review buttons to
complete the appropriate action.

3.3 Track Recommendations Tab

On the Track Recommendations tab, you can view and update Recommendation information.

RT Action Log RT Approvals Track Recommendations Attachments Project Team

Initiating Office : AINS - AINS Folder Owner : Anuj Desai

Recommendations\ Back ‘

Go to Project

Recommendation Report Number
Recommendation Report Title
Report URL

Oig Recommendation Number

Recommendation

@ Rec 1

Sensitive

You can click to expand each numbered (A) Recommendation to view the details, view the
current (B) Status, or click (C) Go to Project to view the parent Project folder.

gj 14



Recommendation Tracking Folder Interface

The (D) data fields tracked for each recommendation display when you click to expand the
view. You can use these fields to track various status changes and important dates related to
the recommendation. See the Tracking Recommendations section for details on working
within this tab.

3.4 Attachments Tab

Attachments included as part of the RT folder are managed within the Attachments tab. The
Attachments tab includes a list of all attachments associated with the case, with options for
adding, editing, and managing attachments.

Attachments are managed in the (A) Attachments workspace. There are (B) Actions you can
take on this tab, including using the Add From and Add Child From buttons to add parent and
child attachments, respectively.

RT Action Log RT Approvals Track Recommendations Assignments Project Team

+ AddFrom * B AddChildFrom * [# Edit * S Manage * [ESendTo * T Filter ® View * i Workflow ~ Group By:  Attachment Type ~

Display Index Name Created Created By Modified Modified By Size Attachment Status Workflow Action

Attachment Type: Document

10 ) 1_TestDocument docx 03/29/2023 10:37:34 AM Anuj Desai 03/29/2023 10:37:34 AM Anuj Desai e @ o 1 Pending Tasks

3.5 Assignments Tab

The Assignments tab logs all Assignments related to the Recommendation. Click on this tab to
view an overview of relevant Assignments, including the Task Name, Assignees, and Status.
You can also add a New Task and view Workflow History.

RT Action Log RT Approvals Track Recommendations Attachments Assignments Project Team

All Activities @
+ Mew Task D Workflow History

i Task Name Role Name Assigned By Assigned To Assigned Date  Due Date Status Delete Assignments
1.2 - Recommendation 1.2 - Recommendation AINS - Anuj Dessi AINS - Iohn Gatewood  03/29/2023 03/30/2023 63605 AM  Completed Late

2.1 - Recommeandsation - Excalated 2.7 - Recommendation - Escalatad AIMS - John Gatewood AINS - Admin Admin 05/08/2023 0E/00/2023 0:53:17 AM Completed Early

Show:| 100 %

3.6 Project Team Tab

You can see all users associated with a project on the Project Team tab. As seen below, you
can also view User/Group names, Offices, and Role Names.

gj 15



Recommendation Tracking Folder Interface

RT Action Log RT Approvals Track Recommendations Attachments Assignments Project Team

Multi User 6 (1] e e

+ Add User + Add Group % Remove User/Group

User/Group Office Role Name
Anuj Desai AINS - AINS Preparer
John Gatewood AINS - AINS Preparer/Reviewer
o Admin Admin AINS - AINS Reviewer
Show: 100 =

You can conduct the following operations from this tab: Add User, Add Group, or Remove
User/Group.

* To add a User: Click (A) Add User and the Add User menu opens. Select the appropriate
Role and search for the User's name. Click Add.

* To add a Group: Click (B) Add Group and the Add Group menu opens. Select the
appropriate Role and search for the Group name. Click Add.

* To Remove a User/Group: Check the (D) checkbox of the user or group you want to
remove. Then, click (C) Remove User/Group.



4 Tracking Recommendations

4.1 Track Recommendations Actions

Recommendation tracking employs an ad hoc workflow, allowing users to log updates and
changes to the recommendation details at any stage in the process.

(") Note: The fields displayed in your environment depend on your configuration, and you
may not see all fields listed here in your instance of eCASE Audit.

