REQUESTERS

TO CREATE A NEW TICKET
         Click the "Requester->Create New Ticket->Individual" tab on the navigation menu to search by name for an individual. 
          - OR - 
         Click the "Requester->Create New Ticket->Mass Submission" tab on the navigation menu to search by Org Component for a group. 
         Search by selecting the relevant CPOID, Command Code, UIC, and Org Code from the dropdowns.
o   Click "Get List" to identify all employees from your selection criteria. 
 
         “Select” the desired employees by checking the corresponding box in the far right hand column.
         Click "Select Employees" at the bottom of the screen to generate a ticket number.
o   Note:  You can also select Check All or Uncheck All.
         Write your ticket number down.
         Click “Continue” to proceed.
 
NAME YOUR TICKET
         Enter a name or unique identifier to the ticket number for ease in tracking your tickets.
         Click “Add/Change”
  
Effective Date, NOA, Award Type, Agency, Authorizer
         Fill out the fields in the gray box that are uniform for all employees in the group.
         Click “Update Mass Info.”
 
Award Amounts
         Fill out the Award Amount field for each person. Depending on which type of award they will be receiving, there will be a different box to fill in.
         Click “Update Award Amounts.”
 

FINISH & SUBMIT REQUEST
         Click “Finish” to review your request
o   “Check All” records if ready to submit
o   Click “Submit Request” if finished or “Not Ready” if more time is needed
o   After you click “Submit Request,” you will get a confirmation message stating,
These people have successfully been submitted for processing.
         Click “Continue”
         …..Good job! You’re done.  
o   Click View/Update at a later time to see when AutoNOA processed your records. A date and time will be listed under the “COMPLETE” column.
  If you have something listed in the Error Column, please contact the AutoNOA Team.
 
NOT READY/MODIFY TICKET
*Information in this request is not complete until you “Submit the Request.”  Selected information is a fluid, working document until you are ready to submit.
 
MODIFY INFORMATION ON TICKET
         Click Modify Ticket
o   Alter information as you initially entered it in the above instructions or
o   “Add Person(s) or” Remove Person(s) from List” by clicking the appropriate bottom buttons
  Add Person(s) by using the dropdown to search, check employees, & click “Continue”
  Remove person by checking the associated “Delete” box and clicking “Delete From List”
         See FINISH & SUBMIT REQUEST when ready/complete
RESUME WORKING ON TICKET
         Click "Requester->View/Update" on the navigation menu.
         From dropdown, select the ticket number/name and click "View Request." 
         Click “Modify Ticket”
         See MODIFY INFORMATION ON TICKET listed listed above
 

AUTHORIZERS

 
Click "Authorizer->Authorize" on the navigation menu to Authorize the awards in which you have been selected as the authorizer.
         Check the Authorize/Deny checkbox for the employees listed and click "Submit Request"
         In order to view your Authorizer history, Click "Authorizer->History"
