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1. Enter the SME User ID and Password and click the Login button.
a. Click the Accept Terms & Conditions button.

The dashboard displays.
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2. Inthe TA That Require My Response section, locate the TA Number and click the TA number, or the View link.

Note: The status is SME Review.

The SME Review page displays. The status in the status bar is Creating Request (SME Review).
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3. To edit the request description, click the Edit button next to the Description.

The Edit Request Description dialog box displays.

Edit Request Description x

Description as entored by Requestor
Testing CBO request (rpr) 2

Additional Description (from Coordinator)

Additional Description (from SME) **

4. Enter an additional description in the textbox provider.
5. Click the Save button.

The additional description displays under the original description.



Description; Testing CBO request (rpr) 8 2 Edit

additional commant
SME additional comment

Accomplish as a result: Testing CBO request (rpr) 6

6. To contact the Requestor or Project Officer, click the | Want to... menu next the Last Login timestamp.

CTS #07 SME w Last login: 9/8/2019 L4208 AM

= | Want to...

The | Want to... menu displays.

|Want to...

ﬂ Return to Dashboord
” Requestor Contact
p PO Contact

E View Commaent Datails

E View Requeast Datails
Q Advanced Browsa

x Clogse This Manu
If one of the contacts is selected, the contact dialog box displays.

In this example it is the Contact Project Officer dialog box.

Contact Project Officer x

Project Officer

Project Officer #07 ~

Form of Communication **

please select w

Dascription of conversation *

7. Select an option from the communication drop-down list, enter a comment and click the Save button.

The dialog box closes and the comment displays in the Contact Log.



Contactlog

Contact Contocted By Contacted With Form of Communication Description of conversation Contocted Date
Contoct Reqguestor CTs Coordinator #01 Mamber #40 CBO Ermail comment o3fin/201 0326 PM
Contact PO CTS #07 SME Project Officer #07 Phone PO commant 03/19/2019 02:45 PM

Return to Dashboard Request Details

8. Under the Actions header, click the Approve button.

The Approve Request dialog box displays.

Approve Request "
Providar *

-= please select — e
Program Consultont **

- please select -~ ~

PC Team Lead *

- plaase select -~ W

Approval Comments: **

9. Select a name from the drop-down list under each header. Note: After a Provider is selected, the Program
Consultant and PC Team Lead auto-populate.

10. Enter an approval comment in the textbox provided.
11. Click the Approve Ticket button.

The Success message displays.

Succass X

Requast # T00446 has baen successfully opproved!

12. Click the OK button.

The page refreshes displaying the Request Home page; the status in the status bar is Creating AP (Initial Contact).
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Coordinator: CTS Coordinator #01

Project Officer: Project Officor #07

PO Toom Load: Projoct Officor Toam Lead #02

SME: CTS #07 SME

SME Toam Laad: CTS #02 SME Toam Load
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Coordinator Review

SME Review
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The SME Review section expands displaying the approval information. Note: The request number updates to TA#####

instead of TH#H#HHHH.

13. Click the TA##### request number.

The Provider Initial Contact page displays. The status in the status bar is Creating AP (Initial Contact).

CBA TRACKING SYSTEM

Croating Roguast

Provider Initial Contact

+ Craating AP (Initial Contact)

walth Departm

Havigwing AP Warking

Reguest # TADD44E

Reguestor. Member 01 #07 CBO

Organization; CBO \(DF) - Georgia #07

Paint of Contact Maember 01 #07 CBO

Orgonization: CBO (DF) - Geargio #07

Pravidar: Provider Organization - Georgia (South) #07
Racipiant Organization: Multipls Recipiants