In addition to standard fields you'll fill in with text or using the date picker, there are also
fields that are tracked individually, with comments and dates saved for each change made to
this field. There are four types of fields which have a unique process to make updates:

Monetary and Non-Monetary Code e

Grant Type ~

Total Amount

Final Report Issurance mm/dd/yyyy
Recommendation Made To
Other
Recommendation Open Close Open
Management Decision Change 2
Estimated CAC Date 06/21/2023
| CAC Received Date mm/dd/yyyy
Estimated Closure Date mm/dd/yyyy
A Update Amounts
B Update Status
C Update Management Decision

D Update Date

Each of these processes is detailed in the following sections.

gj 17



Tracking Recommendations

4.2 Update Recommendation Amount

To update an Amount within the Recommendation:

1.

A A e

Open the Recommendation to the Track Recommendations tab, then click Amounts.

&y Actions~ & Permissions '® Logs~ < Discussions |+ Reports~ @ Attachment Recycle Bin & Spelling

RT Action Log RT Approvals Track Recommendations Attachments Assignments Project Team

Monetary and Non-Monetary Code Congressional Request -
Grant Type Grant Type
Total Amount $1,343.00 @
Final Report Issurance mm/dd/yyyy A
Recommendation Made To v
Other

i .

The Recommendation Cost window opens, as shown below.

Recommendation Cost - 1.2

To save recommendation cost click 'Save Cost Data’ button.
CFDA Number CFDA Amount

84.015 X e = Q 5343 e Delete

84022 X Q 51,000 = e

=) v
D Save Cost Data

Click (A) Insert to add a new data row; you can add as many rows as you need.

Next click the lookup icon @ to add a (B) CDFA Number
Enter the (C) CDFA Amount in the text field.

When you're finished, click (D) Save Cost Data to save the information. Alternatively, if
you need to delete a row click (E) Delete, or click (F) Back to go back to the previous
screen.

37

(") Note: Changes made to Amounts are not tracked in the Action Log.

4.3 Update Recommendation Status

To add or change a Status within the Recommendation:

1.

2

Open the Recommendation to the Track Recommendations tab, then locate the Status
field you'd like to update and click Update:

18



RT Action Log RT Approvals Track Recommendations Attachments Assignments Project Team

2.

RT Action Log RT Approvals Track Recommendations Attachments Assignments Project Team

Tracking Recommendations

Monetary and Non-Monetary Code Congressional Request

Grant Type Grant Type
Total Amount $1,343.00
mm/dd/yyyy a

Final Report Issurance
Recommendation Made To
Other

Close

Recommendation Open Close

IManagement Decision We changed the decision

#~

The Updates window opens, as shown below. Use the (A) drop down menu to select the
correct status.

Initiating Office : AINS - AINS Folder Owner : Anuj Desai

Updates

Recommendation Open Close A Close -

Comments 6

History Details

Created Date Created By Updated Value Comments

05/05/2023 09:50 AM John Gatewood Open Reopened the recommendation

05/05/2023 09:49 AM John Gatewood Close The recommendation is closed

05/05/2023 09:50 AM John Gatewood Close Whoops, closed again
=
=

Enter any comments in the (B) Comments box.
When you're finished, click (C) Update save the information.

To delete an update, click (D) Delete. You can also click (E) Back to go back to the
previous page.

(') Note: Status updates, including comments and deletions, are tracked. They are stored and
can be viewed in the RT Action Log tab.

4.4 Update Management Decision

To edit a Management Decision to the Recommendation:

1.

Open the Recommendation to the Track Recommendations tab, then locate the
Management Decision field and click Update.

19



Tracking Recommendations

Recommendation Open Close Close Update

Management Decision We changed the decision Update

Estimated CAC Date mm/dd/yyyy

2. The Updates window opens, as shown below. Fill out the (A) Management Decision text

box:
RT Action Log RT Approvals Track Recommendations Attachments Assignments Project Team

Initiating Office : AINS - AINS Folder Owner : Anuj Desai

We changed the decision
Management Decision
7~
Comments
~

C Update

History Details

Created Date Created By Updated Value Comments

05/05/2023 01:386 PM John Gatewood We changed the decision w

3. Enter comments, if applicable, in the (B) Comments field.
4.  When you're finished, click (C) Update save the information.
5. To delete an update from History Details, click (D) Delete. To return to the previous

screen, click (E) Back.
(") Note: Management Decision updates, including comments and deletions, are tracked.
They are stored in the RT Action Log tab.

