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INTRODUCTION


This Quick Reference Guide has been prepared to help expedite the preparation of the Interagency Agreement and Statement of Work forms.  It is

 recommended that this document be used in conjunction with the Customer Agreements Online Help ‘Glossary’ and ‘Users Guide’.


If you wish to make suggestions or recommendations regarding any of this documented material, please use Customer Agreements Online Help

‘Contact Us’.


The GENERAL INFORMATION Section paragraph A below provides information for navigating through the Customer Agreements System.

GENERAL INFORMATION
A. After entering the URL http://ec21.nbc.gov/ec21/routing/index.cfm, a screen ‘Welcome to the Automated Customer Agreement Application’ is displayed.  Please click on the Login tab to enter/access the system.  After logging in, ALL of the tabs are displayed.  To proceed, click one of the tabs ‘New’; ‘Search’; ‘Reports’; ‘Administration’; ‘Help’; or ‘Logout’ on the Welcome screen.  If you do not have a userid and password, click ‘How do I obtain a UserID and Password?’
B.   There are three sections to the Inter/Intra Agency Agreement document.

1. Agreement Form, including the NBC Internal Form.

2. Statement of Work.  Requires at least one Task and at least one Activity for that Task.  The Tasks and Activities build the Statement of 

       Work.  
3. Route Path.  Routing for reviews and approvals within the National Business Center.

C.   RULE:  User must click ‘NEXT’ for the system to accept any new or revised AGREEMENT FORM data.

       RULE:  User must click ‘ADD A TASK’ or ‘UPDATE A TASK’ for the system to accept any new or revised TASK data.

       RULE:  User must click ‘ADD AN ACTIVITY’ or ‘UPDATE AN ACTIVITY’ for the system to accept any new or revised ACTIVITY data.

D.   On-line HELP provides a ‘Users Guide’ with an explanation of the functionality of the Agreement System.  Use Adobe Reader to view the Guide.

E.   Search:  Click on the SEARCH tab to initiate a search of Inter/Intra Agency Agreement documents.  Any combination from the available selection

       criteria on the Search screen may be entered.   The system will default to ‘Awaiting your approval’.

F. Modify, Copy, Terminate, or Cancel:  The results of a SEARCH of agreements, has a column ‘OPTIONS’.  Click on the drop-down button to

exercise the Copy, Modify, Terminate, or Cancel features.  Use Modify only after all signatures, including the Customer’s, are in place.  You may COPY any of the agreements at any phase of the process; certain fields will be ‘cleared out’ by the system on your newly copied agreement.  To terminate an agreement, the routing and approval process, to include approval by the Customer, must have been completed.  The Cancel feature is available for use until the Customer has signed the agreement; only the Creator of that specific agreement may cancel it.

G. Approve, Cancel, Add Notes, Attach a File, Print and Reject:  These features/shortcuts are available for use and are found in the upper right corner 

of the Agreement form.  If the agreement has been fully Approved (including the Customer), the user cannot add notes, attach a file, or cancel. Only the Creator may cancel an agreement (see F. above).  The Reject icon becomes available on the screen (near the Approve icon) after the Creator has Approved the document to move it out of Draft status. Rejected agreements are returned to the Creator by the system.  

H. View Notes or Files that have been added/attached to the agreement.  On the Search screen where the Agreement Number is displayed, if there is a

note or a file, there will be a yellow note icon to click on for viewing the note.  For an attached file, there will be a paperclip icon to click on for viewing the file.

I.    Reports:  Click on the REPORTS tab for a list of reports created by the system.

J. Password change:  Click on the ADMINISTRATION tab to change your password.  To request a user id, see A. above.

K.   Contact list:  Click on the HELP tab; click on Contact Us in the Index.

SCREEN 1 - ADD A NEW AGREEMENT (WIZARD SCREEN)

PREPARING THE INTER/INTRA AGENCY AGREEMENT DOCUMENT

Any field with a red ‘*’ on the entry screen indicates a REQUIRED entry.

	ITEM NR.
	FIELD NAME
	SYSTEM GENERATED
	USER INPUT
	USER ACTION OR

COMMENTS

	1.
	Action Type
	Yes
	No
	--------

	2. 
	Fiscal Year
	No
	Yes
	Select from the drop down list and hi-lite.

	3. 
	Customer Organization
	No
	Yes
	Search by entering first character of the CUSTOMER organization name (such as: B, for Bureau of Public Debt) or search by the full CUSTOMER organization name, then click ‘Search’. 

