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APPROVING/DISAPPROVING/FORWARDING MANUAL

Prepared by:  Lori Batson W/OST11  

Step 1:  Ensure that your Internet Browser is set to the proper security setting.  To do this follow the steps below:
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A. Open Internet Explorer

B. Select TOOLS menu option

C. Click internet options

D. Select ADVANCE folder option

E. Scroll to the end of the list

F. Place a check in the box USE TLS 1.0

G. Click apply

Now you ready to sign into the system.  Access the following url:

https://crequestprod.ocs.doc.gov
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Attention: DO NOT use the BACK button on your browser and DO NOT DOUBLE CLICK on any
these actions are supported and will cause loss of data and unexpected results.

Enter your User ID and Password or select the ce:

* User 1D NOAAJXD
* password
OR
Certificate: No Certificate Selected
Select Certificate
* Subsystem @cRequest O C.Award

» Submit




1. Enter your user ID and then your Password

2. Click submit

Once in the system:

1. Select Inbox from the standard menu bar.
Select the hyperlink of the document you wish to review under Document number, this will bring you to the Requisition Summary Screen which you can then review the document.  If there are supporting documents (i.e. SOW, J&A, etc. ) at bottom of summary screen you will see a note that states support documents are attached.  To view these documents, go to left menu under Procurement Section and select support documents, which will take you to the Support Document Management Screen.  Select Document title and scroll down to bottom of screen.  If the document has been uploaded you will see the document name next to file uploaded field.  Click on document name to view document, after the document has been viewed select Save at the bottom of the Support Document Detail Screen.

2. To view the document in its entirety as a procurement request, select forms from the left menu under sections.  Next if not done already place a check mark on the appropriate boxes to view document correctly.

3. After everything has been reviewed, go back to inbox.
4. Next mark the checkbox for the document in the Mark column.

5. Select Review under the Actions menu. This will open the Review Document screen, which you will then either approve, disapprove or forward the document.
6. Once the document has been reviewed, select either approve or disapprove.
a. If you select disapprove enter a reason why you are not approving or disapproving the document, as well as any additional comments, in the Comments field.

7. To forward the routed document to another user: Select Forward Responsibility.  In the To Reviewer field, enter the user code for the user to whom you wish to forward responsibility, or use the Lookup (Magnifying Glass) to search for and select the user.  The user to whom responsibility was forwarded will be added to the route list for this document with the same receiving order number as yours.  In addition, the routed document will be forwarded with the same privileges that you had.
8. Enter your signature password within the Signature field.

9. Select Save. Note: If the reviewer enables email notification they will receive an email notice informing them that the routing has been completed and the status of the route (approved or disapproved).

Note: If a reviewer enables “Forward Incoming Documents”, all routed documents will be forwarded with the same attributes.  The original user will continue to receive the document in their Inbox, but their attributes are updated to carbon copy, so the original user no longer holds up a route list.
Note:  To see the list of reviewer’s, scroll down the Review Document screen and select View Reviewer List.  When you have finished viewing the list, select close within the Reviewer List screen to return to the Review Document Screen.

HINT:  If you are on extended leave you need to make sure you forward the documents that will be coming to you to someone else.  To do this you need to go to My Profile sign in and select forward items in my inbox and the select the user id to send them to.  
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