Armament ACE Desk Top Instruction
No. Armament ACE-IS-019


TITLE: Completing a PIO Signoff Task

DESCRIPTION:


Provide instructions on how to complete a PIO Signoff Task.

Instructions:  

	1. When you have been chosen to complete a PIO Signoff task you will first receive an email notification.  Check your inbox for an email like the one shown to the right.  
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Process  wcadmin weadmin
Advance forward to the CD's - Select this option to Initiator:
advance the charter o the CD's for review,
Due Date:
Cancel - Select this option to cancel the charter, the
charter will stay in cancelled state. Rol Auditor

Click the "Task Complete" button when finished. i Jessica Meyer
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Please read the instructions in the email.  They instruct you to either Advance forward to CD’s or Cancel. 
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	3. You have 2 options that will take you to the page where you can complete your task.  Your first option is your email.  Click the link that says ‘PIO Signoff task’
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	4. You second option is on the properties page.  On the left sidebar there is a link called ‘Worklist.’  You may click this link as well.  
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	5. If you chose the Worklist link you will be brought to the following page.  On this page click on the PIO Signoff link.  This will take you to the same place the link in your email took you.   
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	6. You may now decide to Advance forward to CD’s or Cancel this document.  Refer to the instructions for further explanation as to what these choices mean.  When you have made your decision click the corresponding bubble.  You may also add some relevant comments as to why you chose what you did.  When you are finished click [image: image6.png]Task Complete



.  

     You will receive the following       

     message, 


Your work item has now been successfully completed. 
	[image: image7.png]Rwerml 1O signoff 1]
“Version History

lteration History

\Life Cycle History ™MStTUCtions: Pleas review ths Charter. After you login to ACE scroll down and select one  Process: Charter Approval Process_CLAYMORE CHARTER 12 (Claymare
e Lycle HISIOIY - of e gispositions below. Charter 12) &
Sl Process weadmin weadrin

Subscription Advance forward to the CD's - Select this option to advance the charter to the CD's for review.

Initiator:

“DiSCUss  Cancel - Select this option to cancel the charter, the charter will stay in cancelled state.
“Saved As Histo
“Check Out

“Get Content
“Save As
*Submit
“Move

Auditor
Jessica Meyer

Click the "Task Complete" button when finished.

9% [P pocument CLAYMORE CHARTER 12 (Claymore Charter 12) A

‘Rename Comments:

“Home
“Personal Cabinet
“Checked Out Folder

“Search
“Worklist
“Create Document
* Visualization Clipboard © Approve
“Preferences ©Do not approve

® Advance forward to the CD's

O Cancel
Task Complete
Completed Reviews Role Approve Comments
LeeMing Chen Auditor Pending
Jessica Meyer Auditor Pending
LeeMing Chen Group Leader Pending

01 Upaate Chanter Agproval Process_CLAYMORE CHARTER 12 (Claymore Charter 12) A Contert







If you decide to Cancel the charter be sure to leave some comments as to why you made that decision.
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