	4.
	Customer Organization
	No
	Yes
	Result of Search criteria will display here.  User is to hi-lite the customer organization name that is needed for this document.  If not on the list, click HELP and then select the ‘Users Guide’ or ‘Contact Us’.

	5. 
	Customer Organization
	Yes
	No
	Result of the hi-lited Customer organization name, along with other customer information, will display here.

	6. 
	Directorate
	No
	Yes
	Select from the drop down list and hi-lite.  This is the NBC Directorate for which this agreement is being created.

	7.
	NBC Organization
	No
	Yes
	Search by entering first character of the name of the NBC Division responsible for this agreement or search by the full NBC division (organization) name; then, click ‘Search’.  This should usually be the agreement creator’s home organization.

	8.
	NBC Organization
	No
	Yes
	Result of Search criteria will display here.  User is to hi-lite the NBC Division name/organization that is needed for this document.  If not on the list, click HELP and then select the ‘Users Guide’ or ‘Contact Us’.  Org Code and Budget Org Code on this screen are used by NBC/Admin Operations; not used by NBC/PS.  

	9.
	NBC Organization
	Yes
	No
	Result of the hi-lited NBC division/organization, along with the NBC finance mail stop, will display here.

	10.
	Agreement Title
	No
	Yes
	User is to enter a meaningful title that can be used for reporting purposes. 

	11.
	Budget Program Code
	No
	Yes
	Search by entering first character of the budget program code or the full budget program code; then, click ‘Search’.  Select from the drop down list and hi-lite the desired 4-digit code.  If not on the list, click HELP and then select the ‘Users Guide’ or ‘Contact Us’.   Budget program code on this screen is used by NBC/Admin Operations; not used by NBC/PS – however an entry is required.  

	12.
	Submit
	No
	Yes
	Click here to ‘submit’ the entries on this page and to continue with the agreement. (The agreement number is assigned to the document, as a result of the information entered on this screen.  Otherwise, click ‘reset’ to reenter data on this page.

	13.
	Reset
	No
	Yes
	If user chooses not to‘submit’ these entries, then click here to ‘cancel’ all entries on this page.


AGREEMENT FORM PAGES
PREPARING THE INTER/INTRA AGENCY AGREEMENT DOCUMENT

Any field with a red ‘*’ on the entry screen indicates a REQUIRED entry.

	ITEM NR.
	FIELD NAME
	SYSTEM GENERATED
	USER INPUT
	USER ACTION OR

COMMENTS

	1.
	Agreement Number
	Yes
	No
	Generated based on information entered on the previous screen.  

	2.
	Action Type
	Yes
	No
	--------

	3.
	Period of Performance
	No
	Yes
	Select from the drop down list and hi-lite the MMDDYYYY for both the Start Date and the End Date.

	4.
	FY
	Yes
	No
	--------

	5.
	Customer Information
	--------
	--------
	--------

	5a.
	Customer
	Yes
	No
	Generated based on information entered on the previous screen.

	5b.
	Customer Reference Number
	No
	Yes
	If available from customer, enter.  May be left blank.  To help prevent charge backs, this information would be useful to the Accounting Operations Branch, NBC, for IPAC collections. Maximum of 30 characters.

	5c.
	Project Coordinator
	No
	Yes
	Select from the drop down list.  If name is not on the drop down list, click ‘ADD’; enter fields that are preceded by a red ‘*’; then click on ‘Add a Customer Contact’ at the end of the entry fields.  If all required information is not available, click ‘RESET’ which allows the user to discontinue the ‘ADD’ action until all required information has been gathered.

	5d.
	Customer Agency Location Code
	Yes
	No
	Generated based on information entered on the previous screen.

	5e.
	Customer App Code or Treas Acct Sym
	No
	Yes
	If available from customer, enter.  May be left blank.  Maximum of 10 characters.

	5f.
	Customer Acct #
	No
	Yes
	If available from customer, enter.  May be left blank.  Maximum of 40 characters.