Program Consultant Frogram Consultant #07

PC Teom Lead: Progrom Consultant Team Lead #02

Dascription
Testing CBO request (rpr) 446

Accomplish as o resuit Testing CBO request (rpr) 44Gc

Date Assigned: 8/26/2018

Request Add Date: 8/22/2019

Coordinator: CTS Coordinator #01

Project Officer, Project Officer #07

PO Team Laod: Project Officer Team Lead #02
SME: CTS #07 SME

SME Tearn Lead: CTS #02 SME Team Leod
Regional Lead: Regional Lead #02

JWG Rep: JWG Rep #07

JWE Tearn Lead JWGETL Rep #02

Initial Contact Date **

Contact Typa **

Fanbact Mo 5

CTS WOTSME v Lot iogn 52812019 22650 Py m

Closad

Actions

View Raquest Detail

ViewfAdd Comments

Roquest Contacts

Return to Doshboard

Note: The Initial Contact section is read-only to anyone other than the provider assigned. This information will be

provided by the assigned Provider.

14. To view the request details, click the View Request Details button.

The CBA Request Information page displays.



Request Details
RequastorRecipiant Info Provider Approval Triage Information Provider Action(s) Action Plan i Comments
CBA Request Information
Request &: TADD44G
Request Status: Inital Contact
Dalivery Mechanism: Technical Assistance (TA)
Add Date: B26209 Submit Date: 8262019
Need Date: 12019 Go Live Date:
Requestor/Recipient Info Top
Point of Contact
Point of Contact Org: CBO (DF) - Georgia #07T
Point of Contact: Member 01 807 CBO Email:  chol7@emad com Phone: (770) 5551207
Requestor Datalls
Requestor: Member 01 #07 CBO Email:  chol7i@email com Phone: {770) 555-1207
Requesting Org: GBO (OF) - Gaorgia mO7 City: Attanta State: (A,
Rucipiant Datails
Organization: CHO (DF) - Georgia 807 City:  Atlanta State: G4
Org Announcement: PS17-1704: CBO - Comprehensive High-Impact HIV Prevention Projects for Young Men of Color Wha Have Sex with Men and Young Transgender Persons of Color
Organization Type CBO Funding Type: GOC Directly Funded
Org Jurisdiction
Contact: Member 01 #07 CBO Email:  chol7@emal com Phene: (770} 5551207
Organization: CHO Panner (IF) - Georgia w07 City: Anlanta State:  GA
Org Announcement: FE17-1704. CBO - Comprehensive High-lmgact HIV Prevenbon Propects for Young Men of Coler Whe Have Sex with Men and Young Transgender Persons of Celor
Organization Type: CBO Funding Type: GOG Indirectly Funded
Org Jurisdiction:
Contact: Member 01 #)7 CBO (IF) Emall: cboif0T@email.com Phone:  (404) 5551207
eneral Request Details Top

15. After viewing the details, click the Return button in the top banner. The Request Details page displays.
16. To view or add a comment, click the View/Add Comments button.

The Request Comments page displays. Note: The View/Edit/Approve Action Plan button under Actions.
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@ Advanced Browse

Working Closad

Reguest # TADD44E

Reguestor, Member 0l #07 CBO

Organization: CBO (DF) - Geargia #07

Point of Comaoct: Mamber 01 #07 CBO

Organization: CBO (DF) - Geargia #07

Provider: Provider Organization - Georgia (South) #07
Recipient Organizotion; Multiple Recipients

Program Consultant: Program Consultant #07

PC Team Load: Pregram Consultant Team Lood #02

Description;
Testing CBO requaest (rpr) 448

Accomplish as a result Testing CBO request (rpr) 4460

Number of comments o display per page 1000 | GO

Commant Datalls

Date Assigned: B/26/2019

Request Add Date: 8/22/2019

Coordinator: CTS Coordinator #01

Project Officar. Projact Officer #07

PO Team Lead: Project Officer Team Lead #02
SME: CTS #07 SME

SME Tearn Leadt CTS #02 SME Teorn Leod
Regional Lead Regional Lead #02

WG Rep: JWG Rep #07

JWG Team Leod: JWGTL Rep #02

Raquest Datail

17. To add a comment, scroll to the bottom of the page and click the Add Comment button.

The comment textbox displays.



