Armament ACE Desk Top Instruction
No. Armament ACE-IS-017


TITLE:  Create Document and Select PI Recipient

DESCRIPTION:

Provide instructions for creating a document to begin the workflow and selecting the PI recipient.  

Instructions:

1. Click the create document icon [image: image15.png][Work item has been successfilly completed.



 to bring up the create document screen.

	2. [image: image1.png]


Choose the file that you want to use as your Primary Content.  Refer to Instruction Sheet 007 for more information on drag and drop capability.  Make sure to fill in the Number, Name, Location, and Life Cycle fields.  You may also add a relevant description.  Check the ‘Submit for Life Cycle Promotion’ box.  When you are finished, click ‘OK’.
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	3. You should see a message such as this one,
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and then you will be brought to the properties page of the document you just created.  
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	4. You are now ready to look at the Worklist.  On the bottom of the left sidebar click ‘Worklist’.
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	5. Your worklist will come up.  You should see that you have a task to complete.  That task is ‘Select PI.’  Click on the name of the task to bring you to its description and the page where you can complete it.   
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	6. First, read the instructions, they will tell you to ‘Please define the Recipient role who will receive e-mail notification about the charter submission.’  To do this you must look to the bottom of the screen.  The gray window is where you are able to choose the Recipient.  
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	7. First you must choose Recipient from the drop down list of Roles.  
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	8. Then you must click on the ‘Users’ tab.  You enter the name or ID of the user you are looking for, then click find.  Highlight the name of the user and be sure to click the [image: image9.png]Add ==



 button.  You will see the name of the user under ‘Participants’.  When you have finished selecting the reviewer you must be sure to click [image: image10.png]


 or else it will not be saved.    
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	9. You will know if you have saved the Recipient because the look of the name will change.  It will show your user ID followed by your first and last name in parenthesis. 
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	10. When you have chosen and saved the Recipient you may now say the task is complete by clicking [image: image13.png]Task Complete



.  You will receive the following message,

    You have now successfully         completed your work item.
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