	5g.
	Customer Oblig Doc or Purch Order #
	No
	Yes
	If available from customer, enter.  May be left blank. To prevent charge backs, this information is needed by the Accounting Operations Branch, NBC, for IPAC collections.  Please make an effort to get this number before the agreement is Approved.  Maximum of 30 characters.

	5h.
	Customer DUNS #
	No
	Yes
	If available from customer, enter.  May be left blank.  Maximum of 9 characters.

	6.
	NBC Information
	--------
	--------
	--------

	6a.
	Directorate/Division
	Yes
	No
	Generated based on information entered on the previous screen.

	6b.
	Product Line
	Yes
	No
	--------

	6c.
	Project Coordinator
	No
	Yes
	Select from the drop down list.  If name is not on the drop down list, click ‘ADD’; enter fields that are preceded by a red ‘*’; then click on ‘Add a NBC Contact’ at the end of the entry fields.  If all required information is not available, click ‘RESET’ which allows the user to discontinue the ‘ADD’ action until all required information has been gathered.

	6d.
	NBC Agency Location Code
	Yes
	No
	--------

	6e.
	NBC App Code
	Yes
	No
	Generated based on information entered on the previous screen.

	6f.
	Agreement Type
	No
	Yes
	Select from the drop down list.  Required entry.  Used by Accounting Operations Branch, bill collections, to determine whether to bill based on:

(a) TIME and MATERIALS. (billed based on actual costs at the timeframe specified in the agreement.). 

(b) FIXED PRICE.  (billed in full unless quarterly or monthly payments are designated).

(c) VARIABLE. (not necessarily billed as ‘Time & Materials’ or as ‘Fixed Price’.)

	6g.
	NBC DUNS #
	No.

Will eventually be generated.
	Yes
	Enter the DUNS # that has been assigned to your area/organization/activity.  Then click ‘NEXT’.  Note: In a future version of the Customer Agreements System, it is planned that these values will be generated by the system.  Maximum of 9 characters – no dashes.

	7.
	Description
	Yes
	No
	Generated based on information entered by the user in the STATEMENT OF WORK area.

	8.
	Purpose of Agreement
	No
	Yes
	Describe the purpose/reason(s) this agreement is being prepared.  Cannot exceed 2,000 characters.

	9.
	Authority
	No
	Yes
	Check one or all three, if appropriate.  If  ‘Other’ is checked, enter narrative.

	10.
	Termination Provisions
	No
	Yes
	Select from the drop down list.  

	11.
	Billing Provisions
	No
	Yes
	Select Monthly, Quarterly, or Annually for the billing period; or, enter a free-form narrative if monthly, quarterly or annually is not appropriate.  Select from the drop down list for the Bill Format.  If OTHER is selected, the blank field may be used to describe the ‘Other’.  

If IPAC is selected, user will be required to enter an NBC IPAC contact person name and telephone number.  For Denver and Reston – Kelley Gee, 303-969-7780 ext 2336.  Otherwise – Kimberly Viel, 202-219-0875.

	12.
	Other Terms and Conditions/

Miscellaneous
	No
	Yes
	Enter any other terms or conditions that have been agreed to by the customer and the NBC and are not addressed in a Service Level Agreement or in other parts of this Inter/Intra Agency Agreement.  Cannot exceed 2,000 characters.  May be left blank.


NBC INTERNAL FORM

PREPARING THE INTER/INTRA AGENCY AGREEMENT DOCUMENT

Any field with a red ‘*’ on the entry screen indicates a REQUIRED entry.

	ITEM NR.
	FIELD NAME
	SYSTEM GENERATED
	USER INPUT
	USER ACTION OR

COMMENTS

	1.
	NBC Account Numbers
	Yes
	No
	Generated based on information entered by the user in the STATEMENT OF WORK, Task Manager area.

	2.
	Vendor Code/ Customer Number
	Yes
	No
	Generated based on Customer Agency Location Code.

	3. 
	Billing Data
	--------
	--------
	Billing Data (items 3a – 3q) is needed for the Federal Financial System (FFS) to generate the client/customer billings.  Presently, only FFS clients are using the Customer Agreement System.

	3a.
	Bill Cycle
	No
	Yes
	Select from the drop down list.  For assistance, use the HELP tab.  If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer Agreements System/Site Administrator.