Please enter your new comment

Spell Check Info

[Display comment to anly CDC users

Clallow deletion of commaent

m ve Comment

18. Add a comment.
a. If desired, check the Display comments to only CDC users checkbox.
b. If desired, check the Allow deletion of comment checkbox.

Click the Save Comment button.

The Comment Saved message box displays.

Comment Saved

0 Your comment has been added

Close

Click the Close button.

The new comment displays in the comments section.

Number of commants & display per page 1000

p Commeant Available
Comment Details B
Actions
| Date: 322018 313PM Adding 3 comment (fpr) Deiote Commant

|From: CTS#07 SME
|T'|lpr.-: General Comment

I
|Date:  F122019 2.50 PM

|From: CTS w07 SME
| Tuma: Tickat Provider Assinnad

CTS W07 SME assigned Provider on 03122019 02:50 PW

19. To view contacts assigned to the request, click the Request Contacts button.

The Request Contacts page displays.
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Request Contacts
Request #: TADDALE Date Assignect B26{2019 ]
Requestor Membaer 01 #07 CBO Recuest Add Date: 822{2019
Crganization: CBO (DF) - Geargia #07 Coordinator: TS Coordinator #01
Point of Contoct Mamber 01 #07 CBO Project Officer, Project Officer #07
Organization: CBO (DF) - Geargia #07 PO Team Lead: Project Officer Team Lead #02
Fravider: Provider Organization - Geargia (South) #07 SME: CTS #07 SME
Rociplant Organization: Multiple Recipionts SME Team Leadt CTS #02 SME Teom Lead
Progrom Consultant: Program Consultant #07 Regional Leod: Regional Leod #02
PC Team Lead: Progrom Consultant Teom Lead #02 JWE Rep JWG Rep #07
Descriptior: JWGE Tearm Leod: JWGTL Rep #02
Testing CBO request (ror) 448
Accomplish as & result Testing CHO request (rpr) 446¢

Request Contacts
CDC Contacts
Name: Erncil Phone
(CBA Coordinator |cT5 Coordinator #01 lcTscol@ernaileds  [(678) 652 - 1201
Program Consultant Program Consultant #07 ‘poonsT@gmailgov  |(G78) 555- 1207

j’roglam Consultant Team Lead  Program Consultant Team Lead #02 "pconstlol@enwil.gov !(G?B} 556- 1202
'Fm]oct Officer Projoct Officor #07 ‘potto7@ermailgov (678) 550 - 1207
Projact Officer Taam Lead Project Gfficar Team Lead #02 poffo2@emoilgav  (B78) 851- 1202

gsubgocz Mattor Expert ICTS #07 SME ! i (678} 555 - 0007
Subject Matter Expert Tearm Lead (CTS #02 SME Team Lead smetid2@emailgov !(GTB} 555- 0102
uwe WG Rep #07 wgrepo7@emailgov |(878) 555 - 9010
LIWE Team Lead LIWGTL Rep #02 warepTL2@ermailgov (678) 555 - 9007
Regional Lead [Regional Lead #02 regti2@emailgov (678) 556 - 8002

Provider Contaot

Organiza th) #07

Point of Contact

Ernail Phone
B0 (DF) - Georgla #! [Member 01 #07 CBO |eboo7@emaitcom |(770) 555 - 1207

Nama
CBO (DF) - Goorgla #07 IMember 01 #07 CBO |cbet?@emailecom
[CBO Partner (IF) - Georgia #07 Mamber 01 #07 CBO (IF) [eboifo7@emailcom

{(770) 5855 - 1207
(404) 555 - 1207

Requesting Organization Contact
Organization Nome Ernail Phone
icB0 (DF) - Georgia #07 Member 01 #07 CBO lebol7Eemailcom |(770) 555 - 1207

quest Home Return to

20. Click the Return to Dashboard button.

The dashboard page displays. The request is removed from the TA That Require My Response section.
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