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Step

Action

The Workflow Manager is used to manage the project proposal and
performance report workflows for one or more projects.

Note: Using the Workflow Manager to send projects through the workflow is
optional since users can complete the same workflow for an individual
project directly from the Guided Process Tool on the mapper. The Workflow
Manager is typically used by users who need to manage multiple projects at
a time.

The Workflow Manager is the only place users can generate Interim Reports.

Log into TRACS and select the Workflow Manager from the dashboard.

‘H& wildlife Welcome, Yonah Cohen | profile | Help Desk | Log Out
TRACS

& Mapper>>

N Workflow Manager

Proposal WorkflowTab: This tab is used to view and manage project
proposals.

Select from one of the standard filters or use the New Filter button to create
a custom filter. Click on a filter link to open it.
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3 The results page will display with each project statement listed per row.
Tip: Customize the page by Columns, Results per page, and Sort By fields
in the upper right. Use the Export button to download an Excel spreadsheet
of the list if desired.

Workflow Manager & B

("Proposal Workflow [t o

=W~ 'in Progress’ Statements In My Group(s) ¥ Export v
Manage Selection | Clear Selection JCSEECHE] Columns w  Results Per Page [ 15 [+] sortBy [ Statement Name: AZ [-]
O ‘ Controls ‘ Project # ‘ Project Name ‘ Status ‘ Statement Name ‘ Group.
() 60002588 T OR Burns Pajute Baseline Data Collection and EIS for Proposed Removal of Nonnative Brook Trout to Benefit Bull Trout (FI3AF01090) Draft Burns Paiute Brook Trout Project  Wild]| |
[} 60003117  #Z0 "Bidu” for the Pinoleville Pomo; Restoring Oak as 3 Cultural Landscape Active  "Bidu" for the Pincleville Pomo  Wild|

Restoring Oak Woodlands as a
cultural Landscape

O 19603120  4J¢ Copy of "Bidu" for the Pinoleville Pome: Restoring Oak Woodlands as a Cultural Landscape Active "Bidu" for the Pinoleville Pomo  wild]
22 Restoring Oak Woodlands as a
Cultural Landscape
O 60256261 78 AKW-23 1,0 Moose Survey & Inventory FY13 Active 1.0 Moose Survey & Inventory Divisi
Combined
O 60239245 434 SD Statewide Fishing Access e and D Non Motorboat (F14AF00264) Active 3rd Avenue Pond (3AP14Wa) wild]|
(Deferred) Development Project
O 60258758  Z¢ SD Statewide Fishing Access andD Non Motorboat F13AF00327 [F-38-DB-53] Active 3rd Avenue Pond, Codington wildif™|
County
O 60257517 W29 AKW-33 4.0 Brown/Grizzly Bear S&I FY2014 Active 4.0 Brown/Grizzly Bear S&I Alasl
O 60264320 #Z4 A Survey of Sport Fishing in the Illinois Portion of Lake Michigan Active  ASurveyofSport Fishing inthe  Wild]
Illinois Pertion of Lake Michigan
50004336 #7¢ 1D Aquatic Education (FI3AF00932 Draft AE Program wildlf|
0 : : L
<] T I>]

63 results found in 0.063 seconds. Page 10f65 PBEQE B

e To open an individual project: click on the hyperlinked name to open
the Guided Process Tool.

e To view or download the Proposal: click on the Reports button and
select HTML or PDF (note: Once the proposal has been approved

only the PDF is available). Click Ok to close.

Project Statement: Burns Paiute Brook Trout Project
Lead PI Erica Maltz

Version Versicn 0 (Draft)

‘Workflow Status In Progress

Current Project Proposal Version Report

This Project Statement is not submitted and approved, so only a preview of the Project Proposal is available.

Preview Draft Project Proposa! (LA (D

Previous Project Proposals

Project Proposal Version Proposal

« 0K
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3 cont.| To send one or more projects through the workflow: check the box to the left

of the project name(s) and click Manage Selection. Note: In order to
manage multiple proposals, they all must have the same workflow status and
meet all the validation rules.

Workflow Manager C

[ m JII ‘In Progress' Statements In My Group(s)

Manage Selection Selected: 1

[] | Controls Project# | Project Name

i) Reports 60002588  #_¢ OR Burns Paiute Baseline Data Collection a

This will open the same workflow form available by going through the
mapper to open the Guided Process Tool. You can use the Workflow
Manager or the Guided Process Tool to send the project through the
workflow steps.

Validation information will appear at the top (select a project to view
details in the lower half of the screen). If there is missing information
it will appear in a red “Error” message. Errors must be fixed before
proceeding, whereas "Warnings" which appear in yellow are
informational and can be bypassed.