IMPORTANT:  If “WC’ or “WF” is selected for the Fund Description, then user is to leave this field blank. The reason for this is the WC/WF data does not go thru PCAS in the FFS system.  For “WD” Fund Description, see Bill Agreement Amt % below.

	3b.
	Agreement Revenue Source Code
	No
	Yes
	Required for Revenue Agreements; otherwise leave blank.  For more information, use the HELP tab and search the Glossary or the Users Guide for this field name.

Note:  NBC is not currently using Revenue Agreements.

	3c.
	Advance Flag
	No
	Yes
	User input is not required.  The FFS system will normally default to ‘N’ if there is no user input.  Otherwise, the user can select from the drop down list.  For assistance, use the HELP tab.  If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer Agreements System/Site Administrator.   

	3d.
	Collection Update Max
	No
	Yes
	User input is not required.  The FFS system will normally default to ‘N’ if there is no user input.  Otherwise, the user can select from the drop down list.  For assistance, use the HELP tab.  If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer Agreements System/Site Administrator.     

	3e.
	Advance Update Max


	No
	Yes
	User input is not required.  The FFS system will normally default to ‘N’ if there is no user input.  Otherwise, the user can select from the drop down list.  For assistance, use the HELP tab.  If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer Agreements System/Site Administrator.    

	3f.
	Bill Type
	No
	Yes
	Select from the drop down list.  For assistance, use the HELP tab.  If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer Agreements System/Site Administrator.   

IMPORTANT:  If “WC” or “WF’ is selected for the Fund Description, then user is to select ‘NO BILLS’ for this field/Bill Type.  (at some point in the future, the system will be modified to generate ‘NO BILLS’ for WC/WF fund.)

	3g.
	Bill Agreement Amt %
	No
	Yes
	Select YES in the list box if the agreement is to be billed based on the amount of the agreement rather than the amount of the distributed costs.  If YES is selected, the percentage amount is to be entered as: monthly = 08.33; quarterly = 25.00 semi-annually = 50.00; annually = 99.99.  For more information, use the HELP tab and search the Glossary or the Users Guide for this field name. If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer Agreements System/Site Administrator. 
If the Fund Description is ‘WD’ and if this is a FIXED PRICE agreement, then the Bill Cycle must not be space; the list box in the Bill Agreement Amount % field must be ‘YES’; and the appropriate % must be entered here.

	3h.
	Bill Obligations
	No
	Yes
	User input is not required.  The FFS system will normally default to ‘N’ if there is no user input.  Otherwise, the user can select from the drop down list.  For assistance, use the HELP tab.  If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer Agreements System/Site Administrator.        

	3i.
	Internal Bill Option
	No
	Yes
	User input is not required.  However, the user can select from the drop down list.  For assistance, use the HELP tab.  If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer Agreements System/Site Administrator. 

	3j.
	Bill Document Type
	No
	Yes
	User input is not required.  However, the user can select from the drop down list.  For assistance, use the HELP tab.  If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer Agreements System/Site Administrator.        

	3k.
	Bill Text Type
	No
	Yes
	User input is not required.  However, the user can select from the drop down list.  For assistance, use the HELP tab.  If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer Agreements System/Site Administrator. 

	3l.
	Bill Print Flag
	No
	Yes
	User input is not required.  However, the user can select from the drop down list.  For assistance, use the HELP tab.  If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer Agreements System/Site Administrator.     



	3m.
	Costing Method
	No
	Yes
	Requires user input.  Select from the drop down list.  For assistance, use the HELP tab.  If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer agreements System/Site Administrator.

	3n.
	Fund (Fund Description)
	No
	Yes
	Requires user input. Select from the drop down list.  For assistance, use the HELP tab.  If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer Agreements System/Site Administrator. Also, see ‘Bill Cycle’ above.

	3o.
	Burden Rate
	No
	Yes
	Requires user input only if item 3m is ‘Cost Plus Burden’. For assistance, use the HELP tab.  If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer Agreements System/Site Administrator.     

	3p.
	Bill Start Date
	No
	Yes
	User input is not required, but may be entered.  Select MMDDYY from the drop down list. For assistance, use the HELP tab.  If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer Agreements System/Site Administrator.  Input is required if the Bill End Date is entered.

