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Welcome to Wide Area Workflow e-Business Suite.   
This demonstration contains audio narrative.  Please adjust your volume accordingly. 
 

 
This presentation is an overview of the Cost Voucher Approver's Approval Folder for "Quick Signing" and Block Signing 
Approval Folder for "Block Signing" Cost Voucher Interim documents. 
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The Government User selects the Approval Folder option from the Cost Voucher Approver User's dropdown menu option. 

 
The Search Criteria page for Cost Voucher Approval Folder is displayed. 
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After entering in the information in the search fields, click the "Submit" button to display the results.  The more information 
you enter, the more you can narrow your results to the specific documents you are looking for. 

 
The Cost Voucher Approval Folder results page is displayed. This page contains a list of documents that match the selection 
criteria. 
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Click the "First", "Prev", "Next", and "Last" links to page through the results, click the page number links to go to the specific 
page. 

 
On the results page, click on the "Voucher Number" link to approve a document. 
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In the "Action by DoDAAC" section on the "Header" tab, the "Approve / Date / Sign / Submit" button is displayed. 
 
When the Approver clicks on the 'Quick Sign' button, the system will select the "Approved for Provisional Payment" checkbox 
automatically. 
 
If the user is logged in with a User Id/Password, the application will automatically sign the document. The user will not have 
to enter a password. 
 
If the user is logged in with a Common Access Card (CAC) or Digital Certificate, the application will automatically sign the 
document with the certificate the user has used to login. The user will not have to select certificate.  

 
When the user clicks the 'Quick Sign' button, the success message is displayed at the top of the results page. 
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Select the "History Folder by DoDAAC" to view the document. 

 
Enter in the search criteria data and click the "Submit" button. 
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The document is displayed on the search results page. Scroll to the right. 

 
The document is displayed with a "Processed" status. 
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When the document is approved from the Header tab by Quick Signing, the Action(s) on the Misc. Information section will 
state "Approved Quick". 

 
In the Quick Signing Approval process, the "Approved for Provisional Payment" checkbox is checked, the Signature Date is 
updated with the current date, and the document is server signed by the Cost Voucher Approver. 
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Now, go back to the "Approval Folder". 

 
Select another document from the results page. 
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If the "Cost Suspension or Disallowance" checkbox is selected, the "Approve / Date / Sign / Submit" button is removed from 
the page. 

 
Now, select the "Block Signing Approval Folder". 
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The "Block Signing Approval Folder" results page is displayed. 

 
The document type in this folder is "Cost Voucher - Interim".  
 
The Approver will page through all the results selecting the checkbox of the documents they wish to block sign. 
 
The last step is to click the "Block Approval" button to Block Sign all the selected documents. 
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A success page is displayed to the user. 
 
Because of the number of possible emails, they will not be listed. 

 
When the document is approved from the "Block Signing Folder", the Action(s) on the Misc. Information section will state 
"Approved Block". 
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In the Block Signing Approval process, the "Approved For Provisional Payment" checkbox is selected, the Signature Date is 
updated with the current date, and the document is server signed by the Cost Voucher Approver. 

 
Now, go back to the "Blocking Signing Approval Folder". 
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The "Block Sign" column will contain "Previously Rejected" instead of a checkbox when the Cost Voucher Interim documents 
have been previously rejected by the Cost Voucher Reviewer. 

 
This concludes our demonstration. 
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