4.5 Update Recommendation Date

To add or change a Date within the Recommendation:

1. Open the Recommendation to the Track Recommendations tab, then locate the date you'd
like to change and click Update.

Recommendation Open Close Close R Update

Management Decision We changed the decision Update

Estimated CAC Date mm/dd/yyyy Update |

Update

]

CAC Received Date mm/dd/yyyy

2.  The Updates window opens, as shown below. Use the (A) calendar drop down menu to
fill in the appropriate date:
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RT Action Log RT Approvals Track Recommendations Attachments Assignments Project Team

Initiating Office : AINS - AINS Folder Owner : Anuj Desai

Updates

Estimated CAC Date A 05611212023 [m]

Comments e

Update

History Details

Created Date Created By Updated Value Comments

05/05/2023 01:43 PM John Gatewood 05/12/2023

3. Enter any comments in the (B) Comments field.
4. When you're finished, click (C) Update save your information.

5. To delete an update from History Details, click (D) Delete. Click (E) Back to return to the
previous screen.

(") Note: Recommendation Date updates, including comments and deletions, are tracked.
They are stored in the RT Action Log tab.



5 Recommendation Review and Approval

5.1 Send Recommendations for Approval Review

Follow the steps below to send a Recommendation to a Reviewer for approval review:
(") Note: Only users with a Preparer role can assign Recommendations for review.

1. Navigate to the Recommendation folder, and select the Track Recommendations tab.
2. Click the Review button at the top of the Recommendation:

RT Action Log RT Approvals Track Recommendations Attachments Project Team

Initiating Office : AINS - AINS Folder Owner : Anuj Desai
Recommendations | s« |
- 11 .

Go to Project
Recommendation Report Numbar

Recommendation Report Title

3. The Review of Recommendation screen appears. Use the Assigned To field to select a user
to assign this request.

RT Action Log RT Approvals Track Recommendations Attachments Project Team

Initiating Office : AINS - AINS Folder Owner : Anuj Desai

Review of Recommendation - 1.1

Task Mame 1.1 - Recommendation

Assigned To I hd I

Due Date mm/ddiyyyy =}

Comments

(") Note: There must be at least one other Reviewer added under the Project Team tab to
assign this review.

4. Select the Due Date using the date picker.
5.  Add any Comments in the field provided.
6. Click Send For Review:

gj 22



Recommendation Review and Approval

Review of Recommendation - 1.1

7.

Task Name 1.1 - Recommendation

Assignad To Admin Admin “
Dus Date 05/08/2023 (]

Please review this recommendation

T

The assignee is notified and will now see this approval review under the RT Approvals
tab when they access this Recommendation folder.

Comments

5.2 Approve Recommendation

F

1.

3.

ollow the steps below to approve a Recommendation sent for approval review.

Navigate to the Recommendation folder, and review the contents of the Track
Recommendations tab.

If you are ready to approve the Recommendation, select the RT Approvals tab, locate the
Recommendation pending approval, and click Approve:

Recommendation Cancel Status  Assigned To Assigned By Comments

1.1 m . Admin Admin John Gatewood - Reject
- Send For Further Review

A confirmation message appears. Click Yes to confirm the approval:

Confirmation

Are you sure you want to procead?

4. After clicking Yes, the screen refreshes and the approval is removed from the Approvals

workspace:

gj 23



Recommendation Review and Approval

RT Action Log RT Approvals Track Recormmendations Attachments Assignments Project Team

Imitiating Office : AINS - AINS Folder Owner : Anuj Desai
_
Recommendation Cancel Status  Assigned To Assigned By Comments

Mo Record{s) Found.

Document Approvals

DocID Download Document Mame Viewi/Cancel Status Assigned To Assigned By Comments

Faoss hd

5. You can navigate to the Action Log to view the approval activity:

Filter by Action By Filter by Comments

Action Date Action By Category Status  Comments
05/08/2023 10:58 AM Admin Admin Approvals . Recommendation '1.1" has besn apoproved. Comments:
05/08/2023 10:51 AM John Gatewood Approvals . Flassa review this recommendstion
Fages v

5.3 Reject Recommendation

Follow the steps below to reject a Recommendation sent for approval review.