	3q.
	Bill End Date
	No
	Yes
	User input is not required, but may be entered.  Select MMDDYY from the drop down list. For assistance, use the HELP tab. If the Glossary or the Users Guide does not provide adequate information, then click ‘Contact Us’ for assistance from the Customer Agreements System/Site Administrator. If this Agreement is for ‘WD-Funds’ and the Bill End Date is being entered, then the Bill End Date must be at least 2 years greater than the Agreement End Date (which is item 3-Period of Performance-on the first page of the Agreement form).  Accounting Operations, bill collections, will use this Bill End Date. 


CUSTOMER APPROVAL OFFICIALS 

(FORM IS DESIGNED TO ALLOW ENTRY OF TWO CUSTOMER SIGNATURES)

PREPARING THE INTER/INTRA AGENCY AGREEMENT DOCUMENT

Any field with a red ‘*’ on the entry screen indicates a REQUIRED entry.

	ITEM NR.
	FIELD NAME
	SYSTEM GENERATED
	USER INPUT
	USER ACTION OR

COMMENTS

	1.
	Customer 1 Name
	No
	Yes
	Data entered here will be printed in the first name field of the Customer Approval portion of the Agreement.  Name entered here is a customer representative who is authorized to approve this agreement.  Entry is not required; customer can write in the information.  However, a typed name increases the readability and legibility of the official’s name.  

	2.
	Customer 1 Title
	No
	Yes
	Data entered here will be printed in the first title field of the Customer Approval portion of the Agreement.  Title entered here is the official title of Customer 1 Name, above.  Entry is not required; customer can write in the information.  However, typed information increases the readability and legibility of the official’s title.

	3.
	Customer 2 Name
	No
	Yes
	Data entered here will be printed in the second name field of the Customer Approval portion of the Agreement.  Name entered here is a customer representative who is authorized to approve this agreement.  Entry is not required; customer can write in the information.  However, a typed name increases the readability and legibility of the official’s name.

	4.
	Customer 2 Title
	No
	Yes
	Data entered here will be printed in the second title field of the Customer Approval portion of the Agreement.  Title entered here is the official title of Customer 2 Name, above.  Entry is not required; customer can write in the information.  However, typed information increases the readability and legibility of the official’s title.


STATEMENT OF WORK – TASKS and ACTIVITIES
PREPARING THE INTER/INTRA AGENCY AGREEMENT DOCUMENT

Any field with a red ‘*’ on the entry screen indicates a REQUIRED entry.

TASKS:

1. After clicking ‘NEXT’ and the next screen appears, click on the STATEMENT OF WORK tab, at the top.

On the STATEMENT OF WORK screen, there are TASK MANAGER and ACTIVITY MANAGER icons. Tasks have to be entered before the Activities can be entered for a Task.
2. Click on the TASK MANAGER icon, for the next screen, which is:  ‘ADD A TASK’.  The system requires a minimum of one Task per Agreement and there must be a minimum of one Activity associated with each Task that is entered.

3. Enter a Task Code.  Entry here can be whatever is meaningful to the user. It is recommended that TASK codes be a one-digit, sequential alphabetical character.  User can enter up to ten characters.

4. Enter a Title for this Task. User can enter up to 50 characters of a meaningful, descriptive title.
5. Enter a description for this specific task.  Description should be a meaningful narrative text of the task. Cannot exceed 4,000 characters.


6. Click ‘Add a Task’ to save the task, or click ‘Cancel’ if you do not want to save the task.  User may also view the entire STATEMENT OF WORK by clicking the ‘View Statement of Work’ at the bottom of the screen. 

TASK LIST  (found at the bottom of the ‘Add a Task’ screen)

· Update or Review an existing Task.   Click on the desired Task Code in the Task Code column. The screen ‘Update a Task’ will display for user action.  If any modifications are made, click the ‘Update a Task’ bar before exiting the screen. 

· Delete an existing Task.   Check the box on the corresponding line in the Delete column and then click the ‘DELETE CHECKED RECORDS’.  Note:  A task cannot be deleted if there is an activity associated with that task; the activity must first be deleted, then the task can be deleted.

ACTIVITIES:

After entering all tasks, or after entering one task: 

1. Click on the ACTIVITY MANAGER icon, for the next screen, which is:  ‘ADD AN ACTIVITY’.  The system requires a minimum of one Task per Agreement and there must be a minimum of one Activity associated with each Task that is entered.

