Reserve Orders Authorization

Introduction All Reserve Active Duty Orders must be Authorized by the District
(DXR). Users must have the CGRSVISC role in Direct Access to
Authorize Reserve Active Duty Orders.

Prior to Authorizing orders, approvers should review all data for accuracy.
It is crucial that the Funding information identifies the correct TONO and
Line of Accounting.

Procedures The following procedures are provided for Authorizing Reserve Orders in
Direct Access.

Step Action
1 Click on the View My Requests (all types) link in the Self Service Requests

pagelet.

My Page Self Service | Requests ]

Self Service Requests

“iew My Absence Requesis Submit a Deleqation Request

“iew My Requests (all iypes) User Access Reguest

Request Reports

Absence Reguest Listing

2 The View My Action Requests page will display.
View My Action Requests

Albus Dumbledore

1. ubmitted Requests’ allows member to bring up only their Action Requests.

2. 'Requests | am Approver For' allows approver to bring up only those Action Requests submitted to them.

3. "All Requests’ allows the approver to pull up their Action Requests and those submitted to them.

4. Transaction Name field allows user to select a particular fransaction (i.e., Absence Request, Delegation, etc.)
5_Refresh button clears the grid and defaults it back to "My Submitted Requests' and Transaction Status of “Pending’
6. Populate Grid button populates the grid based on what was selecied for the radio button, Transaction Name,
Transaction Status. and what was entered in the Submission From/Submission To Dates.

'3::3'.My Submitted Requests I {# Requests | am Approver For I O All Requests
Transaction Name: All Transactions v|
Transaction Status: Pending v|
Submission From Date: ]
Submission To Date: El Iml Refresh

e Click on the Requests | am Approver For radio button.

e Transaction Name: Click the drop-down and make a selection or leave at
the All Transactions default.

e Transaction Status: Click the drop-down and make a selection or leave at
the Pending default.

e Submission From Date/Submission To Date: Narrow the search by
selecting a period of inclusive dates.

Click the Populate Grid button.

Continued on next page



Reserve Orders Authorization, Continued

Procedures,
continued
Step Action
3 The Order Approvals section will populate with all pending orders.

[ Order Approvals

Customize | Find | View A1l | B | 35 First K1 40p1 1 Last

Transaction Name Status Member Member's Emplid  Submitted By Approver ion Date Deny
Reserve Authorize Order Pending Drraco Malfoy 1234567 Severus Snape  Albus Dumbledore  11/01/2016 Approve/Deny

Click the Approve/Deny link for the appropriate order.

The Approval Tab will display. Prior to Authorizing orders, click each tab and

review the information for accuracy. When finished, return to the Approval
tab.

Eeserde Ouders Travel Notes | Funding Leave Audit

Draco Malfoy EMP Empl ID: 1234567 Empd Record: 0
Trans ID: 2222222 Order Action: | | | Go
Order Begin Date: 11012016 Order Type:  Resarve
Crder End Date: 11122016 Order Status: Proposad
Route for Approval
Approval Type: Authorize Onder ]
User ID:

Depd of Approving
SPOK
Comment:

Approve Order

— Reserve Authorize Order:Fending O Comments
Ot |l A ppaaeval
Pending

Alors Dymibdedare
@ Approver from USERID field

Continued on next page



Reserve Orders Authorization, Continued

Procedures,
continued

Step Action
5 The Authorizing official can select one of three options:

Approval Type: Authorize Crder ﬂ
User ID:

Dept of Approving
SPO:

Comment:

| Approve Push Back peny |

e Push Back — Click the Push Back button to set the status to On Hold and
return the orders to the submitter with any comments for
editing/resubmission. Itis NOT RECOMMENDED to use the Push Back
option. This option limits access to the orders only to the person who
submitted the orders for authorization.

Approve Order

Reserve Authorize Order:Awaiting Further Approvals
One level Approval

On Haold
a2 Albus Dumbledore

Information Request

X Severus Snape
Information Regquest

e Deny - Sets status to Deny, removes the transaction from all Authorizing
Official’s Action Requests to allow for editing by any SPO YN.

Approve Order

Reserve Authorize Order:Denied
One level Approval

Denied

Albus Dumbledore
Approver from USERID field

e Approve — Sets status to Approved and orders are Authorized and ready to
be executed.
Approve Order

Reserve Authorize Order:Approved
One level Approval

Approved

v Albus Dumbladore
Approver from USERID field

Continued on next page



Reserve Orders Authorization, Continued

Procedures,
continued
Step Action
6 After Approval, the Order Status will be updated to Authorized. Click the
Funding tab.
Reserve Orders | Travel |[ Notes | Funding | Leave m Audit

Draco Malfoy EMP Empl ID: 1234567 Empl Record: ]
Trans 1D: 2222222 Order Action: | V| Goj
Order Begin Date:  11/01/2016 Order Type: Reserve
Order End Date:  11/12/2016 | order status:  Authorized |

The Funding Type for FICA and Pay will auto populate. Authorizing
pfficials must calculate and enter the total Travel cost.

hl' -:I." TOMO Details LOA Details =2h

“TONO Status Travel Order Number  Line of Accounting Funding Type °c*'  Total Cost
[New w]| 7217317XRCOD2001  2X72120900RC05303658122R  FICA 17 120.09 [+]
[New v 7217317XRCOD2000  2X72120900RC05303681172  Pay 17 1569.84 [+]
|New V| A1ITITARCOD2000  2X72120900RCO53036582100 [Travel 17 40.00 ﬂ
[oh Return to Search | Previous in List | [1=] Nextin List |

When finished, click the Save button. The orders are now available for SPO
processing.
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