1. Navigate to the Recommendation folder, and review the contents of the Track
Recommendations tab.

2. If you are ready to reject the Recommendation, select the RT Approvals tab, locate the
Recommendation pending approval, and click Reject:

Approvals

Recommendation Cancel Status  Assigned To Assigned By Comments

# Send For Further Review

3. A confirmation message appears. Click Yes to confirm the approval:

Confirmation

Are you sure you want to procesd?

4. After clicking Yes, the screen refreshes and the approval is removed from the Approvals
workspace:
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RT Action Log RT Approvals Track Recormmendations Attachments Assignments Project Team

Imitiating Office : AINS - AINS Folder Owner : Anuj Desai
_
Recommendation Cancel Status  Assigned To Assigned By Comments

Mo Record{s) Found.

Document Approvals

DocID Download Document Mame Viewi/Cancel Status Assigned To Assigned By Comments

Pages -

5. You can navigate to the Action Log to view the rejection activity:

Filter by Action By Filter by Comments

ction Date Action By Category Status  Comments
05/08/2023 03:00 PM Admin Admin Approvals . Recommendation '2.1" has been rejected. Comments: Rejected

5.4 Send Recommendation for Further Review

Follow the steps below to send a Recommendation for further review.

1. Navigate to the Recommendation folder, and select the RT Approvals tab.
2. Locate the Recommendation pending approval, and click Send for Further Review:

Approvals

Recommendation Cancel Status  Assigned To Assigned By Comments
11 . John Gatewood William Chen Approve Reject

7~ Send For Further Review ’

3. The Send for Further Review window appears. Select an (A) Assigned To user, (B) Due Date,
and add any (C) Comments. Click (D) Send for Further Review when you're ready to
submit the Recommendation. If you need to go back, click (E) Back.

Send For Further Review

Task Name 1.1 - Recommendation - Escalated
Assigned To ~
Due Date mm/ddfyyyy [u]

Comments Q
D e ramerieren [l e [ E]
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(") Note: There must be at least one other Reviewer added under the Project Team tab to re-
assign this review.

4. After clicking Yes, the screen refreshes to the Approvals workspace. The
Recommendation will reflect the escalated status:

Approvals

Recommendation Cancel Status = Assigned To Assigned By Comments

11

5. You can navigate to the Action Log to view the escalation activity:
|Action Log

Filter by Status Filter by Action By Filter by Comments

Action Date Action By Category Status  Comments
05/10/2023 09:26 AM John Gatewood Approvals 1 Recommendation " has been submitted for further review. Comments: Submitting to
Admin for further review. Thanks!

5.5 Cancel Recommendation Approval

Follow the steps below to cancel a Recommendation approval.

1. Navigate to the Recommendation folder, and review the contents of the Track
Recommendations tab.

2. If you would like to cancel the Recommendation approval, select the RT Approvals tab,
locate the Recommendation pending approval, and click Cancel:

Approvals

Recommendation Cancel Status  Assigned To Assigned By Comments

. John Gatewood Admin Admin m
5 Send For Further Review

12

3. A confirmation message appears. Click Yes to confirm the cancellation:

Confirmation

Are you sure you want to procesd?

Filter by Comments

Action Date Action By Category Status Comments

05/06/2023 04:10 PM John Gatewood Approvals O The review for Recommendation "1.2" has been cancelled. Comments:
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6 Document Approvals

6.1 Send Recommendation Document for Approval
Review

Follow the steps below to send a Recommendation Document for approval review.

1. Navigate to the Recommendation folder, and select the Assignments tab.

2. Select the (A) Document to be sent for approval, then select (B) Workflow > (C) Assign
Task:

RT Action Log RT Approvals Track Recommendations Assignments.