Project Statement Workflow: Burns Paiute Brook Trout Project x

Current Project Statement Workflow Status: In Progress Workflow Diagram

This Project Proposal is In Progress. The details and objectives can be edited.

Preview Project Proposal m m

Project l:‘ OR Burns Paiute Baseline Data Collection and EIS for Propesed Removal of Nonnative Invalid

Brook Trout to Benefit Bull Trout (F13AF01030]

| Project must be Active

Statement Burns Paiute Brook Trout Project Valid

Objectives Narrative valid

Available Workflow Transitions

mp submit Project Proposal for Review @
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3. cont.

e Select the desired workflow process and click Apply Transition.

o The proposal begins with a status of "In Progress". The editor
(state or federal) will need to select "Submit Project Proposal
for Review" and apply the transition to change the status to
"Pending Review".

o The federal reviewer will have the option to select "Approve
Proposal” or "Do Not Approve Proposal”. Once the project is
approved, the status will display as "Reviewed Ready for
Reporting”.

o If the data needs to be edited after the proposal has been
approved, contact the federal reviewer to rescind approval.
The federal reviewer can “Rescind Approval and Set to In
Progress” which allows the state editor to make any changes
and submit the project for approval again. The other option to
“‘Rescind Approval and Set to Statement Pending Review”
allows the federal reviewer to make changes.

e Note: The system does not currently send automatic notifications, so
you will need to follow-up with the reviewer to let them know when the
proposal is pending their review. Likewise, the federal reviewer should
contact the editor when the proposal is approved or if any revisions
are needed.

e Click OK to close the window.

Manage Multiple Project Statements x

Current Project Statement Workflow Status: In Progress Workflow Diagram

This Project Proposal is In Progress. The details and objectives can be edited.

Project Statement Valid?

CA - Statewide Hunter Education Project (FY2015) CA - Hunter Education: Shooting Range Renovation Valid

CA - Statewide Hunter Education Project (FY2015) CA - Hunter Education: Basic Hunter Education FY 2015 Valid

Preview Project Proposal m m

Project W24 CA-Statewide Hunter Education Project (FY2015 Valid
Statement CA - Hunter Education: Shocting Range Renovaticn Valid

Objectives SMART Valid

Available Workflow Transitions

) Submit Project Proposal for Review @

 OK
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Performance Workflow Tab: This tab is used to view and manage
performance reports and to generate interim reports.

Select from one of the standard filter links or use the New Filter button to
create a custom filter.

Workflow Manager & (%]

TN Oy erformance workflow |

[ controls
Qrvga
Qrvga
Qrzga
Qrzga
Qrsga
aQsga

The results page will display with each funding source listed per row. This
is because the Performance Workflow is “grant-centric” instead of Project
Centric. This means that reports using the Workflow Manager are created at
the grant level and therefore may contain multiple projects associated with
that one grant. To generate the final report for an individual project, use the
Guided Process Tool from the mapper.

Tip: Customize the page by Columns, Results per page, and Sort By fields
in the top right. Export the list if desired.

Workflow Manager C u
(TSI performance workflow |
=W »11 Final Report Approved' Funding Sources In My Group(s) Fexport v
Columns w  Results Per Page [ 15 [+] sertBy [Award Number: AZ [-]
Controls | Award Number ‘ Grant ... | Lead PI ‘ Start Date End Date Project #s Region ‘ State ‘ #ofpr.. ‘ ‘Workflow Status
FO1APDOO14 07/01/2001 06/30/2012 1960300507 Region 7 Alaska 1 Final Report Approved X
FO2AF00001 Daniel  09/01/2002 12/31/2013 1960305213 Region 2 Texas 1 Final Report Approved
Hogan
FO2AF00006 Evan 01/31/2002 12/31/2014 1960296875, Region 4 Georgia 2 Final Report Approved
Lockwoo 1960296877
d
FO3AF00002 Suzanne  09/01/2003 06/30/2014 1960288900, Region 2 Texas 4 Final Report Approved
Medina, 1960297428,
Amber 1960236872,
Andel 1960297431
FO3AFOD007 10/01/2003 02/28/2011 1960286809, Region 7 Alaska 2 Final Report Approved
1960288515 L
FO3APDO013 OfttoJose  Evan 03/01/2003 06/29/2012 1960296867 Region 6 Colorado 1 Final Report Approved
Lockwoo
d
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5 cont. e To send the project(s) through the workflow: Select the Manage
button to the left of the funding source. This will open the workflow
form to manage all projects associated with that funding source. Note:
You can use the Workflow Manager or the Guided Process Tool to
send the project through the workflow steps.