2.  Select the Task (from the drop down list) for which the user will be entering the Activity information 

3. Enter an Activity Number for the selected Task. Entry here can be whatever is meaningful to the user. It is recommended that ACTIVITY numbers be sequential numeric, - beginning with ‘1’ - within a Task.  User can enter up to ten characters.

4. Enter a Title for this Activity. User can enter up to 50 characters of a meaningful, descriptive title.

5. Enter an Activity Account, which is a cost account number associated or assigned to an activity. Contact the NBC budget staff if assistance is needed.

6. Enter an Activity Description for this specific Activity.  Description should be a meaningful narrative text of the task. Cannot exceed 4,000 characters.

7. Select and click the correct NBC Organization from the drop down list by entering search condition(s) or by scrolling thru the list.  If assistance is needed, click HELP and then select the ‘Users Guide’ or ‘Contact Us’.

8. Select and click the correct Product/Program from the drop down list by entering search condition(s) or by scrolling thru the list.  If assistance is needed, click HELP and then select the ‘Users Guide’ or ‘Contact Us’.
9. Select and click the correct Activity Type from the drop down list.  If assistance is needed, click HELP and then select the ‘Users Guide’ or ‘Contact Us’.
10. Enter Total Hours/Units for this specific Activity.  Zero is an acceptable value in this field.  Zero should be entered for Fixed and Variable Activity Types.

11. Enter Total dollar Amount for this specific Activity.

12. Click ‘Add an Activity’ to save the activity, or click ‘Cancel’ if you do not want to save the activity.  User may also view the STATEMENT OF WORK by clicking the ‘View Statement of Work’ at the bottom of the screen. 


ACTIVITY LIST   (found at the bottom of the ‘Add an Activity’ screen)  

· Update or Review an existing Activity.  Click on the desired Activity Number in the Activity Number column. The screen ‘Update an Activity’ will display for user action.  If any modifications are made, click the ‘Update an Activity’ bar before exiting the screen.

· Delete an existing Activity.  Check the box on the corresponding line in the Delete column and then click the ‘DELETE CHECKED RECORDS’.  Note:  A task cannot be deleted if there is an activity associated with that task; the activity must first be deleted, then the task can be deleted.

ROUTE PATHS

ADD/UPDATE A ROUTE PATH

Any field with a red ‘*’ on the entry screen indicates a REQUIRED entry.   

If assistance is needed, click HELP and then select the ‘Users Guide’ or ‘Contact Us”.

The purpose of the Route List is to electronically document the status of the Agreements as they are being sent thru the organization for approval and review.  Additionally, where signatures are required (Business Line Manager, Assistant Director, Budget Officer), electronic signatures for NBC approvers are used in this system.

1. Click on the ROUTE LIST icon, for the next screen, which is: ‘ADD/UPDATE A ROUTE PATH’.

2. Select and click the correct ‘Approval Authority Type’ from the drop down list. A Business Line Manager and a Budget Officer are required selections/signatures.  There can be multiple ‘Non-signature Approvers’, or none at all.  Only one Primary Approver Business Line Manager, Assistant Director, and Budget Officer may be selected, per agreement. Multiple Reviewers for each Approval Authority Type may be selected.  


3. Select and click the ‘Primary Approver Name’ for the Approval Authority Type that has been selected.  

4. Select and click ‘Reviewer Name’ for the Approval Authority Type that has been selected.  Reviewer name(s) are not system-required selections.  

5. Select and click ‘Edit Authority’.  System default is ‘No’.  A selection of ‘Yes’ allows the Approval Authority Type to make changes to the agreement unless a signature has been affixed to the agreement.

6. Select and click ‘Time Limit’.  System default is 5 days.

7. Click ‘Add /Update to Route List’ to save the information. 
8.  After updating the Route List for the ‘Approval Authority Type’ that was selected, go back to the Approval Authority Type and select from the drop-down list all other Approval Types, until the complete Route List is set up.

9. At the bottom of the Add/Update Route Path is the Route List that has been created.  Names can be deleted, sequence of the route list can be changed/reordered, names, and Route Paths can be saved for future use.  See instructions in the ‘Route List’ section of the ‘Add/Update a Route Path’ screen regarding these features.

THE END.
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