+ AddFrom ~ 3 Add Child from ~ (£ Edit *  / Manage ~ JSendTo ~ T Filter @ View ™ Group By:| Attachment Type hd

Assign Task
Display Index Name Created Created By Maodified Size Attachment Status Workflow Action

Complete Task

Attachment Type: Document
Delegate Task

A 1.0 i) 1_TestDocument.doc 03/28/2023 10:37:34 AM Anuj Desai 03,/20/2023 10:37 12 KB . 1 Pending Tasks

History

B 2_Test audit document.doce 05/08/2023 11:11:52 AM Admin Admin 05/08/2023 11:11:52 AM Admin Admin 2K O Mot Applicable

3. The Assign Task screen appears. Use the Select User Lookup to select a user to assign this
document review:

Assign Task
Mote: * fields are mandatory
Basic Email Naotification
Task Mame* Submit For Review hd
Assignee Type User w
Select User® ®

View Availability
Please select the user before viewing ovailobility
Due Days Type Turnaround Days v

Due Days 1 0 Hour b 0 Min bl

E GetDue Dat2  Click button to get estimated dus date

4. Select from the available users, then click OK:
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Select an opticn

All-

& Full Mame User Mame
Adrin Admin Admim
John Gstewood Jgstewood

0 itemis) s=lected. Maximum of 1 item(s) ars allowed to be ==lected.

Email

wehen@ainstest.com

shurlepalli@ainzcom

Page 1  of1

o Cin‘:il

(") Note: There must be a Reviewer added to the Project Team tab, and you cannot assign

this review to yourself.

5. Complete the rest of the details on the Assign Task screen, then click Start.

Assign Task
Mote: * fields are mandatory
Basic Email Notification
Task Mame* Submit For Review
Assignee Type User
Select User® John Gatewood,

View Availability
Plegse selecr the user before viewing availobilizy
Due Days Type Turnaround Days

Due Days 1 0 Hour ¥ 0 Min

8 GetDusDate  Ciick button to get estimated dus date

\ @ Close

6. Navigate to the RT Approvals tab. You'll see the assignment reflected in the Document

Approvals section:



Document Approvals

RT Action Log RT Approvals Track Recommendations Attachments Assignments Project Team

Initiating Office : AINS - A Folder Owner : Anuj Desai

Recommendation Status  Assigned To Comments

1 Admin Admin John Gatewood Reject
g Send For Further Review

Assigned By

21

Document Approvals

View/Cancel Comments

DocID Download Docume Status Assigned To

. John Gatewood Anyj Desa - -
T
20 @ Prepared . John Gatewood Admin Admin - -

T

Assigned By

2_Test audit document.docx

(') Note: You can View or Cancel this approval, but only the assigned reviewer can take
approval actions.

6.2 Recommendation Document Approvals

Follow the steps below to approve a Document sent for review.

1. Navigate to the RT Approvals tab and locate the Document you'd like to review.
Document Approvals

DoclD Download Document Name View/Cancel Status Assigned To Assigned By Comments

0@ P @ mosomss  swioma =N =

1_TestDocument.docx

Send For Further Review

2. Click View. The Document will open in a new tab.

3. Once you've reviewed the Document and are ready to approve it, navigate back to the
RT Approvals screen.

4. Add any comments to the Comments field. Then, click Approve to approve the

Document.
Document Approvals
DoclD Download Document Name View/Cancel Status Assigned To Assigned By Comments

W @ Prepared @ ioin Gatowood Anu Dossi
1_TestDocument.docx -

# Send For Further Review

5. A confirmation message appears. Click Yes to confirm the approval:



Document Approvals

Confirmation

Are you sure you want to proceed?

6. The screen refreshes and the Document is removed from the Document Approvals list.

Document Approvals

DocID Download Document Name View/Cancel Status Assigned To Assigned By Comments

Paoes hd

7. You can navigate to the RT Action Log to view the approval activity:

Filter by Action By Filter by Comments

Action Date Action By Category Status  Comments

05/10/2023 11:25 AM John Gatewood Approvals . Document '1_TestDocument.docx’ has been Reviewed with comments:

6.3 Recommendation Document Rejection

Follow the steps below to reject a Document sent for review.

1. Navigate to the RT Approvals tab and locate the Document you'd like to review.

Document Approvals

DocID Download Document Name View/Cancel Status Assigned To Assigned By Comments.