Workflow Manager C

L GLGEETRYGT GG Performance Workflow |

m All 'Final Report Approved' Funding Soul

Controls ‘ Award Number | Grant ..

e Error messages (in red) and warnings (in yellow) will appear at the
top of the window. Errors must be fixed before proceeding,
whereas "Warnings" which appear in yellow are information and
be bypassed.

e Click View All Addressed Objectives to review objectives and
validation messages that may need to be fixed before proceeding.
Tip: All actions that will be included in the Final Report must have
a status of “Completed”.

Performance Workflow: Funding Source #60006637 F10AF00020 x
B e Workilow Transition Log

Current Performance Workflow Status: Final Report Due Workflow Diagram

This Finding Source has reached the End Date and a Final Report is due. Actions can be created to address the objectives of the
Project Proposal and should be finalized before submission. When ready, the Final Report for this Funding Source should be
submitted for review

Before submitting a final report, please ensure that all the desired addressed objectives are entered.

This Funding Source has one or more Addressed Objectives with a validation warning.

View All Addressed Objectives
Preview Final Report m m

Available Workflow Transitions

<@ ReturntolnProgress @
B Submit Final Report for Review @

+ 0K
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5 cont.

e Select the desired workflow process and click Apply Transition.

Available Workflow Transitions

<@ Returnto In Progress @
- Submit Final Report for Review @

+ 0K

o The final report begins with a status of "Unassigned" before the
funding source has been associated with the project by WSFR
(Step 4 Associate Funding Source in the Guided Process Tool).

o Once the funding source is associated with the project, the system
should automatically change the status of the Performance Report
to “In Progress” (if the status does not update contact the Help
Desk).

o When the final report is due, the editor (state or federal) will need
to select “Set Final Report Due” and click Apply Transition.

o The state or federal editor will need to select "Submit Project
Proposal for Review" and apply the transition to change the
status to "Pending Review".

o The federal reviewer will have the option to select "Approve Final
Performance Report” or "Do Not Approve Final Performance
Report".

o Once the project is approved, the status will display as "Approved
Final Performance Report".

o If the data needs to be edited after the proposal has been
approved, contact the federal reviewer to rescind approval.

The federal reviewer can “Rescind Approval and Set to In
Progress” which allows the state editor to make any changes and
submit the report for approval again. The other option to “Rescind
Approval and Set to Final Report Pending Review” allows the
federal reviewer to make changes.

¢ Note: The system does not currently send automatic notifications, so
you will need to follow-up with the reviewer to let them know when the
final report is pending their review. Likewise, the federal reviewer
should contact the editor when the final report is approved or if any
revisions are needed.
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e To preview and generate reports (including Interim Reports): click on
the Reports button.

Workflow Manager C
el B R TS GTE Performance Workflow

m All 'Final Report Approved’ Funding Sou

Controls Award Number Grant ..

Manage FO1AP0O0014

o Use the Interim Reports tab to generate an Interim Report.

» Select a Standard Period of Performance or enter the
dates by Custom Period of Performance.

= The View All Addressed Objectives button can be
used to check validation information. The View PoP
Addressed Objectives is used to view the objectives in
the selected Period of Performance (PoP). Tip: All
actions that will be included in an Interim Report must
have a status of “Active”.

= Select the HTML or PDF version to download/view.

Performance Reports: Funding Source #60011855 F09AFD0018

Award Number: FOSAFO0018

Start Date: 07/01/2009

End Date: 06/30/2016

Periods of Performance: 7

Performance Workflow Status: Final Report Due

View All Addressed Objectives [~}

Interim Reports
® standard Period of Performance [ Period 1 (7/1/2009 through 6/30/2010) [-]
(O Custom Period of Performance through

Selected Period of Performance (PoP)

Start Date 7/1/2009

End Date 6/30/2010

Addressed Objectives View PoP Addressed Objectives 7]
View Performance Report m m
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5 cont. | Use the Final Reports tab to preview/download the final report in HTML or
PDF format. Once approved, the only option will be the PDF version.

Performance Reports: Funding Source #60011855 FO9AFD0018

Award Number: FOSAFO0018

Start Date: 07/01/2009

End Date: 06/30/2016

Periods of Performance: 7

Performance Workflow Status: Final Report Due

View All Addressed Objectives 7]

(LSl Final Reportw

‘ The final report for this Funding Source is not submitted and approved, so only a preview of the final report is available.

6 | To close the Workflow Manager, click the X in the upper right.
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