20 @ Prepared . John Gatewood Admin Admin m
2_Test audit document.docx
* I

2. Click View. The Document will open in a new tab.

3. Once you've reviewed the Document and are ready to reject it, navigate back to the RT
Approvals screen.

4. Add a comment to the Comments field. Then, click Reject to reject the Document.

Document Approvals

DocID Download Document Name View/Cancel Status Assigned To Assigned By Comments

2.0 ® Preparad . John Gatewood Admin Admin
2_Test audit document docx -

“ Send For Further Review

5. A confirmation message appears. Click Yes to confirm the rejection:




Document Approvals

Confirmation

Are you sure you want to proceed?

6. The screen refreshes and the Document is removed from the Document Approvals list.

Document Approvals

DocID Download Document Name View/Cancel Status Assigned To Assigned By Comments

Paoes hd

7. You can navigate to the RT Action Log to view the rejection activity.

Action Log
Filter by Status Filter by Action By Filter by Comments

|Action Date Action By Category Status  Comments

05/10/2023 11:44 AM John Gatewood Approvals . Document '2_Test audit document.decx” has been Rejected with comments: This
document has been rejected dus to X reason.

6.4 Send Recommendation Document for Review

Follow the steps below to send a Document for further review.

1. Navigate to the RT Approvals tab and locate the Document you'd like to review.

Document Approvals

Doc|ID Download Document Name View/Cancel Status Assigned To Assigned By Comments
3.0 ® Prepared . Admin Admin John Gatewood

3_Test audit document.docx

“ Send For Further Review

2. Click View. The document opens in a new tab.

3. Once you've reviewed the document and are ready to send it for further review, navigate
back to the RT Approvals screen.

4. Add any comments to the Comments field. Then click Send For Further Review to send
the document for further review.

Document Approvals

Doc D Download Document Name View/Cancel Status Assigned To Assigned By Comments

30 @ Prepared “ . Admin Admin John Gatewood
3_Test audit document.docx ——

5. The Send For Further Review window opens. Select a new (A) Assigned To user, set a (B)
Due Date, and add any (C) Comments. Then, click (D) Send For Further Review. To
return to the previous screen, click (E) Back.




Document Approvals

RT Action Log RT Approvals Track Recommendations Attachments Assignments Project Team

Initiating Office : AINS - AINS Folder Owner : Anuj Desai
Send For Further Review
Task Name Submit For Review
Assigned To A
Due Date mm/dd/yyyy =

Comments e

Send for Further Review D Back E

6. The screen refreshes and the document is removed from the Document Approvals list.

Document Approvals

DocID Download Document Name View/Cancel Status Assigned To Assigned By Comments

Paoes hd

7.  You can navigate to the RT Action Log to view the escalation activity.
Action Log

Filter by Status Filter by Action By Filter by Comments

Action Date Action By Category Status  Comments

051072023 02:01 PM Admin Admin Approvals 1 Document '3_Test audit document docx' is sent for review to the user "John Dog’
Comments:Sending to John for further review

6.5 Cancel Recommendation Document Approval

Follow the steps below to cancel the approval process for a Recommendation Document.

1. Navigate to the RT Approvals tab and locate the document approval you'd like to cancel.
Document Approvals

Doc ID  Download Document Name Viewl/Cancel Status Assigned To Assigned By Comments

10 @ Prepared “ . John Gatewood Admin Admin

1_Audit Sample Doc

SM.docx Send For Further Review

2. Click View. The documents open in a new tab.

3.  Once you've reviewed the document and are ready to cancel the review, navigate back
to the RT Approvals screen.

4. Click Cancel to cancel the document approval.



Document Approvals

Document Approvals

Doc|D Download Document Name View/Cancel Status Assigned To Assigned By Comments

10 @ Prepared “ . John Gatewood Admin Admin m
1_Audit Sample Doc

5. A confirmation message appears. Click Yes to confirm the cancellation:

Confirmation

Are you sure you want to proceed?

6. The screen refreshes and the document is removed from the Document Approvals list.

Document Approvals

DocID Download Document Name View/Cancel Status Assigned To Assigned By Comments

Paoes v



